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FORWARD

This technical assistance guide is designed as a convenient resource
manual for Private Industry Councils (PICs) and Service Delivery Area (SDA)
staff in implementing the youth employment competencies requirements of the
Job Training Partnership Act (JTPA).

The Local Perspective

We have talked to a number of PIC members throughout the country.  Most
of these business people agree on several important points.

1. They share a common idea of skills youth need to be job-ready.
These skills do not differ significantly throughout the

country.

2. They want to use their resources for job placement efforts and
skill training.

3. They are not interested in hiring staff to design tests,
benchmarks, competency indicators, assessment instruments,
and standards. Instead, they are happy to use existing

programs that can be purchased for a small amount of money
and meet most of their needs.

4. 'They believe in the value of competency-based education,
but are not interested in generating a lot of paperwork.

When businesspeople, vocational educators, and SDA staff are shown
the competency-based instructional materials, tests and performance checklists
that are recommended in this manual, they have said, "This is Jjust what
we've been looking for. Now let's get on with our work."

The National Perspective

Conversations with state and national organizations indicate that the
current lack of federal leadership and confusion about youth employment
ccmpetencies will continue for at least another two years. The U.S. Office
of Management and Budget wants to axe youth employment competency requirements
completely because they are concerned that this is a method to get around
hard performance standards based on job placement. However, OMB efforts
will probably be limited to keeping campetencies off new JTPA reporting forms
as a line item.

U.S. Department of Labor officials will probably continue to avoid
actions that smack of federal control. The most DOL will probably do is
to make some suggestions and pay for more training sessions aimed at
convincing state bureaucrats to require standards of substance. (If concrete
standards for youth employment campetencies are developed, they will
prabably result from state standards imposed through the carrot of incentive
funds.)



Inplementation to Date

Not many youth campetency programs are up and running. The National
Governors' Association staff claim that 150 SDAs may currently be operating
scme sort of programs including competencies. According to NGA, of those
SDAs who are interested in getting involved in competency programs, 75% do
so for better positive termination numbers, 15% for a method of marketing
their youth's job skills, and 10% to qualify for incentive funds.

The National Association of Private Industry Councils staff have found
that most people are using the youth employment campetencies primarily for
in-school youth and school-to-work transition programs. Same operators,
like one in San Diego, refuse to use anything but job placement as a
positive termination (even though they have been using a competency-based
system for the last five years). NAPIC suggests that the momentum in the
country for youth competency standards will insure its own continuation,
especially in those areas where it is cambined with state incentive monies.
They suggest that PICs should move forward on youth campetency systems but
not spend a lot of money in this effort.

' why Reinvent the Wheel?

All of the national organizations that we spoke with who are paid to
provide training to state and local JTPA program operators felt that for
political or other reasons they could not endorse exemplary youth employment
competency systems already developed. We believe that there are good systems
that PICs and SDA staff should consider before they reinvent their own
programs. It is from this perspective that we have prepared this technical
assistance guide.

~-I0is Quinn
John Pawasarat
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I. PRE-EMPLOYMENT AND WORK MATURITY SKILLS

We think it's helpful to separate these skills into two separate
categories.

Pre-employment skills include knowledge about how to £ind and keep a job
(e.g. completing a job application, participating effectively in a job inter-
view), as well as basic survival skills needed to function in society

(e.g. using the phone, telling time, renting an apartment, opening a banking
account, using public transportation).

Work maturity skills include positive work habits, attitudes and behavior that
are necessary to keep a job (e.g. punctuality, regqular attendance, presenting
a neat appearance, following instructions, completing tasks, accepting
criticism, working well with others, assuming responsibility) .

A. PRE-EMPLOYMENT SKILIS

STEPS FOR IMPLEMENTING A PRE-EMPLOYMENT COMPETENCY SYSTEM

STEP #1: Choose the required competencies for the pre-employment area.

Lock at the 4 competency systems already developed. If you like one system,
go with it. Pick the competencies you think are important. Discard the
less important ones. Decide if all youth will be required to meet these
competencies for a positive termination.

STEP #2; Determine standards and tests.

Mastery in each campetency should be measured by an cbjective test with a
set standard. The Wisconsin Youth Employment Competency Program, for
example, requires a score of 80% correct on a 20-question multiple choice
test. Where appropriate, a performance checklist or test should also be
required (e.g. filling out a job application, taking a job interview).

Each of the four systems recommended have pre-set levels of ccmpetence
measured by cbjective tests. If you have staff who are genuinely
qualified, modify two or three questions, so you feel the tests provide a
good standard and are relevant to your cammnity. Or use them as is. (Do
you really think the standards for filling ocut a job application are
different throughout the country?)

A word of caution: Same of your neighbors will use "teacher chservation"
to determine when students have mastered their campetencies. This method
can be rigorous if the teacher really watches what each student is doing.
Or it can be as meaningless as saying, "It locks like everyone in my class
can fill out a job application." or "We measure campletion by spending 6 hours




in the classroom." 'lhe folks who go this route will have more
positive terminations than the PICs and SDAs who require a valid
measure of when their youth are jcb~ready.

The feds don't care which method you use and your state office
may not care either. THE CHOICE IS YOURS. Quality or numbers——
nothing new here.

STEP #3: Develop curriculum and select teaching materials.

The four systems recammended here come with curriculum and lesson
plans for individual and/or group work. Many publishers have good
materials to teach the pre-employment competencies.

If an SDA decides to develop its own curriculum--be forewarned.
This is an area which requires an experienced teacher who can
write curriculum (not all good teachers can) and who know the
world of work. We recommend that you modify an existing curriculum
rather than start from scratch. Spend your time making sure that
you use local materials whenever possible (application forms from
local industries, local and regional newspapers, etc.).

STEP #4: Establish assessment and pre-testing procedures.

Pre-testing is expensive and time consuming. It should not be
necessary for the pre-employment skills area since all students
should be required to complete the PIC-approved competencies. If
you are also teaching survival skills, you may want to identify
students who can test out of same of the areas.

We suggest that you give a quick-and-dirty reading test like the
WRAT (Wide Range Achievement Test published by Jastak Associates,
1526 Gilpin Avenue, Wilmington, Delaware 19806. (302) 652-4990)
This test will provide the instructor with an assessment of the
approximate reading level of each student so that he or she can
gear instructional materials and help accordingly.

BACKGROUND

The ultimate purpose of the pre-employment competency approach is to help
youth gain the knowledge they will need to find and keep a job. Too often,
youth begin looking for work with no clear idea of what employers expect of
them or how to organize a job search. Secondarily, PICs may choose to
identify campetencies which youth need to survive in the adult world.

In the 1970s the University of Texas conducted an extensive 4-year
study of competencies needed by adults to function in our society. Instead
of focusing on academic grade level equivalents, the Adult Performance
Ievel (APL) Project defined knowledge areas required for successful everyday
living. These APL competencies have been used by a wide variety of institutions
and a score of cammercial publishers in preparing competency-based educational
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materials. The result? Many pecple have already thought about the skills
people need in order to find and keep a job and to survive in our society.
Many publishers have student textbooks, workbooks, and audio-visual
materials to teach these campetencies. DON'T REINVENT THE WHEEL. USE IT
OR IMPROVE IT.

You ought to consider at least one of four instructional systems for .
identifying and teaching pre-employment cawpetencies. Each of the four
systems is based on the APL research.

1. Youth Employment Campetencies Program of the Wisconsin Department of
Public Instruction and University of Wisconsin Employment & Training
Institute.

This curriculum and set of competency tests were developed originally
for juvenile offenders in the Wisconsin correctional facilities. The
curriculum is in the same format and areas specified by the Job
Training Partnership Act (JTPA). The campetencies have been adopted
by the Wisconsin Job Training Coordinating Council for the state's
JTPA system.

The Wisconsin program relies most heavily on materials developed by the
Clovis, California Adult School. The Clovis Adult School's campetency-
based program was funded as an exemplary program of the U.S. Department
of Education's National Diffusion Network. The Clovis materials are
available commercially through Pitman Learning, Inc., 19 Davis Drive,
Belmont, CA 94002, (415)- 592-7810. Core materials in the Wisconsin
Program are geared to students with poor reading skills. Additional
student workbooks are recomended for higher level readers.

The Wisconsin Youth Competency Program identifies 7 competencies in the
pre~employment area:

. Identify resources and procedures for seeking a job.
Complete a jcb application form,

Participate effectively in a job interview.

Identify proper work habits, attitudes and behavior.
Describe standard benefits and payroll structure.
Develop a personal career plan.

Use labor market information to find jobs.

SO U B WN

The program also identifies 32 survival skill competencies in consumer
econcmics, cammnity resources, government and law, health, and
interpersonal relationships. Curriculum materials, suggested classroom

and student activities, and campetency tests and performance checklists
are provided for each skill area.

Advantages of the program: The program is cheap ($15 for the Jaob Skills
Curriculum and Tests, which can be reproduced as much as you like). It

is easy to use and designed for low-level readers, The tests are not easy,
but should insure that youth are prepared for the job market. The program
is available from the Employment and Training Institute, University of
Wisconsin, P.O. Box 413, Milwaukee, WI 53201. Contact Lois Quinn or

John Pawasarat (414) 9e8=e3sT,




JOB SKILLS JOB INTERVIEW

LEARNING OBJECTIVE: 1- 1

Identify the necessary ateps in getting ready for a job interview.

CLASSROOM ACTIVITIES
1. Discuss student readings and worksheets.

2. Write on the chalkboard questions students might be asked at a job
interview, Have each student write thelr answers to these questions
on a sheet of paper. As a class (or privately, when appropriate)
discuss the possible responses.

3. Afeer discussing proper dress for job Interviews, ask students to
come to class dressed for an interview,

4, Cet students together in groups of two. Ask one student to apply
for a job and the other student to play the boss asking interview
questionn (from Job Interviews, Follett, pp. 45-46 or o simllar list).
Discuss the experience, Have students change roles und repeac.

STUDENT READINGS AND WORKSHEETS

1. Job Interview, LIFE SCHOOL, Handouts 04=5.6 or 7, 8-9.

2., Job _Interviews, Follett Coping Skills Series, pp. 10-23, 29-64.
3.) Finding a Job, (Pitman), pp. 60-61.

SUPPLEMENTARY MATERIALS

1. How to Get a Job & Keep It, (Steck-Vaughn), pp. 37-46.
2. A Realistic Job Search, LIFEWORKS, pp, 104=-117.

3. Solving Life Problems in Occupational Knowledge, Level 1, pp. l18-
127,

4, Solving Life Problems i{n Occupational Knowledge, Level 3, pp. B2-906.

SAMPLE LESSON PLAN

o L0

2.

JOn SKILLS

"Demonatrate the Abflity to Partlelpate Effectively
in a Job Interview"

Teut Form A

DIRECTIONS: DO HOT WRITE ON THIS TEST! 1I1f you need scrap paper, ask

your instructor for a blank piece of paper.

The purpose of this test ig to determine if you can demonstrate
the ability to participate effectively in a job intorview.

Read each gquestion. Then read all four of the choices listed.
Select the ONE cholee which best anowoern the questions or
complotes the sentence. Mark this cholce on the answer

sheet provided by your instructor. To master this oxam you
must correctly answer at least 16 out of 20 (80%) items.

Tho job interview takes place botween you and the

A. person in charge of hiring.
B. sales manager.

C. company president.

B. person who had the job last.

In an interview {t is important to

A. say as little as possible about past jobs.

B. act any way you want because the interview doesn't matter.
€. ask questions about the job you want.

D. answer only questions which make you look good.

In job interviews employers may ask questions about
A. past jobs.
B. personal interests.

€. education.
D. all of the above

SAMPLE COMPETENCY TEST

from the Wisconsin Youth Employment Competency Program Jo& €kills Book.



RECOMMENDED MATERIALS FOR TEACHING

JOB SKILLS

JOB SKILLS

“Participate tffectively in a Job Interview" RECOMMENDED CORE MATERIALS PUBLISHER

PERFORMANCE TEST 1. LIFE SCHOOL: Occupational Knowledge Pitman Learning

Job Search
Student Date of Evaluation EEF_KEFTTEntlun
Job Interview
Instructor Performance Attempt 1 2 3 4 222 BLEE

* On the Job
Workers' Benefits
DIRECTIONS: The purpose of this performance test is to determine if

2, Finding a Job Pitman Learning
you are able to participate effectively in a job interview.
To master this competency, you must demonstrate proficiency 3 ;
+ Keeping a Job Pitman Learning
in 8 out of 10 points (B0XZ) on the performance checklist. e 8

All critical items (*) must be marked "yes" for mastery. 4, TFollett Coping Skills Series Cambridge
You will be interviewed for a job. (The interview will
be conducted by a person responsible for hiring in a
business or government agency.)

Finding Work
Teacher's Guide

Job Interviews

Teacher's Guide
JOB SKILLS

“participate Effectively In a Job Interview" Reeping a Job
Teacher's Guide
PERFORMANCE TEST CHECKLIST

5. Get Hired! Janus Book
Critical Points 6. Don't Ger Fired! Janus Book
Items Items to Be Observed Yes No
7. Janus Job Planner Janus Book
L} 1. Demonstrate proper dress and grooming. L | 0
8. Workinpg with Others Steck=Vaughn
2. Give your resume to the interviewer. 1 0
9. Realizing What's Available in the McGraw-Hill
- 3., Explain why you want the job. *1 0 World of Work, LIFEWORKS Series
L 4. Explain why you are suited for the job. *] 0 10. COPS Form R (Career Occupaticnal EDITS
Preference System Inventory)
5. Explain your career goals. 1 0
Self-scoring form: interest test
* 6. Describe your educational background. 1 0 and self-interpretation guide (for
25 students)
7. Demonstrate good eye contact. 1 0
8. Use firm, pleasant tone of voice. 1 0
9. Coutrol hands, legs and facial movements. 1 0
* 10. Aunswer questions truthfully and directly. L8] 8]
Total Points Possible = 10 PERFORMANCE SCORE TOTAL

Points Needed for Mastery = 8
SAMPIE PERFORMANCE CHECKLIST RECOMMENDED INSTRUCTIONAL MATERTATS

from the Wisconsin Youth Employment Competency Program Job Skills Book.

COST

§72.45

16,00



2.

Competency Achievement Packets (CAPs) of the ILos Angeles Unified School
District Division of Career and Continuing Education.

The National Diffusion Network also supported work by the lLos Angeles
Unified School District to develop campetency-based APL curriculum
materials for higher level readers.

The CAPs program identifies 7 competencies in the pre-employment area:
1. FKnow of and be able to use private and public sources of employment
information.

2. Evaluate your interests, abilities, goals, and values, and relate
them to career requirements.

3. Understand how to complete job application forms, prepare a resume,
and write a letter of application.

4, Understand effective employment interview behavior.

5. Understand the interpersonal skills needed to interact effectively
on the job.

Evaluate your job performance.

Understand the meaning of "equal opportunity" in relation to hiring
practices and your rights as a worker.

CAPs are available for 38 survival gkills (again based on the APL model).
For each competency, LA provides a learner's manual, which can be used
for individual instruction. STUDENTS MUST HAVE AN 8TH GRADE READING
IEVEL TO HANDLE THE MATERIAIS. An instructor's folder includes activities
which should be done with a teacher and mastery tests for each learning
objective.

Advantages: The CAPs materials are homemade, but well-written. They use
an easy-to-follow cammonsense approach. They should work well with the
better reader who is self-motivated. Again, the tests are challenging--
which is necessary if students are really going to be jcb-ready.

The materials are available for the costs of duplication from the
Employment & Training Institute at the University of Wisconsin-Milwaukee.
They can be reproduced as long as credit is given to the Los Angeles
Unified School District.




Job Corps World of Work Program

The Employment and Training Administration of the U.S. Department of
Labor contracted with TEAM Associates to prepare a competency-based
program for Job Corps participants. The World of Work Program

was designed to provide training in the skills, behaviors, and
attitudes necessary to find and keep a job and to survive as
responsible working adults.

Six competencies are identified for the Job Corps World of Work:

1. Identify sources of information on job opportunities and use
the information to locate job openings.

2. Identify the advantages and disadvantages of each of these
sources.

3. Interpret the special vocabulary and abbreviations used in
classified ads.

4. Fill out job application forms and demonstrate interview
skills.

5. Identify the attitudes and behaviors that make a good employee.

6. Explain the legal and financial aspects of employment {deductions,
taxes, minimm wage, etc.).

Six additional competencies are delineated to improve employability
(e.g. telling time, making change) and plan and manage a family
econamy .

The program is self-instructional, self-paced and individualized.
It recomrends cammercially available audio-visual materials and
student textbooks and workbooks. Competency tests are provided
for each area.

Job Corps materials are available free from the Office of Job Corps.
Ask for the Instructor's Manual (JCH 321-Vol. I) and Test Materials
(JcH 321-vol. II), U.S. Department of Labor, Employment and Training
Administration, 601 D Street N.W., Washington, D.C. 20213.




4,

Camprehensive Campetencies Program of the Remediation and Training
Institute.

The Remediation and Training Institute developed a competency-based
instructional program based on the Job Corps model.

Four campetencies are identified in the occupational knowledge area:

1. Career choices: Define basic occupational options, the primary
characteristics of jobs in those occupations, and the require-
ments for career entry and advancement. Relate aptitudes and
interests to career choices. Describe the role of vocational
tests and counseling.

2. Job Search: Name the different resources available for assistance
in finding jobs. List the advantages and disadvantages of
each. Read and interpret employment advertisements.

3. Job Getting: Describe how to apply for a job, camplete job
application forms and construct a resume. Demonstrate
interviewing skills.

4. Job Holding: Define the legal and financial aspects of employ-
ment. Explain behaviors and attitudes appropriate for job
holding and advancement.

The Comprehensive Competencies Program also provides curriculum
for APL competencies in consumer econcmics, government and law,
health and community resources. Tests developed by the University
of Texas are used as a final measure of competence in these areas.

The program provides curriculum guides, lesson plans, competency
tests, instructional materials and computer software (but not
hardware) for instruction, record keeping and test scoring.

The program is designed to be used for students on three reading
levels.

The system is sold only as part of a package. The cost—-$10,000.

Contact the Remediation and Training Institute, 206 King Street,
Alexandria, VA 22314, (703) 836-7030.
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B. WORK MATURITY SKILLS

. A 1983 study for the U.S. Department of Labor by the University
of California found that a majority of employers regard good work habits
and positive attitudes as crucial to an employee's success on the job.
These attributes are typically defined as "following the rules and
working hard."

Under JTPA Private Industry Councils are asked to specific
the work maturity skills they believe are important and to adopt
specific standards (benchmarks) to measure when they are demonstrated.
(Many JTPA sub-contractors have already used employer checklists
under the CETA program.) While some of the pre-employment skills
require knowledge of acceptable on-the-job behavior, work maturity
skills must be demonstrated.

STEPS FOR IMPLEMENTING A WORK MATURITY SKILLS PROGRAM

STEP #1: - Choose the work maturity competencies.

Attached is an example of a work maturity competency checklist

used by the South Florida Employment and Training Consortium.

It's the best we've seen. The checklist requires work maturity
campetence in 9 areas: attendance, punctuality, groaming/hygiene,
following directions, quality of work, work quantity, dependability,
working relationships, and personal behavior.

If you want to shop around for other work maturity checklists,
you might call the Rock Island Tri-County Consortium, 1504 Third
Avenue, Rock Island, IL 61201, (309) 792-1329, or the Fulton
County Employment & Training, Southern Alleghenies Cammission,
Southern Alleghenies Plaza, Suite 100, 1506 Eleventh Avenue,
Altoona, PA 16601.

STEP #2: Determine tests and standards.

Work maturity skills are measured by a performance checklist
campleted by the youth's supervisor on the job. The PIC should
adopt a measurable standard for each skill which can be under-
stood by the youth and the supervisor. The South Florida
Consortium, for example, requires that "attendance" requires
that a youth have no more that 3 unexcused absences fram work
over a 6-week period. Excused absences are defined.

STEP #3: Determine who will be required to camplete these campetencies.

The PIC should set standards for work experiences for which the SDA
will certify campetence in work maturity. Consideration should be
given to the time needed for a youth to demonstrate adecuate work
maturity skills. The Michigan Department of Labor, for example,
recommends that a summer work program of 30 hours per week for

at least eight weeks may be adequate. An equivalent period of

part time work of at least 240 hours in total would also suffice.
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SDA NAME
YORK MATURITY (WORK EXPERLENCE} BENCHMARKS
SUPZRVISOR/EVALUATOR CHECKLIST FOR ASSESSING 3ENCHMARK ATTALNIENT

SUBCRANTEE PROJECT
WIAKSITE . TIME PERIOD
PARTICIPANT SUPERVISOR

® PRATIMG OF UORK MATURITY SKILL$ (circle racing=—each factor): foor

1. Accendasce i
1. Pmctuality 1

. Groocaing/Rygiena 1
e participant dressas appropriicely foc the job (ao
sharts, halters, ete.), o half grocsed asscly and
appropriataly. e Seard/ooustache cricmed neacly, il
applicable, o deconscraces 3ood hyglens

Tollowing Oireceicns L 2 3
o perticipanc exhibits & posicive sccitude,

. ons folloved 1y, o aska g 1

1f oecassary, ¢ task cooplecad vithia specifind

tinelrime

$. Qualicy of Work 1
o coupleted work neat and accurate. ® CITOCS vVere
corracted, e {mscructions followed

6. York Quantity 1 2 3
» i1l assigned vork compleced. e quantity of vork
complecad {o accordance vith the iascructions givea

7. Dependabilicy L
e LoscTuctions followed, ¢ work cocpleuted (0 Cively
and efficienc surner. s iniciacive deceonscrated (o
cosplecing 4 task, s if minyoal inscructiens were
tiven, participant used §ood judgeyeant (o conplecing
che task, o vork assignoencs completed without
conscant yupervisisn

-
“w NN
-

r

"~
-

8. Vorking Relaclonships 1 2 ]

e givas halp to co~vorker, if requasced, o raaaily
asks for help froa coevorkers, » jhove 3 positive
agtituds wnsn “orking with co=-varkers
9. Parscnal dehavior 1

o cooperative. e friendly, ¢ readily accepts vork.
e willing co liscen to new ideas

"
-

-
-

Average Excellenc

COMPLETE TAIS SECTION fOR FINAL EVALUATION ONLY. APPLIES TO FINAL $IX EEKS.
¢ ATTENDANCE

& Circle cha ouzbar of days jarticipant was absenc (roa werk 6 1 2

ducing ths finsl 3ix vesks of che progean (do count sick
days, Sut don't counc holidays oc vorxsita sautdowns).

b, Jere any of the absences unexcused? (circle dae} s
»  PUXCTUALITY
2. Was youth aofs thaa five mtnutes “¥irdy for vork during any ES

f{va=dsy work vesk ducing the final sikx veeks of che
progzaal (circle oned

ACTION TAKZH FOR RATINGS OF | OR 2

COMENTS:

SUPEAVISOR'S SICNATURE: JATE:

PARTICIPANT®S $TGNATURE:
COUNSELOR'S $ICMATVRE:

Benchmark

Number

1.

Objective information for artendance and punctuality is collected.

Elemant

Attendance

Punctualicy

Grooming/Hygiene

Following

Directions

Quality of Work

Work Quantity

Dependability

Yorking
Relationships

Personal
Behavior

WORK MATURITY
(WORK EXPERIENCE)
BENCHMARXS

Benchmark

Given an eight week work period, the participant will
have no more than three excused absences during the
final six weeks, unless extenuating circumstances
were present and are documented.

Gilven an eight week work period, the participant will
not exceed a tocal of five minutes late in each five

day work period for the last six wveek period. In
addition, the participant will dewonstrate the procedures
for notifying supervisors if they are going to be lace.

Given an eight week work period, the participant will
demonstrate good grooming and hygiene and the ability
to dress according to the job to be performed, to the
supervisor’s satisfaction, as documented in final
evaluation form completed by the supervisor.

Given oral imstructionms for a work assignmenL, che
participant will complere the assignment as instructed
and within the timeframe specified if a time limit was
given, to the supervisor's satisfaction.

Given work agsigmments, the participant will accurately
complete the assignments to che supervisor's
satisfaceion, as documenced in final evaluation form
completed by the supervisor.

Given work assignments and instructioms, the participant
will complece all tasks in accord with che instructions
provided, as documented in final evaluaction form
completed by the supervisor.

Given work assignments, cthe participant will demonscrate
that he/she can follow directions, complete work on
time, as specified, without close supervision, to the
supervisor's satisfacrion, as documencted in final
evaluacion form completed by the supervisor.

Given work assignments which require giving ot
receiving assistance, the participant will demonstrate
ability to work with co-workers, to the supervisor's
satisfaction, as documented in final evaluation form
compleced by the supervisor.

Given an eight week work period, the participant will
demonstrace acceptable behavior, to the supervisor’s
satisfaction, as documented in a final checklist
completed by the supervisor.

In addition,

a youth must be rated "3" or becter for all nine categories on the accompanying
form to be certified as compecenc.

SAMPLE OF WORK MATURITY SKILLS CHECKLIST RO SCUTH FLORIDA EMPLOYMENT AND TRAINING CCNSORTIUM



II. BASIC SKILL COMPETENCIES

Basic skills are the essential reading, writing, math, speaking and
listening competencies needed to secure and maintain employment. Most
PICs will choose not to teach basic skills or will punt this area to the
public schools. Others will contract with existing alternative schools
for GED or traditional adult basic education courses in reading, writing
and math.

Two competency-based approaches can be used by PICs who wish to teach
basic skills:

1. Adopt a list of minimum basic skills necessary for all occupations.
2. Identify and teach basic skills needed for a specific occupation.

STEPS FOR IMPLEMENTING BASIC SKILL APPROACH i#l

STEP #1: Select and/or adopt reading, writing and math competencies required

for students.

The basic skills listed on the next page consist of 12 reading, 9 writing
and 30 math competencies, They are intended to be the basic minimm skills
necessary for students entering the world of work. The PIC should adopt
the entire list or select those competencies they believe are essential
and attainable for their youth.

STEP #2: Determine standards and tests.

The Wisconsin Youth Employment Campetencies Program has developed two 20-
question multiple choice tests for each competency. Students must answer
80% of the questions correctly for competence. Performance tests are also
required for six of the writing competencies. PICs may adopt these tests
as is or modify them so that test examples are based on local community
materials.

STEP #3: Develop a curriculum and select teaching resources

The Maryland State Department of Education has published instructional
guides which suggest student and classroom activities, vocabulary terms,
and suggested classroom evaluation techniques for each learning cbjective
identified above. These instructional guides are available from the
Maryland Department of Education for $4 each. Contact the State Media
Services Center, 200 West Baltimore Street, Baltimore, MD 21201, (301)
659--2102.

Several publishers have excellent student textbooks, workbooks and audio-
visual materials for competency-based instruction in reading, writing,
and math, including Educational Design, Inc., Scholastic, Inc., New Readers
Press, and Laidlaw Brothers. We recommend that experienced teachers be
employed to develop any new curriculum in the basic skills area.
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BACKGROUND

In Wisconsin the Job Training Coordinating Council recommended a list
of 12 reading, 9 writing and 30 math competencies from which the PICs could
choose those necessary for students entering the world of work. The competen—
cies are fraom the Wisconsin Youth Employment Competency Program. They include:

READING

[ Interpret Signs & Labels

[ Follow Directions in Sequential Order

[] Use a Road and Street Map

[ Use a Dictionary

[ Use a Library

[ Gain Information from Newspapers and Magazines
[ Use the Phone Book as an Information Source
[] Read and Write Day, Months and Time of Day
[ Use a Textbook and Reference Materials

[ Read Consumer Information

O Interpret Information for the World of Work

[ interpret Forms

WRITING

[ Record Personal Information for Self and Others
[ Write Messages and Reports

[0 write Resume and Personal Information Sheet
[ Write Letter

[0 Complete Forms

[0 write Sentences

[J Write Paragraphs

[ Write Compositions

[ Identify Study Skills and Test Taking Skills

MATH

[ Identify Whole Numbers

[J Add Whole Numbers

(] Subtract Whole Numbers

(0 Multiply Whole Numbers

[] Divide Whole Numbers

[ Solve Word Problems Using Whole Numbers
[ Identify Fractions and Equivalent Fractions
[ Add Fractions

[ Subtract Fractions

[ Multiply Fractions

(] Divide Fractions

[0 Sclve Word Problems Involving Fractions
O Identify Amounts of Money

[ Identify Decimals

[ Add Decimals

[J Subtract Decimals

O Multiply Decimals

[ Divide Decimals

[ Convert Decimals to Fractions

(] Solve Word Problems Involving Decimals
[J Compare Fractions, Decimals, Percent

[0 Calculate Percent of a Number

[ Calculate the Rate

[ Calculate the Principal

[0 Solve Word Problems With Percents

[J Read Graduated Scales

[J Solve Problems Using Linear Measurement
[ Use Electronic Calculator

[0 Solve Problems Using Area

O Solve Problems Using Volume

The Youth Employment Competency Program in reading and.wrn:.ting is
based on Project Basic, Maryland's campetency program. Beginning in 1972
the state Department of Education and local eleme.ntag and secondary school
systems developed a total instructional program consisting of competency-
inclusive curricula, appropriate instruction and assessment. The program
includes 74 learning objectives in functional reading and 39 objec_:t.lves in
functional writing. Since 1982 all students graduating from public schools
in the state are required to pass competency tests in these areas. Our
math curriculum uses a standard basic skills approach followed by numerous

textbook publishers.



BASIC SKILL APPROACH #2: Identify and teach basic skills needed for a

specific occupation.

Much has been written about identifying specific reading, writing, math,
speaking and listening skills needed for specific entry level jobs.
efforts in this area are sufficiently advanced to be useful to SDCs who wish

to explore this approach.

1. <Zapital Area Career Center Modules

Two

The Capital Area Career Center (CACC) has developed a matrix which
identifies which of 174 math skills (from addition of whole murbers to
basic algebra and geametry) are required for entry level jobs in 34
occupations. Modules (individualized student learning packets with
Camparable
materials are not available for reading and writing. Contact the CACC
Dissemination Project, Ingham Intermediate School District, 611 Hagadorn

competency tests) are available for each math skill.

Road, Mason, MT 48854, (517) 676-1050.

SAMPLE MATRIX OF SKILLS NEEDED FOR ENTRY-LEVEL OCCUPATIONS

g
7 s/ &/ T e
g
A !‘.! IATLA
> 4 o
g/ 3 )5/ f S [87 4
UNIT 11  ROUNDI OFF WHOLE NUMBERS
ARTA 11 100 Round O€Ff Whole Numbers to the Hearest Tena X X X K
11 200 Round Off Whole Numbers to llundreds, Thousands, X X X X
Ten Thousands or- Hillicns
11 201 Arrange lnvoices in Order by Number X
UNIT 12 ADDPITION OF WHOLE NUMBERS
ARYA $2 100 Addition of Whole Nuwbers X X X X X X X X
12 101 Plnd Lengths on a Bluepriat
12 102 Find Total Mflcage
12 11 Add Voltage, Current and Wattage
12 104 Hak Ing Chnnge X X
12 120 Checkliug Addition of Whole Nuabers X X X X X X X X
UHIT 13 SUBTRACTEION
ARLS 1D 10D Subtraction X b4 x X X 'S X x
13 200 Subtract ond Borrow X X X X X X X X
13 201 Find Tota] Mileege for a Job
13 202 Find the Time Spent to Jdo o Joh
13 203 Find Missing Measurements
13 220 thocking Subtraction of Whole Hunbers X X X X X X X X
UHIT 14 MHOLTIPLICATION
ARLA 14 100 Hultfplication X X X X X X X X
14 1M Find Rumber of Volts
t4 102 Fingd the Amount of Stuck Needed to Make More
Than One Plece of the Sawe Length
UNET 20 DIVISION OF WHOLE NUMBERS
ARTA 21 100 Mvide Wwle Humbers Without a Remainder X X X X X X X X
21 120 Chieek Multiplication of Two Numbere X b 4 X X X X X X
21 200 Divide Whole Numberas with a Remainder X X x X x X X X
2t 2m Change Winutes to llours
21 204 Flnil Numbior of Pleces You Can Cat frono
a Longer Size Stock




2.

U.S. Department of Labor

The U.S. Deparment of Labor developed a system to identify the basic
skills required for every occupation listed in the Dictionary of
Occupational Titles. Wwhile the system is old (1971), and updated only
in 1977, it remains an accurate measure, according to Michigan who is
currently using it. Contact, Weldon Burden, Michigan Department of
Labor, Box 30015, Lansing, MI 48909, (517) 322-1788.

Several publications provide useful background on identifying job-
related basic skills (although they will leave you a long way from
development of a curriculum and competency tests).

Teaching Basic Skills Through Vocational Education: Literature Search.
by Cheng C. Liu, Cornell Institute for Occupational Education, Ithaca,
New York, April, 1980.

Linking Basic Skills to Occupational Task & Vocational Training, 1982.
Salt Lake Skills Center, Utah Technical College, 431 South 600 East,
Salt Lake City, UT 84102, (801) 531-9310. Documents are prepared for
entry-level clerk-typist and entry-level welder.

Basic Skills in the U.S. Work Force: The Contrasting Perceptions of
Business, Labor, and Public Education, 1982. Center for Public Resources,
680 Fifth Avenue, New York, NY 10019, (212) 541-9830.

A nuwber of PICs are using approaches in teaching basic skills that
are not campetency based. Most cammon goals are raising a student's
reading level by 2 grades or requiring one grade level increase for every
90 hours of instruction. While youth may benefit from any instruction in
basic skills, these approaches do not identify or target specific basic
skills that are required by employers for hiring or jcb retention.

Many PICs substitute passage of the GED high school equivalency
exam for instruction in basic skills. The GED or high school diploma may
be a necessary pre-requisite for successful entry into the labor force
but it is no measure of competence or readiness for work. Students who
pass the GED with the lowest scores possible will be performing at reading
and math levels that are too low for many jobs.
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III. JOB SPECIFIC SKILLS

Job specific skills are the knowledge and skills normally required to
carry out entry-level tasks of a specific occupation or cluster of occupations.

Surveys of employers have found that most businesses and industries
want entry-level workers who are literate and trainable, preferring to do
rnost of the skill training themselves. Employers who consider technical
skills essential to entry and success in jobs fregquently require two or more
years of specific vocational preparation.

A. On—the-Job-Training

One simple and effective method of providing job-specific skill
training on the job is being operated at the Midland Park School, a juvenile
corrections facility in Iowa. The job coordinator at the Midland Park School
sets up vocational programs with local businesses and industries in vocational
education areas not available at the corrections school.

The job coordinator and local business proprietor or manager set up
individual campetency-based curriculum outlines for each offgrounds training
site. For each skill the work supervisor notes the date the student completed
the competency. The supervisor determines 1) if the student can perform
the task without assistance or with assistance, and 2) if the level at which
the student performs the task is acceptable in competitive employment or is
not acceptable in conpetitive employment. When a student successfully
completes the training program, the student is awarded a campetency certifi-
cate for the particular training area and a letter of recammendation.

This format encourages accountability. Instructors can use the format
to trace their progress in providing training. Coordinators can use the
format for evaluating progress and justifying extended training or changing
the student's training field. THIS FORMAT IS USEFUL FOR ON-THE-JOB PLACEMENTS
EVEN WHEN NOT REQUIRED BY THE PIC FOR A POSITIVE TERMINATION., For more
information, contact Sherry Caldwell, Job Coordinator, Midland Park School,
Eldora, IA 50627, (515) 858-5402.

B. Classroom Training Programs.

Successful job specific campetency programs implemented by technical
schools usually take at least two years to develop. and involve full-time
staff working with employer advisory councils. Actual classroom instruction
requires an outlay of equipment and, of course, teachers experienced in the
occupational field and trained to provide competency-based instruction. Most
PICs will appropriately view such efforts as beyond their abilities or resources.
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Among the best campetency-based technical school programs, worth a visit
if you are considering pursuing this area, are:

1. 916 Vo-Tech Institute, 3300 Century Avenue North, White Bear Lake, MN
55110, (612) 770-2351.

2. Humphrey Occupational Resource Center, 75 Dudley Street, Boston, MA 02119,
(617) 442-5200.

3. Ridge Vocational-Technical Center, 7700 S.R. 544 North, Winter Haven, FL
33880, (813) 422-6404.

4. Stephenson Area Career Center, Pearl City Road, Freeport, IL 61032,
(815) 235-8025.

An excellent quarterly publication, Open Entries, provides information
and an exchange of competency-based learning materials, including new quides,
packets, audiovisual materials and computer-based resources available arcund
the country. It is available for $5 a year from The Center for Studies in
Vocational Education, Florida State University, Stone Building, Tallahassee,
FL 32306, (904) 644-2440.

Where job specific skill training is desired and affordable, it should
prcbably be done on a contract basis with technical schools who have already
developed curriculum and competency measures, validated by employer groups.
Training in job specific skills can be an expensive undertaking. There is no
requirement that all youth receive job-specific skill training.

SAMPLE OF MIDIAND PARK SCHOOL EMPLOYER CHECKLIST FOR
JOB SPECIFIC SKILLS AND AUTOMOTIVE SERVICING

Page 4

Acceptabllity in com-
Degree of Independence petitive employment

Date of Without with Not
Complated Completion Assistance Asgistance Acceptable  Acceptable

§. Undercoating &
rustpraofing

. Fabric care

. Mud flaps

. Radio installation

© D ~w o

. Running boards

10. Trafler equipment

—
—
e

11, Pick-up bumpers &
hitches

CUSTOMLR WORK®
1. Alternator

. Starter

. Fuel pump

. Water pump

h & WwN

. Alr-conditfoning
service
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