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INTRODUCTION

An administrator relies on skilled staff to carry out the missions
of the facility. [Insuring that staff possess the skills to complete the
facility's mission is a primary management function. An administrator attempts
to hire those persons best qualified to carry out job assignments. Because
the required skills, however, are only partially existing when a person
is hired, facility managers must use training programs to supplement skills
that new staff members bring to the job and that staff presently possess.

A facility manager can choose from three types of training programs.
Training can be provided while staff are working, generally known as "on-the-job"
training. Training can be provided off the job but within the facility,
known as "in-service" training. Finally, training can be provided away
from the facility itself, generally known as "education." This publication
will limit its presentation to those activities known as "in-service" training.

In-service training provides specialized information to staff to meet
three basic organizational information needs: knowledge of assigned tasks,
skill to carry out assigned tasks, and motivation to complete assigned tasks.

In-service training helps staff meet these needs in three ways. First,
in-service training provides data that relates task completion to the fulfillment
of the facility's mission. Second, in-service training develops the skills
necessary for staff to complete their assigned tasks. Third, in-service
training can provide a morale building system leading staff to be motivated
to produce good work.



Defining In-service Training

In-service training is defined in three major ways: (1) as the improvement
of job performance by the provision of organized staff activities, (2) as
a tool for preventing and correcting facility problems, and (3) as a tool
for completing facility missions. In-service training programs are often
provided as the result of management concerns that staff are not as productive
as they could be. In-service training is designed to improve job performance
by either providing information about better methods to carry out assigned
Jjobs or providing reorientation to the "correct" method. In addition in-service
training, defined as organized activities to improve job performance, is
useful to provide job or facility orientation. Orientations provide information
that new job holders will need to carry out their assignments in an efficient
manner.

In-service training programs can also be provided after the discovery
that staff problems exist. Low morale, high absenteeism, high turnover,
high material spoilage, failure to meet accreditation standards, difficulty
in justifying the length of training periods, low success rates for placement
activities and many other discoveries lead facility administrators to provide
in-service training in an attempt to solve the problems.

In-service training is_a management tool that leads to the fulfillment
of the facility's mission. To meet mission objectives facility administrators
rely on the collective effort of all staff. When staff do not work efficiently,
the fulfillment of the facility's mission is delayed. When inefficienc
(defined as a gap between desired job performance and actual job performance{
becomes apparent, in-service training can be provided in an attempt to reduce
the difference. This will then result in changes in staff work behavior.
By allowing staff to gain knowledge, skills, or attitudes that enhance their
ability to meet performance standards, tne fulfillment of facility mission
is advanced.

The Goals of In-service Training

7 Administrators provide staff in-service training to meet specific goals;
the general goals of improving personnel job performance, preventing and
correcting problems, and completing the facility's mission form the basic
definitions of in-service training. These goals meet specific facility
needs. In-service goals can meet facility needs to: '

Increase productivity

Increase cooperation and understanding
Increase effective service provision
Reduce staff turnover

Reduce facility costs per service unit
Cut waste

Improve delijvery systems

Lower absenteeism

Retain staff for longer periods

Speed basic information transfer



Lower overtime costs

Peduce staff grievance reports
Improve quality of service delivery
Reduce accident rate

Develop supervision talent
Strengthen internal communications
Improve worker satisfaction

programs to meet tra1ning needs un1que “to the1r Fac111ty. Hnwever, the
developers must be careful to identify needs that can be solved by in-service

training.
In-service Training Cannot Meet All Facility Needs.

Facility administrators sometimes provide in-service training in an
attempt to find a quick cure for facility problems. Rushing into "quick-fix"
training with high expectations often leads to letdowns for both staff and
management. "Quick-fix" traininyg often fails to measure up to the expectations
held for its use and leads to the rejection of further training programs.

In the excitement of a "quick-fix," administrators may fail to recognize
that not all facility problems can be solved by the use of in-service training.
Training alone cannot offset problems. generated by inadequate salaries,
provide staff with skills when prerequisite abilities are absent, or produce
motivated employees without other management assistance.

The excitement of "quick-fix"* is often coupled with a desire to get
staff to do their jobs "righti“ This may create resistance and resentment
from staff. Staff can perceive in-service training as a management ploy
forcing them to perform their jobs in new, unfamiliar, and possibly more
difficult ways. Staff resistance and resentment to training produces unsuc-
cessful training programs. Of course the in-service program gets the blame.

Other administrators who rush into in-service training for a "quick-fix"
are administrators reluctantly previding in-service training ejther because
other facilities are doing it or because an accreditation or funding agency
said -that they should. Lacking real conviction for an in-service program,
the administrators develop programs that are poorly pianiied and, therefore,
fail. Once again, the in-service training program receives tha blame for
the failure.

Effective in-service training programs are developed to meet specific
facility needs that (1) can be solved by staff training and (2) are designed
to produce a specific end result. In addition, the development of in-service
training programs must be responsive to each facility's changing needs for

staff training.

This publication is designed to allow each facility to identify its
own unique training needs and to develop individualized training programs
to meet these needs. In addition the programs developed can be adapted
to meet new needs as the facility's training requirements change.

, 9



IN-SERVICE PROBLEM IDENTIFICATION PROCEDURES
Conduct a Needs Assessment.

Needs assessment is the identification and validation of needs and
establishment of need priorities. An assessment can cover the entire operation
of a facility or be confined to one specific area. Whatever the scope of
an assessment, there are two steps in determining needs: problem identification
and competency modeling.

In problem identification, facility administrators Tlook for deficits
in staff work performance and attempt to determine the deficit causes.
The problems are then written into action steps to provide needed solutions.
Solutions involving training are written as training objectives, a curriculum
is developed, and the training takes place.

InperformanceprchemidentiFi:ation,administratorsdependupcncompetawy
modeling (a description of desired staff performance) to help them pinpoint
"problem" areas. Present staff performance is compared with the competency
model to identify areas where performance could be improved. Without using
a competency model, any performance activity could be considered adequate.
Problems exist only when present performance is considered less than the
performance required by the competency description.

The emphasis of needs assessment for developing in-service training
programs 1is, thus, dependent upon discovering gaps (or differences) between
the desired level of competent performance and present behavior. This approach
to needs assessment must start with the determination of competent performance.
An examination of facility performance objectives and of the staff's present
competency to carry out those objectives defines the areas in which the
in-service training program will be developed. .

Needs assessments must also provide data on future performance needs.
New skills should be integrated into the assessment information. This data
may take the form of known legislation effecting the facility, changing
accreditation standards, or the provision of new services.

Facility administrators considering expansion into new areas of service
delivery may find it desirable to provide training for staff involved in
the service delivery. For example, a facility providing client training
in janitorial tasks may desire to expand into community contracting of janitorial
services. It would, therefore, be desirable to provide the janitorial training
staff with training in contract bidding and administration.

There are three broad groups of contributing to the description of
competent performance: management, third party payers, and community.
To form the criteria for the development of competent performance, assessments
must take into account the concerns of each group. This requires an organized

effort to collect competency data.

~McCready (1979) presented a data gathering process that is useful in
needs assessment:

3 10



A. Conduct a preliminary and brief investigation by making a
few telephone calls to gather competency opinions. Evaluate
the situation before beginning a major data gathering effort.

B. Decide what data is needed by making a preliminary listing.
of the competency areas to investigate. Develop clearly written
statements reflecting these data needs. Too much data confuses
the issue; insufficient data frustrates the achievement of

accurate results. .
C. Evaluate available resources. Determine the amount of time,

energy, and people that the facility is willing to expend
in the gathering of competency data.

D. Determine a data gathering method by examining what data is
to be gathered and the resources that will be expended.

Data gathering for determining competency performance can be accomplished
in many ways. Brainstorming sessions with persons knowledgeable in the
competency area, published sources of information, such as standards written
by accrediting agencies or certification councils (CARF or CCWAVES) and
assessments completed by affiliate organizations are useful data gathering
sources.

In brainstorming sessions, competency data are gathered through group
exchange of ideas. A group of people knowledgeable in the competency area
meet together and use personal knowledge about the area to state their ideas
of competency. As each participant discusses their ideas, other group members
build upon the data presented. The resulting consensus descriptions of
competency has benefitted from the insights of many.

While gathering competency data, administrators should search for infor-
mation from already published sources. Accreditation and certification
sources are primary reference mediums, but others may also exist. Job data
can be obtained from sources such as:

Job Service Offices

The Dictionary of Occupational Titles
Federal and State VR Offices

Colleges and universities

Other rehabilitation facilities
Textbooks

Organizing competency data can be accomplished using a method developed
in Canada by the Nova Scotia Newstart Program, DACUM (Developing a Curriculum).
To identify competency areas, a chart is prepared that represents the tasks
that staff are required to complete. The identification of these competency
areas is assigned to a committee made up of persons with expertise in the
position requirements. This committee has access to the data gathered from
brainstorming, publications, and assessments. The committee begins by writing
the gathered competency data on cards. To ensure that the definitions are
behaviorally based the following format is used: "Staff must be able to..."
followed by a verb (see Appendix B). The committee sequences the skills
but the sequence is not based on educational or learning prerequisites.

Yool



The sequence is determined by deciding the tasks that an employer wants
the employee to acquire first. The committee places on the left of the
chart those skills an employer wants an employee to learn early so that
the employee may quickly perform the most important tasks in the completion
of the job. A final inspection for changes and additions 1is then made.
When no further changes or additions are suggested the definition task is
complete. (Jones, 1978)

Competency data will be used to identify gaps between desired and present
performance. The data will also be heipful to determine possible trairing
frequency such as sessions to be offered on a regular basis, as a single
training opportunity, or sessions that will be offered as needs indicate.
Competency data also helps to determine who receives training.

Determine Present Performance

After collecting information about desired work performance, it is
necessary to compare this desired performance with actual performance.
Job analysis is the primary source of actual performance data. The data
resulting from the comparison of job analysis and the desired performance
are used to determine the objectives, content, sequence, emphasis, and means

of conducting and evaluating in-service training programs.

Job data must be collected under the supervision and control of facility
administrators to enable the coordination of such related actions as recruitment,
selection and assignment, and facility planning. The gathering of job analysis
data 1is accomplished in three phases: pPlanning, collecting, and forming
job task matrices.

Preliminary planning based on needs assessment information must be
completed prior to the collection of job data. The performance area to
be analyzed must be selected, the staff who will complete the job analyses
must be chosen, and data collection forms must be developed in the planning
phase. The actual collection of data is accomplished by interview and obser-
vation of staff. Further information is gathered through interviews with
supervisory personnel. During job analysis, data are collected describing
the job, conditions under which the job is performed, and standards of acceptable
performance. The final consolidation phase incorporates individual Jjob
analysis into one job task matrix describing similar and different aspects
of many facility positions. Job task matrices are formed by listing tasks
identified through job analysis in rows on the left of a grid (see Figure
1). Each job is 1isted in columns at the top. Each task occurring in a
Job will receive a check under the Job title. The resulting matrix clearly
indicates similar and unique job tasks.

. The statements of job duties collected during job analysis must be
written in a format that allows them to be used to develop training curriculums.
Each statement describes present staff work behavior, the conditions under
which the performance is expected, and the quality of performance.

Analysis staff shouid make statements that describe what staff actually
do. This is usually an observable action. Statements should begin with

5
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an action verb, such as writes, evaluates, or performs. The description
should also indicate those factors that directly affect staff performance.
After the verb will be a statement that indicates the tools, equipment,
supervision, or assistance needed to perform the task. Finally, where acceptable
performance can be easily described, the statement of job performance should
include a judgment of quality and/or quantity. A job task statement such
as assesses client performance on the operation of rip saw three times per
shift, incorporates all three elements of an analysis statement. Assesses
client performance 1is action oriented, operation of the rip saw indicates
the tools needed, and 3 times per shift indicates the standard of acceptable
performance.

Client Program Coordinator

Janitorial Crew Foreman
Work Station Supervisor

\ Vocational Inmstructor
Materials Handler

| Program Supervisor
| Agency Social Worker

Prepares instructions for T R
vocational learning. ~ X - X
DeTivers Tessons within T -

program learning area. X | X1
Observes and records client K o
performance of program job tasks. 1 X X I R N
Evaluates client performance and N i
prepares remedial instruction. X X X X Aﬁ
Assigns work experience tasks to ] R

sheltered clients. 1 X4 X 1 X ] X

Supervises the activities of
staff working with clients. ) X | X L
Assesses client movement to and - )
from brograms. _ X1 X X X1 1 X__

Figure 1: Job Task Matrix
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Determine That Deficiencies Exist

To this point facility administrators have gathered information about
the skills needed by staff to carry out their jobs. This information has
been gathered by polling expert opinions about the skill areas needed, investi-
gating future needs indicated by field trends, and adding planned facility
service expansion. The administrators have also analyzed present staff
performance. Now the administrators need to decide if gaps exist between
desired and demonstrated performances.

If an administrator discovers a gap between performance and competency,
several major decisions must be made: Does the gap warrant the expenditure
of facility resources to close? If so, is the gap a performance problem
that can be solved by training, and is in-service training the best method
of training to use? Mager (1970) developed a question/response strategy
that can aid administrators in considering alternatives to gaps that they
may believe exist.

Figure 2 presents Mager's questions for the analysis of perceived training
problems. The questions 1listed under each decision point (diamond shape)
are provided to guide administrative thinking to answer the question posed
at each decision point. Determined by the "yes" or "no" answers to each
decision point question, the administrator is lead to another decision point,
an action statement outside of the scope of this investigation (square shape),
or an action statement that completes the investigation (rectangular shape).

When faced with a possible performance problem the administrator first
must decide that a performance problem does exist and that changing the
performance is important. Then the administrator considers two major lines
of investigation. The 1line of investigation correctly used is based on
the decision that the performance problem exists as a skill deficit. If
the problem is a skill deficit, the administrator must decide if staff can
perform as desired or if simple changes in the job will solve the problem.
The use of in-service training as a possible solution is based on the adminis-
trator's conclusions. If the problem is not skill related, the administrator
must decide if staff find performance punishing, rewarding, or if obstacles
to performance exist and take other-than-in-service actions to solve the
probiem.

Using Mager's strategy with each perceived training gap, the admini-
strator compiles a list of identified problems to be addressed through the
use of in-service training. The length of the list and the critical nature
of the items on the 1ist dictates the resources allocated to the development
of in-service training curriculums.

- Some facility administrators have access to training gap information
gathered by their state association of rehabilitation facilities, state
vocational rehabilitation agency, or county office of social service. Data
from these other-than-facility assessments is best used to prompt areas
for facility investigation as it may not be competency based. This information
therefore, should be used to provide a starting point for the facility to
determine individual needs.



An example of a useful but not competency based information gathering
attempt was conducted in Iowa to determine staff opinions of their training
needs. Produced jointly by the Iowa Association of Rehabilitation Facilities,*
the Iowa Association of Private Residential Facilities for the Mentally
Retarded,* and the Iowa University Affiliated Facility, this survey gathered
data from Iowa facility staffs to determine opinions of training needs that
could be then used by the cooperating organizations to develop a resource
clearinghouse and update training packages. Data was gathered by mailing
and tabulating a survey questionnaire. The survey form (see Appendix A)
requested that each respondent react to need areas with a numerical answer:

information we need

the information would be nice, but not essential
no need for training in this area

not applicable to our agency

1

2

3

4
7 When the surveys were returned, the numerical scores were tallied resulting
in a frequency for each of the four rating categories. Further processing
created a mean score for each subject area. These means were used to compare
each training need topic area with others. For example, administrators
ranked their need for "Orijentation to Advocacy" training higher than their
need for training in "AC/MRDD Accreditation," since their mean scores was
7 for the former, but 6 for the latter (see Appendix A).

wow n

*These groups have consolidated to form the Iowa Association of Rehabilitation
and Residential Facilities.
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He 1isn't doing what
he should be doing.
I think I've got a
training problem.

DOES A PERFORMANCE
DISCREPANCY EXIST?

Why do I think there
is a training problem?
Look for other causes of
the apparent problems. What is the difference
between what 1is being
done and what is supposed
“to be done?

What 1is the event that

causes me to say things
aren't right?

sgsgssgﬂf Why am I dissatisfied?
No
P < IS IT IMPORTANT?

Yes Why 1is the discrepancy
important?

Ignore the discrepancy. 7

What would happen if
I Teft the discrepancy
alone?

Could doing something
to resolve the discrepancy
any worthwhile

, have
/ result?
No o
— i%%%%gxs IS IT A SKILL DEFICIENCY?

Yes Could he do it if he
really had to?

Could he do it if his
1ife depended on it?

Are his present skills

3 adequate for the desired
f , performance?
B A

Figure 2: Analyzing Possible Training Problems

From Analyzing Performance Problems by Robert Mager and Peter Pipe, copyright

(c)1984 by Pitman Learning, Inc., Belmont, CA 94002.
9
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Transfer or
discharge.

*i;*'

No

Yes

Yes

Figure 2:

.10

continued

17

DOES HE HAVE WHN IT
TAKES?

Did he once knovhifow
to perform as desir’Y?

Has he forgottenhshow
to do what 1 wanthim
to do?

Could he 1learntizhe
Jjob?

Does he have the phyiccal
and mental poteni fial
to perform as desiril 37

Is he over-qualifi- fied
for the job?

IS THERE A SIMIB_ER
SOLUTION?

Can I change thesgob
by providing some (it find
of job aid?

Can I store the nuetded
information somevaway
(written instructinzems,
checklists) other ti-man
in someone's head?

Can I show rather lianan
train?

Would informal (i¢-e.,
on-the-job traitimng
be sufficient?

Are any solutions ligap-
propriate or imposihTole
to implement?

Are any solutions plihT aly
beyond our resources

What would it “id.t"
to go ahead withiRl.he
solution?



® © :
What would be the added

“"value" if I did?
Is it worth doing?

What remedy is likely
to give us the most
result for the least
effort?

Which are we best equipped
to try?

Which remedy interests
us most? (Or, on the
other side of the coin,
which remedy is most
visible to those who
must be pleased?

Implement other than
training remedy to
the performance problem.

Commit to training
‘_?ﬁi__ggg%gi and begin investigation
of program development.

IS DESIRED PERFORMANCE
PUNISHING?

What is the consequence
of performing as desired?

Is it punishing to
perform as expected?




No

Figure 2:

continued

12

57

Does he perceive desired
performance as being
geared to penalties?

Would his world become
a little dimmer (to
him) if he performed
as desired?

Remove punishments.

IS NON-PERFORMANCE
REWARDING?

What is the result
of doing it his way
instead of my way?

What does he get out
of his present performance
in the way of reward,
prestige, status, jollies?

Does he get more attention
for misbehaving than
for behaving?

What event in the world
supports (rewards)
his present way of
doing things? (Are
You inadvertently rewarding
irrelevant behavior
while overlooking the
crucial behaviors?

Is he "mentally inadequate,"”
50 that the less he
does the 1less he has
to worry about?

Is he physically inadequate,
so that he gets 1less
tired if he does less?



No

Arrange positive rewards and

remove non-performance rewards.

Arrange transfer
or discharge.

Figure 2:

13

Yes

continued

<0

Arrange non-performance
consequences.

DOES PERFORMING MATTER?

Does performing as
desired matter to the
performer?

Is there a favorable
outcome for performing?

Is there an undesirable
outcome for not performing?

Is there a source of
satisfaction for performing?

Is he able to take
pride in his performance,
as an individual or
as a member of a group?

Does he get satisfaction

of his needs from the
Jjob?

TO PERFORMING?

What prevents him from
performing?

Does he know what ig
expected of him?

Does he know when to
do what is expected
of him?

Are there conflicting
demands on his time?



Figure 2:

14

continued

21

Does he lack the authority?
...the time?
-.-the tools?

Is he restricted by
policies or by a "right
way of doing it" or
"way we've always done
it" that ought to be
changed?

Can I reduce interference
by improving 1ighting?
...changing colors?
...increasing comfort?
...modifying the work
position?

...reducing the visual
or auditorydistractions?

Can I reduce “"competition
from the Jjob"™ = phone
calls, "brush fires,”
demands of less important
by more immediate problems?

Remove obstacles to
performance.



DEVELOPING AN IN-SERVICE TRAINING PROGRAM

After discovering a staff related performance problem and establishing
that the problem may be eliminated by providing in-service training, facility
administrators must begin program development. Figure 3 presents a development
path for the starting of an in-service training program and shows the cyclical
training path that allows programs to be responsive to changing facility
needs for training. The cyclical path results from "“feedback loops® at
two points. First, after assessing the facility's need for in-service training,
a negative answer to the question - "Do gaps in proficiency exist at the
present time?" - results in further needs assessment. Periodic assessments
of training needs allow the facility to continuously update the training
provided. Second, following the evaluation of the completed program, the
entire process returns to the selection of objectives for the next series
of presentations. This takes place even if the evaluation of the program
discovers no need to make significant modifications. In effect, the evaluation
of the program helps to identify gross problems and the reconsideration
of program objectives allows the entry of new materials.

Effectivestaffin—servicetraining,thereforé,movesfrmnthedétermination
that training is needed, to curriculum development and implementation, to
evaluation and redevelopment. New programs are developed on the basis of
evaluation data and the periodic gathering of training need data. A cyclical
training path results to serve facility in-service needs for many years.

The U.S. Army (1967) created a development strategy aimed at providing
training for precise duties, reducing the number of instructors required
to conduct training, shortening training time, and Towering overall operating
costs. Drawn from that strategy, this publication expands and adapts the
concepts found in the Army's Instructional Development Manual to meet rehabili-
tation facility in-service training needs for time and dollar effective
programs. This publication presents 10 steps in the development of an in-service
training program:

l. Commit the facility to staff training.
2. Select training objectives.

3. Write performance objectives.

4. Set course prerequisites.

5. Select and sequence course content.

6. Construct competency tests.

7. Select an instructional method.

8. Determine instructor requirements.

9. Select and prepare training aids.

10. Determine equipment requirements.

These ten steps (see Figure 3) proceed through a logical sequence to
arrive at the presentation of an in-service program. This chapter provides
information on each of the ten steps to allow program developers to produce
an 1in-service program uniquely tailored to their facility. The final steps
ofdeya]uation and change indicated in Figure 3 are covered in Chapters Three
and Four.
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Facility managers look
for other remedies to
productivity or pro-
ficiency problems.

Figure 3:

Facility managers experience
preblems with productivity
or learn of skill areas
in which facility staff
may be less than proficient.

In-service pianners
collect job analysis
and need assessment
information to determine
what proficiency gaps
exist.

Do gaps in proficiency
exist at the present
time?

Could the productivity
or proficiency problems
be corrected by in-service
training?

Will facility directors
commit support to the
develofent of an in-service
training program?

Starting a Training Program; a Flow Path
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Training may occur with
limited success. The
directors may search
for other remedies to
problems.

No

@L

Figure 3: Training

Yes

Facility policies and
resource planning reflect
thecammitmentc?facﬂity
management to the training
of staff. Training
is positively receijved
by staff.

In-service training
developers select training
objectives that will
best meet the present
training needs within
the facility.

Program developers
write performance objec-
tives.

Do skill prerequisites
exist for the completion
of the training objectives
selected?

Program Development Flow Path, continued
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Figure 3:

X

Prerequisites are determined
and staff are screened
for training based
on the prerequisite
information.

Program developers
select and sequence
course content.

Criterion measures
to determine satisfactory
completion of course
materials are developed.

Instructional strategies
are selected.

Training Program Development Flow Path, continued
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Figure

3:

In-service training
program developers
determine instructor
requirements and select
instructors.

Training aids are selected
and prepared.

Equipment requirements
are determined and

The training program
is implemented.

Training Program Development Flow Chart, continued
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Yes

The training program
is evaluated by analyzing
test results, following
up on in-service partici-
pants, and evaluating
the instructional system.

Does the evaluation
indicate that changes
should be made 1in the
training program to
increase its effectiveness
or efficiency?

Modifications are made
to any area of the
program that evaluation
indicated could be
strengthened by changes.

Figure 3: Training Program Development Flow Path, continued
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Commit the Facility to Staff Training

The first step in the development of a staff in-service training program
is administrative commitment to providing in-service training. To receive
staff support, in-service training must be perceived as a valuable activity.
For facility staff to perceive training as valuable, they must know that
it has definite administrative commitment and see evidence that the training
produces results. To show full commitment to training, administrators should
ensure that the agency personnel manual addresses staff training and outlines
the main areas of training that will be provided. In addition, job descriptions
should include statements regjuiring staff participation in training activities
and the facility's personnel file should include information on the completion
of in-service training activities. Facility budgeting processes should
allow input from staff training personnel and should allocate sufficient
funds to meet facility determined training objectives. When dollars are
allocated to training, staff receive a message that training is important.
Incentives and motivations for active staff participation in training programs
should be devised and provided.

To aim the facility in the direction of strong in-service program devel-
opment, administrators must develop a strong staff training policy. The
policy should be written around statements that:

* relate training to meeting facility goals.

* state facility commitment to human growth.

* describe the facility method of training need assessment.

* state that identified needs will not jeopardize job security.

* state that evaluations will be based on the evaluation of job perfor-
mance not the evaluation of training nerformance.

* ddentify training resources as a line item budget category.

*  specify who will be trained.

* state the general scope and any restrictions on training activity.

* describe relationships with any other training organizations.

(Planning, Conducting, and Evaluating Workshops. Davis, Larry
Nolan. Learning Concepts, Austin, Texas, 1974. Distributed by
University Associates, San Diego, California.)

Select Training Objectives

After identifying areas where training is needed and committing the
facility to provide training, program developers select objectives. Although
the selection of objectives is based on the following criteria, all criteria
need not be met to include a task in the list of training objectives; meeting
a single criterion may be sufficient justification for training.

Universal application

The universal application of a job task emphasizes the development
of job skills used by staff wherever they work in the facility. For instance,
knowledge of fire escape routes is required for all staff in the facility.
To consider if a task meets the criterion of universality, ask the questions:



a. Where is this skill or knowledge used? In which positions?

b. Does it have wide application? (If it occurs only in a few
locations, it may be an appropriate objective for selective
training of some type). B

c. Is it so unique that it is infrequently found in the facility
positions?

Difficult to learn independently

If the skills of a required task are so difficult to learn that staff
will not be able to acquire them on their own, they may be candidates for
training. For example, although staff could learn to observe client work
behaviors on their own, it would be a lengthy trial-and-error process.
Danger to staff or hazard to equipment may also cause a task to meet the
criteria of difficulty and, therefore, be included in a training program.
The following questions may help identify difficult tasks:

a. Is the skill or concept difficult to acquire?

b. Are staff likely to learn this skill on their own with minimum

danger to themselves, equipment, or clients?

Crucial to acceptable job performance

frequently, are candidates for training under the criterion of cruciality.
For example, training staff in cardiopulmonary resuscitation (CPR) is often
included in training programs because of its crucial nature. The possibility
that a staff member would need to use CPR is remote. However, there may
be a time when CPR 45%ills are extremely critical. Immediate knowledge of
CPR may be necessary to avoid a person's death. The critical nature of
the infrequently used skill is so great that the training must be provided.
To determine if a task is crucial to job performance, ask the following
questions:

a. How important is the skill when it is called for?

b. What is the impact on mission, the facility, the service,

the client, or the staff when the required skill is not present?

Frequent use

A frequently used skill is desirable to be taught to staff using in-service
programs. It may be more economical in time and materials to teach a skili
rather than to allow staff to learn it by trial and error. Providing instruction
can also result in standardized performance for service provision. Frequently
used skills can be identified by asking the following questions:

a. How often must the staff perform this task?

b. Is it done often enough to warrant training?

c. Is there a "best way" to do it? )

d. Should the method of performing the skill be standardized?
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Economically feasible

The selection of objectives includes a determination of whether the
time and money required for training offset the increases in job proficiency
attained by staff. If the proficiency of staff receiving in-service training
is only slightly higher than that of staff not receiving training, in-service
training is not needed. Training must result in a significantly higher
level of performance or a measurably greater degree of skill than could
be attained otherwise. For example, training in writing objectives is a
skill suitable for acquisition through in-service training. However, there
is a point where further investment in training results in little improvement
in objective writing skill. To continue training beyond this level would
result in investing more than the anticipated gains are worth.

Achievable

Training objectives must be achievable within satisfactory time periods.
Objectives must be comparable with the abilities and aptitudes of the staff,
as weli as with the requirements of the job. It is counter-productive to
set standards of accomplishment that are unreachable by many staff. To
aid in the determination that the objective is achievable, ask the following
questions: -

a. Can the majority of staff meet the standard prescribed by

, the objective?

b. Do staff have the "aptitude, intelligence, maturity, motivation,
or experience required to attain the desired standard? )

c. Can staff achieve the standard in a reasonable period of time?

Emphasize average competence

Training components are selected which are more useful to staff of
average proficiency than to those demonstrating mediocre or outstanding
proficiency in the job. Training staff for less proficiency than the job
requires will not allow the training to meet facility needs. It is a waste
of facility resources to train staff in skills or characteristics of only
outstanding performers. The investment of training resources requires that
developers ask the following questions:

a. Is this skill required?
b. 1Is this level of proficiency demonstrated by average performers?

Frequently deficient skills

Some tasks are more difficult to accomplish than others. Through needs
assessment those tasks which are frequently mentioned as being deficient
can be identified. These tasks can be earmarked for inclusion as training
objectives. Fgrexamp]e,if‘cTientma]adaptivebehaviorincidentsarefrequently
seen to be caused by inappropriate staff interventions, appropriate interventions
might be a desirable training objective. Ask the following questions to
help identify frequently deficient skills:

a. What tasks are frequently performed poorly by staff?
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b. Which tasks require emphasis due to mistakes made by many
staff?

Retention of Skill Over Time

The time interval between completion of training and use of the skill
on the job must be considered when choosing cbjectives. The degree to which
a skill degenerates through nonuse, and the time over which the deterioration
takes place is considered when deciding to provide training. The amount
of emphasis, practice, and maintenance training required for retention of
the skill at the required level is important. For example, the ability
to evaluate vocational potentials is relatively difficult to acquire. If
the skill is only rarely used, it may be wise to train only a few evaluators.
However, if a decision is made to train all vocational staff as evaluators,
higher levels of initial proficiency in evaluation will be required to absorb
the deterioration of the skills which is certain to occur.

Write Performance Objectives

After selecting training objectives, they are written in a form permitting
the development of efficient programs. Often objectives worded "to provide
staff with a general knowledge of...," or a "working knowledge of...," or
an "understanding of..." are open to several interpretations and do not
provide the data needed to develop instructional materials or construct
competency measures. Objectives describe (1) the tasks that staff must
perform, (2) the conditions under which they must perform, and (3) *we¢ standard
of acceptable performance. A useful objective states clearly a desired
action. The objective, then, is a description of performance which will
be interpreted in the same manner by all concerned with planning and conducting
training activities. To provide a common base of interpretation for many
readers, vague words such as "know" or "appreciate" are avoided in favor
of more explicit terms. Clear objectives require action-framed statements
which draw a picture of staff performance after training. Examples of vague
terms are listed in Group 1 and clearer expressions in Group 2 below:

Group 1: Vague Terms Group 2: Behavioral Terms
1o provide a general knowledge.... To evaluate.... -
To provide a working knowledge.... To administer....

To qualify.... To adjust....

To know about.... To modify....

To understand.... To classify....

To develop an appreciation.... To instruct....

To be familjar with.... To construct....

To orient... To select....

To rearrange... To differentiate....

To organize... To assemble....

Clear terms identify exactly what staff must be able to do at the end
of a training program. Because the material learned allows for the application
of speccific knowledge or the demonstration of a skill, clear descriptions,
identify: (1) what staff will be given to do the job (tools, equipment,
job aids, references, materials), (2) what they will be denied (tools, equipment,
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etc.), (3) what assistance they will have if any, (4) what supervision will
be provided, and (5) the physical environment in which they must perform
(climate, space, 1light, etc.). Clear descriptions state how well staff
must be able to perform. Standards establish the minimum performance require-
ments for a job. To do this, the objective statement must state the necessary
quality of work in terms of accuracy, completeness, clarity, tolerances,
etc. In addition, the quantity of work produced (where applicable) and
the time allowed to complete the job can also be described.

Clear performance objectives are the foundation for the development
of in-service programs. They also serve other administrative and training
purposes. Some of the more important uses of performance objectives are:

Enhance the selection of appropriate course content.

Permit the selection of instructional strategy.

Help meet training goals.

Help determine competency measures.

Establish standards for training.

Provide an objective basis for evaluating the in-service instruction.
Help evaluate staff performance on the job.

Performance objectives form the tepic areas included in an in-service
program. They clearly describe what content is pertinent and, thus, simplify
the process of selecting the instructional method to be used.

Performance objectives permit both the instructor and staff to know
precisely what is required of staff at the end of training. This knowledge
prevents gaps and unnecessary duplication in instruction, enhances motivation,
and makes learning more effective. This also leads to simplification of
the construction of tests. Clear performance objectives allow competency
levels to be established and lead the program developers to set passing
criteria.

Performance objectives help program evaluators determine if training
has been effective by clearly stating what instruction should accomplish.
This permits objective evaluation of the instructional program. In addition,
performance on the job can be effectively measured with the firm and objective
standards provided by performance objectives.

Steps in writing performance objectives

Identify performance objectives.
) ~ State required conditions.
State the criterion of acceptable performance.

7 Performance objectives describe observable actions. While knowledge,
skill, and attitude all contribute to any observable actions, these elements
must be recognized as components of the desired actions rather than the
actions themselves. Performance objectives, therefore, are statements which
describe behaviors established through training and can be seen and measured
after training. Statements written in this manner assist in program planning
and final evaluation. '
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Examples:

(a) "To develop an understanding of the Bennet Hand Tool Work
Sample.” This statement does not picture learned behavior.
Rather than describing a learner doing something, it vaguely
states an abstract state of mind which somehow relates to
the work sample. If we attempt to describe the real desired
performance we might state that the learner must be able
to "identify the procedure for observing a client on the

Bennet Hand Tool Work Sample.®

(b) Another vague approach to the statement of training requirements
is the use of such statements as: "Staff must have a working
knowledge of behavior modification.” Although "working knowledge"
contains an implication that some acts are to be performed,
the statement does not provide data to describe these actions.
We are Teft to ponder if the working knowledge is equated
to an ability to write behavior modification objectives or
to an ability to 1ist the characteristics of behavior modifica-
tion. A clear objective pictures staff doing something with
behavior modification as a result of instruction, as opposed
to leading into some vague intellectual state.

Another essential part of an objective statement is the specification
of conditions ordinarily present in the job setting and are directly associated
with the completion of the task. Conditions are erivironmental factors such
as extremely high or low temperature levels, humidity, 1ight, or location,
etc. Associated factors may include such things as tools, references, guides,
and superVis1an or ass1stance received. Some specific examples of conditions

"Given performance evaluation X...."
"Given standard behaviors...."
"Given a behavioral outburst Z......

Example:

"Staff must be able to write the ten basic steps in completing
a task analysis." Will staff provide this information from memory,
or will they be able to use notes, a chart, or a technical bulletin?
The statement is not clear because the conditions have not been
specified. Consider this improved statement: "From memory, the
staff member must be able to 1list in writing the ten steps in
completing a task analysis."

_ After required behavior and conditions of performance are described,
the objective should state the degree of performance the learner must be
able to exhibit. The objective must state the standard of acceptable performance
in words that describe minimum acceptable performance, set a time limit
where appropriate, or define quality and/or quantity standards for the work
product or service produced.  Some statements are:

Within 2 minutes....
Without error....
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100% correct....
At Tleast eight out of ten....

A1l of the following....

To a tolerance of....

The exact techniques of.... 7

In accordance with procedures defined in....
To the standards defined in....

Example:

"From memory, staff must be able to list and define in writing
the characteristics of a grand mal seizure." What is acceptable
performance here? How many characteristics are there? How many
must staff 1list and define? How 1is the adequacy or accuracy of
the definitions checked? The objective does not provide answers
to those questions. Consider this improved statement: “From
memory, staff must be able to list in writing four of the five
characteristics of a grand mal seizure and define these characteristics
as set forth in pages 5 and 6 of the agency first aid manual."

7 Although it is possible to write a single statement which incorporates
the three essential parts of a true performance objective, it is permissible
to write clear objectives by physically separating the three parts.

Select Course Prerequisites

After performance objectives have been clearly described, development
staff determine prerequisites. Prerequisites are descriptions of the pre-
training knowledges which staff must possess to benefit from an in-service
program. Prerequisites are a prediction of the aptitudes, knowledge, skills,
and experience required for successful program completion. They may be
applicable to all in-service courses or to specific courses of instruction.
Prerequisites are established to ensure that the in-service training programs
are satisfactorily completed by those staff selected for training. A 1list
of prerequisites can serve as the starting point in collecting data about
staff. This 1ist helps assure that the data required for objective evaluation
is obtained. Prerequisites can also serve instructional purposes. Instructors
can use prerequisite lists in planning their sessions and developing instruc-
tional materials. The aptitudes, abilities, and experiences of staff have
a direct bearing on the selection of appropriate instructional strategies
and the development of instructional materials. To plan adequately the
instructor must have accurate information about the characteristics of the
typical staff member. The trainer needs to know what the staff already
knows prior to training and a 1ist of prerequisites supplies that data.

Select and Sequence Program Content

Staff training programs are developed around two basic facility needs:
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The need to provide training that will help avoid problems and the need
to provide training that will correct problems.

Most facilities orient new staff using problem avoidance training.
Expanded sessions may be held on a periodic basis and include established
staff for sections that convey new facility information. Orientations may
also include basic training in skills needed by facility personnel using
“turnover notebooks" or "position operating manuals." Other problem avoidance
programs may be specially scheduled when new processes are introduced into
the facility. An effort to achieve accreditation or new requirements passed
by third party payers may lead to special training programs. Facilities
also provide avoidance training to staff needing knowledge of vital but
little used skills such as basic first aid, cardiopulmonary resuscitation,
and client management techniques vital to the welfare of the client population.

Training to avoid problems 1is usually training that can be planned
and scheduled in advance. The facility can plan avoidance training sessions
to coincide with fiscal plans and thus control the expense encumbered for
the training. This is not always true of the second type of training situation,
the need to provide training to correct problems.

Many first-time in-service training programs are developed in response
to the identification of staff problems. Some administrators rush into
staff training to solve their staff problems and fail to adequately develop
their training programs. Strategically developed through needs assessment
data and following the process outlined in this publication, these problem
correction programs can be incorporated into the facility planning process.
This gives facility administrators control over potential problems and allows
problem correction to be a planned expense category in the in-service budget.

The facility's in-service program will have contents reflecting both
problem avoidance and problem correction. Developers must select the content
of their instructional units and then arrange the contents in the best order
for Tlearning. Although the processes of selecting and sequencing content
are closely related and interwoven, each process will be discussed separately.

Content selection

The following items are important when selecting course contents:

(1) The information to be included chould be recent. ,

(2) The information to be presented must represent an approved facility
position.

(3) The content must be directly related to performance.

(4) The content must be critical to the development of the required
Jjob performance.

The program developer uses performance objectives to focus on learning
outcomes and identify the "meat" of the program. The supporting materials
are selected using these objectives to provide data with which to measure
the above criteria. Performance objectives do not make content selection
a mechanical process, but do simplify the job.
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Course sequencing

Learning is a process built on previously learned data. Changes in
staff performance develop gradually. Sequencing is placing program learning
expériences in a time reference to produce the most learning in the shortest
period of time. Sequencing helps to avoid unnecessary duplication in content.
It also helps assure that all skills have been developed before the program
is completed.

The sequence of lessons in a program of instruction can be based on
job performance order, logical learning steps, or order by ease of learning.
Job performance order is the order in which a job 1is actually performed.
Logical Tearning steps are dictated by the inherent logic of the subject-matter,
such as applied first aid. Order by ease of learning provides older learnings
as the basis for new Tearnings and, when possible, staff move from the simple
to the complex, the familiar to the unknown, and the concrete to the abstract.
A1l types of sequencing are used in course development. Sequencing decisions
are based on the actual content of the training program and must be completed
before anything else is developed.

Guidelines for sequencing

a. Place easily learned tasks early in the program.

b. Introducebroadconceptsandtechnica?termswhichhaveappiication
throughout the program early in the sequence.

C. Place the application of concepts close to concept introduction.

d. Place requisite skills and knowledges in the sequence prior
to the points where they must be combined and applied.

e. Provide for maintenance and review of skills and knowledges
which are essential parts cof later tasks and duties.

f. Introduce a concept or skill in the task in which it is most
likely or most frequently to be used.

g. Don't “"overload" any task with difficult-to-learn elements.

h. Provide for redevelopment and practice of required skills
and concepts in areas where transfer of identical or related
skills is not likely to occur.

i. Place complex or cumulative skills late in the program sequence.

Steps _in sequencing

l. Examine each performance objective and develop outlines for
each skill component. These outlines must include all of
the major skills required to achieve the performance specified.
The product of this step is a complete outline of all required
learnings including all specific concepts, principles, skills,
or values required.

2. Arrange the objectives and content outlines in developmental
learning order.
(a) Lay out the outlines.
(b) Determine whether each item in an outline should be initially
presented within the task where it first appears.
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(c) When specific items are obviously interdependent, decide
where in the sequence to place the items on the basis
of secondary guidelines such as difficulty of acquiring
the skill or knowledge, or on the basis of an equitable
distribution of difficult learnings among the several
tasks.

3. After establishing a tentative sequence, start with the first
performance objective and proceed to write a detailed content
outline. Each item in the outline is then analyzed and teaching
points are developed by making declarative statements about
the contents.

4. The final step in sequencing is to examine all of the detailed
content outlines and eliminate any unnecessary duplication.

Construct Competency Tests

Using job analysis and need assessment data, competency tests are estap~
lished to measure training effectiveness. Training objectives define tp&
tasks which the tests measure, specify the conditions of performance, anpd
jdentify the degree of proficiency which staff must demonstrate for each
task. A competency test is derived directly from the objectives and ng¢k
from lesson plans.

) When using training objectives to develop competency tests, ensuré&
that tests measure each objective in the terms stated by the objectives-
To show that they have met the objectives, staff must meet or exceed tpé
level of performance required by each objective. As each objective is essential
to performance, unsatisfactory performance on one part of the test canngt
be compensated by superior performance on other parts. Relative grades
or standings are, therefore, meaningless and standards for competency tests
should be set in terms of final grades, scores, or levels of performancé
that are considered "minimum passing" or "minimum qualifying."

7 Because the competency test includes only those behaviors which hayé
been determined to be relevant to the job, all staff who complete the in-service
program should achieve a perfect test score. Practically, however, an
in-service average score of 90 percent, with a range from 80 to 100 percent,
might be considered evidence that the objectives of the instruction haye
been achieved. Use the rule of thumb that if 90 percent of the staff receiving
training achieve a score of 90 percent or higher, the instructional systen
is a good one. Although a competency test helps determine that staff aye
able to complete their jobs, a major benefit is the testing of the instructiongl
system by identifying weak elements and providing data upon which to base
modifications to the system.

There are several types of competency tests, each with advantages and

limitations. We will discuss the three types most likely to be used by
facility in-service programs:
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Written objective tests

Written objective tests are printed or duplicated. Staff either mark
answers on the test or a separate answer sheet. Questions may all be written,
or there may be printed numbers, diagrams, pictures, or other material to
accompany test items.

Advantages

(1) Scoring is objective.

(2) Scoring is quick and easy. o 7

(3) The tests can be administered to large groups simultaneously.

(4) The tests can be designed to be self-administering.

Limitations

(1) Paper and pencil tests cannot validly measure all types of
~ behavior.
(2) They are difficult to construct.

These tests are similar to written tests in their content and method
of administration except that staff talk instead of write.

Advantages

(1) They are easy to prepare.
(2) They are easy to administer.

Limitations

(1) They must be administered to one trainee at a time.
(2) They are difficult to score unless they are short-answer.

Performance tests

~ Performance tests require staff to demonstrate a sample of the learned
task. Scores may be based on time to complete, accuracy of work, quantity
of work, or quality of work. A performance test requires staff to use tools
or equipment which will be used on the job or simulated tools, equipment,
or materials. For example, CPR training requires a performance test on
a simulated heart attack victim.

Advantages
(1) The tests can cover the whole job or task.
(2) They are job oriented.
Limitations
(1) They usually cover only a part of a job.
(2) They require more time to administer per ditem than other types
of tests.
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(3) They are usually administered individuall_ .

(4) They often require tools, equipment, am=d materials which add to
, the problems and expense of administratio=.

(5) They are difficult to desigp.

Select an Instructional Metk=od

Proper selection of an instrutional method&® promotes efficiency and
effectiveness of instruction more thaniany other meass ure. Methods are selected
by systematic, objective means to pomote efficiemncy and help assure that
objectives are attained. No single best method applies to all learning
situations or instructional objetives. Prograsn developers must choose
the method most compatible with pogram object<® ves, training facilities
and resources, and background of thetraining staff—

Many instructional methods exist. Examples are = 1lecture, demonstration,
conference performance, programmed instruction, studw” assignment, and coaching,
etc. The approach considered to be the most eff ective and efficient for
the attainment of instructional ojectives is <«alled a primary method.
Supporting methods are approaches ihich are essestial complements to the
primary method. Supporting methods help assure the attainment of instructional
goals. Alternative methods are approaces used as subss t1itutes when circumstances
dictate.

Each instructional method has advantages =nd Timitations. Careful
consideration given to advantages ind limitatiorms helps select the most
effective and efficient method.

Instructimal methods

The Lecture Method

Lectures are presentations in which the instriactor talks about events,
facts, concepts, or principles, explores a problem, and/or explains relation-
ships. Staff participate in lecturs as listenerss . Lectures are a means
of "telling" staff information theyneed to know. This does not mean that
all the talking done by an instructr during a cl-ass period is a lecture.
The term refers to formal discourse used to achieve ara instructional objective.
The purpose of a lecture is to provide informatE on. The instructor has
data to transmit to staff learners. Appropriate uses of lectures can be
to:

(1) Orient staff to policies, rules, proced sures, purposes, and

~resources.

(2) Introduce a task, indicate its importarmce, and present an
overview of its scope.

53; Give directions on procedures for learning activities.

4) Present basic material.

25) Set the stage for a demonstrtion or discu=ssion.

6) Illustrate the application of rules, princ—iples, or concepts.

(7) Review, clarify, emphasize, or summarize.

£
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Planned Tectures are effective teaching tools when used appropriately.
Lecture is the most widely used method of instruction.

Advantages

Saves time.

Permits flexibility of class size. 7

Does not require rigid space requirements.

Permits adaptability.

Permits versatility. 7
Permits better control over content and selection.

Lectures save time because the instructor can present more material
quickly than by any other method. Class size is 1limited only by the sjze
of the room that is used. Lectures can be used effectively in any type
of training area, requiring only that staff be able to hear the instructor.
Skil1ful instructors modify or adjust material to meet the needs of each
program, thereby making it possible to present information differently for
staff groups varied by educational Tlevel, training, and past experience.
Lectures can be used for any in-service task, at any point in a program,
and in combination with any other method of instruction.

Disadvantageg

Lectures involve one-way communication.
Poses problem in skill teaching.
Appeals mainly to one sense.
Contributes to staff passiveness.

Poses evaluation problems.

Depends on the skill of the instructor.

Instructor prepares and presents material; staff sits, listens, and
takes notes. Lectures permit 1ittle or no interchange between the instructor
and staff. Lectures are not appropriate for skills such as equipment operation.
As most learning takes place through the visual sense, and the lecture,
even if supplemented by training aids, appeals mainly to the auditory sense,
results are likely to fall short of the instructional goal, unless the content
is interesting and challenging enough to hold the attention of the class.
During a lecture, attention is difficult to attract and retain. Outside
disturbances and daydreaming easily distract staff. Most people acquire
the ability to appear attentive to lectures, although they may not be listening.
Lecturers receive very little feedback. The instructor must be sincere,
enthusiastic, and employ effective speaking techniques to maintain staff
interest. The success of a lecture depends on the skill of the instructor.

The Conference Method

7 The conference method uses group discussion to reach instructional
objectives. Discussion techniques include questions, answers, and comments
from the instructor in combination with answers, comments, and questions
from staff.

- There are three interrelated types of conferences: directed discussion,
training conferences, and seminars. A directed discussion helps staff acquire
33
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the ability to apply facts, principles, concepts, policies, and procedures.
The instructor guides discussions in such a way that the facts, principles,
concepts, or procedures are clearly articulated and apphed Training confer-
ences pool the knowledge and experience of staff to gain improved knowledge
of principles, concepts, policies, or procedures. Topics discussed in training
conferences are less likely to have easy answers than the topics in a directed
discussion. The instructor elicits contributions from the group based on
past experiences. Balanced participation is the goal. A seminar attempts
to find answers to questions or solutions to problems. Instructors do not
know the best or correct solution. Therefore, the group seeks an answer.
The primary functions of the instructor are to describe the problem and
to encourage free and active participation.

The conference method is applied to:

(1) Develop imaginative solutions to problems.

(2) Stimulate interest and thinking.

(3) Emphasize main instructional points.

(4) Supplement lectures, readings, or exercises.

(5) Determine if staff understand concepts and principles, and
if they are ready to proceed to new or more advanced material.

(6) Prepare staff for the application of theory or procedure.

(7) Summarize, clarify points, or review.

(8) Prepare staff for further instruction.

Advantages

Increases interest.

Increases staff acceptance and commitment.

Utilizes staff knowledge and experience.

Results in more permanent learning. -

The opportunity to express views and to hear the opinions of others
is stimulating. Interest is high in well-planned conferences because staff
actively participate. Participation leads staff to accept the importance
and validity of the program content and commit them to the solution proposed
or decisions made.

Instructors can make effective use of staff backgrounds, knowledge,
and experiencéds in the conference method. The entire group benefits from
the experience and thinking of all staff involved. The learning that takes
place is directly related to the participation in the conference. Conferences
demand participation and promote better and more permanent learning.

Disadvantages

Requires highly skilled instructors.
Requires preparation by staff.

Limits content.

Consumes time.

Restricts size of group.

Requires selective group composition.

34

41



__ The most serious Timitation for the use of conferences is the Tack
of instructors who are capable of conducting discussions. Conferences require
resourcefulness, initiative, and ability from instructors. Instructors

Keep discussion on track.

Minimize debate over unimportant details.
Relate comments from different people.
Avoid reopening topics already discussed.
Encourage full participation.

Prevent dominatien by a few staff.
Summarize each topic.

Bring discussion to a close.

Conferences often require advance thinking and study by the participants.
Thorough preparation improves the quality of discussion and the outcome
of the conference. However, no instructor control exists over the quality
of staff preparation. Staff readiness for conference training, therefore,
varies.

In-service topics appropriate for discussion are restricted. Manipulative
operations, functions, procedures, or introductory material do not ordinarily
provide suitable content for a conference. Conferences also take a lot
of time. Because of the amount of time needed for conferences they are
often ruled out as methods of instruction. Conferences cannot be used effec-
tively with groups larger than 12 to 15 staff because the opportunity for
individual participation is too Timited. Reticent members will be left
out of the discussion and denied learning experiences. A conference group
must also possess the proper background, maturity, and motivation to profit
from discussion.

The Demonstration Method

In demonstrations the instructor shows staff what to do and how to
do it. Through explanations the instructor then brings out why, where,
and when the demonstrated task is performed. Sometimes staff are expected
to be able to repeat the job or operation after demonstration. Demonstrations
are used to show how something is done and to:

(1) Teach problem-solving skills.

(2) Illustrate why something works.
(3) Teach the operation of equipment.
(4) Teach staff to work together.

(5) Teach safety procedures.

Improves learning.

Minimizes damage and waste.

Saves time.

Can be presented to large groups.

" Staff learn faster and more permanently with a demonstration because:
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(a) Demonstrations give meaning to explanations. 7

(b) Demonstrations show relationships between steps of procedures.
(c) Demonstrations appeal to several senses.

(d) Demonstrations arouse interest and attention.

Equipment can be damaged and clients can be injured by improperly trained
staff using unfamiliar equipment and procedures. Injuries can be prevented
by the use of demonstrations during instruction. Planned demonstrations
take much Tless staff time than other methods. They reduce lecture time
and help prevent misunderstandings concerning how procedure is to be implemented
or a piece of equipment used. Class size is limited only the ability of
the group to see the demonstration. The use of models or rola plays makes
it possible to teach many operations to large groups of staff.

Disadvantages

Requires careful preparation.
Requires special classroom arrangement.

Requires equipment and aids.

Demonstrations should set performance standards for staff. The procedure
shown must be technically correct and performed with competence. Thé instructor
must insure that equipment is in working order for nothing fails as completely
as a demonstration that doesn't work. The demonstration room must be set
so that all staff can clearly see the demonstration. The purchase or con-
struction of models represent a significant investment uf time and money.

The Performance Method

Using the performance method staff are required to duplicate the procedure,
skill, or movement being taught. Performance is learning by doing. The
method has the same applications as the demonstration method and can be
used as follow-on instruction to:

(1) Teach operations or procedures.

(2) Teach the use of equipment.

(3) Teach team skills.
(4) Teach safety procedures.

Advantages

Builds confidence.

Increases learning.

Enables learning evaluation.
Reduces damage and injury.
Promotes safety.

Given the opportunity to apply knowledge in a realistic situation,
staff may develop confidence in their abilities and a positive attitude
toward in-service training. Active staff participation increases interest
and attention and thereby increases both the amount and the permanence of
learning. Using the performance method, instructors can observe the learning
attained by staff, locate staff having difficulty, and determine if there
are weak areas in the presentation. Because performance is guided, staff
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are less likely to make mistakes which damage equipment or injeuyre clients.
Guided performance allows emphasis to be given to the proper methoed of perfor-
mance, thereby, preventing accidents.

Disadvantages

Requires aids and equipment.
Requires large blocks of time.
Requires more instructors.

Aids and equipment must be available in sufficient quant =ity for the
size of the group. A well-run performance exercise can be titme consuming
in its requirements for setting up the room and equipment and for performance
of the procedures presented. Unless the group is small, several instructors
are required to check progress, give assistance when needed, a'.nd evaluate
the quality of performance.

Programmed Instruction

Programmed instruction is self-instruction. Staff work through a sequenced
series leading to the acquisition of knowledge or skills. St=ff proceed
through programs at their own rate, respond to each step in seequence, and
receive feedback on the correctness of their response before proceeding
to the next step. Programs are designed to permit the staff to master the

desired knowledge or skills. Programmed instruction is used to:

(1) Provide remedial instruction.
(2) Provide instruction for late arrivals or absentees.
(3) Maintain skills which are not performed frequently eenough
to insure an acceptable level of proficiency.
(4) Provide training in revised procedures.
(5) Upgrade production, administrative, or other types of =kills
and knowledge.
(6) Accelerate capable staff.
(7) Provide a means of insuring common background data.
(8) Provide review and practice for previous learning.
(9) Provide training in a time 1imited situation.
(10) Give instructions in an individual self-paced way.
(11) Provide training for only one person at a time.

Advantages

Reduces failure rate.
Improves end-of-course proficiency.

Saves time.

Standardizes instruction.

Requires no special facilities.

Provides for self-instruction.

Provides adaptability.

Improves efficiency and economy for group or individual instruection.

Reduction in failure rate occurs because programs are self-gacing and
staff are exposed to material at an individual rate. "Forced" ' response
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and confirmation gains attention to the material, helps to immediately correct
wrong responses, and prevents misinterpretation of the presentation. Thus,
end-of-course proficiency is markedly increased by the use of programs.
Developing programs that eliminate unnecessary content reduces the time
required to learn critical material. Because the instructional content
and sequence of a program are predetermined and are not subject to the whims,
preferences, experiences, or biases of an instructor, the quality of the
instruction does not vary from day to day nor from instructor to instructor.
Complete control exists over the content, the sequence, and the form of
staff response. Instruction can be standardized and repeated without change.
Programmed materials can be used anywhere at any time. No specially equipped
rooms or facilities are necessary. Programs can be used as substitutes
for instructors. As the programs do the teaching, they are effective even
if qualified instructors are not available.

Self-instruction programs can be designed for wide differences in aptitude,
ability, speed of learning, prior training, and experience. The needs of
individuals, whether for more or less exposure, detail, or practice, can
be met. The size of a group is unimportant. Programs can be used to achieve
group or individual progress. Self-pacing also allows great efficiency
and economy. In addition, programs free instructors from routine, repetitive
teaching tasks, and enable them to spend a larger part of their time on
more difficult or more demanding aspects of instruction.

Disadvantages

Developers are difficult to find.
Increases expenses.

Requires considerable lead time.
Requires mature staff.

Poses administrative problems.

~ Although programs such as RATES exist, developed by the E11sworth Community
College, Ellsworth, Iowa and distributed by the Materials Development Center
(see Chapter V), most commercial programs do not match the instructional
needs of local facilities. Programs, therefore, must be developed locally.
Very few trained developers are available and only a small percentage of
trainers will become competent developers. Program development. is, therefore,
costly. Materials cannot be developed overnight. Even a considerable amount
of lead time is required to screen and select appropriate programs from
those that are available. 1If programs are developed by facility staff,
the lead time for production is even greater.

Self-instructional programs require staff who are mature and motivated
to work independently. They must also possess reading ability at the level
required for full understanding of the program. Programmed materials create
unique administrative scheduling and assignment problems. The self-pacing
of the programs results in different program completion times resulting

in scheduling difficulties.

Study Assignment

‘Assigned readings in" books, periodicals, manuals, or handouts; the
-~ completion of a project or research paper; or the assignment of problems
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and exercises for the practice of a skill is the study assignment method.
This method poses difficulties in choosing worthwhile learning activities
and anticipating staff problems. Study assignments are used to:

(1) Orient staff prior to lectures or demonstrations.

(2) Capitalize on individual strengths in ability, background, or
~experience.

(3) Provide for the review of material.

(4) Provide enrichment.

Advantages

Increases coverage of material.
Reduces classroom time.

Improves learning.

Permits individualized attention.
Reduces instructor interpretation.

Study assignments allow more material, in more detail to be covered
in shorter periods of time than any other means. Assignments are substitutes
for lectures and provide a common body of knowledge, making lectures, demon-
strations, and conferences meaningful and productive. ~As practice is essential
to the development of skills, assignments can allow practice leading to
skill. Study assignments also are equalizers, making use of the experience,
special skills, or interests of staff, to remedy individual deficiencies
in knowledge or skill.

Disadvantages

Unmotivated staff are not 1ikely to do assignments. Instructors must
plan and assign work to make objectives clear and the instructions easy
to follow. Instructors must later learn if the assignment was completed.
Study assignments are difficult to evaluate for effectiveness. Varijations
in reading ability and differences in motivation produce varying results
with the use of study assignments. Where standardization of learning 1is
essential, study assignments may be inappropriate.

Coaching

In the coaching method, instructors work directly with individuals.
Coaching is used to teach complex skills or procedures which involve danger
to staff or clients.

Advantages

Permits adaptive instructions.

Stimulates active participation.

Promotes effectiveness.

Promotes safety.
) Coaching is the optimum in individualized instruction. Instruction
1s tailor-made to meet unique individual needs. Coaching allows direct
staff involvement in the learning process. The ability of the coach to
adapt instruction to individual needs and the high degree of staff participation
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makes this method an effective tool for reading instructional objectives.
Close control over the performance of potentially dangerous procedures results
in the prevention of jnjury to staff and ciients.

Disadvantages

Requires highly competent instructors.
Demands time and monsy.

Coaching is a demanding type of instruction. Close student/instructor
contact requires complete mastery of the skill being taught. Coaching is
the most expensive method of teaching because instructor preparation and
presentation time are essentially the same as they would be for a whole
group though only one staff receives instruction.

Computer-Assisted Instruction

Computer-assisted instructional systems (CAI) regulate the difficulty
of problems, rate of presentation, and type of material presented based
on individual performance. As staff progress, the speed and difficulty
of the program increases; if staff slow down or exceed a predetermined error
rate, the computer adjusts the program accordingly. Computers allow a record
of responses to be maintained. Computer-based systems engage staff in a
responsive conversation through a keyboard.

Advantages

CAI systems facilitate instruction on complex analytical tasks. They
also provide individualized driils for manipulative skills and teach advanced
problem-solving techniques by interaction and/or simulation.

The CAI system has the same 1earn1ng advantages as programmed instruction.
Computers have additional advantages in speed of reaction and ability to
adjust to the individual learning rates.

Disadvanta

es

CAl systems require a large investment for purchase of equipment and
software development. Programs are difficult to design because of their
complexity. Prggrarmners are hard to find that can meet facility training
needs. This is a blossoming field, however, and low cost hardware and software
may soon be a reality.

Videotape Systems

Videotape systems consist of television cameras, lighting equipment,
and videotape machines. Videotape recordings have several characteristics

of great significance for training purposes:

(1) They can be used with many classes.

(2) They communicate sound, sight, and motion.

(3) They are ideally suited for showing processes and maneuvers.
(4) They heighten "real-world" presentations.

(5) They can transmit all other audiovisual materials.
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Videotape systems can be used to:

(1) Teach the operation of equipment and sequence of procedures.

(2) Teach individual and group skills.

(3) Bring demonstrations into the classroom.

(4) Give close-up magnification of small parts.

(5) Allow staff to troubleshoot their own performances. )
(6) Integratefi]ms,graphics,anthertrainingaidsintcaninstructiana1
, sequence.

(7) Handle large groups.

(8) Repeat instruction.

(9) Provide a means of exchanging programs with other facilities.

Personal contact.

Magnifies or reduces.

Provides selected attention.
Provides fer identical instructions.

The ability of videotapes to provide immediate feedback for individual
performance is of primary importance. With videotape everyone has a front-row
seat to their own skills.

Lessons taped by the television camera force selective attentien.
Staf® attention is directed to the screen and reduces the random attention.
Videotape is selective, representing edited reality. Prepared lessons eliminate
extraneous material and deal only with significant dinstructional points
and examples which illustrate them. Once a lesson has been recorded on
videotape it can be replayed as frequently as necessary. Every staff member
is therefore exposed to the identical instruction.

Disadvantages

Restricts material.
One way communication.
Single paced.

Costly.

Videotape primarily uses medium range and close-up shots. Wide images
are used rarely, and then only for viewer orientation. This Tlimitation
restricts the amount of written material presented and makes necessary the
use of very simple charts, diagrams, and other visuals. The most commonly
noted limitation of videotape is the fact that it is one-way communication.
The 1instructor does not obtain immediate feedback from the staff and the
clues it provides for pacing, for increasing or lessening the amount of
detail, and for repetition of difficult concepts or ideas. Staff is cut
off from personal communication with the instructor. A videotape lesson
cannot be interrupted, slowed down, or speeded up. High purchase, production,
and maintenance costs make it necessary to select carefully the instructional
materials to be presented by videotape.
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Combined Ins;ructjgn

Using two or more basic instructional approaches is often desirable.
For examp]e, one program might include a study assignment on seijzures, a
lecture in which safety precautions in handling a client undergoing a seizure
are emphasized, a demonstration of intervention procedures by the instructor,
and, performance of the procedure by staff. Combination programs can be
used to meet almost any type of instructional objective in any training
situation. They are most appropriate where skill development is involved.

Advantages

Increases interest.
Promotes flexibility.
Improves learning.

A variety of approaches used in a combination provide an interesting
instructional period. The use of several approaches frees the instructor
from the restricting or limiting aspects of any single method. Approaches
are adjusted to the needs of the class and the requirements of the situation.
Combinations maximize the advantages of each method and ailow the instructor
to use approaches which complement each other. This results in improved

learning.

Disadvantages

Requires highly skilled instructors.
Requires smaller groups.

Instructors must be able to use each method used with skill. A combination
of methods requires closer control and supervision. To obtain control,
groups must be kept small.

Team Teaching

Team teaching is a method of instruction using several instructors.
One instructor is the team leader and the others represent differing subject-
matter and method competencies. They jointly plan, conduct, and evaluate
all learning activities for a relatively large group of sta‘f. The total
staff group may be taught simultaneously for some lessons and divided into
smaller groups for other instruction. Team teaching is used to handle large
and diverse staff groups, to maximize the use of instructor knowledge and
skills, and to deal with individual differences in staff achievement, ability,

aptitude, educat1ona1 level, prior training, and experience.

Advantages

Team teaching increases effectiveness, promotes efficiency and promotes
flexibility. Instructional effectiveness is gained by cooperative planning
with a team of instructors. Instruction is provided using the most technically
qualified instructor allowing the use of the best method and increased oppor-
tunity for staff participation.
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Disadvantages

Team teaching requires quality planning. Each instructor must be able
to work with the other members, know their assignments, know what other
instructors are doing, and be able to interact with the team.

Se]ectingrthnggpropriatngethgg

Method selection is based on several analyses: instructional objectives,
subject-matter, staff to be trained, available instructors, instructional
facilities, equipment and materials, time, and costs (see Comparison Chart
in Appendix C). The objective of instruction is the most important consideration
in method selection. Objectives of a program that deals with job knowledge
may require methods different from those chosen to develop job performance.
Objectives must be examined to determine if the instruction job 1is to:

(1) Introduce a subject.

(2) Provide remedial assistance.

(3) Accelerate, enrich, or build skills.

(4) Teach manipulative skills.

(5) Build concepts.

(6) Teach operation and functioning of equipment.
(7) Develop teamwork.

(8) Stimulate interest.

(9) Improve reasoning and problem-solving ability.

The size of the staff group, the educational level, prior training,
aptitudes, maturity, reading and speaking ability, and the teaching location
are considered in selecting a method. ~The use of some methods need the
establishment of maximum and minimum class sizes. Where class sizes exceed
or fall short of the established figure, an alternative method is used.

The competencies of instructors is an important factor to consider
in selecting a method. For example, if qualified instructors are not available
to handle staff in-service training, programmed materials must be used.

Each instructional method requires specific facilities, equipment,
and materials. When facilities are not available alternative methods are
used. For example, videotape is the most effective media for the presentation
of material, but the videotape machine is broken, an alternative approach
is required.

The time available for instruction also influences the method selected.
Conference and performance methods demand more time than lecture and demon-
stration methods. If time is extremely limited, an alternative to the most

effective method is required.

Cost 1is also important in training programs. Time, facilities, and
materials have price tags. The cost of the method used must be reasonable
when measured against effectiveness. If the expected gains 1in learning
effectiveness of a particular method do not offset the costs incurred by
the use of that method, a less costly, even less effective method is used.
Savings, however, must not Jjeopardize the instructional intent:. Regardless
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of its cost, the chosen method must provide adequate training with sufficient
savings to the facility to jugtify its use.

Determine Instructor Requirements

Research ranking the importance of background elements in the success
of instructors was conducted by Chappell (1€80). Successful instructors
were found to be those who had content competency and engaged in self-development
a§tivities, such as reading about staff in-service training. (See figure
4). '

Self-development (reading, etc.) 4.149
Business experience 3.806
Seminars/workshops 3.522
Experience within organization 3.463
College undergraduate degree 3.433
In-house training 3.284
Technical experience 3.060
Continuing education 3.000
Experience in teaching 2.925
College graduate degree 2.642

Unimportant...l Important...3 Essential...5
Figure 4: Chappell's Rank Ordered Indicators of Trainer Success

Instructor strengths relative to the dinstruction method to be used
are primary to the choice of instructor. Technical knowiedge, experience,
instructional skills, and preferences for methods of instruction all vary.
Administrators need to select the best instructors, possessing both technical
competency and instructional skills. Instructional methods make different
demands on the instructor. Whatever method used, the basic requirement
is knowledge of the subject matter. An instructor cannot teach what is
not known. The following information 1lists skills and abilities critical
to the successful application of various methods:

Lecture

The instructor must be able to:

Organize for effective oral presentation.

Speak clearly, forcefully, and effectively.

Stimulate interest and enthusiasm.

Vary the presentation, in terms of vocabulary, sentence structure,

and illustrations, to fit the staff audience.

Use skillfully a variety of training aids.

Check the adequacy of the presentation.
Conference

The instructor must be able to:

Speak clearly, effectively, and formally.

Stimulate interest and participation.
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Maintain an informal atmosphere.

Convey teaching points and instructional objectives.

Keep the group aware of how well it is meeting its goals.
Summarize discussion points quickly and clearly.

Demonstration

The instructor must be able to:

Organize the demonstration to provide efficient learning.
Use tools, equipment, and aids skillfully.

Speak clearly, forcefully, and effectively.

Adjust commentary to the group.

Diagnose group difficulties.

Performance

In addition to the skills of demonstration, the instructor must be
able to:

(1) Diagnose individual staff learning difficulties.
(2) Function effectively as a coach.

Programmed Instruction

The instructor must be able to:

Diagnose individual learning difficulties.
Conduct coaching instruction.

Motivate, counsel, and guide staff.

Determine the appropriate pace for instruction.

Instructor requirements must also be based on instructor work loads,
staff-instructor ratios, and preparation times. A reasonable work 1oad
is essential to effective instruction. Instructors must be well prepared
and rehearsed and time must be provided for these activities. Instructijonal
methods require different amounts of preparation time. The complexity of
content, the availability of reference materials, and the amount of research
required are variables which must be considered. The number of staff that
can be handled adequately by one instructor is a function of the method
employed.

Select and Prepare Training Aids

Instruction 1is supplemented and reinforced by the use of a variety
of training aids. Training aids are essential for increasing the efficiency
and effectiveness of training by reducing the number of words required to
communicate ideas. Aids help stimulate interest, increase attention, promote
understanding, and provide experiences that cannot be obtained in other
ways.
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Training aids are anything that assists the instructor. When used
for training purposes, the following are training aids:

Printed or Duplicated Aids. Books, manuals, pamphlets, guidelines,

and handouts.

Graphic Aids. Pictures, drawings, illustrations, photographs,
chalkboards, bulletin boards, easels, charts, and diagrams.

Three-Dimensional Aids. Models, synthetic trainers, and displays.

Projected Aids. Slides, transparencies, filmstrips, motion pictures,
and videotape.

Auditory Aids. Tape recordings and records.

The instructor assumes the responsibility of selecting or developing
training aids which complement the basic instructional method.

The following guidelines will aid in the selection of training aids:

(1) Select aids which fit the maturity, interest, and abilities
of the staff group.

(2) Select aids which are most appropriate for the particular
learning activity.

(3) Maintain a balance in the types of aids selected.

(4) Select aids which complement, rather than duplicate, other
learning activity.

(5) Avoid the over-use of aids. Do not use an aid just because
it is available.

(6) The major criterion of selection is: "Will it advance learning;
is it needed®"

(7) Check copyright laws; can the materials be used?
~ Determine Equipment Requirements

‘Most training equipment is expensive and requires lead time for procurement
or installation. Therefore, the equipment needed to support instruction
must be determined in advance of use. Equipment used in training consists
of standard classroom furniture and specialized training equipment associated
with training for particular procedures, such as an "Annie" for CPR instruction.

_ Three factors determine the choice of training equipment: cost-per-staff,
universal application, and projected utilization.
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Because equipment may be expensive, costs must be budgeted and limits
set. The cost-per-staff index is used because the procurement of expensive
equipment may be justified by the number of staff to be trained annually.
This index is computed by dividing the actual cost of the equipment by the
annual number of staff that will use the training equipment.

Once the expense of the equipment is justified, the next consideration
is to determine the amount of equipment required. The number of pieces
of equipment required to conduct training efficiently is reduced by rotation
of groups and careful scheduling. For lectures or demonstrations involving
only equipment recognition, nomenclature, and technical characteristics,
one item of equipment is sufficient. For the demonstration of equipment
operation, one item of the equipment per group in concurrent sessions is
sufficient. For the performance of individual skills, one item of equipment
per staff receiving instruction is necessary.
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EVALUATE THE IN-SERVICE TRAINING PROGRAM

In-service training can be visualized as a "tune-up" for facilities,
Jjust as auto owners regularly tune and lubricate their vehicles. The maintenance
costs are justified by the future lack of problems. If, however, the auto
owner performed the maintenance incorrectly or only maintained part of the
automobile, the expense may be wasted. In-service training programs "tune
and lubricate" staff members for job performance. Badly "tuned" and improperly
"Jubricated" by ineffective in-service training, staff members will fail
to return the investment made in their maintenance.

Automobile owners rely on test equipment to assure that mechanics have
maintained the vehicles properly. Facility administrators are also interested
in designing tests to assure that in-service training programs provide cost
effective results to the facility.

Use Test Results

Tests serve a variety of purposes. They may be broken into three cate-
gories: determine if training is effective in reaching objectives, improve
the training system, and take administrative measures.

Determine effectiveness of training in reaching objectives

In-service planners need specific information regarding the quality
of the instructional system and its effectiveness in attaining objectives.
This is the requirement with the highest priority. The data derived from
tests is primarily used to serve this purpose.

Improve the training system

Tests also provide in-service planners with the data needed to improve
the program and jts segments. Test results can be used to:

(1) Motivate staff to learn as much as they can in the shortest
~ possible time.

(2) Identify staff that require extra instruction.

(3) Assure that minimum standards of performance are achieved.

Take administrative measures

\ Tests also provide a sound basis for taking administrative actions
such as:

(1) The counseling of inadequately performing staff.

(2) The recycling of staff into training based on facility require-
ments and staff needs.

(3) The elimination of. incompetent staff.

(4) The assignment of staff to positions based on competence.
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The analysis of test results provides an important measure of the effective-
ness of a program. Test statistics that include measures of central tendency,
measures of tests variation, and measures of reliability should be used.
Statistical analysis cannot be completed until becoming familiar with statistical
techniques. Consult textbooks on statistics for this information.

Post Program Follow-up

In-service training programs are presented to increase staff qualifications
for the performance of their jobs. Proof of in-service value is ultimately
staff performance. To determine the effectiveness of the program and to
provide information for revisions and improvements, on-the-job performance
data of staff after in-service training must be collected.

Follow-up evaluators are selected to interview staff and their supervisors
and to observe performance. Interview and observation are the primary means
of collecting evaluation data. However, questionnaires may also be used
to collect data. Questionnaires ask staff and supervisors to rate theijr
performance before and after training.

7 Information about the in-service program gained through the data supported
by tests and follow-up is then used to determine the effectiveness of the
system and each of its components in operation. Training programs involve
staff, instructors, content, sequence, time allocations, instructional methods,
materials, equipment, and facilities. The end result of the training is
affected by each element and effective evaluations must consider all elements.

Staff

Some program failures can be attributed to staff backgrounds. If staff
do not possess the prerequisite aptitudes, skills, and knowledges needed
for the in-service training as designed, they will not be able to acquire
the job skills and knowledges the program aims to develop, at least not
with the materials provided and within the time frame established. If the
follow-up data indicates that staff did not possess the prerequisites for
a program, changes must be made in the program or the prerequisites. Careful
evaluation of the first program presented is vital to the continued usefulness
of the program.

Instructors

The program instructor must be able to adequately convey the knowledge
and skills offered by the Program. By observing instructors as they present
materials and by gathering information from staff participants, problems
with instructors may surface.

Content
. Duplication of content is avoided in the development of instructional
materials. However, duplications and omissions may occur and these weaknesses
must be identified. Classroom observation supplements obvious problems
in the implementation of training.
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Sequence and time allocations

The only way to determine if the sequence and time allotted to programs
is correct ijs to try them out. Staff will report sequencing errors and
improper time allocation when they attempt to learn the material presented.
The comments of staff and instructor, as well as observation provides the
data needed to improve sequencing and time allocations.

The best instructional method is deterred by experimental studies in
which different methods are compared. Because these are expensive and time
consuming, the adequacy of the instructional method selected is usually
obtained by observation of the program. Observer judgment is relied upon
to determine the method's effectiveness.

Materials, equipment, and facilities

The adequacy of materials, equipment, and instructional facilities
is also evaluated by observation of the on-going program. Part of the job
of an observer will be to note deficiencies in these areas and make recom-
mendations for improvement.

Evaluations Can Fail

7 Program observation must not be the only method of evaluation. While
this type of evaluation may be the best method in some situations, it cannot
provide complete data on the effectiveness and efficiency of the program.
The observations and evaluation of staff and instructors must also be included
to get a rounded view of the program.

Failure to correctly evaluate a program and make useful changes can
be attributed to planning, lack of objectivity, and improper interpretation
of data. Some of.the most common mistakes are:

Planning

(1) Failure to plan data collection instruments, specific procedures
to be followed, and the timing of observations, surveys,
and interviews.

(2) Failure to train evaluators 1in the principles and techniques
of evaluation, including the use of data-gathering instruments.

(3) Failure to make clear to all concerned the purposes of evaluation
and the uses to be made of evaluations and recommendations.

Lack of Objectivity

(1) Failure to select evaluators who are impartial and capable

of making objective judgments.
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(2)
(3)
(1)
(2)
(3)

(4)

Failure to look at all of the components of the program.
Focusing on unimportant details and "nitpicking” instructors.

Improper Interpretation

Assuming that consensus in one group, such as instructors,
provides a valid judgment. ‘

Concluding that an observation or judgmen: made by only one
observer is inaccurate or invalid.

Taking comments at face value, and not considering the nuances
of language and the problem of semantics.

Failing to take into consideration the perspective of the
individual making the observation.



RESPONDING TO CHANGING IN-SERVICE NEEDS

Internal and External Chanégggéf?éét Training Programs

The effectiveness of in-service training programs is influenced by
changes both within the facility and external to the facility. The program's
effectiveness can be influenced even if no changes are made in the program
itself. Potential environmental changes that could negatively influence
the effectiveness of in-service training programs are:

Internal changes

1. Staff become fully trained in the areas covered by the in-service
program.

2. Procedural techniques are altered after new training or behavior
modification methods are learned. 7

3. New staff bring to the job an increased or decreased level

) of expertise.

4, The size and complexity of the facility changes.

5. The attitude and dinterest of administration or staff toward
training alters over time.

6. Administration chooses to provide service in new markets.

External changes

1. Legislation passed at the local, state, or federal 1levels
changes the required instruction in facilities (most Tlikely

) in the medical or safety areas). 7

2. Accreditation agencies or funding bodies mandate changes

) in the types of training offered.

3. Changss 1in funding levels result in the decrease or increase
of referra1s, changing the relative need for training.

4. Changes in funding priorities alter the types of facility

B programs offered.

5. Contracted work opportunities are 1lost or added changing
the skills needed within the workshop.

6. Technological changes in rehabiljtation lead the facility

to use different remediation methods.
7. Labor force demographics alter, changing the types of prcgrams
that facilities offer.

To react to these changes and keep the facility's in-service training
program responsive to the needs of staff, program planners must provide
for ongning evaluation (see Chapter III) and must use the information gathered
by the evaluations to quickly alter the training that is offered.
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A Facility Example of Responding to Changing Needs

Area Residential Care, Inc., is a private, not-for-profit, Iowa based
corporation located in Dubuque, Iowa. The facility founders charged the
organizational leaders with the mission of providing services and programs
for disabled persons. Clients are provided with a complete training program
including developing independent 1iving and vocational skills. Beginning
operation in 1968, Area Residential Care has provided formal in-service
training to staff since 1977.

Gary L. Gansemer, Director of Professional Services and Prevocational
Training, at Area Residential Care, has provided the following description
of the development of training programs at the facility, including start-up
problems, the rationale behind management support of training, why major
changes in approach occurred, and the identification of curriculum components.

The Development of an In-service Training Program

Why does Area Residential Care do staff training?

Area Residential Care began to train staff based on management conviction
that:

1. Staff training is good for staff morale.

2.  Staff training could help provide qualified personnel.
3. Staff training could help reduce personnel turnover.
4. Staff training was required by licensing bodies.

5.  Staff training was required by accreditation bodies.

One basic reason for starting staff training was to improve staff morale.
The need to raise morale was coupled with the need for highly qualified
staff. With a high turnover rate at this facility serving mentally retarded
persons, a solid program was needed to guarantee that staff were adequately
trained at all times. By providing good staff training it was hoped that
turnover could be reduced in some direct care positions, presuming that
when staff are properly trained they gather more satisfaction from their
job and stay in their positions longer.

Some facilities look at licensure and accreditation standards and develop
the minimally required in-service program. However, such a procedure will
require continuous "fire fighting" and may not meet facility needs. The
training developed at Area Residential Care exceeded the standards obligated
and was more comprehensive than required.

The Iowa Department of Health requires in-service training. Their
standards imposed on facilities serving mentally retarded persons are vague.
Standards require a monthly din-service program for staff and completion
of ten approved training hours each year for activ’ty coordinators and adminis-
trators.

The Iowa Department of Social Services also requires an in-service

program. These requirements include only four items: coverage of facility
philosophy, an introduction to the organizational structure, a presentation
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of previous program practices (undefined), and discussion about the goals
of the facility.

Area Residential Care is accredited by the Accreditation Council on
Mental Retardation and Developmental Disabilities (AC/MRDD). AC/MRDD standards
have a complete section pertaining to staff training. The standards require
coverage of the following items: facility orientation; supervisory and
management training; the individual program plan process; the principle
of normalization; first aid training including the Heimlich maneuver; CPR
for appropr1ate staff: seizures for those working with epileptics; documentation
of training in the personnei files; and professional contact training for
nurses, occupational therapists, speech therapists, etc. approved by respective
state governing boards.

The Development of a Formal Program

Prior to 1977, Area Residential Care did not have a formal staff training
program. In-service training evolved as training needs changed:

The informal days

Each department explained facility procedures when new staff members
were hired. Ther: was no common requirement within the facility. Specialists,
such as behavior modifiers, speech and music therapists, and nurses provided
training to staff on a consulting basis but not as part of regular training
for new employees.

The first formal attempt to provide a staff training program which
combined goals of orientation and skill building was instituted in 1977.
An overview of the services available from the support services department
was offered. The training aimed at the preparation of staff to use the
various techniques and procedures available. Three different methods were
used to provide the training: videotape, workshops, and self-instruction.
The objective was to provide staff with an opportunity to obtain training
within their first few months of employment.

The first method developed was a black and white videotape presentation.
A series of tapes eover1ng several subgeets was produced. The first tape
was half-an-hour overview of support services specialties, describing what
each support area did and how their services could be used by staff. Second,
came an overview of the human rights committee, presenting the steps staff
could take when -=oncerns regarding the rights of clients arose. An overview
of sex education was developed third. This tape presented mentally handicapped
persons as sexual beings with the right to sexual feelings and a need to
express themselves sexually. The fourth tape was an overview of hand signs
in current use by facility clients.

The second in-service method was a series of four workshops, each workshop
about four hours 1long. One workshop presented behavior modification, a
second presented first aid treatment and nursing policies, a third d1scuseed
sex education, and a fourth trained staff in crisis intervention. Each
workshop was offered once every four months.

54 6‘1



The third and final method used provided individual program planning
in a self-taught manner. It was a twelve hour training program using the
Individual Program Planning (IPP) training package developed at the Texas
Tech University Research and Training Center in Mental Retardation. Groups
of 8 to 12 staff met for six, two hour sessions, read through the materials,
and did exercises as indicated.

Tours of the facility for new staff members were also scheduled whenever
there were three to five people who needed orientation. This was provided
at staff convenience.

The three methods of training were used for approximately two years,
but flaws 1in the program design were discovered. The program failed to
provide information on needed topics and not all staff receijved timely training.

Evaluations left administrators feeling that the program did not cover
enough areas and give enough attention to some topics. The evaluations
also showed that staff were not completing their training program within
a six month period. Some staff members had been employed an entire year
and had not attended the required in-service training sessions. Finally,
it was discovered that the videotape format was subject to frequent equipment
malfunctions and was not very motivating or interesting for staff.

The use of need assessment marked our next program

Facility administrators decided in 1979 that the facility needed to
change training directions. Area Residential Care departmental directors
did not feel that the training was broad enough and saw that training policies
did not compel staff to attend in-service sessions. A survey of staff was
conducted to elicit information about previous in-service sessions and to
allow them to state priority areas for future training. Staff members were
asked to evaluate a Tlist of possible topics and rate (on a scale of 1 to
5) the topic's importance to the completion of their jobs. From this survey,
top priorities for further training was developed and a three day, 24 hour
in-service for staff was proposed.

This new in-service package was offered for three consecutive days
in a Tocation away from the facility in order to minimize interruption.
New staff members would only be excused from scheduled training sessions
through written permission from a department director (see Appendix E for
sample forms). The three day in-service added the perspective of a client's
parent, a presentation by occupational therapists defining their role in
the facility, and a presentation by the executive director on the history,
Philosophy, and goals of the facility to training areas expanded from the
initial training program. The 12 hour IPP training program was trimmed
to give the meat of the program planning in a shorter period of time. In
addition, an introduction to developmental disabilities was provided.

This three day in-service program was offered once every three months
allowing all new staff members to complete in-service training requirements
in half the time needed for earlier programs. Evaluations of each in-service
session were carefully obtained to allow assessment of the quality of training
and the importance of the training to position tasks. From the evaluations,
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alterations in the in-service program were routinely made. This allowed
the program to be responsive to staff needs.

This program met the facility in-service training needs for three years,
but concerns surfaced in 1982. Problems with staff not receiving training
necessary for the completion of their jobs was continuing. When staff were
i1l during their scheduled three day period or scheduling conflicts arose,
the staff would need to wait three months until the next scheduled program.
Some staff therefore waited six or nine months before they completed formal
training. The three day sessions also required too much consecutive time
away from the job.

Scheduling problems motivated more revisions

Assessment of the problems indicated that the program needed to be

changed to a monthly basis, but that the system must allow all component
sessions tn be cump]eted w1th1n three months. Program expan51cn was. 3150

prOV1ded w1th1n ‘the facility (the Department of Hea1th had mBVEdrtﬂ requ1re
a 60 hour resident attendant course for all staff passing medications).

Incorporating the requirements for resident attendants with many of
the training presentations of previous programs, a 66 hour training program
was developed. Approx1mate1y 36 hours of the program formed a core course
for all staff with the remaining hours required only of those staff with
residegt attendant responsibilities. This program was instituted in January
of 1983.

Two or three in-service sessions were scheduled for each month throughout
the year and the dates of all 1983 in-services were posted. When a staff
member was hired, their department director scheduled them for in-service
tra1n1ng by referenaing the master 1ist. The director would 1list those
sessions they wanted each staff member to attend. This would be submitted
to the Professional Services Director for scheduling. Copies of the formal
schedule were then forwarded to individual department directors for their
records and to the staff member scheduled for training. This system allowed
training to ensue as soon as possible after an employee was hired (see forms
in Appendix E). Each staff person would begin training at different points
in the system, but over a three month period they would receive training
identical to their peers.

One week prior to each training session a reminder note would be sent
to the staff member scheduled and department directors. The reminder gave
the in-service date and locatjon. This prompted regular attendance (see
form in Appendix E). Most courses were offered in the afternoon hours with
exception of two full-day sessions. Training was given priority status

and attendance was required. Compensation was given if the training sessions
were offered outside of regular work hours.

7 Self-taught methods were also offered in the areas of seizure disorders,
introduction to mental retardation, and introduction to behavioral techniques.
Each had a pretest and a posttest. Pass criteria on the pretest was established
and if a staff member met or exceeded that criteria, they did not need to
complete the training materials. If they did not meet passing criteria
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in the pretest, their supervisor was responsible for providing training
materials and administering the posttests. Pretest and posttest scores
were turned in to the training staff for documentation.

Program Evaluation is a Key to Success

Evaluation continued for all in-service programs. The evaluations
were a very useful way to discover needs applicable to staff positions.
Evaluation allows the improvement of training techniques. After each program,
evaluations are tabulated and shared with instructors.

Evaluations provided information that led to changes in 1984. Using
a format similar to 1983, scheduling was changed to a different frequency.
Sessions that are required of all staff members are scheduled on a three
month rotating basis and sessions required only for resident attendant staff
are scheduled once every four months.

Frequent assessment of facility training needs allows quick changes
to be made. Assessments led to changes that now reflect heavier emphasis
on first aid, training in medications, and training in seizure disorders.
Evaluation data that indicated that self-taught programs on behavior techniques
are not as effective as lectures led to method changes in that area. These
self-taught programs may have greater value as screening devices (see Appendix
F for current curriculum).

Changes in training must be accommodated to keep programs vital

The facility's philosophy has changed regarding staff training since
the first programs were offered. Initially it was difficult to get staff
to attend training programs and to have supervisors and directors appreciate
the importance of in-service training. Now staff are open to attending
the sessions. Other employees tell new staff that training is worthwhile
and helps them carry out their jobs. Also, department directors are now
very supportive of the programs and encourage their staff to attend the
in-services. They also rearrange staff schedules to make attendance possible.

In order to avoid scheduling conflicts with trainers coming into the
facility from other training resources in the community, all instructors
are full-time facility staff. The instructors know what staff members experience
each day and understand their needs. As all areas of training cannot be
covered by these regular Programs, special training sessions are offered
throughout the year. These sessions are sometimes presented by community
specialists. For instance, local dentists talk about dental care, a podiatrist
talks about foot and nail care, and other specialists provide management
training.

Management training is an expanding area. A program that continually
provides new options for present management staff and also orientation for
staff initially entering management positions would be very desirable.
It is very common in this facility as in other human service organizations
to promote managers without formal management training. Cooperative training
with other area organizations is another big interest area. This can have
the effect of lowering training costs for many facilities.
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Throughout the six and a half years that Area Residential Care has
provided formal staff training, the philosophy of providing training that
meets staff needs has been followed. Therefore, revisions of content and
method are made to keep the program current. This is a continuous process.
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MODELS OF TRAINING PROGRAM ELEMENTS

The following models of training program segments are presented to
show examples of materials that can be used for group training sessions,
individual orientations, or combined group and individual learning. The
Stanton format provides a learning exercise for use in training a group
of staff members. Rottier's training package is designed to be used as
an orientation for new staff members and is read by the individual as time
permits. Finally, the RATES module and training exercises can be used either
as individual training guides or as a reference module for group training

sessions. The choice of format to use in your facility ﬁépends largely
upon the training tasks you wish to present. (See Chapter II in the section
titled "Select instructional strategies" for more information).

The Stanton conferencing instructional package for group instruction

Training packages, often called modules, can be used within the rehabili-
tation facility to provide training staff with lesson plans. These packages
are to be built around specific facility needs. Such a training module
follows. Developed by Allan R. Stanton, the training package presents materials
for providing staff with information on staff conferences in work adjustment
programs. The format that is followed could be utilized by facilities for
many staff in-service training needs. Stanton developed the training material
as a‘'project conducted for completion of his master's degree in vocational
rehabilitation at the University of Wisconsin-Stout in 1978. The training
package is not available commercially.

INTRODUCTION

TITLE - Staff Conference in a Vocational Rehabilitation Facility Adjustment
Program

PROGRAM DESCRIPTION

This training package on holding staff conferences in a vocational
rehabilitation facility focuses on the progress staff conference within
a work adjustment program. The package is meant to provide an introduction
to the relationship of the progress conference to other conferences which
may be held in a rehabilitation facility and the position it occupies within
a program of adjustment services provided to facility clients. Some of
the techniques considered effective and some essential considerations for
the conference are presented for discussion.

7 The format given for structuring the sequence of the conference process
is based on a working model in an actual facility. The structure is not
proposed as a rigid model to be followed without deviation; on the other
hand, adaptation should not substitute looseness for structure.

participants in the training session will be given a case history including
client background information, work evaluation results, and an adjustment
Plan with progress data. The case history material will be used in two
role played conference exercises following the initial presentation. In
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addition, a third role play exercise is suggested, in which the training
participants themselves act out conference member roles. Given the participant
evaluation form, each participant will answer the questions to 80% accuracy.

Based on the actual presentation of a preceding version of this package,
the proposed time for completion of this package is one hour and 45 minutes,
including a break and the third role play exercise.

INTENDED TARGET POPULATION

The package is designed as an introductory in-service training program
for staff in a vocational rehabilitation facility adjustment program. Other
personnel within the facility or from outside agencies who participate in

anh adjustment (progress) staff conference should also find the training
program useful.

RATIONALE

~ The staff conference procedure can serve several functions in a program
of services, including:

1. program accountability and evaluation requirements.

2. standards set by C.A.R.F. (Commission on Accreditation of
Rehabilitation Facilities); and

3. a vehicle for information-sharing, problem-solving, decision-
making, program-planning, and client dinvolvement 1in his/her

program.

Used within many rehabilitation facilities, the conference is considered
an important tool. As a tool, it has a purpose and appropriate ways of
handling it to perform the required task. Like a knife, it has a keen edge
which can be dulled or broken by misuse.

PREREQUISITES

Since the target population consists primarily of facility staff and
outside agency professional personnel, the qualifications required for these
positions are considered to be sufficient evidence that participants possess
the level of academic skills needed to successfully complete the program.

Possession of skills in the following work-related areas is suggested:

1. making and recording behavioral observations.
Z. writing behavioral objectives.
3. developing individualized work adjustment plans.

INSTRUCTIONS TO TRAINER

TRAINING AREA CONDITIONS
Make sure the arrangement of the area where this train1ng session is

held 1is such that all participants will have a clear view of the actors
in the first two role play exercises; make sure also that the participants
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be able to hear what is going on. A relatively quiet, distraction-free
ng (such as a conference room if available) is suggested.

NTATION AND TRAINING EQUIPMENT

The following equipment and materjals are required prior to the presenta-

For the training leader - this training package (one copy), and Case
ry (one copy).
For each participant (including training leader) -

1. Chair

2.  Staff Conference Report Form (one copy) ,
3.  Staff Conference Observation and Evaluation Form (three copies)
4. Participant Evaluation Form (one copy)

5. Pencii

For each (group of) four participants -

1. Staff Conference Report Form (one copy) ,
2. Staff Conference Observation and Evaluation Form (one copy)
3.  Case History (four copies)
4. Refreshments are suggested.

The session is divided into the following activities with proposed
frames:

1. Introductory presentation by training leader. (5-15 minutes)

2. Role play of a "bad" staff conference, with the following
parts: facility adjustment specialist; referral counselor;
and, client. (15 minutes including orientation)

3. Critique of role play by audience and discussion with training
leader; training leader presents additional material if appro-
priate (points not covered during critique). (10 minutes)

4, Second role play, with same roles and actors as before; this
time the role play incorporates feedback from the critique
and discussion period to portray a "good" staff conference.
(10 minutes) ,

5. Critique of second role play by audience. (5 minutes)

6. Presentation by training leader or additional considerations
involved in holding a staff conference; summary. (5 minutes)

7. Break. (10 minutes)

8. Suggested third role play exercise for participants:

a. Orientation and formation of groups (5 minutes)

b. Review of case history by participant actors (5 minutes)
c. Role play (10 minutes)

d. Observer feedback within groups (5 minutes)

e. Debriefing (final summary by training leader) (5 minutes)
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9. Completion of Participant Evaluation Form.by each participant.
(5 minutes)
) In preparation for the training session, the following tasks should
be completed: .

1. Make up the required number of forms as listed in PRESENTATION
AND TRAINING EQUIPMENT. Note that each participant in the
session to receive at least one copy of each form; additional
copies of two of the forms are also prepared for use in the
group role play (third) exercise. These forms may be saved
by participants for future reference as guides for preparation
of presentations in actual staff conferences. Note: The
Staff Conference Report Form is the guide for sequencing
the presentation of material in a staff conference. This
format is suggested as a model for structuring the conference
process. The Staff Conference Observation and Evaluation
Form is used to record behavioral observations on group perfor-
mance in general and the work adjustment specialist in part1cu1ar
(since this person generally functions as the leader in a
progress staff conference). The Participant Evaluation Forms
are handed out to each participant at the end of the training
session, to be collected and graded by the training 1leader
upon campieticni

2. Prepare the required number of copies (refer to PRESENTATION
~ AND TRAINING EQUIPMENT) of the Case History. Two ways of
approaching this are possible, depending upon the preference
of the training leader. A fictitious Case History {(Siettman-
Parlin and Stori, 1977) has been provided with this package
which may be used. Or, the leader may wish to prepare case
file information on an actual client with whom the training
participants are familiar. Of course, if this option 1is
chosen, legal and professional ethic requirements pertaining
to canf1dent1a11ty must be met. In general, a fictitious
name (care must be exercised to prevent the ré&T name from
"slipping out"), and deletion or change of other positive
identifying information (such as address and social security
number) taken from the case file, should be sufficient.
To be complete, case file information should include:

a. Background (general description) statement;

b. Evaluation results: educational, medical, psychological,
social (living situation, for examp1e), and vocational
(if available); and,

¢. Adjustment plan.

The case file exclusive of the adjustment p1an need only be 1-2 pages
(single-spaced). A useful adjustment plan format is the Esser model (Esser;
1975? However, standard formats used by your facility may be used as long
as they provide useful reference data.

3. Select staff members or others who will play parts in the
first two role plays. Through experience, the functioning
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of the training leader in the dual capacity of leader/actor
has been found difficult to manage, since it requires switching
back and forth. For this reason, a person, other than the
Teader, with experience in staff conferences 1is suggested.
A practicing referral counselor is suggested, although not
considered essential, for that role; the counselor (or other
persan) selected should be one who, in the experience of
the training leader, takes ¢ very professional "business
is business" stance in actua., conferences. This type of
professional will most likely be able to work cooperatively
with the training leader in drawing out inappropriate and
appropriate conference participant behaviors. There is a
possibility that getting a counselor to spare some time to
participate may be difficult; however, a bit of fancy public
relations footwork can be used as bait in convincing the
person of the potential benefits to be reaped from cooperation.
Since time 1is valuable, an increase in effectiveness of the
conference process will result in less "wasted” time during
the conference and subsequent follow-up actions. The client
role can be relatively undemanding; the role may be played
passively or actively at the whim and discretion of the training
leader and/or actor (another staff member).

4. A final key point in preparation is familiarization with
the material in this package. As in the conference itself,
being prepared helps maintain a smooth, structured flow of
events.

Rehearsal for the role play is not essential if the role play actors
feel pretty secure about the material; however, the training leader and
actors should discuss possible ways of handling the role play. The key
to a good role play, whether of a well or badly run conference, is that
each actor attempt to be sufficiently attuned to what another actor is attempting
to accomplish while the role play is in progress. In other words, play
it by ear; be imaginative. And, remember that mistakes (which are unavoidable
in any situation) offer perhaps the best opportunities for learning. Suggested
behaviors for handling conferences inappropriately or appropriately are
Tisted in PRESENTATION 1in the instructions to trainer paragraphs preceding
the role play sections.

The content of the training session is given in PRESENTATION. The
material may be covered in as much depth as time permits. The overall length
of 55 minutes (up to the third role play) has been suggested but is not
mandatory. If you get some good discussion going, don't cut everyone off.
On the other hand, keep in mind that time is a precious commodity and should
be used to provide structure to any meeting. If going beyond an hour is
required by the amount of discussion generation, make sure a break is provided
at the one-hour point to help avoid fatigue.

For the same reason, the Staff Conference Report Form passed out for
the third role play is filled out prior to the training presentation. The
training leader may take the option of having the actor playing the part
of the work adjustment specialist (or the subgroup as a whole) fill out
the form prior to the actual role play; in the interest of reducing the
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length of the overall session the suggested method is to have the Report
Forms filled out beforehand by the training leader, using the Case History

information.
PRESENTATION . ]
PART ONE - INTRODUCTORY PRESENTATION (5-15 minutes)

Notice to leader: the narrative to be delivered to the participants
in PART ONE is arranged in sentence/paragraph format.
In the General Introduction section, headings are given to indicate

only the purpose of the narrative given. 1In the Specific Introduction,
headings (A., B., C., D.) are intended for inclusion in the narrative.

I. General Introduction (material given in parentheses in this section
may be selected or deleted at the leader's discretion. )

A. Ice-breaker

1. Thank you for all for attending this session today (even it
if was required).

2. I did a dry-run of this material last night at home. I Just
talked to the walls, who were pretty (damned) unresponsive,
but they were there, and a captive audience. I discovered my
planned five-minute introduction was going to take at least
15 minutes, but I have a lot of material to present that I think
will provide a useful background for our activities today.

B. Importance of material to be covered

1. Each of us has something to learn about participation in a staff
conference.

2. The enormous amount of literature on the following topic indicates
we all have a great deal to learn, since all these areas have
a bearing on how conferences may be run:

a. groups (and the staff conference is a group; a group of
people with a common purpose, to reach a certain objective);

b. group dynamics, leadership techniques, and responsibilities
of group members; ,

c. decision-making theory;

d. program planning;

e. communication theory;

f. organization theory and business management;
g. multidisciplinary teams; and
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h. report-writing (to name just a few).

3. Feedback from professionals in the field who have been to poorly
run conferences (and personal experience - I have been to and
led bad staff conferences myself) point(s) to the need for training
in this subject.

II. Specific Introduction

A. There are two general forms of staff conferences.

1. The formal staff conference is scheduled and structured. It
is scheduled to meet at a certain time and place, and various
people are invited to attend. It is structured in the what
and how of the presentation.

2. The informal staffing is unscheduled and unstructured. Two
or more staff members meet by accident or by design, and discuss
clients and/or program concerns. The key differences here are
that the meeting is spontaneous, impromptu (or if held by design,
not much preparation or advance timing is usually involved);
and that an adherence to a process-structure is involved.

[wn]
w

There are two general categories of forms.

1. The client-centered conference involves discussion of clients
at the facility, their programs, abjéctivesgrprugress, results,
recommendations, and other aspects of programming and services.

2. The administrative conference generally takes one of three forms:

a. program development (expansion of existing programs, addition
of new ones);

b. task-force problem-sclving (the staff jidentify a problem
area, such as too much time spent to write reports, and
come up with alternatives in the search for a solution);
and,

C. supervisory/administrative staff regularly scheduled meetings
of departmental supervisors and :.=cutive staff to discuss
department performance, throw ~roblems out to the group
for input, discuss department performance, discuss overall
facility programs, activities, events, and other common
concerns).

C. Types of formal, client-centered staff conferences (classification

scheme proposed by the developer of this training program); a process-
descriptive nomenclature.

1. Selection (eligibility, initial-planning, intake are other terms

which may be used): occurs in either evaluation or adjustment.
The referral counselor and agency staff (and possibly other
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involved persons) discuss client background, referral reasons

and questions, and begin program planning. The client may also
attend (perhaps I should say, "should attend!”).

2. Program: usually confined to adjustment programs (and is the
type to be discussed in more detail here today). Involved personnel
meet to discuss a client's program plan, objectives, progress
to date, and propose recommendations for continuation or alteration
of the plan and/or additional services.

3. Evaluation: occurs in both evaluation and adjustment programs.
Involved personnel meet to discuss the client's program, results,
and recommendations for future services to be planned by referral
counselor.

4. Consultation: an outside uninvolved (impartial) group of represen-
tatives of community social service agencies (school system,
family planning, mental health, welfare, state employment service,
and others). This group may already exist or be called together
especially for the purpose. In either case, the facility staff
ask to present a problem case before the group; the staff have
encountered a roadblock in the program for a client, such as
lack of success in finding effective adjustment methods. Background
information 1is presented (with concern for confidentiality),
program objectives outlined, treatments explained, and results
discussed. Input from the group on alternative approaches is
requested.

5. Interdepartmental coordination: ameeting of department supervisors,
of areas in which clients are working, and rehabilitation staff.
The staff present information on program set-up for the clients.
There are two purposes for this. First, the aid of the supervisors
can be enlisted in assisting the client to meet his objectives;
they can take an active role in the client's programs. Second,
with knowledge of client objectives and the techniques being
employed, the supervisors are less likely to unwittingly interfere
with client progress (for example, if the staff and client are
working to reduce the client's handshaking behavior towards
all persons who enter the area, the supervisor will know to
keep his hands at his sides).

III. Summary of Introduction

A. We have explored the different forms and types of staff conferences;
an attempt was made to give an introduction to the relationship
of the adjustment process conference to other conferences which
may be held in a rehabilitation facility and the position it occupies
within a program of adjustment services provided to facility clients.
A classification scheme was introduced and a brief description given
of types of formal client-centered staff conferences. )

B. Since we have a limited amount of time available here, we will now
move on to the "hands-on" portion of this program.
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PART TWO - FIRST ROLE PLAY (5 min. orientation, 10 min. role play)

Notice to training leader: The leader's narrative for the remainder
of this package is given in a boxed-in format; since instructions to guide
the trainer are interspersed with the presentation narrative, this format
was chosen to assist in distinguishing the two types of material.

The schedule for the rest of this program begins with a role-play
of a "bad" staff conference - a lesson on what not to do.

Name and identify the role of each of the role play participants.

You (the audience) will observe what goes on during the conference
programs with the purpose of identifying problem areas in the
presentation of material and participant behavior. Your observations
can identify problems on the part of any of the roles, but since
the adjustment specialist is the chairman of the conference, focus
on him/her.

Discuss the purpose of the forms provided (refer to SETUP). Ratings
need not be assigned; the important feedback is observations, behaviorally
stated as much as possible. The report form may be used by the audience
as a guide to the sequence of presentation in the role play, if desired.

After the role play, we will have an opportunity to share obser-
vations and feedback, and discuss methods of improving the conference.
Then we (the actors up here) will hold a "good" conference: at
least we are going to do our best to try to hold a "good" conference,
s0 bear with us. Hopefully we will use what you have given us,
and demonstrate our learning ability.

After the second role play, we will take a few moments to critique
the "good" conference: as far as negative points are concerned,
we hope this critique won't take very much time. Then a few more
considerations pertaining to staff conferences will be thrown
in,kaTTQWEd by a general wrap-up. And then, a much deserved
break!

Since the role play is a dynamic process, the course of events can
and will vary; the role play may never be duplicated exactly. The following
questions are intended to serve as a guide for ways of handling a conference
inappropriately.

1. Hesitate and/or bluff through questions.

2. Be funny (not precise) with details.
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3. Talk all around the point at hand - don't be concise.

4. Be subjective; use labels in discussing the client (lazy,
hostile, nice guy, etc.).

5. Don't establish eye contact and/or maintain it through sweeping;
instead, count the tiles in the ceiling, or the tiles on the
wall.

6. Make it seem 1like you haven't done your homework; this is
related to hesitation and fussiness, but also includes over-use
of (dependence on) reference material also. For example,
read case file information right off the files instead of
just glancing at it occasionally.

7. Don't give information freely which you know the counse]or
will want; make him ask you for it.

8. Nhen giving recommendations, be "off the wall": recommend
only one job, and/or the same JOb at which the client is working
at the fac1]1ty. Recommend a Jjob such as shopkeeper for a
person who is habitually absent, or a job 1in drafting for
a %Frson who exhibits "frustrat1gn" behavior on precision
work .

9. Be non-specific in recognizing or accepting follow-up obligations
in response to ﬁounse1or requests for more information or
programming; if you've handled well this role playing of a
"bad" conference, you should end up with a whole bunch of
things the counselor will want you to do since you don't appear
to have done them already!

10. Be lavish with extraneous material: weather, personal activities
planned for the weekend, transcendental meditation, politics,
the state of the economy - the works. Other topics are more
subtly extraneous, such as the current condition of the local
labor market and anyth1ng else that may seem important and/or
relevant at the time but isn't since you can't do a thing about
it anyway.

The actor playing the role of adjustment specialist should plan for
wrapping up the "conference" about two minutes before the end of the role-
play. The "specialist" should ask the "counselor" if he/she would 1like
to have the client come in. The specialist then should get up (assuming
the "counselor" said "yes"), go over to the training session audience and
ask the actor, selected for the role of client, to come in. (Note: allowing
each role-play actor to observe as much as pgss1b1e of the entire training
session as part of the audience is recommended).

In a real-life situation, the involvement of the client at this point
of the conference can take many forms; restr1§t1ng the part to the barest

minimum appropriate is suggested for the role play in the interest of saving
time. The specialist should review what was discussed (briefly) and highlight
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results and recommendations. With the client in attendance, this is also
an opportunity for staff to "stroke" the client (praise him/her for progress).
The client's presence can provide opportunities for the staff conference
to go badly, so play it by ear; the actors should remember however, that
they have two minutes.

When the role play is finished, the 1leader should orally thank the
actors (at least, smile or nod) for their participation; you want them to
come back for the next role play.

What happens here depends on the amount and type of feedback you get.
A11 participants including the actors may provide input.

As a guide for appropriate discussion, the ineffective behaviors attempted
in the portrayal can be used as starting points. Any inappropriate behaviors
portrayed but not noted by the audience should be pointed out. Also, any
behavior listed previously as suggestions which were not demonstrated may
be included in the discussion.

PART FOUR - SECOND ROLE PLAY (10 minutes)

Now we will attempt to use all the information you have provided
to hold a "good" conference. Again, record your observations
on the staff Conference Observation and Evaluation Form; mark
the sheet "good" (mark the one you just used, "bad"). You may
record weaknesses as well as strengths.

Now the actors, drawing from their experience, including all the information
provided through the critique and this training package, portray the way
a "good" conference should go. Thorough preparation in reviewing case file
data, and a disciplined adherence to a logical and efficient structure will
be the keys to a role play of a "good" conference, as well as to a "good"

staff conference itself!

Turn all those inappropriate behaviors (suggested in the section on
the first play) into positive ones. For example:

1. Answer questions with minimal hesitation, even when you don't
know the answer. If you don't know, admit it.

2. Be specific.

3. Be concise, to the point.

4. Be objective; leave out the labels.

5. Maintain eye contact through sweeping (keep eyes moving from

person to person, focusing on each person for a few moments).

69 70



6. Be prepared.

7. Volunteer information you know the counselor will want to
have.

8. Be imaginative and reasonable in recommendations.
9. Accept follow-up obligations; specifically state what you
will do and that you will get back to the person with the
question.
10. Use extraneous chit-chat only as a beginning ice-breaker to
session.
Again, as before, the actors should call in the "client" when about

two minv*~° ~f the role-play remain.
PART FIV' - CRITIQUE (5 minutes)

You guessed it: what happens here depends on what went on in the role
play. Again, behaviors you attempted to portray (or did so inadvertently
if 1inappropriate ones) would be identified by you as training leader if
not by the participants.

PART SIX - ADDITIONAL CONSIDERATIONS AND SUMMARY (5 minutes)

Some additional considerations pertaining to the staff conference
are:

1. As part of preparing for the conference, know your counselor
(his/her hang ups, or idiosyncrasies). Build on his/her observed
strengths, and play to his/her weaknesses with the ebgective
of providing that logical efficient structure. Play to, don't
surrender te, the conference chairman (the presenter ‘often

ture.

2. Notes should be taken during the conference, especially of
what will later be important when attempting to remember what
was said and what was not said. Note-taking should be kept
To a minimum; however, to minimize distraction and increase
active listening. There is no definition of minimum; however,
all information presented which is prepared prior to the conference
eheg]d be duplicated for distribution to conference partici-
pants.

3. The etaff conference serves an important function as a vehicle
to satisfy several C.A.R.F. (Commission on Accreditation of
Rehabilitation Facilities) standards, in addition to the CARF
requirement for staff conferences themselves. Those standa¥ds
include:
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a. evidence that persons involved in a client's program are
aware of their role in carrying out the plan (section
3.4.3.1.2.2); and

b. evidence of client participation in decision-making (section
5.1.2.14).

I just mentioned client participation. What about this issue?
Should the client be present throughout the conference session,
during part of it, or not at all? The answer to this involves:

a. client rights for participation in decision-making,

b. the extent to which a given facility encourages a client
to make decisions (at least one facility in the States
train clients to act as chairman in their own staff confer-
ences);: and,

c. how presentation of information will differ when the client
is present as opposed to when not there; for example, certain
information such as medical or psychological evaluation
data and diagnosing labels may be deleted in the client's
presence.

Confidentiality of client information shared in the conference
must be protected.

In summary:

'15

We have gotten some ideas of how the progress staff conference
fits in with other conferences held in a facility;

We have seen examples of "bad" and “"good" staff conferences
and have gotten an idea of what makes a conference "bad" or
ilgoodi!l -

Some of the key points made are:

a. The staff conference is a group of people meeting with
a common purpose, to reach a certain objective;

b. The basic foundation of the conference is information-sharing;
this foundation requires ingredients of thorough and adequate
preparation of material and an orderly structure for presenting

this material.

c. The foundation of information-sharing (giving and receiving
by all participants) supports all other goals of the conference,
such as decision-making.

d. Reaching the goals of the conference can be thwarted by
off-tracking; extraneous material must be limited in extent,
and to use as an ice-breaker to begin the process.
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PART SEVEN - BREAK (10 minutes)

If the third role play exercise is schedule to take place at this time,
invite the participants to take a 10-minute break for refreshment. If the
training session is to conclude at this point, pass out the Participant
Evaluation Form and allow 5 minutes for completion. Collect the forms and
thank the participants for their time, attention, and input.

PART EIGHT - THIRD ROLE PLAY

Instruct the audience to split up into groups of four; 1if there are
any participants left over, they may join any of the groups formed, but
there should be no more than one extra participant in any group. If necessary,
the training leader may join a group to bring up the number of group members
to four. Allow 5 minutes for the forming of groups and the following orien-
tation.

Now yau will have a chance to practice what you have heard
taday on effective conference participation. Each group will
be given a case study, a Report Form already prepared with client
program data, and observation forms. The roles to be played are
as follows:

1. work adjustment specialist;
2. referral counselor;

3. client; and

4. observer.

‘Each group will decide among themselves who will play what
roles; if there are more than four members in a group, the extra
members may act as observers also. You will be given 5 minutes
to review the case history, and will then hold a 10-minute role
play in each group. Following the role-play the observers will
provide feedback within the group on participant performance.
We will then get back together for a debriefing and a brief quiz.

~ You will be attempting to portray a good conference; however,
don't worry too much about making mistakes, you will anyway, and
this is often the best way to learn if you are aware of what you
did and how it could have been done better. Good luck!

The training leader should now pass out the required forms (Staff Conference
Observation and Evaluation Forms to the observers; Staff Conference Report
Form to the adJustment spec1a]1st, and Case H1stary ta each memher) A]Taw

ta begin ‘the role p1ay_

~When the allotted time is up, ask the observers in each group to provide
fﬁedbazk to the group members on their performance. Allow 5 minutes for
this.



We have explored the topic of staff conferences here today
and have gained some "hands-on" experience in holding a conference.
May the next conference you lead or participate in be a "good"
one. The last thing on the agenda today is a quiz on the material
presented; please take a few minutes to answer the questions.

The leader should now pass out a Participant Evaluation Form to each
participant; allow 5 minutes for completion. Thank all the participants
for their time, attention, and input.

EVALUATION
CRITERIA

Scoring consists of simply comparing responses on the Participant Eva]uafion
Form to the responses listed in Answer Key. A score of 80% correct is considered
acceptable mastery of the material. For performance below the 80% 1level,
the training leader may wish to have the person review the copy of the training
package, and retake the quiz. :

ANSWER KEY
The following responses are considered correct:
1. False

2. False
3. False

4. d

5. d

6. b

7. True
8. True
9. False
10. b
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The Rottier "turnover notebook" style of instructional
package for individual learning

The Rottier manual conveys basic information in a "turnover notebook"
fashion. The manual would be provided to 1line superwsor‘s as part of an
initial orientation period. Information provided in such manuals would
be spemfu‘: to the facility designing the orientation. Therefore, this
manual is presented as an example of an orientation manual and is not intended

to be used without revision.

The manual was developed by Dorothy A. Rottier as a project for her
master's degree in vocational rehabilitation from the University of Wisconsin-
Stout in 1980. It is not available commercially.

A TRAINING MANUAL FOR WORKSHOP SUPERVISORS

II. Role of the Workshop Supervisor
III. Confidentiality
IV. Rehabilitation Programs Offered in Workshops
A. Evaluation
B. Work Adjustment
C. Placement .
D. Sheltered Employment
E. Work Activity
V. Wage and Hourly Certificates
VI. Subcontract Work
VII. Time Studies
VIII. Training Clients
IX. Observing and Recnrd%ng Behavior
X. Quality Control
XI. Production Records and Inventory Control
XII. Safety
" XIil. Professional Communications
XIV. Summary

XV. Resources
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The guide provides a general description of each topic, followed by
suggestions for supplementary information to be supplied by each individual
facility. The format chosen to relay this additional material is optional.
Individual meetings with staff members possessing expertise in specific
topic areas may be beneficial, though time-consuming. An alternative approach
would be to gather the information in written form and incorporate it into
tia guide following the appropriate chapter.

I. Purpose of Rehabilitation Horkshops

Workshops help handicapped and disadvantaged people improve their ability
to work. Many have little or no work experience and would be unable to
gain competitive employment in the community. Others may have a strong
work history which was interrupted by an injury and, due to the injury,
need to seek a new occupation. For all clients, the workshop provides vocational
services. The workshop is also a business entity which supplies a realistic
work environment for the handicapped individuals.

Populations served within specific workshops may vary. The clients
may be Timited to one disability group or could include a wide range of
individuals with physical, mental, emotional, or social problems.

Many workshops are private non-profit organizations operated by a Board
of Directors. This group of directors supervises the Executive Director
of the facility, sets policies, and assures that the workshop meets set
standards.

7 To be certain that facilities supply effective services to clients,
the Commission on the Accreditation of Rehabilitation Facilities (CARF)
has established standards for workshops. A CARF survey team can be asked
to use these standards to review a facility. If all areas of the workshop
are functioning adequately, the CARF team issues accreditation certificates
for up to three years.

Specific Facility Information to be Discussed:

1) Population served

2) Role of Board of Directors
3) Role of Executive Director
4) CARF certification status

II. R3le of Workshop Supervisor

The workshop supervisor is the staff member who has the most client
contact. Responsibilities include working as a member of a team to serve
the needs of the clients and the workshop as a whole.

The person in this position has duties which involve both training
work skills and behaviors and assuring that quality standards and production
deadlines are met.



The workshop supervisor acts as a model for the clients. The manner
in which the supervisor dresses, acts, and interacts with others serves
as an example of how a worker should present himself in a competitive employment
setting.

One of the goals of the workshop is to provide a realistic work environment
(Greenleigh, 1975). The workshop supervisor is the boss or the authority
figure on the work floor. He or she is responsible for training clients
not only in appropriate work skills, but also in proper work behaviors.
Efforts need to be made to assure that clients are corrected when errors
are made, and even more importantly, praised for positive performance.
Each client has an individual plan which outlines specific goals and methods
to be used to reach those goals. :

Production responsibilities involve organizing work stations, following
safety guidelines, quality control and inventory control. The workshop
needs to operate as a business entity with many of the same demands as a
business. By building a reputation for quality products, the workshop can
become a reputable part of the business community.

A delicate balance needs to be developed in determining how much of
a workshop supervisor's time should be spent in training clients compared
to time spent in checking for quality and completing production records.
As a supervisor becomes familiar with the clients and the subcontract work,
he or she can estimate individual training time needed and weigh this with
the deadlines to be met. Although this can be a frustrating balance to
attain, the challenge of meeting the dual demands can be the most satisfying
and rewarding aspect of a workshop supervisor's job.

Specific Facility Information to be Discussed:

1) Job description of the workshop supervisor
2) Organizational chart

iII. Confidentiality

~ Workshops have strict confidentiality policies. This safeguards the
client's right to privacy by requiring that staff not disclose any information
concerning the client to unauthorized persons. Each staff member has a
personal responsibility to respect the client's rights.

A file is kept for each client receiving services. It contains medical,
social, and psychological informatisn pertaining to that individual. Often
the workshop supervisors will not have access to the files. A1l information
that the supervisor needs about a client will be supplied by that client's
counselor. This protects the client by providing personai information to
only the person in charge of his/her programming.

~ According to the Privacy Act of 1974, also known as the Buckley Amendment,
individuals are permitted access to records maintained by agencies receiving
federal funding (Lyman, 1978; UW-Stout, 1976). This law applies to clients
being served in rehabilitation facilities receiving federal monies. Important
information supplied by the workshop supervisor may be entered into an individ-
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ual's file by a counselor. Accuracy in reporting and recording observations
is vital because the file is open to review by the client.

Specific Facility Information to be Discussed

1) Confidentiality policy
2) Access to client files 7 7 7 7
3) Form used to provide client information to the workshop supervisor

IV. Rehabilitation Programs Offered in Workshops

Each workshop has a specific mission or goal. Depending on this goal,
certain rehabilitation programs may or may not be a part of the facility's
operation. ' ' :

Five specific programs commonly found in workshops are Evaluation,
Work Adjustment, Placement, Sheltered Employment, and Work Activity. The
role of the workshop supervisor is briefly mentioned in regard to each program.

A. Evaluation Program

Most clients entering a workshop for the first time will begin in the
evaluation program. The goal of the evaluation process is to assess the
person's strengths and weaknesses, and determine his/her maximum potential

for vocational functioning.

A referring counselor supplies background information about the individual,
and asks specific questions that need to be answered during the course of
the evaluation.

Throughout the evaluation period, certain procedures are used to gather
information about the client's skills and abilities. The evaluator may
administer psychometric (paper-and-pencil) tests and work samples. Actual
performance and behavior on production work can be observed while the person
works on various jobs 1in the work area. Observations and recordings are
completed by the workshop supervisor to assist the evaluator in accumulating
vital information about how the ciient functions as a worker.

The evaluator compiles all the data, and outlines recommendations for
the individual. These might include one of the following: Work Adjustment
Services, Placement Services, Competitive Employment, Sheltered Employment
or further training or education. A staffing is held to exchange information
with the referring counselor. A written report is then completed, detailing
the evaluation process and the results. )

Specific Facility Information to be Discussed:

1) Referral agencies

2) Psychometrics used

3) Work samples used

4) Use of production work within the evaluation process
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B. Work Adjustment Services

Following an evaluation, certain clients may enter a work adjustment
program. Work adjustment focuses on increasing or decreasing specific behaviors
to better prepare a person for competitive employment. The maximum time
period for those involved in this program is usually twelve months. During
this time, work adjustment might also include skill training in a specific
occupation to provide the client with a marketable skill.

During the evaluation, specific limitations may have been noted which
interfere with the person performing a job successfully. In adjustment,
a plan is developed which outlines methods to change specific behaviors.
The workshop supervisor again plays a vital role in carrying out parts of
the behavior change p]an and observing the results. Any ideas that are
contributed on how to improve the person's behavior within the production
setting can serve as guidelines in developing the plan. Observations and
recordings from the workshop supervisor serve as documentation of progress

within the program.

It may have been decided that the client has certain needs which can
only be met off the work floor. This person may then be involved in classroom
activities and only participate in the work program part-time. Examples
of additional services might include driver's education, job-seeking skills,
or grogming classes. A schedule is devised to meet each client's individual
needs.

Specific Facility Information to be Discussed:

1) Referral agencies

2) Examples of current adjustment plans

3) Behavior change techniques used

4) Special services available to clients

5) Use of production work within the adjustment program

C. Placement Services

A placement program assists job-ready clients in attaining competitive
employment in the community. Efforts are made to F1nd a job which matches
a client's interest and abilities.

The placement staff spends time contacting local businesses and deve?op1ng
relations between the facility and the community. Concentration is placed
on providing qualified Emp1oyees to local companies. After a client is
placed on a job, the staff keeps in contact with the business and the client
to assure that the placement is successful.

7 The client in the placement program may need time off the work floor
to visit local businesses to complete job applications and to interview
for positions. Observations noted during working time are important to
the placement staff to use in finding the suitable job for the individual.

Specific Facility Information to be Discussed:

1) Referral agencies
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2) Placement process 7
3) Use of production work within the placement process
4) Follow-up procedure

D. Sheltered Employment

A sheltered employment program provides paid employment for an indefinite
period of time to individuals who are unable to be competitively employed.
A percentage of the established minimum wage is guaranteed to these clients.
If their production rates fall below this percentage, the workshop subsidizes
their pay to meet that percentage.

Each client has a case manager who is responsible for developing plans
to improve the client's work skills and work behaviors. The workshop supervisor
makes observations and records significant events. This information is
used to develop the client plan and to monitor its effectiveness. Periodic
reviews and reports are completed to document the individual's progress
within the program.

Specific Facility Information to be Discussed:

1) Established production rate for sheltered employees
2) Funding agencies

3) Criteria for entrance and termination in the program
4) Examples of sheltered employees plans

E. Work Activity Program

In a work activity program, the actual production of an dindividual
is called "inconsequential.” This means the production rates are Tlikely
to be lower than that of clients in other programs and the person may be
involved in-activities besides work.

A work activity program may include classes in remedial reading and
mathematics, physical fitness, socialization, and cooking. Leisure activities
and crafts may also be provided as part of the program.

Although work may not be the primary emphasis for these clients, efforts
are made to increase work skills and improve work beha:iors. By dividing
tasks into small increments, a gradual improvement in skills can be accomplished.

Each work activity client has a case manager who 1is responsible for
outlining a program plan for that client. These individual plans are developed
and monitored with the assistance of the workshop supervisor. A1l observations
and recordings are used to design appropriate objectives that can be worked
on with the client. Periodic reviews and reports are completed to document
the client's progress.

Specific Facility Information to be Discussed

1) Funding source(s)

2) Services provided by the work activity program

3) Examples of work activity client plans

4) VUse of production work within the work activity program
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V. Wage and Hour Certificates

Department of Labor Certificates are necessary to legally pay workers
less than the established minimum wage. There are five categories of certifi-
cates that may be required for a facility operation. These are evaluation,
training, work activity, sheltered work and individual certificates (Corthell,

1980).

- The evaluation certificate covers a client for no longer than six months.
Each individual is paid based on his/her rate of production. Non-work activities
result in no pay for the client.

A training certificate covers a period of no longer than twelve months.
During this time a client must be in a training program. Curriculums are
necessary for any non=pay activities to verify that skill training is occurring.
This certificate cannot be used to displace other employees that would normally
be performing the work that the client is being trained to perform.

A work activity certificate is needed if clients average from 0-25
percent of minimum wage. The work done is not the primary emphasis of the
client's programming. A separate set of records and separate staff are
needed for a Work Activity Center within a facility. Curriculums are needed
to detail activities provided when the person is not in work.

An entire facility could function with a sheltered workshop certificate,
or this may apply to only a portion of the population of a workshop. A
certain percentage of minimum wage is guaranteed to each emp1oyee in this
program. This might range from 50 percent to 90 percent of minimum wage.
Pay would still be based on production rates; however, if the client falls
beiow the established percentage, the workshop is respon31b1e to subsidize
the needed amount to raise the person's wage up to the certificate rate.

Individual certificates can be obtained which allow a facility to pay
as low as 25 percent of minimum wage. Each person's name and disability
must be documented and the disability must cause severe limitations to the
person's production rates.

Specific Facility Information to be Discussed:

1) Certificates currently held
2) Rate of pay for sheltered employees

VI. Subcontract Work

Businesses contract with other companies to do portions of their pr@ductian
for several reasons. Storage space is often at a minimum; so it is helpful
to have extra space for their products and supplies. A business may lack
enough employees to complete a job or it may be financially beneficial to
gﬁVE DtEEFS produce an item instead of using highly paid employees to perform

e work.

Workshops provide a needed service by performing subcontract work.
Industry 1looks to workshops to provide quality work in repetitive jobs.
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The quality of the product is of primary importance to the company. If
delivery deadlines are consistently met, the workshop can build its reputation
as a reliable business enterprise. Price is another reason companies do
subcontracting with workshops. Help can also be provided for emergency
runs for which a business may not have the personnel to complete on its
own (Corthell, 1980).

The workshop supervisor is in the perfect position to aid the facility
in building positive public relations with the businesses that subcontract
work by assuring quality and on-time delivery of products.

Specific Facility Information to be Discussed:

1) Process of obtaining subcontract work
2) Businesses that subcontract from facility

VII. Time Studies

Time studies are done in workshops to determine the amount of money
a client will earn for the work he/she completes. A standard rate of pay
per unit 1is then established for each task. The first step is to assure
that a work station, including any necessary supplies, is efficiently organized
to provide the most effective setting for accurate, fast production.

Varying methods may be used to calculate piece rates. The following
steps provide an example which can be followed to attain accurate rates:

1) Set up efficient, organized work station.

2) Have at least three non-handicapped persons with "average skills
and abilities practice performing the task for as long as they
wish until each person feels that they have developed a smooth
working rhythm" (Caddick, 1968). Staff members are often asked

~ to participate in the time studies.

3) Time each person for exactly 50 minutes. Records need to be kept
of exactly how many units are produced by each person during the
50-minute period.

4) Calculate the average number of units produced by the three people.

5) The 50-minute period is regarded as one working hour to compensate
for fatigueability, breaks, and other factors which prevent a worker

~ from functioning at a maximum level in an eight-hour day.

6) Using the one-hour as a numerator, develop a fraction with the
average units per hour being the denominator.

7) Multiply this fraction by the wage per hour that a worker performing

. this job in the community would be paid (the prevailing rate).

8) Multiply the two fractions. The number arrived at will be the
piece rate, the amount of money a client will be paid for each
unit completed.

Example:
Step 3 Person #1 produces 200 units in 50 minutes.

Person #2 produces 300 units in 50 minutes.
Person #3 produces 400 units in 50 minutes.
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Step 4 Average produced = 300 units
Step 6 300 units in 50 minutes becomes

1 hour

300 units

Step 7 If the prevailing rate paid is $4.20 per hour, your second
fraction is:

$4.20
1 hour
Step 8 1 hour X $4.20 = $0.014 per
300 units T hour unit

Determination of accurate piece rates can be a complicated process.
Caution should be taken to assure rates are correct. More in-depth information
on this topic can be found in the publications by Caddick (1968) and Iverson

(1978). (See Chapter XV).

Specific Facility Information to be Discussed:

1; Method of setting rates
2) Minutes of Wage Review Committee meetings

3) Prevailing wage information

VII

—

. Training Clients

A significant portion of the workshop supervisor's time is spent in
training clients to produce quality items. Depending on the disability,
a client may need work station modifications, written instructions, prompting,
or one-step directions.

One approach in preparing to train is for the workshop supervisor to
actually perform the task several times. A written task analysis, a step-by-step
breakdown of physical movements necessary to complete the job, should be
completed. Not only will this written account be useful with slow learners,
it can be filed and referred to if the same, or similar, jobs return to
the workshop in the future. It also serves as a reference sheet for other
staff in the absence of the workshop supervisor.

Traftning requires patience and creativity. Immediate feedback should
be given to the client as the steps are rerformed. Praise and/or constructive
criticism are fundamental to the learning process. If one teaching technique
fails, try a different approach. Possibly demonstration of the motions
would be more successful than verbal or written instructions. Modeling
a person's hands to model the necessary movements may be beneficial.

As training progresses, feedback should continue. Graphs, charts,
or listings of daily piece rates may be motivators and act as immediate
reinforcers for some clients. Records of the tezhn1ques which work best

with individuals serve as resources for training in the future.
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specific Facility Information to be Discussed:

1) Amount of training time required of the workshop supervisor
2) Training techniques currently being used
3) Examples of task analyses

IX. Observing and Recording Behavior

Throughout the descriptions of the various workshop programs, emphasis
was placed on the observing and recording of client behavior. The workshop
supervisor is the staff member with the most direct client contect in the
workshop and 1is therefore in the position to gather the most information
about the client in the work setting.

Observing and recording behavior provides a means of gathering information
and determining if treatment methods are effective. By immediately writing
down significant events about a client, there is less error when trying
to recall what actually happened. These notes can be used to establish
a pattern of how an individual handles situations within a work setting.
The information 1is valuable to the other staff members who need detailed
information to write their reports and to update the client plans. It is
also helpful for the workshop supervisor because the information will be
used to develop more effective, workable client plans on the work floor.

Certain situations provide important information about a client. Reactions
to new jobs, amount and type of training needed, reaction to praise and/or
criticism, and responses during special events, such as tours or fire drills,
may supply worthwhile data as to how the client would function in a competitive
work place.

Recordings should be brief, concise, and understandable. Remarks including
the behavior and the situation in which the behavior occurred will be more
complete and comprehensive. A test of writing intelligibly is to have staff
members who did not see the behavior read the supervisor's notes and relate
what they think happened. It will be readily apparent whether the recordings
Tisted behaviors or interpretations. Personal interpretations and judgments
are best left out of the notes. Remarks should address thke behavior and
the situation, not the "why" of the behavior.

Specific Facility Information to be Discussed

1) Observation and recording techniques used
2) Forms used for recording

X. Quality Control

The primary reason businesses rely on workshops is to provide quality
work in repetitive tasks. This presents a somewhat ironical situation.
Industry attempts to keep errors in quality below five percent. However,
if one item is delivered from a workshop with an error, it could easily
be said: "Well, what do you expect? It was made by handicapped people."
Because of this stereotyping, the production errors in a workshop need to
be kept at the barest minimum.
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Each facility has set standards for quality control stating how often
items need to be checked on each job. When training a client on a new task,
checks should be one-for-one on every item. The sooner an error is noticed,
the more quickly it can be corrected. A workshop supervisor can gradually
develop a system for checking which fits into the daily routine. Familiarity
with each task decreases the time spent in checking items. Another client
could act as a quality control inspector and check the first person's work.
Care is needed if this is done; the workshop supervisor must remember to

check the inspector's accuracy.

Specific Facility Information to be Discussed:

1) Process of determining number of quality control checks needed
~ for each task
2) Detailed listing of quality checks for each task

XI. Production Records and Inventory Control

Complete records are necessary to pay clients correctly. Time required
to complete each task must be watched closely and written down immediately.
The number of items produced on a piece-rated job is essential to know what
the client earned.

If counting completed products is difficult for some clients, tally
marks may be useful. Mechanical counters are avaﬂab]e, which automatically
add one number to the counter when a small lever is depressed. A person
who understands a one-to-one re1at1gnsh1p can easily be 1instructed in the
use of these counters. The workshop supervisor may need to check the production
totals to assure accuracy in wages and inventory records.

Many on-going jobs can be simplified by devising an inventory record
for parts and completed products. A perpetual inventory, updated at the
end of each day, provides a useful 1list of products ready to be shipped
and a reference sheet for parts that may need to be ordered. This also
serves as a guide for monthly and annual inventory reports.

Specific Faciiityrlnformaticn to be Discussed

1) Eroductibn records
2) Inventory control

XII. Safety

A workshop must meet certain safety standards. Many precautions which
decrease the possibility of an accident are basic commonsense. Objects
in aisles, blocked fire extinguishers, and sharp machinery without guards
are examples of noticeable hazards.

A workshop sunervisor needs to learn to be attuned to more than the
"obvious" safety hazards. If working with individuals on medication, find
out from the counselors if special precautions need to be taken on the work
floor. When a client is learning a task for the first time, espema]’ly
if it involves machinery or sharp objects, make sure the added supervisory
time is available.
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A helpful practice is to do a routine check of work stations each time
one enters or crosses the work floor. The time spent in thinking up ways
of making each work station safer will save in the amount of accidents to
be dealt with later.

Safety glasses and ear plugs should be available to the clients. The
workshop supervisor serves as the model for the clients in the use of safety
equipment.

Specific Facility Information to be Discussed

1) Safety standards

2) Safety equipment available

3) Fire, tornado, and disaster plans
4) Accident report forms

XIII. Professional Communications

The workshop supervisor acts as a resource person for the counselors.
A supervisor's observations of client behaviors are essential for their
reports and staffings. The supervisor can assist the counselors in learning
about the subcontract jobs which increases the meaningfulness of the supervisor's
recordings. In the same way, the supervisor needs to be familiar with the
various programs and services to understand why observations are needed
and what kinds of information are most helpful. A workshop supervisor might
be more motivated to write observations if he/she knows how the information
is used. Possibly reading a counselor's report or attending a staffing
will clarify the overall process occurring within a workshop program.

When working as a member of a staff to reach a common goal, it becomes
each person's responsibility to make the working relationship within the
group as smooth and functional as possible. Respect for each other can
increase the morale and communications within the workshop. The interaction
between staff members sets an atmosphere which clients can model with their

peers.

Specific Facility Information to be Discussed:

1) Formal and informal communication systems
2) Opportunities for learning more about other staff members' responsi-
bilities and the overall process occurring in the workshop

XIV. Summary

7 A beginning workshop supervisor can approach the job in many ways.
Suggestions follow which point out important factors in performing this
job effectively.

1. Know the subcontract jobs. The best way to do this 1is to do the
Job yourself several times. Study the steps involved in each task.
Learn the correct names for all items so you can refer to the pieces
clearly and consistently. :
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2. Know the client. Each person has individual needs and an
individual learning style. By pinpointing a client's strengths
and weaknesses as a worker, important factors as to how the
person learns best can be determined.

3. Organize your time. Be realistic when determining how many
clients you can train at one time. Remember that training
requires not only one-to-one supervisory time, it increases
the amount of recordings that are necessary.

4. Beware of becoming too comfortable. When training stops,
a large portion of the learning process stops. If a supervisor
relies on only one client to perform a task, problems can
increase when that client is absent from work. Have back-up
workers trained for each position.

5. Attempt to set up jobs so the smallest chance for error is
avoided. Think about what could possibly go wrong and devise
methnds to prevent errors before they occur.

6. No awards are given for the lengthiest recordings on clients.
Brevity, conciseness, and completeness are the important factors.

7. Train back-up staff members in your duties. It provides a
peace of mind when gone on vacation to know that others are
capable of keeping your paperwork up-to-date.

8. Avoid comparisons of your work 1oad with other staff members.
Each person has a variety of duties and it it easy to think
the other person has the easier job.

9. Learn to appreciate even the smallest amount of progress a
client makes. It is all the smill steps of improvement that
add up to a satisfaction and a pride in being a workshop super-
visor.

f:m
o
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The RATES Modules developed for either individual or group learning

The following module and instructional activities are part of a multiple
topic package for in-service training developed by Ellsworth Community College
in Iowa Falls, Iowa. RATES (Rehabilitation Associate Training for Employed
Staff) contains modules in the areas of behavior modification and management.
RATES focuses on the knowledge and skills necessary for bringing about change
with disabled clients. RATES modules are printed and distributed by the
Materials Development Center.
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HUMAN SERVICES PROGRAM
ELLSWORTH COMMUNITY COLLEGE

REHABILITATION ASSOCIATE
TRAINING FOR EMPLOYED STAFF

Introduction to
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- BEHAVIOR
List the steps in systematic instryction,

) Describe the role of the IPP in systematic in-
struction,

Deternine whether or mt short-tern objectives
have been written cotrertly,

‘Describe 2 reasons far the use of task analysis,
- List 2 reasons for theuse of measuring behavior
. i inplenenting a systenatic instruction pro-
‘dran,

W List 2 reasons for gathering baseline data be-

Yiore inplementing a proptam,

~1in specific situation,

e L
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‘Détetmine behavior priniples being illustrated |

Class Test, Will be given 10 short-tim objec-
tives to make determinations of.
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F Class Test
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;”*Many‘prafesgiaﬁs folloy what ew he - -andard oper-
» -ating procedures” which out.iin: =epr to follow in
- -accomplishing their respectiz Vi For w wanple, Emer-
gency Medical Technicians afv instructd o Soklow the
‘"A=B ~C's" (Afrway, then Braat v and Luet vireulation) in
establishing priorities for “vglic. ane, ent victims,
‘Mechanics, surgeons, constriotion v r5, ete, all have
general guidelines to fol'x which «spevience has shown to
provide the most efficlenc =o, **“uctive operations.

Systenatic Tnsthuction procssir e the "standard oper-
‘ating procedures” for hehawiar ecbnirlans. They are
steps and guidelines that exporicnie kas shown to be most
effective in client trainifig, As in the other profes=
sions, they are general procedures arsund which more de-

] Ed principles are built, They provide the framework
‘araund Whlch to do gaad training,

Thls madule is an introduction to this format for client
training. It will provide you with a basic understanding
of 'the important features of Systematic Instruction, in-
cludlng what GhJECEIVES should Lok like, the purposes of

task analysis and data collection and the principles of
learnlng

Ccmpletlng this nodule will not make you an $nstant expert
in any of the ahove topics. The module is intended only
as'an 1ntroduct1an a chance to learn or reviey some of
the. cancepts and language needed for this as well as other

tra ning courses. More detail on SpEElflC components is
cove d';n other madules‘ i Ei, Task Analysls Behav1nr

f aﬁgﬂ fgéﬁﬁi",-«

The first thing we ought to do is describe what Systematic'
Instruction is n0f. Systematic Instruction isnola curric-
ulum or set of materials. You and I both know that dlf- -
ferent clients are working on different objectives and.

have different needs, Systematic Instruction is nof a'set -
of procedures that vill autcomatically get every client to.
follow directions and work hard. Again, you and I both
know that different clients work for different reasons and ,
no one set of methods works for everyone.

¥
Well then, what is it'?*"f Systomatic Tnsbuction i a -
Jh&ﬂﬂ&ﬂpﬁj and a process, %Y Tt is the philosophy that
uhen someone has a behav1g?* roblem or handicap, the best.
way to deal with it is to directly teach or improve skills -
needed to overcome it. It is a process that leads you'
through a series of steps to ask the questions and make
the decisions which will lead to the most effoctive and
efficient teaching procedures for your cllent5i~s

We have yiven names to the steps, or components, Df‘the¢€‘”‘
Systematic Tnstruction process to make it easier-to commu--
nicate. Don't worty about the name; look at the. function,g“
of each conponent, You may. find that you are alftady ug=
ing much of this pracess, ﬁLthDUEh you may call it some=

.thing else




RA-I
| 11[) Establish phograns £o maintain md genealize
W the Leamned skill.

ll Commuricate the nesults o people who should
L hnow,

ME that's weld and good, but
ut seoms awfully fong and what
does 4t all mean, anguay?

‘lW’natever you call-it, Systematic Instruction includes the
‘fallawmg steps

l mm AMEA wh,f,ch the olient htlé,

Uéa‘.thzlndwx,duaﬂ Proghan Plan (IPP) process 2o e e & client enters your fﬂﬁlit}’;

L detemine the £@llg*ffl’ﬂﬁ Qﬂﬂfﬁédﬂd éhﬂﬂtiiﬁm 0b- 1 s/he alrEady has 3 label pmned gni‘”‘"‘“.
o jeativ%neam@ 1o heach the goals, netwnded, Low functioning, mentally -
AL, a&ahafxc behavion problem,
here the shont-tem ob jective dnvolves Leaning Mok phyé feally dis able . The list 45 al-
M 'me QUMQ a seill, tush- -aralyze the SeALL dnto Shills Sov ;, ost endless, What does the label =
A tecodany Eamjﬂn@m T Al you about the client's sk1115'7
Choose a practical and useful way to measwre the & ot much.  You have probably seen i
behauwﬁ, | the severely re,tarded client with an
" onsune the behavion 4 f!ﬂz"wvm 0 it baseline {10 of 2 who can't talk, who ook -
] level. | severely retarded, but who can per- 5
| Pt fOrm all necessary hyglene tasks-and -
6A¢¢g45 the environment {n which £he behavdon i3 - |who attends to hig assigned tasks for
U o be wsed, long periods of time and works con-
Vo _, , | sedentiously and caﬁefnlly Tou may
| 7E¢iab£@h cmd wute an iﬂé.{mm@ﬂaﬂ p@cgdme, e ) Lave seen another client vith the
same label who can talk, but she wanders around aimlass-
8 Tmplenent thz maaeime wd asess x,,ts eéﬁaci o 1y, In order to know shat to teach, you need tcr oo
‘Elmuum o i | ~ the client's Sklllsg Etréngths and weaknesses. 1

‘ D MDEL{é J the ,uﬁm af,d ﬂ&ﬂééé&&y \ | 1]




"‘RemEmber in assessment that a skill dEflClEflcy does not , | Rae| S
~-mean .a linit (except in clear cases of organic problens,

- such as blindness or loss of linh). A skill deficiency
-+ -nearly alweys means an oppordunity fo toach, Thus, as-
- sessment is not for the purpose of discovering linits, not
s it for assigning people to jobs within their present
 capabilities. It is for finding out what skills clients

-~ still need to learn and where to start teaching

ond ot ewen

1§ you don't know
whete you e

you're Liable 4o
end up someplace
else

A shill deficiency shows
the assesson where to stant
teaching!

When you teach, the assessment 4ﬂ60&mat'
you ane, The £ang Lo goals deseribe u.hme you me gamg
Where you are going is the business of the IPP pueess, =
The goals are determined by a whole team, not by ay one
: _ person, The client and, if appropriate, his/hergﬁrdisn _
—— —— —— - = S describe vhat they want the goals to be. Therapists and o
—_— other professionals propose goals which they feeltobe =
important, The instru&tnra/;ra;ners;superVLSGrsMW wark

- - ¥ B ‘_E--— i ¢ AFR i ) i - .
” L iiagépﬁazgén?§ﬁ§2di§§rigit?fé'éiii; vith the client each day tell what they feel are mnrtant ri
‘ v gaalz and ab?ectivzsfcr cgieits & goals for the client's daily functlanlng, ?hen te whole -
. pé;‘fém . B o trané&iécip 11nary pme_ tean negotiates and sets priorities which will glu.idE the =
CVRARMAC: g o E R R PROGE st of the Systematic Tnstruction process for tht client. - -
qoals 5&.H dure in which the client is involved rest of the Systematic Instruction process for thet clie 'm\:ﬂ
and A W as vell as at least one staff men-
g ,%igé X " . THEdeitiuis p§:enfsafh§:m From the long-term goals you need to establish ﬂnﬁaterm
| bjectives | g g ¢+ n additlon, parents, ther-

objectives. Shout-tetm objectives are those behmin
thanges which need £ occun on the uny to-neathiy long-
o goaks. Short=term objectives are usually. mcﬁ wh;ch :
you think can be reached in about 90 days.- Theybﬂld an‘ N
each ather on the way to the long=tern godli

Long-Zoam goals Shont-en aMeMlueA et
desendbe where wie the behwion.
you ane godng, changed £o bode.

‘ . ~ olong the wy

Yists, counselors and other staff
 § nenbers may be part of the team,
oy f Goals and objectives are determined
hﬁg;l by the tean.” They are negotiated,
not dictated,

| The goals and objectives should be

| e DS2d 0N the assessment of the ¢li-
m‘ent 5 wishes. Lang-term goals are the guides by which
staff and clients deternine where they are going. They
~ provide a consistent v1ewpaint for developing prograns,
« - The establishment of lang-term goals is like taking &
©trip, Firsc ycu figure out wthe you are; that'is the
-.‘fpurpase of assessmentﬁ‘ Then you decide where you want

- 'to-goy “that is the purpase of long-tern gaals. As
ﬁfﬂager (1962) sald
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great dificulties in lesyflicing new
skills, fmy of the skillf they are
|to be tignt must £irst be dibroken down
“oilnto smll, teachable steps. . These
- steptist be sequenceq {dn both 2

B logiid and effective vibder, For
W o, the task of bu/trting two

- [netal s cogether myghs  include
\fsteps of picking up and xfsenting one
i plece ais Jig, picking ¥ % washer,
puttinglt on a bolt, purtfhmg the bolt
throughshole dn the metq}  piece,
picking e piece and bolt waup, pleking

| __Jup the dter piece and putylring the hole

i that piEcE over the bolt, picking up 2 Jork wavasher and

- putting it over the bolt, ilcing wp a it anq Achand-screy-
- ing it on the belt and I:ight ning the bolt. Of  course,
“this task might be broken g into more stepy Bfor a pat=
-~ ticular client or may be tat in only three phyr four
steps to another client. fir behaviors suh s self-
“care and hyglene skills, wireation skills s/ even so-
cial skills such as greetins person can be bydcoken down
ato teachable steps n jusile sane vay,

3 The clints ve deal with oftrten have

ﬂza

‘There are several redsons why task analysis 1% luseful,
 Task analysis makes teachimtasier, It allowy  instruc-
~“tion to be adapted-to the fifvidual client's {hxoblens,

. barriers and skills. It proides an ubJectivé Iasay to e-

* yaluate vhether the teachin ls vorking, 1t mglokes it easi-
er for another person to torle the traiﬂing LEn other
settings ot when the ‘usual fitructor isn't svgliilable,

f lahees t&ddu[lg &aé4eu In teaching, we afgéran give
. Tong instructions and “confu U demongtratioss, - Then ve
<conplain that the student istw retarded 1o dgbmm the
~gki1l, There have been manylesonstrations thyt = handicap-
ped clients can leat very iplex skills 1f tyhese skills
 are brokep down into a conghint and cleas &+ of simple
4 skills, Then, each simple #ill can be taugst fegnd se-
~quenced in a chain, When tit chain of simple gk allls has
:*"Eeen learnEd, the mmplex sill] has beén lgamg |

RA- e
A&Low& Anthiduadized uut&umi{,an Task ailyels

shows the ingtutor the ot_eps at which the cimt can and
cannot succéed it clarifie=s what subskills thelient

has yet to lem, {.e,, whiet skill must be tayi It al-

so allows clims to work avt their owm rate &f ragrgss

Evaluation Task analy=sis provides one Wy 1 measure
a client's prass towgrd =short-term objectiw Pro-
gress can be mutred 1n terms of the number of steps e
which a clientwn do indepeendently or in termuf the a=
nount of help ¢lient néed=s in order to complie steps,
This type of eliation 15 memuch nore precise tiu simply
measuring the oplete tash . .

Adous conbtont Dadiing: The task analpls akes
it essier to amnicate erametly which steps anlelng
taught and howtiey are beleng taught,

Because of the four advansages, it is often whil to
task analyze dills to be tamught. This may ocut before
or after settiythe short-meern abjectives

Ti Analysw




You will need to determine hov to meg-

4 sure the progress being made by a cli-
) ent. There are several reasons for
Choose a measuring behavior. The first and

behaviot §  Fmost important is {0 help yeu make de-
measual iq-%k Csdols on the teaching prograns
ﬁé you are using, Regular, frequent

et measurement of progress will shoy
{ you whether adequate progress is be-
§ ] |ing made. If it is, you continue the
i;ﬁi program. If it is not, you must re-

| vise either the program or the objec-
tive, For cxample, if a client has
learned all but one or two steps in a
skill but has made no progress o
those steps, you may decide to break
those steps into smaller steps, to provide rewards for
those steps, to temporarily pull those steps out and teach
them intensively or to revise the method by which the per-
son does the task so that s/he does not need to learn
those steps at all. It makes no sense to waste weeks of
training only to [ind out that a client has not learned;
regular measurement of the behavior will point out lack
of progress early so that you can change what you are do-
ing. Regular measurement will also show you when yeu are
making progress so that you do not stop using a teachiny
method that works,

MEE&Q&&HQ p&ag&EAé helps you mahe
decdsdons adnce you can £ell if your
tEﬂChLﬂJ g methods ane okhing!

A second purpose for neasuring progress is ﬁ&ﬂﬂaniabiﬁii'
Accountability means providing documentation fhat you ake
dodng what you say you ane dodng, If you establish a
training program, you need to show that the training pro-
gram vorks, In other words, your agency is being paid to
do a job and must show that it is doing that job at an
acceptable level. This does not imply that an agency can
or should be successful in training each client on each
objective, It simply means that an agency should docu-
ment the progress that it makes with clients,

Heagswzfmg PhOgheAd proVAeh
docunentation that you are

RA-|

Cﬂmmungaatian amang staff pilenta, cl;gnts and DEhEr

a Cll&ﬁt asks, "How an 1 dGng!" o another staif member
asks, "18 John making ptogress?” you can show clearly how
vell the client is doing,

Neaswrlng progress adds
ComUeation anong stags!

Finally, measurement of client progress iy tequited by
accreditation standards, Although these standards vary
among accrediting boards and surveyors, they all require
at least periodic direct measurement of progress on short-
term objectives.

Aceneditation stmidnds
requite measwranent of
PROGALAS !

Some people see the measurement of behaviar as just nore
paperwork. After all, aren't all agencies already unders
staffed and buried by regulations? Collecting duta on
progress does take time, hut ir also prevents vasting time

on useless or harmful teaching and supervision provedures.
Because collecting data takes time, you should follo

three principles: a N,

. J



Q\W(Js FOR MEASUREMENTéLS |

"'tl-

_npata are for using, If you fake dafa, wse the
lnta, 1f all you do is file it, forget it. A

AE

" Mhen taking data, use the behavion messure which “3
Agives you the information you need, If you are {;‘
interested in speed, use rate. The most common r

' dimensions of behavior are accuracy, proficiency 1n1?
(accuracy and rate combined), speed, duration and,
latency (lateness). Another critical dimension :‘>
is how much help is required from the instructor %

) ) Y
for the client to carry out the task, [

N i i

1

, h
& en] i

E ;fe the casiest behavioh measune gou can find
th,a,t AL tells you what you wand £o know,

RA-|
' 5 After you have chozen a behavior mes=

sure, when, how often and for how leng
the behavior will be measured and who

Measwne  [will collect the data, you begin to
the  § ;7lactually do the measurement, And this
78 ié very impﬁ&tint you begin tc mea~

try to do the tra;n;ng prﬂgram for
that behavior; i.e., you take base-

i 1 Line, Vou begdn collecting data on
o | how accwnate, fast, profieient, Long
on late the behavion &b even bejone
gou ty fo change 4t

— "Now wait a minute," you say, (I know
you are reading this somewhere and I'm probably in my
office or maybe at home, but I can hear you say it.)

Now wait a minufe!
I don't have time to mea-
swe erything ad any-
way, why should T measure
a behavior T haven't even
stanted workdng on?"

You are right. You don't have time to measure all the
objectives for all your clients every day. When you be-
gin taking data, start small, Measure only one behavior
the first day and go from there, Of course, you are prob-
ably keeping track of some things now, like production
rates, In that case, add one new one. Which behaviors
do you measure first? Remember the rule: DATA ARE F(R
USING!

Begin with the data which would
be most usequl {n making decisdions!

o,
e



Vhy collect data belo.. starting to change the behavior!
Here we go apain: ancther list! There are J reasons:

The baseline assessment Lots you hnow whene

a you heally have a problem, Let's say a cli-
ent is often off-task and seems to be goof-
ing around or daydreaming., You want to check
his actual productivity and improve it, When
you take the baseline data, you may discover
that he is completing his quota of items and
then waiting around for more materials. In
that case, instead of working on productivity
rate, you may wish to teach him how to look
busy when he isn't, a critically important
skill in competitive employment,

The only way to find out &4 youn teaching
works 48 fo compare the behavdon befone you
tanted feaching 2o the behavion aften teach-
dng. Let's take the situation where you de-
cide to work on reducing disruptive behavior
and increasing production rate by a client.
You may, with the best intentions, choose 2
method that makes these behaviors worse.

But you won't know it unless you have base-
line data,

stant in a program, 1F a client cannot
brush his teeth, he may still be able to do
some of the steps, If he can consistently
get his toothbrush and toothpaste, fill hig
glass and open the tube, you may not need to
work on those behaviors. You might be able
to concentrate on his skills at using the
brush on the teeth, With a different client
you may have to begin with the skill of i
dentifying her toothbrush,

C The basebine data may help show you where Lo

Baseline data sh
where the phoblen (% 2
Lies, allows compari=) »7

son and shows where [T

RA-I
How long should baseline cbservations be?%%at depends.
If you are teaching a new behavior and you are sure it
has never happened before, try a day or two of baseline,
seems quite variable, you may need several days of base-
line. 1If it seems to be improving, you may want to con-
tinue baseline until it levels off or is no longer a prob-
len, VYou fake baseline wntil you can mahe a deciddon fhom
i, Do we need to work on this skill or is it OK? Is it
getting better or not?

Contiiue taking baseline
data until you can make a
eedddon faom Lt!

i _ mmia

6 Once you have set the goals and objec-

tives and begun to measure the beha-

vior, you should carefully observe the
environment in which the behavior

“ =d should be changed, If you are teach-

7 W ing a ney behavior, you need to

% 8 look at the environment in which

: you vant the behavior to eecur,

- | For example, if you are teaching tooth-

Ashoss
_iha
QnvLhonment

environment, This is true even if you
are planning to teach toothbrushing at
an activity center. After all, once
training is complete, you want the cli-
, _J ent to brush her teeth at home, Look=
ing at the home environment helps you in these two ways:

It makes you awane of any changes which wild need
to be made fon the newly Leanned behavion fo con-

~ tlhwe, For example, you might want, right at the
beginning, to emphasize that the client's parents
require her to do as much of the toothbrushing as
independently as possible.

e



1t allows you fo desdgn the thaining environment
50 that it £ b close ab possdble 2o the envinon-
ment Ot which the behavion will be used. You may
often find that you can teach the behavior right
in its natural environment, For example, you may
be able to teach a vocational task right at the
vork station, or you may be able to teach conver-
sation skills in the break area, Even if you need
a special teaching environment, it should be as
similar as possible to the natural environment,
Asbessing the eavihon-
ment shows you what
thw&é wdi nzed .tf:

umorunem: 3

- If you are trying to reduce a disruptive or otherwise un~

acceptable behavior, you should look carefully and try to
answer these questions about the environment in which the
behavior oceurs:

a Is thete a payoff for the mishehavion?

b 14 there any payodf for not doing the misbehavion?

lhat events seem to aanmt%ﬂy trigger the mis-
1] 3 behav{on?

What events T3
trigger the
mtébehaum?

Uhote s the pajogq BTN
fox doing on not do- :
ing the misbehavion?

RA-|

_ | Now you are ready to get to the nitty=
7 gritty. Hoiw will we change the beha-
vior and reach the short-term objec-

..—d tives? That's a good question. It is

extremely important to remember

Establish § g
W 3 this simple rule: Plan finst, then

and

. uﬁitgrﬁﬂ {44 do. dany people try ome procedure
Anstruction

¥ after another, often haphazardly and
o § without planning, Unfortunately, the
I} first thing you think of is usually

§ not the best thing you think of. You
need to plan what you will do.

phocedure

Now don't let us scare you, You don't

| have to stop and plan carefully every
word you say to clients and every little thing you do,
Sometimes clients do unexpected things and you have to
respond to them, Many of the minor problems clients have
can be handled simply and quickly. But when you are
planning & way to reach an identified short-term cbject-
tive which will require efficient and effective teaching
and behavior management procedures, plan carefully before
you start trying things.

When planning & program, follow these steps:

Set up a favorable envinonment: If the client is
easily distracted, start out in a quiet place,
Then gradually move closer to the place where he
needs to do the behavior,

beLauide. pyofds fon Learning and improvdng.

Establish o consistent connection procedure. Know
Wvhat you will do when the client makes an error,

Alinys hemenber, 2o pla
fist, then do!




e | RA-|

Well, you are all ready. , . What are - N
2E§ you waiting for? It's time to at ' When you spend the time and effort to
started! 4s you are using the program, 10 teach 3 new skill or change a client's
Implament |keep looking at the data, See if the behavior, you want to make sure that
the 3 i procedure is working. Give it some Estblish 1=l the skill is used or the behavior main-
precedunt § 7 i Y tine, but don't spend weeks with an piﬂgnQMé- G b tained in the places where it is
ad 3% ineffective procedure, -éﬂﬁ. (’ @ iaportant. That means you must be
aé§@§é - nadntonance | & céncer§E§ w;t@ vh;tber Fh; %§§§v1@r
W - ~ md | | carcies over to inportant settings
effects £ 1 i 1t's the fo got Joenalizatio (that is, whether the behavior change
o Sl Manted! ST T quenalizes and whether the behavior
— | | { v madntains over time, It is not unusy-
 al when vorking with severely handi-
capped people, to discover that beha-
) viors which have been taught in one
) — getting still don't occur in other
e e ———— Setﬁings Yuu cannot assume that th&VlDf changes will
— ' 'I*'* {'/'/"' / / / generalige or majntain. If you can't assume it, then
: If the program ddesn't work, revize / 1o
!;) it, If it works/and you reach the |/

, ohjective faster than you expected,
Hodidy the | go to the mext one. Pay attention
progan § 3L | 1] P
TR 1Y
nocessay]

- !

be!iau..iﬂiz'wi,&&”main=
tain iaelf!

know and who have a right to know a-
bout a client's progress find out,
The best vay to do this is to chatt
the behavior measure for each objec~

l 1 Make sure that the people who need to

Commundtoate g o

the ?f tive and share these charts at IPP
hsults  §N Bmeatings. Charts allow for clear

visual displays of progress.

f" Don't just file the results away. If
0 people (including the client) are to
-+ nake decisions vhich affect the client's
life, they need to know what kind of
progress the client is making.




Now you know what Systematic Instruction is all about.

You have at least some idea of what the steps in the pro-
cess are and how to go about doing them. The rest of this
module provides more information and some practice at i-
dentifying well and poorly written short-tern objectives
and at identifying examples of the principles of behavior.
Even when you finish all this, vou still will have gotten
only a taste of the "how-to-do-it," Remember that this

is only an introductory module, Everything covered in
this module will be covered in more detail somewhere else,
perhaps in the course you are taking now and perhaps in a
different course, If it looks like we think this is all
very simple and you know it isn't, you're right.

Let's see now vhat you have learned about the components
of Systematic Instruction. Remember, when you implement
a teaching program, you should also assess the effects,

SEE SELF TEST #1

VAN AR Y]

The first step in teaching a new skill ov in changing a
behavior is descriding the desired behavior change, 0o
havion should be desonibed 4 @ way that allous o &
ealuate progress and detemine when ebicotives ase heach-
ed. In setting objectives, you may go through a series
of steps in which you specify the behavior more and more
precisely.

A behavior will usually come to your attention as either
a conplaint or a goal. A complaint is a statement that
someone is doing something wrong or is behaving in an in-
appropriate or unacceptable way; a goal is a statenent
that someone needs to learn some new skill or behavior,
Goals and complaints are generally stated in vague vays
that do not make clear what the objectives of training
should be,

When presented with a complaint, you should try to identi-
fy in clear, observable terns, what behaviors led to the
complaint. 1f, for example, a client is labelled wumoti-
vated, Lok for some behaviors which indicate to you lack
of motivation. One such behavior for a patticular client
night be, "Flowa walbs atound the Aoom when she should be
@ﬁﬂg”Ahnﬁ@tmﬂhﬁdiﬂ@WHkﬁm;HWHE
"Man comes 4n Late af Least once a wack and misses wonh
entinely at Least once a weoh,”

Desenibe behaviok n clea,
observable fomms which allow
you Lo evaluate progress and
detemine whon objectives ane
reached!




person 44 aggresbive. He can't du aggressive, but he can
fight, threaten, hit or tease. In writing a behavier
statement be sure to use verbs that involve action,

- EXAMPLES

Iﬁtatﬂf-bemg v&rbs_

) Act;gn Verbs |

falh uJaEf’ be
po4ne wiite i
fight ash sem
, , ; complete attond become
Once you have deternined what beheviors are causing prob- ey tad have
lens for the client, you set the long-range goals. Goal Lok sy s
gave Ligt

setting is done as a part of the process of Individual / ’
Program Planning. A leng-range goal is a statenent g

what the client will be doing (that is, how s/he w111ﬁ
have) when a paftlx:ular behavior prablem is changed, (‘

Inx:amt;i

Mary needs to be more independent on the job g *‘g&'

tary will get more materials when she uses
up what she has,

ﬂu?_ behaus{,oﬁu Qﬂ ﬂle izt [ 'f
when treatnent on thaining 45 |
completed, on after about a |

ean! :

Long range goals should meet several criteria, These

criteria vill be explained briefly, along with a correct

and incorrect example of each.

It can be seen by people other than the client. For ex-

ample, you may write 2 behavmr statement such as, "Fred

M—— e doesn't think befone he acts.” Unfortunately, you cannot

Criterion l: hg éiatmgni MUQ@EA amgn really see that Fred does not think, It may be important
— - to teach hin to think before he acts, but you would need

to develop some way of telling whether he does think; you

cannot observe thinking by itself, so you have no way of

Verbs used are action verbs, not state-of-being verbs, A knowing whether or not he is dﬁl“é it.

verb of action tells what someone doss, For example, the

verb §(ght is an action verb. Faf involves action, Vell

m\rclves action. These are different fro state-of-being 1?’)

ve u “*h may involve the word 44, For example, a ’

I L £




EXAMPLES

7ﬁbsefvable 'Unﬁbs€fvablé
Expladin Understand
Pich up Diseniminate
(hoose Lihe
Ask fon Wt

Domna will know how to dress herself,

Criterion 3: The ﬂhau&ai W ihg client’ 4,

it maanu aﬂsu. '

Do not write goals that start with, "flelp John 4o
or "Teach time to | !”Smhwmmﬂmuﬂm
vill do differently when he has met the goal

Sl To teach Donna to dress herself,

Donna dresses herself without hely,

Criterion 4; The behavdon a specific; what the

a&emf doos 4 QEE&’LE_[ d@.échEd

Hov clear is clear? Try to write clearly enough so that
somecne else can read the goal and show you what the cli-
ent will do,

Jody pays more attention to her work.

Jody does her assigned work at the required
accuracy level,

1 The ong Aange qoal must be dated
A1 posctove toams, i.e,, in terms of
vhat the client will do instead of
what he won 't do:

You &eaﬂiq can's Leach
Someone not Lo do sometiing...

i doach hin to
do Aomething

If someone ig nnt doing samethlng, then there is a void in
tine. He has to do something and what he does may be ap-
propriate ot inappropriate, adaptive or maladaptive, If
someone 1s not fighting, he is doing something else. He
might be negotiating, walking away, crying or trying to
con someone else into fighting for him. You have to be
sure that you target a behavior that a person can be dglng

(1t




Sanand étﬁi&ﬂg the Long
Ange gaaf_ podLtively
makes you mone Likely to
. |use positive methods for
“ (thanging the behavion!

Most methods for 1ntr9351ng behavior are relatively pleas-
ant. On the other hand, stating the long-range goal in
negative terms often leads you to punishment, If possible,
you should state a long-range goal that is {neompatible
Witil tie velavior you wisii to reduce, incompatible beia=
viors are those which cangot occur af the same time, (Fox
euamle, ansvering a problem correctly is inconpat ible
with making a mistake on it). If you can increase an in-
compatible behavior, the problem behavior will automati-
cally decrease, By targetting an incompatible behavior,
you are more likely to use pleasant teaching methods than
punishment.

Think zbout how a child learns to walk. We target walk-
g, not ﬁaﬁﬁxug down, We don't punish falling down. We
really aren't concerned very much with how often the child
falls down. We do not want to decrease falling down; ve
want to increase walking. A child who is first learning
to walk falls down alot., That's OK, so long as the child
continues to walk more and eventually begins to fall less
often, The same holds true for many other behaviors, We
want to increase appropriate responses to criticism, not
merely decrease talxing back. Ve want to increase coopera-
tiye wark1ng and playing, not just decrease bickering.

NOTE Dzzaslﬁnally, problem behaviors may occur at
such a h;gh rate of may be so severe that they must be de~
creased immediately. If no incompatible positively stated
goal can be found, a long-range goal may be stated in nega-
tive terms, such as "Rex will not push his thumb againgt
h{é ng ! Unfmrtunately, it seemg much easier to vrite
range gaals are negatlve 4 program can be:ame sup933551VE
and oriented tovard punishment; teaching of new skills may
be neglected. Therefore, this handout emphasizes positive-
-ated poals,

4 g general nide, | jau, ahauﬂd have 5 m&t«.uai a2
n Nt gaaia 5&!1 each nagcm,uei_/ étmgd one! X :

If you are not sure whether the long-range goal is stated
in terms of something that the Elient vill actually do,
then you might try the cead man's test, The "dead man's
test," simply stated, is "{f a dead man can do it, it
ain't behavion,” For exanple, a man talks too much in
the vorkshop and does not get his work done. One possible
target is, "Elmo will 44t quietly.” That sounds positive,
since you want to increase quiet sitting, One way to get
him to sit quietly is to choke him to death (then, of
caursej,pfop him up)! Sorry, this one does not pass the
dead man's test. Ue realize you would not really try
that method of changing the behavior (although instructors
and supervisors often consider it), but even if you anly
used a mild punishment to reduce talking out and increase
quiet sitting, what does the client gain? The other cli-
ents may find it easier to work, but your client has not
learned anything, A better goal would be, "Elmo completes
assigied wonh."
Inconnect:
A% ~nied Juliet will not date Romeo. (The negative
statement here obviously does not meet the
dead man's test, Remember how Juliet stop-
, ped dating Romeo? She poisoned herself!

Juliet dates boys other than Romeo,

a dead man
e da i£,




 cricerion 6: Auc;»cd tle wafadé C.clﬁ " '@5 abﬁg ta" mzd ,

You dD not. want to 1 use thesa in a long range gaal (whlch
is a statement of what the client will do at the end of
training) because they imply that he cannot do the goal
behavior now. That implication may or may not be accur-
ate; given the right conditions, he might perform the be-
havior with no further training, You want to state a long
range goal in terms of what the client does, not in terms
of what he can do.

Sam will learn to make pallets.
Sam makes pallets,

Sam will make pallets,

For each lﬁﬂg=range gnal there may be one or more shnrt-
tern, or 1 aoute objectives An en route objective is
exactly what the name implies; it is an objective which
must be met on the way to the Long-range goal. If you are
dr1v1ng frcm Des Mﬂlﬂés to Icwa Falls first yau may reach

carr&ctly when remlnded to do so.

There mv be several possible en routes to one goal. You
can pass Ames on the way to Lova Falls, or you may go
theough Colo and miss Ames altogether. In the same way,
toilet training of a client may involve the en route ob-
jective of doing each step with reminders, or it may in-
volve the en route objective of doing each step with re-
minders, or it may involve the en route objective of mov-
ing bowels after being placed on the toilet (but without
ceainders, The number of enroute objectives and what

Ui jectives should be depends on how you will

tica and how easily the client reaches each objective,
If there i3 more than one en route objective, you must
be sure that they are sequenced from simpler to more
complex or from easier to more difficult,

A emoute A objective | the Long-
objective {4 whmh mut be PRy haige goal!




En route objectives are written in the form of pdipoints,
Before you begin vorking on an objective, it nust be pin-
pointed so that you know exactly what behavior you are
trying to get. If you do not pinpoint, you are liable
to be inconsistent in your teaching. You may accept a
behavior sometimes and reject it at other times, or you
may give unclear instructions and prompts, Pinpointing
helps you  teach more consistently and efficiently,

Pinpointing is the very clear and precise definition of
the behavior of interest. A plipoednt {8 4 behavion de-
fned n duch a way that it can be measuned, with agne-
ment bodweent ndependent observers. The criteria for a
Pinpoint ave the same as the criteria for a long-range
go8l with one change and some additions, First, criterion
the behavdon s apecific) needs to be changed slightly,

]| Writerion 4 (revised for pinpoints): The :
4 clomn enough do that of e people
aghee on aceumniences of the behav{on:

In other words, acceptable reliability (agreement betyeen
independent observers) must be found. When you first pin-
point a behavior, of course, you do not know whether you
will get reliable agreement on occurrence, so that you ex-
-pect observers to agree, One way to check your poinpoints
is to act it out for people and to see if they can tell
when it occurs. Then you just investigate reliability by
having two people observe the client's behavior and come
paring their recording of occurrences, When you are Very
experienced in defining a particular form of behavior, you
have a good chance of pinpointing it on the first try; but
even when you are experienced, your first attempt at pin-
pointing often will not produce acceptable agreement. In
that case, you need to revise your pinpoint until you can
get reliable agreement, It may take 4 or 5 (or more) but

L

Yelinda practicer an adequate job interviey,

Melinda, in a practice job interview, greets
the interviewer upon entering, looks ar him
at least 40% of the time he talks and an-
swers each question with at least a one full-
sentence answer,

In order to observe progress, you need to pinpoint the be-
havior; in order to determine whether nrogram has been
successful, you need to determine the amount of change in
the behavior which will satisfy the client's needs. The
purpose for setting objectives is to clarify when the pin-
pointed behavior should occur and what criterion of perfor-
mance will establish that the behavior change program is
successful. |

The nadin component of an objective i the pitpoiat, In
addition to the pinpoint, an objective should contain two
other elements:

Cﬁﬁﬁm7:f@gﬁﬁﬁmg@ﬂﬁmﬁﬁﬁewx
behavion & fo ocaur ane Stafed: |

Some behaviors are appropriate under some conditions, but
not under other conditions, For example, a man who washed
his hands over and over would be viewed as a little strange;
people might even label him a "compulsive hand washer,"
However, washing hands is desirable under conditions such
as aften godng £o the bathoon, aften wonbing in the gt
den on within two minutes befone coning 4o the dimor ta-
ble. Yelling on the ball field {s part of playing, but
yelling in the workshop is usually considered inappropriate,

Some behaviors are desirable under most conditions, but
attempts to change the behaviors are limited, For example,
& voman might be generally friendly and cooperative, Hoy-
ever, when a request she makes is refused, she may throw
rather violent tantruns. The target may involve negotia-
ting (pinpointed as "Swra descnibes what she Wants, hequests



feedback, Swmnrizes ay diserepaney, Suggests ot feast
fuo altonative solutdons and states a solution agreed Lo
by both parties.”] The condition under which the behavior
is to occur is "when a raquest 43 tefused.” At other
times, she is not EX!ECEEd to g0 thraugh w1th all those

dibtunbed might accept that lover level; once a client
has been labeled in some negative way, people often as-
sune he can't do as well as others (an untrue assumtion).
Would a supervisor consider "attending to task during 80%
of the period" acceptable? Probably yes, so a criterion
of 80% of the session would be appropriate. Sometimes a
criterion is arbitrary: other times, it is determined by
the level of behavior necessary for success at a more
difficult or complicated task, or by the effects of the
behavior on other people (some behaviors are often consi-
dered either absolutely necessary or completely intoler=
able),

"With no ernons for one day"

y "AL Loast 15 £ines fon duo consecutive

cntsrmn S The Mm ::a umch ::he behau;cm mu.éi

0e. penéamzd e Atated

| [oriterion o: The emau,té b jEQLLU#léV o lated
in o sequence which Loads towand thof |

Once you establish what the behavior is and under what
conditions it will occur, you need to establish how well
it must be done for you to consider it successful. In
other words, at what point will you consider the client
to be ready for the next en route objectivel

Tn other words the objective tells how much the behavior
must change if the program is to be considered successful,
If a client in a workshop attended to his work during 40%
of the observed period, would his attending to task be
considered acceptable? Probably not, although some super-
visors who have already labelled a client 4Lowor enotionally

£ang haige gaai

Of course, the object of preparing en route objectives
is to help your client reach his/her long-range goals.
Most long-range goals (but not all) require more than
one en route objective, '




Frone

WAL ahe 5 uays do dequence
objectived!

Go faom s.mpler to mone
zampﬁex' bcz!zauiasu!

ﬁnam éimJEE& ta moAe
difficult conditions!

Ga om mpﬂ&i ia nore
« \{4hLeult totonal
Using an example of ¥atilda's Eating, here are some exam-
ples;

En route objective i With verbal {nstructions,
denonstrations and one physical prowpt per ne,ai
Matilda holds hex fonk b Y “the handfe, pichs up
bites of solid 5aad and puts them in hea mauﬂ
without dropping then with no noxe thaen 4ive
Uuions for 3 consecutive meals.

Possible Sequeer

Cfmuq{: behavions

jI{En route objective 2: [ith veabal {nstmictions,
derons trations azd one phmaaﬂ prompt pea mmi ¥
Hatilda holds hen fork and her spoon by the ho ¥
dle, picks up bites on Spoonfuls and puts then
in et MULtllitthﬂLt duopping on epibling, with |
10 more than féve ernons pex meal for 3 conseeu- Jj
e meals.

btice that the second objective was cunulative. That is,
when Hatilda began to use her fork successfully, we did not
drop it and work on using a spoon. We moved on to using

a spoon and fork. Notice that we didg't have to write that
~she used only one utensil at a time, Tﬁat is implied,

e
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~ En route objective 2: Without help, J&fiid& holds
hen fonk by the handle, plans up bites of selid
seod and puts than Oi het mouth eitheut i J..[JLJ
them, with no mote than 5 exnaesy pes meal fet 3
consecutdive meals.

3C ange eritonda

En rou.e objective 2: lith verbal instuwctions,
demonstaations and one ph Jéuza[ paempt ped meal,
Natilda holds hex fonk by the hcmdfe J(c! 5
bites of soldd food and puts them 40 hex mewts
without drepping then, with no more B 2 essess
per meal for one week.

i

¥ [

How many en route objectives do you need to write for each
long-range goal? That is hard to say. It depends on how
big the change in behavior is, at what skill level the
client is starting, how good you are at teaching the skill
and how long you have to teach. In general, {§ a clig
A& having gheat diffdeultios neaching it en seute objec-
tive, you need o break it don Justhen,

Each en route objective should be a small change which
clearly shows progress from the previous en route objec-
tive,



Remenben the 3 pants of a
shond-team objective:

I Conditions AL AT
2. Bchavion (pinpodnted)

3. Cruitenta

(N i
Eg; éé;
A1 behavioral objectives should include the following
three components:

| Beravioh: A description of expected terminal be-
havior goal which can be observed by at least two
- independent cbservers.

7% Conditions: A statement of the conditions under
y which the behavier is to occur,

y Example: Given a baseball and glove, the student
will throw the ball into the air and catch it
~ seven times out of ten,

The ball should be thwown at Least five feet into
the aix!

s We Ol

When thrown in

the air at least
five feet, the
ball will be
caught seven times

- The student will
throw the ball in
to the air and
catch it,

Given a baseball
and glove

out of ten.

vurr ‘T’éi
SEE SELF-TEST #7
N
. Q

In this section, we will discuss some of the principles of
behavior, For some students, this will be a review, For
others, it will be new infornation, In any case, we will
try to keep it simple. Only these principles and items
will be covered: rednjoreer, aednforcenent, punisher,
pushment, stimdus citécmmmtm; diseniminative stime
lus and extinetion, This section is meant only to give
you a basic knowledge of some terms which will be used in
later modules. It will not teach you how to uge the prin-
ciples. It will only help you to be able to recognize
some of the words and to know an example of each when you
see one,

These principles of behavior are well-documented, They
affect our lives each day, Whether ve like them or not,
whether we understand the logic behind them or not makes
no difference. Like gravity, they are laws of nature.

But they are not simple. The world is complex and many
things affect people's behavior, For that reason, we

will emphasize over and over that these prlntlplES are de=
fined by thelr effects on behavioh, 1f you don't under-
stand yet what that means, don't worry. You will soon.

With that in mind, this brief review of thé principles §
will start,. S

o

Ly N ;;:
-’;";‘r, ; R - - |
‘I o E}Q P&iﬂﬂ:{]ﬂﬂ@é e TP eat
b hau¢ﬂ3 | s
in uﬂe 33 ed by thein eff (Tﬁﬁ'-#ehauﬁoﬁl



First, e need to divide events into Atimuld and Aesponses.
A stimulus is any change {n the envinonment which aé fect
the behavion 0f @ pexbon, When light hits a person's eye,
his pupll gets smallér, llght in thls case, 15 a stimulusi
If the persun is campletely deaf and the laud noise dnez
not startle her, it is no{ a stimulus for her, If a change
n the enmanmmt does not affect behavion fon a petson,
At & not o stomlus for that person.

A stimdus 5 a ahz.mge in iha environ-
ment which affects behavion!

A response is something a person does. A 4dngle instance
0f & E&m@n Ab called a xesponse. A response is an
observable change in behavior

A mpam b a amgﬂe umirmaa
0f behavion!

Consequent stimuli: A consequence 44 something which
comes affen a esponde. A consequent stimulus comes after
the behavier it affects. How can a stimulus affect a be-
havior which has already happened? It deesn't, really,

It makes it more or less likely that the behavior will
happen agadi. There are two kinds of consequent stimuli:

reinforcers and punishers.

A consequence & wﬁai @EEowé i }lEéPGHAE
and b eithet a neinfoncen on punishen!

that a behaV1ar w1ll happen agaln

That is, they mal*efzz
behavdon happen moke often o at a greaten 5&@1gth 04 it
tensity, They are usually events that we consider positive
or revarding. However, sometimes negative events such as
criticism may serve as reinforcers for some people. The
only way to tell if a consequence is a reinforcer is to see
whether it increases the occurrences of the behavior it
follows,

Punishers are corsequences that decrease the likelihood

that a response will occur again, Punshers mahe xespon-

80 Ihai Iheg haueéaﬂﬂawedoccuﬂ EEéA aftan " iha 6uiunc.

clients for Examplé may do ore af a behav1ar if yau af=
ten criticize them after they do it, Sometimes any atten-
tiDn even critizism is better than no attentian at all

thaugh yau 1ntend it to be a punlsher)i In the sane way,
a client who prefers to be alone may decrease a behavior
which you praise. In that case, praise would be a punisher,

there is gnly one way to tell whether a stlmulus 15 a re-
inforcer or a punisher, Look carefully to see whether the
behavior increases (showing that the stimulus is a reinfor-
cer) or decreases (showing that the stimulus is a punisher).
The very Same stimulus may bE E reinfarcer fnr one cliént
for 2 a zllant at some tlmES, but nat at athers (fnr example,
snacks may not be reinforcing right after dinner).

A ednforcer &b a consequence that
Aneheases oecurnenced of a behavion!

A punisher 44 o condequence that de-N\ S
creases the occwniences of a behavion! f




Extinction: 1/ @ behavion which has been neinfonced in

Hhe pust 4o a Eangm neinfonced, the behavion wild weak-
en. This process is called extuncticn. In extinction,

the behavior does not usually disappear entirely but re-
turns to about its rate before reinforcement began,

Extinction may also occur for punished behaviors. If Eﬁey
are no longer punished, they may begin to occur more of-
ten. Extinction does not mean ignoring the client, Tt
means ignoring a specific behavior,

Extinction vecwd when a behavion 44
not neinfonced, thus weakening the
behavion!

Antecedent stimuli: An antecedent is something which comes
before a response. AW antecedent stimubus comes befone

he behavion it ajfects. The above examples of the light

and the loud noise are antecedent stimuli, An antecedent
may affect behavior in one of two ways:

I, It may cause a heflex behavion fo occur,

L. 1t may signal when a behavion will be reinfonced.

Discrimination: If a behavior is reinforced in one situa-
tion (for example, the workshop) but is ignored in another
situation (for example, home), it will increase only in

the place where it is reinforced. This is called discrimi-
nation, After 2 while, the pwan Mmunmateé one éi&n‘*

that rElnfurcEmEut will oceur lf the cllent perfnrms a

particular behav1cf, that stimulus is called a diboumings
iLue stimulus, In the presence of a discriminative

stimulus, @ response is reinforced (and occurs more often).
In the absence of that discriminative stimulus, the re-
sponse is not reinforced (and occurs less often), To use
a simple example, we learn that green lights signal "G0"
and red lights signal "DON'T GO."

A diseriminative stimudus signals that
ednforcenent wilk oceun if a particudar
behavion {4 Jmﬁgmed’

Remember, these principles work whether you want them to

or not. You may aﬁcidentally r&infnrce (increase) a mis-
"""" Other clients may re-

inforce or punlsh bEhaVlDfa Warklﬂg with clients will be

easier if you use the principles of behavior carefully,

Remember also that completing this module does not make you
an expert on any of the techniques covered. The module

was not intended to teach you how to write objectives ot

do task analyses or use behavior principles. It was only
intended to clarify the philosophy behind the rest of the
course and to assure that you understand, at least a little

, o , , ’
some of the language which will be used in later modules.

this Ead&ﬁé
does not make
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before starting instruction’

List the steps in systematic instruction.
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For each of the following objectives, mark whether it has
conditions, a clearly pinpointed behavion, and enitenia:

l Manuel washes his hands after ngﬂg to the bathroon,

) . . V&é - o 7
CDHCLLI:LOH& . B . o 7 __ﬁ ] - o
bpair
R

ather and rinsing them off, after going £ the bath-

23nual washes his hands completely covering then with
1
Toom,

- Y No
Conditions - o
Behaudn _ | -
Cifea i

Manuel vashes his hands, completely covering then
with lather and rinsing them off, after going to the
bathroom, each time for 1 week,

_ Ves N
CondiEions - - B
Bhavior_ T
Cfutczm o

Manuel shows a clear understanding of the need for
personal hygiene and cleanliness following urination
and defecation,

. Ves Mo
Conditions T —
Behavion -
Cnitonia .

 Bertine assembles at least 50 widgets per day for
consecutive workdays with at least 987 meeting contract
tolerance

Y M
Condtbons -
Sdhavior ———— -
Cliendn _ .
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ch of the following situations, circle whether .the
us (underlined) is a reinforcer, punisher or neu-
timulus. Then look at the answer and explanation
: going on.

d spends most of his time looking around, playing
th his fingers or non-work objects and making
range noises. He rarely attends to his work of
ckaging golf tees. His floor supervisor, Rona,
ecks him periodically. She tells him that he is
y fi11 all the compartments in an egg carton with
Lckages Df golf tees, one to a CﬂmpaftmEﬂt When

air f@t flveimiggggg, His rate of pazkaglng tees
es from 12 packages/hour to 41 packages/hour

 INFORCER PUNISHER NEUTRAL DON'T KNOW

swer: This was a consequence that increased the
behavior, so it was a reinforcer.

though Tad is working harder, he is still making
range noises. Now following each noise, Rona
moves one package of tees from the egg carton.

s rate of making noises decreases from 0.5/min
- 0.1/min.

RCER PUNISHER NEUTRAL DON'T KNOW

swer; This was a consequence that decreased the
behavior, so it was a punisher.

47
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Aruitoxt provided by Eic:

While Rona is off work because of illness, John super-
vises her area. Whenever Tad makes a strange noise,
John tells him to be quiet. His rate of making neises
is up to 0.4/min by the end of the day.

REINFORCER PUNISHER NEUTRAL DON'T KNOW

Answver: This consequence increased the behavior, so
it was a reinforcer.

Jolene usually looks sloppy. She rarely combs her
hair. One morning she arrives at work dressed in
clean clothes and with her hair combed, Rona and
John both tell her that she looks nice. Rona says,
"Your hair really looks great, 1 love it. Keep

combing it that way.”

REINFORCER PUNISHER NEUTRAL DON'T KNOW

Answer: The correct answer is 'don't know." The
situation does not tell what haspened to the
behavior of combing hair.

Y In the above situation, Jolene came to work the next

few days looking sloppy. Finally, one day she came
with combed hair again. She was praised again. The
next few days she looked slappy When she combed her
hair, she was praised. It didn't seem to matter.

REINFORCER PUNISHER NEUTRAL DON'T KNOW

Answer: The praise did not affect the behavior.
It is a neutral consequence.
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Aruitoxt provided by Eic:

For each of the following s

ituations, circle whether the

i
stimulus (underlined) is a discriminative stimulus or not.

6

Mel is being taught to dress and undress himself. He
is to do so in the bathroom. The teaching procedure
is working. Mel can now undress himself with little
help. Unfortunately, he does so in the living room,
front yard, and workshop.

YES NO

Answer: The bathroom is not serving as a discrimina-
#: tive stimulus. The program should be revised

Hin some way so that it will.
£

When Frank is told to do something, he sometimes be-
gins to bite himself aund shake his fist. Most of the
staff ignore him when he does so, as he does not bite
hard enough to break his skin. John, however, lec-
tures him about how he might hurt himself. When John
is around, he bites himself often. When John is not

around, he rarely bites himself.
YES NO

Answer: John is serving as a discriminative stimulus.

le is the only staff member who reinforces

his behavior with attention, so his presence

signals Frank to bite.

Tad, the man who is packaging golf tees, works very
hard when he has to fill an egg compartment with
packages in order to earn a break. He is assigned to
a different job, packaging rubber bands. His work
rate decreases at first.

YES NO

Answer: Even though the egg carton is still there and
the break consequence is still available, Tad
has slowed down. Apparently, the golf tees
served as a discriminative stimulus. At least
some retraining will be required in order to

task, becomes a discriminative stimulus.
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INSTRUCTIONAL ACTIVIZTIES

The in= tructinal activities that follow me=ay be used as they stand, may
De adapted —For special groups or instructors' st=yles, or may simply provide
1 deas upon wwhich an instructor can base learnincy activities. Please note a
few characteristic of these activities:

. Thexre area variety of instructional mcodes--lectures, discussions,
garmes, prictice sessions, role-plays, amnd application exercises.
Sorme modiles lend themselves to one mod&e or another.

Inss tructors may take advantage of the w=ariety of modes by varying
learningactivities. Even a steady die=t of games and role-plays
cara becorne boring.

3. OfEen, twor more alternative activiti es will be recommended. This
al ¥ ows instructors to vary modes or to provide additional learning
activities for trainees who need extra help. Instructors may, if
necessary, use all the alternatives to reach a particular objective.

4. Soreze instrictional delivery systems may work better with certain
mocdies of instruction. For example, aud dovisuals (such as films)
arex diffiwlt to use when teaching by teselephone conferencing. Games,
howrever, my promote both competition amnd cooperation among the sta-
ticens (which are otherwise isolated by =not being in the same loca-
tien). :

5. Sel f-testsmy be checked by the traineesx in tutorial situations. In
thee otherdelivery systems, self-tests rnay replace other activities.
Dis cussion of self-tests as an activity 1is not usually listed in the
IAP =, butit is often an excellent exerc—ise.

[
»

The nex £ sectiom begins with descriptions 0BF a few of the standard ac-
t1 vities tha £ are found in several modules. The=se standard activities are
reeferred to in thelPs. Following the standard activities are the IAPs
themselves.

S+£andard Act 7 vities

Standared Activity: Open Discussion. Open &discussions (recitations) are
iritended to = ssurethat all trainees have learned® the basic information covered
i a module. Be sure that all trainees participamte. A common sequence for the
d3 scussion could be the following:

1. Lec#&dre briefly over the module, giving personal examples or experi-
ence2s which relate to the main topics. Lecture should cover a maximum
of A O minutes. -

2. Ask whether anyone has questions. If so-meone has a question, call on
ano¥her tninee to answer,

3. Usirag the items 1isted under this activi ty in the IAP or the objec-
tivees listd in the text, ask trainees q uestions. Do not follow a
precd1ctable routine when calling on trai-mnees. Occasionally, call on
a tr-ainee tvice in a row. Praise correc +t answers and expand on them
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if necessary. If a trainee makes an error or does not respond, call
on another trainee; then go back to the trainee who was unable to
answer and repeat the question. 7 B

Note: First ask the question, then call ona trainee. This keeps

4, Summarize the major points covered and ask for questions.
Standard Activity: The Objective Game. This game usually serves as an

alternative to the open discussion and serves the same purpose. The group is
separated into small groups (2-4 trainees).

1. Divide into groups. If training involves staff from more than one
facility, assign trainees from different facilities to each group.
This promotes sharing of knowledge and informal discussion; it also
prevents destructive competition between facilities.

2. Tell all groups to prepare 3 or 4 questions based on the objectives.

Give them 5 minutes to do so.

3. Rotating among groups, have each group ask one question and choose
another group to answer (or allow the first group with an answer to
give it).

4. Score the answer as follows:

Complete, accurate answer = 3 points

Nearly accurate or nearly complete answer = 2 points
Partially correct answer = 1 point

Incorrect or no answer = 0 points

5. For answers less than 3 points, another team can complete or correct
the answer for the remaining points.

6. If no team completes the answer or there is a dispute, the team which
asked the question must complete or correct the answer. The instruc-
tor acts as arbiter and awards the points if necessary. Keep it
friendly. Give the benefit of the doubt.

The Objective Game may be adapted for use in practice activities.

Standard Activity: Fault-Finding Game. Teams set up situations in which
there are flaws involving treatment programs, ethical considerations, philos-
ophy (e.g., normalization), specification of objectives, or legality of
placement or program. The other teams seek out the flaws.

This activity not only makes people sensitive to subtle issues, it also
makes them aware of the difficulties in their own programs. It is common for
teams to design faults that occur in their own facilities. In this game, de-
signing the faults is every bit as enlightening as finding them.
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1.
2.
3.

Divide into teams of 3 or 4 persons.

Assign a topic for the situation.

Tell teams that there should be one or twofwults relevant to the
current module or one covered earlier in te training.

After situations have been written, have i first group describe its
situation. All1 teams try to find the fuylls (alternatively, you may
rotate so that team 2 finds faults in the tam 1 situation, team 3
finds faults in the team 2 situation, etc.) When describing a fault _,
a team must also give a possible solution.

When one team has finished and all faults live been found, rotate to
the next team.

Score as follows:

Fault + solution = 3 points

Fault + partial solution = 2 points

Fault = 1 point

A team which has designed a clear fault whih is not detected may earrsn
points by describing the fault and a soluytin.

Standard Activity: Modeling. Models and demonstrations may be clearer

than descriptions. There are two effects of model-:

1.

Observational learning--trainees may learnimw skills by observing
models.

Disinhibition/facilitation--seeing a modedprform a behavior may
make a trainee more comfortable and less y#istant to practice. An
instructor may specifically demonstrate botipoor and good examples.
This not only improves trainees' abilitiest discriminate when tech-
niques are used correctly and incorrectly,bit it may also improve
willingness to practice and reduce fear Ofmking errors.

‘There are several characteristics of modeling mﬁiffsy enhance its ef-
factiveness:

1.

Greater imitation will occur if the model iis an expert or person
of high status, b) is similar in some way tithe trainee (as, for
example, a well-1iked co-worker), or c) coiltols rewards for the
trainee.

Imitation is increased if the trainees sé@e mther trainee rewarded
for following the demonstration. On the otier hand, the model will
be less effective if trainees see another tninee criticized for in-
accurate imitation. Thus, try to find sometiing to praise in every
attempt to follow a model.

The instructor should a) gain the attentionif the trainees before
modeling, b) tell trainees what specific poiits to Took for, c) model
those points directly without unnecessary imlevant details, d) ask
the trainees to point out how the model demmstrated the points to be
Tearned, e) ask a trainee to model the sameskill in the same or a
similar situation, and f) praise the trainefor performing the
modeled behaviors.



4. Modeling should be followed by role-playipract=ice byill t=-ainees
or by actual on-the-job practice.

Standard Activity: Role-play. Many of the kehniquzes tagft in  the mod-

ules may be simulated in role-plays or may be reharsed. In sokrole=-plays,

trainees pretend to be involved in a situation whith migh -t arise

Role-plays can serve several purposes. Theymy ser—ve as #i11 poractice,
as a way to apply knowledge in decision-making yittions , orf a2 wamy to
develop sensitivity to other persons and to ethiciland p=niloSghical dssues.

Role-plays for skill practice may follow Mg diling. The Tollwineg recom-
mendations may be helpful:

1. Describe very clearly what you want the prticipeants tiprac—Eice.
For example, say "Jim, you will teach Amhow to= cuyt giss. Use the
task analysis to do a whole-task presen tiion. Anp, pike a —Few errors
and get a few steps right.”

2. Start by practicing only parts of tasky;in the above tmple=, Jim
and Ann might be asked to role-play onlyme stee=p §n 4t tasE< anal-
ysis. Then, another pair could be askedb role=-play ht s—Eep and
one more. Finally, another pair could nle-play™ the eitire —Eask.

3. Ask the rest of the trainees to evaluatewuch ro=Tle-plgiccomding to
the criteria established in the module (sing pe=rFformait eve=luation
check sheets if appropriate). If the rdeplaye=r “gatsstucE<," ask
another trainee to suggest what should fedone nzext.

4. Provide feedback to the trainee followimrole-p=1lay. hint cout what
the trainee did right. Ignore minor ervs. If~ You ywt po—Fnt out
an error, describe or demonstrate how towrrect= 1t aplisk =khe
trainee to practice that part of the sidution a_gain.

Role-plays for decision making may give traiwes an oPpportiity =Eo experi-
ence problem-solving processes. Trainees apply kwledge= oy bpilsopFy to
hypothetical situations. They may be assigned tojlay a partigilir re>17e (such
as parent or case manager) or may be themselves. Nis ty—pe of nle-p~Hay is
somewhat less structured than a role-play for pratice, bwut thesme wrecommen-
dations apply. ’

‘One procedure which promotes communication amg sta_ff is b "ro=Eate
problems." Group 1 sets up a problem (from a realwrk s . ityatim if possible)
for Group 2 to discuss, Group 2 sets up a problemfir Gro=up 3, wl so on. So-
lutions are then reviewed by the whole group.

There are a number of ways to use rol e-playin to pr—omote sisit—F vity or
attitude change. Role-reversal involves taking aithe ro=7e oF mthewr person
with whom the trainee might work. The trainee mijit be a _ssignelto be= a cli-
ent, parent, or therapist.

Structured role discussions are role-plays fnwhich trainesare assigned
roles and attitudes to display during a discussia, Afte=r the dscusssion,
trainees are "debriefed." They read their "attitue desc=riptios' alecoud. Then




group membersexplain B=heir feelings about the discussion and about the indi—
viduals as tiy played their roles.

In a deite, trairmees are assigned to advocate for a position. The topi ¢
is preSentedly the inss tructor. Debate teams are established inone of the
following twoways:

1. A pmel of 3-4- trainees per team present the pros and cons of an
155k, After the debate, the audience of trainees vote and give
their feelings about the issue.

2. Traiees are d ivided into groups of 2, 4, or 6. They debate in these e
small groups.

Here isicommon S==quence for a debate:

Annunce the teopic.

Diviee into te=ams.

A1¥u 5 minute=s for preparation.

Debite for 10 =minutes.

Altwaudience voting and participation, or tell debaters they must
now siitch side=s and argue for the other side.



INTRODUCTION T0 SYSTEMATIC INSSTRUCTION (RA-1)

TASK 1: OBJECTIVE GAME

Purpose: Cover all objectives

Duration: 30 minutes 7
Materials needed: Module text (e per student=)
Instructions: See p. 2

Assure that the following itens are covere=d:

Steps Reasons for IPP

Reasons for task analysis Reasons for measuring behavior
Reasons for baseline Criteria= for goals and objectives
Reinforcer Reinforc=ement

Punisher Punishm&ant

Discriminative Stimulus ExtinctiE on

TASK 1 ALTERNATIVE: OPEN DISCUSSION
Purpose: Covéer all objectives
Duration: 30 minutes

Materials needed: Module text
Instructions: See p. 1

Cover items in Task 1. Rememer that this 1is an overview. Do not
attempt to get full understinding of each topic.
TASK 2: PRACTICE ON SHORT-TERM (BJECTIVES
Purpose: Objective 3
Duration: 40 minutes
Materials needed: Module text (me per trainee=) ,
One 1ist of objectives per = tudent (either from sampleor
from actual work setting EEPPs)
Instructions:

1. Pass out 1ists of objectives.

2. Instruct trainees to identify those ob>jectives which are correctly
written and those whichare incorrect — Next to each incorrectly
written objective, traines should no¥Ee which criterion was violted.

3. After trainees have had time to check the first three objectives,
discuss those three. Then have traine=es complete the 1ist.

4. Discuss the rest of the objectives.

5. Ask trainees to correcteach incorrec®ly written objective.

6. Discuss the corrections, :

Sample: :
Following is a list of sample objectives, both correct and incorrect.
Correctly written objectives are marked "CZ"; incorrectly written
objectives are marked with the number of &the criterion which was
violated (see text). :

1. Mike will know how to bathe. 1,2,4,6=7,8

2. Henry will dress himself without help - 4,8

3. Mac will ride a bicyclearound the blcock without assistance and
without stopping. C
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4. Ch guck will punch the time clock at work on time each day for two
we.=gks, C

5. Su.msie will learn how to type 60 words per minute. 6

6. Del-bbie will take an entire roll of pictures without covering any
wi- th her finger. C

7. Ma- ry will be taught to dress herself, with all clothes matching, no
diz rt or holes in any clothes, shoes tied, all buttons, snaps or
21 ppers fastened, and all clothes tucked in if appropriate, with no
he™ 1p for three consecutive work days. 3

8, JoHhn will pay attention to what his work foreman says. 4,7,8

9. Cdxrl assembles at least 12 correct drapery pullers per hour for three
cOrensecutive days. C

0. 0l%+dve will fully understand the consequences of sexual intercourse
for 1lowing counseling. 1,2,4,7,8 (Note: The statement "following
cotsinseling" does not describe the conditions under which the goal
betavior will occur. Instead, it describes a program for reaching
the== goal.)

Il. Te— will not burp, belch, or make animal noises. 5,8

TAsK3: FIL__M
Purpse: Olxojective 7, Behavior Principles
Duyation: &S0 minutes
Ma+ttrials ne=eded: Film "Who Did What To Whom?" Available from Research Press.
Instuctionss :
This 1 ¥ 1m shows brief vignettes which illustrate behavior principles.
lsing t—he booklet which accompanies the film, show vignettes, and
discuss = them.

TASK3 ALTER 2NATIVE: DISCUSSION OF BEHAVIOR PRINCIPLES

Purpse: 0b_sjective 7, Behavior Principles

Duration: 3920 minutes

Materals pés-eded: none

Ingtuctions  :
hsk tra- inees to present one example from their work or everyday life
Which 17 Tlustrates each of the principles covered in the text. For
tach, d- iscuss whether it accurately reflects the principle, how know-
ing the  principle can affect how trainees will respond to the example,
ind whesther other principles also apply to the example.

7 153




Test Form A-Key

1.
1.

g
.

List the steps in Systematic Instfyction.

Assess skills
Use IPP process to determine doals and objectives (either "IPP" or
"set goals" is 0.K.)

Task analyze if approPriate

Choose behavior measure

Baseline (or, measure behavior)

Assess environment in which béhavior is to be used
Establish instructional procgdyure

Implement procedure and assagy pffect

Modify plan if necessary

Establish maintenance or g¢neryfization program
Communicate results

oo

K e UL -4 D QL O

What is the role of the IPP in Sygtematic Instruction?

It is the map - it sets the directign of programs.

For each of the following Shor¢~teMy objectives for clients, circle C if

it is correctly written ang civele.J 1T it is incorrectly written.

Morton will feel bette™ about himself and accept his handicap.
Gladys develops more iNdependent living skills.

Hamilton will brush hi% teeth correctly without help each day
for a week. ) )

After a week of instrulyion, Ned will be able to control him-
self whenever he is andvy or frustrated.

Joan completes her asaTyned work at 50% of industry standard
for two consecutive WeRks.

Andrew will go to his ¥qrk station and begin his task within
one minute after starting time and the end of break, with no
prompts for one week.

The counselor Will help Naomi to express her feelings, by being
supportive, belng availaple to Naomi whenever she needs help,
and by reflecting back Naomi's feelings.

Frank will understand fhe necessity of being on time for work.
John sorts nuts and bolts with 98% accuracy for 3 consecutive
days. )

In a one-to-one tutoriny session, given a sanitary napkin, Dora
understands how to use it with 100% accuracy.

o
oo
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Give two reasons why it is impoftait to gather data when implementing a
Systematic Instruction program, : : 344

a. Helps in making decisions ¢. Communication
b. Accountability d. Required by accreditation standards

Why is it especially img@ftant 10 YAke baseline data before beginning a

Systematic Instruction program? Givg at least one reason.

Determine whether behavior really is a prcblem
Only way to find out whether prQgram works
May show you where to start iy 2 program

8§ 159
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Test Form A-Key (Con't.)

6.
6.

(oo I wall T}

Makes teaching easier
Provides an evaluation system
Allows individualization
Allows consistent training

For each of the following situations, circle the behavior principle being

illustrated.

a.

dohn has been assembling an average of 6 levers per hour. The floor
supervisor decides to let him take a break whenever he has completed

6 levers. After one week of this, John assembles an average of 11
levers per hour.

a. discriminative stimulus c. punishment

b. reinforcement d. None of the above

John has been assembling an average of 6 levers per hour. The floor
supervisor notices that he sometimes seems to daydream. Whenever she
sees him daydream, she tells him to get back to work. She sometimes

has to physically move him to get him started. After a week of this,

he averages 4 levers per hour and seems to be daydreaming more and more.

a. punishment c. reinforcement
b. extinction d. none of the above

Lennie comes to the workshop dirty. He does not wash his face or hands.
and he usually smells. The Independent Living Coordinator sets up a
contract with Lennie in which he can earn $1 each day he comes with a
clean face and hands and no body odor.

a. extinction ) c. reinforcement
b. discriminative stimulus d. none of the above

Hortense frequently leaves work to rush to the nearest adult (usually
the work supervisor) and hug or touch that person. The work supervisor
feels that she is seeking attention and affection. However, the be-
havior is unacceptable. The staff ignore her hugging by continuing
whatever they were doing. At the same time, they seek her out during
break time and talk to her. She begins to try hugging them more and
more, but after a few days, her hugging begins to decrease.

a. extinction ) C. Ppunishment
b. discriminative stimulus d. none of the above

Mac is packaging golf tees. When Dwight is supervising him, he aver-
ages 42 packages per hour. Dwight frequently checks his work and tells
him when he has worked quickly and accurately. Sometimes, however,
Dwight is involved in another area of the workshop. At those times,
Ann has to supervise the tee packaging and wood working areas. She has
little time to check tees. At those times, Mac averages 15 packages
per hour.

a. punishment ) c. reinforcement
b. d1scrimjnativerstimu1u§ d. none of the above
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Test Form B-Key

1. List the steps in Systematic Instruction.

1. a. Assess skills o
b. Use IPP process to determine goals and objectives (either "IPP" or "set
goals" is 0.K.)
c. Task analyze if appropriate
d. Choose behavior measure
e. Baseline (or, measure behavior)
f. Assess environment in which behavior is to be used
g. Establish instructional procedure
h. Implement procedure and assess effect
i. Modify plan if necessary
j. Establish maintenance or generalization program
k. Communicate results
2. What is the role of the IPP in Systematic Instruction?
2. It is the map--it sets the direction of programs

3. For each of the following short-term objectives for client, circle C if it

is Qgrrect1y'wr1tten and circle I if it is incorrectly written.

3. a. C I Orville will assemble drapery rods with all parts in the cor-
rect positions at a rate of 10 rods per hour with 95% accuracy.
Wendy will behave appropriately during breaks and lunch hours.
Given stressful situations involving interpersonal interactions
with potential employers, Doris will demonstrate a clear under-
standing of the employer-employee relationship without inap-
propriate emotional behavior. She will do so each time for one
week.
Ted will punch the time clock at, or within 5 minutes before,
his 9:00 work time, each day for one week.
e. € I In a simulated job interview situation, Rosette will demonstrate
correctly:
Greeting the interviewer
Answering questions with all necessary information
Looking at interviewer 40-75% of interview time
Making at least one statement of confidence
Asking at least one job-related statement
Thanking the interviewer
She will do so for two consecutive simulated interviews.

b. C
c. C

|t ot

oL
(]
[}

f. € I Ann will count nickels up to $1 without error for 10 consecu-
tive trials.
g. C I Given individual counseling with the counselor for six weeks,
Alan's self-esteem will greatly increase.
C I Hugh will show good personal hygiene every day.
i. C T Given a magnet with color coding and two color coded boxes, Tim

will separate magnetic from nonmagnetic wires and put them in
the correct boxes with 100% accuracy for three consecutive days.

j. € I Supervisory staff will praise E11is each time he makes his bed
for five consecutive days.

161
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Give two reasons why it is important to gather data an1mg1ng§£nt1ng a

Systematic Instruction program.

Helps in making dec151an
Accountability

Communication 7 o
Required by accreditation standards

'Dt.ﬂ U"I‘-‘M‘

Why is it especially important to take baseline data before be’Tf nning

Systematic Instruction program? Give at least one reaum.

Determine whether behavior really is a problem
Only way to find out whether program works
c May show you where to start in a program

U‘ﬂl

List two reasons for the use of Task Analysis.

a. Makes teaching easier
b. Provides an evaluation system
c. Allows individualization

d. Allows consistent training

For each of the following situations, circle the behavmrprinc1z ple being

dillustrated:

a. Don occasionally throws temper tantrums which consist of wav- ing his
arms wildly and yelling, "No, No, No" over and over. When hese does this
he is taken to the counselor, who has him spend sewral minu—-tes sitting
by himself to calm down. After he is calm, the comselor ta—1ks to him.
The counselor goes on vacation and Don throws a tamtrum. St=aff do not
know where to send him, so they make him stay at hisstation. . After
two hours of yelling, he quiets down and starts working. He  does this
two more times and he does not throw a tantrum therest of tHe week.

a. punishment c. reinforcement
b. extinction d. none of the abow

b. Fran picks up items around the workshop and puts thm in her mouth.
Any time a floor supervisor sees her do this, s/hefimly sawers "No,
Fran! Take it out!" If Fran resists, she is removwd from tHe work
area and required to wash out her mouth several timswith a mouthwash
that does not taste good. Her rate of mouthing objxts has cecreased
from an average of 12.8/hour to an average of 1.2/hur.

a. punishment c. discriminative stinujus
b. extinction d. none of the abow

¢. Erwin is be1ng taught to count money. Every time he counts t==he correct
change, he is praised and given a penny.

a. reinforcement ¢. discriminative stinulus
b. extinction d. none of the abow

d. Annie is being taught how to separate magentic wire from nonmmagnetic
wires. She uses a magnet to determine which wires we magnet—-ic. She
is supposed to put the magnetic wires in one box ani the nonmeaagnetic
wires in another. She has been working at about 70faccuracy—~. The
floor supervisor puts an orange dot on the magnet aon one box. She

11
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Test Form B-Key (Con't.)

7.

d:i

puts a blue 1ine on the table and on the other box. She shows Annie
how to put the wire on the blue 1ine and attempt to pick it up with
the magnet. If it sticks to the orange (magnet), it goes in the
orange box. If it stays on the blue (table), it goes in the blue box.
Using colors, Annie separates wires with 95% accuracy.

a. punishment c. discriminative stimulus

b. reinforcement d. none of the above

Fred gobbles his food as fast as he can. From the time he gets his
plate, he eats as quickly as possible. He hardly chews his food and
he never talks to anyone during the meal. As soon as he finishes, he
holds up his plate for seconds or attempts to take food from someone
else's plate. The staff decide to give him very small portions and

to require him to say at least one sentence of conversation before he
can get his next portion or to wait at Teast one minute fellowing the
time he finishes a portion. Now he eats each portion quickly and talks
briefly. He is saying at least 10 sentences of conversation each meal.
a. punishment c. extinction

b. reinforcement d. none of the above

12
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APPENDIX A: IOWA NEEDS SURVEY

PLEASE COMPLETE AND RETURN WITH OTHER SURVEYS, IN ENVELOPE PROVIDED, BY
SEPTEMBER 20.

Needs Assessment

The lowa Association of Rehabilitatijon Facilities (IARF),* the Iowa
Association of Private Residential Facilities for the Mentally Retarded
(IAPRFMR),* and the Iowa University Affiliated Facility (IUAF) at the University
of Iowa have collaborated in developing and jointly issuing the following
needs assessment. This has allowed us to consolidate our efforts and cut
down on the number of surveys that facilities, already inundated with information
requests, would receive. This one instrument will serve the following purposes:

IARF will use the results to update its training needs information
and to develop a coordinated package of training programs to agencies
offering vocational services.

IAPRFMR will use the results for identifying specific training
needs of their member agencies, especially in the areas of staff
development and human potential training.

The IUAF will use information from the survey results for the

preliminary planning of a statewide Training Resources Clearinghouse.

The goal of the Clearinghouse is to help Iowa's service providers

meet the in-service training needs of their staffs by acting as

a "broker" of information about available training resources.

These resources include both effective trainers with special expertise

in particular areas and training materials packages (many of which

will be available on a freée loan basis from the Clearinghouse's

library).

We appreciate and thank you for your assistance in this joint

effort.
Directions:

Each of the 5 surveys should be filled out by the person in your agency
best described by each of the following staff positions (at the top of each
survey appears the title of the staff person who would fil1 out that particular
survey corresponding to the description below)--

Administrator:

- The individual responsible for overseeing the day-to-day administration
cf the entire operation of the agency, who usually holds the title of "executive
director" or "chief executive officer."”

*IARF and IAPRFMR have consolidated and are known as the Iowa Association
of Rehabilitation and Residential Facilities.
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Program Supervisor:

An individual charged with the responsibility of running a particular
program, or programs within the agency, such as a "vocational director"
or a "supervisor of residential services." A program_supervisor could also
be a professional on the agency's staff charged with providing a specialized
service within a disciplinary area, such as physical therapy, occupational
therapy, nursing, psychology, etc.

Case Manager:

An individual designated as the person responsible for coordinating
an individual's program plan. This could be a social worker on the agency's
staff, or someone who is referred to as the "program coordinator.”

Direct Care,(anta;;)fﬂprEer or Trainer

A person working most closely with individuals served by the facility.
This would include group home workers, cottage staff, line supervisors in
vocational programs, and other direct care or contact workers.

Other_personnel:

This categaryrwguldrcover anyone not otherwise described by the preceding
job titles. Staff in this category might include maintenance staff, house-
keepers, food preparation staff and secretarial personnel.

Individuals completing each of the 5 surveys should respond to all
items within the survey, even if the subject matter doesn't pertain directly
to his or her job duties. '

To complete the survey, write one of the numbers (listed in the rating
scale below) in the space before each survey item that best represents your
agency's need for training in that area. ‘*ﬂ””""

1 = "information we need"

2 = "would be nice, but is not essential”
3 = "no need"

4 = "not applicable to our agency"

7 Please complete the survey and return it to us in the envelope provided
by September 20, 1982. Thanks.

~ NOTE: ALL ITEMS ARE TO BE RATED, REGARDLESS OF THE POSITION OF THE
PERSON COMPLETING THE SURVEY.

I. Individual Program Planning

_Organizing the interdisciplinary Behavior modification principles
team
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_Application of behavior modification

___ Interdisciplinary team process ,
principles

Cooperative staffings with
~other agencies _Efficient data collection record
. keeping methods
Current assessment instruments
Case management systems

____ Modifying assessment instru- ) 7
ments __ Involving parents
___ Method for training clients ___Involving clients
Program coordinator
Comments: __ - e -
IT. Advocacy, Rights, and Human Dignity Issues
—__Orientation to self-advocacy __Issues in sex education
_Orientation to advocacy ____Client rights
_Organizing an agency human _____Confidentiality of client records

rights committee
____ How to apply the principles of

__Organizing an agency behavior normalization
- management committee
___Guardianship and other protec-
__ldentifying age-appropriate tive services
materials

Comments: o _— - — -
III. Developmental Disabilities
_Developmental disabilities ___Developmental disabilities health
general information information
Comments: _ . N e - -




Iv.

Accreditation

Introduction to voluntary
accreditation

- Towa DSS regulations per=-

taining to accreditation

Comments: _ e o

__AC/MRDD accreditation

___CARF accreditation

V. Training for Administrators

__Managing group homes

Managing semi-independent/

~ individual apartment programs

__Organizing an agency volunteer

program

Overview of the service

—  delivery system in Iowa

ICF/MR funding for community
programs

~ Special education funds

Social Security benefits
for clients

S.F. 572 Funds

___Social Services Block Grant

"Role of count in human service

funding

Supervisory training

"Coaching" (for improved

“staff performance) super-

visory methods

~ _Effective interviewing skills

Solving employee dissatis-

faction

Improving communication

Management problem solving

"techniques

How to run meetings

Personnel record

Fiscal management

Wage and salary administration

Appraising performance

~ Development and implementation

— of training programs

Developing personnel policies

Working with the board of
directors

Insurance programs

_Affirmative action

Marketing methods

_Contract bidding

D.0.L. compliance

__Pricing

Cost estimating
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___HWriting job descriptions and __Time management techniques
setting performance standards

__Assessing managerial effective-
ness

Comments: 7ﬁ7 - - e

VI. Training for program supervisors, case managers, direct contact
and support staff
___Self-esteem training for __Issues in nutrition
‘clients ) ]
Use of modified diets
Management of aggressive
individuals __Food preparation procedures

_____CPR Training ___Safety procedures

How to teach daily living ) Filing and record keeping
skills -

7 ___ Telephone techniques
___Overview of commonly used

interviews

How to shape social behavior ) , , o
: ____Other job-seeking skills

____How to teach self-help skills

____How to teach recreation skills )
D Time studies (vocational)
_How to teach. communication
skills , Marketing

hygiene clients

Comments: _ - - _ - o -

_Vocational production design

Procedures for increased oral , Basic health maintenance for

medications _____How to prepare clients for job

VII. Human Potential Training
_____Stress Management ____ "Lifepower"

staff
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B Transactional analysis for
- staff

Comments: _ - — e

Desired Training Sites. Rank the following training sites according to
your preference. Place a "1" on the blank preceding the training site you
would most prefer, a “2" by your second preference, and so on until you
have ranked all items listed below:

77777 training at your facility

____ training provided at nearby facility (within 75 miles)

_____training provided at community colleges in your area
training provided at University of Iowa, Iowa City

é__ﬁétrainingfprnvided at Iowa State University, Ames

_____training provided in Des Moines

Desired Training Formats: Rank all the following formats as you did the
training sites above. Again, rank the statements according to your preference
for most of the training you desire:

____workshop (short lectures, problem-solving activities)

____seminar (lecture, information dissemination)
self-instructional materials

____reference books and manuals

_____other: - - . _

Check the types of equipment you have access to for use with media software
(films, tapes, etc.):

____35mm slide projector _color monitor (for videotape)

—__slide/tape deck black & white monitor (for
~ videotape)
___audio cassette

170



___3/4" U-matic video cassette
_____16mm projector playback

___overhead projector ___1/2" VHS format video cassette
N - playback
______opaque projector 7 )
) 172" Beta #1 format cassette
. 1/2" Beta #2 format video B playback
- cassette playback o )
172" Beta #3 format video cassette
- playback

Otherr _ , 7 o - _ i —

What one person is responsible for training at your facility?

“Name T ~ Phone Number _

Comments: - ] _ , , , i _ e

PLEASE RETURN THIS NEEDS ASSESSMENT IN ENVELOPE PROVIDED



Training Needs Assessment
October, 1982

Responses: IARF Administrators

Rank Subject Score

Individual Program Planning

Method for Training Clients

Efficient Data Collection Record-Keeping Methods
Program Coordinator )
Application of Behavior Modification Principles
Current Assessment Instruments

Case Management Systems

Behavior Modification Principles

Modifying Assessment Instruments
Interdisciplinary Team Process

, Organizing the Interdisciplinary Team

10 Involving Parents

11 Cooperative Staffings with Other Agencies
12  Involving Clients

-
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Advocacy, Rights and Human Dignity Issues
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Client Rights

Identifying Age-appropriate Materials

Guardianship and Other Protective Services
Orientation to Advocacy

Orientation to Self-advocacy

Organizing an Agency Behavior Management Committee
Issues in Sex Education

Confidentiality of Client Records

How to Apply.the Principle of Normalization
Organizing an Agency Human Rights Committee
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Developmental Disabilities

DD: Health Information
DD: General Information
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Accreditation

CARF Accreditation

AC/MRDD Accreditation

Introduction to Voluntary Accreditation

Iowa ‘DSS Regulations Pertaining to Accreditation
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Training for Administrators

Marketing Methods
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"Coaching" (for improved staff performance) Supervisory
Methods

Assessing Managerial Effectiveness

Organizing an Agency Volunteer Program

Cost Estimating

DOL Compliance

Time Management Techniques

Time Management Techniques

Social Services Block Grant

Pricing

S.F. 572 Funds

Management Problem-solving Techniques

Solving Employee Dissatisfaction ,
Writing Job Descriptions and Setting Performance Standards
Appraising Performance )

Fffective Interviewing Skills

~waging Group Homes

~ontract Bidding

Fiscal Management

Role of County in Human Service Funding

Social Security Benefits for Clients

Affirmative Action

Wage and Salary Administration

Managing Semi-independent Individual Apartment Programs
How to Run Minutes

Personnel Record Keeping

Developing Personnel Policies

Working with the Board of Directors

Special Education Funds

ICF/MR Funding for Community Programs

Insurance Programs ,

Overview of the Service Delivery System in Iowa

Training for Program Supervisors, Case Managers
Direct Contact Staff and Support Staff

Self-esteem Training for Clients
Management of Aggressive Individuals
How to Shape Social Behavior
Marketing

How to Teach Communication Skills

How to Teach Self-help Skills
Overview of Commonly Used Medications
How to Teach Recreation Skills
Procedures for Increased Oral Hygiene
How to Prepare Clients for Job Interviews
Other Job Seeking Skills

Vocational Production Design

Food Preparation Procedures

Telephone Techniques

Use of Modified Diets

How to Teach Daily Living Skills

Time Studies (vocational)

Safety Procedures
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18
19
20
21
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Basic Health Maintenance for Clients
Issues in Nutrition

CPR Training

Filing and Record Keeping

Stress Management

"Adventures in Attitudes"

Self-esteem Training Programs for Staff
"Lifepower"

Transactional Analysis for Staff



Appendix B: DACUM Objectives Planning Chart

General Areas of
Competencies

Skills Needed to Parform in Each General Area of (ompetence

Comunicate
Effectively

Uee & Care for
Tools & Equipment

Clean & Service
Heating Units

Nozzle Assembly

Service & Adjust
Fuel Systems

Adjust & Repair
Mechanical Systens

Service & Repair
Electrical Systens
k Controls

Use Measuring &
Testing Devices

Store & Nain-
tain Tools

Turn OfF Power
Supply Before
Servicing Unit

Shut OFF Fuel
aupply Before
Servicing Unit

Check, Adjust
Set & Replace
Thernostats

Interpret &
Fi11 in Trouble
Shaating &
Check Qub
Charts

Select & Use
Cambination,
Box, & Span-
ner Wrenches

Take Down,
Clean & Instal]
Snokepipes

Inspect &
Renlace Filter
Cartridge

Interpret
Service k
Repair Manuals
to Determine
Specific
Procedures

Select & {se
Flat, Robert-
son & Phillips
Serewdrivers

Remove Panels
k (lean Heat
Exchanger

(lean Punp
Strafner

Adjust Pulley
& Belt Tension

k ATfgment

Check &

Replace o

set Fuses &
Switches & Over-

Toad Switches

Inspect, Test
b Ajust Fan
Contrbls

Select & Use
Tube Cutters
& Flaring
Tools

Use Vacuum
(leaner

(lean, Replace
& Set Elec-
trodes

Purge 041 Line

Ingpect &
Replace Belts

Clean, Incpect
Adjust & Re-
place Stack
Relay

Identify &
Order Parts

Select bk Use  Use Nozzle
Socket Dri-  Wrench
yers

Inspect Chinney [nspect &
& Renove Block- Change Air
e Filters

Remove, Inspect, Clean, Inspect
Clean & Replace & Replace High

Nozzle Tension Leads
ldentify Types Test Pressure
L Sizes of 011 b Adjust Fuel
Lings & Fit-  Pump
tings
Remave &
Replace
Couplings

Listing of skiTls needed to perforn in each general area of conpetence is continued on the following page.

Estimate
Labor & Parts
Casts for
Repair Wark

Select & Use
Cutters &
Pliers

Lubricate
Matars &
Blower

Bearings

Ingpect &
Replace
hir Cone

Replace Fugl
Tank Gauge

Inspect;
(lean & Adjust
Humidifier

ise Graduated
Cylinder

Bi1l Cus=
tomers &
{ollect for
Service Re-
pairs & Parts

Install

Blades &
cut with
Hacksaws

Clean & In-
gpect Blower
Rssembly

Inspect,
Clean &
Adjust Nozzle
Adaptor

for Water
Content &
Drain Off

Chack High
Linit Control
with Test
Light &
Replace
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Appendix B:  DACUN Objectives Planning Chart (continued)

Genera] Areas of
Competenciag

Skills Needed to Perforn in Each General Area of Competence

Comunicate
Effectively

Use & Care For
Tools & Equipment

Clean & Service
Heating Units

Service & Overhay)
Nozzle Assenbly

Service & Adjust
Fugl Systems

Adjust & Repair
Mechanical Systems

service & Repair
Electrical Systens
& Controls

Use Measuring &
Testing Devices

Maintain Time
b Service Call,
Miteage & Ex-
pense Recards

select & Use
ATlen Wrenches

Spread Shrouds,
Collact Dust
& Clean Floors

Check & Adjust
Position of
Nozzle Assenbly

Inspect, (lean,
Replace Parts
k Adjust
Carburetors

Disconnect &
Replace Elec-
tric Motors

Use Draft Use Test Light
Gauge

Interpret
Electrical
Schematics

Use Hammers

Gement & Seal
Doors & (ther
Openings on H.K,

Inspect Com=  Diagnose Flame

bustion Chamber to Determine
Nozz1g Hal-
function

Remove, Inspect
& Replace Pump
Gears & Pumps

Check & Replace
Circulator
Mator &
Couplings

Change Rotation
of Motors for
Installation

Use Smoke
Tester

Explain & Advise Customer
Reassemble of Condition of
Customers of  Unit & eed for
Controls & Future Repairs

Safety

(ut Sheet Maintain Ve-  Dril Sheet  Use Fire
Metal Using  hicle TooT & Metal Using  Extinquisher,

Compound Snips  Parts Supply  Electric Extinguish
Orill Fires

Adjust Nozzle
Rir=Fuel
Misture

Inspect & Test Test b Replace Diagnose Sharts Test & Replace

lone Control  Cadium Cell  in Electrical  Transformers
Relay System &
Obtain Elect.
Rssistance
Use Fuel Use Stack Use Carbon
Pressure Gauges Thermometer Dioxide Tester



Appendix C: Selecting Instructional Methods

Criteria Primary Supporting
Method Method

Alternative
Method

IR S _ 2 3

Training Objectives

a!

To orient staff to policies, rules, L c
course purposes, or learning
resources.

To introduce a subject, indicate L c
its importance and present an

overview of its scope.

To give directions to staff on ) L C
procedures to use in later learning

activities.

To provide individualized assis- PI CA
tance.

o]
m

To illustrate the application of D
ules, principles, or procedures.

To provide a means of accelerating PI PE
individual trainees.

To provide advanced work for faster, PI PE
more able, or more experienced
staff.

To pravidé an alternate means of PI PE
learning for absentees.

To build required common background PI c
for in-class study of a subject.

To provide review of content or PI PE
practice of skills taught in class.

SA

CA

PI
COoM
COM
CA
COM
COM
SA

CA
SA

SA

SA

Key:

Mmoo

Lecture PI - Programmed Instruction
Conference SA ~ Study Assignment
Demonstration CA = Coaching

Practical Exercise COM - Combination Instruction
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Criteria Primary Supporting Alternative
Method Method Method

S S 6

k. To provide a pattern for later D PE D

performance and to set standards
for that practice.

1. To teach manual or manipulative PE D PE
operations including the use of PE
tools and test equipment, assem- PI
bly, disassembly, or repair of
equipment.

m. To teach principles or theories PI PE L
(why something works). ggs

n. To teach operation and functioning PI PE L

of equipment (how something works). éQM
CoM

]
m
=
=

0. To teach the execution of tactical )
movements or team skills. CoM

p. To teach use nr control of the PE D PE
voice, balance, breath, or muscles. PE

q. To stimulate staff interest and c - c
thinking through group participa-
tion.

r. To make use of staff's past experi- c SA C
ence in collecting facts and ideas
for the solution of a problem.

s. To teach safety procedures. D PE COM
CA

t. To improve reasoning and problem- C SA C
solving abilities. PI

=
=

u. To illustrate the application of [
concepts and principles. D

v. To provide for maintenance of a PE - PI
skill.

w. To review, clarify, emphasize, or L C L
summarize material. PI




Criteria Primary Supporting Alternative
Method Method Method
X. To evaluate learning. PE C -
2. Content
a. Deals mainly with concepts and PI C L
principles. L
COM
b. Deals mainly with reasoning and c SA SA
problem-solving PI
c. Deals mainly with manual or PE D PE
manipulative operations. PE
' PI
d. Requires intensive individual PE D PI
practice. PI
SA
e. Requires intensive group practice. PE D PE
f. Deals with materials which require L D L
visual or auditory illustration. PI
g. Requires control over performance PE D PI
to prevent the practice of errors. PI
h. Involves hazard to clients, staff, D PE CA
or equipment.
i. Requires absolute control over the ~iPI PE L
sequence of presentation. B PI
Jj. Demands absolute control over the PI PE PI1
form of staff response. CA
k. Lends itself to oral presentation. L D L
C CoM
PI
1. Is relatively stable. PI PE PI
L
m. Is subject to frequent and radical L D C
change. CoM
COoM




Criteria Primary Supporting Alternative

Method Method Method
I S - T 3 6
3. Staff Learners

a. Are relatively similar in terms of L D L
aptitude, ability, speed of
learning, prior training, or
experience.

b. Have wide differences in aptitude, PI PE PI
ability, speed of lﬂarning, prior COM
training, or experience. COM

€. Are mature enough and sufficiently PI PE COoM
motivated to work more or less SA
independently.

d. Have the level of reading ability PI - COM
required to deal with the instruc- SA
tional material.

e. Are relatively large in numbers. PI - L

L
CoM
f. Are relatively small in numbers. D PE COM
c -
PE -

g. Have experiences, backgrounds, or C - PE
prior training relative to the COM
content.

h. Have sufficient skill to put C - =
opinions, ideas, and experiences
into words.

i. Have been prepared for the instruc- PE = C
tion by reading, lecture, or
demonstration.

4. Instructors
a. Know material to be covered. L D
D PE COM
PE - CA
PI PE
c -
— 7 _ 168 - _ _




Criteria Primary Supporting Alternative
Method Method Method

'*’ I 2 3
- b. Have instructional backgrounds. L D - L
PE

c. Are available. L g CA

- o
Tt o
o I
m

o

o]

d. Are unavailable.

e. Polished speakers. L

o
m
e
fe)
=

f. Competent leaders of group [ - -
discussion.

g. Carefully rehearsed.

bR
-

o
™ i

h. Skilled in the use of individual PI T
techniques.
i. Have adequate time for planning. L D L
COM
D PE CoM
Jj. Able to work effectively as members COM - -
of a team.

k. Masters of a variety of methods and COM - -
techniques of teaching.

5. Facilities, quipmenﬁ!;and Materials

a. Centralized classroom is available. L COM

=
m

L]
0

b. Centralized facilities are lacking. PI PE SA




Criteria Primay Supporting Alternative
Methol  Method Method

. I S R S N

¢. Training aids are available. L D L
D PE COM
coM
d. Seating permits face-to-face c - com
communication.
e. Equipment components are large D - -
enough for all trainees to see
them clearly.
f. Equipment components are too small D - D
for all trainees to see them
clearly.

g. Expense of required models is D - COM
justified. D

h. Equipment and materials are in D PE COM
adequate supply. PE -

i. Safety precautions are adequate. D PE COM

PE = CoM

j- The training area is arranged to PE - coM
facilitate close supervision.

k. Every staff member has adequate PE - CoM
working space.

1. Furniture is moveable. C - COM

6. Time

L]

a. A large amount of material must be L D P
taught in a short period of time. L
COM
b. A minimum amount of lead time is D CoM
available for the preparation of
instruction and instructional
materials.

oors
i
m




Criteria Primary Supporting Alternative
Method Method Method
e S B
c. Lead time for the prepation o—F PI coM L
instruction and instructional D
materials is plentiful. COM
COM
d. Many staff must completetrainiemg L D L
at the same time. D PE D
PE - COM
c - COM
e. Different course completin times PI coM PI
are not critical to subseuent coM
training or assignments,
7. Other
2. Individual and coatinuouw staff PI PE PI
progress is essential. COoM
b. Active staff response jscritica. 1 PI PE PI
to Tearning. PE - L
) C
C. Active staff response jsnt L D
critical to learning. D -
d. Standardization of instruction i=s PI PE L
critical. C PI
e. Standardization of instruition i= COM - SA
not needed.
f. Mastery of a skill is critical. PE - PI
PI
g- An accurate record of resmses = s PI PE L
needed. PI PE D
h. Immediate correction of emors is= PI PE L
critical. PI PE D
PE =
i. Problems of integration with othe-r PI PE L
instructional methods aremt PI PE
critical. PE - -




Appendix D: A Selected Resource Listing of Need As=sessment
and Curriculum Development Materials

Many fine publications exist that explore in depth t—he completion of
needs assessment and the development of curriculums. This  resource Tisting
does not attempt to be all inclusive. The bibliographic rematerial for each
publication may lead the reader to further resources tha<t will assist in
the planning and development of in-service training programs .



Anderson, D!!| (1981). Evaluating curriculum proposals: A critits al guide.
NY: Wiley. — — _guide

Ancderson, M. (1949). Teaching apprentices and preparing traininog materi-
als. Chicago, IL: “American Technical Society.

Aregyris, C. (1976). Increasing leadership effectivenss. New Yefork, NY:
Wiley. - -

Asssociation for Supervision and Curriculum Development. (l976). Per=-spectives
on curriculum development, 1776-1976. Washington, 0i: Author.

Bamrtel, C. (1975) Instructional analysis and materials deve-elopment.
Chicago, IL: American Technical Society. l

Basss, B. (1966). Training in industry: The management of Jearning. Belmont,
CA: MWadsworth Pubiishing Company. ¥

Ber=ry, D. (1980). A bibliographic guide to educational research. (Second
edition). Metachen, NJ: Scarecrow Press.

Bie==nvenu, B. (1969). New priorities in training: A gide for - industry.

New York, NY: American Management Association.

Bla=ack, J. (1961). Developing competent subordinates. NeiYork, NY:  American
Managa‘nent Association.

Bor—ich, G. (1974). Evaluating educational programs and products. EEEnglewood
Cliffs, NJ: Educational Technology Publications.

Broeadwell, M. (1969). The supervisor and on-the-job training. Reading,
- MA: Add‘isnn-wes’ley PubTishing Company.

Cenmci, L. (1966). Skill training for the job. New York, Ni: Pitman PLaublishing
Corporation. -

Cenmtre for Educational Research and Innovations. (1975). Hadbook on CLzirriculum
development. Washington, DC: Organization for onomic Cooperation
and Development.

Chambotar, K. (1974). Evaluation guidelines for training programs. Lansing,
MI: Michigan Department of Civil Service.

Comoper, A. (1942). Employee training. New York, NY: McGraw-H ii11 Book
Company. "

Craaig, R. (1976). Training and development handbook: A guide - to human
resource development. New York, NY: McGraw-Hill.

Cusss hman, F. (1940) Training procedure: A discussim of the roblems
encouncered in planning, organizing, operating, and mintaining &=fficient
trairﬁn programs in industrial, business, public service organt 3 zations.
' : J. Wiley & Sons, Inc. ) S ) -
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Delta Kappa Education.

Davis, L. (1975). P]anning,7;onducting,iev31uatigg,WDﬁEShgﬁiiﬁ,manager's;
guide to staff development. Austin, TX: Learning Concejis.

Dale, E. (1972). Building a learning environment. Bloomigton, IN: Phi~

DeCarlo, C. (1966). Education in business and industry. lew York, NY:
Center for Applied Research in Education.

Denova, C. (1971). Establishing a training function: A guife for manage-
ment. Englewood CT1iffs, NJ: Educational Technology Publications.

Gall, M. (1981). Handbook for éva]uating_aggl;eiactingr;urmylgn materi-

als. Boston, MA: AlTyn and Bacon.

Galloway, C. (1976). Psychology for learning and teaChiy. New York,
NY: McGraw-Hill. ' — —— —~ea=n 1y

Gardner, J. (1981). Training interventions inrjébjski1lggye19pmént-
Reading, MA; Addison-WesTey. B '

Grabowski, S. (1981). Preparing educators of adults. San francisco, CA:
Jossey-Bass. )

ITlinois Department of Mental Health, Learning Media Instiite.  (1972).
LMI abstracts: Materials for staff development and tragnng. Decatur,
IL: The Institute. - ~

Kaufman, R. (1976). Needs assessment: What it is and how b do it. San
Diego, CA: University Consortium for Instructiona eielopment and
Technology.

Kellogg, M. (1967). Closing the performance gap: Results-Cefitred employee
development. New York, NY: American Management Associat .

oy
i
—d
—
il
=
-

J.  An_in-service training program fg[rrghabi1itatmrieﬁscnnéi-

ia
Milwaukee, WI: Jewish Vocational Service.

Kirkpatrick, D. (1976). A practical guide for selecting and traiing potential
foremen and supervisors. Milwaukee, Wi: University of Wisconsin Extension.

Langdon-Dahm, M. (1975). An affective learning system for groypfacil itators.
Centerville, OH: Learning Development Systems. T

Lord; K. (1977). The design of the industrial classroom. Reading, MA:
Addison-Wesley. T T — T

Mager, R. (1970). Analyzing erformance problems;
wanna. Belmont, CA: Fearon Publishers.

McGeehee, W. (1961). Training in business and industry. M York, NY:
Wiley. o T

183



McNeil, J. (1976). Designing curriclum: Self-instr—-uctional modules.
Boston, MA Little, Brown. ’ =

Morgan, H. (1975). Industrial training adtesting. New Yorke=, NY: McGraw-Hill
Book Company. o - i

Nadler, L. (1982). Designing trainin

s i | tre programs: The cril® cal events model.
Reading, MA: Addison-Wesley Publi )

shing Company.

Nicholls, A. (1978). Developing a curiculum: A pract—ical guide. New
York, NY: G. Allen & Unwin. -

Odiorne, G. (1975). Training by objectives. Westfield, M=A: MBO, Inc.

Ofiesh, G. (1965). Programmed instruction: A quide for management. New
York, NY American Management Assocfition. T )

Oliver, A. (1978). Maximizing minicourse: A practical gui==de to a curriculum
§J;ernative_ New York, N%

Y: Teachers (ol1lege Press, (OB@umbia University.

Otto, C. (1970). The management of training: A handt=ook for training
grjd development personnel. Reading, MA: Addison-kesiesley PubTlishing
.ompany.

Pinto, P. (1978). A study of professimal training and =«development roles
and competencies: A report. Madiso, NI: American 50c=iety for Training

Planty, E. (1948). Training employess and managers fomer production and
teamwork. New York, NY: Ronald Pres Company.

. Posner, G. (1978). Course design: A gide to curriculumesn development for
teachers. New York, NY: Longman. '

Rose, H. (1964). The development and supervision of trraining programs.

Chicago, IL: American Technical Society.

Rosenberger, H. (1956). How to organizeand administer an - employee trainin
orogram: A manual for executives. Wishington, DC: Sot¢ 53 ety for Personne
Administration.

Saint, A. (1974). Learning at work: Human resources ar—d organizational
de 3 -

velopment. Chicago, IL: Nelson=fill Company.

Sauer, S. (1981). Planning in-house training: A perSsonal system with
an organizational perspective. Austin, TX: Learning Cssoncepts.

Stokes, P. (1966). Total job training: A manual for the working manager.
New York, NY: American Management Asociation.

Stradley, W. (1975). Administrator's guide to an individua ~1ized performance

results curriculum. MNew York, Nt Center for App lied Research in
Education.
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Stroh, T. (1969). The uses of video tape in training and dezvelopment.
New York, NY: American Management Association. ]

Suessmuth, P. (1978). Ideas for training managers and spervisor-s: Useful

suggestions, activities. LaJolla, CA: Unjversity Associates —

ing the training officer - London,

Taylor, N. (1976). Selecting and train
Institute of Personnel Management.

Tracey, W. (1968). Evaluating training and development systems. New York,
NY: American Management Association. ) )

Tracey, W. (1981). Human resource development standards: A self- evaluation
manual for HRD managers. New York, NY: AMACOM. | — '

ical factors in adult learningand ins truction.

Verner, C. (1971).
Washington, DC:

Psycholo
Adult

-ducation Research.

for results: A systems approachto the development

Warren, M. (1979). Training

ny i WesTey Publishing Company.

of human resources. Reading, MA: Addison-Wes]

Wexley, K. (1981). Developing and training human resources in organiza-
tions. Glenview, IL: Scott, Foresman. ' - o

Wolfbein, S. (1967). Education and training for full employment. New
York, NY: Columbia University Press. o )

Zemke, R. (1982). Figuring things out: A trainer's gide to meeds _and
task analysis. Reading, MA: Addison-Wesley. T )

Zenger, W. (1973). Writing and evaluating curriculum gides. Belmont,
CA: Fearon Publishers. B o -
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Appendix E: Forms Used for In-service Training at Area Residential
Care, Inc., Dubuque, Iowa
T0:
FROM: Gary Gansemer and Karen Lange
DATE:
RE: In-service Training
The following staff are scheduled for in-service on:

DATE:

TIME: _ —

)

LACE: _

TOPIC: N

Please inform us of any staff not able to attend in-service.

191




TOPIC:

INSTRUCTOR: X —

Quality : High

Importance to You in 5 4
Your Job

What did you 1like about the session?

What can be improved? i R

192



TG;V
FROM: Gary Gansemer
DATE:

RE: In-service Training
You are scheduled for in-service training:

DATE : 5 -

TIME: _ o _—

PLACE: - o

TOPIC: _ - , - .

Your attendance is manditory unless your department director grants an exemptin
prior to the session.

cc: Department Director




TO: Gary Gansmer
FROM:
DATE:

(empoyee)

listed below.

Seizure Disorders
Intro to Mental Retardation

Intro to Behavior Techniques

has completed the s elf-instructed courses

Posttest
(Score)

Pretest

, , Tes=ted Out
(Score)

(W es/No)

~ Program Supe=rvisor or Director

194



AREA RESIDENTIAL CARE
Attendance Record

NAME: _ _ DEPT: _ AD:

ToPICS N/A DATE AUTHORIZE0 31:

Job Orientation . , _ -

Intro to Mental Retardation , . . ] , -

History & Philosophy of ARC

Parents Perspective - , _ —

Music Therapy - _ - ~

‘Speech & Hearing Disorders - , ] —_— _
Sexuality of the D.D. . — - N
Behavior Modification L R
Client Rights - - e
Abuse & Neglect _ —

Safety Procedures , _ o

Physical Disabilities &
Related Procedures 7 _ ) L

Medical Problems & Procedures L _ -

Medications , - L _

Nutrition _ _ ] ~ —

Individual Program Planning o

Mandt Training

Multi-Media First Aid _ , -

CEPiR!

Vitals ' ,T - ":, i ,77 :7 :
Bathing . _ | -

Housekeeping _ - i -

Food Preparation

Communication - . - _ — 7
Superv151cn of Daily Living . B _ -
Recreation and Leisure . —




Module
Module
Module
Module
Module
Module
Module
Module
Module
Module
Module

LT S -V R S

L] el ~

Appendix F: In-Service Training Curriculum Used at
Area Residential Care, Inc., Dubuque, Iowa

AREA RESIDENTIAL CARE
RESIDENT ATTENDANT COURSE

Qutline

Communication and Interpersonal Skills

Working Environment

" Human Needs

Medical Problems and Related Procedures
Disabilities and Related Procedures
Nutrition and Food Preparation

Individual Program Planning

Behavior Patterns

Client Rights/Abuse Neglect

Recreation, Leisure and Community Resources

Total Hours

Hours

20.25
3.75

13.75
1275
2.5




¥For all staff

MODILE NOMBER: 1

mm$wmﬁmmﬁﬁmwmmm@wuﬁmmmmmm_

' ESOENT-AL CARE RESTOENT ATTENDANT COURSE

e

TITLE: __Job Orientation and Qverview of Hental Retardation

0BJECTIVE NS 7RI TR

[ —— i i e PRS-

NETHODS AND MATERIALS — TOE

CONTENT OUTLINE

jm History & Philosaphy of ARG 6:vy Harser

- =To be familiar with the
- history & philosphy of
Area Residential Care.

B, Mental Retardation

| Self-taught
Introduction*

[. History Lecture
[I. Philosphy--Normalization  Handouts
111, Agency T.0.
IV, Accreditation

» I MR/DD
dretest
Developmental Disabilities Programmed Text
Overview of Mental No handouts

Retardation
Historical Summary
Levels of Mental
Retardation
Causes of Retardation
Characteristics of
Retarded Persons
Social Competence
Learning Disabilities
Affective Traits
The Normalization Principle
The Developmental Mode
Post Test

Pre/Post Test

II. Mental I11ness

1 1/2 hours ‘° 

1 1/2 hours =




AREA RESIDENTIAL CHR__ESIOENT ATTENDANT COURSE

MODULE NUMBER: _ 1 TITLE __Job Orientation and Qverview of hatil Retaardation
GOAL: __For staff to becone faniliar with Aatnw and Residential Department
0BJECTIVE INSTRUCTOR CONTENT OUTLINE METHODS AD WATERIMLS  TIEME E
€. Job Orientationt
~ -To complete orfentation to Progran Super-  Polyl BProcedures Manuals Lecture/Damstrator/ 4 housvs
- the job before having visor Job Digr=iptions Reading
- direct care responsibili- ACHRY, 0SS and Board of Health
ties | ReflitFons Handouts
' (VietrTdes
EmP]  Handbook L
D. ‘Par’énts Perspective* Ray Schmeichel I, BN of a Retarded Child  Lecture Lhovmr
i How It Affects the o
\»-Ta becnme familiar with the re=nts with Resulting Handouts
experiences and views of TLamas
~ parents of the develop- |, Disbelief
mentaﬂy chsab’led L Anger

L, Self Incrimination
I Wlz=tionships with Other
Wlamtives and How it
iffe=cts Them and Parents
110+ llamtionships with Other
H0EE ings
IV, yowing Stress & Created

bee Tems in Family |

Vv lie=tions of Neighbors &

ha=nds.

Vo lae=tion of Siblings as
Tiey= Grow and Develop
b oRarly Age
'+ Growing Years
C. Admescience ‘j




AREA RESIITIAL CARE RESIOENT ATTENOANT COURSE

©WODULE NOMBER: 1 TIILE: . _Jab Orientation and Overview of Menta] Retardation

GOAL:_For staff to becane fanillv with Agency~ and Residential Department

- OBJECTIVE INSTRUCTO CONTENT QUTLINE METHODS AND MATERIALS  TIME

Dy Why Some Siblings
Never Accept & Adjust
To the Retarded Child
VII. Scheool Years & Problens
VIII. Consstant Impending Fears of
Pareents Regarding Their
Retaarded Child
A Sexual Attacks
B Adolescent Development
(+ Possible Marriage
IX: Futumre |
A. - Providing for Retarded
Child After Parents
are Deceased
B, Guardianship
(¢~ Keep Retarded Child
Active and Involved
Y. Role= of Clerics
X1, Relasztionship with Care
Prov=1iders
K1, Labe=1s and Devastating
Effe=cts to Retarded Child
Restes Tting from Labels
X1, Ther=e is Hope & Happiness
A. TRedefining Relation-
~ship with Normal
=Siblings & Retarded
EPerson with Other S
=SibTings During Adult- oy




MR NheER: 2

AREA RESTENTIAL CARE RESIOEN JEOANT CORSE

TITLE:

- COufition & and identify
bypéy f Comttynication

L Ques anmg
s VErb] Skﬂ]s/

Ge;tura] Skﬂ]s
Writhg Skills
5. Prewmtation Skills
D. Receiverlkills
1o Listing Skills
:
t
ick

o oD
- ™

h

2. (omhension and

Retution

3. Feenic

E. Problemhalysis
Techniow

e
i
n
ick

n
185
1. Braistorming
2. Invaligation of
Problims
Fi SPEC 1GrDUDS
1. Admifstration
v Peen
3. Profis
SEFI
Pl
I
I

fona]
| Staff
5, Publ

fi
fit
i
[
6. CH

/Res denf

_Comuriation and Interpersoe nal Skills

R

MLy ___To provide staff with knowledge and practice intmunication and 1nserpersonalfspjl )
W ——— e i =
RECTTTVE INSTRUCTOR CONTENTOTLINE NETHGODS AND MATERIALS  TINE
A A e — - " - -
',f;_A,;Ct;munlcation Mekills Dan Emmert 1. Communicatiu Lectaure 2 hours
| Mary Drees A, Generallefinition Handeouts
X0 G effEd-ctive B. TypEs



AREA RESIDENTIAL CARE RESIDENT ATTENDANT COURSE

MODULE NOMBER: 2 TITLE: _ Communication and Interpersonal Skills

G0AL: _To provide staff with knowledge and practice in comunication and interpersonal skills

0BJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERTALS

TIME

6. Basic Interview
Techniques

H. Telephone Communica-
tion

!



WODULE NOBER: 3

BREA RESIDENTLAL CARE RESIDENT ATTENDANT COURSE

TITLE: - Working Environment

GOAL: _To provide staff with infornation to handle emergency situations

0BJECTIVE

INSTRUCTOR

CONTENT OUTLINE

METHODS AND MATERIALS

A, Safety Procedurest

-To Tearn fire safety and
energency evacuation pro-

ments, and qroup homes.

20

Nancy Huttig
Cathy Chambers

[ Safety

A. Fire Prevention

1

Elements of Fire
a. Fuel

b, Oxygen

C. Heat

. Causes & Prevention

a. Smoking

b Electrical

¢, Spontaneous

d. Rubbish

e. (ooking

Fire Emergencies

and Drills

3. Agency Policies

b. Reporting

¢. Drill and
Evacuation Pro-

- cedures

d. Use of Fire
Extinguishers

Sources of Infor-

mation

3. Fire Drills

b, Learn Not to
Burn

¢. Fire Depart-
ment

B. Disasters

L,
2,

Definition
Plan

Lecture/Discussion

2 1/2 hours

ALk



MODULE NUMBER: 3

IREA RESTOETIAL CARE RESIOENT ATTEIONI (OURSE

TILE:

Horking Enviromnent

GMLEwM@mﬁmﬁmmmmmmmmmwﬂmmﬁ

OBJECTIVE

INSTRUCTOR

CONTENT QUTLINE METHODS AND MATERIALS TINE
C. Environmental
Accidents
B. Housekeeping Techniques Roger Conry 1T Aseptic Techniques Lecture 1 1/2 hours
A. Definition Handuuts

-To be familiar with basic
housekeeping techniques
for safety and sanita-
tion purposes.

8,
Ci

D.

Transfer of Bacteria
Prevention

1. Handwashing

2. Antiseptic
Housekeeping

Agency Pelicy and Procedures on;

Ai

Bi
Ci

Soiled and contaminated
tlothing

Infection contro]
Washing & hand11ing

of dishes

Laundry procedures
General cleaning
requirements

.+ Specific cleaning

Requirements

210



AREA RESTOENTIAL CARE RESIDENT ATTENDANT COURSE

WODULE NOFBER: 4 TOLE:  Human Needs

GOAL: _To explore basic human needs

OBJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS  TIME

A Supervision of Daily Living Emmy Miller, RN 1. Observation 4 hours
A, Signs & Symptoms
-To assure the client's 1. Objective
pysical needs are met 2. Subjective
3. General Signs of
[11ness

B. Reportable Symptoms  Handout
1. Definitions and
Discussions

I, Human Needs
A Food Intake (fluid
intake)
B. Sleep, Rest, Exercise
1. Control of
Environment
2. Safety
C. Prevention of Infection
& Comunicable
Condition
1, Handwashing
2. (Cross Contamination
3. Infection Control
Policy

Direct Care:
Daily Observations
Log Recording
1] Reparting to Nursing
' 11T, Daily Hygiene Measures
A, Oral Hygiene _
L -Brushing (teeth, 212

ljllj}:‘ tongue)




AREA RESIDENTIAL CARE RESIDENT ATTENDANT COURSE
MODULE NUMBER: 4 TITLE: __Human Needs

e

GOAL:_To explore basic human needs

OBJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS

TINE

+ Flossing
Hyperplasia
Bone Destruction
Demonstration
Return Demonstra.
tion
B. Skin Care
1o Tub/Shower/Daily
Required (minimum)
2. Care of the Eyes
3. Care of the Ears
4. Dry Skin (clean,
dry, moisturize)
5 Qily Skin (clean,
dry powder)
6. Deodorant
C. Hair Care
D. Genital Hygiene
(perineal care)
1, Male
2. Female
3. Procedures
E. Foot Care
1, Problems (dry,
corns, callouses,
919 ~ athletes foot)
Wit - 2. Prevention/
Traatment
3, -Proper Foot Mear
Fo Nail Care
1. Toes, Fingers

- -

e14



AREA RESTOENTIAL CARE RESIOENT ATTENDANT COURSE

WODULE NUWBER: 4 TITLE: __ Human Needs

GOAL: _To explore basic human needs _ ) )
0BJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERTALS

2. Procedures on clip-

ping

3. Hygiene & Safety
6. Menstrual Cycles

1. Hygiene

2. Monitor (proper

use of products)

3. Collect Data (dates,

~ length, flow)

4. Report to Nursing
(data plus prob-
Tens)

5. Dysmenorrhea
IV Elimination Needs
A, Bowe]
1. Diet
2v Fluid (Ho0) Intake
3. Exercise
& Privacy
5. What's a NORMAL
pattern?
6. Know your client's
individual normal
- pattern
I, Associated behay-
fors
8. Chemical use -
diarrhea
o constipation
210 9, Collect Data -
10, Report to Nursing 218




JREA RESIDENTIAL CARE RESIDENT ATTENDANT COURSE

MODULE NUMBER: 4 TITLE: _ Human Needs

G0AL: _To explare basic human needs

0BJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS ~ TIME

B. Bladder
1. Incontinence
(Behavior vs.
Pathophysiology)
2. Fluid (Ho0, Intake
Strong Urine Odor
4. Signs & Symptoms
of Possible
Infection
5. Collecting speci-
mens

B. Bathing Demonstration Emmy Miller, RN 1. Bathing 3/4 hour
A, Purpose
-To understand bathing B, Types of Baths
techniques C. Demonstration of
Complete Bed Bath
L. Equipment (soap,
towels, powder,
lotion)
2, Environment
3. Comfort
4, Socialization
5,

No return demo

C. Vital Signs Emmy Miller RN 1. Temperature Lecture 2 hours
1L, Pulse Demonstration

-To demonstrate the ability 1[I Blood Pressure Discussion
‘o asure vital signs ;
ERIC 218




AREA RESIOENTIAL CARE RESIDENT ATTEADANT COURSE

HODULE NUMBER: 4 TITLE: _ Human Needs

P ———

GOAL: _To explore basic human needs

0BJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS  TIME

D. Sexuality of D.0.* Gary Gansemer I, Introduction Lecture/Handouts/ 2 1/4 hours
Emmy Miller, RN A. Definition-Group Input Exercises
=To learn to be sensitive B. Rumors=Telephone Game
to and deal with the I, Film
sexuality needs of the MR HI. Agency Policy and Proce-
dures
IV, Case Study=Group Exercise
V. Characteristics of the Sex
Educator
VI, Resources

213
22




AREA RESIDENTIAL CARE RESIDENT ATTENDANT COURSE

MODULE NUMBER: 5 TITLE: _ Medical Problens and Related Procedures

G0AL: _To increase the skills to adequately meet a clients medical problem

INSTRUCTOR CONTENT QUTLINE TIME

HETHODS AND MATERIALS

0BJECTIVE

3/4 hours

Lecture
Handouts

Functions ,

Appointments (dental,

physical, health con-

cerns, injuries)

B. Administration of
Medications

C. Monitor Seizures/
Blood Levels

D. Health Consultant to
Staff Regarding
Clients (RN, LPN)

E. Health Record Keeping
(heiqht/weight, ADL,
Menses, T.T., etc.)

F. IPP's

G. Group Home Visits

H, Spacial Diets -
Nutritional Concerns

I. Nursing Policy/
Procedure Handbook

J. Notifying Physicians

A, MNursing Policies & Proce-  Emmy Miller, RN L.
dupes* A,

B. Medical Problems*

-To understand how to deal
with client medical
problems

Emmy Miller, RN

¥
I

. Workmen's Comp Policy

Seizures (Epilepsy)
A, Definition
B. Types
1. Grand ma]
2. Petit mal
3. Psychomotor
4, Jacksonion
C. Aura

Handout

Lecture 2 1/4 hours

Handouts

4 f



AREA RESIDENTIAL CARE RESIDENT ATTENOMT COLRSE

MODULE NUWBER: __ 5 TTLE:__Medical Problens and Related Pros cedures

GOAL: _To increase the skills to adequately meet a Clients nedical problen

0BJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS  AND MATERIALS  TIME

0. Causes
E. Care of the (lient
During Seizure
(P.ORK.) *Reporting
(recording)
F. Care of the Client
After Seizure
1, Post-ichthal state
6. Anti-convulsive Drug
Therapy
L. Side Effects/Toxic
Signs (Handout )
2. Indications for
Direct Care Staff
3. Indication for
Nursing
Ho Glossary
[1, Downs Syndrome
A, Characteristirs
Lo SimiTarities
2o Uniqueness
B, Atlanto-axil Dislo-
cation
C. Skin Problems
D. Ear Problens
I11. Diabetes
A. Pancrease-Insulin
B. Managenent
1. Diet
B 2. Oral Medications
293 3, Insulin Injections

Lo 204




MODULE NUMBER: 5

AREA RESIOENTIAL CARE RESIGENT ATTENDANT COURSE

TITLE: _ Medical Problens and Related Procedures

GOAL: _To_increase the skills to adequately meet a clients medical problen

OBJECTIVE

CONTENT OUTLINE METHODS AND MATERIALS

TIKE

(=. Multimedia First Aide

-To become certified by
Red Cross in Basic First
Aide

MRC Staff

Multimedia Basic First Aide
I, Introduction

Lacéfétians
Injury to Eyes

1
C. Injury to Head
Di
E.

A

Injury to Back
Vomiting/Diarrhea
1. Policy for client
illnesses requiring
- nursing management
F. Choking - Heimleich
L. Film
2+ Practice
G, Procedure for Client
Emergencies Between
10:00 pm - 7:00 am

cise/Practice

[I. Respiratory Emergencies
[II. Direct Pressure, Elevation
IV, Poisoning
V. Burns
V1. Bandaging
VIT. Head Injuries, Internal &

Gunshot Wounds
Injuries to the Eye
Infection, Tetanus &
Bites

Splints

Fractures
Fainting/Epilepsy
Escaping from Fire

b

Lecture/Reading/Exer-  § hours



MODULE NUMBER: &

e —

AREA RESTOENTIAL CARE RESIDENT ATTENDANT COURSE

TITLE:

Medical Problems and Related Procedures

EMB_TumwﬁﬂtMshﬂsmaﬁ@ﬂﬂymaacﬁaﬁmﬁkﬂpmﬂm ,

0BJECTIVE

INSTRUCTOR

CONTENT QUTLINE METHODS AND MATERIALS — TIME

0. CPR
=T0 become certifiad
through the American
Heart Association in (PR

E. Medications

-To be familiar with
medications used in
therapy for physical
& psychological symtoms

221

ARC STAFF

Pegay Walz,
LPN

+ Use of Drugs

+ Electrical Energencies
. Exposure to Radiation
. Emergency Rescues

8 hours

» CPR Basic

+ Risk Factor

.+ Early Warnings

+ Handling an Emergency
+ The Unconscious Victin

Critical Timing

- Legal Considerations
+ (PR Action Diagran

The ABC's of (PR
Breathing

. Circulation

Two Person Rescue
Conscious with Afrway
Obstruction

. Infants and Children
« Enrichment

Lecture
Handouts

7 L hour
A, Replacenent Therapy
B. Alleviate Symptoms
C. Diagnosis

0. Cure

+ Health Personnel Involved

A, Physician

B. Pharmacist

C. Licensed Nurse

0. Certified Med Aide



HODULE WOMBER: __ 5 TITLE: _ Medical Problems and Related ancgdgtgs

GOAL: _To increase the skills to adequately meet a clients medical problem

0BJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS ~ TIME

[, Rules & Regulations
A, Storage
B. Adninistration of Drugs
IV, Special Considerations
for C1ients on Drug
Therapy
A, Types of Drugs
1. Behavioral
2, Antibiotic
3. Cathartics
B. Therapeutic Reaction
C. Side Effects
V. Observations
A, Know Your Clients
1, General Appearance
2. [Behaviors
B. Be Aware of Their
Medications
C. Report




AREASTOENTIAL CARE _RESIDENT ATTENOAT COMRSE

HODULE HUMBER: 6 MILE: _ Disabilities and Retarded Procedurs

GOAL: To be awareﬁofﬁc]ient_diﬁﬁ1itigs and_mezﬁihadsrof treatment

OBJECTIVE INSTRUTR CONTENT OUTLINE METHODS MO MTERIALS — TIME

B T

A Physical Disabilities and  Amne Start, [, Dez=scription of 0.1 Lecture 1 3/4 hoters
Related Treatment Pro- m Ao Identification as part Demonstratin
cedures* of ARC

B Functional Use of Every- Handouts
-To be aware of the most day Activities
common physical disabil- I 0. T. Services
ities A Methods & Test Used in
Client Assessment
B Treatment Modalities
1. Maptive Devices
g, Self (are
b. Feeding
¢. Jplinting.
Braces
d. Positioning-
Transfer
e, Anbulation
2 Exercises
4. Range of Motion
b, Upper Extrenity
Strengthening
¢, Cardio-vascular
| Prograns
3. Perceptual-Motor &
Cevelopmental
Disabilities
a, Visual discrimi-
nation
b, Gross & Fine o
231. Motor Coordi- 232
Q nation




MEA RESIDETIAL CAIE RESTENT ATTEMANT CORS

MODULE NUMBER: 6 TILE: __Disabilities and Retarded Procedures

GOAL: _To be aware of client disabilities and methods of treatment

OBJECTIVE INSTRUCTOR CONTENT OUTLINE METHODS AND MATERIALS  TIME

¢, Tactile-
defensive
d. Sensory Losses
i Blind
ii. Deaf
I, Procedures for Client
Referral to 0T
V. Clients' Physical Disabil-
ities
A, Cerebral Palsy
B. Scoliosis
C. Syndromes Associated
with Mental Retardation
D. Disedses Affecting
Neuro-muscular
Functioning
V. Staff Experiencing Use of
Adaptive Devices, Equip
ment, Assessment Tools,
Using Proper Techniques-
Body Mechanics, etc.

B. Speech & Hearing Disorders  Karen Ricketts, [. Ganeral Overview Lecture 1 hour
M.S. A Full-Time Therapist  Demonstration
=10 understand common and Part-Time Aide
hearing & speech disorders B. Evaluation, Consulta-  Handouts
i their treatment | tion, Direct Therapy
approaches I, Speech vs. Language = Kho
Fits Where & Why
11, Speech Programs
013 A, Articulation Factors
:’l;l{lig« 1, Downs Syndrome ;3234




AREA RESIDENTIAL CARE RESIDENT ATTENDANT COURSE

MODULE NOMBER: 6 TITLE: _Disabilities and Retarded Procedures

GOAL: _To be aware of client disabilities and methods of treatnent

0BJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS — TIME

2. General Structural
Anomalies
3. Hearing
IV, Language "Verbal and Non-
Verbal"
A, Receptive Language-
Define
1. Attending
2. Matching Itens,
Pointing to
Pictures on Command
3. Object Labeling &
Recognition
4, Following Commands &
Cocepts Reasoning -
Talk About Autism
Characteristics
5. Menory Constraints
6. Yes/No Responses
B Expressive Language
Verbal & Non-Verba]
1. Yes/No Response
2. Simple Vocabulary
"Content Words"
3, Singing
4, Phrases & Sentences
V. Deafness & Hearing Loss
A Definition & Causes
235 B. Types of Loss and 296

Treatment




AREA RESIDENTIAL CARE RESIDENT ATTENDANT COURSE

MODULE NUMBER: 6 TLE: __ Disabilities and Retarded Procedures

GOAL: _To be aware of ;]jép% disabilities and methods of treatment

0BJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS  TIME

1, Conductive
2, Sensori=neyral
3. Mixed
C. Comunicative Recon
mendations “Dealing
with Hard of Hearing"
VI. Manual Communication
"Total Communication"

A System for Deaf People
B. System Used by Client
with Little or No
Language or Who are

Unintelligent
C. Basic Rulas
1. Staff Sign to
Clients and Expect
Clients to Sign
Back
3. Learn by Exan-
ple
b. Need to Associ-
ate word with
sign
2, Sign & Speak
a. Gives Client
More Input
- Visual and
Auditory ey
097 b, Sign Concrete 038
M Hords
3. Client Variations




ARER RESTOENTIAL CARE RESIDENT ATTENDANT COURSE

* MODULE NUMBER: 6 TITLE: - Disabilities and Retarded Procedures

e .

GOAL: _To be aware of client disabilities and nethods of treatnent

0BJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS

TIME

3. Physical Limi-
tations

b. Memory Span

C. Level of promp-
ting, "GA, GP,
VP, 1"

4, Denonstration of
Signs

C. Music Therapy* Eileen Frey, I, General Information
RMT A Definition of Music
-T0 understand role of B. History of Profession
music therapy in client C. Why Music as a Thera-
treatment peutic Tool
[I. Music Therapy at ARC
A, Duties of Music
Therapist at ARC
B. Major Areas of Need
Covered by the Music
Therapist
C. Review Music Therapy
Program Priorities
D. Review Guidelines for
Referral to Music
Therapy
[1I, Relaxation
A Basic Discussion on
Stress
B. Programs Used by Music

Therapist at ARC 2 4 0

39 C. Review Relaxation
ERIC 23 - Checksheet

1 hour



AREA RESIDENTIAL CARE RESIOENT ATTENDANT COURSE

MODULE NUMBER: _ 6 TITLE: _ Disabilities and Retarded Procedures

G0AL: _To be aware of c11ent disabilities and methods of treatment

0BJECTIVE INSTRUCTOR CONTENT OUTLINE METHODS AND MATERTALS ~ TIME

D. Review Guidelines for
Referral to Relaxa-
tion Therapy

E. Experience a Short
Progressive Relaxation
Progra

IV, Group Music Therapy

A. Review Group Session
Goals & Objectives

B. Experience Some Group
Music Therapy Activity

C. Discuss Non-musical
Needs Worked on Through
the Music Therapy
Activities

242




' MODULE NUMBER: 7

AREA RESTDENTIAL CARE RESIDENT ATTENOANT CORSE

e —

TITLE: - __ Mutrition and Food Preparation

EMUATnmﬁgﬁmbﬁﬁpﬁmmhgﬁnﬁﬁﬁmaMfmdw@yﬂmq

0BJECTIVE

INSTRUCTOR

CONTENT QUTLINE METHODS AND MATERIALS

TIME

A, Nutrition*

B. Food Preparation

r

-To understand basic infor-
mation as it relates to
clients

-To understand proper food
preparation procedures

IRIC gy

Sally Voels,
Dietitian

Verna Cardy,
(A

I Introduction to Nutrition  Lecture

Ii

A. Pre-Test Pre & Post Test
B. Basic Four Food Groups
and Amounts Needed

1. Meat/Meat Products
2. Milk/Dairy Products
3. Fruits/Vegetables
4, Breads/Cereals
C. Key Nutrients for Each
Food Group
0. Food-Medication Inter-
action
1. Primary Medications
Used
2. Possible Side
Effect
E. Modified Diets
1. Enphasis on Calorie
Restricted Diets
2. Altered Food
Consistencies
F. Dietary Intervention
With Bowel Elimination
G. Hydration
He Questions
I, Post-Test

Licensure Regulations Lecture
A. Food Supplies
1. General
a. Contamination
b, Labeling

1 hour

1 hour



JREA RESIOENTIAL CARE RESIDENT ATTENDANT CORSE

MODULE NUMBER: 7 TITLE: __Nutrition and Food Preparation

GOAL: _To understand basic principles of nutrition and food preparation

0BJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS  TIME

2. Special Require-
ments
3. Fluid Milk
b, Pasturized Milk
¢, Fish
d. Eqgs
B. Food Protection
1. General
Z, Emergency
(. Food Storage
1, General
3. Type
b. Containers
¢. Conditions
d. Packaging
e, [dentifying
. Refrigerated
Storage
Hot Storage
aad Preparat ion
General
Fruits & Vegetables
Hazardous Food
bry Milk
Eggs
Reheating
Non Dairy Products .
Thernometers 48
0, Thawing |
E. Food Service
1, Hazardous Food
9~ 2, Nilk

gt |

- e




AGRARIDENTIAL CAE RESLEDENT ATTENOMN RSt

e

MOTLE NUMBER: 7 Tﬁﬁ:“}@gﬁﬁmn@liwmmﬁthnm

B0 _To_understand basi , [prin dles of nutrition andl food preparati

Rt o, e o ——— e e, e ——

IBECTIVE L NSTMIMR COMTENT QUTLINE METHOS AND MATERIALS

TINE

Nondairy
Condiments
Ice
Reservice
. Tableware

™ - e =

247




AREA RESIDENTIAL CARE RESTOENT ATTENDANT COURSE

NODULE NUMBER: &

A, Goals
B. Objectives
C. Strategies

0. Data Collection

TITLE:__ Individual Progran Planning o
GOAL: __To learn how to develop an Indiyiﬁya}_ﬁrggramﬁ?]an
0BJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS ~ TINE
A, IPP Training* Gary Gansemer,  [. Individual Program Plan  Lecture 8 hours
| MSH A. Overview of IPP Videotapes
-To be able to write an IPP  Jane Dubert B. Team Process
and participate effec- Ann Wojdyla 11 Explanation of ARC Handouts
tively in meetings Systen
111, Components Exercises




ARER RESTOENTIAL CARE REN T ATTENDANT COUERSE
o MODULE NUWBER: 9 TMIE: _ Baior Pattens

B0AL: _To increase skiTls in successful handling s werstanding of (Tient behavior patterns

i em————— e - e e i i i m——

0BJECTIVE INSTRUCTOR CANMIT QUTLINE METHODS AND MATERIALS ~ TIME

S i W —— S

A. Behavior Modification® Ann Yojdyla I, Maslogthierarchy of Nesads Lecture 5 3/4 hours
| A Pepinlogical
=To understand basic B, Sty
behavior modification (. Beligingness & Loye
principles & their e
application at ARC Dv Selisteen Needs
E. Selctualization
Nets
F. Hothis Hierarchy Fis ts
irihbehavior Modifi—
Catin
11, Overviiof Behavioral
Approgn
A Whis Behaviorism
Abit
B, Whjkogra
(« Boliloral ABC's
D« Deflilng Behavior
E+ Astising Adaptive
Behilor
111, Measury Behavior
A Meiiring Behavior
B Tymof Data
( Ho¥ly Graph Behavior
1 hre Bt test given to
smatl gups at this time .
Large qup will then
reviey li answers,
IV, Goal Seling/Increasing
Behavi

251 A Goilletting | 252




Ji RESIDENT A, CARE RESE DEAT ATTERDANT COURSE

MODULE NUMBER: __ 1§ TIME: __Behvior Patterns ]

GOAL: _To increase skills inticcessful Fandling and understanding of client behavior patterns

0BJECTIVE IIRUCTOR (ONTENT OUTLINE METHODS AND MATERIALS ~ TIME

B, Incressing Behavior
(+ Type of Reinforcenent
D. How to Effecti vely
Incresse Behav jor
E. Schedile of Reinforce-
ment
I hr. Post test gi ven to
small group at this
time. Large group will
review the answers
I. Discussion Behavior
A What is a Puni sher
B, How to Decrease
Bahavior Effectively
(. Waysto Decrease
Behavior
D, Behavior Manag ement
b 7delines
VI, Teaching New Behav jors
A Wy Teach New
Bahaviors
B. Task Analysis
(. Techniques for Teach-
ing New Skills
D, Sk11 Generali zation
1 hr. Post test given to
Ve ! small groups, large qroup
233 ¥ill then review the 254
nswers, o
VI, Developing and Imp T ementing
o Programs




AREA RESIDENTIAL CARE RESIOENT ATTENDANT COURSE

MODULE NUMBER: ¢

e ———

<o, GOAL: _To increase skills in successful handling and understanding of client behavior patterns

TITLE:

_DBehavior Patterns

OBJECTIVE INSTRUCTOR

CONTENT OUTLINE METHODS AND MATERIALS

TIME

B.

E

Q
~ERIC

MANDT Training* Dan Emmert
<To be faniliar with the

055

I,

Dl
E,

F.

Selecting Behaviors
to Change or Teach
Steps in Developing
Behavior Change Pro-
grams

+ Steps in Teaching a

New Skill

Your Relationship with
the "Learnar"
Consistency in Progran-
ming

Progran Evaluation

1 hr, Post test given to
small group and-the
answers reviewed by the
large group

. Behavior Modification

Policy & Procedures at

ARC
A
B
(s
D.

E.
F.

Introduction
Al
B.

Agency Hierarchy
Behavior Management
Committee

Human Rights
Conmittee
Isolation Time Out
Mechanical Restraint
Definition of
Hierarchy

Graded System
Stance Training &

Practice Handouts

Lecture/Demonstration/ 8 hours

256



AREA RESTOENTIAL CARE RESIOENT ATTENDANT COURSE

MODULE NUMBER: _ 9

G0AL: _To increase skills in successful handling and understanding of client behavior patterns

TITLE: __ Behavior Patterns o

0BJECTIVE INSTRUCTOR

CONTENT QUTLINE

METHODS AND MATERIALS ~ TIME

MANDT system to reduce
injury and eliminate abuse
to persons with "acting-out”
behaviors and to reduce

injuries to staff members I1.

Ivi

Body Movement

1. Gestural

2. Verbal

3. Body Positioning
Getting Out of or Gaining
Control of an Individual
Using Least Amount of
External Control
A, Finger Holds
B. Hrist Holds
C. Upper Arm Holds
D. Shoulder Holds
E. Clothing

[ Escorting, Holding, Re-

straining, Lifting and

Transporting Techniques

Other Techniques

A, Hairpulling

B. Hand Choke

C. Arm Choke

D. Head Lock

E. Pinching

F. Biting

G, Hugging

H. Being Pushed Against

Wall

Shaking

Ji Kicked While Sitting/
Standing

K. Chair Throwing/Jabbing

L. Separating Two People

—
-

8



. MODULE NUMBER: _ 10 TITLE: CIient_Rights/Abgse and Neglect

HEM&anmmemwmmﬁMEMMMmﬁmmmmmﬂMﬁm:
professtonal responsibilities of an employee

ethical

OBJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS  TIME

A. Client Rights* For all staff 1. Client Rights Lecture 1 hour
. A. Professional Services  Handouts
Compensation for Work
Housing
Guardianship
Sexuality
Privacy
Protection from Harm
Due Process
Assembly
Religion
+ Business Transactions
1. ARC Human Rights Comnittee
A, Rationale
B. Purpose
C. Composition
D. Meeting Schedule
E. Responsibilities
F. Procedures

=To know and protect the
rights of our clients

:n.:r_-,.‘.n—u- o ol e B n (I g T e R o T e -}
™ - - - 3 -

B. Abuse/Neglect* For all staff  List of questions to be answered Pre-test 3/4 hour
yes/no on a variety of abuse/

-Deternine initial under- neglect refated situations,
stanaing of what is abuse/
neglect

-Present definitions of For all staff  Definitions of Abuse Lecture
abuse/neglect and the Definition of Neglect
resultant impact on daily Review Situational Definitions
employee work dynamics of Abuse/Neglect 280

‘\)

259



" JREA RESIENTIAL CARE RESIDENT ATTERDANT COURSE

MODULE NUMBER: 10 TITLE: _ Client Rights/Abuse and Neglect

G0AL: _This unit will increase the awareness of abuse and neglect as it relates to Towa Law and to the
"~ ethicai/professional responsibilities of an employee

OBJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERTALS ~ TIME

-Review Iowa Abuse/Neglect Review law and resultant policy  Lecture
Law and Assault/Battery and procedures of the Agency.
implications
-Determine level of under- A, Sumary Discussion
standing of this presen- B. Questions & Answer Period
tation (. Post-test Questionnaire Handouts to take with
D. Evaluation of
Presentation

2@1 262

Aruitoxt provided by Eic:

ERIC




AREA RESTOENTIAL ARE RESIDENT ATTENOANT COURSE

WOLE NNBER: 11 ) TILE: - _Recreation, Ledsure and Comunty Resources

GOAL: _To recognize the siqnificance of récreation in the planning of recreational prograns for clients

OBJECTIVE INSTRUCTOR CONTENT QUTLIzS METHODS AND MATERIALS  TIME

A Recreation & Leisure Moses Prasad I The Rationale for Thera-  Lecture, Discussion 1/2 hour
peutic Recreation Service  Handout "Leisure Time
-To recognize various o A. Definitions Rights"
components that need to 1. Leisure Time
be taken into consider- 2. Recreation
ation before actual 3. Therapeutic recrea-
progran planning takes tion
place B. Therapeutic Recreation
Prograns
C. Value of Plan Handout "Components of
1, Social Movenent"
2. Cognitive
3. Behavioral Handout "Labin Theory"
4, Physical
D. Developmental Charac-  Handout "Development
teristics of Play Characteristics of Play"
1, Individual Play
3. Imitative Play
b. Fantasy Play
C. Parallel Play
2, Paralle] Play
3. Group Play
3. Cooperative
Play
b, Competitive
Play
E. Assessments Handout "Activity Analy-
sis Rating Form"

B To recognize the many areas [I. Therapeutic Recreation Discussion, Lecture  1/2 hour

of needs that recreation Service Handout "Therapeut ic o

~- programning aides in- - A, Therapeutic Use of  Use of Recreation" 264-;{
';'f%fff"f' 263 S | o L e




AREA RESIDENTIAL CARE RESIDENT ATTENDANT COURSE

MDULE NOMBER: 11 TITLE: _ Recreation, Leisure and Community Resources

GOAL: _To recognize the significance of %ecreatian,1n1;hgip1anning of recreational programs for clients

OBJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS ~ TIME

developing; also, the many Recreation -
varfous types of activities 1. Social Development Handout "Overall Goals
that can be offered 2 Physical Develop~  of Recreation
3. Vocational Develop- Programming"
ment
4, Constructive Use of
Leisure Time
B, Overall Goals of Rec-
reation Programning
C. Range of Activities
1, Arts & Crafts Handout “"Range of
2. Dance Activities"
3. Drama
4, Entertainment
5, Hobbies or Specil
Interests
6. Music
7. Nature & Qutdoor
Recreation
Activities
8, Outing Activities  Handout "Organization
9, Physical Activities Suggestions to Con-
10. Social Activities  sider"
11, Special Events
C. To discuss the psychological, 1. Introduction to Special 1/2 hour
" social and physical aspects 0lympics
of participation in Special A What is Special
0Tympics | 01ympics
R ‘B, Who Qualifies P
T C. What Sports are |
sk 5 o volved
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0BJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS ~ TIME

1L, Psychoingical
A Positive Experience
B, Better Self-Image
I, Secial .
A, Sportsmanship
B. Opportunity to Have
Experience in Sports
IV, Physical
A, Components of Fitness
Strength
Flexibility
Endurance
Balance

e B~ 0 TS - R A R R II‘—"
- - .- - - L0 -

Coardination
8. Reaction Time
B. How Fitness Attributes
Affect Performance
V. Training Sugoestions
A+ Proper Warm-ups
B. Experfence Before
Events
- €+ Provide Training Accor-
ding to Individual
Needs

0. To discuss success- [, Selection of Appropriate  Discussion/Demonstra-  1/2 hour
- oriented methods of playing Activities tions/Handouts

~qames A, Factors to Assess Selec-

| Lion of Leisure Skills

o1 | e R
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GOAL: _To recognize the significance of vecreation in the planning of recreational programs for clients

CBJECTIVE

INSTRUCTOR

CONTENT QUTLINE METHODS AND MATERIALS

TIME

E. To learn io use the free
rasources available in
Dubuque and surrounding
area

269

F. To recognize the importance

© @ “he services volunteers
“ERIC . .

1.
1.

. Reasons why Individuals

B. What is the Heed for
~ Adapting Activities
C. Teaching Suggestions

+ Suggestions for Modifying

Activities

A Arts and Crafts
B. Swimming

C. Softhall
D. Saccer

E. Basketball

. Follow A.R.C. Guidelines  Lecture/Discussion

for Taking C1ients Qut and Handouts
[nto the Community
A, Discuss the Guidelines
B. Discuss Situations
Which May Occur During
An Outing
1. Situation A Handouts on "Guidelines
2. Situation B for Client in the Com-
Discuss the Resources Avail- munity," "Discount and

able in Qur Area free outing"
Outings Which are Free or
at a Discount for A.R.C.
A, Which Places Allow
A.R.C. Discounts or
B. The Procedure to
Receive these Benefits

Donate Precious Time
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BOAL: _To recognize the significance of recreation in the planning of recreational prograns for clients

OBJECTIVE INSTRUCTOR CONTENT QUTLINE METHODS AND MATERIALS ~ TIME

- provide for our clients and A. A Reason for Each
agency | E Personality
‘ B. A Sincere Desire to
Help Others
II. How Some Residents View
Volunteers

6. To recognize the agency's I. Recruitment
role in an organized volun- A Prospecting
teer program : B. Selecting
C. Presenting the Job
D. Placing the Person
II. Training and Orientation
A, Showing the Facility
B. The History, Purpose
and Objectives of the
Agency
C. The Adninistrative
Structure
D. Personnel Policies
E. Rules Pertaining to
Volunteers
Fo Familiarizing the
Yolunteer with His Jdob
111, Superyision
IV, Recognition
V. Record Keeping
VI, Personne] Records
VL. Insurance & Liability
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