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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 implenenting the youth employment COIl'q?etencies requirements of the
Job Training Partnership Act (JTPA).

The Local perspective

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

1. They share a ccmron 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 arrount of none}'
and meet nest of their needs.

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

When businesspeople, vocational educators, and SDA staff are shown
the carpetency-based instructional materials, tests and perfo:onance checklists
that are reconnended in this manual, they have said, "This is just 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 emp~t
ccmpetencies will continue for at least another two years. The U.S. Office
of Mana~nt and Budget wants to axe youth enployment COI'Iq?eteney requirerrents
completely because they are concerned that this is a rrethod to get around
hard perfonnance standards based on job placement. However, CMB efforts
will probably be limited to keeping eatq:)etencies 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 nest DOL will probably do is
to make sane suggestions and pay for more training sessions aimed at
convincing state bureaucrats to require standards of substance. (If concrete
standards for youth enployrrent competencies are developed, they will
probably result from state standards imposed through the carrot of incentive
funds.)



~lementation to Date

Not many youth canpetency programs are up and running. The National
Governors' Association staff claim that 150 SDAs may currently be operating
some sort of programs including ~tencies. According to NGA, of those
SDAs who are interested in getting involved in competency programs, 75% do
so for better positive termination nmnbers, 15% for a methcx1 of marketing
their youth's job skills, and 10% to qualify for incentive fW1ds.

The National Association of Private Industry Councils staff have found
that IOOst people are using the youth errployrnent cClfl1?eteIlcies primarily for
in-school youth and school-to-work transition programs. Sane operators,
like one in San Diego, refuse to use anything but job placement as a
positive tennination (even though they have been using a CClfl1?etency-based
system for the last five years). NAPIC suggests that the narentum in the
country for youth canpetency standards will insure its own continuation,
especially in those areas where it is canbined with state incentive lOOnies.
They suggest that PICs should nove forward on youth canpetency systems but
not spend a lot of noney 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 exent>lary youth e«q;lloyrnent
conpetency systems already developed. We believe that there are good systems
that PICs and SDA staff should consider before they reinvent tnei.r own
programs. It is fran this perspective that we have prepared this technical
assistance guide.

--IDis Quirm
John Pawasarat

This federal assistance guide is based on a similar guide (without
editorial eatm3l1t) produced by the Employment & Training Institute staff
for the Wisconsin (".,overnor's Empl~t and Training Office (GE'ID) as a
technical assistance guide for the state of Wisconsin. we ackr1cMledge the
assistance of the Wisconsin Youth Ertployment Competencies Task Force and
particularly Patrick sweeney of the Wisconsin Department of Public Instro.ction
for their work and helpful conments in this area. All editorial carrnents
are our own, and not necessarily shared by these individuals or the GETO
staff.
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We think it's helpful to separate these skills into two separate
categories.

Pre-employnent skills include kna.-lledge about how to fim am keep a job
(e.g. canpleting 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. pWlCtuality, regular atterXlance, presenting
a neat appearance, following instructions, oarrpleting tasks, accepting
criticism, working well with others, assuming responsibility) •

A. PRE-EMPIDYMENT SKILIS

STEPS FOR IMPLEMENTING A PRE-EMPIDYMENT CCMPEmN:Y SYSTEM

STEP #1: Choose the required CC?l!J?E!tencies for the pre-emplgyment area.

look at the 4 ~tency systems already developed. If you like one system,
go with it. pick the competencies you think are i.np:>rtant. Discard the
less inportant ones. Decide if all youth will be required to meet these
~tencies for a positive tel:mi.nation.

STEP #2: Detel:mi.ne standards and tests.

Mastery in each canpetency should be measured by an objective test with a
set standard. '!he Wisconsin Youth Fnployment canpetency Program, for
exanple, requires a score of 80% correct on a 20-question nultiple choice
test. Where appropriate, a perfol.1l1aIlCe checklist or test should also be
required (e.g. filling out a job application, taking a job interview) •

Each of the four systems. reccmnended have pre-set levels of competence
measured by objective tests. If you have staff who are genuinely
qualified, rrodify two or three questions, so you feel the tests provide a
good standard and are relevant to your ccmnunity. Or use them as is. (Do
you really think the stamards for filling out a job application are
different throughout the country?)

A word of caution: sate of your neighbors will use II teacher observation"
to detennine when students have mastered their competencies. This method
can be rigorous if the teacher really watches what each student is doing.
or it can be as neani.ngless as saying, "It looks like everyone in my class
can fill out a job application. II or "we measure oarrpletion by spending 6 hours
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in the classrcx:m. II '!'he folks who go this route will have It'Ore
~sitive tel:minations than the PICs and SDAs who require a valid
measure of when their youth are jab-ready.

The feds don I t care which Il'ethod you use and your state office
nay not care either. THE CHOICE IS YOURS. Qua1ity or numbers-­
nothing new here.

STEP #3: Develop curriculum and select teaching naterials.

'!he four systems reccmnended here carre with curriculum and lesson
plans for individual and/or group work. Many publishers have good
naterials to teach the pre-enployment canpetencies.

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 recarrrend that you It'Odify an existing curriculum
rather than start from scratch. Spend your tiIl'e making sure that
you use local naterials whenever ~ssible (application folJ'llS fran
local industries, local and regional newspapers, etc.).

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

Pre-testing is expensive and tiIl'e consuming. It should not be
necessary for the pre-enployrrent skills area since all students
should be required to carplete the PIC-approved conpetencies. If
you are also teaching survival skills, you nay want to identify
students who can test out of sane of the areas.

we suggest that you give a quick.-and-dirty reading test like the
mAT (Wide Range Achievement Test published by Jastak Associates,
1526 Gilpin Avenue, Wi1mi.ngton, 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 naterials and help accordingly.

BACKGROOND

The ultinate purpose of the pre-enployment CCJl'li>etency 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 enployers expect of
them or hCM to organize a job search. Secondarily, PICs may choose to
identify carpetencies 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 Perfonnance
revel (APL) Project defined knowledge areas required for successful everyday
living. These APL canpetencies have been used by a wide variety of institutions
and a score of ccmnercial publishers in preparing canpetency-based educational
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materials. '!he result? Many people 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 canpetencies. DON'T REINVENT THE WHEEL. USE IT
OR IMPROVE IT.

You ought to consider at least one of four instructional systans for
identifying and teaching pre-enq;>loyrnent eatqJeteneies. Each of the four
systems is based on the APL research.

1. Youth Employment carpetencies program of the Wisconsin Departrrent of
Public Instruction and university of Wisconsin Employment & Training
Institute.

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

The Wisconsin program relies lIDst heavily on materials developed by the
Clovis, california Adult SChool. '!he Clovis Adult School's carpetency­
based program was funded as an exanplary program of the U.S. Department
of Education's National Diffusion Network. The Clovis materials are
available coomarcially 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 recarmended for higher level readers.

The ~'Jisconsin Youth C~tency PIOgram identifies 7 ~tencies in the
pre-anployment area:

1. Identify resources and procedures for seeking a job.
2. Ccmplete a job application form.
3. Participate effectively in a job interview.
4. Identify proper work habits, attitudes and behavior.
5. Describe standard benefits and payroll structure.
6. Develop a personal career plan.
7. Use labor market infonnation to find jobs.

'!he program also identifies 32 survival skill ccmpetencies in consumer
econanics, carmunity resources, government and law, health, and
interpersonal relationships. Curriculum materials, suggested classroan
and student activities, and canpetency tests and perfonnance checklists
are provided for each skill area.

Advantages of the program: The program is cheap ($15 for the Job 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. '!heprogram
is available fran the Employment and Training Institute, University of
Wisconsin, P.O. Box 413, Milwaukee, WI 53201. Contact lDis' Quinn or
John pawasarat (414) 9'iil 868'7.

5



CLASSROOM ACTIVITIeS

IdencHy the ..e"cullT)' nepo In iatt1ng n .. ~)' for .. Job intenl"....

If you nood ccrnp paper. /10k
plcce of PAper.

JOfI SKJLLS

TILlS TroST I
for II blank

Tent I'or.. II

lh" Ability l" ""nlo:lpne Efr"cllv.:!y
In n Job [ntend",,"

00 IlOT WRIT~; Oil
your Inst.ructor

'nle purl'o." of tid" tost Is to deter..11lO if you Cnn ,"'"""nstrat"
the IlbUIt.y to part.lclPl'to effectively In /I job Intarvl"",.

Read each question, 'nlen read /Ill four of the chelce. IIoted.
Seloct tha 2!!E cho1c.. "hlch best ann"erll the qucstlonn Or
O::O"'I'I"coo tho "entanco. I-lnrk thlo cholce on tiH' n"u""r
shcot I'rovldcd by your Instructor. To ....otcr tills "xM' you
r:ullt correcUy an_cr at l ...."t 16 Out of 20 (OO~1 Ito....

"ll<!"",n~tr.>le

DI RECTIOIIS,

J08 INTERVIEW

,-.
D1Ic......tudent nadlnl\" lind work"h""t ••

lid •• on thl! chdkbo8rd quenion•• tudelltl _1ght be uk..d at a Job
interview. Hove ....eh .tude"t ".lte th.ir lI1l.'"'cu to th"." ~u""tlo".

on D eh••• of puper. II due (or petuned)' ...hen approprIat,d
dllc.... the ponible panu•.

After dllcuadng proper dre.. for job tn.ervl.,.,&, nk '[udents to
" ..... to elm.. dr....cd for an I".",vl<:".

4. Get Itlldenu tOletl..!. In Iroupe of t"o. ....k one nude.,. to apply
Cor .. job and the other eeudeD. [0 ph)' the bo....oklnll intend""
'1uestlono (from Job Innrvl...... r"llett, pp. 45-46 or" dtllll". lilt).
Dbc".. the experl"nco. llev,", studentl thn.,g. ro1... lInd repeat.

,.

,.
,.

LEARNING OBJECTIVE
JOB SKILLS

'"
STUDENT READINGS AND WORKSHEETS

L Job Intllrvie...., LIFE SCHOOL, Handouts "-5,6 or 7, 8-9.

2.\ Job intllrv1e"s, FoILsn COpinl Skills hrie., pp. 10-23, 29-6'.

J. Flnd1ns. Job, (Plt....n). pp. 60-61.

L 'nle lob incervlow t:lkcs placc bat"een yOu and the

,. persoll In char'll! of hir1n'J'

•• _ale" ...~nag"r.
c. c_I'.~ny pr"ddcnl.

•• pcrson ..ho had the job Inftt •

,. In "n Interv1.,.. it Is important. to

". ,,"y as little III' po"siblo allO,'t l""st jobs.
B. aet /lny "ay YOll "ant because thl! Interview doesn't ..... ttor.
c. ..sk quelltlons abollt th.. job you "ant.
D. ans"'cr only 'luosclons whlch N'lke yOu look goo'l,

SUPPLEMENTARY MATERIALS
1, In job inccrvlC"s c"'Ploycrs .... y a"k questions ftbout.

l. How to eet n Job & Kup It, (Ste"k-VAushn), pp. 37-46.

2. A R..lhtic Job Surch. L1FElIOaKS, PI'. 104-117.

J. Salv1nl Ute Proble.. In Occupadonal Knowledge. Level I. pp. l18­
127.

4. SOlvln, Lite Problt"", in OCcupational Knowledse, Level 3. pp. 112-9f,.

II. l""at jobll.
n. pcrso.... 1 Intorest".
C. edllcation.
D. all of til" "bove

SAUPLE COf.1:?ETENCY TESTSM1PLE LESSON PLAN

from the l'1isconsin Youth Employment Competency ~rogram Joe Ckills Dool~.



RECO~IF.NDED HATERIALS t"OR TF.ACIlING

1. LIFE SCHOOL: Occupat lanaI Kllo\ollctlr,c $72.45I'llman l.earning

SKIJ.LSJOB

RECOHl'IENDED CORr. MATERIt\LS

PERFORHANCE TEST

J08 SKILl.S
"Participate t;UCetlvciy til a Job Interview"

Student _

In:;tructor _

Date of Evaluation

PCrfOfmllllCC Attcn:pt 2 4

Job Search
Job '\pllilcatioll
Job lntervic\,'
On the Joh
Workers' Benefits

DIRECTIONS: The purpose of this performance tcst 15 to determine if
you arc able to participate effectively in ;) job interview.
To master this competency. you must dCmOllStratc proficiency
in 8 out of 10 points (801) on the pcrforl:k1llcc checklist.
All crltlcal items (II) mUSt be marked "yes" for mastery.

2. Find ins;. a Job

). Keepinn a Job

4. Follett Coping Skills Series

PI tman l.earnIng

Pitl:lan l.earnIng

Camhridr,c

3.30

JOB SKlLLS
"Participate Effectively 11\ a Job In[erviel.'"

You ,",ill be Intervic\oIed for a job. (The interview will
be conducted by a person responsible for hiring in a
business or government agency.)

PoInts
Yes e.o

Critical
l[(~l:ls

•

•

I'ERt"ORHANCt: TEST CIIECKLlST

lteDS to Be Observed

1. Demonstrate proper dress and groocillg.

2. Give your resume to the interviewer.

3. Explain \,thy you ...al\t the job.

'1

• 1

o

o

o

Findinlj Work
Tencher's Guide

Job lntcrvicwl>
Tcachcr'H Guide

KeepinG a Job
Teacher's Guide

5. Get HIred:

,. Don't c.;C[ Fired:

7. Jallu5 Job Planner

8. Workin& with Others

9. Realiz.ing What's Av.1ilable in the
World of Work, LlfEWORKS 5eric~

Jallus Dook

Janus Dook

Jallus Buuk

Steck-Vaughn

McGraw-1I111

2.95
1. 35

2.95
I. 35

2.95
I. 35

3.40

3.40

3.40

3.15

6.96

•

•

4. Explain \o'ily you arc suited for thll job.

5. Expl:l1n your c.1teer goals.

6. Describe your educational background.

7. DCl:lonstrate good eye contact.

'1 o

o

o

o

10. COPS Form R (Career Occup3tIonni
Preference SYfitem Inventory)

5el(-:H:vrI1l~ fvrm: interest tC!:Il
,1nd self-Intcrprctatlon guide (for
25 students)

EUITS

16.00

8. Usc firlll, pleasant tone of voice. o

9. Coutrol Iwuds, le~s 'lIld fnci.11 movernC!nts, o

10, Answer quclilloll~ truthfully ;1l11J directly. • 1 o

TOlal PoInts Possible· 10
Poi illS Needed for Mastery • 8

PERFOR.:W"CE SCORE TOTAl. _

!
SMlPLE PERFORl·1ANCE CHECKLIST ROCO/1!1ENDID INSTRlJerIONAL ~1ATERIAI.S

from the \'lisconsin Youth ErTployrrent Competency Program Job Skills Book.



2. Coop:teney Achievement Packets (CAPs) of the IDs Angeles Unified SChool
District Division of career and Continuing Education.

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

The CAPs program identifies 7 ccmpetencies in the pre-employment area:

1. Know of and be able to use private and public sources of employment
infonnation.

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

3. Understand heM to canplete job application fonns, 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.

6. Evaluate your job Performance.

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

CAPs are available for 38 survival skills (again based on the APL nodel) •
For each competency, IA provides a learner I s manual, which can be used
for individual instruction. S'IUDENTS MUST mVE AN 8TH GRADE READING
LEVEL TO HANDLE THE ~1ATERIAIS. An instructor I s folder includes activities
which should be done with a teacher and mastery tests for each learning
objective.

Advantages: The CAPs materials are hanemade, but well-written. They use
an easy-to-follCM ccmronsense approach. They should work well with the
better reader who is self-notivated. Again, the tests are challenging-­
which is necessary if students are really going to be job-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 IDs Angeles
Unified School District.
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3. Job COrps ~rld of ~rk Program

The Employment and Training Administration of the U.S. Department of
Lalx>r contracted with 'reAM Associates to prepare a carpeteney-based
program for Job COrps participants. The w::>rld 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 c:anpeteneies are identified for the Jab COrps v10rld of WOrk:

1. Identify sources of information on job opportunities and use
the infm:mation 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 fonns and dezronstrate interview
skills.

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

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

Six adclitiona! canpetencies are delineated to improve enq;>loyability
(e.g. telling time, making change) and plan and manage a family
econany.

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

Job Corps materials are available free fran the Office of Job Corps.
Ask for the Instructor I s Manual (JCH 32l-Vol. I) and Test Materials
(JCH 32l-Vol. II), U.S. Department of Labor, Employment and Training

Administration, 601 D Street N.W., Washington, D.C. 20213.
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4 • Carg;>rehensive Carpetencies Program of the Remediation and Training
Institute.

The Remediation and Training Institute developed a eatqjetency-based
instructional program based on the Job Corps m::>del.

Four carpetencies are identified in the occupational knowledge area:

L 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 hCM to apply for a job, carg;>lete job
application fonns and construct a resume. Derronstrate
interviewing skills.

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

The COItllrehensive canpetencies Program also provides curriculum
for APL carg;>etencies in consumer econanics, government and law,
health and ccmmmi.ty resources. Tests developed by the University
of Texas are used as a final measure of oompetence in these areas.

The program provides curriculum guides, lesson plans, carg;>etency
tests, instructional materials and canputer 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--$lO ,000.
Contact the 1anecliation and Training Institute, 206 King street,
Alexandria, VA 22314, (703) 836-7030.
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B. WJRK 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 ask~ to specific
the work maturity skills they believe are inqx>rtant and to adopt
specific standards· (benchmarks) to measure when they are dem:>ns;trated.
(Many JTPA sub--contractors have already used employer checklists
under the CETA program.) While sane of the pre-ernployment skills
-require kn.<:::Mledge of acceptable o~-the-job behavior, work maturity
skills must be dem:>nstrated.

STEPS FOR IMPLEMENTING A WJRK MATURITY SKILLS pR(X;RAM

STEP #1: . Choose the work maturity canpetencies.

Attached is an exanple of a work maturity canpetency checklist
used by the South Florida Enq:lloyment and Training Consortium.
It's the best we've seen. The checklist requires \'lOrk maturity
canpetence in 9 areas: attendance, punctuality, groaningjhygiene,
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 Enq:lloyment & Training, Southern Alleghenies Camnission,
SOUthern Alleghenies Plaza, Suite 100, 1506 Eleventh Avenue,
Altoona, PA 16601.

STEP #2: Determine tests and standards.

WOrk maturity skills are measured by a perfo:rrnance checklist
canpleted by the youth's supervisor on the job. The PIC should
adopt a measurable standard for each skill which can be under­
stcxx1 by the youth and the supervisor. The South Florida
Consortium, for example, requires that "attendance" requires
that a youth have no rrore that 3 unexcused absences fran work
over a 6-week period. Excused absences are defined.

STEP #3: Determine who will be required to COlJ?lete these canpetencies.

The PIC should set standards for work experiences for which the SOA
will certify canpetence in work maturity. Consideration should be
given to the time needed for a youth to dem:>nstrate adequate work
maturity skills. The Michigan Deparbnent of Labor, for example,
reconrcends that a SunIl'er work program of 30 hours per week for
at least eight weeks may be adequate. An equivalent period of
partti.ne work of at least 240 hours in total would also suffice.
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SllA ~AIl£

\IOU ~nrRln (lo"OU EXl'!lllt:lC£) B[SOII',AIlJCS

SUnIYUOl/t'llALVA':tl& CHEa1.UT to& "SSUS l:1e stllCl'':lMIC A'n'''l:ol~n

SUllCUNnE lROJtCT _
Benchmark

Number

WORK MATURITY
(WORK EXPERIENCE)

BENCHMARKS

Benchmark
YQwm -
'AlnClPAIIr _

tl."lZ PtltlO!) _

sVPEft,yuoa --__

root'

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

1. Mudac.

J. PUllc~wlCy

). C:~oaa1J1,/MypUl'

• pan:lc:ip_~ dn.... 'l'P~01lU&u11 !0C' thl Job (no
.Ilan., hahln. ICC.) •• llaLr &roO=ld l\1&~lr £nd
IPIIC'oprlanl,•• !I.arcS/CIll1,lSC&C.'\' ~r1=eoi nl.elr. it
InUcul,•• d._.cne.. lood 1I1111ne

,. '0110l011al Otrec:Uon.
• penl~ll&Dc nMblU • podd'" &Celeuda.
• lal~Uoa. foU...e4 conec:cly•••1111 qlluctOJlI.
U a.ce..ary•• cull co;IlI1.el.t "LCIILIl. IPcctfh4
t1Mh'_

S. QuaUcy of Work
• ClIIIlIhcecS lOlIIC'k Hac &ll.d &cC\lraCe. • unrs wet.
CDC't'ecn.t. • LalcNcUona followali

6. Von Ql&&ac1cy
• &11 ..alp'" von. ce-;thu4. • q"enc1.Cy of won.
cOIIPllud La ICCDNarau vUIi CIle tnnNcc:10l.'11 Ilv,.

7. DellnliabUUy
• Lalc~cLOG' toU_.d•• Won. coepl"c"ot Ul UOlIL,
&All IfUcLme qQ,r•• tatcLaU". ~'ClOl'lnraCild La
COClIllc:L•• & cUll. " LI 1II.al~ l,tLleNcc1.o111 "'.r.
&iva. p...UdPIIIC ~.d 1004 J1oIIIt1V"1l1: La c0D1l1eeinl
U. cuk. ,,"Otic ..atcn-aca CClaPl'U4 ·"LcbooIc

..... CDll.IlCQIC 1I'"e~.toa

1-,) 8. lIoniac ldaclotlll\i".
• el..e. "eill to c_nlr. U flqU.. tld•• tI&CIUr
uu fo~ h.lp fl'OCl c_rt.n. • .Il.avJ ~ pOliU".
&CUC a IIOrIll.al vlea co__rtln

9. faunal I.uwlor
• cOG;leranVl. " f~t'1I411•• re.411r &CClPU _rtr..
• vUl1aa co lUCI1I Co n_ ut...

al!1I'tEtE nits SlalO2l tol rblJ. tvAUJAtlOlf Ollt.T. <\Pl'l1ES TO ftliAl. SIX ·"lUS.

• Am!nIAlI'CZ

.. Clrel. ell, CIlZ:DU of da'1 ,1n:tclpaIl.C ..... ab.anc froa von. Q
durlal the Un"" lUi .....~. 01 chi proClt1lll (40 COWIC nck
d.,.l. ~uc dcnI'C couac lwUda,1 011: "Ott.te. sitllcd_I).

11. lIere A7 of Che abl..CII \IJ1.__.cU Cued. oa.t ns :0:0

• PUlCetVALm

.. v.. youtb en cIlaA ny, emiC" "'t"uCly ~or _dI <lulth• .,.
U..-4&y lIIIlR ....11 oiulI:1a1 ttl, Hul 11;: v",,1 of til.
ptolnaJ (eirel, 0111)

4C101 TAIZIr rul aAtDGS or , 01 1 _

2.

3.

4.

s.

6.

7.

8.

Punctuality

Grooming/Hygiene

Following
Directions

Quality of Work

Work Quantity

Dependab ility

Working
RelaUonships

Given an eight week work period. the participant will
noc exceed a total of five minutes late in each five
day work period for the last six week period. In
addition. the par~icipant will demonstrate the p~ocedures

for notifying supervisors if they are go1nl to be late.

Given an eight week work period. the participant ~ill

demonstrate good grooming and hygiene and the ability
to dress according to the job to be performed. to the
supervisor's satisfaction. as documented 1n final
evaluation fo~ completed by the supervisor.

Glven oral instructions for a work assignmenL. the
participant will complete the assignmsnt as instructed
and within ehe tlmeframe specified if a time limit was
given. to ehe supervisor's satisfaction.

Given work ass1guments. the participant will accurately
complete ehe ass1gnmants to the supervisor's
satisfaction. as documented in final evaluation form
completed by the supervisor.

Given work assignments and instructions. the participant
will complete all tasks in accord ~ith the instructions
prOVided. as documented in final evaluation form
completed by the supervisor.

G1ven work assignments, the participant ~ill demonstrate
chat he/she ~an follow d~rections. com~lete ~ork on
time, as specified, without close supervision. to the
supervisor's satisfaction. as documented in final
evaluation form compleeed by the supervisor.

Given work assignments which require giving or
receiving assistance. t~e participant will demonstraee
ability co work with co-workers, to the supervisor's
satisfaction. as documented 1n final evaluation form
comploted by the supervisor.

CDICC!lITS' _

Objective 1nfoa=ation fOr attendance and punctuality is collected. In addition.
a youth must be rated "3" or better for all nine categories on ehe accompanyinlJ
fo~ to be certified as competent.

ruruV1SOI', SIClfA'l'UU: _

PAfttCIIIlHt'S UGlfATUU! -----------
l:OlIllstLOl" Uli:IAWlll1 _- _

VAT!: _

9. Personal
Behavior

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



II. BASIC SKILL C==IES

Basic skills are the essential reading, writing, math, speaking arrl
listening ~tencies needed to secure arrl maintain anployrrent. r·bst
PIes \l7i11 cl¥::x:>se not to teach basic skills or will punt this area to the
public schools. Others will oontract with existing alternative schools
for GED or traditional adult basic education courses in reading, wriling
an:! math.

'IWo ccrnpe.tency-based approaches can be used by PIes who wish to teach
basic skills:

1. Adopt a list of mini.nnJm basic skills necessary for all occupations.

2. Identify and. teach basic skills needed for a specific occupation.

STEPS FOR INPLE11ENTING BASIC SKILL APPROACH #l

STEP #1: Select and/or adopt reading, writing and math cx:np:teocies required
ror sbJdents.

'!he basic skills listed on the next page consis t of 12 readirg, 9 wriling
am 30 math cx:xnpetencie5~ '!hey are interned to be the basic rni.ni.m.m\ skills
necessary for students entering the world of work. The PIC should adopt
the entire list or select those corrpetencies they believe are essential
and attainable for their youth.

S!'EP ;2: Determine standards and tests.

The \'Jisconsin Youth Enployrrent Ccrrp:!tencies Program has developed ~ 20­
question Im11tiple choice tests for each a::rrq;:etency. Students must answer
80% of the questions correctly for cc:rrpetence. Performance tests are also
required for six of the writing corrpetencies. PIes may adopt these tests
as is or rrodify them so that test examples are based on local camunity
materials.

STEP i 3: Develop a curriculum ani select teaching resources

The Maryland State Depart:rrent of Education has published instructional
guides which suggest student and classrocm activities, vocabulary terms,
and suggested classrocrn evaluation techniques for each learning objective
identified. above. 'll1ese instntctioml guides are available fran the
Maryland Depart::rrent of Education for $4 each. Contact the State Media
5eI:Vices center, 200 \'lest Ba1tilrore Street, Ba1ti.rrore, ~1D 21201, (301)
659··2102.

Several publishers have excellent student textbooks, workb:::x:lks and audio­
visual materials for canpetency-based instruction in reading, writing,
and math, including Educational Design, Inc., Scholastic, Inc., New Readers
Press, and Laidlaw Brothers. ~ recc:mrerrl that experienced teachers be
employed to develop any new curriculum in the basic skills area.
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In Wisoonsin the Job Training Coordinating Council recamerrled a list
of 12 reading, 9 writing anj 30 math cx::rl'q?etencies fran which the PIes oould
choose those necessary for students entering the v.orld of v.ork. 'l11e co:npeten­
cies are fran the Wisconsin Youth Enpl..oynent CCnpetency Program. '!hey include:

MATH
READING
o Interpret Signs & Labels

o Follow Directions in sequential Order

o Use a Road and Street Map

o Use a Dictionary

o Use a Library

o Gain Information from Newspapers and Magazines

o Use the Phone Book as an Information Source

o Read and Write Day, Months and Time 01 Day

o Use a Textbook and Reference Materials

o Read Consumer Information
o Interpret Information for the World of Work

o Interpret Forms

WRITING
o Record Personal Information for Self and Others
o Write Messages and Reports

o Write Resume and Personal Information Sheet
o Write Leller

o Complete Forms

o Wrile Sentences

o Write Paragraphs

o Write Compositions

o Identify Study Skills and Test Taking Skills

o Identify Whole Numbers
o Add Whole Numbers
o Subtract Whole Numbers

o Multiply Whole Numbers

o Divide Whole Numbers

o Solve Word Probfems Using Whole Numbers

o Identify Fractions and Equivalent Fractions

o Add Fractions

o Subtract Fractions

o Multiply Fractions

o Divide Fractions

o Solve Word Problems Involving Fractions
o Identify Amounts of Money

o Identily Decimals

o Add Decimals

o Subtract Decimals

o Multiply Decimals

o Divide Decimals

o Convert Decimals to Fractions

o Solve Word Problems Involving Decimals

o Compare Fractions, Decimals, Percent

o Calculate Percent 01 a Number

o Calculate the Rate

o Calculate the Principal

o Solve Word Problems With Percents

o Read Graduated Scales

o Solve Problems USing Linear Measurement
o Use 8ectronic Calculator

o Solve Problems Using Area

o Solve Problems USing Volume

The Youth Errployrrent Carpetency program in reading and writing is
based on Project Basic, Maryland's canpetency program. Beginning in 1972
the state Depart:rrent of Education and local elerrentary and secorrlary school
systems developed a total instructional program consisting of eatq)etency­
inclusive curricula, appropriate instruction an:i assessrrent. 'Ihe program
irx:::1udes 74 learning objectives in furx::tiona1 reading an:i 39 objectives in
functional writing. Since 1982 all s~ents graduating fran public schools
in the state are required to pass eatq:lE!tercy tests in these areas. Our
math curriculum uses a sta.rrlard basic skills approach fo11.o,.,>OO by nurrerous
text:l:x:xJk. publishers.
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BASIC SKILL APPROACH #2: Identi~ and teach basic skills needed for a
specif~c occupation.

Much has been written about identifying specific reading, writing, math,
speaking and listening skills needed for specific entJ:y level jabs. 'lWo
efforts in this area. are sufficiently advanced to be useful to SDCs who wish
to explore this approach.

1. Apital Area Career Center Modules

The Capital Area career Center (CAO::) has developed a matrix which
identifies which of 174 math skills (fran addition of whole 1l\1llbers to
basic algebra and gearetJ:y) are required for entJ:y level jabs in 34
occupations. 101odules (individualized student learning' packets with
CXI'lJ?et.ency tests) are available for each math skill. Carq:arable
materials are not available for reading and writing. COntact the CACC
Dissemination Project, Ingham Intermediate School District, 611 Hagadom
Road, Mason, MI 48854, (517) 676-1050.

SAMPLE MATRIX OF SKILLS NEEDED FOR ENTRY-LEVEL OCCOPATIOOS

h"~ i'~0I ~.. I $ .I ~ ',I
i' ./ 4.1/It I~ I; /'lII

UNIT 11 ROIINU OFr WHOT.l! NUtlBllRS

AU4 11 lOll Round Off Whole NUlIl1,era tl> th.. HeareAt Tens X X X X
J1 200 Round Off Whnle Numbers to lIundreda, n.ouaonds, X X X X

Tell n.ousonds or· Hil lions
Jl 201 Arrnnge Involees In Order by Number X

UNIT 12 AOPlTtON OF "'.OI.E NUHBERS

ARI', 12 1011 Ad'l1tJon o[ Whole Nu1llbers X X X X X X X X
12 Jot Find Lengths on a Blueprint
12 102 Find Total HIleaae
J2 101 Add Voltoge, Current ond Wottage
12 104 HIlk Ing Chnnge X X
12 1211 Cheeklnll Addltlon o[ Whole Numbers X X X X X X X X

1II11T J3 SlIIITR/lLTtCltI

ARI4 II 1011 Suhtrl1ctlon X X X X X X X X
13 20U lIuht roet ond Borrow X X X X X X X X
tl 201 FInd Totnl Mileage for a Job
tl 2112 FInd the Tille Spent ro do 0 Joh
1) 2U:l Find HIssing Heasurements
II 220 ~.reklnR llubtroetlnn o[ Whole Numbers X X X X X X X X

lIN1T II, IIlIl.TJI'L!CATION

AHI4 II. JOO IIl1ltJpllestlnn X X X X X X X X
,I, 101 Find N""'her of Voltn
14 102 Find the Amount of Stuck Ne..ded to flake Knre

nUll> 0".. Piece of lite Sd"'" I",nsth

IINIT 21 IIIVI!lIllll III' WIIlII.1I: NlltlBRltS

ARI4 '21 100 III vide WI."..• Nu..hers Without a ReMinder X X X X X X X X
21 120 Cher.k 11.. IUpllcAtlon of T",' N....bArs X X X X X X X X
21 20U Illvlde WI,nle Nultbers with 0 IlcllIOlnder X X X X X X X X
21 201 ChnnllC Illnutes to 1I0llrtl
21 211t. FInd N"lther of Plecc" Yo.. t:Pn Cllt hOD

n I.unl;er Sill.. Srock

15



2. U.S. Depart:nent of Labor

The U.S. Depament of Labor developed a system to identify the basic
skills required for every occupation listed in the Dictionary of
Q::cupational Titles. While the system is old (1971), and updated only
in 1977, it re:nai.ns 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 jab­
related basic skills (although they will leave you a long way fran
developrent of a curriculum and conpetency tests) •

1. Teaching Basic Skills Through vocational Education: Literature Search.
by Cheng C. Liu, Cornell Institute for Q::cupational Education, Itl'iaCa,
New York, April, 1980.

2. Linking Basic Skills to OCCUpational Task & Vocational Training, 1982.
Salt Lake Skills Center, Utah Teclmical COllege, 431 South 600 East,
Salt Lake City, UT 84102, (801) 531-9310. Docum:mts are prepared for
entry-level clerk-typist and enay-level welder.

3. 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 number of PICs are using approaches in teaching basic skills that
are not ~tency based. Most ccmron 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 fran aIrj instruction in
basic skills, these approaches do not identify or target specific basic
skills that are required by enployers for hiring or job retention.

Many PICs substitute passage of the GED high school equivalency
exam for instruction in basic skills. The GEl) or high school diplana may
be a necessary pre-requisite for successful entry into the labor force
but it is no rreasure of carq:etence or readiness for work. Students who
pass the GED with the lowest scores };X>ssible will be perfonning at reading
and math levels that are too low for many jobs.
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III. JOB SPECIFIC SKILIS

Job specific skills are the knowledge and skills noIl'llally required to
ca.n:y out entry-level tasks of a specific occupation or cluster of oocupations.

Surveys of enployers have found that nost businesses and industries
want entry-level workers who are literate and trainable, preferring to do
nost of the skill training themselves. Employers who consider technical
skills essential to entry and success in jobs frequently require blo or nore
years of specific vocational preparation.

A. On-the-Job-Training

One si.Itg?le and effective method of providing job-specific skill
training on the job is being oPerated at the Mi:d1and 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 carpetency-based curriculum outlines for each offgrounds training
site. For each skill the work supervisor notes the date the student completed
the conp=tency. The supervisor determines 1) if the sbJdent can Perfonn
the task without assistance or with assistance, and 2) if the level at which
the student Performs the task is acceptable in competitive enployment or is
not acceptable in competitive employment. When a student successfully
c:orcpletes the training program, the student is awarded a canpetency certifi­
cate for the particular training area and a letter of reccmrendation.

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 roR ON-THE-JOB PLACEMENTS
EVEN WHEN NOT REQU:mED BY THE PIC FOR A POSITIVE TERMINATION. For nore
information, contact Sherry Caldwell, Job Coordinator, Midland Park School,
Eldora, IA 50627, (515) 858-5402.

B. Classroan Training Programs.

Successful job specific conpetency programs inq;>1eIoonted by technical
schools usually take at least two years to develop. and involve full-time
staff working with enployer advisory councils. Actual classroan instruction
requires an outlay of equipnent and, of course, teachers experienced in the
occupational field and trained to provide conpetency-based instruction. Most
PICs will appropriately view such efforts as beyond their abilities or resources.
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AJrong the best CCJll:letency-based technical school programs, worth a visit
if you are considering pursuing this area·, are:

1. 916 VcrTech 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, II. 61032,
(815) 235-8025.

An excellent quarterly publication, Open Entries, provides infonnation
and an exchange of canpetency-based learning materialS, including new guides,
packets, audiovisual materials and ~uter-based resources available around
the country. It is available for $5 a year fran 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
probably be done on a contract basis with technical schools who have already
developed curriculum and canpetency neasures, validated by Employer groups.
Training in job specific skills can be an expensive undertaking. There is no
requireIrent that all youth receive job-specific skill training.

SAMPIE OF MIDlAND PARK SCHOOL EMPIDYER CHECKLIST FOR
JOB SPECIFIC SKIUB AND AU'IG1OTIVE SElWICING

Page 4

Acceptability in COQ-
Degree of Independence petitive employment

Date of Without With Hot
CClIlpleted COQpledon Assistance Assistance Acceptable Acceptable

5. Undercoating &
rus tllrGO f Ing -- -- - - -

6. fabric care -- -- -- -- -
7. Mud flaps -- -- -- -- -
R. Radio Installation - - -- - -
9. Running boards -- -- -- -- --

10. Tra'ler equIpment -- -- - - --
II. Pick-up bumpers &

hitches - -- -- -- --

CUSTOHl:R WORK"

t. Al ternator -- -- -- - -
Z. Starter -- -- -- -- --
3. Fuel pump -- -- -- -- -
4. Water pump -- -- -- -- -
5. A'r-condltlonfng

servtce -- -- -- :'- -
I




