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An Introduction to the Use of this Manua

This manual has been developed for persons who are directly-
involved in the placement and training of citizens wth nmenta
retardation into community-based conpetitive jobs. The process which
is described and the corresponding forms which are included are based
on the work in this area done over the past six years at Virginia
Commonweal th University through Project Enployability and now the
Rehabilitation Research and Training Center. The manual is in no way
meant to be an all inclusive source of information on the supported
work rmnodel of training competitive enploynent to citizens who are
mentally retarded. It is sinply a procedural guide for professionals
who wish to inplenent this job training approach. Readers are
encouraged to refer to the resource guide in the back of this rmanua
for other sources of information.

Readers should also note that there are many approaches to
training citizens wth disabilities, as well as many enpl oynent
options other than conpetitive jobs. By conpetitive jobs we nean
regular jobs in the community that are typically filled by nondi sabl ed
citizens and which pay at |east minimmwage. Such jobs may or may
not offer benefits and can be full or part-tine positions. W often
refer to conpetitive enploynment for citizens with noderate and severe
retardation as "supported work" because clients who are placed into
regul ar jobs receive intensive training and continual staff support
for as long as necessary in order for them to maintain enploynent.
Supported work or enploynment can also refer to other types of paid
work which are not described in this manual such as sheltered

encl aves, nobile work crews, special industrial prograns, and other



creative approaches to inmproving paid job opportunities for the
hi storically unenpl oyed severely handi capped popul ati on.

A supported work approach to conpetitive enploynent involves
highly structured job placenment, individualized job site training
after placenment, and systenatic nmethods for assuring job retention.
This nodel is appropriate for |large nunbers of handi capped i ndividual s
in both school and comunity service progranms and has proven to be a
viable rehabilitation alternative for persons unable to gain entrance
to traditional school vocat i onal educati on or post - schoo
rehabilitation agency sponsored training progranms. |In fact, many
workers in regular jobs trained with a supported work approach were
previously turned down by sheltered workshops or day activity centers.

The supported work nodel possesses several key features that

di stinguish it fromother approaches to job placement. |In contrast to
less intensive job placenent approaches such as the "job club" or
sel ective pl acenent, the supported work nmodel relies on a

conpr ehensi ve approach to job placenent which actively deals with the
non-work related factors that often stand as barriers to enpl oyment,
e.g., parental concerns. Another key difference between a supported
wor k approach and ot her approaches is the extensive application of job

site training and advocacy procedures. This enphasis allows clients

to be placed who do not possess all the necessary work or social

skills required for imediate job success. This represents a

significant departure from traditional placenent approaches that
require the client to be "job ready" before placenent can occur and
alternative approaches that traina client to a specific |evel of

mastery within a training environnment prior to a final placenent.



Q her distinguishing features of the supported work nodel are its
commtnment to long term assessnent of client perfornmance and
delivery of job retention and followup services. In sharp contrast
to rehabilitation prograns that typically provide foll owup services
for several nmonths, «clients wthin the supported work nodel may
receive systematically planned job retention and followup services

for many years after initial placenent. Finally, the supported work

nodel is perhaps wunique in its identification of a single "job
coordinator” or "job trainer" who is responsible for all facets of the
pl acement, training, advocacy, assessment, and follow up process.
Rat her than utilizing professional staff who specialize in a single
aspect of the placement process, reliance upon a job coordinator
greatly enhances continuity across all phases of the placement and
foll ow up process.

To date, we at Virginia Commonwealth University have used the
supported work nodel to place and train over 150 clients into
conpetitive jobs in the R chmnd and Virginia Beach, Virginia
nmetropolitan areas. The nmedian neasured intelligence quotients of
these clients is 47 with a majority being | abel ed nmoderately nentally
retarded. A significant nunber were denied entry into sheltered
wor kshops and were evaluated by service agencies and determined to be
"unenpl oyabl e". Mbst of the jobs that our clients are hol ding involve
food service and custodial work in hotels, hospitals, and restaurants.
W are aware, however, that the nmodel is appropriate for training
ot her jobs such as industrial positions, farm | abor, and

hi gh-technol ogy or computer related work. The types of jobs devel oped

wi Il depend on the community you live in and the functioning level of



your clients. A goal of everyone in the rehabilitation field should
be the devel opnent of diverse conpetitive job options for citizens
with noderate and severe handicaps. W also believe that citizens
wi th handicapping conditions nore severe than those of nost of our
clients previously placed in jobs can be successful in certain
conpetitive jobs when a supported work approach to training is used.
The RRTC and other research and training programs are just beginning
to develop the nethodology for training the nore severely disabled
worker within the framework of a supported work approach.

The process of inplementing a supported work approach to
conpetitive job training which is outlined in this manual will be
hel pful to special and vocational education teachers, rehabilitation
counsel ors, sheltered workshop and day activity center staff, and any
ot her professionals, parents, or volunteers who are involved directly
or indirectly in job training for citizens wth handicaps. Such
factors as the functioning level of the clients, staff conpetence and
rati o, type of community (rural versus urban), and nature of community
service provision wll determine some nodifications or expansion
wi t hi n each phase of the process. For exanple, the job site training
of «clients who are severely retarded or multiply handicapped will
probably require a more stringent and behavioral approach to initial
training and in fading of assistance than is described here. However,
the basic sequence of events for placenment, training, and follow up
wil | remain the sane regardless of the degree or nature of
handi cappi ng condition.

The chapters in this manual including job devel opnent, client

assessnent, job placenent, job site training, and followup represent
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the activities that a job trainer or job coordinator (terns used
synonynously) nmust be able to acconplish in order for his/her client
with severe handi capping conditions to get and hold a conpetitive job.
The chapter on staff and tinme managenment, the gl ossary of terns, and
the resource guide provide additional information for inplenenting the
supported work nodel. Furthermore, in order to help illustrate the
use of the many forns described throughout the manual, we have incl uded
conpleted forms at the end of each section containing information on
one of our clients whomwe will refer to as Tom A brief case history
of Tomis provided at the conclusion of this introduction. W have
not provided blank forns because we have found that nost job trainers
need to adapt forms to meet the needs of their individual training
prograns. W at the RRTC are continually updating the format or
changing the nunber of forns used in our job devel opment, placenent,
training, and followup activities. However, readers are welcone to
make copies of the forns provided in this manual or to contact us for
informati on regardi ng the use of such forns.

Finally, let us say that we believe that citizens with severe
handi caps do have the potential for enploynent and the right to earn a
decent wage. Supported work options and conpetitive enploynment, in
particular, offer the possibility of inmproving the quality of life of
a citizen with a severe disability through the earning of a
conmpetitive wage and the opportunity to be around people who are not
handi capped. Furthernore, our failure to include these citizens in the
regul ar | abor force has been a waste of valuable human resources. In
nost cases, the cost of training these individuals to work

conmpetitively and of providing followup is |ess expensive to society
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than the traditional nmeans of life-long public incone maintenance and
benefit assistance. W all gain when a citizen with a significant
handicap is enmployed. W sincerely hope that this manual will assist
in sone small way the many professionals in the human service fields,
busi ness persons, and famlies of citizens wth handicaps who are

commtted to this endeavor.

Viii



Tom A Case Hstory

Tomis a 26 year old man who has been di agnosed
as having noderate nental retardation. Hs 1Q is
45. He attended a segregated school for students
in Trainable Mentally Retarded (TMR) and Miltiply
Handi capped (MH) classes until he was 21 years old.
During Toms high school years he worked in a
simul ated sheltered workshop located in the school
two hours each day, where he learned to do jobs such
as collating materials, assenbling telephone circuit

boards, and sorting nmaterials according to zip codes.

He al so worked in a greenhouse |ocated on the school
grounds. Tom never received a regular wage nor did he
receive any specific training related to potential
conpetitive jobs. Tom has good social skills and can
speak in sinple sentences. He understands sinple
three-step commands. Tom has average notor skills,
although he is sonetines a bit clumsy. He has no
nmaj or nedi cal probl ens.

After Tom graduated he sat at home for two years
with nothing to do. He lives with his elderly nother
who had not encouraged him to attend any sort of
post-school program Wen Tomwas 23, he was pl aced
and trained in a job in a local hospital as a food
service worker. He has held this job for three years
and is still receiving followup services fromthe
RRTC staff. Hs j ob site training required
approximately six nonths, during which tine his job
trainer gradually decreased her time on the job from
eight hours a day for the first tw weeks to a one
hour visit each week during the sixth nonth after
pl acement. Tomhad to be taught to ride the city bus
to and fromwork. Now he is able to ride the bus to
a nearby mall where he can shop for food and persona
itens. Today he is earning above nini mumwage and has
an excellent retirement and nedi cal benefit package
He is very happy with his job and gets excellent
reviews fromhis supervisor and coworkers. H s nother
tells us that she can't inagine Tom sitting at home
in front of the television again, and nore
importantly, that she is proud that her son can help
support them




CHAPTER |

Job Devel oprent

Before a job placenment can be nade a job trainer nust do a nunber
of things to enhance job and client compatibility and set the stage
for job-site training. Although many of the prelimnary tasks are
done sinultaneously, we have divided the pre placenent activities into
two main categories for clarity. They are job devel opnent and
client assessnent. W wll address job devel opment first, but it is
inmportant to renenber that client assessment is usually al so done
whil e potential jobs are being |ocated.

The conponents of job devel opnent which are enconpassed in the
supported work model of conpetitive enployment include: comunity job
mar ket screening; specific enployer contact in the form of phone
calls, letters, and visits; and observations of the job site to
determine job requirements. Each of these conponents will be briefly
addressed in order of occurrence in the follow ng section.



Community Job Market Screening

The first activity that a job trainer nmust pursue involves
screening the community for potential jobs that are appropriate for an
individual who is nentally retarded. A general screening should
initially be conducted so that enployers can later be contacted about
specific job openings. (Qoviously, during the comunity screening
process a job trainer may come across an appropriate job opening wth
an enployer who is eager to hire and this, of course, should be
pursued. However, the intent of the initial screening is to determne
the general nature of the job market in your community prior to
conducting a specific job search.) A screening should be updated
routinely every six to 12 nonths in order to stay abreast of new
devel opnents in the job market. The follow ng guidelines are helpfu

in identifying jobs and enployers in the conmunity.

The Community Job Market Screening Form (shown on page 15) is

useful for logging information concerning job possibilities within
your community. Now that the comrunity screening process is conplete,
you are ready to contact enployers for specific job openings.

In sone cases (e.g., wth school age clients) you may be
interested in locating enployers who are wlling to allow you to use
their place of enploynent as a conpetitive work training site for
clients who are nmentally retarded. It is inportant that you conduct a
t horough community screening in order to make sure that the training
site(s) you choose reflect(s) what is available in the conmmunity.
(For exanple, you would not want to train your clients to hand-pack

bay leaves at a local spice conpany if that is the only job of its



Quidelines for Community Job Market Screening

Contact the local chanber of commerce for a listing
of the major conpanies in your area.

Check with the state enpl oyment conm ssion or job
service for current trends in job vacancies in your
ar ea.

Screen newspaper classified ads for an indication of H
j ob openings which are appropriate for persons who are
mental ly retarded

Find out from vocational rehabilitation counselors,
sheltered workshop staff, and the |ocal Association

for Retarded Citizens what jobs in your area have
commonly been available to citizens who are handi capped.

Go directly to local enployers to identify various types
of jobs. Ask about problens wth high enpl oyee turnover
in certain departnents or positions within a conpany.

Wite down all job requirenents such as experience or
educati on needed, driver's |license necessary, etc.

During this phase of job devel opnent focus on seeking
i nformati on about appropriate jobs in the conmunity.

You will later contact enployers for the specific
purpose of |ocating job openings.

Al ways be clear about who you are and why you are
interested in obtaining information from an enpl oyer or
or gani zati on.

kind in your area.) You will then contact appropriate enployers to
negotiate for the establishnent of a training site at their conpany.
In both cases - either conpetitive job placenent or conpetitive
work training - be clear and specific about your goals before
talking to a particular enployer or eliciting information from a
conpany. Never represent yourself as seeking information for a purpose

other than your intended purpose. Telling a personnel director that



you are taking a survey about conpany attitudes toward hiring the
handi capped may get you in the door, but when he or she |earns that,
in fact, you are seeking information on specific jobs wthin the
conpany for a retarded worker, the possibility of a placenment at that
conpany woul d certainly be greatly diminished due to t he
m srepresentation.

As mentioned earlier, information on potential clients can be
gathered while this general screening process occurs. For exanple,
the personal interviews, observations, and review of forma
evaluations which are described in the next section can begin

Speci fi c Enpl oyer Cont act

After a general screening of jobs in the comunity, the job
trai ner should begin contacting enpl oyers about specific job openings.
A rule of thumb when searching for appropriate jobs is to first
contact enployers who have an existing job opening, such as those in
the classified ads. |If none of those contacts is fruitful, then begin
contacting enployers in the job areas you have identified in your
screening (if food service is a big industry in your area, begin
contacting restaurants and cafeterias, for exanple). At the same
time, seek to increase your visibility in the community by making
presentati ons about your programto civic and social organizations, as
wel |l as conducting marketing activities such as mailings and public
service radi o announcenents.

Tel ephone contact. The first step is to call a conmpany and ask

to speak to the appropriate person about a job opening. If you know

that there is a job opening, gather sone specifics about the job such



as job duties, education and skill requirenments, hours, |ocation,
transportation needs, wages, and benefits. This prelimnary
information will allow you to screen the job as appropriate or not for
a nentally retarded worker. If the job seems suitable, tell the
enpl oyer briefly about your program and explain your interest in the
avail abl e j ob.

If the enployer indicates an interest in your program ask to set
up an appointnent to neet with the enployer to explain nore fully your
training program and to analyze job requirenents. The information
from your contact wth the enployer, whether positive or negative,
shoul d be logged for future reference. A form such as the Enpl oyer

Contact Sheet on pages 16-17 can be wused to show initial and

followup contacts with each enployer. It is extremely inportant to
keep a job bank of enployer contacts because you wll want to
recontact many of themin the future (there is high turnover anong

restaurant nmanagers, job duties change, positions are added, etc.).

Initial visit to the enployer. The next step is to visit the

enployer. At this time you should conplete the Enployer Interview

Form found on page 18. The Sequence of Job Duties Form (page 19)

should also be filled out so you wll know what kind of routine wll
be followed and how much novement between work areas is required.
Inportant points to be covered during the enployer interview are as
follows. First, describe the work capabilities of your clients who
are mentally retarded and the advantages of enploying such workers.
This should include financial incentives such as the Targeted Jobs Tax

Credit (TJTC which is discussed on the foll owi ng page.



Question:
Answer:

Question:

Answer:

Question:

Answer:

Question:

Answer:

Question:
Answer:

Tax Break for Hring Handi capped Wrkers

What is the Targeted Jobs Tax Credit or TJTC?

A tax break is the fort of credits which are
subtracted from the amount of federal income tax a
business owes.

Who can take advantage of this tax credit?
All private employers engaged in a trade or business.

How is to employer eligible for the tax credit?
By hiring workers who qualify as members of one of the
"targeted groups."

How much is the tax credit?

The credit is computed by using the wages paid to each
qualifying employee during the first two years of
employment with the company. For all but the new
summer youth target group, the credit la:

X of the first $6,000 in wages the worker is paid
during the first year;
AID
25% of the first $6,000 in wages the worker is paid
during the second year.

This equals a potential $$$$4500 credit for each
eligibleemployee.

Who are qualifying employees?
Individuals hired to perform work in a trade or
business who are certified as members of one of
the following targeted groups:

1-Touth 18 through 24 who are members of economically
disadvantaged families.

2-Vietnam-era veterans who are members of economically
disadvantaged families.

3-Ex-felons who are economically disadvantaged and
hired within 5 years of date of conviction or
release from prison (includes felons in work release
programs).

4-Handicapped parsons referred from the state
department of rehabilitative services and veterans
administration vocational rehabilitation programs.

5-Work incentive (WIN) program participants or
recipients of aid for families with dependent
children (AFDC) for the last 90 days prior to hire.

6-Reciplents of supplemental security income (SSI)
through the social security office (federal
assistance for the aged, blind, and disabled).

7-Persons who receive monthly welfare pay Bents from
the state or local welfare under general relief
programs (this is not food stamp assistance).

8-Touth 16 through 19 who are from economically
disadvantaged families and only while they are
participating in a cooperative education program
at the local high school.

*+9-Sumaer youth employee hired by en employer for the
first time after 4/30/83 and who are from
economically disadvantaged families and age 16 or
17 on the hiring date. $$$$ The credit for this
summer target group is 85% of up to $3,000 in wages
paid during any 90-day period between May 1 and
September 15. $$$$

Question: How does the targeted jobs tax credit work?

Answer: "The state enploynment conmission and ot her
participating agencies in your conmunity determ ne
eligibility and issue "vouchers" to eligible target
group nenbers. Wen you hire an eligible worker, you
answer a few sinple questions on the bottom of the
voucher and sail it as indicated on the fort to the
TJTC Unit on or before the day the person starts to
work. The TJTC Unit will mail a certification
for the worker within three days of receiving the
voucher. The certification formis the only
docunent ation you need to claimthe credit.

*You claimthe credit by filing IRS form 5884 with your
federal income tax return. The certification formis
retained in your tax files as proof of entitlenent.

Question: Wiat are the limtations?

Answers: <You nust either obtain the certification fromthe TITC
Unit or request it in witing on or before the day
the eligible person starts to work.

*The credit is limted to 90% of your tax liability
after other applicable reductions. |f you cannot
claimthe full earned credit because of this
limtation, you can carry unused credit back 3 years
or forward 15 years.

*You cannot claimcredit on an enployee's wages while
receiving federal governnent paynents for on-the-job
training for the same enpl oyee. However, after

conpl etion of the training you can claimcredit on
wages paid during the remainder of the first tw years
of enploynment, if the enployee has been TJTC
certified.

*Your business expense deduction is reduced by the
anount of the tax credit. Tour actual net tax
reduction or savings will depend on the conpany's tax
bracket .

Question: Wat records nust a business keep?
Answer : The certification formand the dollar anount of wages
paid to certified enpl oyee.

Question: Were can you get qualified workers?
Answer: eHave your hiring personnel on the alert for job
applicants with TITC vouchors.

eList your job openings with the |ocal state enploynment
commi ssion. You can specify that you prefer or want
only workers who can qualify you for the TJTC

«Contact your |ocal division of vocational
rehabilitation and tell themyou are interested in
hiring targeted workers.

Question: Were can you get nore information?
Answer:  sYour |ocal state enploynent :conmission on
certification procedures and eligibility questions.

The IRS o. tax related questions: 1-800-552-9500
toll-free taxpayer assistance service. |RS
publication 906 explains in detail the tax aspects of
the credit.



Next, explain your role in training the client on the job site
for as long as necessary to insure that work is always done to conpany
standards. Enphasize the fact that you remain available for follow up
services in the event that the <client has problens on the job.
Finally, arrange to observe a worker performng the same or simliar
duties as that of the targeted position so that you can conplete an

environmental analysis which wll be described later in this

section.

Knowing what difficulties nay arise at this stage of job
devel opnent will assure that the job trainer is prepared to offer
solutions. Problens which are frequently encountered during enployer
contacts are listed in this section, along wth effective responses
for the job trainer.

The success of job devel opment depends a great deal wupon the
nurturing of conpany contacts that have been established during
specific enpl oyer contacts. Therefore, the job trainer nust be willing
to commit a great deal of tine and energy to this activity. The
following guidelines for enployer contacts contain points to be
consi dered during an initial meeting wth an enpl oyer.

C(bservation of the Job Site

Envi ronmental Analysis. After the job trainer has obtained

informati on concerning a specific job opening froman enpl oyer, he or
she nust attenpt to observe soneone performng that job in its various

phases. The Environnmental Analysis Form shown on page 20 aids you

in systematically observing the job. On this formyou record the

maj or work areas in which various job tasks are performed, the primary



Probl em

Response:

Probl em

Response:

Probl em

Response:

Probl em

Response:

Probl em

Response:

Probl em

Response:

Enpl oyer Contact Probl ens

During initial contact, enployer is reluctant to neet with
job trainer.

Send or |eave program information with enployer; follow up
with phone contact at a later time. (As a general rule
after two direct contacts by phone or in person, and a
witten contact, it is best at this time to leave the

enpl oyer with the option to respond).

Enpl oyer holds stereotypical views of the characteristics
and abilities of parsons with mental retardation.

Provi de exanples of the types of jobs which various
workers who are nentally retarded perform successfully, as
wal | as the different personalities of the workers (e.g.,
alleviate the enployer's spoken or unspoken fears about
comuni cating with a worker who is handicapped, possible
incidents of violence or bizarre sexual behavior,
occurrence of seizures, etc.). Treat all enployer
concerns as legitimate and seek to reassure the enpl oyer
of the long-term support of the program staff.

Enpl oyer does not view persons who are nentally retarded
as a feasible source of |abor.

Provide factual information about the successful

enpl oyment of workers who are nentally retarded which
relates specifically to the enployer and the type of
business (e.g., the administrator of a nursing home may be
interested in the successful enployment of a client who
works in the housekeeping departnment of a |ocal hospital).
Financial incentives, such as the Targeted Jobs Tax
Credit, may sway the enployer to try a handi capped worker
ona "trial" basis.

Enpl oyer has unrealistic expectations concerning workers
who are handi capped.

Provide the enployer with concrete exanples of what can
realistically be expected froman enployee who is

handi capped (e.g., a client may be able to unload stock
froma truck, but even after many nonths on the job ha may
not be able to drive afork lift or fill out inventory
forma). The enployer should be led to understand the
individual variability of each handicapped parson - one
client may need a very structured routine on a pernanent
basis, while another may be able to adapt to changes in
schedul e after a period of time on a job.

Enpl oyer appears interested but vacillates in regard to
setting up a client interview or specifying a starting
data for hire.

Gven the investment of time that has been nmade up to this
point, the job trainer nust try to determne as

obj ectively as possible whether the enployer is genuinely
interested or if an attenpt is being made to avoid further
involvement. |f there seens to be genuine interest,
perseverance and patience (not harassment) on the part of
the trainer usually lead to a placenent. \en the

enpl oyer seems to be avoiding further involvenent it my
be beat to leave future contact up to the enployer (if the
enpl oyer doea, in fact, call you later, you can be sure
that ha or she is truly interested).

Enpl oyer is able to provide only a vague description of
duties or subsequently changes job duties between the tine
of the client interview and the starting data of

enpl oynent .

A thorough description and analysis of the job duties
shoul d be obtained before any client is taken to the job
interview. The job trainer should also attenpt to observe
the job duties being perforned before placement; in this
way, any discrepancies between what is supposed to be done
and what the job actually entails can be discussed with
the enployer. If an agreement cannot be reached in terns
of the client's capabilities and the requirenents of the
job, there are several alternatives: 1) arrange for
another client, who is capable of performing the job, to
be interviewed; 2) suggest job nodifications in which
specific job duties could be traded and/or shared with
coworkers (perhaps the handicapped worker could w pe down
tables for a coworker while the coworker rotates stock
which requires reading skills); 3) If arrangenents cannot
be made to place a client into a position at this tine,
assure the enployer of your continued interest in working
with himor her in the future and maintain contact on a
periodic basis.

8



Qui deli nes for Enployer Contacts |I

Approach enployers in a friendly, positive way. Show
your interest in helping the enployer as well as your
client. Enthusiasmis a powerful persuader.

Visit the enployer at a convenient tine. Ofer to come
back later if the enployer is very busy.

Dress in a business-1ike manner and al ways conduct
yourself in a polite and professional way. (An enployer
may say "no" on the first visit, but depending on the

i mpression you nake, may be interested at a later tine).

Use terns that will be of interest to the enpl oyer
when descri bi ng your program and your clients. Avoid
rehabilitation |ingo.

Explain your role as a job trainer and your presence on I
the job site to train your client and insure task conpletion.

to give functional, work-related information about persons

who are mentally retarded. Talk about the successful job
retention and performance of workers who are nmentally retarded
and enphasi ze the positive characteristics of these workers.

If you have placed other workers in the vicinity, ask for

perm ssion to use the supervisors as references during

enpl oyer contacts.

Encourage the enployer to ask questions and be prepared |

Tell the enpl oyer about the financial incentives to hiring
your client such as the federal Targeted Jobs Tax Credit
(TITC) and the availability of National Association for
Retarded G tizens On-The-Job Training (NARC QJT) funds.

Ask for specific information about any job openings and
record all information, using the Enployer Interview Form
and Sequence of Job Duties Form

Arrange to observe the work area so that you can anal yze
the job duties and skills required



job duties, critical wvocational and non-vocational skills related « to
each duty, and tine spent in each work area. Anecdotal notes such as
coworkers' comrents can al so be recorded on this form (The Sequence

of Job Duties Formis also extrenely useful here when filled out in

conjunction with the Environnental Analysis Form). This information

is wused to conplete a job analysis and is also wuseful in designing
behavi oral assessnents for clients and in devel oping pre-enploynent
training programs. The environmental analysis represents a job
trainer's first task analysis of the job. Once you have this specific
information, you wll know what kinds of general work skills are
needed for the job such as strength, endurance, and conmunication
skills. This more general information conprises a job analysis which

will be used in matching clients to suitable jobs.

Job Analysis. After the job trainer has interviewed the

enpl oyer and has observed the job being perforned, he or she should
know exactly what the job entails. One way to summarize this

information is to use the Job Analysis Formpresented on pages

21-24. This form along with the Environmental Analysis Form will

provide a permanent record of both specific job requirements and
general work characteristics. Both of these forms also provide
excel l ent guidelines for est abl i shi ng pr e- enpl oynent training
progr ans.

The information that is included in a job analysis is gathered in
three ways: a) interviews with enployer and coworkers; b) observation
of the job; and c¢) a summary review of the information collected

during a and b. Job analysis information is used to determ ne which

10



clients are best suited for placenent in an existing job opening or

whet her one of several job openings may be nore appropriate for a

Quidelines for Conpleting an Environmental Analysis

Al'l ow yoursel f enough tine to observe all the work
areas in which job duties are perforned. |If you are
unable to conplete the environmental analysis during
your initial visit to the enployer, arrange to return
at anot her tine.

Wite down in sequence all of the enployee's work
activities. This observation should conprise an initia
task analysis of the job. Note approxinmate times spent
in each work area and nmovenent from one work area to
anot her.

Be sure to record any work-related interactions between
enpl oyees. It is inportant to know whether or not your
client needs to verbally comunicate during job

per f or mance.

If possible, involve the enployer by asking him or

her to review your environnental analysis for feedback.
You can ask then if any parts of the job could be
nodi fi ed.

Do not interrupt the work flow, but if the enployer

approves, ask coworkers briefly about aspects of the
j ob.

particular client. This process, <called a job/client conpatibility
analysis is done by |looking carefully at both job information and
client information (see job placenent section). The job analysis data
that you gather is «crucial to the success of the job/client
conpatibility anal ysis.

Instructions for Using the RRTC Job Anal ysis Form

The job trainer should be famliar with all factors (e.g.,

schedul e, travel, location, strength, etc.) on the Job Analysis Form

and keep these in mnd while conducting the enployer interview and job



site observation. These factors wll guide the job trainer to
systematically gather information during the interview and observation
activities. GCenerally, the form should be conpleted i mediately after

the job site visit while the information is still fresh.

Quidelines for Job Analysis

Do not substitute the nore general form of job
anal ysis for an environmental analysis. You need
the specific information on vocational skills and
sequence of job duties which is collected during
the environnental anal ysis.

- Conplete the job analysis after your visit to the
job site so that you can conbine the information
gai ned fromthe enpl oyer, coworkers, and your own
observati ons.

- Do not use the job analysis alone to screen someone
out of a job. The job analysis indicates what skills
are ultimately needed not what skills are prerequisite
to getting the job. Mst job skills can be taught on
the j ob.

- The job analysis is a "first inmpression" of job

requi rements. A nore thorough task analysis will occur
once you have begun job training.

The first step in conpleting the formis to mark the appropriate

category(s) for each factor as shown in the exanple bel ow

Weekend Eveni ng

1. Schedul e Wor k Wor k Part-Ti ne Ful | -Ti me
Requi red Requi r ed Job Job
| NI X X
Comrent s:
2. Travel Bus Route Of Public Transportation
Locati on Accessi bl e Rout e
I N X
Comrent s:

12



Next, indicate whether each factor is inportant (1) or not
important (N) to this particular job. In the exanple shown bel ow,

"Comuni cati on Required" is considered a not inportant (N) factor

si nce t he none/ m ni mal  cat egory is checked, indicating that

comuni cation is not essential to this job.

Sent ences Sent ences
3. Communication None/Mninal Keywords Inpaired dear
Requi r ed Needed Speech Speech
Accepted  Required
I NI X

Comment s:
Al twenty factors are to be scored in this manner. On the | ast
page of the form check all the job duties that are required in the

position. Finally, nake any additional coments that are inportant

about the job.

13



SUMVARY -

Sequence of Events

JOB DEVELOPMENT

Correspondi ng Forms

Comuni ty Job Market Screening

Community Job Market Screening
Form

Cont act
Cont act
Visit to Enmpl oyer

Speci fic Enpl oyer
- Tel ephone/ Letter
- Initial

Cont act
Cont act

Sheet
Sheet

Enpl oyer
Enpl oyer
Enpl oyer Interview Form

Sequence of Job Duties Form

Observation of the Job Site
- Environnental Analysis
(During initial or
visit to the enpl oyer)

subsequent

Envi ronment al Anal ysis Form

Sequence of Job Duties Form

- Job Analysis
(Revi ew of Enpl oyer

I nterview

Form Sequence of Job Duties

Form and Environnent al
Anal ysi s Form

Job Analysis Form
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REHABI LI TATI ON RESEARCH AND TRAI NING CENTER
COWUNI TY JOB MARKET SCREEN NG FORM

o -
Dat e Conpl et ed: 5~ 1%5-¢1 Conpl eted by: 74'. 3#‘115)-{1

1. GENERAL SCREEN NG

Li st job openings that occur frequently (derive from classified ads,
enpl oyment service listings, public service ads, etc.):

JOB TITLE/ TYPE OF WORK GENERAL REQUI REMENTS
fasd foed cm None
Katchen bty [H{pod seqvree AnNE
o1 _strubber [ food gecyice Qoné ]
onsirdetiyon {abocgr Lutoish dransaxdn dgn
Lo 0w E[Qg\"gspr_' nah scheod Qdmwdtﬁb/e &;’Jtr*tnce
L0t e 7 pone b
chine ppéi(ader LhaCenge
ling. _opcdder (lﬂd_uS‘l'fS ) non €

2. SPECI FI C SCREEN NG

Li st potential appropriate conpanies or industry in this community to
contact for job openings.

CURRENT
Conpany/ Cont act Person Type of Work Addr ess/ Phone
(ms mee p _ B
Hon¢eo Dacdors Hoepdal -po vevee] iopdas 293 5-6 32
hA X S 0o e ¢ /ass emble QH - 321D
Pl Mecrs (0 Apgely 1087 cesembly wu e 7
2 Aot (N(L bbud)  aorov =214
DEVELCPI NG
Conpany/ Cont act Per son Type of Wirk Addr ess/ Phone (p13~ dats
Marriod  Hote | (eSeith) Pood seicefTande ) eliuadser mod
2duden Ceorer —PI(} cerdce ! "~ 75 6-925¢

*.d:;{ G4 - 7330
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REHABI LI TATI ON RESEARCH AND TRAI NI NG CENTER
EMPLOYER CONTACT SHEET

Date of Initial Contact: J&ﬂé_ (é”. 'q?f

Initiated by: A SMJ‘H'\
Met hod: EIPhone D Visit D Let.ter
Narme of Conpany: H'enr‘uc,o ‘DCQI'U(‘JS i"’osp:hl,
Addr ess:
Phone: O busl i ne? l:I' €5

Name of Contact Person: G]&I! L\e.b’lgﬁ-
'_Die-‘ar._j ﬂ’)ana%er

CGeneral Response: "4 I nterested Position Avail abl e
Not Interested Y~ Position Not Available

Posi tion Not Appropriate

Comment s: .ﬂ ot O‘J)l‘HV F-é’SpoﬂS& ‘\'D "Program—
wents o set R Hm€, -Pgr* N__ s u:stL
Lwhen _Ossistant mManager Comes fpacdl
Leom  Vocahon.

*Further contact with conpany recorded on reverse side.
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REHABI LI TATI ON RESEARCH AND TRAI NI NG CENTER

EMPLOYER CONTACT SHEET

REACTION/COMMENTS

DATE MSIT PHONE LETTER
GSH bt. Mmanage
-j—btr\é 9‘4 \/ 2@{’? LAFD l ﬁ\‘ét"lﬂg
€x avan Abi<, Xfihon
&J wnNeé 30 \/ Yo be inkd Vl(u.rg L g[-mi—
28 v GS% 1ot manaser Catls
;“&IUI i o Jable ()Sl‘}lm"l
Aua | v inkeryieu) w% o

\—h e d. Q'EUQ ‘-SQJ'[C‘ 4 date
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REHABI LI TATI N RESEARCH AND TRAI N NG CENTER
Enpl oyer Interview Form

Company: Hg.nrigl ’DQ(Q{DFS ”’C)SPI"&‘ Date: ’Dlﬂ‘}‘ﬁf‘tﬂ (@-Zq-gov

Phone:

Person Interviewed: KGN @1&" Leyine -
Title: _\édary [(Ylenacers
- oy

Rate of Pay: $3.35 /min. wase

(3] . e

Job Title:
Wor k schedul e:

YA :
Conpany benefits: 'HPdiC/}..I h-f-& in Sl.u‘ar’\(iﬂ L INE >
el méal -
Size of conpany (or nunber of enployees): _¥& ~{H0 1N O[HH'Ol('u

Vol une and/ or pace of work: ‘p
Overall: dium -Sicve Thi s pOSItlon med:um zglmg 14 as+
m '7»30

Number of enployées in this position: L5

During the sane hours: i
Witten job description available: ”Qﬁ
Description of job duties: Record cm Sequence 0 ob Dutje
Avail ability of supervision (estimate percentageof time): mm 21 3
Nl ¢ g wn _immediate acda (3
Avallablllty of cowor ker s (dlrect or indirect): & N imméd . &f‘eak

Qientation, skil eede (SI ze and I yc{lt of work area): Of\i-é [ ook
Qréo ;i;m&e& cKills ne¢

What are inportant aspects of position:

. Speed vs. Thoroughness i __ Judgnent vs. Routine L/..
—_ Teamwork . vs. Independence y/ _¥ Repetitiion vs. Variability -
Others _N<GY appeéarange

What are absolute "don'ts" for enployee in thi i position (e.g., manager's
pets peeves, reasons for dismssal, etc.)? wh i an
culec — toardiness  cafehy N0arenes -

Describe any reading or nunber work that is required: {YONé r‘e%u"rﬂcf

Vhat nachi pery or equi pment will the enployee need to operate? ba
sogal — | e 4rash compacie

OBSERVATI ONAL | NFORVATI ON;

Physi cal appearance of enpl oyees: neﬁ.'{'

Atmosph?/e. )
Friendly, cheerful Al oof, indifferent
Busy, rel axed Busy, tense
Sl ow, rel axed Sl ow, tense
Structured, orderly Unstructured, disorderly
Other:
Physi cal conditions (barriers, tenperature, etc.):

Sink, 3Va ¥4, from Llooer  Compact” oorkK stehon

Comment
PeneELE +nao_l<a¢.e exfelient - pays INCreasées rf.ilu_ﬁ_r{y
(: N4GGers. -
(Eﬁoc-dmod:or _Coan ecer treé )

Signature/Title:
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REHABI LI TATI ON RESEARCH AND TRAI NI NG CENTER

Sequence of Job Duties Form

B/Diily O varies day to day
(Job duties remain (If checked here, conplete a
the sane fromday to day) separate form for each different
sequence)

I ndi cate days for which the formis
conpl et ed:

O 0 0 o o oao

Mon Tues Wed Thurs Fri Sat  Sun

Approxi mate Tine Job Duty
7,30 | Cheek in (punch ¢lock)
730 =800 prgantze wock 0rea fGed supnlies
<00 - 9. 00 Rt scerub
q:00 - 915 bre a4
9:.15 - 9:30 £mpty +rash (-l?fpcfglq;‘f(‘%mpa@:‘u.)
9.30 ~10:30 Rot serub
10:30 = 11.00 b unch
.00 un—Mﬂmsth t‘mp*'u ""f‘&sh
15 — 100 pot shrub
b.o0 — Lii5 hee ol
1115 — 330 ot serub
3.30 - 4.00 Clean (workK stotion
4:00 - punch put

Comments:

n'lun%hj “H'IU(‘DLL@[\ G,Ieamr.xe,_ of work <tation

Signature/Title: 4 Q:S-m;tﬁ) Date: _ 3.~ I '

Revised 9/84
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REHABI LI TATI ON RESEARCH AND TRAI N NG CENTER
ENVI RONMENTAL ANALYSI S

JOB: ?o-}' tgrtn_k}b’_’_r EVALUATCR __ /. <5m;+h DATE __ & I/ZL_J

OR TI CAL OR TI CAL
SLLS _deaﬁc%z_mcmw/ SKILLS: _.%QQL,QI_._‘*;QCM 16 S

WIRK RATE EST: WIRK RATE EST:
TI ME (begi n/ end) TI ME (begi n/ end)
INTH S AREA 2,',3Q ~3.20 A IN THS AREA &&9 N 2k

//m-roo/ /715 - 406

3) WRK AREA Zoaqu _oc& U) WRK AREA fgacé gbcﬁﬁ Cet
< C.a..f'e.-;‘e.r:'a.)

OR TI CAL ORI TI CAL
HT LS SKI LLS: ﬁbd ouud Spack -
_m%w_m_amm
LN N S .
n VRK RATE EST:

/'8 Y,
TIME (begin/end) "~ " TIME (begi n/ end)
INTHS AREA N, 15 =9.30 & /00 ~///¢5 INTHS AREA Q0D -9 115 /0.30-/0

100~ /,78
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REHABI LI TATI ON RESEARCH AND TRAI NI NG CENTER
JOB ANALYSI S FORM

Type: Initial __\/_ On- goi ng
Job Type E '& i '(ﬁlbblﬂ:’j Analysis Date ‘7 -Lf- gl
Companyl“'t?l'!ﬁ_QD‘DX',‘l'UfS HOSpiiol Position ‘0+ i[gﬂgﬂf.ri j}; ¢ Eval uat or A ) Sg‘m"]’{ﬂ
Current Hourly Rategié.;ié Nunber of Hours per Week _ 40

i ' 7] a
Months per Year K Supervisor's Nare C’-l&l, Leying

.Supervisor's Title i},‘ﬁia;” gﬁp{(‘bﬁﬁﬂr Supervisor's Phone # ,Qﬁq -4¢45 ¢xt ::?3"’

MZRE THAN ONE | TEM VAY BE CHECKED FCR THESE FACTORS

Weekend Eveni ng
*1. Schedul e VWor k Vér k Part-Ti me Ful | - Ti ne
Requi r ed . Requi red Job Job
X _ X

o (D .
Sr)f?f\!fij/@mm”jsi,l-lours Gre from T7.30am +o 400pm Lorth a'FO-'m-hnj
SChedule Kiing  each emplo,dea €very other week-end off,

2.  Travel Of Public
Locati on Bus Rout e  Accessible Transportation
Rout e

1 /50 .
Speci fics/Comrents: “Byg odpp i front 0F  Hospdal on +he Corner of
Skaowth Rd. end Focest R

3. Strength Li ght Work Medi um Wor k Heavy Work

(1) N1 —X—

Speci fics/Comments: One ok serublyer for Hhe cafedeno geruinc
tospol  Costovers and potierds - doful # served = (D250 daly

4. Endurance Short Day Short Day Ful | Day Ful | Day
Many Breaks Few Br eaks Many Breaks Few ?(reaks
(1) n1

Specifics/ébmments: -_\-gpl(‘,al brea K SCI‘I(dult oNng 5 min. break In
+He dm, Ya he. lwnch beeald and one 15 mw bieaK 1nHy pm

Bui | di ng
5. Orienting Small Areagfoneraem) Several Roons Bui | di ng Wde and QG oundss
(D18).
1 (wp

Specifics/Comments: ktMited pevendtehom SKills meeded £ 4—{1‘5 0s1Hm

eimplogers  ender toy-Hae Kienen. PosTTImm.

Factor Weight: Indicate whether this factor is” | MPCGRTANT (1) or NOTI | MPCRTANT (N) to this
j ob.
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6. Mbility Sit/ Stand Fai r Anbul ation Stairs/ M nor Physi cal
In One Area Requi red ost acl es Requi rement s
(1)NI

Speci fi cs/ Comment s: 'PoSaWn PLUitées emplitiee 0 stwnd all dagy and mov
Glout’ in G re u*tlcd smah jspac#_ do put po4-= cC’u.aaa-J. -

7. FRate S ow Rate Medi um Sonet i nes Cont i nual
S eady Pace Fast Pace Fast Pace -
(1’ N1

Speci fi cs/ Coments: Mandger ndicoted ~that -there are desgnated emplog—s
Yo 685iSt oY serubher on special eyents when wordCvolume ereases

8. Appearance G ooni ng of d eanl i ness Neat And G oom ng -
Requi renent s Little : Oly Required d ean Required \ery-
| npor t ance | mpor t ant

g X _ _ -

Speciflcsl'ComrEnts‘: Employee (ol e wxpethed 4v wear & uniform w/a
%ﬂ’m%egnﬂtaﬁa*art of Hiis woerk s net ..E.)(P?(‘J-(d Haot +Hre —

oinplogee,  Be fea

Sent ences Sent ences
9. Communi cati on None/ M ni mal Keywor ds | npai red Speech d ear Speech:h —
Requi red Needed Accept ed Requi red
I —

%ﬁ“;”s"c‘)mmi "'jﬁeﬂh‘a!l 0 speech 3 re .mra{l%r His posihonm.
m £ d < 3 \ ; YRR
ankmp-?—‘zjf emmoi!g":g" p"c _fj’hd[""! ke, ool need +o 96+ wp G eemmunica’ o

-
—

Soci al Soci al
10. Interactions Few M ni mal Polite I nteractions I nteraction:
Needed Respondi ng Requi r ed Requi r ed
X I nf requent Fr equent

Iﬁil-)

Speci fics/ Conments: This ?cs.'-}tc‘h f‘f%uc'l‘fs vy Lo inderadticns.

. Unusual
11. Behavi or W de Variety- Behavi or Unusual
Accept ance O Behavi or Accept ed Behavi or -
Range Accept ed | f I_%r—equent Not Acceptable

1_(NI) _ :
Speci fTCs/ Conments: "Due, o e posihom  of e pot secublos ng area -
in ~Hhe  cafekria , He e,:npldadog Cadd whbt Sorne

v\nusuul_\ beh(.u} Wrg U..'tH\;mJ- Cu‘&.’dnng < Pfoble_m_ ‘ —
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Intermttent Intermittent | nf requent

Fr equent
12. Attention Pronpt s Pronpt s/ H gh Pronpt s/ Low Pronpt s/ Low
Avai | abl e Super vi si on Super vi si on Super vi si on

\

(L NI

'Specifics/'Cormpnt L Yo+ Strubber unriks ndle P%f‘déﬂﬁ'"; s however empipyees
A e ’Wj Prep Greo could e called wpomn 43 Give prompts. !

Requi r es 4-6 Tasks 7 or More Tasks
13. Task One Task 2-3 Tasks Required in Required in
Sequence at a Time Requi red Sequence Sequence
1 (np
Speci fi cs/ Comrent s:
Initiation Staff Can
14. Initiation O Wrk Vol unt eeri ng Vol unt eeri ng Prompt To
O Wirk Requi red Hel pf ul Not Ne_)gessary Next Task
1 fiD
Speci f I cs/ Conment s:
15. Daily More Than 7 4-6 Task 2-3 Task No Task
Changes Changes Changes Changes Changes
in Routine X
1D
Speci fi cs/ Coment s:
16. Reinforcenent Fr equent Intermttent I nf requent Little Praise
Avai | abl e Positive Prai se Gven Prai se G ven Pay Check Only
Rei nf or cenent X
(11 — — -

ologer s m Hu food prep Giea Couloh e Calied wPem o

Speci fics/ Conment,s: E£rn
rfemam busy ,however (-2 proise

g;vf. praise t-c neede ). CSuperviser
. oL Lf 0rronged.

17. Enpl oyer Goes Qut O Bel i eves I ndi f f erent Negat i ve
Attitude Way to Support Handi capped to Handi capped About _
Job Acquisition Can Work As Workers Handi capped
Vor ker s

I (NI
Speci f1 cs/ Comrent s: Emploqer “-PP"QI? 09{9 rfC‘{"pJ]v'c". -+ hn-r;‘ﬂ(. %u

handie.a,ppeci tend 3 p@/r—m.-}-]-"% C‘J‘”’ Home e g ook w#’{\ 2 hent,
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18. Enpl oyer' s Fi nanci al Requi res Nont hl y- Mont hl'y

Fi nanci al I ncentives Tax Credit Sal ary Sal ary
Requi renent s Not Necessary O Incentive Bel ow SGA Bel ow Earned _
M ni mum
SN
1 (1

Specifics/Comments: H'Gsp;lml ‘s eltg'tab]-c_ foe He Tax Ceed 4. ~

Must Simpl e Sinmpl e
19. Di scrimnation Not Di sti ngui sh Counti ng Readi ng
Needed Anong Wor k Sorre Number Sorre Wor ds
Supplies Only VWor k Requi red Requi red -
..\ -
I 61-I)
Speci fi cs/ Conment s: —
20. Time Tine Factors Must Identify Must Tell Time Must Tel |
Not | nportant Br eaks To The Hour Tinme To

The M nute —

.
Speci fi cs/ Coment s: Co-wurkcrs ctan Cue (‘;!l'ﬁf\"" ny a_Pp(’oP(m.’-c +ive 'J't.»
‘olke oreak. tousyer, cepeated Harclness will nok be +olesated.

CHECK ALL JOB DUTI ES THAT APPLY TO THI S PCSI TI ON

Bus Tables_____ Stocking _____ Restroom O eaning_____ Food Line Supply__
Food Preparation Sweepi ng _\/_ Washi ng Equi pnent _V_/_ Trash Di sposal _z
Buffing  _____ Assenbly _____ Di sh Machine Wse ____ Food Serving .
Dusting ____ Vacuuming—__. Wet Mopping v bry Mopping )
Cerical ___ Keepi ng Busy_{ Other v Pol suubb-r.\%

Addi ti onal comments:
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CHAPTER 11

Cdient Assessnent

As you are surveying the comunity for potential jobs, you should
at the same tine be establishing a pool of potential clients to fil

job openings as they becone available. In fact, there is little value
in finding out about current job openings unless you have avail able
persons who may be able to fill the positions within an imrediate tinme

frame. Therefore, client assessment should occur as jobs are being
devel oped. Both of these processes are on-going and interrel ated

Although it is not essential that a client have specific job
related skills in order to be placed in a conpetitive job, it is
usual Iy necessary that he or she possess a mniml |evel of social,
personal care, and comunity survival skills. The job trainer also
needs to know about such factors as famly support, transportation
availability, and willingness to work. A job trainer can obtain
informati on about these factors as well as about the client's ability

to perform particular job skills through several forns of client
assessnent.

The major forns of client assessment that are useful to a job
trainer include:

a) interviews and informal observations with clients,
primary caregivers, and current or past work or schoo
supervi sors;

b) the interpretation of formal educational, vocational,
soci al , psychol ogi cal, and nedi cal eval uati ons;

c) behavioral assessment in a real work setting of a client's
abilities through observational and task anal ytic assessnent
of skills identified in the environmental analysis.

Cient assessment information, both formal and informal, provides the
job trainer with an overall view of the client in regard to placenent
into conpetitive enpl oynent.
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Referral of dients to Your Agency

It is inmportant to establish a systematic method of referral of
clients to your job training program There are several steps you can
take in order to acconplish this. First, advertise your services to
agenci es and other sources in the comunity so that you can nmaintain a
pool of job candidates for potential job openings. Second, describe
your services clearly so that you do not receive an inordinate nunber
of inappropriate referrals (i.e., «clients who are not nentally
retarded). Third, nmake sure the referral information you receive is
adequate so that you do not have to request additional information or
another conplete referral. It is particularly inportant to know what
other agencies are involved with a client so that you can coordi nate
with them for funding and case nanagenment purposes. Finally, obtain
the |legal authorization for release of information fromthe client so
that you can have access to all records and past evaluations.

Program | nformation

I nformation about your program can be wused to advertise your

services in the community. Advertising helps muintain an active

client pool by stinulating referrals to your program In addition, it
will alert businesses in the area to the advantages of utilizing your
services to fill their job openings.

The format of this informati on can range from expensive brochures
or panphlets to a typewitten description to business cards. If your
budget allows, prepare the information separately for each of your
targeted groups (i.e., agencies, «clients and their famlies, and

busi nesses); otherwise, use a format that has a broad appeal to al
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groups. The inportant thing is to describe your program and the
services provi ded in a way t hat is clearly under st ood

Referral and Pl acenent Policies

The Referral and Placenent Policies form on pages 38-39

provi des an overview of program services, as well as referral and
client eligibility criteria. This formis sent to agencies and other
sources of referral to guide them in nmaking appropriate referrals
to the program

A form such as that on pages 40 and 41 is sent to the referra
source to acknow edge that a referral has been received and to clarify
the referral policy. These fornms are wusually nailed along with an

Aut hori zation for Release of Information so that pertinent records

and evaluations of the <client can be obtained.

Referral Form

A sanple referral form is shown on pages 42-44. The referra
form should contain all of the information you need to determine a
client's eligibility for your program

Information to be Gained from dient Assessnent

W have found that getting information prior to job placement on
approximately 20 different wvariables, plus behavioral information
related to specific job skills, is usually sufficient. The wvariables

shown on the dient Enploynent Screening Form (pages 45-48) are

what we suggest that you examine in your interviews, observations,
and record reviews. (You will probably add or delete sone of
these variabl es depending on the types of jobs you are training and

the kind of comunity you live in.) Keep a formsuch as the one
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in this section on hand during all interviews, observations, or
record reviews so that you can check the client's status on each of
these variables. If there seens to be a discrepancy anong infornation
sources regarding any variable, it is best to directly observe the
client.

In terms of specific job skills, you should observe a client's
performance of the job tasks obtained during your environmenta
analysis of the job site. This may be done at a real job site (if you
are able to use a site for conpetitive work training) or in a
simulated setting. A sinmulated setting wll not give you a very
accurate picture of performance, but you will get a general idea of an
i ndi vidual 's performance abilities.

Revi ew of Records

The referral process involves securing pertinent information from
t he referral source. This may include formal vocational and
educati onal assessnents, medical and psychol ogi cal reports, past work
hi story (competitive and/or training), and social/environnenta
factors.

Information is sonetimes received from agencies or schools that
is dated and vague (e.g., "this client is hopelessly retarded"). Do
not rely on this type of reporting to arrive at a deci sion concerning
a client's eligibility for job placenment. In the same way, factors
such as 1Q score and workshop production rates should not heavily
i nfl uence acceptance or rejection into a programsince there is no
proven correl ation between these and success in a conpetitive job.

Look for an i ndi cation of the client's gener al wor k

28



characteristics such as howwell he or she reacts to supervision,
notivation to attenpt new tasks, level of famly support, and response
to pronpts for task conpletion. Find out if the client exhibits any
behavi ors which will pose a problemon a job site (e.g., the client is
verbally or physically assaultive or he or she has extrenely poor
hygiene). This is not to inply that these individuals should be
excluded from conpetitive enploynment, nerely that such behavi ors nust
first be nodified in order to increase the likelihood of success in a
conpetitive position.

As you review a client's records try to get an overall inpression
of the individual. Records should be current so that you have
information on the client's present behavior and functioning. Note
the consistency and accuracy among the descriptions given by each
eval uator. GConbine the information you have gleaned fromthe records
with a personal interviewwth the client to arrive at a clear picture
of the person being referred.

Interviews and Infornal Qbservations

A personal interviewwth a client who is mldly or nmoderately
retarded and who possesses good conmmunication skills will provide
rel evant information about wllingness to work , personal care skills,
comuni cation capabilities, vocational goals, and transportation
needs. For the nore severely disabled person, this information wll
have to be provided by other sources.

Meeting with parents or guardians is an inportant part of the
total client assessnent. Parental support is a crucial factor in the

success or failure of the client's enploynent and the interview before
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job placenent is the time to discuss parental concerns and fears about
conpetitive enploynent for their son or daughter. It is also the
appropriate tinme to talk to the parents about the changes in financia
benefits that will occur after job placement (see page 31). The job
trainer should confirm that the consequences of SSI reductions are
clearly understood by the famly. Facts and reassurance should be
offered to the famly or other persons involved with the client prior
to placenment. |If the famly seens hesitant about conpetitive
enpl oyment for the <client, this must be addressed inmediately, not
after the client has been offered a job. The refusal by famlies to
allow a client to accept a job, or their pulling a client froma job
once he or she has begun working, can often be avoided by being as
straightforward as possible during the initial mnmeeting with the
famly

Interviews wth teachers and/or past work supervisors provide
other valuable data such as endurance and strength, work habits,
ability to followdirections, and the level of reinforcement and
assi stance needed to perform work tasks. Ask about the <client's
behavioral attributes, positive and negative, which may affect his or
her performance in a job. The nore information sources you can tap
the nmore reliable your assessnent.

Finally, observe the client in a structured situation such as a
school, day activity, or work program or conpleting househol d chores.
If you have tinme, ask famly nenbers or program staff to sinulate
certain situations so that you can observe such things as endurance

strength, anbul ation, comunication, and task sequenci ng.
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Ef fects of Enploynent on Suppl enental Security |Income (SSl)

Question:

Answer :

Question:

Answer :

Questi on:

Answer :

Questi on:

Answer :

What must be done regarding SSI when the disabl ed
person is enpl oyed?

The local Social Security office nmust be notified

i mredi ately regarding this change in enpl oyment
status. The easiest way of acconplishing this is to
obtain a statement from the enpl oyer describing the
new enpl oyee's hours of work per week and the rate of
pay per week. The statenment nust be taken or mail ed
to any local Social Security office so that the
benefits can be reexanmined in view of this
information. The next nonthly check should be
reduced. If it is not, notify the Social Security
office immediately to find out why the reduction did
not occur. The Social Security office may have
"overpaid" you, and if so, it will request that the
overpaid amount be returned later. Therefore, be
certain that the first check received after enploynment
is reduced.

W11 the handi capped person lose all SSI benefits due
to enpl oynent ?

SSI benefits are reduced according to a person's

i ncone. Handi capped persons can earn income w thout
losing all benefits ($65 to $85 in earnings per nonth
are allowed before any reduction); however, if the
person holds down a full-time job at m ni mum wage, the
benefits will probably be reduced to zero for as |ong
as the person remains on the job. When the Socia
Security office receives the statenent from the

enpl oyer regarding earnings, a reviewer will figure

the necessary reductions to the current SSI paynent.
Remenber, the check can be increased if the job is
termnated by sinply notifying the |ocal Social ll

Security office

How does enpl oyment affect Medicaid?

As long as the new enpl oyee remains eligible for some
reduced portion of SSI paynents, even if only a few

dollars a nmonth, the person will still receive
Medi cai d benefits. Thus, a person who i s working
full-time will probably no longer be eligible for SS

or Medicaid while he or she remains on the job.
However, a good nedi cal insurance plan gained through
enpl oyment provi des equal or better medical coverage
for the working individual. Again, benefits can be
regained if the person leaves or is termnated from
the j ob.

What are the financial benefits of enploynment versus
the receipt of SSI benefits?

The benefits include:

1. If full-tinme enploynent is gained even at
m ni mum wage, the enployee's income will always be
nore than the maxi mum SSI benefit. Full nedica
i nsurance coverage is often provided with a full-time
position.

2. If part-tine enployment is obtained, sone
portion of the SSI paynent will continue each nonth
and Medicaid benefits will also continue. Therefore
the enployee will receive salary and SSI payments.
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Behavi oral Assessnent

Whenever possible a client should be observed in a real work
setting, preferably a site in the community where the enployer has
given permssion for you to do pre-enploynent training. This is
especially suitable for school progranms who have the tinme, personnel
and support to do this pre-enploynment training. It may take time to
establish work sites for assessnent and training purposes. Enployers
sonetimes agree to this after they have hired a client and have seen
the success of the supported work training program

Assessnent or training on an actual job site is not a mandatory
prerequisite to placing a client into a job as long as you are
confortable with the information gathered frominterviews, inform
observations, and records review |If you cannot get into real work
sites, try to use environnents that are set up to look and function
like a real job setting. (Use the environnental analysis information
to simulate work sites).

Task anal ytic assessnment. One of the best ways to find out the

specific job skills a client possesses is through task analytic
assessnment. A task anal ysis involves breaking down each job duty into
its conmponent steps. The job duties chosen are those that you have
identified during t he environnental analysis (refer to t he

Environmental Analysis Form and Sequence of Job Duties Form

di scussed earlier). Two exanples of task analyses of job duties in

food service positions are shown bel ow
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10.

11.
12.

13.

14.
15.

16.

17.
18.

19.

per f or mance

Pw NpE

Task Anal yses of Jobs

Qperating O sh Machi ne

Renove gl asses from buspan.
Pour any remaining liquid into
si nk.

Put glasses in glass rack.
Repeat steps 1 through 3 for
cof fee cups.

Thr ow away paper from buspan
into trash can.

Renmove a plate (or saucer or
bow ) from buspan.

Scrape off large particles of
food with fork into trash can.
Put plate (or saucer or bow )
in dish rack.

Conti nue enptyi ng buspans

until racks are full.

Renove silverware from buspan
and pl ace in soaking sol ution.
Turn on water to sprayer.

Spray gl asses, cups, and pl ates
i nracks.

Turn on di sh nachi ne.

Put racks through dish nachi ne.
Enpty racks as they cone out of
di sh machi ne and put di shes
and gl asses into appropriate

pl aces.

Separate silverware and put into
racks.

Spray sil verware.

Put silverware rack through dish
nmachi ne.

Enpty rack as it cones out and
put silverware in appropriate
pl ace.

The task anal ytic approach can be used to assess a client's

in tw ways. First,

the client can performindependently.
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10.

11.

12.

13.

14.
15.

16.

17.

18.

© N oublw

Busi ng Tabl es

Approach dirty table with
buspan and cl eani ng rag.
A ace buspan and rag on
chair.

Sack pl ates.

Sack bow s in buspan.

Put silverware in buspan.
Put glasses and cups in
buspan.

R ck up napkins and ot her
trash and put in buspan.
Enpty ashtray into buspan
and w pe cl ean.

Position cleaning rag at
upper |left corner of

tabl e.

Wpe table by exerting
downward pressure onto
cleaning rag, noving it
horizontal |y across table
to right side of table.
Move cl eaning rag down on
table a few inches toward
sel f.

Exert downward pressure
toward sel f.

Repeat steps 10 through
12 until entire table
area has been wi ped,

novi ng condi nent and
napki n contai ners as
necessary.

Wpe off seats of chairs.
Position chairs neatly
under table.

Carry buspan and rag to
next dirty table.

Repeat steps 2 through
15.

Wien buspan is full,
t o di sh room

t ake

job

you can determne how nuch of a task

Each step of the task anal ysis




is placed on a data sheet such as the one on page 85. A (+) s
recorded when the client independently performs a step, and a (-) is
recorded when the client does not perform the step independently
within a specified tine interval. During this process, reinforcement
or assistance is not given to the «client. The critical elenment of
this type of assessment is to provide the client the opportunity to
either performor not performeach step of the activity. The trainer
does not instruct the client during this process, but arranges the
environnment so that the «client is cued to respond by performng the
next step in the sequence. |If he or she is not able to perform a
step, a (-) is marked beside that conponent. The client is then asked
to performthe next step and so on until the client has been assessed
on all steps in the sequence.

The second way to use a task analytic assessment is to provide
varying levels of pronpts to the client at each step in the task
analysis. In this way you can determne the type and anount of
training a client may initially need to performcertain jobs. The
"least intrusive" pronmpting method described below is one way of
guiding a client through job task completion. This nethod gives the
client a chance to perform each step independently before you provide
a verbal, nodeling, or physical pronpt. It is also appropriate to use
this method of assessment during pre-enploynent training because you
are able to closely nonitor a client's progress as his or her
per f ormance becones nmore independent. To use this pronpting nethod,

follow this sequence
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1. Gve instructional cue.

2. Wit 2-3 seconds for self-initiation of step 1
in task analysis (TA).

3. If correct, proceed to Step 2 of TA

4. If incorrect or no response, provide verbal pronpt
specific to Step 1 in TA

5. If correct, reinforce and nove to step 2.

6 If incorrect, repeat verbal pronpt and simultaneously

nodel the response

7. If correct, reinforce and nove to Step 2.

8. If incorrect, repeat verbal pronpt and physically
guide client through response.

9. Reinforce and nmove to Step 2.

10. Repeat procedure for each step in TA until activity is
conpl et ed.
A data sheet such as the one provided on page 85 can be used for

both of the above approaches to task anal ytic assessnent.

Producti on Rate Recording

It is always hel pful to know how fast a client can perform major
job duties in relation to conpetitive standards. This type of an
assessnment can only be done at a real job site, using that particular
conpany's production standards as the basis for nmeasurement. The
Initial Training section of this manual di scusses nmethods of

establ i shing production rates.

Summari zi ng Assessnent Data

Use a general screening form such as the RRTC dient Enpl oynent

Scr eeni ng Form on pages 45-48 to summarize results of your

client assessment including behavioral assessnent information and
informal observations, interviews, and record reviews. Keep al
results such as data sheets and anecdotal notes with your summary

for future reference

Directions for Using the RRTC dient Enploynent Screening Form

Once all the previously mentioned information is obtained, the
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job trainer conpiles the results on the dient Enploynent Screening

Form

Each itemis to be scored based on the job trainer's know edge of
the client, which is gained fromthe total client assessment process.
The formis not filled out in reference to a specific job, but in

l[ight of the client's competitive work potential in general.

Exanpl e:
Li ght  Work/ Li ght Work? Ful | Day/ Fuil Day7
Endur ance Many Breaks Few Br eaks Many Breaks Few Br eaks
Oly
X
See the sanple form on pages 45-48 for illustration.

Ceneral @Quidelines for dient Assessnent

Advertise your services in the comunity so that agencies
and busi nesses are aware of your program

Acknow edge receipt of referrals pronptly.

Insure client confidentiality when records have been
rel eased to your program

- Mke tine for personal interviews with client and famly
and explore their ideas and needs.

Gbserve the client directly to determ ne such factors as
endurance, strength, comunication skills, and response to
super vi si on.

Informclient, famly, and referral source of the results
of the client screening. |Include specific objectives that
the client can work on to enhance conpetitive work potential.

Update the client screening formevery three to six nmonths if
the client remains on your waiting list.
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SUMVARY - CLI ENT ASSESSMENT

Sequence of Events

Cor r espondi ng For rs

Advertise Program

Br ochur e/ Panmphl et s/
Busi ness Cards

Referral and Pl acenent
Policies Form

Ref err al

Referral Form

btain Perm ssion for
Rel ease of Information

Rel ease of Information
Form

Revi ew of Records
Interviewwith dient and Qhers
Informal Cbservation

dient Enploynent Screening
Form (use as a guide)

Behavi oral Assessnent

Task Analysis Data Sheet
Production Rate Recording
Form

Compl ete the dient Enmpl oynment
Screening Form (with infornmation
fromreview of records, interviews,
i nformal observation, and behavi oral
assessnent)

dient Enpl oyment
Screening Form
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Referral and Pl acement Policies Form

Virgi nia Conmonweal th University
Rehabilitation Research and Training Center

The Rehabilitation Research and Training Center (RRTC), supported by a grant
fromthe National Institute of Handi capped Research (U S. Departnent of
Education) is a five (5) year programdesigned to explore and inprove enpl oynent
for the nentally retarded. Anmong the many services to be provided by the RRIC is
direct job placenment training for severely disabled nentally retarded persons.
Referrals for this service nust cone through the Virginia Departnent of
Rehabi litative Services. Persons interested in this service should contact their
rehabilitation counselor. The counselors will determine if the RRTC s services

are appropriate for their clients.

Addi tional services to be provided by the RRTC are continued research which
will help identify the best strategies in placenent initiatives and supported work
training activities. Furthermore, the programwi |l provide national dissem nation
of information pertaining to the enploynment of the mentally retarded. The Center
is currently funded for a five year period through April, 1988.

Target Popul ati on and Referral Quidelines

(1) The RRTC s target population is nentally retarded persons. In July 1984
the RRTC was approved as a vendor for the Virginia Department of
Rehabilitative Services (DRS). This enables the programto expand
services provided to DRS clients. The RRTC will be reinbursed by DRS for
training clients who nmight previously have been excluded from receiving

enpl oyment servi ces.

(2) The client nmust require special training; that is, in order to insure
that this service is provided to those in greatest need, there nust be
some documented reason why this person would require special services

for enpl oynent.
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(3)

Referral s

(1)

(2)

(3)

The client nust be willing to work. S he need not possess the precise

skills for a given job; however, the desire to work should be present.

If you are interested in referring a client who may have enpl oyment
potential, but who would require special training or extended follow up
services, please contact the Virginia Departrment of Rehabilitative
Services for an assigned counselor. Additionally you nay contact:

Mark L. Hill

VCU RRTC

Director, Enploynment Services Division
R chmond, Virginia 23284-0001

Tel ephone: (804) 257-1851
to indicate your interest in the service
Currently services are available in R chnond, Virginia Beach, and

Norfol k. Additional sites nay be established based on demand

After a referral formis received and the previous eval uations are

submtted, a screening session will then be arranged with the client and
the feasibility of a job placenent will be discussed with the
rehabilitation counselor. Cient information will be assessed in order

to determne a potential job match and to estinmate the on-site training
that woul d be needed. Wen an opening arises, a job coordinator wl |
contact the referring person/agency to establish transportation, hours,

and other joint concerns.

Assi stance toward transportation needs is often required of the
referring agency, parents or guardians. Al though sonme rides can be

provi ded, transportation over an extended period is not possible.
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RECEI PT OF REFERRAL FCRM

REHABI LI TATI ON RESEARCH AND TRAI NI NG CENTER
¢ O MARK HILL
EDUCATI ONAL SERVI CES
VIRA NNA COWONWEALTH UN VERSI TY
RI CHMOND, VIRG NI A 23284-0001

TO ]RSL/ Mis. B \!’Hu‘}‘\'

FROM Rehabilitati on Research and Training Center

DATE: =18 -5

This is to acknow edge that the referral on \(‘ﬁ\\

-

was received by the Rehabilitati on Research and Training Center on

A screening of the client's records will be perforned to deternmine if the
individual is in the Research Center's target population. |If so, an ecol ogica
enpl oyment eval uation will be arranged with the client as soon as possible. The

following records are necessary to conplete the referral process:
nost recent psychol ogi cal eval uation
nmedi cal records

vocational eval uation

educati onal records

ot her specify:

N

all necessary records have been submitted, thank you.

Pl ease keep in mind that we are targeted to serve clients whose prinmary
disability is noderate nental retardation or lower. In sone cases, mldly retarded
persons with additional handi caps can be accepted

The Research and Training Center's small direct service staff and its
commtnent to job-site training and followup services for each client necessarily
restricts the nunber of clients we are able to serve. The client who is best

suited to an available position will be placed first, regardless of the date of

referral. Therefore, referral to the Research and Training Center should not be
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considered as the sole rehabilitation plan for a client, but as another source of
servi ces.

W regret not being able to provide conpetitive work for every individual
referred to our program However, we will notify you inmediately if a competitive

pl acenent is immnent for your client.
Thank you for your referral to the Rehabilitati on Research and Trai ning

Center.

(74#? pavA
Si gnat ur e: CQ L

Title: JZE) Ifd:r'h‘_’f"

upd 2/20/84
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Referral Form for Transitional Supported Wrk Vendor
Rehabilitation Research and Training Center

Instructions: Please provide information on all itens unless unavail abl e.

Date of referral: {7‘]{_)_"' 9’
1. Social Security Nunber of dient 295??-(0799

2. Nanme of dient ’F)r‘uaml Tom H.
Last” First M. I.

3. Name of County or Gty of Residence HQHNGD C.D.

4. Sex of Cdient m

5. Address 5002-(0 H'l ”lﬁ_(d ’Rdad

and Phone reet

Nunber  of &.chmm rl R Ve,

dient City State
2322¢  _(804) 20l -1 3
Zip (Area Code) Home Phone

6. Date of Birth q- 6'52

7. Please indicate name and address of the primary person responsible for this

f | :
R /""fﬂmﬁv ml? Se(u? ency Name

st -JJ
2074 Henry Skreok
Street
Hearico (. e .
City State
22228  (S6y) M T-123]
Zip Phone

8. (@uardian Information

Pl ease note: If this referral is accepted into the RRTC active file of potenti al
job candi dates, a brief questionnaire will be sent to this client's guardian to

conplete our client-history files.

Quar di an Nane: ’B(uan-’- / Mar‘u_l

pisv -, First
Addr ess: O //: {
[ 661
“Iichoond Va. 23229
City State Zip

Rkl Ml one—
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Type of Rel ationship:
1=Nat ur al par ent
2=Legal guardian/relative
3=G oup home or other service provider
4=none
5=ot her (specify: )

Services
Has this individual previously received services in the foll ow ng areas:

9. Covernnent Financial Aid:

Yes No
SSl
A E
Medicaid [V
SSDI
Other:

10. Previous or current services from
Department of Rehabilitative Services no

11. dient Disability

\/ Mental Retardation m
a. Level or range of retardation: 00’((‘&“{.

N Mental Health
a. Diagnosis/Describe:

12, 2% DRS Case Status for this client as of 7-10 - 7? was which of
the following? Crcle one:

01-case finding

02-referral

06- ext ended eval uation (workshop-Wodrow W1 son eval uati on)
10-eligibility/acceptance of case

12- pl an/ TWRR

14-i npl enment at i on- gui dance and counsel i ng

16- physical restoration/nmental restoration

18-trai ning program

20-ready for enpl oyment

22-starts work

23-services interrupted

26-cl osed from 22

28-cl osed not wor ki ng

31l-transferred out/noved and transferred case

32- post - enpl oynment (open case-provi de services to keep job)
33-transferred in

35-cl osure services

13. __L'V\hat is the severity status of this client according to DRS
records?

1- severe
2- non- severe
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14. P ease include with this referral

the following records if they are

avai | abl e, Psychol ogi cal , Medi cal , Vocational ___ ,
Educational , Eval uations.
Pl ease feel free to give any other pertinent information: ]
as it woeuld yefate  +n wockKmg N _ G
femperihvg 0D, ~

Mail to one of the follow ng depending on locality:

Rl CHMOND, MAI N OFFI CE

Mark Hill

1314 W Main Street

R chnond, Virginia 23284
(804) 257-1851

NORFOLK

Connie Britt
700 West 20th Street
Norfol k, Virginia 23570
(804) 625-2311
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VIRG NI A BEACH

Pam Pendl et on
3432-A Virginia Beach Blvd.,
Virginia Beach, Virginia,
23452

(804) 486- 4663



REHABI LI TATI ON RESEARCH AND TRAI NI NG CENTER
CLI ENT EMPLOYMENT SCREEN NG _FORM

Type: Initial \// Ongoi ng/ Enpl oyed On- goi ng/ Unenpl oyed

Nunber of Hours Oient Wrks per Wek Months O ient Works Per Year
dient's Nane 'E)m SSH
- Dat e of Screening Evaluator /4,\5_/?)':4‘_‘7 -
T ONE_| Y_B AN_*
- 1. *Availability WIl Wirk WIl Wrk WIl Wrk WIl Wrk
Weekends Eveni ngs Part-Ti me Ful | - Ti me

Speci fi cs/ Comment s:

B *2. Travel Uses Bus Uses Bus and Requi res Bus Travel
Transfers Trai ni ng Arran:gemant S

épeci'f-l'cs/'éom’rents:i'nm /5 on a4 bus /rr?e.

3. Strength LOW Aver age Strong
A

Speci fi cs/ Comment s:

i Li ght Verk
4. Endurance Many Breaks Li ght Work/ Ful | Day/ Ful | Day/
Oly Few Br eaks I\/ank Br eaks Few Breaks
Speci fi cs/ Comment s:
5. Orienting Smal | Area Several Roons Bui I ding Wde Bui I di ng and
Only COHC.?OOHB y G ounds

Speci fics/ Coments: £ ndurantie ghmkf iMpProve. O0fde~ 2 or 2
weelis  of employmenrd.

6. Mbility . Sit/Stand Fair Anbul ati on St ai rs/ M nor Physi cal
In One Area Obst acl es éSiIities

Speci fi cs/ Comment s:
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Above Average Fast
7. Rate " Sl ow St eady/ Aver age Speed if | ndependent
Pace Worker Pronpt ed Vr ker

e —

Specifics/Comments: S’Peed %hd“\-{,'d INCrease L&)H"i‘\- +FOLtﬂ!ﬂ5

8. Appear ance Unkenpt Just O ean Neat And Dresses Wl
C ean
X

Speci fi cs/ Coments:

9. Cormuni cati on o Sorme  Key Sent ences Sent ences

None \Vor ds (1 npai r ed) (a 32)

Speci fi cs/ Comment s:

*10. Interaction Low/ Few Polite Wen Can I nteract Can Interact
Behavi or | nt eracti ons d ven Soci al ly Soci al ly
Instruction I nf Eequent ly Frequently —

Specifics/Comments: Veﬂj Withdrawn when bhe 15 Ground s%rang?fs

11. Interfering ~ 77 Many Unusual Unusual M ni mum —
Behavi or Behavi or s Behavi or Interfering
I nf requent Behavi or

Speci fics/ Coments:

Fr equent Intermttent Intermttent I nf requent
12. Attention Pronpt s Pronpt s/ H gh Pr onpt s/ Low Pronpt s/ Low
To Task Requi red Super vi si on Supervision Super vi si on _

Specifics/Coments: (yith aQ ol +me Job coordwedo -

13. | ndependent Per f or ns 1-3 Per f or s Perforns Mre than _
Task Tasks In 4-6 Tasks 7 Tasks In
Sequenci ng Sequence In Sequence Sequence

Speci fi cs/ Comrent s:
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14.

*15.

16.

17.

18.

19.

20.

Initiation

Al ways Seeks
Vor k

Sonet i nes
Vol unt eer s

Rarely
Vol unt eer s

Avoi ds
Next Task

Speci fi cs/ Comrent s:

Adapting To Learns New Accepts New I's Confused Rigid Routine
Change Tasks Easily Tasks By Change Requi r ed
Speci fi cs/ Conment s:
Rei nf or cenment Frequent Intermttent I nf requent Pay Check
Needs Requi r ed Suf fi ci ent Suf fici ent Suf fi ci ent
Speci fi cs/ Conment s:
Goes Qut O Somrewhat
Fam |y Way to Support Supportive I ndi fferent Negati ve
Support Vor k of ;/(V)r k About Work About Work
Speci fi cs/ Conment s:
Fi nanci al Avoi ds Work Umw lling To
Fi nanci al Ram fi cations Requi res Due to SS Gve Up
Situation Not Chstacle Benefjts D si ncenti ves Financial Ad
Speci fi cs/ Comrent s:
Cannot
Functi onal Di sti ngui sh Di sti ngui shes Simpl e Simpl e
Acadeni cs Bet ween Wor k Bet ween \Wor k Count i ng/ Readi ng/
Suppl i es Suppl i es Nurber Wor k Somre. Wor ds
Speci fi cs/ Comment s:
Unaware O Identifies Can Tel l
Ti me Time And Breaks and Can Tell Tine Time in Hours
Awar eness d ock Function To The Hour And M nutes

Lunc? ,

Speci fi cs/ Comment s:
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CHECK ALL THAT CLI ENT HAS BEEN CBSERVED TO BE PRCHI O ENT | N

Bus Tables

Food Prep

Buf fi ng
Dusti ng

derical

Addi ti onal

Comment s

St ocki ng

Sweepi ng_y/

Assenbl y

V acuuming

Other

Rest room d eani ng

Washi ng Equi pnent _V/

D sh Machi ne Use

Moppi ng (I ndus.)__

Pot Scrubbi ng

Food Line Supply B

Trash Disposal __ ¢~

Food Serving

Keepi ng Busy;
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CHAPTER |11

Job Pl acenent

I ndi vidual s who are mentally retarded are often placed into jobs
in which they are unable to perform satisfactorily. It is possible to
reduce the nunber of inappropriate placenents through a carefu
matching of job requirements to client abilities. This involves
evaluating job analysis data and client assessnent information to
determne who in the referral pool appears nost suitable for a
particular job opening. These individuals are identified through a
prelimnary screening in which the essential aspects of the job are
checked against the needs of each client. For exanple, if weekend

work is required, you nust know whether the client is willing and able
to work on weekends. Furthernore, vyou have to establish how the
client wll get to work and whether or not the fanmly wll be
supportive of these working hours. Looking at certain key factors
such as these wll help identify potential candidates. A nore
detailed analysis of client factors and job characteristics, which we
refer to as the job/client conpatibility analysis, wll help to

further identify the best candidates for a particular job.

Ohnce a client has been chosen for placenent into a particular
job, the job trainer nmust be prepared to introduce himor her to the
enployer in a job interviewor informal job site visit. After this,
job training should begin. Mst clients who are noderately or severely
mentally retarded wll probably never be considered "job ready"
according to traditional rehabilitation standards. However, with the
intensive on-site job training and followalong services provided in
the supported work nodel, these individuals do not have to be job
ready in the usual sense in order to be placed on a job. Instead, an
enphasis is placed not only on alleviating obstacles to enpl oynment
that are identified prior to placement (such as transportation or
hygi ene) but on training specific work tasks on the job-site after the
client is hired.
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Key Factors that Affect Job Pl acenent

Accessibility to the Job

Can the «client get to the .job? AIl forns of transportation

that are available to the client nust be considered. In urban areas,
use of the public bus systemis the nmost common method if the client
lives near a bus Iine. QOher alternatives for transportation include:
(1) arranging transportation to a bus line; (2) arranging car pools
with coworkers or persons working near the client's job site (such as
nei ghbors or relatives); (3) teaching the client to ride a bicycle to
work; (4 teaching the client to walk to work when the job site is
near the client's honme; (5) arranging for public or conmpany
transportation for workers who are handi capped; (6) having the client
take a taxi to and fromwork; and (7) having a famly nenber take the
client to and from work.

If a client cannot get to the job site after all travel options
have been explored, the client is not now appropriate for the
position. However, not knowng howto use a transportation system
should never prevent a client from being selected; the job trainer
should arrange for travel training if one of the options listed above
is a possibility.

Client Mtivation

Is the client interested in the position? For those clients

who have had varied work experience or work/study programs, this
gquestion is easy to answer. In the case of individuals who have had
little or no real work experience, the job trainer nust assess the

notivation of the client to work in general (some clients do not want
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any job at all). This is acconplished through informal discussions
with the client and famly or group home counselors. Such things as a
client's preference for duties around the house (e.g., washing dishes
versus sweeping), wll help you discover a client's interest in
certain types of work

VWen a client states that he or she does not want to performa
certain job duty, such as operating a dish nachine, respect this
decision. Do not pressure a client to take a job, hoping that he or
she will growto like it. There are many demands and stresses during
the initial phase of job training and a positive attitude on the part
of the client can be a crucial factor for success.

Fam |y Support

Is there parent/guardian support for the placenent? A strong

support network is critical to the client's success or failure on the
j ob. Non-supportive or uncooperative parents, guardians, or group hone
counselors nake it difficult for the client to maintain satisfactory
enpl oynent. Consider the situation of a worman who could have a job
that is not on a bus Iine. It will require a great deal of comm tnent
on the part of her fanmily to neet transportation needs. It is also
important that parents or guardians understand and accept that SS
benefits will be di sconti nued after a peri od of time.

Physical Ability

Is the client physically able to neet the demands of the job?

The individual's physical abilities and work endurance nust be
evaluated in regard to the specific requirenents of the available job.

VWen determining a client's physical abilities, think about the



possibility of nodifying the job. |If one task out of an entire
routine prevents the individual from neeting the job requirements,
consi der whether that task could be traded with a coworker for a task
that the client is able to perform (for exanple, the client could w pe
down tables for a coworker while the coworker puts up stock which
requires the wuse of a ladder). Remenber also that work stam na
increases over a period of time. The fact is that nost clients,
barring any nedical conplications, are capable of performng nore
strenuous types of work than they probably currently are doing.

Soci al Behavior and Daily Living Skills

Is the client's present social behavior satisfactory for this

position? Depending upon the anmount of contact with the public and
with fell ow workers, the degree of social skill refinenent needed wil|
vary. Communication skills, level of social interactions, and persona
appearance of a client should be <closely assessed in regard to the
specific job. For exanple, a greater degree of appropriate socia
behavior is required in a line server or bus position due to the

client's contact with and visibility to the public.

The presence of nal adaptive behavior such as verbal abuse or
stereotypic or self-destructive behaviors has caused many clients to
lose their jobs. Thus, an awareness of any inappropriate behavior,
i ncludi ng frequency, duration, and conditions under which the behavior
occurs, is necessary in order for the job trainer to make an i nforned
job mat ch.

Job/dient Conpatibility Analysis

The job/client conpatibility analysis is the nore detailed
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identified for possible placenment into a job opening. The form on
page 60 is wused to summarize conpatibility data for each of these
clients. Use as many forns as necessary. Directions for conpleting

the Job/Cient Conpatibility Formare as foll ows:

Step 1;

Using information from the Job Analysis Form Enpl oyer

Interview Form and the Sequence of Job Duties Form evaluate each

of the twenty enploynent factors in relation to the specific job
opening. Indicate whether a factor is «critical to the position by
placing an "X" in the first columm beside that factor

Step 2;

Using the dient Enploynment Screening Form and information

gathered during personal interviews and observations, rate each client
according to the twenty enployment factors. Place an "X' in the
client colum beside each factor that applies to that client in regard
to the specific job opening. (For exanple, if all the clients have
transportation to this particular job, place an "X'" o. line 2 in each
of the client columms.)
Step 3

Add the total nunber of factors in each client columm which match
with the factors nmarked as critical. (For exanple, if commrunication
is marked as critical to the position and if there is also an "X" in
the client colum beside that factor, the "X'" in the client colum is
counted as "1" [one].) Record the score for each client at the bottom
of the correspondi ng col um.

The client(s) with the highest nunber of factors which are marked
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identified for possible placement into a job opening. The form on
page 60 is wused to summarize conpatibility data for each of these
clients. Use as many forns as necessary. Directions for conpleting

the Job/Cdient Conpatibility Formare as foll ows:

Step 1;

Using information from the Job Analysis Form  Enpl oyer

Interview Form and the Sequence of Job Duties Form evaluate each

of the twenty enploynent factors in relation to the specific job
opening. Indicate whether a factor is «critical to the position by
placing an "X" in the first colum beside that factor.

Step 2;

Using the dient Enploynment Screening Form and information

gathered during personal interviews and observations, rate each client
according to the twenty enploynment factors. Place an "X' in the
client colum beside each factor that applies to that client in regard
to the specific job opening. (For exanple, if all the clients have
transportation to this particular job, place an "X' o. line 2 in each
of the client colums.)

Step 3:

Add the total nunber of factors in each client colunn which match
with the factors marked as critical. (For exanple, if communication
is marked as critical to the position and if there is also an "X" in
the client colum beside that factor, the "X' in the client colum is
counted as "1" [one].) Record the score for each client at the bottom
of the correspondi ng col um.

The client(s) with the highest nunber of factors which are marked



as critical to the position can be considered top candidates for the
job. The results of the job/client <conpatibility analysis determ ne
which clients are appropriate to interview for the position. If two
or three individuals appear equally suitable, there is alnost always a
factor which tips the decision toward the selection of one client over
anot her (e.g., one client's famly is nmore enthusiastic about
enpl oyment than others, or a client lives closer to the job site, or a
client has nore experience on a dish machine). In addition, do not
overl ook your intuition or "gut feeling" as to which client you fee

may be the best match for the job opening. It is often said that
there is art, as well as science, in the process of job placenent.

Job Interview

Ohce the job trainer has chosen a client for the j ob,
arrangenents are nade for the enployer to interview your client.
(Oten this is arranged during the initial enployer contact if you
feel the job opening is appropriate and the enployer agrees to
interview one of your clients.) Schedule the interviewat a time
convenient to the enployer so that he or she will be confortable and

attentive during the interview (and thus, nmore open to hiring your

client).
It is the responsibility of the job trainer to notify - well in
advance - the client, the client's famly or group home, and any

rel evant agency personnel of the date and time of the interview This
will alleviate any problens you may encounter in taking a client away
froma job at the workshop he or she attends. For exanple, there

may be a conflicting doctor's appointment which a group hone
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counselor has arranged. This is not to say that a client's job
interview should not take priority: a doctor's appointnment is usually
nore easily postponed than a job interview A job opening is often
filled within a day or two and the opportunity for enploynent at that
time is lost.

VWhen speaking to the client and the client's famly or group hone
counselor, the job trainer should review appropriate dress and
behavior for the job interview, as well as discuss transportation to
and from the interview It 1is recommended that the job trainer
transport the client to the interview in order to avoid the
possi bility of confusion as to the time or place of the interview

The job trainer should beconme famliar with the client's work
history and background (this would include secondary work/study
experience, as well as workshop tasks) so that an application can be
filled out thoroughly. Having a copy of the relevant information with
you wll insure that the facts are «correct and that nothing is
over | ooked.

During the interview, the job trainer nust be attuned to the
interaction (or lack of) between the client and the enployer. It is
advantageous for the job trainer to take an active role during the
interview, particularly if the enpl oyer appears somewhat unconfortable
and unsure. It is essential that the job trainer knowthe client's
strengths (e.g., perfect workshop attendance for two years, responds
well to supervisor, wlling to work nights and weekends, etc.) and
focus the enployer on them On the other hand, it is not necessary to

enphasi ze weaknesses (as perceived by an enployer) that do not affect
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the client's work performance. (For exanple, the client is unable to
read or wite but this is not a critical skill in a pot washing
position.)

The job trainer should be sensitive to the client's ability to
respond effectively to certain questions during the interview and
per haps have difficulty with others. Drecting the appropriate
questions to the client and fielding those which nay be problematic
for the client are major functions of the job trainer during the
interview Oten, an enployer who is uneasy will attenpt to direct
all interactions toward the job trainer. This can be prevented by
turning to the client and saying sonething like this: "Jack, why don't
you tell M. Smth what you did in your last job?" This allows an
exchange between client and enployer, which nay be an inportant
i nfl uence on whether or not the enployer hires your client.

Discuss pay rate, hours, benefits, etc. for the client's
information even if you have already gathered these facts during the
job analysis. Sometines schedules and/or job duties wll have been
changed and it is inportant to find this out before the client starts
wor K.

Although the job trainer has presented the advantages of the
program (such as on-site job training and TJTC) during the initial
enpl oyer contact, it is helpful to reiterate these points during the
job interview An enployer who has never worked with a person who is
handi capped may be sonewhat fearful; the know edge that a staff person
will be present during the initial training phase and for long-term

followupis extrenely reassuring. Hearing about the TJTC again
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during the interview (with an enphasis on the snmall anmount of paper
wor k invol ved) al so provides incentive to hire your client.

Assuming that the interview has gone well and the job/client
match is appropriate, the job trainer should negotiate for a work
start date. An enployer who feels good about your applicant may take
the lead and set a starting date w thout hesitation. However, an
enpl oyer who hedges a bit or is uncertain may need some gentle
persuasion to try your client in the position. In this case, it is
hel pful to say sonething positive such as , "If you' d like to try out
Tom in the position - and | think he'd do a good job for you as a
di shwasher - when were you thinking of having himstart?" (Note that
the words "try out"™ and "having himstart", are less threatening to
the enpl oyer than the word "hire".)

If the above proceeds smoothly and you have set a date for the
client to begin work, thank the enployer, shake his or her hand, and
prepare to | eave (of course, the client should do the same). Once you
and your client are out on the sidewal k, hearty congratul ations are in
order because he or she has just Ilanded a conpetitive job! The
client's famly or group hone, as well as any relevant agency
personnel, should be notified imrediately so that arrangenents can be
made for the client's first day of work (e.g., transportation may have

to be confirmed, work cl othes purchased, etc.).
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Job I nterview Quidelines

Before the interview,

.Informthe client, the client's famly or group hone, and
rel evant agency personnel of the date and tinme of the i ]
interview DO TH S AS SOON AS PCSSI BLE!

. Emphasi ze that the client should be appropriately dressed
for the interview - clean and neat, no bizarre costunes.

. Revi ew appropriate behavior (e.g., handshake and posture)
and, questions which the client can respond to during the
interview, such as "Have you ever worked in a restaurant
bef ore?" and "How wi ||l you get to work?"

.Arrange to transport the client so that there will be no
mx-up in the tine or place of the interview

.Bring client information to the interview so that an
application can be readily and correctly filled out.

During the interview

. Take an active role during the job interview by:

-being aware of the client's ability to respond during
the interview and directing appropriate questions to
the client;

-fielding questions which may be difficult for the
e client to answer effectively;

-knowing the client's strengths and focusing the
enpl oyer's attention on them (assets may include
on-site training and TJTC).

.Di scuss pay rate, hours, benefits, etc. for the client's
information (even if you have already gathered this
informati on during the job anal ysis).

.Negotiate for a work start date if the interview has gone
wel | .

After the interview

. Ent husi astic congratul ations for your client!

.Notify the client's famly or group hone and rel evant
agency personnel so that arrangenents can be made for the
client's first day of work (e.g., transportation
confirmed, work clothes purchased, TJTC paper work
conpleted, etc.).
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JOB/ CLI ENT COWPATIBILITY ANALYSI S FORM

—
Anal ysi s Dat e: -Ju '-.,j "5 Job Title: f)0+ ¥ .,"ubbe_r—
*onsi der ed

Enpl oynent Qitical dient ___. dient dient - dient
Factor: To Position Nane: {pm Name: /(1¢ Narre:_f 1” Nanme: _
(1) Aailability X X N,

( 2) Transportation X

( 3)__Strength \N¢ X DY X 4
(4) Endur ance X X £ X Y
(5) Orienting X X X X
(6) Mobility X X X X X
(7) FRate jrd X X X
( 8) Appear ance Py X

(9) Conmuni cation el prd ¥
(10) Soci al I nteraction ol > Mo
(11) Interfering Behavi ors b X
(12) Attention to Task ~ % X X
(13)__Sequenci ng_of Tasks d pvd
(14) Initiation X
(15) Adapting to_Change ol
(16) Qient's Reinforcenent Needs prd v X
(17) Fam |y Support X 4 4
(18) Fi nanci al Concer ns e X
(19)__Functional Academ cs X X

(20) Ti me

**TOTAL: {2 4 -5 2

_Conpatibility: (List clients'

names beginning with the one currently nmost conpatible and ending with the one currently
| east conpatible.)

Tom  {Oacents cun Francpne
< 0Cen o - 1 )
A
S

-

*I ndicate by placing an "X" in the col um.
**Nunber of (x's) under client name that match a corresponding (X) under critical to position colum.



CHAPTER 1V

Job Site Training

In the supported work approach to job training, a job trainer
is available to be on the job site on a full-tine basis for as |ong
as necessary. The job trainer is responsible for teaching job skills,
for training related skills such as transportation and groom ng, and

for advocating on behalf of the client. In fact, for at least the
first two weeks after a client has been placed on a job, the trainer
is likely to be at the job site six to eight hours a day. It nay take

even nore time each day to work on related skills such as learning to
ride the bus to and from work.

Job site training involves direct instruction of job tasks and
rel ated behavioral skills such as transportation use, comunication,
on task behavior, and appropriate use of neal and break tines. The
period of direct instruction can vary from several weeks to severa

nont hs depending on the skill level of the client and conplexity of
the job. The phases of direct instruction can be categorized as job
orientation/assessnment, initial training/skill acquisition, and skil

generalization and maintenance/fading. Job site training also involves
advocacy or non-instructional intervention that pronotes adjustnent to
the work environnent. Although advocacy begins with client assessment
and continues as long as a client holds a job, a great deal of
formal i zed advocacy work will occur during job site training.
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Orientati on and Assessnent of the Job

During this initial phase of job training, which generally lasts
two to four weeks, the job trainer nmust be prepared to stay on the job
with the client for the entire work day. The job trainer not only
provides skill training to the client, but also insures that all job
duties are perfornmed to conpany standards. Renmenber that part of your
original appeal to the enployer was that the job would be conpleted
and done correctly even fromthe start! Several of the things that
must be conpleted during the orientation/assessnent phase include
completing a detailed job/task analysis and determning training
strategies for the client. Also, transportation training and advocacy

intervention must begin inmediately.

Job/ Task Analysis. A task analytic approach is used for identifying

and sequencing job duties, establishing a work routine, and designing
appropriate training nethods. This kind of detailed analysis, based
on original visits to the job site and observati on of work performance
during the first days on the job, includes a sequential |ist of duties
and their conponent tasks, approximate times for beginning and ending
each job duty, nmachinery and tools used, comunication required, and
special training techniques. This information can be recorded on a
form such as the one on pages 79-82. Provide the enployer with a copy
of the job/task analysis and ask for input and final approval

Perform ng Job Duties. Wiile you are determning specific training

strategies you also nust nmake sure that the job gets done. The
followi ng guidelines are hel pful in getting through the first few days

on the job site:
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1)

2)

3)

4)

5)

Keep in mnd that the first two weeks are the hardest!
The job trainer will often have to take over fifty
percent or nore of the actual workload, gradually
increasing the trainee's responsibility for conpletion
of job duties as dictated by client's job performance
and skill [level.

Assign one or two specific job tasks in which you
provide intensive skill training to the client, while
al so coordinating the overall conpletion of the work.

Concentrate the first day or two on your learning to
performthe job and organi zing a routine.

I nqui re about short cuts and tricks of the trade from
coworkers, but nmake sure the job is done correctly and
"by the rul es".

Do not try to record the job analysis during the
schedul ed hours of the job. Do your paper work after
hours.

Initial Training and Skill Acquisition

Once a job/task analysis has been conpleted and the job trainer

is confortable with the daily work routine, systenmatic instruction of

job skills to the client should begin. This phase of behaviora

training is based on establishing the follow ng procedures:

1)

2)

3)

A

5)

Determ ne effective reinforcers, preferably using only
natural ly occurring ones such as social praise. Use as
sparingly as possible since fewreinforcers will be available
after the trainer has faded his or her training.

Choose pronpting techniques that allow the client to learn
the job correctly from the begi nning.

Det ernmi ne recording procedures for tracking independent
performance and work rate.

Increase the rate of work once the quality of work is
accept abl e by conpany standards.

Fade your instruction slowy so that the client gradually
begins to performthe job independently.

Provi di ng Reinforcenent on the Job

Motivation is unique to each individual. What is reinforcing to
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one individual is not necessarily reinforcing to another. Wen doing

job site training the best reinforcers are those that naturally occur

in work environments (i.e., pay check, paid vacation, and
supervi sor/ co-worker praise). In sonme cases, however, this will not be
enough initially and a job trainer will find it necessary to identify
artificial reinforcers to help his or her client inprove one or nore
aspects of work performance.

A reinforcenent questionnaire such as that on pages 83-84. can be
used to determine what types of reinforcers are useful during initia
training. Answers to the questions concerning reinforcenent can be
gathered from interviews wth the <client, structured observations
involving reinforcer sanpling techniques, and interviews with famly
menbers and professionals who have worked with the client. The
inmportant point in providing reinforcement on a job site is to build
in a structure for fading the reinforcenent before the job trainer
fades fromthe job site.

One effective reinforcement procedure involves using cowrkers to
praise the client's work performance. This is particularly useful
since this type of social reinforcenent can continue after the job
trainer has stopped providing daily training. Coworkers should be
shown how to praise the client's perfornmance only when it is correct,
to do it imediately after the task is conpleted, and to |abel or tel
why praise is being given (e.g., "Tom nice job of scraping all the
pl ates!").

Prompting Correct Performance of Job Tasks. During initial

training, it is inportant to guide the client through the performance
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of job tasks so that he or she does not make unnecessary errors and
learns to conplete the job correctly fromthe beginning. Ohe way to
provide this guidance is to use the system of |east intrusive pronpts.
This method, in which either a verbal, nodeling, or physical pronpt is
provided on each sequential step of a task when not perforned
correctly, allows for conpletion of a task from beginning to end
regardl ess of the anmount of assistance needed. The directions for
using this procedure are provided bel ow

*1. @Gve instructional cue.

2. Vit 3-5 seconds for self-initiation of
Step 1 in task analysis (TA).

3. If correct, proceed to Step 2 of TA

4. If incorrect or no response, provide verba
pronpt specific to Step 1 in TA

5. If correct, reinforce and nove to Step 2.
6. If incorrect, repeat verbal pronpt and

si mul t aneously nmodel the response.
7. If correct, reinforce and nove to Step 2.
8. If incorrect, repeat verbal pronpt and

physi cal |y guide student through response.
9. Reinforce and nove to Step 2.
10. Repeat procedure for each step in TA unti
activity is conpleted.

*Do not reinforce on every step unless absolutely
necessary to maintain perfornmance.

If the system of |east pronpting is ineffective, the job trainer
may have to wutilize a graduated guidance procedure. This system is
often wuseful in working with severely retarded individuals who
denonstrate weak imtation skills. This technique involves providing
maxi mum physi cal guidance initially on all steps of a TA to expose the
worker to the new novenments required by the task. G adually, physica

assistance is faded as the worker acquires portions of the task. The
physi cal guidance is always paired with a verbal cue. The job trainer

may start with hand over hand assi stance, decreasing to hand on wi st
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only, and finally to the trainer's hand gently placed on the client's

el bow only. The physical guidance is systematically reduced until the

client perforns the step independently. The nmajor disadvantage of
this process is that the client nay becone dependent on pronpts to
initiate a task which makes fading fromthe job site more difficult
for the job trainer. Wiatever method is used, it is essential to try
to reduce assistance as soon as possible so that the client begins to
wor k i ndependent|y.

Recordi ng Performance Level During Initial Training

Job trainers need to record the performance of a client while he
or she is Ilearning the tasks involved in a job. Regular data
collection is really the only objective way of show ng whether or not
learning is occurring so that the trainer can begin fading his or her
assi stance. Two types of data can be recorded during this phase of
training. Both are based on the task analysis of each job skill and
both indicate whether the client is beginning to work independently.
The same data sheet can be used for recording the two types of data.

The first type of data is referred to as "probe" or "continuing
assessnment"” data and indicates how a client performs a job duty
without any pronpting or unnaturally occurring reinforcement. It
should be collected at least once a week and preferably at the
beginning of a training period. Probe data, recorded sinmply with a
(+) for a step done correctly and (-) for a step done incorrectly,
lets the job trainer know when the client is performng a specific

task correctly and independently. W typically consider a job task to
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be | earned when a client perforns all of a task analysis correctly on
three consecutive probe trials.

The task analytic recording sheet on page 85 shows how a client,
Ton, performed on pot scrubbing on five probe trials which were
conducted over a five week period. (Hs performance was assessed each
Monday as the dates indicate.) On the third, fourth, and fifth trials
he perforned all steps of the pot scrubbing task analysis correctly,
so fromthat point on the trainer would expect Tom to performthis
task without assistance. O course, if he began to make errors in this
task, instruction would begin again. One way to insure correct
performance is to continue to collect probe data at |east once a week.
This type of assessment can be done on visits to the job site |ong
after the job trainer is no longer present on a daily basis. Note the
directions for conducting a probe on the back of the recordi ng sheet
on page 86.

The second type of data which can be collected between probes
indi cates the kinds of pronpts which are being provided to the client
during the conpletion of tasks. The same task analytic recording
sheet used for probe data collection is used for recording this pronpt
data. In this case, the job trainer records a synbol representing
ei ther independent performance of a step or the provision of a verbal,
nodeling (gestural or nodel), or physical pronpt. Directions for
recording pronpt data when using the system of |least pronpts is

provi ded on page 86.

Keepi ng track of the nunmber and type of pronpts that are provided

to a client on a specific task over a period of time allows the
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trainer to determ ne whether or not to start gradually moving further
anay fromthe client during training to reduce client dependency on
the trainer's physical proximty. For exanple, if the «client is
receiving nostly verbal prompts or is performng nost steps of the
task independently, the trainer can nove back fromthe client three
feet or so on the first day. The trainer continues to increase the
di stance fromthe client as appropriate, until he or she is observing
the client fromacross the room The job trainer should not |eave the
client alone in a wrk area during the first several days of
enpl oynment wi t hout notifying a floor supervisor.

The data on page 85 show that Tom is learning to scrub pots
quickly. In fact, he rarely needs anything nore than a verbal pronpt
on a few of the steps in this task. Since he is performng so well,
the trainer can begin to nmove further away from the client as he
wor ks. Eventually, after three consecutive 100% correct probe trials,

the trainer can begin leaving the pot scrubbing area totally.

Even a snall amount of data collection on the job site can be time
consuming. It is recomended that the job trainer concentrate on
recording pronpt data on only one or two tasks per day. Probe
data can be collected on several job tasks since only one trial (a
complete task analysis) has to be recorded on any given day.

| nproving Wrk Rate

Once a client has learned to performa few job tasks correctly and
i ndependently, the job trainer helps the client increase his or her
rate of work production up to conpany standards. The first step in

increasing work rate is to establish a standard rate based on the
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performance of non-handi capped coworkers. This information can be
gathered during job site observations before placenent and during the
orientation/assessnment phase of job site training. It is advisable to
observe several workers performng a particular task over a period of
several days. An average rate of production can then be determ ned
from t hese observations.

Several methods can be wused for inmproving work rate. Sone of
these include: using a changing criterion reinforcement programin
which a client has to work progressively faster in order to receive a
particular reinforcer; using a timer to encourage speed (the client
strives to conplete a job before a buzzer sounds); and having the
client chart his or her work performance and talk about i nprovemnent
before and after a work period with the job trainer. \Wuatever nethod
is chosen, the job trainer nust eventually renove all intrusive
pronpts such as tinmers and artificial reinforcers fromthe job site.

Wrk rate should be assessed throughout job site training and
during followup visits once the trainer has faded his or her presence
from the job site. Regular rate checks help to assure successful job
performance and alert the job trainer that a problem may be occurring.
A form such as the one on page 87 can be used to collect rate data at
any point during or after the job training phase.

Attention to Task

During job site training and the later followup period, it s
important to monitor a client's on task behavior. Knowing that a
client is attending to task allows the trainer to nake decisions

concerning fading fromthe job site. Wen a client is having problens
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staying on task this affects work rate as well as relationships wth
supervi sors and cowor kers.

An interval recording nethod can be used for assessing on task
behaviors during brief observation periods, and a data sheet such as
that on page 88 can be wused for recording on task data. In this
met hod, the job trainer sets aside a short time period, such as five
m nutes, during which the client is observed performng a particular
job task. During this five mnute period the job trainer does not
pronpt or reinforce the client in any way. Every ten seconds the job
trainer records whether the client is on task by witing down a plus
(+), or amnus (-) if he or she is off-task. At the end of the five
mnute observation period, the trainer determ nes the percentage of
time the client is on task by dividing the nunmber of (+)'s recorded by
the total nunber of observations: (+)'s = %tine

(H)'s + (-)'s on task

Det erm ni ng Training Schedul es

Even during the initial training/skill acquisition phase, the job
must be done to conpany standards. This means that the job trainer
not only trains the client, but also actually performs various job
duties. One way of insuring that both client training and job duties
are done is to intensively train the client in one or two tasks, while

other duties are conpleted primarily by the trainer. O course, the

client should do as much as possible on all job tasks, but systematic
instruction of all tasks cannot wusually be acconplished during the
first day or two. The following list of guidelines will help the

trainer during this critical period:
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1. Initially, train. only the first few job duties out
of the entire sequence of duties. After a job duty
is performed independently, as indicated by three
probe trials, training can begin on another task.

2. (nce a week, conduct probes of a. task previously
instructed to make sure that correct task perfornmance
i s naintained.

3. Increase client's work rate if necessary as scon as
a job task is performed independently. This prevents
having to increase work rate on several tasks at once.

4. Check on-task/attending behaviors as soon as the client
is performng a task independently.

5. Even when systematic training of a certain task is not
bei ng conducted, the client can still be involved in
performng part or all of the task with the trainer.
The client should never be idle!

Training Related Skills

During the initial training phase of job-site training, the job
trainer may have to train the client in skills related to holding a
job such as riding a city bus, using vending machi nes, depositing a
pay check in the bank, and groom ng. The training should occur in
natural settings and wll have to be done before and after regular-
work hours. The job trainer nust be prepared to spend extra hours
training needed related skills during this period. In many cases,
group hone counselors or case managers can be called upon to provide
or assist with this training.

A task analytic approach is suggested for training related
skills. In fact, the same procedures wused for training job tasks can
be used. A sanple programfor teaching a client to ride a city bus is
i ncl uded on page 89.

Skill Generalization and Mi ntenance/ Fadi ng

The third and final phase of job-site training involves the
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gradual fading of the daily presence of the job trainer as the client
perfornms each job duty independently.

The fading process takes several weeks, sonetimes nonths, during
which the job trainer slowy and systematically fades his or her
presence on the job site. The criteria by which the job trainer
determ nes whether or not to begin fading consists of the follow ng
data: on/off-task behavior, pronpting assistance, work quality, and
work rate. These data are recorded by the job trainer on a regular
basis during job-site training and provide the job trainer with an
obj ective measurement of the client's job performance. (Refer to
earlier sections on data collection for a nore detailed discussion.)

As the data reflect the <client's increasing independence in
performng job duties up to standard, the job trainer fades from the
i mediate work area for short periods of tine. For example, the
trainer may go to the break area to catch up on paper work while the
client sets up the salad bar; however, the client requires training
assistance in the dish roomduring the lunch rush and the trainer-
returns to the work area at that tine.

Gradual ly, the trainer spends only that part of the client's work
day on-site during which his or her presence is necessary (e.g.,
training is only provided to the client during the lunch rush). Wen
the client is successfully conpleting all job duties satisfactorily,
the job trainer car. fade fromthe job site for an entire day, checking
at the end of the work day on the client's first solo job performance.

The client's first day alone on the job site is a significant one

and the job trainer should clearly explain to the enployer, coworkers,
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and the client that he or she will not be on-site that day. The job
trainer should enphasize that he or she can be contacted and will
return to the job site imrediately should a problem ari se.

If the client continues to do well according to the supervisor
and coworkers, and the data renain consistently positive, the job
trainer can begin to slowy reduce the nunber of days per week on the
job site. The actual schedule of fading is generally determ ned by the
fol | ow ng:

1) the client's job performance. Fading can proceed

smoothly as long as the client continues to function
well without the trainer. However, any negative

change in the client's performance necessitates
increased intervention by the trainer.

2) the needs and personalities of the supervisor and
coworkers. Some enployers are less confortable
with the fading process than others and will require
reassurance and a nore gradual fading of the job
trainer fromthe work site.

3) the characteristics of the job and the job site. A
client who works in a highly visible position, such
as line server or bus person, will require a mich
nore gradual and systematic fading process. The job
trainer should not attenpt to fade from any job
site until he or she feels confortable about the client
mai ntaining a satisfactory job performance

A sanmple fading schedule is shown on a calendar below (an "X'
indicates the trainer's presence on the job site four hours or nore;
an "0" indicates the trainer's presence less than four hours):
(January 1st is the client's date of hire.)

Using supervisors to facilitate the fading process is extremely

i mportant. Supervisors should be involved in the initial training as
much as possible so that client and supervisor become accustomed to

one another. The job trainer can briefly describe the training and
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fading process to the supervisor, and encourage the supervisor to
interact with and reinforce the <client as appropriate. Verbal praise
for a job well done, presentation of pay checks, and social exchange
are types of reinforcement that supervisors normally give workers.
Coworkers can also be solicited to help clients get through

"tough spots." They can provide occasional work pronpts and
reinforcers while the trainer is still at the site and gradually
increase their interactions with the client as the trainer fades from
the work area. The job trainer will have to initially model for
coworkers the best way to "help" the client and should take the tinme

to informally explain the client's disability and background.
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Teaching the client sel f-rei nf or cenent t echni ques al so

facilitates the fading process. For exanple, the client can be taught
to take a short break when he or she conpleted a task ahead of
schedul e (if the supervisor approves). Coworkers can be enccuraged to
monitor this if they express an interest. Charting daily earnings
until pay day or saving noney each week for a special purchase can
al so be notivational to a client.

Any time spent in the process of placenent, training, and
followup of clients, enployers, famlies, and agencies should be
recorded by the job trainer. After working with several clients and
anal yzing the amount of time spent in various activities, it becones
easier to predict approximately how much time a new placement will
require. Likewise, recording the tine spent on early phases of
training for an individual client will help determine how long the
fading of direct intervention for that client, will require. A rmethod
for recording and anal yzing intervention tine is provided on page 113.

Advocacy

Advocacy activities in the supported work nodel take many forms
t hroughout the job devel opment, placenment, training, and follow up
phases. Any activity performed by a job trainer which promtes a
retarded worker's success in a conpetitive job can be considered as
advocacy. Advocating for a client neans fostering positive attitudes
toward retarded workers in general, while helping your particular
client adjust to his or her conpetitive work environment. This
involves interactions with the client and his or her famly or group

honme, enployers and coworkers, and the community at |arge. Sone of the

75



nmost commonly occurring advocacy activities done by a job trainer
during each phase of the supported work nodel are listed on the

foll ow ng page.
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Cui delines for Advocacy Activities

Job Devel opnent

Client

Job Pl acenent

Explain the capabilities of workers who are Dentally retarded
to enployers and coworkers during job site visits;

Meet with civic, business, church, and social groups to change
social attitudes and educate then on the advantages of hiring
wor kers who are handi capped;

Devel op advertising and educational literature pertaining to
your job training program

Assessnent

Counsel parents/guardians on benefits of conpetitive

enmpl oyment for their son or daughter;

Explain to parents or group home staff the eventual |oss of
SSI benefits and the trial work period;

Hel p parents or residential counselors fill out SSI forma or
visit the local SSI representative;

Work out transportation problens with famlies or agency
staff;

Qutline specific objectives for school or adult program
personnel which will inprove the enployability of

prospective clients.

Hake sure the job application is filled out correctly;
Acconpany the client to the job interview and speak on his or
her behalf if necessary;

Revi ew appropriate dress and behavior with the client and the
fanmily or group home staff;

Arrange to transport the client to the Job interviewand to
the Job on the client's first day;

Explain the job benefit package to the client and his or her
fanmily or group hone staff.

Job Site Training

Establish rapport wth supervisors and coworkers and adhere to
the rules of the job site;

Never allow client training to interfere with the flow of
business or the established work schedul e;

I nvol ve supervisors or coworkers in client training if
feasible and briefly explain the systematic training and
fading procedures;

Recogni se enpl oyers, supervisors, and coworkers who pronote
the empl oynent of citizens with handicaps (e.g., a plaque,
awards banquet, etc.);

Establish rapport with coworkers and involve themin the
training of the client;

Explain to coworkers the disability, background, and
behavioral characteristics of the client;

Encourage coworkers to socialize with your client and nodel
appropriate ways to do this;

Have the supervisor conplete witten evaluations on the
client's performance and discuss results;

Work out Job nodifications with the supervisor when needed;
Keep the fanily or group hone counselors aware of the client's
progress and problems that may occur;

G ve parents or group home staff the "job rules" such as the
procedure for calling in sick;

Explain pay and benefits to parents and group home staff
prepare them for the eventual loss of SSI and medical
benefits;

Do not fade your presence fromthe Job site until you are
sure the client is going to "make it" al one;

Inform the supervisor and the client's fanily or group hone
srt]aff| of tthe I ong-term foll owup services you provide for
the client.

Fol | ow up

Mai | supervisor evaluations on schedule and respond

imredi ately if any problens are indicated;

Visit the job-site and nonitor the client's performance by
talking to supervisors and coworkers and by conpleting task
anal ytic probes, production rate recordings, and on task
observati ons;

Keep up with managenent and supervisor changes at the Job
site. Personnel changes can seriously affect client's job
per f or mance;

Find out about any changes in the client's hone situation
through the use of parent surveys, phone calls, and honme
visits;

Be prepared to go back on the job site at any time for
retraining!
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SUMVARY - JOB SI TE TRAI NI NG

Sequence of Events

Cor r espondi ng
For s

Report to work with the client on
the first day and be prepared to stay
on the job site all day for several weeks.

Conpl ete the job/task anal ysis
as you becone famliar with
job duties and sequences.

RRTC | ndi vi dual i zed
Task Anal ysis and
Speci al Trai ni ng
Strategi es Form

Begin systematic instruction
of job tasks.

1) Rei nf or cenent
Questionnaire

2) Task Analytic
Recor di ng Sheet

Train related skills (such as use
of public transportation, use of
vendi ng machi nes or cafeteria, and
groom ng) .

Use the instructional
format for bus riding
provided in this
section as a

gui del i ne for
traini ng other

skills.

Increase client's production rate of
job tasks.

Wirk Rate Recording
Sheet

Monitor client's on/off task behavi or

RRTC Tine On Task
Recor di ng Sheet

Continue training client until all job Al forms
tasks are conpl eted independently and

up to conpany standards. e

Begin a gradual fading fromthe job site. Al forms
Continual ly advocate for the client as Al forms

necessary.
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Appr oxi mat e
Ti mes

| ndi vidual i zed Task Analysis and Special Training Strategies

Task
Per f or ned

Task
Aalysis - Diagrams - Special Training Techniques

7:25-7:30

7:30 - 7:35
7:35 - 8:00
8:00 - 9:00

Punch time clock

Supply Pick-up

Organi ze Work area

Scrub Pots and Pans

1) Put time card in tinme clock-supervisor must sign.

2) Following task should be conpleted on the way to
work station:
- pi ck-up apron
-pi ck-up rags
-hang-up coat

3) Organizing work area is done in the follow ng

manner:
a.  Fill sinks #1 = Hot soapy water
#2 = Hot water-when sink is full
add 1/4 cup of disinfectant
#3 = Hot water for rinse
b. As sinks are filling with water separate

pots and pans into "scrapers" and "soakers".
Put food from pots and pans into garbage

di sposal .
Scrapers=go inmmediately into sink #1
Soakers =fill with hot soapy water and

pl ace on counter.

c. Press green button to run garbage disposal
after organizing session, operate for 3
mnutes and press red button to turn
garbage disposal off.

d  Wpe down enpty cart and renove from
i medi ate work area.

4) Scrub pots and pans in the follow ng manner:

a. Place 10-15 pots and pans in sink
(depending on size)

b. Enpty water out of one pot from sink

c. Place pot on catcher (left side of sink #1)

d. Using the green pad, scrub the inside
bottom Then placing pot on side and
rotating in a clockw se direction, scrub
bottom si de.

e. Rinse pan in sink #1 and check for
addi tional food
(I'f food remains in pan use netal scrub
pad - Note: corners).

f. Using the green pad scrub outside of pot
repeat ¢, d, & e (fast and dirty nethod)

g. Dip pot in sink #2
(verbal cue "dip and throw')

h.  Place in sink #3

i. Continue until the original 5 or 8

pans are in sink #3

Put pots in proper place

Repeat a

~a
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| ndi vi dual i zed Task Analysis and Special Training Strategies

Approximate Task Task

Times Performed Analysis - Diagrams - Special Training Techniques
9:00 - Prepare for break 5) Empty water from sink #1 and sign out —
9:00 - 9:15 Break 6) Cafeteria

9:15 Return from break 7) Sign in and empty sink #2

9:15 - 9:25 Empty trash 0) Empty trash in the following manner:

a. Gather trash barrels from work area - 3 or
b. Take garbage to trash compactor on
loading dock
c. Empty contents of garbage barrel into
compactor and press button
d. Take empty barrels to dish machine room
and line with plastic liner —
e. Return barrels to work station

9:25 - 9:35 Organize work area | 9) Organize work area

See #3 repeat steps a, thru d.

(Note: Clean each sink thoroughly before
filling with fresh water).

9:35 - 10:30 Scrub pots and pans [10) Scrub pots and pans

See #4 repeat steps a. thru k.

10:30 Prepare for break |11) Empty sink #1 and sign out
10:30 - 11:00 Lunch 12) Cafeteria

11:00 Return from break |13) Sign in and empty sink #2
11:00 - 11:10 Empty trash 14) Empty trash

See #8 repeat steps a. thru e.
11:10 - 11:20 Organize work area |15) Organize work area

See #3 repeat steps a.thru d..

Note: Clean sink thoroughly before filling
with fresh water.

Note: Each time a dirty pot is placed in
work area, the Pot Scrubber must stop
and decide if the pot needs to be soaker

11:20 - 12:50 Scrub pots & Pans |16) Scrub Pots and Pans

See #4 repeat steps a, thru k.
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Individualized Task Analysis and Special Training Strategies

Approxi mat e Task Task

Ti mes Per f or ned Analysis - Diagranms - Special Training Technigues

12:50 - 1:00 Prepare for break 17) The following task nust be conpleted before

br eak.

a. Organize pots and pans from patients
serving line, separating "scrubbers"”
and "soakers" * Must be conpleted
before break.

b. enpty water fromsink #1 and sign out.

1:00 - 1:15 Break 18) Cafeteria

1:15 - 1:25 Organi ze work area | 19) Organize work area
See #3 repeat steps a thru d.

1:25 - 2:30 Scrub Pots and Pans | 20) Scrub Pots and Pans
See #4 repeat steps a. thru k.

2:30 - 2:35 Change wat er 21) Organize work area
See #3 repeat steps a thru d.

Note: Cean each sink thoroughly before

filling with fresh water.

2:35 - 3:20 Scrub pots and pans | 22) Scrub pots and pans
See #4 repeat steps a thru k.

3;20 - 3:30 Enpty trash 23) Enpty Trash
See #8 repeat steps a. thru e.

3:30 - 3:35 Prepare to clean 24) Enpty water from sink #2 and get the

work station follow ng supplies:

- broom

-dust pan

-n‘Dp

-mop bucket (fill with hot water)

3:35 - 3:40 Sweep work area 25) Sweep work area in the follow ng manner:
-begin at garbage disposal and sweep towards
cafeteria door
Note: Get under sink area
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| ndi vi dual i zed Task Analysis and Special Training Strategies

Appr oxi mat e Task Task
Ti mes Per f or med Analysis - Diagrams - Special Training Techniques
3:40 - 3:50 Cl ean up 20) Enpty water from sink #3 and scrub sinks
and counter area in the follow ng manner:
-dip brush in soap and scrub sinks
and counter top -«
-rinse with clean water
-wi pe dry with apron
3:50 - 3:55 Vet nop 27) Wt nop work area in the follow ng manner:
-begin at garbage disposal and nmop towards
cafeteria door
3:55 - 4:00 Put supplies away 28) Return the following items to their proper place
-broom
- dust pan
-n‘Dp
-mop bucket
-rags
-apron
4:00 Leave Wrk 29) Put time card in clock-supervisor must sign.

NOTE: At any time during the day when Tom has
caught up with all the pots and pans he
can conplete the follow ng tasks:

-scrub walls in work area
-scrub garbage cans

-seek out supervisor and request
addi tional duties.
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Rehabilitati on Research and Training Center
Rei nforcenment Questionnaire

Name -T(Jm
p.0B. __9-5-59
Trainer 74 Sm i‘Hj
*What are sone things you like to do when you are alone in your leisure time?
heten o Sterio woteh
walik cide bilhe

*What group activities do you enjoy doing in your free tine?

CAOJFD Chw"@l"\ ClO .)h_QDrflg

(}o 40 o movie m/ -Q"tﬁna( o out tv eat
*Pl ease |ist hobbies or ganmes you enjoy. ~
cord games hasl4ed b
Cheelties gulf.
*M ease |list hobbies or ganmes you would like to |earn.
20Ce8r leacn more cged _%Q_LVH"S

*Do you like listening to nusic?
ves No ___
*List type of music you enjoy or two songs you enjoy.
gospel music
(’U‘vl,n-h"tj mMusiC

*Name two people you enjoy spending tinme wth.
:_T()E__ mht”(’,f' Rel at i onshi p: hels}fl/-\h‘-,r'

Rel at i onshi p:

*1f you had .50 what woul d you buy? G.CU'IO‘ Y IDOL:"

$1.00 m%écu;J'ne
$5.00 " & <iwnwe+

$25.00" ___Newy  Wadti
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*What are sone gifts you have given to friends and rel ati ves?

Llowers ’pald for dianer
CL’£>+{1|;1(k .
> —— 58
Dat e:

(1) List activities people famliar with client have observed hiniher
participating in.

0 huich e laded act yihes

_Choir
(2) List tangible itens that people fanmiliar with client have observed hi m her
enj oy.
Stered redio

bihe

(3) List any privileges that could be utilized with this client.

Si gnat ur e:

Rel at i onshi p:

Length of time you have known this person:

*These questions/items may have to be asked of parents, teachers, or other people
who know the client. When a client can verbally communicate, it is usually 2
good idea to get this information frow him/her as well as significant others.

84



TASK ANALYTIC RECORDING SHEET

VARRNNYS n oMW T o
Teacher: R VA . m, 9 NN N~ ~ -
Student's Name 7o q-3-3 e Bl gl I Ry I R
1 - . 0y Dol & h L
Environment: /eyl o OO0 & s g d 4] - ‘3 ‘ § :
) Instructional Cue: Sx..wéy 4 fhe T, j 5 % % gl& J 3 3.
Pr ogr am ~=1 H o1 Al ':i
4. 1 Place 10 pots in sink #1 A vi+ Q‘-{- .'&}-i--f- =
4. 2 Renove one pot fromsink #1, enpty water and place on )
counter, right of sink 1+ nel fa s + 1 T nul LW +
4. 3 Gasp pot in upright position, wthnon-dom nant hand, + vi+ .
4. 4 Scour the bottominside surface of the pot until all _— -~
visible food particles are |oosened PP+ +i+ 1t ot bt -+
4.5 Position pot on its side and scrub inside wall of pot -
until_all_visible food particles are | oosened Pl -1V eVt +
4. 6 Continue to rotate pot in a clockw se fashion until all ____/+ }_++ +] _’_
inside wall surfaces are scoured. A i T +
47 Dpopot ip sink #1, enpty water out of pot ol e ol B 2l Bl I B el B B +
4. 8 Visually inspect pot for renaining food particles, — rﬂ.«
- el VA 53] lnsf s ol nll s o BN 8
4. 9 Dp pot again in sink #1, visually inspect for remaining —|Mm
fond and spol scour as needed Vit 4] |t
410 __Turn pot over, bottomfacing up . AR LI GAEE Ea EAl <
4,11 _Scrub bottom of _pot el Ed R b R R R i
4.12 Position pot on its side and scour outside wall of pot '
until_all visible food particles are | oosened — lﬂm—'n/ ol ol ol i 1
4.13 Continue to rotate pot in a clockw se fashion until all ) _ .
outside wall surfaces are scoured — iV Y +IVIi+l+l4+] T +
4.14 Dip pot in sink #1, pour out water. Visually inspect for - )
remnining food particles, rescouring as needed v nd b +-" el S T + 1
4.15_ _Drop pot in siok #2 PRI EL e PN FA 3 K
4.16 Repeat steps 2 through 13 until all pots in sink #1 have
been scoured — IV +] £ L L
4.17 Dippot in sink #2 (verbal cue "dip and throw') L1+ Ti4i+14 T -
418 Place in sink #3 N I A Ea N -
4.19 Continue until_the original 10 pots and pans are insink #3 1=l Al 14+14+14+11 1 -
4.20 Take pots out 03 sink #3 and place on counter to drain RIS SR EA R E “'_l‘
4.21 Repeat steps 4.1 through 4.18 ~—1 T+l +l+ ]+ -+
Total correct steps 151zl z ) 2 . 24 2(
Percent_correct steps 1 4] T 1861 gilivoliotl ot 251eol  JEO

Code: + = independent/correct V = verbal pronpt
- = incorrect M = nodel pronpt
P = physi cal pronpt




10.

11.

12.

Drections for (ollecting Probe Data

Have the client nove to the appropriate work area unl ess novenent is
part of the task anal ysis.

Sand beside or behind the worker so that you do not interrupt work
flow

Say to the worker, "Scrub the pots."
Do not provide any pronpts or reinforcenent.

Record besi de each step of the task analysis a (+) for correct
performance or a (-) for incorrect performance.

After the client has finished the task, stop the worker and begin
training the task.

Drection for Gollecting Pronpt Data

Have client move to appropriate work area unl ess novenent is part of the
task anal ysi s.

Stand behind or beside worker so that you can quickly provide pronpts
when necessary.

Say to worker, "Scrub the pots.”

Wit 3-5 seconds for self-initiation of Step 1.

If correct, record (+) and proceed to Step 2.

If no response is given provide verbal pronpts specific to step.
If correct, record (V) by step, and proceed to Step 2.

If no response is given after verbal pronpt, provide nodel or gestural
pronpt specific to Step 1, with same verbal pronpts.

If correct response is given, record (M by step and proceed to Step 2.

If no response is given after a nodel pronpt, provide a physical pronpt
to conplete the step.

Record a (P) by the step and proceed to Step 2.

Repeat this procedure for each step until the client conpletes the
entire task.

*After a few seconds, go ahead and provide the pronpt so that the client does
not nmake an error.
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Rehabi litati on Research and Training Center

Production Rate Recordi ng Form

NAME: ] o MONTH: 10-26-¢1
TAsK:  Serulb fpo'}s STANDARD: 50 unds i 0"
DATE STARTED E'N“QED e ONITS 6 OF
: WORKED COMPLETED STANDARD
w-30 | £90 ¢ ) /o 14 2F Yo
/=2 £:20 §.30 /0" /0 Y
-3 [. 43 153 /0" /5 0,
-3 /20 I /o’ ) S %
-3 L 2:05 | o | [0 | a4 £ %
=, [l2 | Ji4e /0" | 25 50 %
-4 /: /¢ [ 20 /0" | R 52%
/-5 i) /0: 25 w2 56 4,
p-s | 2w | 22 | o7 | 29 5% %
27 1000 1 000 0" 30 o0 7o
- & 240 | 2050 /0" 35 o %
/-9 4.4J0 9.5 10" 3¢/ bf 7
-9 | 3:8 | Fa23 s 34 ¢ %
[[-10 G: 30 | 9:4¢ /0" /0 £0 %
-0 1 3./ 325 /0" 4G gg %
/-1 9: /¢ £.20 /0" 50 /00 7
/-1 3:/5 325 | /o 50 /00 %
(142 | 90 £.20 /0" | 5D /00 Dy
iI'OTAL

= RATE
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Rehabilitation Research and Training Center
Sampl e of Work Regularity
Percent Tine On Task

Trainee: gz Job Site: /4/9/‘)(;/’() 9067{; r\:;__/é‘;;a/éi/
Eval uator: r-‘} \_I_\/)’MLA Job Title: D(')f : CC Ll e

- | Percent tine | Job
10 sec. intervals On Task Duty

+ =on-task -=off-task
-4+
s

[Date Qobservation JTine I Time
Peri od Start | End

- -0 -

-y
A2
o: 2 02
e

?

I _;..qmm 3.c5 |5 /0
sl TS s %20 19 23
T > S 133 13.38
il o) b 5 Dz 1245 1A 50

5.

.!r,,r& o 1 L5 /45\5

0, o7, |S¢rub
94 Fo_ |50X
(0% |<ktz)
949 |scrad
/06, L ;‘;b_

-1 L)+
{_..Fh "l"‘:'*H"'"‘]_‘"}
HHBREPFRFH

P bEERE
undiEANIns
NN
T H~HH s

T

HHEHEBEHEBUDPER
wansaanas

10,
M.
124
13.
14
15.
16,
17

18.
19,
20,

Definitions
On Task;

Off-Tasks
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I nstructional For mat
Specific Skills: R D NG A BUS

Material s and Equi pnent Required: dty bus, fare

Instructional (bjective: dven the necessary fare, the participant will
board the appropriate bus, pay the fare, and depart at the appropriate bus
stop 5 out of 5 consecutive days.

Instructional CQue: "(Nane of participant), ride the bus hone."

Type of Reinforcer: Verbal Praise

Task Anal ysis Teachi ng Procedur es/ Modi fi cati ons
1. Walk to appropriate bus stop. Pronpting and correction Procedures
2. Sand in clear view of bus.
3. ldentify appropriate bus. 1. dve instructional cue.
4. Mve to door of bus after it 2. Wit 3-5 seconds for self-
st ops. initiation.
5. Wiits inline to board bus. 3. If correct, proceed to Step 2
6. Get fare ready. of TA
7. Board bus. 4. If incorrect or no response,
8. Put fare in vendor/show pass provi de verbal pronpt specific
to driver. to Step 1 of TA
9. Valk to enpty seat and sit down. 5. If correct, reinforce and nove
10. Remain seated and quiet during to Step 2.
bus ri de. 6. If incorrect, provide sane verbal
11. Look for appropriate |andmark of pronpt and sinmul taneously nodel
desti nati on. t he response.
12. R ng bel |l 1/2 bl ock bef or e bus 7. If correct, reinforce and nove to
reaches desired destination. Step 2.
13. Stand up and wal k to door. 8. If incorrect, provide sane ver bal
14. Vait for bus to cone to conplete pronpt and physical |y guide
st op. student through response.
15. Wit for door to open/push door 9. Reinforce and nove to Step 2.
open. 10. Repeat procedure for each step in
16. Get off bus. TA until activity is conpl et ed.

17. Wl k to destination.
Instructional Quidelines and
Mbdi fi cati ons

1. If the participant has difficulty
w th noney he/she nmay be given
the exact fare to hel p hiniher
identify the appropriate anmount
to pay. As hel/she becones
famliar with that, add other
coi ns.

2. Que cards with pictures of the
destination and the nane of the
bus route nay be used for
partici pants who cannot read.
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CHAPTER V

On- goi ng Assessnent and Fol | ow Al ong

Assessnment of a client's job performance begins the day he or she
is placed on the job and training begins. Daily feedback from
behavioral training data, observations, and interactions wth the
enpl oyer, fanily menbers, and coworkers lets you know i mmedi ately and
continually whether or not the client is adapting to job demands. It
is critical that the job trainer devise a method for regular on-going
assessment of a client's progress after he or she has faded fromthe
job-site. This period, known as followalong, allow you to nonitor a
client without being on the job site on a daily basis and can last for
an indefinite period of tine. Building this followalong period into
job training prograns assures both the enployer and client that help
is available should a problem arise. Wthout this assurance of the
availability of job-site intervention, the client could be termnated
due to a small change in the work environnent.

Some of the factors that influence the stability of a client's
job include new managenent, new coworkers, changes in the daily work
schedul e, and problens wthin a client's fanily structure. The job
trainer should regularly determne if and when such changes occur and
be prepared to intervene if any of them affect the client's work
per f or mance.

Met hods of evaluating client progress and determning intervention
strategies include: periodic enployee evaluations, progress reports,
parent/guardi an questionnaires, on-site visits, and tel ephone contacts
with enployers and fanmly nenbers or group hone staff.
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Enpl oyee Eval uations

Enpl oyee evaluations are given out binonthly during the first two
nonths of a job placenent, nonthly for the second two nonths, and
quarterly thereafter as long as a client is working (or until an
enpl oyer requests that you no longer send them. An enpl oyee
eval uation such as the one on pages 101-102 can be conpl eted quickly
by an enployer and is easily interpreted by the job trainer. Try
to have the sane person complete the eval uation each tine
for consistency in rating the client's performance. If there is a
change in managenent, it is crucial that the job trainer visit
the job site in order to explain the job training and placenment
program to the new manager. This establishes rapport and also
assures that the manager understands the purpose and inportance of
conpl eting the evaluation form on the worker who is nentally
retarded

Wien a job trainer has several clients working at the sane tine,
it becomes difficult to keep track of the schedule for sending out
eval uations on each client. The use of a form such as the one on page
103 allows the job trainer to record the appropriate dates for sending
out enpl oyee eval uations to supervisors.

Responding to an enployee evaluation. Once the job trainer

receives an evaluation, he or she should respond as quickly as
possi bl e if a problem is indicated. This becones particularly
critical after the job trainer has faded his or her presence from the
job site. Sonetinmes the problem can be taken care of by sinply

calling the supervisor, but the job trainer will usually have to visit
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the job site in order to identify the specific nature of the problem
circunmst ances, and frequency of occurrence. It is the responsibility
of the job trainer to respond inmrediately whenever a problemis

identified.

Qui delines for Enpl oyee Eval uations

Hel p enpl oyers understand the purpose of the enployee
eval uati on. When a new enpl oyer evaluates a client, go
through the formitemby itemwith himor her. Explain

how the formw Il be used and the necessity of being
candi d.
- Make the process convenient. Enclose a self-addressed

stanped envel ope when mailing out the enpl oyee eval uation
formfor the convenience of the supervisor.

- Make the process personal. Enclose a short note with |
the enpl oyee eval uation, thanking the supervisor for
filling out the form etc.

- Gve a followup pronpt (a phone call or avisit to the |
job site) if necessary to insure return of the eval uation.
Most supervi sors have many responsibilities and could ]
easily forget to fill out and return the eval uation.

- You may need to interview the supervisor in person to

obtain a verbal evaluation of the client's overall II
performance. Make a note of this meeting in the client's
file.

- Continue to send the evaluations at the appropriate tine
intervals, unless the enployer requests otherw se.

Progress Reports

I nformation from each enpl oyee evaluation is conpiled by the job
trainer into a progress report which is sent to the client and his or
her famly or group home counselor. This can be mailed along with the
par ent / guar di an questionnaire (which is also described in this

section).
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The progress report reflects the enployer's evaluation of the
client's job performance. It also indicates to the famly or group
home that the job trainer is actively nonitoring the client's progress

and is aware of any problens on the job-site.

There is a section at the bottom of the report for suggestions on
what famly menbers or group hone staff can do to inprove the work
performance of the client. (For exanple, a client nay need to inprove
sweepi ng or vacuuming skills and could practice these at home; or
perhaps the client needs to inprove his or her personal appearance on
the job by wearing a clean or ironed uniform) Identify positive
aspects of the client's job performance on the report so that famly
or residential counselors can reinforce good work habits. A sanple
progress report is shown on page 104.

Par ent / Guardi an Questionnaire

A parent/guardi an questionnaire (shown on pages 105-106) is sent

to a client's hone along wth each progress report. Thi s
guestionnaire, when filled out and returned by the famly or
group honme staff, provides the job trainer wth i nformation

regarding the client's behavior at honme. A change in behavior or
the indication of a problem at home would lead the job trainer to
investigate further by arranging a neeting or making a telephone
contact. This questionnaire can alert the job trainer to intervene
with the famly before a situation begins to seriously affect the
client's job perfornmance.

Onh-Site Visits

On-sitevisitsby the job trainer are valuable in tw ways. First,
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followup visits to the job-site maintain personal contact and rapport
with supervisors, cowrkers, and the client. Talking wth managers
and coworkers elicits wuseful information about the client's work
behavi or. Coworkers are wusually in closer contact on a daily basis
with the client than the supervisor, and they nay be nore frank in
di scussing the <client's work performance. The job trainer is also
alerted to conditions which may forecast the potential for a problem
to occur, such as the client deviating from the trained sequence of
job duties or a change in managenent.

Second, the site visit enables the job trainer to directly
observe the client's work performance. It 1is a good idea to assess
the client's work perfornmance with a task analytic probe of each job
duty. The nmethod described on page 67 and the form on page 85 can
be wused. |If several steps in any particular job are not being
conpleted correctly, the job trainer should be prepared to cone back
on the job site to begin retraining. Rate of work production and
on task (attending) behavior should also be recorded. The nethods
descri bed on pages 69-70 and the fornms on pages 87-88 can be used for
these observations. Again, the job trainer nust be prepared to spend
nore tine on the job site if these observations indicate a decrease in
rate of production or on task behaviors.

Schedule job-site visits so that the normal flow of business is

not interrupted. Choosing a slow period during the business day wll
al so assure that there is anple opportunity to talk with enpl oyers and

cowor ker s.
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Tel ephone Cont act

Visits to the job site are not always feasible or necessary and a
tel ephone <call may be sufficient. Although the job trainer is nore
likely to notice potential problenms on a site visit, some enployers
talk more candidly about client performance over the tel ephone.

Peri odi ¢ phone contact is a good way to establish and naintain
comuni cation with parents and group hone staff. Many parents are
extremely apprehensive about conpetitive enploynment for their son or
daughter who is mentally retarded; frequent phone contact during the
early phase of job-site training can help to relieve these anxieties.
It is also inmportant in that the job trainer will be aware of the
exi stence of problens in the home which may adversely affect the
client's job performance (e.g., the «client is constantly conplaining
about being tired and nmust be prodded out of bed each day for work).

Intervention Strategies

A problem or potential problem may be uncovered through the use
of one or nore of the on-going assessnent/foll ow al ong met hods which
i ncl ude enpl oyee eval uati ons, parent/guardi an questionnaires, on-site
visits, and telephone contact. It is also very likely that a sudden
phone call from an enployer alerts the job trainer to a problemon the
job-site. The job trainer nust determine the specific nature of the
difficulty and then devise an effective strategy to deal with it.

The first step is a visit to the job site to gain nore detailed
informati on on what the enpl oyer perceives the problemto be. The job
trainer next observes the client to identify the nature and extent of

the difficulty. This nmay involve several observations of the client
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during which data is taken. This data provides an objective picture,
for both job trainer and enpl oyer, of the client's problem The job
trainer then utilizes an appropriate intervention strategy to
all eviate the probl em

The solution to the problem may be as sinple as a single
conversation wth the client or his or her famly, or as conplicated
as a behavioral program such as the one on page 107. Regardless,
the job trainer must be prepared to provide job site intervention
until the enployer is satisfied. Sone exanples of typical problens and
intervention strategies are on pages 98-99.

An | ncident Report, shown on page 108, is filled out by the job

trainer when an incident that is considered job threatening occurs.
This form provides an outline of the specific client problem along

with trainer strategies used to renedy the situation.
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98

Problem Areas. Corresponding: Methods of On-going
Assessment, and _ Intervention  Strategies

Methods of Intervention
On-going Assessment Strategies

Work rate/Work quality

Methods of Intervention Problem Areas
On-going Assessment j
- Employee Evaluation - Compare client's rate/quality Time management on the
- On-site Visit with that of coworkers through Job site.
« Telephone Contact direct observation and data
collection.

- Compareclient's current
rate/quality against :criteria
established during initial
training.

Review work rate/quality
denuded by employer.

Talk with coworkers to find
out their perceptions of the
problem.

- Discuss problem with the
client.

- Collect lata on client's
on-task behavior and job
sequencing which may affect
work rate/quality.

Model acceptable rate/quality
for the client.

Arrange for client to practice
acceptable rate/quality.

- Implement a behavior program
to raise client's work
rate/quality.

See strategies for increasing
production rata in Job Site
Training section of this
manual

- Employee 2valuation
- On-site Visit
- Telephone Contact

- Collect data on Client's
on-task behavior and
sequencing of Job duties.

- Talk with coworkers to find
out their perceptions of the
problem.

- Review pest time cards to
obtain a baseline on client's
meal and break times.

¢ Observe and record the
client's meal and break times
to determine the extent of the
problem.

- Discuss problem with the
client and review the
appropriate seal and break
schedule.

- Talk to parents/group home
counselors to find out if
there la a problem at home
which say be affectlng the
client's job performance.

Devise a pictorial checklist
for the client which indicates
correct meal and break times
la relation to Job task
completion (e.g., a cup of
coffee and a donut paired with
a clock indicates a break
period limmediately following
a picture of a restroom being
cleaned).

lapleaeat a behavior progress
to improve client's time
management on the job site
(on task behavior, Job
sequencing, taking of meal and
break periods)e




Problem

Areas

Methods of

On-going

Assessment

Intervention
Strategies

Problem Areas Methods of

On-going Assessment

Intervention
Strategies™

Tardiness/absenteeism

Employee Evaluation -

On-site Visit

Tel ephone

Parent/Guardian
Questionnaire

cards

Cont act

. Tali with coworker*

Review client's past time
to determne extent of
problem and obtain a baseline.

to find
out their perceptions of the
problem. Ask if the client
is avoiding work or seems
unhappy on the job.

Talk to parents/group home
counselors to find cut if
there ia a problem at home
which may be affecting the
client's job performance.

Discuss problem with the
client and review the
importance of promptness and
good attendance.

Elicit support of parents/
group home staff to improve
client's attendance.

Collect lata on client's Job
sequencing and on/off task
behavior which say be causing
client to leave work 1st*.

Arrange medical visit if
necessary.

Implement behavior program
to increase work attendance/
promptness.

Teach client to use alarm
clock if necessary.

Social Interactions Employee Evaluation -
- On site Visit
- Telephone

- Parent/Guardian

Questionnaire

Contact
the

Observe the client interacting

tad talk to coworkers to

find out their perceptions of
problem.

Talk to parents/group home
staff to find out if the
behavior occurs at home.
Elicit their support to
improve client's social
behavior.

Determine under what
circumstances and how often
the behavior occurs (e.g.,
the client is overly friendly
with customers while busing
tables;. no problem is observed
while client is in dish room).

Discuss problem with the
client and review appropriate
social behavior while on the
Job.

Modal appropriate social
interactions for the client.

Educate coworkers about
appropriate interactions

with the client (i.e., what is
acceptable, what should not be
tolerated, etc.).

Implement behavior program to
increase appropriate/decrease
inappropriate social
interactions.

Grooming

- Employee Evaluation
- On Site Visit

« Telephone Contact

- Parent/Guardian

Questionnaire

client

dress

Discuss problem with the

and review appropriate
and hygiene while at

work.

Talk with coworkers to find
out their perceptions of the
problem.

Elicit support of parents/
grouphome staff to improve
client's appearance.

Devise a grooming checklist
for client using pictures
if necessary.

Initiate a grooming program
to teach necessary skills.

Implementt a behavior program
to improve grooming.

Change in Management - Employee Evaluation -
- On site Visit

« Telephone Contact

- Parent/Guardian

Questionnaire

Explain program and client's
history with company.

Inform new manager of the
federal tax credit they are
receiving on client, if
applicable.

Explain the availability of
Job site training and staff
intervention whenever
necessary.

Increase visists to job site
for a while to establish
rapport and build confidence
of new manager.




On- goi ng Assessnment and Fol | ow-up - Summary

Sequence of Events

Correspondi ng For ns

Enpl oyee Eval uation - done

bi monthly during first two
nont hs of job pl acenent;
monthly for second two nont hs;
and quarterly thereafter.

Supervi sor Eval uati on of
Enpl oyee

Supervi sor's Eval uation
Record Sheet

Progress Report - conpilation of
results from Enpl oyee Eval uation
Form sent to client and his/her

famly after each enpl oyee eval uation

i s conpl et ed.

Progress Report

Par ent / Guar di an
Questionnaire - sent

with each Progress Report

to client's parent/guardi an.

Par ent / Guar di an
Questionnaire

On-Site

Visit - done at |east once
each nonth for first six nonths
after job site training; as
needed thereafter.

Task Anal ytic Recording
Sheet

Wrrk Rate Recordi ng Sheet
On Task Behavi or Recording
Sheet

I nci dent Report

Tel ephone Contact - done whenever

necessary to supplenent on-site visits.
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REHABI LI TATI ON RESEARCH AND TRAI NI NG CENTER

SUPERVI SOR' S EVALUATI ON OF EMPLOYEE

EMPLOYEE EVALUATI ON

TRAI NEE/ EMPLOYEE' S NAME:

JGB TITLE
JaB SITE

JOB COORDI NATOR:

Pl ease circle the number
trai nee/ enpl oyee' s present

1.

Jorm

DATE HIRED:

5 -4-5/

that best
si tuation.

represents your opinion about the

The enpl oyee arrives and | eaves on tine.

R s RO
Mich Too Not COften Undeci ded Usual | y Al ways
Sel dom Enough
The enpl oyee mai ntai ns good attendance.

1 2 3 4 @
Mich Too Not COften Undeci ded Usual | y Al ways
Sel dom Enough
The enpl oyee takes neals and breaks appropriately.

1 2 3 4 (5 )
Mich Too Not COften Undeci ded Usual Iy Al ways
Sel dom Enough
The enpl oyee mai ntai ns good appear ance.

1 2 3 ( 4 ) 5
Mich Too Not OFten Undeci ded Usual | y Al ways
Sel dom Enough

The enpl oyee's performance conpares favorably with the other worker's

per f or mance.

1 2 3 4 @
Strongly Somrewhat Undeci ded Somewhat Strongly
Di sagree Di sagree Agr ee Agr ee
Communi cation with the enployee is not a problem

1 2 3 4 @
Strongly Somewhat Undeci ded Somewhat Strongly
Di sagree Di sagree Agr ee Agree
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The employee attends to job tasks consistently.

1 2 3 @ 5

Strongly Somewhat Undecided Somewhat Strongly
Disagree Disagree Agree Agree

Your overall appraisal of the employee's proficiency at this time.

1 2 3 @ 5

Needs Somewhat Satisfactory Somewhat Much

Immediate Sub-standard ' Better Than Better

Improvement Required Than
Required

Do you wish to meet with a representative from the Project staff?
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REHABI LI TATI ON RESEARCH AND TRAI NI NG CENTER

SUPERVI SOR S EVALUATI ON RECORD SHEET

Bi -nmonthly 1st 2 nont
Monthly for 2nd 2 nont
Quarterly Thereafter

hs
hs

Supervi sor's Nane: éﬁ ZMZQZ

dient's Nane: 72)/}’7
+

Job Site: MS Addr ess:

) 7-/5-382

v a/29

103

Date Hired: g"l/- Z/ Gty, State:
Zi p Code:
Dat e Date if Fol | ow up Pronpt Results of Fol |l ow up Pronpt
Present ed Ret ur ned if not returned Date if Returned
in 2 weeks/date YES NO
X~ /8~ 8 | I8 v"
. G- -3/ |9-5-791 v
9-20-3 |7°¢1-71 v
Jp — K-35 |-l v
Jb - /9-5] |lo-25-51 V"
/ - 18-9% v 11130 1203
/3 - 20-38] |/I=5-% -
3-285-3 |¥-/-92 e
b -30- 92 |7-3-52 v



REHABI LI TATI ON RESEARCH AND TRAI NI NG CENTER
PROGRESS REPORT

-5
Enpl oyee' s Nane: /0/77 Date: {7/ - R ~ X__l-
Coor di nat or : /4 . Sﬂ)Lz‘_ Date of placenent __u" ?/ -
Al itens which pertain to your performance are circled bel ow
1) The employee generally arrives and | eaves on time a

mai nt ai ns good attendance
takes neal s and breaks appropriately
d) maintains a good appearance “R wp/"b/ms A"’"'-«

b.
e Cormbey .

2) The enpl oyee has a) nastered all aspects of present job
mast ered many, but not all aspects of job

(specify;: : .
(c) not nastered essential aspects of job to date
(specify):
3) In order for the enployee to follow directions regarding the job, the

supervi sor and Project Staff
{a) can ust give yerbal instructions
0) have to give many gestures as well as verbal
i nstructions
(c) have to show the enpl oyee exactly what to do
before he/she knows what to do

4) The employee is % fast - pace worker X
regul ar - paced worker
(c) sonetines a slow worker
(d) sl ow worker

Aspects of job which your famly or guardign could help you with at hore
to inprove your perfornance at work: _qaacf;‘g.mmj_%_b.a.bd‘s

Positive Aspects of work performance:

&> ’De,r NaaAce .

Job Coordinator's Signature: ﬁd’“&@
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REHABI LI TATI ON RESEARCH AND TRAI NI NG CENTER

Parent/ Guardi an Questionnaire

Pl ease respond to each of the ten itens below by circling one of the
wor ds/ phrases under each item that best sunmmarizes your opinion or feeling

about that item This information will be used in a strictly confidential
manner to help insure JomX conti nued success in%job.

1. S'he behaves appropriately at hone.

1 6) 3 4

Afvvays Most of the tine Sornet i nes Never

2. Yhe enjoys her job.

1 0 : 4

Al ways Most of the tine Soret i mes Never

3. She has difficulty getting up and getting ready for her job in the

nor ni ngs.
1 2 3 ')
Al ways Mbst of the time Sonetimes . Never

4. She is notivated to earn money in his/her job.

@ 2 3 4

Al ways Most of the tine Sorret i nes Never

5. S/he is careful to maintain a neat appearance for going to the job each

nor ni ng.
O 2 3 4
Al vays Mbst of the tine Sonet i mes Never

6. S he behaves appropriately when outside the hone.

1 @ 3 4

Al-vvays Most of the tine Sorret i mes Never

7. She conplains about the job.

1 : ) 4

Afmays Mbst of the tine Soret i nes Never
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8 Hs or her transportation to and fromwork is a problemfor the famly.

1 2 & 4

Al ways Most of the tine Sonet i mes Never

9. S he speaks positively about the job supervisors and co-workers.

! Q 3 4

Al ways Most of the tine Sonet i mes Never

10. W are worried that s/he is going to lose the job for sone reason.

1 2 @ 4

Al ways Most of the tine Soret i mes Never

Comments:

106



Behavi or Management Program
Elimnation of an Inappropriate Vocalization

Behavi or: The appropriate vocalization is defined as sucking air through
the nostrils causing the vocal chords to vibrate and produce an unpl easant
noi se (i.e., snorting).

Data Coll ection: Rate of behavior data will be collected on the nunber of
occurrences of the behavior which can be heard fromthe center of the room
Start and stop times will be recorded and converted to total tine. Rate will
be determ ned based upon nunber of occurrences per hour. In addition,
antecedents will be noted when known. Data will be recorded a m ni nrum of
three times per day by Karen B, Charlie's job coordinator.

Previ ous Behavi or Progranms: Charlie has been noted to engage in the

behavior up to 50 tines per hour. Previously, attenpts to decrease the
behavi or have included verbal reprinmands and reinforcenment (happy face, mnt,
verbal praise hand shake) for absence of the behavior. Suspension has been
di scussed with Randy M previously.

Behavi oral (bjective: To decrease snorting behavior to five occurrences
from 1:30 - 3:30

Intervention Program DRO and application of an aversive stimulus
(suspensi on).

A, First occurrence (begin at 1:30):

a. Show Charlie a visual representation of the quantity 5.

b. Charlie will be told in a firmvoice, "No, you rmust blow your nose."

c. He will then be acconpanied to the |oading dock, told to blow his
nose, and praised for the appropriate behavior. No other interactions
shoul d occur.

d. Indicate to Charlie the |oss of one chance through visua
representation while at |oading dock.

B. Cccurrences 2-4.:

a. Charlie will be told in a firmvoice "You know what to do, now do
it."
b. Repeat procedures c and d above.

C. Occurrence 5 (record time of this occurrence):

Repeat procedures b-d above

Indicate to Charlie that he has lost his fifth and |ast chance.

Tell himit is time to | eave.

Direct Charlie to car (indicate anger); no other interactions shoul d
occur.

e. Wiile driving Charlie home, do not interact with him

f Dramati ze anger to Ms. Hwhen Charlie gets hone.

ooow

D. A back-up trainer will be available (Charlie will be unaware of the
second trainer's presence) to conplete Charlie's job duties for the day.

Program Eval uation: The programwi || be evaluated for its effectiveness

one week fromthe date it is initiated. |If the behavior has increased or no
change has occurred, the programw ||l be termnated. |If the behavior has
decreased, the amount of time in which the programis in effect will be

gradual ly increased in half hour increnents (i.e., 1:00, 12:30, 12:00, etc.)
until the programis in effect for Charlie's entire work day. The program
wi Il continuously be evaluated on a bi-weekly basis.
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CHAPTER VI

Ti me Managenent for the Job Trainer

The time that a job trainer spends wth each client, as well as
the number of clients that a job trainer is able to serve on a
caseload, will be determned by a nunber of factors. The nost
critical factors are the severity of the disability of the clients
with whomyou work and the conplexity of the jobs you are devel opi ng
for your clients. Qobviously, clients who are nore severely disabled
and jobs which are nore conplex will require nore of the job trainer's
job-site training and followup time. Experience wll aid the job
trainer in predicting approxi mately how much tine a particular
pl acenent will require.

The information in this chapter will be helpful in nonitoring the

job trainer's time spent in various activities and in deciding on
casel oad distribution, followup schedules, and staffing patterns.
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Recordi ng Intervention Tine

It is critical to keep an accurate account of how nuch time is
spent with each client in each activity during the various phases of
job site training. This information yields both client-specific and
general information regarding your program A formsuch as that on
page 113 is wused to record the time spent in each activity for a
particular client. (A definition of each category on this form can be
found on page 114.)

The recording of client intervention time into categories enables
the job trainer to determine the specific areas of strength and
weakness for that placement. For exanple, if the job trainer notes
that a large anount of time is spent counseling the famly during the
client assessnent phase, he or she can plan to stay in close contact
with the famly during the job placement and job-site training
periods. This may also indicate a need to find other sources of help
for the famly

Analysis of intervention tine during the initial stages of
job-site training gives the trainer an idea of when to begin fading
her or his presence fromthe job-site. Areview of intervention data
on a regular basis can also reveal that the job trainer is spending
too nuch time in one specific area of job training and placement at
the expense of another area where a problem may be occurring.

W determined an average anount of time it took to provide
job-site training and followup services to our typical client by
| ooking at intervention time on 147 clients placed in jobs over a six

year period. W were interested in knowing how much of a full work
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day a job trainer should plan on working with a client for job-site

training and followup. Qr analysis indicated that an average

amount of training time during the first nonth was close to 100% of

the work day. By the end of the second nonth, this tine decreased to

33% of the work day. Intervention tine during the third and fourth
nmonths was approximately 30% of the work day and 20% during the fifth
and sixth nmonths. After our clients had been on the job for six
nmont hs, intervention time was greatly reduced to 5% or approximately 2

hours per week for each client.

Determining Staff/dient Ratios

Since the first nonth of job site training usually requires the
full time presence of a job trainer, a supported work program begins
with a one-to-one staff/client ratio. It is nost desirable to have
one and one half staff assigned to each client or, in other words, to
assign a back-up trainer who can fill in during illness or
enmergencies. This back-up person wll also be needed as initial
job-site training ends and followup begins because soneone rmust
always be available for inmediate job-site intervention whenever
necessary. A second person available for job developnent, job-site
training, and followup allows the other trainer to begin working wth

another client. Training should not begin with a client unless there

is a staff menber ready to devote 100% of the work day for an

indefinite period of time to that client!

Wth two full-tine staff menbers or one and one half staff
menbers, it is reasonable to place six to ten clients in conpetitive

jobs during a twelve nonth period. The nunber of placenments will
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depend in large part on functioning levels of the clients being

served.

It is inmportant to allot sufficient time in the early stages of
your program to job devel opnent and client assessnment. These
processes can initially take several weeks or months, and the job
trainers should be given the opportunity to establish rapport with

clients, famlies, agencies and enployers before placing any clients.
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+ CLIENT-SPECI FI C

| NTERVENTI ON TI ME
RECORDI NG SHEET :
CLIENT NAME: __J e RECORDI NG PERI OD (I NCLUDE YEAR) /932 stare name: 4. (_Sm,-%/)
CLIENT SS# REHABI LI TATI ON COUNSELCR
DATE e /7 } /8 ) 9N 1ol Hu | fiz| 113 ) 2] 2 /is ) RGTAL
TIME ON-JOB ( HOURS: M NUTES),
1. ACTIVE |
Y1 31 3 las]asla | 2lrs] .5|.5]208
2. INACTIVE 95135 a0s5la |/ 1.5 /.5 / / ;) | /6.8
TIME OFF-JGB (HOURS: M NUTES) ' .
1. TRAVEL/ TRANSPORTI NG =
2. COUNSELING/TRAINING
3. PROGRAM DEVELCPNENT
4. EMPLOYMENT ADVOCACY
5. NON-EMPLOYMENT ADVOCACY
6. SCREENING AND EVALUATI ON
DAILY TOTAL 6.515.58|15 5145 35| 3513.5 251/ 8 VG




CLI ENT- SPECI FI C | NTERVENTI ON Tl ME RECORDI NG SHEET DEFI NI TI ONS

A Tinme On-Job - tine spent at a client's job-site while the client is at work
Time spent before and after work, during breaks, and at |unch, would be included here
if you are at the job-site.

1. Time Active - time actually spent working with the client, nanagers,
supervi sors, co-workers, or custoners, including active observation. |ncludes
anyt hi ng which is done on-the-job to help the client, in a direct sense.

2. Tinme lnactive - time between periods of active intervention. This is time
during which the trainer-advocate (usually for fading purposes) has renmoved him or
hersel f fromactive involvenment with the client, nmanagers, supervisors, coworkers, or
custoners, and would | eave the prem ses except that s/he intends to beconme "active"
again shortly. Note that if the time away fromthe client and others is used to make
wor k-rel ated phone calls, wite letters, or in simlar activity, it would be recorded
el sewhere and not as "inactive."

B. Time Of-Job - tine spent working for a particular client, but not at his or
her job-site unless the client is not at work at the tine.

1. Travel or transport time - tine used in either traveling to a job-site,
meeting, or client's home, or in transporting a client somewhere, such as to work,
the doctors, an interview, or home. Does not include tine spent returning froma
job-site, nmeeting, or client's home, or froma place where the client was left after
bei ng transported.

2. Counseling or training time - tine spent in either of these activities with
a client while s/he is not at work. Problem categories would include: noney
handl i ng, transportation, famly, groom ng, job skill practice, etc. In a situation
where staff is nmeeting with a client and others, for exanple, his parents in their
home, the question of whether to report that tine here or under "enployment advocacy"
woul d depend on the primary focus of the neeting. It would be possible to report half
the time of such a neeting here and half under "enployment advocacy," if staff judged
that to be nost accurate.

3. dient programdevel opment - this is time spent devel opi ng appropriate
i nstructional plans.

4. Enpl oyment advocacy tinme - tinme spent advocating with other persons on a
client's behal f, for purposes directly related to the client's enploynent. Such
persons woul d i nclude parents, enployers, co-workers, custoners, bus drivers, and bus
i nformation-persons. Activities reported here would include tal king with a nanager
when the client or trainer-advocate is not on-job and di scussing the value of work
with parents. Job seeking would be included here if it is for a specific client.
CGeneral job developnent is not recorded here.

5. Non-enpl oynent advocacy time - time spent advocating with other persons on
a client's behalf, for purposes not directly related to the client's enpl oynent.
Such persons could include group home staff, bank personnel, doctors, |andlords, and
case managers. Activities reported here would include helping with new |living
arrangenents, discussing a client's seizure disorder with his doctor, opening a bank
account, and arranging for counseling

6. dient screening/evaluation - time spent either screening client referrals
to determine eligibility for services or tine spent evaluating the enployability of
eligible clients. Any tine spent analyzing information relevant to a client's
enpl oyment potential is included here. The follow ng, when done for the purpose of
screeni ng or evaluation would be included here: a) reviewing client records;

b) client interview, c¢c) communication with parents/guardi ans/invol ved agenci es;
d) observation of client in real or simulated work setting
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d ossary

In order to increase the level of understanding and facilitate
comuni cati on about the supported work approach, we have included our
definitions of comonly used words, phrases, and concepts. The
following list of inmportant terns has been gleaned fromthe chapters
of this manual .

W hope that these will be helpful to the reader when using the

manual .
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Adult service centers/Activity centers/ Devel opnment
centers/Adult day program centers: synonymous

terns used to describe |ocations where prograns take
pl ace for noderately to profoundly nentally retarded
adults. Prograns are designed to hel p workers
devel op greater independence and adjust nore readily
to their social environnments.

Advocacy: in the supported work nodel, advocacy
is any activity perforned by a job trainer which
pronotes a retarded worker's success in a
conpetitive job. This includes fostering positive
attitudes toward retarded workers in general while
hel ping a particular client adjust to his or her
wor k envi ronnent .

ARC (Association for Retarded Citizens): non-
profit organization formed by concerned citizens for
mentally retarded persons of all ages to help

them secure the basic rights to which they are
entitl ed.

Cient assessment: the process of evaluating a
client's potential for successful conpetitive

enpl oynment based on the follow ng infornmation:
interviews and informal observations, interpretation
of formal standardi zed eval uations, and behaviora
assessnent of skills and abilities.

Cient-centered job placenent: an approach to job
pl acenent for persons who are disabled in which the
client is encouraged to assunme prinary
responsibility for job devel opnent (i.e., the
counselor directs and teaches the client to devel op
job seeking skills that will lead to enpl oynment.)

Communi ty-based: normalized settings in the
comunity in which the nunber of persons who are
handi capped approxi mates the normal occurrence of
handi cappi ng conditions in the total popul ation.

Community job market screening: a genera

screening of the comunity in which potentia

enpl oyers and jobs that are appropriate for

i ndividuals who are nentally retarded are identified.

Conpetitive enploynent: regular jobs in the
comunity, full or part-tine, which are typically
filled by nondi sabl ed persons and which pay at

| east federal mininmmwage.
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Conpetitive work training site; a training site
for persons who are nentally retarded |located at a
regul ar business in the comunity where training of
conpetitive job tasks takes place.

Enpl oyer contact; the process of contacting
conpani es about specific job openings for workers.
who are nentally retarded.

Encl ave; Sheltered enployment in real work

settings for mentally retarded individuals. Wrkers
are usual ly segregated fromnon-handi capped workers
into a work crew and usually earn a set amount of
noney for each piece of work.

Envi ronmental anal ysis; systematic observation of
a job site to determine primary job duties, critica
vocati onal and non-vocational skills required, najor
work areas, and job tasks and time spent in each
wor k ar ea.

Fadi ng; the process in which the job trainer,

over a period of several weeks or nonths, slowy
and systematically decreases his or her presence on
the job site. The actual schedule of fading is
determ ned by the client's ability to perform job
tasks independently and to maintain a satisfactory
| evel of work performance when the trainer is off-
site.

Fol | ow al ong/ Fol | ow- up; the process of on-going
assessnment of a client's job perfornmance which
begins after the job trainer has faded fromthe
job-site. Methods of evaluating client progress
include witten eval uations, periodic on-site visits
and tel ephone contact. These nethods allow the job
trainer to nonitor a client w thout being on the
job-site on a daily basis and can last for an
indefinite period of tine.

G aduat ed gui dance; a behavioral training

techni que in which nmaxi mum physi cal gui dance,

paired with a verbal cue, is initially provided on
all sequential steps of a task. The physica
assistance is systenatically decreased as the

| earner independently perforns portions of the task.

| EP; Individualized Education Program required
for all handi capped students in public schools.
Contains yearly goals and objectives for each
student as determ ned by parent and teacher.
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| HP/ 1 WRP; I ndividual Habilitation Plan or

I ndividual Witten Rehabilitation Plan which is
required by law if an individual is receiving
services froma state rehabilitati on agency;
contai ns individual enploynent goals and training

Initial training phase; the period of direct
instruction of job tasks provided by a job trainer
to a mentally retarded client on a conpetitive job
site which can vary from several weeks to severa
nont hs, depending on the skill level of the client
and the conplexity of the job.

Intervention tine/dient intervention: time spent
by a job trainer working with a client, either on or
off the job-site. This includes tine active (direct
instruction) and inactive (observation, fading) on
the job-site, as well as time spent working on a
client's behalf off the job-site (eg., trave
trai ni ng, parent counseling, etc.).

Job analysis: a detailed, systematic recording of
both specific job requirements and general work
characteristics which is obtained fromdirect
observation of the job site and from infornmation
obtained during the interviewwith the enployer and
cowor ker s.

Job bank: a system of recordi ng enpl oyer contact
information for future reference during the process
of job devel opnent.

Job/client conpatibility analysis: the process

of determning which clients are best suited for

pl acenent into an existing job opening or whether
one of several job openings is nmore appropriate for
a particular client. This is done by conparing
assessment data on each candidate to the job
analysis data for the available position.

Job devel opnent/Job seeki ng/Job search: the

process of locating conpetitive jobs in the
community that are appropriate for persons who are
mentally retarded. It consists of community job

mar ket screeni ng, enployer contact, and job anal ysis.

Job placement: the process of placing workers who
are nentally retarded into conpetitive jobs in the
conmuni ty.

Job-related skills: skills needed to obtain or
maintain a job but not necessarily related to the
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performance of a specific job duty. Such skills
include learning to ride a city bus, proper
groom ng habits, using vendi ng machi nes, purchasing
food over the counter, and depositing a paycheck in
t he bank.

Job-site orientati on and assessnent; the period

of tinme imediately after a client has been placed
on a job during which a job trainer becones
famliar with the job and anal yzes all job duties
into sequential, teachable components. This period
typically lasts fromtw weeks to two nonths and
requires that the trainer remain on the job for the
entire work day.

Job-site training/On site job training: direct

and systematic instruction of job tasks and rel ated
vocational skills provided by a job trainer to a
worker who is nmentally retarded. Thisinstruction
whi ch takes place on a conpetitive job-site and in
the community, utilizes behavioral training

techni ques and is conprised of the follow ng phases:

job orientation/assessnment; initial training/skil
acquisition; and skill generalization and nai nt enance
f adi ng.

Jobtrainer/Jobcoach/ Jobcoordi nat or/ Tr ai ner advocat e: apr of essi onal or par apr of essi onal
person who provides specialized job placenent, job-

site training, assessnment and foll ow al ong services

to disabl ed persons who are difficult to place into

conpetitive enpl oynment.

Job Training Partnership Act (JTPA): a federa

l egislative act, replacing the conprehensive

Enpl oyment and Trai ning Act (CETA), which was signed
into |l aw effective October 1983. Under the Title |
program of this act, job training will be provided
to di sadvantaged individuals, including the nentally
di sabl ed, who are facing serious barriers to

enpl oyment and have special training needs if they
are to obtain productive enpl oynment.

Least intrusive pronpting: a behavioral training
technique in which either a verbal, nodeling, or
physi cal pronpt is provided to the |earner on each
sequential step of a task when not perforned
correctly. This method allows for conpletion of a
task from beginning to end, regardless of the anount
of assi stance needed

Medi cai d/ Medi care:  governnent - subsi di zed prograns
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whi ch provi de assistance with health care expenses
for eligible aged, blind, and disabl ed persons.

Mobil e work crews; paid work performed in the
comunity by supervised workers who are nentally
retarded and who travel to the |ocations where the
work is to be done (e.g., yard or |awn naintenance
and janitorial services).

NARC- QJT (National Association for Retarded
Ctizens On-the-job Training Project); Program
that encourages businesses to provide job
opportunities for mentally retarded individuals.

On- goi ng assessnent; the process of continuously
nmonitoring and evaluating a client's job perfornmance
t hrough data col |l ection, direct observation, and
interaction with supervisors, cowrkers, and famly
nmenbers.

On task behavior; attending to an assigned task
during a particular tinme period. On task behavior
must be operationally defined before it can be

obj ectively eval uat ed.

Pre-enpl oynent training; the teaching of job
skills and critical non-vocational skills that are of
mar ket abl e val ue in comunity-based conpetitive jobs.

Probe; a task analytic assessment conducted
during the skill acquisition and generalization
phases of |earning. Data collected from probes
indicates how a client performs a job duty w thout
any pronpting or reinforcenent and is used to
determi ne when direct instruction of a task can
be wi t hdr awn.

Projects with Industry (PW); a private business
partnership with the rehabilitation commnity to
create job opportunities for handi capped people in
the open competitive market. Training is provided
in arealistic work setting with supportive services
to enhance the enpl oynment success of handi capped
peopl e in the marketpl ace.

Pronpt data; the nunber and kinds (verbal

nodel i ng, or physical) of pronmpts which are being
provided to the client during the instruction of job
tasks. Pronpt data al so indicate independent
performance of the steps in a task anal ysis.

Prompts; assistance that is provided before a
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| earner's response which increases the Ilikelihood
that a correct response will be performed and
reinforced. Pronpts are provided during the skil
acqui sition phase of |earning and nust be faded out
before it can be established that |earning of a task
has occurred. Response pronpts typically used
during job-site training include verbal, gestura
(rmodel i ng), and physical pronpts.

Rei nf or cenent procedures (positive); the
presentation of consequences contingent upon a
behavi or which lead to an increase in the
performance of that behavior. Reinforcers which
occur naturally in a work environment include
supervi sor and cowor ker praise, pay checks, earned
vacation time, and bonus paynents.

Sel ective (or counselor-directed) job placenent:
an approach to job placenment for persons who are
di sabl ed in which a counsel or assunes prinmary
responsibility for job devel opment (i.e., job
seeki ng, acconpanying the client to schedul ed
interviews, and negotiating with the enpl oyer on
behal f of the client for a conmitrment to hire).

Sequence of job duties; a sequential listing
(fromfirst to last) of the job duties which
conprise a particular job position.

Shel tered workshop: Non-profit facility that

provi des rehabilitation and/or sheltered enploynent
for mentally retarded individuals. Wrk is
usual ly contract work and workers are paid on a

pi ece-rate basis.

Simul ated work setting; a training site for

persons who are nmentally retarded located at a

shel tered workshop or day activity center where
training of conpetitive job tasks takes place in an
environment that is set up to |look and function |ike
a real work setting

Skill acquisition: the initial phase of |earning.
During job site training, skill acquisition begins
once the job trainer has conpleted a job/task
analysis and is confortable with the daily work
routine. This phase involves behavioral training of
job tasks through the use of reinforcenent and
pronpting procedures; increasing rate of work
production; and fading of instruction as the client
begins to perform i ndependently.
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Skill generalization and mai ntenance; the phases

of learning after skill acquisition during which
learning is denmonstrated over tine and across a
variety of settings, materials, and trainers.

During job-site training, skill generalization
involves the fading of the job trainer's presence as
the client adapts to the work routine and as job
supervi sors and coworkers assume supervisory
responsibilities.

Speci ali zed Trai ning Program (STP): an autononous,
comuni ty-integrated program for a small nunber of
persons who are severely and profoundly nentally
retarded. It is run like a business w th conpl ex
contract work whenever possible and is detached from
any workshop or activity center.

Staff/client ratio/ Casel oad; the nunber of
clients for which a job trainer is responsible
to provide job-site training and foll owup services.

Suppl emental Security Incone (SSI) and Socia
Security Disability Income (SSDI): federal incone
mai nt enance programnms, run by the Social Security
Admi ni stration, for the aged, blind, and disabled
whi ch provide nonthly cash paynments to eligible
per sons.

Supported enpl oynent services; services
characterized by being on-going through the length
of the client's enploynent, usually directed to
severely handi capped clients who could not work
without this form of assistance, and conprehensive
in providing job placenent, job site training and
fol | ow al ong.

Supported work nodel of conpetitive enploynment; a
rehabilitation approach which provides supported
enpl oynment services to severely handi capped clients
in conpetitive enployment. This nodel utilizes a
job trainer or job coach who provides intensive
support to the client in the formof job placenment,
job-site training, and on-going assessment and
followalong for as long as necessary in order for
the client to maintain enploynent. Supported work
can also refer to other types of paid enpl oynent
such as sheltered encl aves, nobile work crews, and
special industrial prograns (specialized training
prograns.)

Targeted Jobs Tax Credit (TJTC); a federal tax
credit program adm nistered through state
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enpl oyment agencies or job services, which gives a
tax break to enployers who hire individuals from one
of seven target groups.

Task analysis (TA); the break down of a task into
its conponent parts. A task analysis is conpleted
by observing a conpetent person performthe
particular task in question and recording each step
in sequential order.

Task anal ytic assessnent/Task anal ytic approach;

use of a task analysis to deternmine a client's

| evel of independent performance. The steps of a TA
are recorded on a data sheet and the client asked to
performa job task; a synbol for either correct or
incorrect performance is recorded by each step.

Transitional enploynent; a tenporary paid

enpl oynent, usually in conpetitive settings with
some degree of QJT (on the job training) or even a
limted anount of professional staff assistance at
the job site initially.

Transi tional enpl oynent services; services which
are time-linmted; that is, the structured job

pl acenent and job site training provided to disabled
clients is gradually stopped as the client becones

i ndependent. No on-goi ng assessment or follow al ong
is usually provided

Work production rate; the speed at which a
particular job duty is perforned based on an average
or standard rate of production by non-handi capped

wor kers performng the same job.
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Resource CGui de

On the foll owi ng pages we have provided a list of witten and
audi o/ visual materials related to the Virginia Commonweal th University
Rehabilitation Research and Training Center's supported work approach
to competitive enployment. This resource list will be updated quarterly
as new materials are generated.

Due to the overwhel mi ng nunber of requests we receive, we regret that
we are unable to forward requested materials at no cost.

In addition, nonographs which were produced under Project Enployability
can be ordered trough ERIC (Educational Resources Information Center). W

have included abstracts of the monographs, as well as a sanple order form

127



. --BOXS AND CHAPTERS

Hll, JW (1982). Vocational Training. In L. Sternberg & G L. Adams (Eds.),
Educating severely and profoundly handi capped students. (pp.269-312).
Rockville, MD: Aspen, Inc.

Hll, M & Schalock, R L. (in press). Monitoring and eval uati ng enpl oynent
services. In W Kiernan & J. Stark (Eds.). Pathways to Enpl oynment for
Devel opnental |y Disabled Adults. Baltinore: Paul H Brookes, Inc.

Shafer, M (in press). Providing foll owup services after placenent: The
utilization of co-workers. In F. R Rusch (Ed.), Conpetitive
enpl oynent: Service delivery nodels, nethods, and i ssues. Baltinore:
Paul H. Brookes, Inc.

Wehman, P. (in press). Conpetitive enploynent in Virginia. InF. R Rusch
(Ed.) Conpetitive enploynent: Service delivery nodels, nethods, and
i ssues. Baltinmore: Paul H Brookes, Inc.

Wehman, P. (1983). Use of behavior nodification in conpetitive enpl oynent.
In R Lassiter, et. al. (Eds.), Wrk adjustnent and i ndependent |iving
for severely disabled people, (pp.189-207). Springfield: Charles C
Thomas.

Wehman, P. (1981). Conpetitive enploynent: New horizons for severely
di sabl ed individuals. Baltinore: Paul H Brookes, Inc.

Wehman, P., Bates, P., & Renzaglia, A (in press). Functional living skills
for nmoderately and severely handi capped individuals. Austin: Pro-
Educati on, Inc.

Wehman, P., & Hill, J W (Eds.), (in press). Conpetitive enploynent for
persons with nmental retardation: Fromresearch to practice. (Mnograph
Vol. 1). Richnmond, VA: Virginia Commonweal th University, Rehabilitation
Research and Training Center.

Wehman, P., Kregel, J. & Barcus, M (in press). Vocational transition of
devel oprment al | y di sabled youth. In W Kiernan & J. Stark (Eds.).
Pat hways to Enpl oynment for Devel opnentally Disabled Adults. Baltinore:
Paul H Brookes, Inc.

* These are available directly fromthe publisher.

128



1. RECENT JOURNAL PUBLI CATI ONS

Goodal |, P., Wehman, P., & Oeveland, P. (1983). Job placenment for nentally
retarded individuals. Education and Training of the Mentally Retarded,
18(A), 271-278.

HIl, J., Wehman, P., Pentecost, J. (1980). Developing job interviewskills
in nentally retarded adults. Education and Training of the Mentally
Ret arded. 15(3), 179-186.

HIl, J.W, Wehman, P., & Kochany, L. (1979). Devel opnent of a comunity
based pre-enpl oynment program for noderately and severely retarded adults.
Rehabilitation Literature, 40 (11-12), 330-334..

HIl, M, &Whman, P. (1983). Cost benefit anal ysis of placing noderately
and severely handi capped individuals into conpetitive enpl oynent.
The Journal of the Association for Persons with Severe Handi caps, 8,
30- 38.

HIl, M &Whman, P. (1979). Enployer and non-handi capped cowor ker
perceptions of noderately and severely retarded workers. Journal of
Cont empor ary Busi ness. 8(4), 107-112.

Revell, WG, Wehman, P., & Arnold, S. (1984). Supported work nmodel of
enpl oynment for persons with mental retardation: |Inplications for
rehabilitative services. Journal of Rehabilitation, 50(4), 33-38.

Revell, WG & Wehman, P. (1978). Vocational evaluation of severely and
profoundly retarded clients. Rehabilitation Literature, 39(8),
226- 231.

Wehman, P. & Hill, J. (1984). Integrating severely handi capped students in

community activities. Teaching Exceptional Children, 16(2), 142-145.

Wehman, P. (1983). Toward the enployability of severely handi capped children
and yout h. Teachi ng Exceptional Children, 25(4), 220-225.

Wehman, P. & Pentecost, J. (1983). Facilitating enploynment for noderately
and severely handi capped youth. Education and Treatnent of Children,

6(1), 69-80.

Wehman, P. & Hill, J. (1982). Preparing severely handi capped youth for
less restrictive environments. The Journal of the Association for the
Sever el y Handi capped. 7, 33-39.

Wehman, P., Hill, M, Goodall, P., Ceveland, P., Brooke, V., & Pentecost, J.
(1982). Job placenment and foll owup of noderately and severely
handi capped individuals after three years. The Journal of the
Associ ation for Persons with Severe Handi caps, 7, 5-16.

Wehman, P. & Hill, J. (1981). Conpetitive enploynment for noderately and
severely handi capped i ndividuals. Exceptional Children, 47(5),
338- 345.

129



Wehman, P., Hill, J., & Koehler, F. (1979). Helping severely handi capped
persons enter conpetitive enploynent. AAESPH Review, 4(3), 274--290.

Wehman, P., Hill, J.W, & Koehler, F. (1979). Pl acenent of devel opnentally
di sabled individuals into conpetitive enploynent: Three case studies.
Education and Training of the Mentally Retarded, 14(2), 269-276.

[11. CURRENT PAPERS SUBM TTED FCOR PUBLI CATI ON

OR I N PRESS
Brooke, V., Hill, J., & Ponder, C. A denonstration of the acceptability of
appl i ed behavi or analysis in a natural job environment. Manuscri pt
subnitted for publication.
Hll, Jw, HIl, M, Wehman, P., Banks, P.D., Pendleton, P., &Britt, C
(in press). Demographic analyses related to successful job retention

for conpetitively enployed persons who are nentally retarded.
Conpetitive enploynent for persons with nental retardation: From
research to practice. (Mnograph Vol. 1). Richnond, VA: Virginia
Commonweal th University, Rehabilitation Research and Training Center.

HIl, J.W, Seyfarth, J., Orelove, F., Wehman, P., & Banks, P.D. (in press).
Parent/guardi an attitudes toward the working conditions of their
mental ly retarded children. Competitive enploynment for persons wth
nmental retardation: Fromresearch to practice. (Mnograph Vol. 1).
Ri chmond, VA: Virginia Conmonweal th University, Rehabilitation Research
and Training Center.

HIl, JW, Wehman, P., Hill, M, & Goodall, P. (in press). Differential
reasons for job separation of previously enployed nentally retarded
persons across measured intelligence |evels. Conpetitive enpl oynment
for persons with nental retardation: Fromresearch to practice.
(Monograph Vol . 1) . Richmond, VA: Virginia Conmonweal th University,
Rehabi litati on Research and Training Center.

HIl, M, HII, JW, &Whmn, P. (in press). An analysis of nonetary and
nonmonet ary outconmes associated with competitive enployment of nentally
retarded persons. Conpetitive enploynent for persons with nental
retardation: Fromresearch to practice. (Mnograph Vol. 1). Richnond,
VA:  Virginia Commonweal th University, Rehabilitation Research and
Training Center.

Hll, M, HIl, J.W, Wehman, P., Revell, G, Dickerson, A & Noble, J.
(in press). Time limted training and supported enpl oynment: A nodel
for redistributing existing resources for persons with severe
disabilities. Conpetitive enploynent for persons with nmental
retardati on: Fromresearch to practice. (Mnograph Vol. 1). R chnond,
VA:  Virginia Commonweal th University, Rehabilitation Research and
Training Center.

130



Kregel, J., Wehman, P., & Seyfarth, J. (in press). Comunity integration of
young adults with mental retardation: Transition from school to
adul t hood. Competitive enployment for persons with mental retardation;
Fromresearch to practice. (Mnograph Vol. 1). R chnond, VA: Virginia
Commonweal th Uni versity, Rehabilitation Research and Training Center.

Moon, MS., Orelove, F.P., Beale, A (in press). Conpetitive enploynent for
noderately and severely nmentally retarded persons: Test yourself on
issues and realities. Journal of Enploynent Counseling.

Moon, M S., Beale, A V. (in press). Helping your child with severe
devel opnental disabilities receive vocational training and enpl oynent:
Quidelines for parents. The Exceptional Parent.

Pietruski, W, Goodwn, R, Hill, M, &Whman, P. (in press). Teaching
entry |level conputer use skills to multi-handicapped students.
Education and Treatnent of Children.

Seyfarth, J., HIl, J.W, Oelove, F., cMIllan, J., & Wehman, P. (in press).
Factors influencing parents' vocational aspirations for their nmentally
retarded children. Conpetitive enploynent for persons wth nental
retardation: Fromresearch to practice. (Mnograph Vol. 1). R chnond,
VA:  Virginia Commonweal th University, Rehabilitation Research and
Training Center.

Shafer, M, & Brooke, V. The developnent of punctuality in a nmentally
retarded worker through self-recording. Manuscript submtted for
publi cati on.

Shafer, M, Brooke, V., & Whman, P. Devel oping appropriate social -
interpersonal skills in a nentally retarded worker. Manuscript subnitted
for publication.

Shafer, MS., Eller, R, Inge, K, &Wrden, S. (in press). Assessnent of
parental concerns regarding the skill deficits of their competitively
enpl oyed child. Conpetitive enployment for persons w th nental
retardation: Fromresearch to practice. (Mnograph Vol. 1).Ri chmond,
VA:  Virginia Commonweal th University, Rehabilitation Research and
Training Center.

Shafer, MS., Inge, K, &Hll,J. W (in press). The devel opment of autonated
banki ng services for mentally retarded persons: A pilot study.
Conpetitive enpl oynent for persons with nmental retardation: From
research to practice. (Mnograph Vol.1). Richmond, VA Virginia
Commonweal th University, Rehabilitation Research and Training Center.

Wehman, P. (in press). Toward the enployability of severely handi capped
children and youth. Conpetitive enploynent for persons with nental
retardation: Fromresearch to practice. (Mnograph Vol. 1).Ri chmond,
VA:  Virginia Commonweal th University, Rehabilitation Research and
Trai ning Center.

131



Wehman, P., Hill, M, HIIl, J., Brooke, V., Pentecost, J., Pendleton, P. (in
press). Conpetitive enploynent for persons with nental retardation: A
followup six years later. Mental Retardation.

Wehman, P., & Kregel, J. (in press). A supported work approach to conpetitive
enpl oyment of individuals with noderate and severe handicaps. The
Journal of the Association for Persons with Severe Handi caps.

Wehman, P., Kregel, J., & Barcus, J.M (in press). Fromschool to work: A
vocational transition nodel for handi capped students. Exceptional
Chi | dren.

Wehman, P., Kregel, J. & Seyfarth, J. (in press). Wat is the enpl oynent
outl ook for young adults with mental retardation after |eaving school ?
Conpetitive enploynment for persons with nental retardation; From
research to practice. (Mnograph Vol. 1). Richnond, VA: Virginia
Commonweal th Uni versity, Rehabilitation Research and Training Center.

Wehman, P., & Barcus, J.M (in press). Unenployment anmong handi capped yout h:
VWhat is the role of the public schools? Career Devel opnment for
Excepti onal | ndividuals.

Wehman, P. & Moon, M'S. (in press). Citical values in enploynent prograns
for persons with devel opnental disabilities. Conpetitive enpl oynment
for persons with nental retardation: Fromresearch to practice.
(Monograph Vol . 1). Richnond, VA: Virginia Conmonweal th University,
Rehabi litati on Research and Training Center.

132



V. TRAI N NG MATERI AL

*Conpetitive enployment - 8-page topical report - January, 1984.

*You, your child and conpetitive enployment - 8-page topical report -
Mar ch, 1984..

**RRTC Training Division Production. (1983). The Supported Work Mdel
of Conpetitive Enploynent for Individuals Wwo are Mentally Retarded.
[Slide/tape]. Richnond, VA: Virginia Commonweal th University,
Rehabilitati on Research and Training Center.

**RRTC Training Dvision Production. (1983). Conpetitive Enpl oynent for

I ndi vidual s Who are Mentally Retarded; A Parental Perspective.
[ Vi deotape]. Richnond, VA:Virginia Commonweal th University,
Rehabi litati on Research and Training Center.

**RRTC Training Dvision Production. (1984). Conpetitive Enploynment for

I ndi viduals Who are Mentally Retarded: An Enpl oyer Perspective.
[ Videotape]. Richmond, VA:Virginia Commonweal th University,
Rehabilitation Research and Training Center.

*These are available directly from the VCU RRTC
**These are available directly fromthe VCU RRTC for a fee.

133



RR I C VIRGINIA COMMONWEALTH UNIVERSITY

Rehabilitation
Research

I
l E?g; Training
Center

1314 WEST MAIN STREET

Dear Col | eague:

W are pleased that our

Pl acenent of Severely Disabled Persons,

RICHMOND. VIRGINIA 23284-0001 -

nmonogr aphs titled Vocationa

PHONE (804) 257-1851

Traini ng and

Vol une |, Vol une

have been selected for
Center (ERIC) data base.
letter.

M crofiche or
encl osed order
Pl ease indicate

paper

inclusion in the Educati onal
Abstracts of these docunents are attached to this

form and persona
on the order form the document you desire:

check for cost of

Vol . | ED No. 176, 110, 229 pages
Vol . 11 ED No. 195,070, 198 pages
Vol . 11l ED No. 218,864, 221 pages

and mail to:
P. 0. Box 190

Arlington,

Pl ease note that

publ i shed. To be certain of correct prices,

given on the order form

ERI C Document Reproduction Service
Virginia 22210

prices may have changed since the order

you nay cal

Agai n, thank you for your interest. Your name has
mailing list. If we can be of further assistance, please
us.

Si ncerely,

Patricia A Goodall,
Trai ni ng Associ ate
Rehabi litati on Research &

N Nk 1Y Benter
Paul Wehnan, Ph. D
D rector

Rehabilitati on Research &
Trai ning Center

PAG PW sw

encl osur e

Resour ces

1, and Volune |11
| nformati on

copies may be ordered from ERIC by sending the
reproducti on and postage.

form was
ERI C at the nunber

been added to our
feel free to contact

‘Improving the Employability of Mentally Retarded Citizens"

134



ERIC

DOCUMENT REPRODUCTION SERVICE

EDRS

PO Bos 190 ARLINGTON VIRGINIA 22210«  703/823-0500 ORDER FORM
OPEAATED &Y COMPUTER MICROFILM INTERNATIONAL CORP
IMPORTANT INSTRUCTIONS e
* ORDER 8Y ED NO. {6 digits) e ENCLOSE CHECK OR MONEY
See Resources in Edycation ORDER
(RME) Payable lo EDRS n U S
- Funds Check must ndcate
» ER - -
s’mmﬁ, the U S transit number of your L To:
of banks agency
Paper Copy | PC) * OR ENCLOSE AUTHORIZED
o ENTER UNIT PRICE ORIGINAL PURCHASE ORDER
{See Beiow) o COMPLETE AND SIGN BELOW
. IN%I;UDE SHIPPING CHAAGES
{See Charts Below)
N acn  |NO_OF[NO-OFCOPES Ly |
ED NUM '
PAGES ~ T | pC PRICE
Date
Signature
Titla
UNIT PAICE SCHEDULE
MICROFICHE (MF)
NUMBER FICHE EACHED & PRICE CODE  Prics
110 9 1u 1o 180 pages. MFQ1 s »
Gi4@1.5768 paars: MFO2 .17
7:577-8472 pages: MFO3 17
§1673.788 naane: MEna 187
Eacn artehinonal
mzrohche - adchhonal 96 pages: =20
PAPER COPY (PC!
NUMBER PAGES EACH F.D = PRICE COUE  Prce TOTAL NO. OF PAGES sueroTat
2; 0 25 PCOL 3218 va RESIDENTS ADD
to 50 PCO2 390 . T
2 :3 22 A 390 TAX EXEMPT NO. 4% SALES TAX
76 10 100 8Co4 1.40 SHIPPING
25 ome s | |oeposiTacer no TOTAL
CHARTS FOR DETEAMINING SHIPPING CHARGES
1st CLASS POSTAGE FOR
1-3 \ 4-8 9-14 15.18 19-21 22-27 28-32
Microtiche | Microfiche Microfiche Mrcrofiche Microfiche | Microliche Microtiche
ONLY . ONLY ONLY ONLY ONLY QNLY ONLY
$20 | sa7 $.54 $.71 s.88 $108 $1.22
U.P.S.CHARGES FOR
b | 2ms ¢ dMbs | 4bs , Sibs | 6ibs 7 by 810 20 1bs
33.75MF | 76.150 151225 | 226-300 301-375 376-450 451-525 | 526-1500
or 1-75 PC MF or PC MF or PC MF or PC MF or PC MF or PC MF ar PC MFE or PC
PAGES | PAGES | PAGES | PAGES : PAGES PAGES PAGES PAGES
Not to ExceerINot to ExcendNol 1o Excerd: Not 1o Exceed|Not to Exceed! Not 1o Exceed (Not to Exceed| Not to Exces
$1.59 L $1.97 | %2238 ;| s274 $3.13 I s351 $3.90 $4.29-$8 90

135



