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Abstract

Alaska's vast land mass and diversified urban, rural, and remote communities require 

innovative training curricula to meet training needs in supported employment. A 

competency-based training program using an independent learning format and master 

trainers was developed to meet these extreme needs. These training methods were 

evaluated with survey instruments at the time of training and at 3 months, 6 months, and 1 

year follow up. The data demonstrates that the training materials as well as the 

independent study format and master trainer model were effective training methods. The 

training methods developed were effective in meeting the unique training needs of urban, 

rural, and remote sites of Alaska. The instructional methods outlined continue to be used 

statewide. This dissertation consists of 1) an elaborated discussion of the professional, 

national, and state issues which provided the background for the project; 2) a succinct 

report of the evaluation of this project prepared for submission to a professional journal; 

and 3) an annotated bibliography describing the professional sources drawn upon in the 

project.
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The Development of a Supported Employment 

Training Program for Alaska 

Toward the end of the 1970's, research nationally showed that individuals who 

experience mental retardation were capable of learning complex vocational skills and were 

competent to work in nonsheltered, competitive employment (Rusch & Hughes, 1990). 

The traditional service delivery system was a linear model based on a continuum, or 

readiness to work paradigm. Persons with disabilities were expected to successfully 

complete predetermined steps in pre-vocational training prior to being eligible for 

placement in competitive, community based jobs. This is known as the "train and place" 

model and puts emphasis on the evaluation of abilities and skills as predictors of future 

vocational success. Evaluation data were then used to determine opportunities for 

subsequent job placement. Within this traditional train and place model, people with 

severe disabilities had little chance of success.

Of individuals with severe disabilities served in sheltered workshops, only 12% 

were placed in competitive employment (Whitehead, 1978). In 1984, the concept of 

supported employment emerged and represented a major change in the paradigm for 

providing vocational services for individuals with developmental disabilities. Supported 

employment maintains that the question is not, “Are people with disabilities capable of 

working?,” but rather, “What supports are required to obtain their goals?” (Rusch &
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Hughes, 1990). Additionally, supported employment proposed that people with severe 

disabilities need to be placed and taught skills in the actual work setting in which they 

were to be used. The supported employment model then, is one that takes into’account 

that people with severe disabilities often have difficulty generalizing skills from one setting 

to another. Work skills then are taught in the actual work setting where they will be used, 

which is a major shift from the train and place model.

Historically, legislation has promoted employment for persons with disabilities. 

Legislation passed by Congress in 1984 included two significant acts that advanced the 

development of supported employment. Amendments to the Education of the 

Handicapped Act (P.L. 98-199) addressed the need for transitional services for special 

education students (Wehman, Kregel, Barcus, & Schalock, 1986). The Developmental 

Disabilities Assistance and Bill of Rights Act of 1984 (P.L. 98-527) defined and mandated 

supported employment services (Rusch & Hughes, 1990).

The Rehabilitation Act Amendments of 1986 (P.L. 99-506) defined the population 

to be served by, and standards for, supported employment (Federal Register, 1987). This 

Act states that the purpose of supported employment is to serve people with severe 

disabilities for whom competitive employment has not historically been available, or for 

those whose competitive employment has been interrupted or intermittent. By definition, 

people eligible for supported employment can not independently hold jobs and they require
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intensive ongoing support services to maintain employment. The four characteristics of 

supported employment are paid work; work occurring in an integrated work setting; work 

accompanied by ongoing support services; employment for individuals with severe 

handicaps. These characteristics combine to enable the recipients of the services to 

perform the requirements of their jobs and retain their positions.

The Rehabilitation Act of 1973 (P.L. 93-112) clarified supported employment 

services for individuals with Chronic Mental Illness (CMI), (Code of Federal Regulations, 

1987). Supported employment services for individuals with CMI are to provide supports 

to aid in work performance which can occur at the work site or away from the work site. 

These employment services do not have to include job skill training. The goal of these 

services is not necessarily permanent employment.

Federal statutes and guidelines from the Division of Vocational Rehabilitation 

(DVR) define those who qualify for supported employment services. Supported 

employment is a service for those individuals with the most severe disabilities and is not 

appropriate for all people with disabilities. Individuals with severe disabilities require 

long-term, on-going services. Supported employment attempts to meet the vocational 

needs of individuals with developmental disabilities, chronic mental illnesses and traumatic 

brain injuries.
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Elements of a successful supported work model identified by Wehman (1986) are, 

job placement, job-site training, ongoing evaluation, and employment retention.

Supported work staf£ often referred to as Employment Specialists, match consumers to 

jobs that fit their abilities and goals, help them gain employment, teach them skills required 

for the job, aid in their ongoing adjustment to the work environment, and assist them in 

retaining the job. The success of supported employment therefore, rests on the training 

and skills of Employment Specialists. Preservice and inservice training needs for 

Employment Specialists have been an ongoing problem for agencies providing supported 

employment services.

In 1986, The Office of Special Education and Rehabilitation Services (OSERS) 

funded a five year demonstration grant to Alaska to support system change for supported 

employment. The Alaska Division of Vocational Rehabilitation and Division of Mental 

Health and Developmental Disabilities were the administrative units responsible for 

implementation of the grant. The purpose of this grant was to develop supported 

employment capability throughout the state, convert sheltered workshops to supported 

employment, and expand integrated employment opportunities for persons with severe 

disabilities. During this grant period there was a flurry of training activity for direct 

service personnel to provide supported employment services. Unfortunately, training 

resources receded at the conclusion of the OSERS funding. Subsequently, Western
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Washington Rehabilitation Training Center addressed some of the ongoing training needs 

in Alaska to a limited extent. Although an Alaskan service provider was on the Advisory 

Board to Western Washington, training was not designed to meet Alaskan needs. The 

only other training during this time was an annual Rehabilitation Conference.

In 1987, 6,871 Alaskans were identified as people who might benefit from 

supported employment services (summarized in Alaska Division of Vocational 

Rehabilitation State Plan, 1987). The service delivery system was also being expanded to 

meet the supported employment needs of people with severe mental illness. These data 

represent a significant need for trained and qualified direct service personnel to provide 

community based supported employment services to persons with severe developmental 

disabilities and severe mental illness.

The geographical barriers of Alaska demand innovative strategies to meet training 

needs. Much of Alaska is rural and remote with small populations that are accessible only 

by boat or air transportation. Traditional university instruction is impractical for the 

teaching of small numbers of personnel at a time. Flexibility in training is required to 

accommodate the differences in placing people with developmental disabilities in 

competitive employment in urban areas such as Anchorage as compared to more rural 

areas such as Bethel or remote areas that may have a subsistence life style.
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In 1988, a grant proposal was submitted by Dr. Risley at the University of Alaska 

Anchorage and Dr. Ward at Alaska Specialized Education and Training Services (ASETS) 

to meet these training needs. The proposed approach was to design and develop 

curriculum materials that allowed for individual training when and where it was needed. 

Unfortunately, this proposal was not funded. The approach featured the development of 

master trainers throughout Alaska and training materials to train direct service providers 

on-site.

This proposal was revised by Dr. Ward and resubmitted in 1990 by Dr. Dowrick at 

the University of Alaska Anchorage and Dr. Ward at ASETS. The proposal received 

funding from Rehabilitation Services Administration of the U.S. Department of Education 

in 1990 for the training project.

The design and development of the project are addressed in the following section 

of this dissertation. The steps involved were; 1) Development of an Advisory Board, 2) 

Design of methods for delivery of training, 3) Selection of competency areas for training 

Employment Specialists, 4) Development of training materials, 5) Piloting of training 

materials and procedures, 6) Training of Master Trainers and Employment Specialists, and 

7) Program evaluation.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 8

Advisory Board

The development of an Advisory Board was seen as essential to ensure that the 

design of the training and curriculum materials met the unique needs of Alaskan service 

providers. At the initiation of this project a statewide Advisory Board was created that 

consisted of nine members who represented state agencies, supported employment 

providers, and university personnel. Representatives from native organizations were 

contacted to participate on the Advisory Board but did not take part. Due to geographical 

distances, Board meetings were conducted via teleconference. Board members were 

instrumental in the design of the training model, and provided feedback on each training 

module as they were prepared. Training materials were updated on an ongoing basis to 

reflect the responses of the Advisory Board. Criteria for the selection and recruitment of 

Master Trainers were established by the Advisory Board.

Design of Methods for Delivery of Training

When originally conceived, the project anticipated drawing heavily upon existing 

curricula for training and developing supplemental materials as needed. An in depth 

review of this premise revealed that it was flawed. Previously existing curricula required 

more than 40 hours of direct training, using a workshop format, regardless of how few 

direct service providers were trained. Continuing available resources did not permit the 

luxury of this labor intensive training.
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An extensive investigation of other potential training strategies was conducted to 

identify a more time efficient approach. We revised our approach, a) to focus the Master 

Trainers' role as one of mentor/consultant, and b) to make training materials for direct 

service personnel to be largely self-guiding. Materials for direct service personnel were 

divided into modules that consisted of summaries, readings, exercises, and posttests. 

Direct service personnel were assigned a module, they completed the assigned readings 

and exercises independently, and then met with the Master Trainer for consultation and to 

ensure learning of the material.

The development of a new curriculum and associated training materials required a 

large investment of time and resources. The time frames for development of training 

materials from the original grant proposal were adjusted. Research and consultation with 

the Advisory Board indicated a need for eleven topic areas, rather than the original seven. 

Selection of Competency Areas for Training Employment Specialists

Eleven topics or competency areas for training were identified from literature and 

consultation with the Advisory Board as essential skill areas for pre-service personnel. 

These essential topic areas became the subject of the eleven modules that make up the 

Employment Specialist manual. Topic areas were; 1) Introduction to Supported 

Employment, 2) Populations (Populations to be Served), 3) Job Development, 4) Job 

Analysis, 5) Worker-Job Match, 6) Task Analysis, 7) Follow-Along, 8) Integration,
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9) Productivity, 10) Putting It All Together, and 11) Challenging Behaviors. Detailed 

references for the modules are provided in the section titled, Annotated Bibliography of 

Key Articles Used. '

Module #1 (INTRODUCTION), provided a historical overview o f Supported 

Employment, definitions of its four major components, the Division of Vocational 

Rehabilitation definition of supported employment, the four models for supported 

employment, quality issues in supported employment, and techniques for writing in people 

first language.

Module #2 (POPULATION), the definition of developmental disabilities, as used 

by the state of Alaska was reviewed in more depth and with regard to specific categories 

of disabilities to include mental retardation, cerebral palsy, and epilepsy. Definitional and 

diagnostic issues for individuals with severe mental illness were addressed. The symptoms 

of schizophrenia and mood disorders were reviewed as well as implications for people 

with these disorders in the work place. Traumatic brain injuries and their implications for 

supported employment were examined.

Module #3 (JOB DEVELOPMENT), provided the steps for conducting a 

systematic survey of the community labor market, contacting employers, and observing 

job sites. Methods for marketing supported employment to potential employers were 

addressed.
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Module #4 (JOB ANALYSIS), supplied a definition of and an overview of the 

process involved in job analysis. Step by step procedures were given to conduct job 

modification and job restructuring so that the job can be organized and performed more 

effectively.

Module #5 (WORKER-JOB MATCH), defined and gave an overview of matching 

the worker to the job. Procedures for obtaining consumer information, observing 

consumers in structured settings, constructing a consumer profile, and interpreting 

evaluations were outlined.

Module #6 (TASK ANALYSIS), provided step by step procedures for the 

Employment Specialist to break a task into teachable steps, to establish an effective data 

collection system, and to maintain consistency during training and follow-up. Instructions 

were provided for constructing an operant chain to teach a specific task. A Task Analysis 

video was created to model some of the practical exercises of this module.

Module #7 (FOLLOW-ALONG), included the definition of and the elements that 

constitute follow-along services. Activities required by the Employment Specialist to 

provide ongoing supports once the basic job skills have been learned were given. A 

proactive approach to follow-along services is advocated in the instruction materials.

Module #8 (INTEGRATION), specified the need for people with developmental 

disabilities to have opportunities and access to community resources and opportunities to
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form relationships with non-disabled people who are not paid care providers. Instruction 

was given to enable Employment Specialists to develop co-workers as change agents and 

to facilitate natural supports in the workplace. '

In Module #9 (PRODUCTIVITY), measuring a worker’s productivity was 

discussed as an important indicator of performance that may be critical to pay 

determination. Procedures for conducting time studies to establish an employee's work 

rate were given. Techniques were provided for conducting calculations for weighting job 

tasks and calculating pay rates for employees with disabilities.

Module #10 (PUTTING IT ALL TOGETHER), was designed to provide 

information on issues that are important to successful Employment Specialists that were 

not covered in the major competency areas. Funding sources for supported employment 

services to provide start-up, time limited, and long term services were reviewed. A 

suggested list of "do's and don'ts" were given for Employment Specialists. Methods for 

fading supported employment services to the consumer were presented.

Module #11 (CHALLENGING BEHAVIORS), was provided as an optional, as- 

needed instruction. Challenging behaviors were identified as being expressions of real and 

legitimate needs. Methods for assessment of challenging behaviors were presented. Steps 

in teaching self-management were given.
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Development of Training Materials

Manuals for Supported Employment personnel were constructed on the above 

described modular format. Modules contained summaries, readings, exercises, fand 

posttests. A video was developed for the exercise in the module on task analysis.

A Master Trainer manual was designed and developed to provide all necessary 

materials and instructions to conduct trainings. Master Trainer manuals dovetailed with 

the Employment Specialist manual. Manuals for Master Trainers consisted of readings on 

adult learning, consultation and other topic areas, instructions for evaluating exercises, 

instructions for conducting discussions, answers to posttests, and blank posttests.

Piloting of Training Materials and Procedures

Following careful consultation with the Advisory Board, program directors, and 

staff, we arrived at more efficient ways to provide trainings than outlined in the grant. We 

were able to restructure the training approach so that more funds would be available to 

train additional Master Trainers and to pay for more travel by trainees than originally 

planned. As a result of these savings, a pilot training that was not included in the grant 

proposal was added to the training schedule.

The pilot training session was offered to four Master Trainers. The following 

week, these Master Trainers conducted a pilot training for six Supported Employment 

personnel. Project staff were available to provide consultation to Master Trainers while
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they received hands on training experience. During the training, time was scheduled for 

feedback from the Master Trainers on the training materials.

Information from the pilot training was used to make revisions in the respective 

training manuals. Examples o f revisions were; clarifying some cases examples, posttests, 

and readings, modification to some exercises to reflect the unique challenges of Alaska, 

correcting some wording that did not reflect people first language, and exchanging terms 

such as chronically mentally ill (CMI) to severely mentally ill (SMI). During the course of 

writing these materials the field changed its terminology from chronically mentally ill to 

severely mentally ill.

Training of Master Trainers and Employment Specialists

Subsequent trainings for Master Trainers and Supported Employment personnel 

followed the model of the pilot training. Master Trainers received two 40 hour blocks of 

training over a two week period in Anchorage provided by the Project Coordinator. In 

the first week, Master Trainers received instruction in consultation, adult learning, 

conducting trainings, and gaining a thorough understanding of the curricular materials. In 

the second week, Master Trainers used their new skills and knowledge to train between 

one and three Supported Employment personnel. In addition to the pilot, five training 

workshops were conducted.
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Following training, Supported Employment personnel returned to their work sites 

and put their new skills to use on the job. Master Trainers were responsible for providing 

follow-up consultation for these direct service personnel via telephone and/or onsite visits, 

depending on available funds. Project staff continued in a supportive role as consultants 

for the Master Trainers.

Program Evaluation

A series of evaluation forms were designed to determine the effectiveness of the 

program in consultation with the Advisory Board (see Survey Forms, Appendix B). Data 

was collected at the time of training, 4-6 weeks following the training, and at 6 months 

post training. Evaluation data was gathered from persons receiving training as Master 

Trainers and Employment Specialists and from the administrators of the agencies that 

were represented by trainees. Obtaining completed evaluation forms was a relatively easy 

task at the time of training. Collection of data became increasingly difficult in the later 

follow up periods. Some personnel had changed positions and agencies, or moved to 

different areas of the state or out of state. Much of the data collection was accomplished 

by sending evaluation forms and following up with telephone calls to schedule an 

appointment for a telephone call to gather data. Telephone appointments produced 

relatively good follow up responses and data.
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Abstract

Alaska's vast land mass and diversified urban, rural, and remote communities require 

innovative training curricula to meet training needs in supported employment. A 

competency-based training program using an independent learning format and master 

trainers was developed to meet these extreme needs. These training methods were 

evaluated with survey instruments at the time of training and at 3 months, 6 months, 

and 1 year follow up. The data demonstrate that the training materials as well as the 

independent study format and master trainer model were effective training methods. We 

conclude that the training methods developed are effective in meeting the diverse training 

needs of urban, rural, and remote sites.

KEY WORDS: statewide training, remote locations, supported employment, master 

trainers, independent learning, competency-based.
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A State Wide Training Model for Supported Employment 

Using Master Trainers 

Effective supported employment depends on the availability of trained personnel. 

Nationwide, there is a lack of trained supported employment personnel (Inge, Barcus, & 

Everson, 1988). Beyond the current deficit, the need for further trained personnel is 

growing rapidly with 4,000 needed nationally (Renzaglia & Everson, 1990). Additionally, 

there is a high turnover rate of personnel partly because of inadequate service skills and 

low salaries (Rusch, Trach, Winking, Tines, & Johnson, 1989). Compounding the 

shortage of direct service personnel is the increasing number of adults and youth needing 

supported employment programs (Renzaglia & Everson).

In Alaska, some 6,871 individuals who potentially may benefit from supported 

employment services have been identified by the Governor's Council on Disabilities and 

Special Education (previously the Governor's Council for the Handicapped and Gifted), 

the Division of Mental Health and Developmental Disabilities, and the National Head 

Injury Foundation (summarized in Alaska Division of Vocational Rehabilitation State Plan, 

1987). This information reflects a sizable need for community-based direct service 

personnel who are trained and qualified to work with people who have developmental 

disabilities. Currently, the service delivery system is being extended for people with severe 

mental illness to meet their needs in supported employment.
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The state of Alaska presently has 13 providers who serve the supported 

employment population. However, surveys conducted in Alaska suggest the number of 

providers is inadequate to handle the demand for services (Ward & Knox, 1991). 

Agencies in Alaska report a high rate of turnover of 71%.

Alaska covers an area one fifth the size of the other 49 states, but it has a 

population around 600,000 people. Geographical barriers in Alaska require innovative 

strategies for providing training and delivery of services. The majority of the rural and 

remote areas represent small populations and are accessible by airplane or boat only. 

Travel is expensive and it is complicated by Alaska's long and harsh winters. Additionally, 

the strategies used to train and place individuals with developmental disabilities in 

competitive employment in urban areas such as Anchorage will not necessarily succeed in 

rural areas such as Nome or Wrangel.

In the field of developmental disabilities, the need is to train small numbers of 

personnel at a time, for which traditional university course offerings are impractical. 

Existing curricula are designed for group instruction and are not suitable for individual 

instruction (Fairweather & Fergus, 1987). Alaska needs a training system that allows for 

individual training when and where the need arises. Vast differences exist between urban, 

rural, and remote areas in the state calling for innovative, broad based training strategies.
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Alaska represents an extreme of issues faced in many locations. Solutions that succeed in 

Alaska will be useful in other places.

Our approach to this challenge in Alaska was to design and develop a program for 

employment specialists to be trained in a cost effective manner as new people are hired, 

one, two, or three at a time. With the evolution of the supported employment field, the 

roles of the job coach are sometimes distinguished from those of the employment specialist 

(Neubert & Krishnaswami, 1992). Supported employment personnel in small agencies 

throughout Alaska typically perform a wide variety of roles in their positions (e.g., trainer 

and job developer). To reflect the broad variety of roles, we have chosen to use the term 

employment specialist.

The design of our program centered around a Master Trainer or hierarchical 

approach to increase training capability throughout the state. This approach uses 

packaged training materials and Master Trainers who are available to provide onsite 

consultation. The Master Trainer approach is well documented in adult learning research 

as an effective strategy for teaching new skills in the circumstances described, by using 

technical people to become trainers, getting students involved, and making the learning a 

student-centered process (Broadwell, 1990).

Overall evaluation of this project was directed toward measurement of goal 

attainment. The purpose of the project was to increase the available skilled work force to
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perform the requirements of supported employment services. Thus this evaluation 

addressed participants' perceptions of the usefulness of training, at the time of the 

workshops and at later periods. Agency administrators also responded to survey forms 

that addressed agency satisfaction with the training to meet the objectives of their 

organizations (Buckley, Albin, & Mank, 1988). The efficacy of this project has 

implications for continued training in Alaska and for the training needs in other rural and 

urban areas.

Method

Design and Development

The project was designed to train personnel in supported employment using 

distance education and hierarchical training. To meet the challenging personnel training 

needs, the project used the following five strategies:

1) Development of an Advisory Board: A project Advisory Board was formed to 

provide direction to the project in developing, implementing and evaluating the 

curriculum. This board included statewide representatives from the Division of 

Vocational Rehabilitation, the Division of Mental Health and Developmental Disabilities, 

and supported employment service providers representing urban, rural, and remote areas 

of the state. The Advisory Board proved to be crucial to the success of this project by 

providing consultation and direction in the development of the training model,
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development of the curriculum, selection of topic areas for training, and ensuring 

relevancy of the project to the diverse and extreme needs of Alaska.

2) Design of methods for delivery of training. In consultation with the Advisory 

Board, we decided that training needed to occur when and where it was required 

throughout the state, with minimal demands on existing staff time and energy. It needed 

to be competency-based and to include adult learning principles. The first criterion was 

met by using Master Trainers, located in various regions of the state, who would be 

available to conduct trainings. The second criterion (low impact on the Master Trainers' 

time), was met by developing self-teaching materials. The competency-based curriculum 

and the use of adult learning principles are addressed below.

To qualify for training as Master Trainers, personnel were required to have at least 

2 years of successful experience directly delivering supported employment services. It was 

mandatory that this background be with persons who experience developmental disabilities 

and/or severe mental illness. Work experience could be as an employment specialist or job 

coach and required a written recommendation from their supervisors. Selected personnel 

then received training in two 40 hour blocks. The first block included reviewing the 

manuals that were designed to train Employment Specialists. In the second block, these 

Master Trainers used the manuals ("Employment Specialist Manuals") in hands-on training 

of new entry level Employment Specialists.
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We also created a type of teachers' manual for the Master Trainers, to dovetail 

with the Employment Specialist manual. The Master Trainer Manual was designed to 

provide all the necessary materials and instructions to conduct training. These manuals 

consisted of readings on adult learning, consultation, observation, and providing feedback. 

Master Trainer manuals included instructions on how to evaluate, and they included 

answers to exercises and posttests required of Employment Specialist trainees. There 

were also guidelines on conducting discussions.

31 Selection of competency areas for training Employment Specialists: The 

curriculum design was based on supported employment services as they are typically 

delivered to individuals who experience developmental disabilities and/or severe mental 

illness. Training materials were based on the principles of adult learning theory (e.g., 

Master Trainers providing information from their experience that helps build a need to 

know for the learners, and making training experiential; (Broadwell, 1990; Whitebome & 

Weinstock, 1979; Zemke & Zemke, 1981). Competency areas for training were derived 

from the literature (Buckley, Albin, & Mank, 1988; DePoint, 1990; Fairweather & Fergus, 

1987; Grossi, Test, & Keul, 1991; LeRoy & Hartley-Malivuk, 1991). To ensure that the 

unique needs of Alaska were met, the competency areas were established in consultation 

with the Advisory Board. Through this process 11 topics or competency areas emerged
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as essential for Employment Specialists. These topic areas became the subject of the 11 

modules that made up the manual. Topic areas were:

Introduction to Supported Employment -

Populations (Populations to be Served)

Job Development 

Job Analysis 

Worker-Job Match 

Task Analysis 

Follow-Along 

Integration 

Productivity 

Putting It All Together 

Challenging Behaviors

4) Development of training materials: The contents of the curriculum were 

organized in modular format. Each module represented one of the specific competency 

areas deemed necessary to provide quality vocational services for people with severe 

disabilities. Each module consisted of summaries, readings, exercises, and posttests. 

Video materials were developed for task analysis exercises (Ward, Dowrick, & Orth,

1991). The entire curriculum was eventually packaged as self-paced, independent studies,
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so that Master Trainers could provide training to new personnel when and where the need 

arises. As described above, teachers' manuals were developed to assist Master Trainers in 

conducting trainings. -

The Master Trainers' role is that of a mentor/consultant (Hansen, Himes & Meier, 

1990). Employment Specialists were assigned a module, containing readings and 

exercises. After completing the module independently they met with the Master Trainer 

for consultation. Participants in the trainings also received on-site feedback based on the 

observations of the Master Trainers.

5) Piloting of training materials and procedures: The first training was conducted 

as a pilot program to generate and collect the responses of experienced personnel on all 

aspects of the curriculum. After this test run, materials were revised for a second printing. 

No major changes to modules were necessary, but we rearranged the order of the 

modules, clarified wording, and improved some of the examples, posttests and readings. 

Training

1) Participants: As indicated above, two types of participants were identified to 

receive the two levels of training. Successful employment specialists or job coaches with a 

minimum of 2 years of work experience in the field of developmental disabilities or 

psychiatric disabilities were identified to be trained as Master Trainers. Recruitment of 

personnel to receive the advanced training took place statewide. Service providing
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agencies throughout the state were identified and sent an application form to refer 

potential trainees for Master Training. These applications were reviewed under the 

previously determined selection criteria and a total of 19 individuals were selected. Of 

these 19 candidates, 15 availed themselves of the training and completed the training for 

Master Trainers. Criteria for selecting candidates for Master Trainers were: a minimum of 

two years of work experience in the field, the recommendation of the agencies 

administrator and a balanced distribution of Master Trainers throughout regions of the 

state. Of the master Trainers who completed training 5 were from or served rural areas 

and 10 were from urban areas.

The same service providers selected for recruitment of Master Trainers were asked 

to identify personnel suitable for training as Employment Specialists. Direct service 

personnel entering the field of supported employment were selected by their agencies as 

appropriate candidates to receive the Employment Specialist training. These candidates 

were also selected to represent various regions of the state. Thirty individuals were 

selected and completed the Employment Specialists training.

2) Training workshops: Master Trainers received two 40 hour weeks of training 

in Anchorage provided by the Project Coordinator. The first week focused on gaining 

competencies in consultation, adult learning, conducting trainings, and gaining a thorough 

understanding of the curricular materials. In the second week, the Master Trainers used
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the curriculum and their newly honed skills to train between one and three preservice 

personnel to become qualified Employment Specialists. Five training workshops in total 

were held in addition to the pilot. A total of 15 individuals received training as'Master 

Trainers who in turn trained 30 pre-service personnel as Employment Specialists.

To maximize the mentoring potential of this arrangement, every effort was made to 

pair urban Master Trainers with personnel from urban programs, rural Master Trainers 

with rural program personnel, and remote Master Trainers with remote staff members. 

Master Trainers provided consultation and feedback to trainees by telephone, or on-site, 

when practical.

Program Evaluation

Evaluation forms were designed in consultation with the Advisory Board. The 

primary focus was a summative evaluation designed to determine the essential 

effectiveness of the program (Patton, 1986). Data were collected at the time of the 

training, 4-6 weeks, 6 months, and at 1 year following the training. Evaluation data were 

gathered from individuals, receiving training as Master Trainers and Employment 

Specialists as well as from the administrators of agencies represented by trainees.

At the end of the training, evaluation forms were filled out by both Master Trainers 

and Employment Specialists. Evaluation forms for the remaining periods were sent by 

mail to both groups and followed up with telephone calls. Evaluation forms were also
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sent for the follow-up periods to the administrators of programs that Master Trainers 

represented. Administrators of programs with Employment Specialists received 

evaluation forms at 3 months and 6 months. Questions on the evaluation forms were in 

two formats. One format used a 1 to 5 Likert scale with 1 being "of no value" and 5 

"extremely valuable." The other format used open ended questions. Complete survey 

responses were gathered from 9 Master Trainers and 21 Employment Specialists. Survey 

forms became more difficult to obtain as time increased from the actual training. Some of 

the Master Trainers and Employment Specialists changed positions and agencies, or 

moved to different areas of the state or out of state.

The evaluation was designed to answer the following questions.

a. To what extent has vocational training technology been disseminated 

through the State?

b. To what extent have trainees been able to apply the technology to promote 

employment services for people with severe disabilities?

c. To what extent has the curriculum package met the training needs of 

direct service personnel who provide supported employment services?

Results

The usefulness of individual training modules as rated by Master Trainers and by 

Employment Specialists were compared using the Spearman Rank Correlation Coefficient.
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Analysis of the two rankings of training modules showed a high correlation (r, = .868, p< 

0.005). Therefore we combined the rankings of the training modules by Master Trainers 

and Employment Specialists. The combination produced overall rankings of the top four 

modules: Follow-Along = 1, Population = 2, Task Analysis = 3, and Challenging 

Behaviors = 4. Table 1 presents ratings by Master Trainers and Employment Specialists 

for surveys given at the end of training, and at 3 and 6 months.

Insert Table 1 about here

Social validation and follow up data are summarized in Table 2. Participants' 

individual goals for the training were rated using a Likert scale with 1 "did not achieve my 

goals for the training" to 5 "have fully achieved my goals." In achieving goals, Master 

Trainers' means were 4.33 and Employment Specialists' were 4.05. A Likert scale of 1 

being "completely dissatisfied" and 5 "completely satisfied" was used to rate the 

independent study format and the Task Analysis Video. The independent study format had 

a mean rating by Master Trainers of 4.44 and by Employment Specialists of 4.05. Ratings 

for the Task Analysis Video had means of 4.67 by Master Trainers and 4.00 for 

Employment Specialists. At the time of training, participants rated individual modules on 

a Likert scale of 1 to 5, with 1 being "of no value" and 5 "extremely valuable." Means
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ranged from 4.20 for the Follow-Along module to 3.44 for the Job Matching module. 

Master Trainers' and Employment Specialists' responses to surveys declined with time.

Ratings are also presented in Table 2 for surveys completed by 12 agency 

administrators.

Insert Table 2 about here

Agency administrators completed questionnaires on the usefulness of training for 

Master Trainers at 3 months, 6 months, and 1 year and Employment Specialists at 3 

months and 6 months follow up. Ratings were based on a Likert scale of 1 representing 

"no use" and 5, "extremely useful." The mean ratings by these administrators of the 

overall effectiveness for Master Trainers began and ended at 4.2S, dropping to 3.66 at 6 

months. Note that the number of certifications by Master Trainers dropped off at 6 

months and rebounded by the end of the year (total 24). Administrators rated overall 

effectiveness of training slightly lower for the Employment Specialists (3.88-3.50). The 

ratings of the utility of being able to study independently followed a similar pattern, except 

that their value for the Employment Specialists was rated closer to 3. The perceived 

ability of Master Trainers to meet the training needs rose steadily during follow-up (3.50-
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4.17). The perceived quality of skills of the Employment Specialists remained steady, 

close to 3.5.

In addition to Table 2 data, agency administrators reported that there were 25 

Employment Specialists in the process of receiving training at the 1 year follow up. As a 

result of this training, seven key communities now have certified Master Trainers. Those 

communities are in Fairbanks, Anchorage, Wasilla, Soldotna, Valdez, Juneau, and 

Wrangel. Two of the Master Trainers based in Anchorage cover a large geographical area 

in Southeast Alaska and a variety of additional communities. Certified Employment 

Specialists represent 12 communities throughout the state. Represented communities are 

Kotzebue, Fairbanks, Dillingham, Barrow, Nome, Seward, Anchorage, Wasilla, Kenai, 

Juneau, Ketchikan, and Wrangel.

Discussion

As a result of this project, a number of Master Trainers active in a variety of 

communities has been established. Trainings conducted by Master Trainers have increased 

the number of available certified Employment Specialists in the state. Follow-up data after 

1 year demonstrate that 24 Employment Specialists have been trained and certified. An 

additional 25 are in the process of being trained. The literature shows a need for trained 

personnel to meet the vocational needs of persons with developmental disabilities in
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community based supported employment. Supported employment personnel trained with 

these methods and training materials is a step in meeting that identified need.

Master Trainer and Employment Specialist personnel reported that the independent 

learning format and the overall curriculum met their needs and that they achieved their 

goals for the training. Master Trainers and Employment Specialists were in general 

agreement on the relative importance of modules in the training. Module topics or 

competency training areas were identified from the literature and consultation with the 

Advisory Board. The need for these topic areas as essential skills for supported 

employment personnel are supported by the data from the program evaluation. The top 

four topics stood out: follow-along techniques; population to be served; how to do task 

analyses; and dealing with challenging behaviors. These modules were in the top four in 

the combined and separate rankings, and numerically their mean ratings seem to cluster at 

the top. Agency administrators reported being highly satisfied with the overall 

effectiveness and usefulness of the training for their personnel. At the 6 months follow- 

up, agency administrators rated the Master Trainers as being capable of meeting the needs 

of their agencies to train Employment Specialists and those ratings were higher at 1 year, 

indicating that the training not only met agency needs but improved with time.

This training model and curriculum materials, developed to deliver self-paced, 

distance education, have proven to be effective in training supported employment
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personnel. The usefulness of the training model and curriculum materials at both the 

Master Trainer and Employment Specialist levels is the result of basing this work in the 

literature, consultation with the Advisory Board, a pilot study, actual training, and 

longitudinal program evaluation. Master Trainers and Employment Specialists found the 

video designed for Task Analysis a proficient aid to training. The model provided on the 

video may have made a complex process more tangible for training Employment 

Specialists in settings where live examples were not available. The overall method is 

effective in delivering training over vast areas with rural and remote populations. 

Furthermore, the methods produced impressive results in towns and villages with diverse 

culture and ethnicity. Most of the remote and isolated villages are based on subsistence 

economy with limited access to services. These remote sites depend on boats, 

snowmachines, airplanes, and all-terrain vehicles for their transportation. Usual 

accommodations for trainers consisted of sleeping on the gym floor of the public school. 

The training methods have proven to be economical by minimizing the time commitment 

of the Master Trainers and by having them in various regions in the state that reduce travel 

expenses. This distance education model has begun to be replicated in other new projects, 

such as statewide training of full inclusion in Alaskan schools (Dowrick & Ryan-Vincek,

1992). The efficacy of this project has implications for continued training in Alaska and 

for instructional needs of other rural and urban areas with challenges of dispersed
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population and diversity. Currently, other technologies are being introduced for distance 

delivery in Alaska. Examples of these technologies include video and audio exchange as 

well as methods available on the internet such as visual interactive techniques. The 

introduction of this technology can be used to enhance the distance education model used 

in this grant.

A limitation of this evaluation derives from a small sample size for the independent 

groups of Master Trainers and Employment Specialists. Similarities in the scores of 

Master Trainers and Employment Specialists allow combining them to strengthen the 

overall sample size. A bias may occur from having participants fill out surveys at the time 

of the training. Long term quality control of the training may be hampered by the lack of 

on site follow-up and formal monitoring of skills. Quality of training may also be affected 

by a drift from the original material as it is adapted to rural and remote areas. These issues 

suggest topics for further research and the benefits of replication.
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Table 1

Means and Rank Scores hv Master Trainers and nmplovment Specialists for Training M odules

Training Modules Master

Trainer 

n = 9

Employment

Specialist 

n = 21

Combined

Ratings 

n =  30

Module ft Mean Rank Mean Rank Mean Rank

1 Introduction 4.16 (6) 3.76 (7) 3 .96 (7)

2 Population 4.29 (2) 4 .09 (1) 4 .19 (2)

3 Job Development 4.09 (7) 3.88 (5) 3 .99 (6)

4 Job Analysis 3.71 (10) 3 .30 (8) 3.51 (9)

5 Job Matching 3.64 (11) 3.23 (10) 3.44 (11)

6 Task Analysis 4.28 (3) 3.92 (4) 4 .10 (3)

7 Pollow-Along 4.44 (1) 3.96 (3) 4 .20 (1)

8 Integration 4.18 (4) 3.86 (6) 4 .02 (5)

9 Productivity 3.80 (9) 3.22 (ID 3.51 (9)

10 Putting it Together 3.82 (8) 3.27 (9) 3.55 (8)

II Challenging Behaviors 4.18 (4) 4 .00 (2) 4 .09 (4)

Likert Scale 1 = O f no value and S = Extremely valuable) l
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Statewide 

Training 
M

odel



A Statewide Training Model 42

Table:

Means on Training by Master Trainers. Employment Specialists, and Administrators

Self-Ratings  Means

n = 42 Master Employment

Achievement of individual 

training goals (5 3  fully achieved)

Task Analysis Video (5 -  extremely 

valuable)

Independent study format (5 = extremely

valuable^

Trainer

4.33

4.67

4.44

Specialist

4.05

4.00

4.05

Agency Administrator Ratings 

n=  12 Means

13 m o)

Master 

Trainer 

-(6. twi rl veari

Employment 

Specialist 

(3 mo.) (6 mo.)

Overall effectiveness 

of training 

Usefulness of 

independent study 

Have Master Trainers 

been able to meet 

needs of training ES 

Quality of skills 

gain«Ltai£S_____

4.25

4.25

3.50

N/A

3.66

4.00

3.83

N/A

4.25

4.00

4.17

N/A

3.88

3.25

N/A

3.50

3.50

3.00

N/A

3.40

Number of ES Certified 

bv Master Trainers

(3 mo.) (6 mo.) (1 year)

3 1 20

  N/A = Not applicable

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 43

Author Note

David A. Wilcox, Center for Human Development: University Affiliated Program, 

University of Alaska Anchorage; Peter W. Dowrick, at the same affiliation at the initiation 

of the study, now at University of Pennsylvania Department of Pediatrics, Children's 

Seashore House; and Karen M. Ward, Executive Director, Alaska Specialized Education 

and Training Services, now at the Center for Human Development: University Affiliated 

Program, University of Alaska Anchorage.

This evaluation article is part of a doctoral dissertation by David A. Wilcox under 

the mentorship of the other authors. Our thanks to Alaska Specialized Education and 

Training Services and the statewide advisory board whose expeTt consultation and support 

were instrumental in the success of this projects design, implementation, and evaluation.

Correspondence concerning this article should be addressed to David A.

Wilcox, at the Center for Human Development: University Affiliated Program, 2330 

Nichols Street, Anchorage, Alaska 99508.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 44 

Part III, Professional Sources
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SOURCE MATERIALS FOR 

SUPPORTED EMPLOYMENT: AN ANNOTATED BIBLIOGRAPHY 

Criteria for Annotated Bibliographies

This annotated bibliography is not intended to be comprehensive of the area of 

training personnel in supported employment. Readings have been limited to those with 

relevance to writing training materials for supported employment personnel, background 

research in that subject area, and reference materials that were useful in the evaluation of 

this training program plus selected materials that have come to light more recently. I 

anticipate that this annotated bibliography will be useful to professionals in the area of 

supported employment who are concerned with training personnel. Annotations are listed 

alphabetically by author.

When setting out to create an annotated bibliography on the topic of training 

personnel in supported employment, it seemed only reasonable first to define some terms. 

Although annotated bibliographies are commonly available, they are not commonly 

defined or described in writers' manuals or handbooks. The definitions that do exist vary 

in the descriptions of purpose and structure of an annotated bibliography.

Most of the literature on writing scientific papers does not mention annotated 

bibliographies at all (e.g. Day, 1988). A number of sources indicate simply that annotated 

bibliographies are descriptive summaries of each reference (APA Publication Manual,

1994; Hodges & Whitten, 1986). An example of an annotated bibliography in the field of
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psychology is provided by Dowrick (1986), in which the annotation in intended to be 

informational and not evaluative of the work. These definitions of annotated 

bibliographies do not seem distinguishable from abstracts in scientific writing. As defined 

by APA Publication Manual (1994), an abstract is "a brief, comprehensive summary of the 

contents of the article" (p. 8). This definition further describes abstracts as being accurate, 

concise, nonevaluative, and specifies criteria for its contents. Although APA distinguishes 

a bibliography from a reference list, it does not distinguish an annotation from an abstract.

A more expanded definition of annotated bibliographies has been provided by 

Gibaldi and Achtert (1988) who recommend adding valuative comments to the 

description. The Chicago Manual o f Style (14th ed.) indicates that the purpose of an 

annotated bibliography is to guide the reader to other documents, which is accomplished 

by adding comments to the bibliography. Madsen (1983) makes reference to annotated 

bibliographies being formed from one's critical judgment of the publications being used.

An example of such an annotated bibliography can be found in Hosford (1990), who 

provides the reference to the document, a summary of the work, and his opinion on the 

works strengths and weaknesses. By contrast, Lindemann (1994) defines annotations as 

being brief and descriptive of a document's contents with the purpose of allowing the 

reader to determine the usefulness of the work.

Criteria for annotated bibliographies are addressed by McCrum and Jones (1954).

Selected standards include the extent of the work, the central premise of the author, limits
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that may be caused by dates and periods, important characteristic of the work, and 

objective facts rather than opinion. Other authors find similar criteria for the content of an 

annotated bibliography but insist that it contain an evaluation of the work to inform the 

reader (Haines, 1963; Krummel, 1984). Evaluative comments then seem to have a useful 

benefit in that they help guide the reader to move more expediently through the literature.

For the purposes of this annotated bibliography, there seems little reason to simply 

provide a summary of the works in duplication of what has been accomplished with an 

abstract. Therefore something additional appears to be in order to make this useful to the 

reader to determine how worthwhile the work is. I have chosen to provide both a 

descriptive summary and evaluative judgments to help guide the reader to realistic 

expectations of the work.
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References for Annotated Bibliography

American Psychological Association (1994). Publication manual of the American 

Psychological Association (4th ed.). Washington, DC: Author. *

Carter, B., & Skates, C. (1990). The Rinehart handbook for writers (2nd ed.). Chicago: 

Holt, Rinehart and Winston.

Day, R.A. (1988). How to write and publish a scientific paper (3rd ed.). New York: Oryx 

Press.

Dowrick, P.W. (1986). Social survival for children: A trainers's resource book. New 

York: Brunner/Mazel.

Gibaldi, J., & Achtert, W.S. (1988). MLA handbook for writers of research papers 

(3rd ed.). New York: Modem Language Association of America.

Hains, HE. (1963). Living with books: The art of book selection (2nd ed.). New York: 

Columbia University Press.

Hodges, J.C., & Whitten, M.E. (1986). Harbrace college handbook (10th ed.). New 

York: Harcourt Brace Jovanovich.

Hosford, B. (1990). Winning in vour profession bv writing books: A how-to book for 

professionals in the biomedical and behavioral sciences and the law. Springfield, 

IL: Charles C. Thomas.
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Krummel, D.W. (1984). Bibliographies: Their aims and methods. New York: Mansell 

Publishing.

Lindemann, E. (1994). Guidelines for users of the CCCC bibliography. In G.E.

Hawisher & C.L. Selfe (Eds.). CCCC bibliography of composition and * 

rhetoric 1992. (pp. xi - xiv). Carbondale, EL: Southern Illinois University 

Press.

Madsen, D. (1983). Successful dissertations and theses. San Francisco: Jossey-Bass.

McCrum, B.P., & Jones, H.D. (1966). Bibliographical procedures & style: A 

manual for bibliographers in the library of congress. Washington D.C.:

Library of Congress Reference Department.

Merriam-Webster's collegiate dictionary (9th ed.). (1983). Springfield, MA. 

Merriam-Webster.

Powell, M., & Beard, J.W. (1994). Teacher effectiveness: An annotated bibliography and 

guide to research. New York: Garland.

University of Chicago Press. (1993). The Chicago manual of style (14th ed.). Chicago: 

Author.
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Source Materials for Supported Employment 

Anderson, B., & Anderson, M. (1990). Creating diversity: Organizing and 

sustaining workplaces that support employees with disabilities (p. 18). Juneau, AK: State 

of Alaska Division of Vocational Rehabilitation. A working definition of natural supports 

in the workplace is developed in this document. This definition is useful and is based on 

the authors' experience in the field and from interviewing consumers and professionals. 

Methods for implementing natural supports are suggested that appear to have some merit 

but are often simplistic. Employment specialists would find this booklet useful in 

understanding and implementing natural supports. (Integration)

Broadwell, M.M. (1990, May). Ten myths about instructor training. Training, pp. 

81-83. Presents ten myths (e.g. very little can be learned in a 3 minute practice session) 

that result in poorly designed train-the-trainer courses. This work, based on experiences 

of the author, provides a summary of how trainers can avoid potential hazards in preparing 

and presenting trainings. (Master Trainer Manual)

Buckley, J., Albin, J.M., & Mank, D.M. (1988). Competency-based staff training 

for supported employment. In G.T. Bellamy, L.E. Rhodes, D M. Mank, & J.M. Albin 

(Eds.), Supported employment: A community implementation guide (pp. 229-245). 

Baltimore: Paul H. Brookes. This chapter furnishes a conceptual model for identifying the 

training and competency requirements of an organization's personnel. It identifies staff 

roles and the skills and knowledge to perform those roles. Methods are given to
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determine the most effective training formats to achieve specific outcomes. Evaluation of 

training is addressed in terms of outcomes of the supported employment agency.

Research from this chapter supports the 11 competency areas selected for training 

materials for employment specialists. This chapter is useful for personnel trainers and 

administrators in selecting competencies for training and evaluating the course of 

instruction. (General background source)

Buckley, J., Mank, D., & Sandow, D. (1990). Developing and implementing 

support strategies. In F.R. Rusch (Ed.), Supported employment: Models, methods, and 

issues (pp. 131-144). Sycamore, EL: Sycamore Publishing. The authors provide practical 

recommendations for conducting follow-along support services. Twelve follow-along 

activities are described that maintain the responsiveness of employment specialists to 

employer and consumer needs. This article is a sensible and useful guide for employment 

specialist in providing follow-along services. (Follow-Along)

Campbell, J.F. (1991, July). The consumer movement and implications for 

vocational rehabilitation services. Journal of Rehabilitation. 1 (3), 67-75. This article 

highlights the consumer movement of people with psychiatric disabilities and its impact on 

the service delivery system. The author points out that traditionally, professional service 

providers have maintained a dominant role that is now being questioned. The shift that 

this movement is creating is that people with psychiatric disabilities need to take a central 

role to influence service delivery. The author suggests (1) that professionals and
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administrators should not assume they know what is best and (2) that services should be 

restructured so that they are driven by consumer needs and wants. This is a thought 

provoking article for administrators and professional staff in the philosophical foundation 

of service delivery. (General background source) •

Chadsey-Rusch, J. (1986). Identifying and teaching valued social behaviors. In 

F.R. Rusch (Ed.), Competitive employment: Issues and strategies (pp. 273-287). 

Baltimore: Paul H. Brookes. This chapter describes social behaviors of workers that are 

valued by employers and that promote adaptation to employment. Methodology for 

operationalizing social skills is delineated so that they can be more systematically 

evaluated and taught. Intervention strategies are described for teaching social skills for 

people with developmental disabilities in competitive work settings. Information from this 

chapter is useful for employment specialists and researchers. (Task Analysis and 

Integration)

DePoint, B. (Ed.). (1990). Tools of the trade: A hands-on training program for 

supported employment personnel. Minneapolis: RISE. This set of seven books with 610 

pages provides a training program for employment specialists. Training materials are 

designed to be self paced with competence based exercises. These training materials were 

not designed for distance education and lack comprehensive attention to the needs of rural 

and remote locations. Competency areas for training employment specialists 

recommended by this research were incorporated into Alaska training program. For urban
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based programs, these materials would be useful for trainers conducting pre-service 

trainings for employment specialists. (Follow-Along, Integration, Putting it All Together, 

and Challenging Behaviors)

DeStefano, L. (1990). Designing and implementing program evaluation. In F.R. 

Rusch (Ed.) Supported employment: Models, methods, and issues. Sycamore, IL: 

Sycamore Publishing. This chapter outlines practical methods for obtaining information 

that meets the needs of its users. Effective evaluation of supported employment programs 

is crucial to providing meaningful services. Evaluation requirements for supported 

employment that are addressed include compliance monitoring, process evaluation, 

outcome evaluation, and efficiency evaluation. Considerations and principles for designing 

program evaluations for supported employment are outlined for administrators. (General 

background source)

Fadely, D.C. (1987). Job coaching in supported work programs. Menomonie,

WI: University of Wisconsin-Stout, Materials Development Center Stout Vocational 

Rehabilitation Institute, School of Education and Human Services. Materials contain 

useful exercises in learning the fundamentals of providing supported employment services.

These materials provide a useful training workbook for entry level supported employment 

personnel. (Job Analysis and Worker-Job Match)

Fairweather, G.W., & Fergus, E.D. (1987). Employment training specialist series. 

Lansing, MI: Michigan State University, Supported Employment Technical Assistance
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Project. A series of five competency based-training manuals containing 625 pages, used in 

workshops to train instructors to train others in supported employment. Competency 

areas selected for this series incorporates the 11 topic areas chosen for the employment 

specialist training materials developed for Alaska. The instructional materials are well 

organized and comprehensive. They are designed to be delivered in classroom settings 

and are not suitable for distance education. (Job Development, Task Analysis, and 

Follow-Along)

Grossi, T.A., Test, D.W., & Keul, P.K. (1991 July, August, September). Strategies 

for hiring, training and supervising job coaches. Journal of Rehabilitation, pp. 37-42. The 

quality of a supported employment program is based on an agency's ability to find and 

train job coaches. Strategies are offered for hiring, training, and managing job coaches. 

Competency areas needed by employment specialist are provided that include the 11 

competency areas selected for the Alaska training materials. Supported employment 

managers and supervisory staff are the targets of this article. (General background 

source)

Hagner, D., Rogan, P., & Murphy, S. (1992). Facilitating natural supports in the 

work place: Strategies for support consultants. Journal of Rehabilitation. 58 (1), 29-34. 

The authors explore aspects of the traditional employment specialist's role in supported 

employment that create obstacles to the formation of social relations between the 

supported employee and fellow workers and supervisors. Five strategies for developing
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natural supports in the workplace are described. These strategies provided are practical 

approaches for employment specialists. (Integration)

Hill, M., Cleveland, P., Pendleton, P., & Wehman, P. (1982). Strategies in the 

follow-up of moderately and severely handicapped competitively employed workers. In P. 

Wehman & M. Hill (Eds.), Vocational training and placement of severely disabled persons 

(Vol. 3, pp. 160-171). Richmond, VA: Virginia Commonwealth University, Project 

Employability. The focus of this article is the rationale and importance of follow-up 

services in supported employment for employees with severe disabilities. This research 

indicates that the success of supported employment for people with severe disabilities is 

dependent upon the type and quantity of follow-up services provided. Suggestions for 

types of follow-up services are provided. These strategies are useful for employment 

specialists. (Follow-Along)

Hill, J.W., Wehman, P., Hill, M., & Goodall, P. (1986). Differential reasons for job 

separation of previously employed persons with mental retardation. Mental Retardation. 

24,347-3 51. Data over a 6 year period were analyzed to determine the reasons for job 

separations in competitive employment for people with mental retardation. The findings 

of this study have significance in service programming for individuals who are mildly and 

moderately mentally retarded. (Populations)

Inge, K.J., Barcus, J.M., & Everson, J.M. (1988). Developing inservice training 

programs for supported employment personnel. In P. Wehman & M.S. Moon (Eds.).
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Vocational rehabilitation and supported employment (pp. 145-161). Baltimore: Paul H. 

Brookes. Clearly outlined steps are provided for designing a training program for 

supported employment. Steps in training go from needs assessment to follow-along and 

program evaluation. This article includes a practical and readily usable needs assessment 

instrument. Assessment data is used to develop training materials and to focus on specific 

agency goals. Information in this chapter can be practically applied by service providers to 

design and implement workshops for inservice trainings. (General background source) 

Kieman, W.E., Smith, B.C., & Ostrowsky, M.B. (1986). Developmental 

disabilities: Definitional issues. In W.E. Kieman & J.A. Stark (Eds.), Pathways to 

employment for adults with developmental disabilities (pp. 11-20). Baltimore: Paul H. 

Brookes. This chapter reviews the positive and negative aspects of the functional 

definition of developmental disabilities. This definition, newly in federal legislation at the 

time, is analyzed in terms of its implications for the delivery of services. An important 

finding of this chapter is that individualization of program planing is an outcome of 

adopting a functional definition. This work is significant to policy makers and 

professionals in the field. (Populations)

Kochany, L., & Keller, J. (1981). An analysis and evaluation of the failures of 

severely disabled individuals in competitive employment. In P. Wehman (Ed.). 

Competitive employment: New horizons for severely disabled individuals (pp. 181-198). 

Baltimore: Paul H. Brookes. The causes of failure for people with developmental
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disabilities in competitive employment are identified. In most cases a combination of 

issues is identified as responsible for dismissal. These findings are valuable for supported 

employment personnel for planning and programming to reduce dismissal from jobs. 

(Populations) '

Kopp, T.W. (1988, June). Making trainees want to learn. Training and 

Development Journal, pp. 43-47. Presents an adult instructional model that combines 

motivational and instructional design. This instructional model actively involves learners 

in the educational process. This instructional model includes a helpful case example for 

trainers who work with adult learners. (Master Trainer Manual)

Kreutzer, J.S., & Morton, M.V. (1988). Traumatic brain injury: Supported 

employment and compensatory strategies for enhancing vocational outcomes. In P. 

Wehman & M. Moon (Eds.) Vocational rehabilitation and supported employment (pp. 

291-311). Paul H. Brookes. Describes traumatic head injuries and the implications for 

long-term impairments. Individuals with traumatic brain injuries experience high 

unemployment rates and the authors suggests the use of supported employment. This is 

an important article in expanding the use of supported employment strategies to meet the 

needs of those with traumatic brain injuries. Information from this article is meaningful to 

those involved in policy making as well as professionals in the field of supported 

employment and rehabilitation. (Populations)

A Statewide Training Model 57

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



LeRoy, B.W., & Hartley-Malivuk, T. (1991 April, May, June). Supported 

employment staff training model. Journal of Rehabilitation, pp. 51-54. This article 

evaluates the effectiveness of a competency based training program for supported 

employment personnel. Instructional materials were designed around eight skiH areas 

identified as being required of supported employment personnel. These eight competency 

areas were included in the Alaska training materials. A research design is provided to 

evaluate the effectiveness of the training program. This model is useful for professionals 

involved in training supported employment personnel or the evaluation of training. 

(General background source)

MacDonald-Wilson, K.L., Revell, W.G., Nguyen, N.H., & Peterson, M.E. (1991, 

July). Supported employment outcomes for people with psychiatric disabilities: A 

comparative analysis. Journal of Vocational Rehabilitation. 1 (3). 30-44. This research 

explores outcomes of competitive employment for two populations of consumers 

receiving supported employment services. Data was gathered and analyzed comparing 

individuals who experience severe mental illness and individuals with a nonpsychiatric 

disability. Noticeable differences were found in the two groups that have implications for 

refinement of supported employment services. Information from this research is important 

for professionals in the field of supported employment who are involved in designing and 

implementing services for individuals with a psychiatric disability. (General background 

source)

A Statewide Training Model 58

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 59

Mank, D.M., Rhodes, L.E., & Bellamy, G.T. (1986). Four supported employment 

alternatives. In W.E. Kieman & J.A. Stark (Eds.), Pathways to employment for adults 

with developmental disabilities (pp. 139-153). Baltimore: Paul H. Brookes. This chapter 

describes the service models in supported employment and compares the quality issues of 

the different models. Evaluation models to determine quality issues in supported 

employment are explored. A comprehensive overview of the four supported employment 

alternatives is described. This work is significant to professionals in supported 

employment in understanding and evaluating quality issues for different service models. 

(Introduction to Supported Employment)

Murphy, S.T., & Rogan, P.M. (1994). Developing natural supports in the 

workplace: A practitioner's guide. St. Augustine, FL. Training Resource Network. This 

book identifies practices of employment specialists that block the natural development of 

relationships between employees with disabilities and their fellow workers. 

Recommendations are made for changing the approach to supported employment from 

training and providing supports for people with disabilities to promoting natural sources of 

training and support that are present in the work place. This book is useful in providing 

steps for employment specialists to take in helping build natural supports in the workplace 

for people with disabilities. (General background source)

National Foundation of Dentistry, & The Developmental Disabilities Technical 

Assistance System. (1979). Profile of developmental disabilities. In R. Wiegerink, & J.W.
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Pelosi (Eds.), Developmental disabilities: The DD movement (pp. 7-131. Baltimore: Paul

H. Brookes. This chapter was originally a slide/tape presentation by the National 

Foundation of Dentistry, & The Developmental Disabilities Technical Assistance System 

that was edited. Discusses developmental disabilities (DD) as being more than a medical 

diagnosis. Describes the functional aspects of DD definition and provides examples of 

primary physical and cognitive features of the major developmental disabilities. Useful 

examples and profile of developmental disabilities for those entering the field. This article 

pre dates some important changes in the field. (General background source)

Neubert, D.A., & Krishnaswami, U. (1992 January, February, March). Supported 

employment programs in Maryland: Personnel issues and training needs. Journal of 

Rehabilitation, pp. 43-48. A survey of supported employment programs in Maryland 

established current and predicted personnel needs as well as training needs. The largest 

need for personnel were job coaches and job developers. Categories of training needs 

were established. The findings of this survey have implications for university training 

programs and adult service providers. (General background source)

Nisbet, J., & Sowers, J. (1995). Supported employment: Lessons learned. 

Community Services Report. 2(2). 4-6. The authors offer their observations ("5 lessons 

learned") and a series of suggestions about the elements of successful employment for 

people with disabilities. Observations of the authors point to the value of increasing 

natural supports in the workplace. The insights from this article are useful for those
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providing supported employment services and for businesses that hire people with 

disabilities. (General background source)

Renzaglia, A.M., & Everson, J.M. (1990). Preparing personnel to meet the 

challenges of contemporary employment service alternatives. In F.R. Rusch (Ed ), 

Supported employment: Models, methods, and issues (pp. 395-408). Sycamore, IL: 

Sycamore Publishing. Research is summarized concerning the lack of trained and 

experienced personnel to provide quality vocational training and employment services.

The growing number of people with disabilities entering training programs has strained a 

system lacking personnel. Additional implications are that training programs need to be 

competency-based, field-based, and founded in the requirements for adult learners. Data 

from this article are useful to those who provide training to vocational educators, 

vocational rehabilitation, and service providers. (General background source)

Rhodes, L., Sandow, D., Mank, D., Buckley, J., & Albin, J. (1991). Expanding 

the role of employers in supported employment. Journal for the Association for Persons 

with Severe Handicaps.6.213-217. Supported employment is reconceptualized in terms 

of the roles of the service delivery personnel and employers. This paper is significant in 

promoting the concept of natural supports at the work site and reducing dependency on 

external professionals. The implications of natural supports will increasingly affect 

professionals in the field as well as the conceptual framework for planning strategies at the 

work site. (Job Development)
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Rusch, F.R. (1986). Developing a long-term follow-up program. In F.R. Rusch 

(Ed.), Competitive employment issues and strategies (pp. 225-232). Baltimore: Paul H. 

Brookes. This chapter focuses on the need to maintain employment for people with 

disabilities after they have found employment. Factors that are significant in remaining 

employed are discussed. Useful procedures are discussed for the development of follow- 

up programs, including evaluation, establishing priorities, remediation, and 

implementation. Direct service personnel stand to benefit from the information in this 

article. (Follow-Along)

Rusch, F.R., & Hughes, C. (1990). Historical overview of supported employment. 

In F.R. Rusch (Ed.), Supported employment: Models, methods, and issues (pp. 5-14). 

Sycamore, IL: Sycamore Publishing. Provides a summary of the research and legislation 

that was significant in the development of the supported employment models for 

employment of persons with severe disabilities. This succinct overview of the 

development of supported employment would be useful to supported employment 

personnel at all levels of training and authority. (Introduction to Supported Employment).

Salzberg, C.L., Martella, RC., Marchand-Martella, N.E., Morgan, R.L., 

Christensen, A.M., & Moore, S.C. (1992). Quality of vocational outcomes for adults with 

disabilities: One fundamental impediment. Journal of Vocational Rehabilitation, 2 (2), 46

52. This research concludes that there are inequities between rehabilitation facilities and 

public school systems in terms of formal credentials, training, pay scales, and working
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conditions. Rehabilitation workers were found to have lower wages and fewer benefits, 

poorer working conditions, and were less well trained than personnel in equivalent 

positions in the school system. These conditions make it difficult for rehabilitation 

facilities to compete for qualified staff and thus affects the quality of services provided to 

people with disabilities. The implications of this research are important for policy makers 

and administrators. (General background source)

Summers, J.A. (1986). Who are developmentally disabled adults? A closer look 

at the definition of developmental disabilities. In J.A. Summers (Ed.), The right to erow- 

up: An introduction to adults with developmental disabilities (pp. 3-15). Baltimore: Paul

H. Brookes. Gives a concise definition and history of the term developmental disabilities 

from legislative action. This definition is readily understood and issues surrounding the 

definition are identified. Provides essential background information for students and 

professionals. (Introduction to Supported Employment)

Test, D.W., KeuI, P., & Howell, A. (1993, January/February/March). Community 

resource trainers: Meeting the challenge of providing quality supported employment 

follow-along services. Journal of Rehabilitation. 40-44. This article proposes that follow- 

along services need to be provided by people trained in a new role as "Community 

Resource Trainers." This position is described as distinctly different from that of a job 

coach. Duties of the Community Resource Trainer would be to provide long term follow- 

along services, systematically fade those services with the goal of normalization and

A Statewide Training Model 63

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 64

quality of life. The conceptualization seems somewhat useful. The weakness is in its 

omission of natural supports in building follow-along supports. Despite its weaknesses, 

this conceptual framework has some utility for employment specialists providing follow- 

along services. (General background source) Ward, K., Dowrick, P.W.; & Orth,

C. (1991). Task analysis for job coaches. Anchorage. Alaska Specialized Education and 

Training Services (Videotape). This videotape was designed as part of a package of 

training materials for supported employment personnel. The videotape features workers 

with disabilities performing job duties and describes the task analysis used to train the 

employee. The second part of the videotape is an exercise for constructing a task analysis. 

Modeling of a task analysis and the practical exercise make this a useful teaching aid for 

those conducting training for entry level supported employment personnel. (Task 

Analysis)

Ward, K.M., Dowrick, P.W., & Weyland, A. (1993). Job coach follow-along 

activities: Analysis and recommendations. Developmental Disabilities Bulletin. 21. 36-51. 

Research was conducted to identify effective follow-along services provided by 

employment specialists for people with developmental disabilities working in supported 

jobs. Follow-along services were evaluated to determine employer satisfaction with 

supported employees. As a result, 12 follow-along activities were identified as being 

significant to employer satisfaction with supported employees. The findings and
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recommendations of this article are valuable for personnel who design training or 

supervise employment specialists. (Follow-Along)

Wehman, P. (1981). Competitive employment: New horizons for severely disabled 

individuals (259 pages). Baltimore: Paul H. Brookes. Presents a blueprint for designing 

and implementing vocational programs for people with developmental disabilities that will 

move consumers from sheltered workshops to competitive employment in the community. 

The focus is on individuals who experience moderate and severe disabilities. This book 

provides a useful and still timely framework for professionals on how to build programs 

that provide training, advocacy, placement, and retention for consumers who are severely 

disabled. (Task Analysis)

White, D. (1986). Social validation. In F.R. Rusch (Ed ), Competitive 

employment: Issues and strategies (pp. 199-213). Baltimore: PaulH. Brookes. The 

concept of social validation as a method for evaluating work behavior and behavioral 

interventions is explored. The social acceptance of interventions used in supported 

employment can be evaluated with the use of social validation methodology. Thus, 

procedures that may be effective in dealing with the behaviors of people receiving 

supported employment services can be evaluated to determine if they would be 

unacceptable in a particular work culture. Strategies for conducting social validations are 

described. These methods although perhaps cumbersome, provide a method for
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evaluating interventions in relation to the work culture that should prove useful to 

employment specialists. (Task Analysis)

Wood, R., & Steere, D. (1992). Evaluating quality in supported employment: The 

standards of excellence for employment support services. Journal of Vocational 

Rehabilitation. 2 (2), 35-45. A system for evaluating quality in supported employment 

driven by six guiding principles is outlined. The primary source of information for this 

evaluation comes from the consumers of supported employment services, who report 

about the impact of services on their lives. This article provides an important consumer- 

based conceptual framework for personnel who are concerned with evaluating services. 

(General background source)

Zemke, R., & Zemke, S. (1981, June). 30 things we know for sure about adult 

learning. Traininc/HRD. pp. 45-47. Gives a brief overview of the information on adult 

learners. Categories in adult learning covered are motivation, designing curriculum, and 

working with adults in the classroom. This is concise and valuable information for trainers 

who design adult learning curricula. (Master Trainer Manual)
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Epilogue

Training materials and the distance training model were found to be effective and 

useful by Master Trainers, Employment Specialists, and Agency Administrators. Master 

Trainers were able to meet the training needs of Employment Specialists over wide 

geographical areas. Employment Specialists in urban, rural, and remote areas of the state 

gained quality skills to meet their job requirements.

The training project increased the number of available Master Trainers in diverse 

communities throughout the state. Master Trainers using this model and materials have 

conducted trainings that have increased the number of certified Employment Specialists in 

the state. Having Master Trainers in various regions of the state thus m inim izing travel 

expenses has proven to be cost effective. The effectiveness of this training model has 

implications for additional training in Alaska and for instructional needs in other rural and 

urban areas. Subsequent to this project, other training programs have also used this model 

successfully (Ryan-Vincek & Hughes, 1993).

Limitations of a Statewide Training Model

Quality control of training over time may be compromised due to the lack of on 

site formal monitoring and follow-up. As training materials are adapted to meet the needs 

of rural and remote areas, there may be a drift from the quality of the original materials.
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Additionally, there is no clear formal mechanism to update training materials to remain 

abreast of new research findings.

Some of the original materials are now outdated. For example, the area of natural 

supports is addressed in the training manuals but is not reflective of more current research 

and emphasis in this area. Also, definitions used in the manuals for individuals who have 

severe mental illness, are based on Diagnostic and Statistical Manual of Mental Disorders- 

III-R. Subsequent to the writing of the manuals, the Diagnostic and Statistical Manual of 

Mental Disorders-IV. has been published.

The success of this project has enhanced the State of Alaska's ability to meet the 

needs of people who require supported employment services and has proven to be an 

effective training model for other instructional endeavors. This training grant has proven 

important for the state and represents applied research and a practical project. It is my 

hope that as the field of Supported Employment continues to grow, changes in the 

technology will be incorporated into the existing materials to keep them viable.
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HISTORICAL OVERVIEW

Supported employment derives from 
various federal laws and specifically from 
the Developmental Disabilities Act of 1984. 
These federal mandates evolved from a 
series of social and legal events which in
clude broadening of the population served 
by rehabilitation, integration of people with 
disabilities into the community, the civil rights 
movement, and a commitment to personal 
fulfillment for ail people. Supported em
ployment did not just appear but is the result 
of many social legal and historical factors 
which have led to integration of persons with 
severe disabilities in employment, living, 
and recreating activities (Fairweather & 
Fergus, 1987).

The ability and willingness of per
sons with severe disabilities to work has 
been demonstrated by numerous commu
nity service projects and research. This 
documentation has functioned to raise 
awareness of those concerned with em
ployment of persons with severe disabili
ties. In order to understand supported 
employment, we must understand the dif
ferences between traditional vocational 
(rehabilitation) services and supported 
employment. Traditional vocational services 
fo r persons with severe disabiliti es are based 
on the following approaches:

1. Success or Failure: persons with 
disabilities are defined as a success or a 
failure based on their ability to live or work 
independently (without support).

2. Segregation: it is assumed that 
many people with severe disabilities benefit 
from services provided in separate settings 
sucn assneltered workshops, group homes, 
or separate school buildings.

Module #1
Introduction 3. Linear Service Model: traditional 

services are based on a readiness model or 
continuum. Persons with disabilities were 
experted to graduate through pre-defined 
steps or levels before they are eligible for 
certain services. Placement in competitive, 
community jobs was contingent upon suc
cessful performance in a pre-vocational 
(emphasis on work behaviors such as 
coming to work on time, attention to task, 
grooming, etc.) '

4. Evaluate - Train - Place: the linear 
service model places emphasis on evalu
ation of abilities and aptitudes as a predictor 
of future vocational success. Opportunities 
for specific vocational training and subse
quent placement on a job are based on 
evaluation data. Further it is assumed that 
specific vocational training precedes job 
placement (Fairweather & Fergus, 1987).

Persons with severe disabilities have 
little chance of success with the traditional 
service model. In fact. Whitehead (1978) 
reported that only 12% of individuals with 
severe disabilities served in sheltered 
workshops were placed in competitive em
ployment, and even fewer (7%) were placed 
from a work activities center program (pre- 
vocational emphasis). Applied research 
suggests that current skill deficits of persons 
with severe disabilities does not imply lim
ited learning ability (Bellamy, Homer, & 
Inman, 1979). The supported employment 
service model offers alternatives to the tra
ditional service model:

1. Lifelong Support: funding is now 
available to provide lifelong support ser
vices needed for an individual with severe 
disabilities to maintain employment. Ser
vices include retraining by a job coach, 
transportation, job accommodations, and 
pro-active follow along contacts.

Page 1
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2. Integration: Services are provided in 
normalized settings which provide oppor
tunities for frequent interactions with non
handicapped peers.

3. Array of Options: Each worker's 
needs, interests, and abilities are consid
ered individually. Services are not pro
vided through a pre set sequence or 
continuum, but provided through a sup
ported employment option which repre
sents a good match between the indi
vidual and job requirements.

4. Place - Train - Evaluation: Per
sons with severe disabilities often have 
difficulty generalizing skills from one 
setting to another. The place - train - 
evaluate approach used in supported 
employment emphasize teaching skills in 
the actual work setting in which they will 
be used. Evaluation is viewed as an 
ongoing process of measuring progress 
(Fairweather & Fergus, 1987).

Supported employment is an inter
vention that has been successful in em
ploying many workers with severe disabili
ties in competitive settings.

Module #1
Introduction
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FOUR MAJOR COMPONENTS OF 
SUPPORTED EMPLOYMENT

Module #1
Introduction

Supported employment is, above all, 
paid work in an integrated work setting. 
Ongoing support services are provided to 
individuals with severe handicaps to enable 
them to perform the requirements of their 
jobs and retain those positions. There are 
four major components of supported em
ployment.

1. Paid Work: Supported Employment 
may be part- orfull-time with payment 
above or below the minimum wage 
dependent upon the individual’s 
ability to create goods and sen/ices. 
The work is to be a minimum of 20 
hours per week, preferably on a four 
hour per day, five day a  week basis. 
A minimum level of productivity or 
wage is not addressed in the defini
tions.

2. Integrated Work Setting: The job 
must be at a worksite that employs 
people without disabilities. That is, 
most of the workers do not experi
ence a disability or there is a combi
nation of co-workers without dis
abilities and not more than 8 workers 
with disabilities grouped together. 
Integration occurs when the person 
with disabilities works with or in the 
vicinity of and have contact with non
disabled co-workers who are not paid 
caregivers. (Rhodes. 1986).

3. Severe Handicap: Severe disability 
refersto persons who require support 
that is ongoing and intensive in order 
for them to work and live in commu
nity settings. The disabilities expe

rienced by this group may be in the 
work of physical, mental and multiple 
disabilities. (Bellamy. Rhodes. Mark, 
Albin. 1988)

4. Ongoing Support Services: In order 
to qualify for Supported Employment, 
an individual must require ongoing 
support in order to maintain success 
in the workplace and in order for that 
support to succeed it must receive 
funding on an ongoing basis. Sup
port for employment is intervention 
onented and includes: assessment 
of service needs, counseling, super
vision, training, advocacy, services 
to the employer, case management, 
and transportation (Schalock, 1988)

MAJOR COMPONENTS 
OF SUPPORTED 
EMPLOYMENT

Paid Work

Integrated Work: Settinc

Severe Handicap

Ongoing Support 
Services

Page 3
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DVR SUPPORTED EMPLOYMENT 
DEFINITIONS

The Rehabilitation Act ot 1973, as amended, 
further clarified the concept of supported 
employment. Regulations for Title VI fund
ing for supported employment sen/ices 
through the Division of Vocational Reha
bilitation quantifies the definition of supported 
employment:

Underthe regulations, definitions for Title VI 
funding are:

Supported Employment = Competi
tive work in an integrated work set
ting with on-going support services 
for individuals with severe handicaps 
for whom competitive employment:

Has nottraditionally occurred; 
or

Has been interrupted or in
termittent as a result of severe 
handicaps; or

Transitional employment for 
individuals with chronic men
tal illness.

Competitive Employment a Work that 
is full time or part time and;

Is at least 20 hours per week 
per pay period; and 
Is in accordance with the Fair 
Labor Standards Act

Integrated Work Setting = Job sites 
where;

Most workers are not handi
capped: or

Most co-workers are not

Module #1
Introduction

handicapped and a work 
group of persons with handi
caps is less than 8; or

If there is a small work group 
without contact with non
handicapped workers other 
than personnel providing 
support services in the work 
setting.

Ongoing Support Services = Con
tinuous or periodic job skill training 
services performed at least twice a 
month at the worksite throughoutthe 
term of employment. Other support 
sen/ices may include transportation, 
personal care services, and coun
seling with family members.

Transitional Employment for Indi
viduals with Chronic Mental Illness

Competitive work in an integrated 
work setting for individuals with 
chronic mental illness who may need 
support services (which are not 
necessarily job skill training) provided 
whether at the work site or away from 
the work site to perform the work. 
The job placement may not neces
sarily be a permanent employment 
outcome.

Traditional Time-limited Post Em
ployment Services = Services that 
are:

Needed to support and main
tain an individual on employ
ment
Based on an assessment of 
the individual’s needs as 
specific in the IWRP; and

Provided for a period not to 
exceed 18 months before 
transition to long term support ■
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FOUR MODELS OF 
SUPPORTED EMPLOYMENT

The fundamental purpose of supported 
employment is to meet individual needs of 
persons with severe disabilities. Although 
there have been four models of supported 
employment that have been basic to its 
development, there are probably as many 
models as there are workers with severe 
disabilities. It is important to remember that 
the “best model* of supported employment 
is the one that most appropriately meets the 
needs of an individual worker. Individual 
needs include abilities, behavior, experience, 
interests, physical characteristics, social 
skills, and general health. Further, envi
ronmental needs are also important. Issues 
such as transportation, family suppon, the 
labor market, residential placements and 
availability of vocational services must be 
taken into consideration in developing sup
ported employment options (Fergus & 
Fairweather, 1989).

Supported jobs: In supported jobs, a job 
coach from a non-profit agency locates em
ployment in a one person/one job situation 
in the community, places the individual and 
trains them on the job. Ongoing training and 
support services are provided, as required, 
so the employee can meet the standards of 
the position and maintain employment. It is 
expected that over time, the type and level 
of support by the job coach will be reduced 
but not discontinued. Some level of support 
services will be continued during the dura
tion of employment. The supported jobs 
model is generally viewed as the least re
strictive of the four service models. The 
employee with disabilities is hired by the 
business at or above minimum wage.

Enclave: Enclaves differ from supported 
jobs in that it is a group supported employ
ment alternative. The enclave employs a 
small group of individuals with disabilities 
(no more than 8) and a specially trained 
supervisor, who works in close proximity. 
Enclaves allow for continuous training and 
supervision that goes beyond the initial 
training period. Enclaves are located within 
businesses in the community. Typically 
enclaves are perceived as being for those 
with more severe disabilities who require 
more intensive support than is required in 
the supported jobs model. Like supported 
jobs, the job coach forthe enclave is provided 
by a non-profit agency and the employer of 
record may be the business orthe non-profit 
agency.

Mobile crews: Mobile crews are a group 
supported employment alternative that 
perform contract services in the community 
as a single service business. Services have 
typically been janitorial or groundskeeping 
work that are performed out of a van and are 
managed by a non-profit agency, who pro
vides job coaches as well as payment of 
worker wages and benefits. Crews consist 
of not more than eight individuals. Mobile 
crew supervisors must be able to obtain and 
meet the requirements of contracts as well 
as train and supervise people with severe 
handicaps.

Entrepreneurial (Also referredto as Small 
Business or Benchworkt: The entrepre- 
neu nal model is operated as asmall business 
and shares many features of traditional 
sheltered workshop. Animportantdifference 
is that programs are kept small (serving 
fewer than 20 people: 8 or less if Division of 
Vocational Rehabilitation funds are involved) 
and located close to stores and restaurants 
to increase integration during lunch, breaks 
and before and after work. Typically, the 
entrepreneurial business is single minded.

Page 5
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producing only one product. The entrepre
neurial model is appropriate for workers 
who are the most severely disabled and 
require considerable, continuous supervi
sion. In the entrepreneurial model, as in the 
mobile crew model, a non-profit agency is 
the employer of record as well as providing 
job coaches.

Module #1
Introduction

Minimum standards for supported employ
ment are provided by Federal and 
OVRIegaldefinitions. These standards are 
reflected in the four major components of 
supported employment Quality implies 
moving beyond minimum requirements 
along acontinuum of lessto moredesireable.

QUALITY IN SUPPORTED 
EMPLOYMENT

Quality is complex issue in supported em
ployment forit is both a service to employers 
and a job for the worker with disabilities. 
Dimensions of quality can be based on 
inputs, processes, and outcomes. Inputs 
represent the resources available to de
velop service options; processes are the 
steps taken by service providers to achieve 
consumer outcomes; and outcomes are the 
bottom line benefits to consumers; economic 
benefits, job retention and promotions, inte
gration levels, and impact on the individual’s 
overall quality of life(Bellamy, Rhodes, Mank, 
& Albin 1988).

Quality in supported employment is 
not a set of absolute standards. Supported 
employment is a dynamic concept which wi II 
constantly change in a changing environ
ment. When making decisions about the 
quality of supported employment services, 
it is important to note the limitations and 
constraints of funding, as well as the avail
ability of opportunities and choices. It is 
useful to envision the quality of supported 
employment on a continuum of less to more 
desirable characteristics 
( Fairweather & Fergus, 1987).

Page 6
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Quality Features of Supported Employment

Core Fm ujb  Supported Ermtovmem Lass Desirable MsfaDwhbh-

1. Employment statue Employ** engaged in non- 20 hours psr week of paid FulHime employment
paid activity employment

2. Integration Mar* titan eight parsons Eight parsons ar*
ara employed in a  group. employed in a  group.

Has intraquant social 
contacts with non
disabled co-employaas.

On* parson with 
disabdities is employed at • 
a job sit*.

Has frequent social 
contacts with non-<£sablad 
co-employees.

All non-caragnnng eo- 
amployaas am disablad.

Wonts in proximity to vary Works in proximity to non*
law non-disablad 
employees; does 
dissimilar jobs to that 
performed by other 
employees.

disablad co-*rrploy*** 
doing similar work.

3. Ongoing Support Publicly funded support is Publicly fundad support is Adequate publicly funded
not available.

Support is not required to 
sustain employment.

available but at 
inadequate amounts or 
times to ensure job 
requirements ara m a t

Level of support provided 
does not consistently 
sustain employment 
without interruption.

Support system assesses 
performance through 
employer reports only.

support is available to 
ensure job requirements 
ara m et

Support sustains 
employment opportunity.

Support system directly 
assesses |ob performance 
and provides remediation 
or training aa necessary.

4. Seventy of disability Person employed requires 
only initial training and job 
support.

Limiteo availability of 
service coordination 
exists for persons with 
most severe disabilities.

Service coordination 
mechanism determnes 
employment option is 
appropriate and least 
restrictive', i.e.. provides 
needed support only.

(Rhodes, tMSj
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Quality Characteristics of an Enclave within a Large Company

Charactflristics
1. Physical Spaca

2. Type of work

3. Personnel Status

4. Pay. benefits

5. Transportation

8. Number at Spadal Lina 
Employees

7. Work routinas (e .g , hours 
worked. days worked. braak 
and lunch times)

8. Staff suparvision

9. Support organization

Less Desirable

Employees ara physically saparalad 
from co-workars by walls or othar 
barriers.

More Desirable

Empioyaas ara locatad in physical 
proximity to co-workars: co-workars 
work in proximity to employees  with 
disabilities.

Work partormad is not typicaly dona Work performed is typical of work 
by co-workars. dona by co-workars

Empioyaas ara legally employed by a  Empioyaas ara legally employed by 
third-party support organization. the host company.

Pay and benefits ara based upon 
productivity, commensurate with 
wages/benelits recarved by co- 
workars.

Arrive via segregated bus (or people 
with disabilities

Larger numbers (mors than 8)

Different from routinas of workers

Low skills in industry-practices and in 
trainingrsupermsing parson with 
disabilities

A rrive via carpools with co workers or 
by public transportation

Employees with disabilities represent 
1% or lass of total workforce , groups 
no more than 8 parsons with 
disabilities.

Same as those of co-workers

Supervisor is employ ad by third party 
support oiganization.

Is highly visible within the host 
oompany (has staff prasant at ail 
timas. acts as subcontractor within 
company)

Understands relevant company 
procedures and brings 
training/supervision skills to 
company.

Supervisor is employed directly by 
company.

Maintains low visibility, but assists 
company when requested to maintain 
and support employment. a.g.. 
training othar company empioyaas, 
providing bah amor management 
consultation, screening potential 
empioyaas and maintasung special 
documentatnn required by 
government (if any)

(Rhodes. 1985)
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Quality Characteristics ol a special Manufacturing Line to Employ Persons with 
Severe Disabilities within a large company

Characteristics

1. Physical Space

2. Type of work

3. Personnel Status

4. Pay. benefits

5. Transportation

6. Number of Special Line 
Employees

7. Work routines (e.g„ hours 
worked, days worked, break 
and lunch times)

8. Staff supervision

9. Support organization

Less Desirable

Employees are physically separated 
from co-workers by walls or other 
barriers.

Work performed is not fypicaOy done
b y  C O -w o rk ers.

Employees are legally employed by a 
third-party support organization.

More Desirable

Employees are located in physical 
proximity to co-workars; co-workers- 
work in proximity to employees wilh 
disabilities.

Work performed is typical of work 
done by co-workers

Employees art legally employed by 
the host company.

Pay and benefits are based upon 
productivity, commensurate with 
wages/benefits received by co
workers.

Arrive via segregated bus tor people Arrive via carpools with CO-workers or
with disabilities by pubic transportation

Larger numbers (more than 8)

Dilterem from routines ol workers

Low skills in industry practices and in 
training/supervising person with 
disabilities

Supervisor is employed by third party 
support organization.

Is highly visible within the host 
company (has staff present at all 
limes, acts as subcontractor within 
company)

Employees with disabilities represent 
IT. or less of total worklorct. groups 
no more than 8 persons with 
disabilities.

Same as those of co-woikers

Understands relevant company 
procedures and brings 
trsinmg/supervtsion skills to 
company.

Supervisor is employed directly by 
company.

Maintains low visibility, but assists 
company whan requested to maintain 
and support employment, e.g.. 
training other company amployees, 
providing behavcr management 
consultation, screening potential 
employees and maintaining special 
documentation required by 
government (if any)

(Rhodes. 1985)
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Module #1 Exercise 1.1
Introduction —

SUPPO RTED E M P LO Y M E N T DEFINITIONS 
(Federa l Definition)

Instructions: Below you are provided a series of statements in regards to the Federal 
Definition of supported employment. Read these statements and mark the onesthat most 
apply to the Federal Definition.

1. Support services are not required.

2. Employee is engaged in non-paid activity, e.g., a trial work period.

3. Work is performed in an integrated setting.

4. Supported employment is for people who traditionally have not been competi
tively employed.

5. Paid work.

6. A person with severe handicap requires ongoing support services.

7. The majority of co-workers do not have disabilities.

.  8. Supported employment involves a trial work penod where the worker volun
teers.

Exercise 1.2

SUPPO RTED EM PLO YM EN T DEFINITIONS 
(DVR D-YmVcm

Com ponents of Supported Employm ent

Instructions: Below you will find a series of statements concerning the DVR Definition of 
supported employment. Read these statements and mark the ones that are in the DVR 
Definition.

1. A worker with a disability does not have regular contact with workers without 
disabilities.

2. Workers for whom competitive work has not occurred.

3. Is not for people with chronic mental illness.

4. Work is for less than 20 hours per week.
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5. In the work setting, most workers are are not disabled.

6. Ongoing support services are not required once the person has been ad
equately trained.

7. A work site employs chronic mentally ill with the goal of the employment being 
transitional. ‘

8. Provide support services for a worker who has a history of being competitively 
employed.

9. Employment that is at least 20 hours per week.

10. The support service of transportation is provided on an ongoing basis.

Exercise 1.3

A Statewide Training Model 89

SUPPORTED EM PLO YM EN T DEFINITIONS

Instructions: Below are a series of statements or scenarios of work situations. It is given 
that the workers have severe disabilities or chronic mental illness. Indicate if the statement 
meets the criteria of supported employment, or not, then provide the reasons for your 
answer.
1. Larry is employed by a local bank to copy records on to microfilm with a group of 10 

other individuals with severe disabilities and a non-disabled supervisor.
True| | False| | Cannot determine | |
Reason:

2. Judy who is chronically mentally ill works at the Book Cache and receives counsel'
ing to enable her to maintain her job.
True I I False I I Cannot determine I I 
Reason:

3. The University of Alaska employs Mark in the cafeteria where he works 20 hours per
week for less than the minimum wage. ___
True| | False| J Cannot determine I \
Reason:
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4. The Post Office has employed Lucinda who requires transportation services and
ongoing training to perform her work tasks. ____
True I I False I I Cannot determine I I 
Reason:

Module #1
Introduction

5. Howard who is developmental^ disabled works at Carrs carrying groceries, he is the
only person with a disability on his shift. _____
True C H  False | | Cannot determine | |
Reason:

6. Pat works at a motel, cleaning rooms. Her productivity rate is 60% and she is paid
below the minimum wage. ____
True I I False! I Cannot determine I I 
Reason:

7. Albert is employed by Confusion Unlimited to assemble components of a new im
proved widget. He is not able to consistently perform tasks without receiving sup
portive supervision.  ____
True I I False! I Cannot determine I I 
Reason:

8. Rita works independently after hours to clean an office building. She deans the
office after the office staff has left. .___ _
True | | False! | Cannot determine j___j
Reason:

9. Lane who has schizophrenia is stabilized and is working 25 hours a week doing 
assembly work. He requires continued emotional support to perform his job tasks. 
True I I False! I Cannot determine I I 
Reason:
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Module #1
Introduction Exercise 1.4

THE FOUR MODELS AND COMPONENTS 
OF SUPPORTED EMPLOYMENT

Instructions: Below are four scenarios for supported employment For each scenario 
identify which model of supported employment it fits. Then identify how the components for 
supported employment are met by that scenario. Note: Also, identify who is the employer 
of record ( paid work component).

1. Jerry, Larry, Grace. John and Rhett work at the Opportunity Workshop (a non-profit
organization) in their home town. Of the group, Larry is severiy disabled and re
quires extreme support services, the remainder have a medium level of disabilities. 
They report to work at the workshop. Each day they go in the van with their Employ
ment Training Specialist to a work-site to complete contracted work. They complete 
jobs like labeling products at stores and warehouses, shoveling snow, completing 
lawn care and doing janitorial work as required by the job. As a team with their 
supervisor, they go where the work needs to be done and return to the workshop at 
the close of the day to catch their busses. They occasionally work with the employ
ees from the other companies. Their wages vary from job to job depending on the 
pay rate of that job; as well as their productivity rate.

Which model fits the above scenario?

How does it meet the requirements for supported employment? 

Paid work:

Integrated work Setting:

Ongoing Support Services:

Severe Disability:

2. Katie is a 24 year old woman who experiences severe to moderate mental retarda
tion and cerebral palsy. She uses a walker and lives at home with her family. She 
has been working at the Opportunity Workshop (a not for profit organization) for two 
years. Opportunity Workshop runs a full service printshop and bindery business, 
Katie's job is to complete labeling, collation, stapling and assorted bindery tasks.
Her pay rate is variable depending on the contract. There are always a minimum of 
three training staff on the floor who give her training in specific job skills and social 
skiils. There are 15 other individuals with developmental disabilities who work in the 
same setting with Katie. There are six auxiliary staff that complete some of the 

 production tasks.________________________________________________________

Which model fits the above scenario?

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 92

How does it meet the requirements for supported employment?

Paid Work:

Integrated Work Setting:

Ongoing Support Services:

Severe Disability: -
3! Joe is a 38 year old man who has a diagnosis of Down’s Syndrome. He lives in a 
group home with 4 other individuals and support staff. He works at Wendy's and receives 
S4.25 an hour for his work. He clears the trays from the tables, wipes the tables down and 
sweeps the front entrance. Occasionally, he helps his co-workers stock the salad bar as an 
episodic task in his work routine. A Job Coach analyzed the job and then taught Joe the 
steps of his job. The Job Coach comes out and follows up with Joe at least 2 times a 
week. The Job Coach also comes out to do re-training with Joe, or to assist with supervi
sion issues at the employers request This support will continue as long as Joe has this 
job.

Which model fits the above scenario?

How does it meet the requirements for supported employment? 

Paid Work:

Integrated Work Setting:

Ongoing Support Services:

Severe Disability:

4. Diane experiences Schizophrenia and Mild Mental Retardation. She has been 
working in the dishroom of St. Mary's Hospital for over a year. She works there with a crew 
of six other individuals who experience developmental disabilities. Other non-disabled 
individuals work in the kitchen and Dietary Department. Opportunity Workshop (a not for 
profit organization) provides at least one Employment Training Specialist (Job Coach) who 
supervises and trains Diane and her co-workers. The Specialist is on site at all times. The 
Specialist reviews Diane’s progress with her weekly and gives her feedback on her perfor
mance daily. The staff also coordinates with Diane's Group Home to support Diane with 
on-going behavioral issues. Opportunity Workshop has a labor contract with St Mary's 
Hospital and is responsible for paying the workers wages.

Which model fits the above scenario?

How does it meet the requirements for supported employment? 

Paid Work:

Integrated Work Setting:

Ongoing Support Services:

Severe Disability:_________________________________ _____
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QUALITY IN SUPPORTED EMPLOYMENT

Instructions: Read the following series of statements and rate the quality features of the 
supported employment situation by checking that choice. After making that determination, 
provide a reason for your answer. Assume all workers in the example experience severe 
disabilities or chronic mental illness.

1. Randy works in a fast food restaurant in food preparation, he does not produce at 
the same level as his co-workers and is paid below the minimum wage, based on his 
productivity under a special wage certificate.

Less desirable □  Minimum (OK)

Most desirable □ _______________________________________________________
Reason:

2. Over the past year, Linda has been working competitively 40 hours per week, and 
needs progressively less supervision. It is anticipated that in the next 60 days a the 
job coach can be faded out and will assist when requested.

Less desirable D  Minimum (OK) 0
Most desirable D _____________________________________________________
Reason:

3. In the hospital cafeteria, Frank works 25 hours per week with three other persons 
with disabilities and a job coach; the remainder of the staff of 15 are not disabled. 
Frank and the other workers experiencing disabilities are paid according to their 
individual productivity, based on S6.00 per hour.

Less desirableQ Minimum (O K)D
Most desirableQ
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Exercise 1.5Cont.

4. Following a three month probationary period, Helen’s supervisor has increased her 
hours from 20 to 35 hours per week. Helen did not receive the 256 per hour pay 
increase generally given other workers. -

Less desirable Q  Minimum (OK) Q
Most desirable D ____________________________________________________
Reason:

Module #1
Introduction

5. Until recently. Lloyd who is severely disabled has been institutionalized. Three 
months ago he was moved to a residential program and with support is beginning a 
job in the community for 15 hours. He will use a bus service for people with disabili
ties to get to work until he learns to ride the public bus.

Less desirable! | Minimum (OK)Q
Most desirable! I
Reason:

6. A community bank has hired Gaii to perform janitonal services at S5.00 per hour for 20 
hours per week. The bank also employs another janitor who is not disabled. Gail's 
breaks are scheduled for 10:00A.M.; all otheremployees take their breaks at 10:30 A.M.

Less desirableQ Minimum (OK) Q
Most desirableQ
Reason:

7. A job coach from a non-profit organization has located a position for Steve stocking 
shelves for 20 hours per week at minimum wage in a retail store. The job coach has 
learned the job to the store's criteria and is teaching Steve how to perform those 
duties. Following training the job coach anticipates tapering off her presence at the 
store. There are two stockers without disabilities. Steve and the other stockers 
have been assigned responsibility for a specific section of the store.

Less desirable Q  Minimum (OK)Q
Most desirable D _______________________________________________________
Reason:
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8. A manufacturing plant employs Oonna to assemble boxes for shipping. Donna is the 
only one performing this duty since this is a newly created position. She works in 
the vicinity of several handicapped workers who are in the next room. -

Less desirable O  Minimum (OK)Q
Most desirableQ ______________________________________________________
Reason:

Module #1
Introduction

9. The Soup Kitchen Restaurant has hired Sigmond for food preparation. Following job 
training and with job coaching, Sigmond is unable to meet production needs. Until 
Sigmond can meet job expectations, his boss wants him to volunteer his work and 
resume wages when he meets expectations.

Less desirable O  Minimum (OK) [D
Most desirable f~l

Reason:

10. A restaurant in a small remote community has employed Ruth to bus tables and to 
do clean up work. Due to the remoteness of this site it is difficult for the job coach to 
respond immediately to employer requests for assistance.

Less desirableQ Minimum (OK) Q

Most desirableQ

Reason:
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Populations

INTRODUCTION:
DEFINING THE POPULATION FOR SUPPORTED EMPLOYMENT

As demonstrated by the readings in Module #1, federal statutes and guidelines from 
DVR define those who qualify for supported employment services. Supported employment is 
a service forthose incfividuals with the most severe disabilities and is not appropriate forail who 
have disabilities. Individuals with severe disabilities require long-term, on-going services. 
Identifying individuals with severe disabilities is a complex task. Supported Employment 
attempts to meet the vocational needs of individuals with developmental disabilities, chronic 
mental illness and traumatic brain injuries.
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Module #2
Populations Summary

DEVELOPMENTAL DISABILITIES

Historically, definitions of develop
mental disabilities have been based on a 
functional approach. A functional approach 
in defining adevelopmental disability, focuses 
on describing individual needs of the persons 
to be served, in a minimum of three major life 
areas: self-care, receptive and expressive 
language, learning, mobility, self-direction, 
capacity for independent living and economic 
self-sufficiency (all of these major life activi
ties are viewed as long term conditions). The 
strength of a functional definition is that it 
emphasizes individualized program planning. 
The Developmental Disabilities Act focuses 
on those who experience a disability early in 
life, during the maturing years, which affects 
normal development of the individual. Such 
a disability is viewed as chronic, severe, and 
substantial and will affect other areas of de
velopment or developmental stages. Indi
viduals disabled by mental retardation, cere
bral palsy, autism or epilepsy may come 
under the heading of developmental disabili
ties. Each of these disabilities has implica
tions for individual needs in supported em
ployment.

The following are examples of implications of 
developmental disabilities to the work sites 
and to you as the job coach. The most 
common definition of mental retardation is 
statistically-behaviorally based. This defini
tion states that a person must have significant 
subaverage intellectual functioning, have dif
ficulty in adapting to his or her environment, 
and the limitations in adaotive behavior and j 
intelligence must occur pnor to adulthood, j 
Significant subaverage intelligence indicates | 
that the individual would have difficulty | 
generalizing. As a job coach, you would not j 
expect an individual with mental retardation j

to leam work skills in a workshop and then 
generalize those skills to a worksite In the 
community. Other common problems for 
individuals with mental retardation that have 
implications for work tasks are: discriminal-- 
ing, (e.g., clean vs. dirty), sequencing and 
self-initiating (e.g.. starting a new task).

Cerebral oalsv is caused by brain 
abnormalities and results in completeorpartial 
paralysis of the muscles. Individuals with 
cerebral palsy may be of normal intelligence 
or may have mental retardation. Severe 
motor dysfunction may result in uncontrolled 
movement and speech problems. A person 
with cerebral palsy then could be expected to 
have difficulties performing tasks that require 
fine motorcontrol. Mobility may also present 
difficulties so that working at one job station 
would be preferable.

A  D e v e l o p m e n t a l  D is a b i l i t y  
r e s u l t s  in  f u n c t io n a l  lim ita t io n s  
in  o n e  o f  t h r e e  m a j o r  life  a r 
e a s :  s e l f - c a r e ,  r e c e p t iv e  a n d  
e x p r e s s i v e  l a n g u a g e ,  le a r n 
in g ,  m o b i l i t y ,  s e l f - d i r e c t io n ,  
c a p a c i t y  f o r  i n d e p e n d e n t  liv 
i n g  a n d  e c o n o m i c  s e lf - s u f f i 
c i e n c y  (a l l  o f  t h e s e  m a j o r  life  
a c t iv it ie s  a r e  v i e w e d  a s  l o n g  
t e rm  c o n d it io n s ) . _____________________

The pnmary symptom of autism is 
impaired communication. There is a wide
spread lack of responsiveness to otherpeople,
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and they may respond to the environment in 
unusual ways. The job coach providing job 
site training will need to address difficulties of 
communication. Being unresponsive to oth
ers has implications forthe types of work that 
are appropriate forthe autistic person (e.g., a 
job stocking shelves might be appropriate 
while one as a checkout clerk would not be).

In Epilepsy, the brain cells discharge 
abnormally causing epileptic seizures. Sei
zures range from a petit mal, during which 
there is a  brief period of ‘blanking out’ to a 
grand mai resulting in the person falling to the 
ground, with bodily twitching or uncontrol
lable jerking. Decisions concerning types of 
work for a  person with epilepsy need to take 
into account the types of seizures, theirinten- 
sity and frequency. Safety issues are of 
primary concern, e.g., the potential forhaving 
a grand mal seizure in close proximity to 
dangerous machines or equipment.

There are many issues that need to 
be taken into account when placing an 
individual at a work site. Self care issues 
is one example, i.e. eating, appearance, 
dressing, personal hygiene, and toileting 
need to be taken into account when select
ing a job site. For a position that requires 
extensive contact with the public you would 
want to select a consumer with good self 
care skills.

The ability to use language can 
effect the individual interpersonally on the 
joo and effect their ability to carry out tasks. 
For example, a consumer may have diffi
culty understanding verbal instructions and 
not be able to carry them out. If individuals 
have difficulty expressing their concerns or 
dissatisfaction verbally, they may act it out 
behaviorally by being irritated or non-

compliant. Lack of ability to communicate 
clearly may result in misunderstanding 
with co-workers and supervisors. Supervi
sors, in particular, need to know about an 
individual's language deficits and how to 
cope with them.

Learning is important in relation to 
job performance. The consumer may lack 
ability to recall immediate and remote 
information or may have difficulty applying 
knowledge and skills in new situations.
The inability to generalize means special 
consideration for a job site where the tasks 
are constantly changing. A worker at a fast 
food restaurant may do well making a 
particular series of sandwiches but not be 
able to generalize those work skills to new 
items on the menu.

Impairments in mobility reflects on 
the types of job tasks that an individual can 
perform. Mobility may be impaired in fine 
or gross motor skill, movement from loca
tion to location, and movement of limbs.
As a job coach, you would take into consid
eration an individuals' motor ability in job 
placement. If a consumer had an impair
ment in fine motor control, you would not 
have them performing tasks such as letter 
folding or labeling.
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DEFINITION OF 
MAJOR LIFE ACTIVITIES

SELF-CARE

Daily activities that enable a person to 
meet basic life needs for food, hygiene and 
appearance.

RECEPTIVE & EXPRESSIVE LANGUAGE

Communication involving both verbal 
and nonverbal behavior enabling the indi
vidual both to understand others and to ex
press ideas/information to others.

LEARNING

General cognitive competence and 
ability to acquire new behaviors, perceptions 
and information; and to apply experiences in 
new situations.

MOBILITY

Motor development and ability to use 
fine and gross motor skills; ability to move 
one's person from one place to another with 
or without mechanical aids.

SELF-DIRECTION

Management and taking control over 
social and personal life; ability to make de
cisions affecting and protecting own interests.

CAPACITY FOR INDEPENDENT LIVING

Age-appropriate ability to live without 
extraordinary assistance from other persons, 
especially to maintain normal societal roles.

ECONOMIC SELF-SUFFICIENCY

Maintaining adequate employment 
and financial support, ability to earn a new 
"living wage" after payment of extraordinary 
expenses occasioned by the disability, ab
sence of dependence on family or welfare for 
financial support.

(S uauM n, 1986}

DEFINING A DEVELOPMENTAL 
DISABILITY

A Developmental Disability means a severe 
chronic disability of a person which;

A. is attributable to a mental or physical 
impairment or combination of mental 
or physical impairments;

B. is manifested before the person 
attains age twenty-two

C. is likely to continue indefinitely;

D. results in substantial functional 
limitations in three or more of the 
fallowing areas of major life activity:
1) self-care, 2) receptive and ex
pressive language, 3) learning, 4) 
mobility, 5) self-direction, 6) capac
ity for independent living, and 7) 
economic sufficiency; and

E. refleas the person's need for a 
combination and sequence of spe
cial. inter-disciplinary, or generic 
care, treatment, or other services 
which are of lifelong or extended 
duration and individually planned

Page 3
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SEVERE MENTAL ILLNESS

The population of severely mentally ill is 
made up of people who suffer from mental 
disorders that are severe, persistent and 
which limit functioning ability in areas of 
daily living such as work or schooling, self
care and interpersonal relationships. They 
may require psychiatrictreatment or hospital 
care. A small portion of this population are 
in state hospitals, with many of the remain
ing severely mentally ill making up the 
nation's homeless. Some live with their 
families and various nursing homes, resi
dential care facilities and foster homes.

Essential components of a definition 
of the severely mentally ill include a diagno
sis of schizophrenia, affective disorders, 
other psychoses, organic mental disorders, 
plus other disorders that may become 
chronic and diminish ability in 3 or more of 
the following areas: social -vocational func
tioning, personal hygiene and self-care, self
direction. interpersonal relationships, 
learning and recreation. As described in the 
DiagnosticandS^atistical Manual qMenjal

schizophreniaand the major affective disor
ders, symptoms exist for periods of six 
months or more and generally are marked 
by repeated episodes. Chronidty is ex
pected with these illnesses. Periods of long 
remission may be experienced by a minority 
of these people.

Severe mental illness, unlike other 
types of disabilities, is an unstable condition 
that presents risks to communities and for 
the affected individuals. It is an expected 
part of these illnesses that periods of remis
sion will be marked by relapses. Those with 
severe mental illness have lifelong multiple 
handicaps. It is predicted that this popula
tion will need social and mental health ser
vices thrcugncut their lives. Page 4
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PSYCHIATRIC DIAGNOSIS

The official classification system 
used currently is found in American Psy
chiatric Association's ‘ Diagnostic and 
Statistical Manual of Mental Disorders" 
(Third Edition Revised) (DSM lll-R), 
which is widely used and accepted for 
forming diagnoses of mental disorders.

A critical component to treatment 
planning is assessment and diagnosis. 
The choice of appropriate components 
for treatment and maintenance are de
rived from the diagnosis. Problems of 
the reliability of diagnosis has improved 
with refinements in DSM lll-R.

Forming a diagnosis from DSM III- 
R is based on requirements that are 
specified from operational criteria and 
standardization of definitions.

Different classes of information 
are provided in the DSM lll-R diagnosis 
which includes the types of disorders, 
considerations from the environment and 
areas of functioning.

Diagnosis then takes into account 
that the onset and intensity of symptoms 
are related to a complex set of factors in 
the individual's life that includes stres
sors. vulnerability, genetic proclivities, 
as well as the environment. It is impor
tant to be knowledgeable about symp
toms as the symptoms may become

stressors, e.g., symptoms may alarm as- 
workers, family members and possibly 
themselves. Being able to monitor 
symptoms can provide an indicator of 
factors that impact on rehabilitation and 
maintenance of severe mental illness. 
The occurrence and severity of symp
toms can vary overtime due to the inter
action of vulnerability, stress, compe
tence and coping factors. Multiple diag
noses can be made in DSM lll-R. For 
example, a patient could be diagnosed 
as schizophrenic and alcohol depen
dent.

Of importance to the area of sup
ported employment is the distinction b e  
tween psychotic and the mood or affec
tive disorders. In DSM lll-R, psychotic is 
defined as:

gross impairment in reality testing 
. . . .  When there is gross impair 
ment in reality testing, the indi
vidual incorrectly evaluates the 
accuracy of his or her perceptions 
and thought and makes incorrect 
inferences about external reality, 
even in the fact of contrary evi
dence (American Psychiatric As 
sociation, 1987. p. 204).

Page 5
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Mood, or affect is defined 
by DSM lll-R as:

A pervasive and sustained 
emotion that, in the ex
treme, markedly colors the 
person’s perception of the 
world. Common exampled 
of mood include depres
sion, elation, anger and 
anxiety. (American Psychi
atric Association, 1987, p. 
401).

The definition and symptoms of 
psychotic and mood disorders have di
rect implications on issues and problems 
that individuals may experience on the 
job. For example, an angry consumer 
may cause problems with co-workers 
and be difficult to supervise unless the 
anger can be recognized as a symptom 
of depression and appropriate action 
being taken to treat the depression.

Page 6
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__ SCHIZOPHRENIA 
SCHIZOPHRENi A.

SCHIZOPHRENIA f

Schizophreniacan cause impairment 
in nearty every aspect of the person's life 
and as such is a major mental illness. Most 
areas of daily living such as work, self-care, 
families, feelings, thoughts, conversation, 
speech, and social relations are affected by 
schizophrenia. The behavior of the 
schizophrenic often includes bizarre ele
ments that may be incomprehensible to 
them or to an observer. Schizophrenia 
tends to be intermittent and long lasting. It 
usually leads to a decreased level of func
tioning that is frightening and humiliating.

In schizophrenia, perception, 
thoughts, and emotions are not processed 
accurately and it severely distorts the indi
viduals ability to distinguish whether an event 
or situation they perceived is real. 
Schizophrenics suffer from hallucinations, 
delusions, and illusions.

Hallucinations are false sensory per
ceptions. The most common hallucination 
is hearing voices. Hallucinations may include 
any of the five senses and are perceived as 
real to the individual.

Delusions are false beliefs with no 
basis in reality that are unchanged by evi
dence to the contrary. Delusions may be 
manifested in a belief that someone can 
hear their thoughts (thought broadcasting), 
insert thoughts into their head (thought in
sertion), can control their thoughts (thought 
control), and can extract thougnts from their 
mind (thought withdrawal).

A sensory misperception is an illu
sion. The following is an example of. an 
illusion. At 8:00 pm. each day a religious 
message is given over the intercom at a 
hospital where Joe, who eperiences 
schizophrenia, works. Joe’s experience is 
that the religious message comes from no
where and is heard as voices. These mes
sages are then interpreted as Joe's ‘Voices’  
and constitutes thought insertion.

Schizophrenia can cause im
pairment in nearly every aspect 
of the person’s life and as such is 
a major mental illness. Most ar
eas of daily living such as work, 
self-care, families, feelings, 
thoughts, conversation, speech, 
and social relations are affected 
by schizophrenia. The behavior 
of the schizophrenic often in
cludes bizarre elements that may 
be incomprehensible to them or 
to an observer. Schizophrenia 
tends to be intermittent and long 
lasting. It usually leads to a de
creased level of functioning that 
is frightening and humiliating.

The symptoms for schizophrenia may 
change greatly overtime for one person and 
are not Identical for other individuals. In an 
active phase, a person with schizophrenia
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has a reduced capacity to act effectively on 
their own behalf. Because their thinking is 
disorganized or interfered with and ineffi
cient, they have a reduced ability to con
centrate and experience a distortion of re
ality. When not in an active phase, a person 
with schizophrenia is said to be in a residual 
stage or remission. Symptoms of the re
sidual stage such as inappropriate or blunted 
emotions, apathy, and social withdrawal 
may be experienced for extended times. A 
residual stage may also be characterized by 
a sense of common reality and the schizo
phrenic may think, act, and feel in normal 
ways.

Factors that are thought to contribute 
to the development of schizophreniainclude: 
inheritance, environment, and the family. 
The causes and relapses in schizophrenia 
are many and complex. Genetic predispo
sition and environmental factors appear to 
combine to cause a schizophrenic reaction 
or relapse. Schizophrenic symptoms can 
be controlled through medications, psy
chotherapy and behavioral therapy.

In schizophrenia a relapse is defined 
as a marked increase in symptoms as 
compared to a baseline of symptoms at the 
time of discharge from the hospital. Re
lapse is related to reduced use. inconsistent 
use. or discontinuation of antipsychotic 
medication without medical advice. For 
some schizophrenics a relapse is preceded 
by stressful life events. Related to stressful 
life events are deficiencies in problem solving 
and social skills, that are needed for coping 
with life events that lead to relapse.

As a job coach, it is important foryou 
to understand the symptoms, nature, and 
treatment of schizophrenia in order to work 
as part of a team with the clinicians, families 
and consumers to provide effective preven
tive measures for relapse prevention. The 
intensity and duration of a relapse may be 
lessened by early intervention.

Low stress environments are impor
tant in preventing relaoseforschizoohrenics.

Module M2
Populations

It is then necessary for the job coach to be 
selective in providing a low-stress work place 
and in monitoring the consumerfor stress at 
workandintheirpersonal lives. Thisassists 
you, as the job coach in identifying potential 
for decompensation. Decompensation is 
defined as occurring when stressors are 
severe or ongoing that lessen or overwhelm 
the coping capabilities of the individual, that 
lowers the integrated functioning, which may 
lead to a breakdown. Signs of decompen
sation include a sense of being over
whelmed, confused, anxious, irritable, dis- 
tractible, apathetic, restless, anddepressed. 
They may also experience difficulty concen
trating, loss of interest, disorganized per
ceptions and thinking, and hallucinations.

In schizophrenia, perception, 
thoughts, and emotions are not 
processed accurately and it se
verely distorts the individuals 
ability to distinguish whether an 
event or situation they perceived 
is real. Schizophrenics suffer 
from hallucinations, delusions, 
and illusions.

Decompensation signs can be used 
to prevent or minimize a relapse. Also, 
these signs have direct implications for per
forming tasks, interacting with others on the 
job, and for supervision. For example, it 
would be fruitless to give instructions to a 
schizophrenic when their attention is fo
cused on hallucinations. In fact, giving 
instructions at this time ecu Id act as a stressor 
and further exacerbate the situation. Your 
efforts in this situation then would be to help 
the individual with schizophreniato manage 
the hallucinations and their anxiety.

Examples of things that can be done 
to develop a low-stress environment are; 
establish a predictable schedule, limit the
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complexity and number of events, and 
maintain an atmosphere of openness about 
schizophrenia

The following case study is given as 
an example of your need as a job coach to 
be knowledgeable and aware of the symp
toms of schizophrenia.

Jan was described by staff as 
a pleasant woman who had not shown 
symptoms of her schizophrenia for over six 
months. During this period of remission Jan 
was living in a residential setting, taking her 
antipsychotic medication, and working at a 
site where she received supported employ
ment services. The residential staff had 
been working with Jan towards more inde
pendent living by her moving into an apait- 
ment with a friend but had not informed 
other professionals on the interdisciplinary 
team.

A new work site had been arranged 
with Jan by the job coach and adate was set 
for that move. Again, the information was 
not shared with the team. The move from 
the residential setting to the apartment and 
the change of job sites were to occur within 
a short period of time.

As the date forthe move in living and 
working approached, Jan came down with 
the flu on two occassions and was taking 
over-the-counter medication which con
tained alcohol. Residential staff were aware 
of Jan taking over the counter medication 
but did not pass the information on to the 
nurse.

One morning at work. Jan was run
ning around, appeared to be stressed out. 
was delusional, and rapidly decompensated. 
Personnel reacted by arranging placement 
at the state psychiatric hospital where Jan 
remains two years later.

Lack of shahng information became 
a big factor in this case. Jan's move to the

Module #2
Populations

apartment was a major stressor and oc
curred at the time of a second major stres
sor, the change in work sites. Carefully 
managed and coordinated she could have 
managed one of the stressors, at a time. 
Two bouts with the flu were symptoms of 
Jan's decompensation that went unnoticed. 
Her use of medications that, contained 
alcohol was important informatton for the 
nurse who then could have pointed out that 
alcohol reduces the effectiveness of Jan's 
antipsychotic medication. The results being 
that when under stress and in need of all 
available coping strategies and most im
portantly medications, the medication's 
effectiveness was reduced.
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DSM-III-R DIAGNOSTIC CRITERIA FOR SCHIZOPHRENIA

A  PRESENCE OF CHARACTERISTIC PSYCHOTIC SYMPTOMS IN THE ACTIVE 
PHASE FOR AT LEAST ONE WEEK.

(1) TWO OF THE FOLLOWING DELUSIONS:

PROMINENT HALLUCINATIONS
INCOHERENCE OR LOOSENING OF ASSOCIATIONS
CATATONIC BEHAVIOR
FLAT OR INAPPROPRIATE AFFECT

(2) BIZARRE DELUSIONS

(3) PROMINENT HALLUCINATIONS, e.g.. A VOICE WITH CONTENT HAVING 
NO APPARENT RELATION TO MOOD

B. FUNCTIONING IN SUCH AREAS AS WORK. SOCIAL RELATIONS AND SELF
CARE IS MARKEDLY BELOW LEVEL ACHIEVED BEFORE ONSET OF THE 
DISTURBANCE.

C. SCHIZOAFFECTIVE DISORDER AND MOOD DISORDER HAVE BEEN RULED 
OUT.

D. CONTINUOUS SIGNS OF THE DISTURBANCE FOR AT LEAST SIX MONTHS - 
MUST INCLUDE AN ACTIVE PHASE WITH SYMPTOMS AS NOTED IN &W ITH  
OR WITHOUT A PRODROMAL OR RESIDUAL PHASE.

PRODROMAL OR RESIDUAL SYMPTOMS

MARKED SOCIAL ISOLATION OR WITHDRAWAL 
MARKED IMPAIRMENT IN ROLE FUNCTIONING 
PECULIAR BEHAVIOR 
IMPAIRMENT IN PERSONAL HYGIENE 
BLUNTED OR INAPPROPRIATE AFFECT
DIGRESSIVE. VAGUE. OVER ELABORATE OR CIRCUMSTANTIAL 
SPEECH. POVERTY OF SPEECH OR POVERTY OF CONTENT OF 
SPEECH
ODD BELIEFS OR MAGICAL THINKING
UNUSUAL PERCEPTUAL EXPERIENCES
MARKED LACK OF INITIATIVE. INTERESTS OR ENERGY

Pags 10
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Module #2

E. IT CANNOT BE ESTABLISHED THAT AN ORGANIC FACTOR INITIATED AND
MAINTAINED THE DISTURBANCE.

F. IF THERE IS HISTORY OF AUTISTIC DISORDER. THE ADDITIONAL DIAGNOSIS
OF SCHIZOPHRENIA IS MADE ONLY IF PROMINENT DELUSIONS OR HALLUCI-
NATIONS ARE ALSO PRESENT.

-

c ; f SCHIZOPHRENIA >
■■■■' ..... ..V!W}£\

6 MONTHS DURAnONvv%» 
SUBTYPES'

SCHIZOPHRENIFORM DISORDER <
A

6 MONTHS DURATION ^

BRIEF REACTIVE PSYCHOSIS « 2 WEEKS DURATION

\
SCHIZOAFFECTIVE DISORDER

J

(  "
-\

SCHIZOID PERSONALITY T
SCHIZOTYPAL PERSON J UNDER PERSONALITY DISORDERS

V ALITY
J ■

J
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Module #2
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SCHIZOPHRENIA

Active Symptoms

Hallucinations (especially auditory) 

Delusions

Thought Broadcasting

Thought Withdrawal 

Thought Insertion 

Formal Thought Disorder 

Incoherence
Loosening of Associations
Illogical Thinking
Poverty of Content of Speech
Neologisms

Motor Disturbances

Catatonia
Agitation

Residual Symptoms

Cognitive Disturbances

Physical and Mental Exhaustion

Disturbance of General Well-being 
and Efficiency

Loss of Drive. Energy. Endurance, etc

Cenesthetic Disorders (Sense of Self)

Exaggerated Impressionability

Reduced Threshold of Tolerance to 
Nonspecific Stress

Hypersensitivity to Noise and Weather 

Sleep Disturbances

Vegetative and Sensorial Disturbances 

Decrease of Initiative 

Loss of Naivete, Compulsion to Reflection 

Tendency to Subdepressive Moods 

Disorders of Aesthetic Symptoms 

Loss of Liveliness and Directness 

Inability to be Pleased 

Increased Need for Sleep 

Reduced Capacity for Adaptation
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Affective Disorders

Module #2
Populations

Affect refers to mood so that the primary 
features of the affective disorders is a distur
bance in mood. Mood disorders are divided 
into depressive disorders and bipolar disor
ders. The DSM lll-R defines mood disorders 
as follows:

T h e  e s s e n t i a l  f e a t u r e s  o f  th is  
g r o u p  o f  d i s o r d e r  i s  a  d is tu r 
b a n c e  o f  m o o d ,  a c c o m p a n i e d  
b y  a  fu ll o r  p a r t ia l  M a n i c  o r  
D e p r e s s i v e  S y n d r o m e ,  tha t i s  
n o t  d u e  to  a n y  o t h e r  p h y s i c a l  
o r  m e n t a l  d is o r d e r .  M o o d  r e 
f e r s  to  a  p r o l o n g e d  e m o t io n  
t h a t  c o l o r s  t h e  w h o l e  p s y c h i c  
life. It  g e n e r a l l y  i n v o l v e s  e ith e r  
d e p r e s s i o n  o r  e la t io n .

Depression has been referred to as 
the common cold of mental health illnesses 
due to it's prevalence, the primary difference 
being that depression may lead to suicide. 
Depression is not to be confused with normal 
emotional reactions of transitory states of 
discouragement and sadness. A pervasive 
feeling of sadness is an essential feature of 
depression. In addition, four of the following 
symptoms are required to constitute depres
sion ; a loss of interest or pleasure, a change 
in sleeping patterns, a change in appetite, 
fatigue or loss of energy, feelings of worth
lessness. feelings of hopelessness, dimin
ished ability to concentrate, thoughts of death 
and suicide, and physical symptoms. Major 
areas that depressive symptoms occur in

are; affective feeling state, cognitive thought 
process, behavioral activity, and physical 
functioning. Due to the potential lethality of 
those with suicidal ideation or who are overtly 
suicidal it is important to you as a job coach 
to be knowledgeable about the symptoms of 
depression.

A manic phase is marked by a period 
when the mood is expansive, elevated or 
irritable. Symptoms associated with a manic 
phase are; an excessively good or euphoric 
mood, increased activity, inflated self-esteem, 
decreased need for sleep, increasedtaiking, 
pressured speech, flight of ideas. distracbbiGty 
and unwarranted optimism. Typically manic 
symptoms begin suddenly and may escalate 
rapidly.

Bipolar illness referred also to as 
manic-depressive illness is a mood disorder 
in which there are episodes of mood swings 
from depression to mania. There may be 
periods of normal moods between the two 
extremes.

Affective disorders for those with de
velopmental disorders is a significant source 
of emotional and behavioral problems. De
velopmentally disabled persons who are non
verbal or lack good social skills can present 
difficulties in diagnosing affective disorders. 
Misdiagnosis can present difficulties in un
derstanding and treating these emotional and 
behavioral problems. Of particularinterestto 
job coaches is the symptoms of loss of inter
est which could be misinterpreted as a lack of 
motivation on the job rather than symptom
atic of depression.

i
i
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DIAGNOSTIC CRITERIA FOR MAJOR 
DEPRESSIVE EPISODE DSM-III-R

Module #2
Populations

A. At least five of the following symptoms
present during the same two-week 
period. At least one of the symptoms- 
Depressed mood or loss of interest or 
pleasure.

1. Depressed mood most of the 
day, nearly every day

z Markedly diminishedinterest or 
pleasure in all or most activi
ties.

3. Significant weight loss or gain

4. Insomnia or hypertension

S. Psychomotor agitation or re
tardation

6. Fatigue or loss of energy

7. Feelings of worthlessness or 
excessive orinappropriateguilt

8. Diminished ability to concen
trate orindedsiveness

9. Recurrent thoughts of death, 
suicidal ideation, or suicide at
tempt

(1) It cannot be established that an 
organic factor initiated and
maintained the disturbance

(2) The disturbance is not a nor
mal reaction to death of a loved 
one

C. At no time have there been delusions 
or hallucinations for as long as two 
weeks in the absence of prominent 
mood symptoms

D. Not superimposed on schizophrenia, 
schizophreniform disorder, delusional 
disorder, or psychotic disorder

DIAGNOSTIC CRITERIA FOR 
A MANIC EPISODE DSM-III-R

A  Distinct period of abnormally or
persistently elevated, expansive, or 
irritable mood.

B. During period of mood disturbance,
at least three symptoms have per
sisted and have been present to a 
significant degree (four if the mood 
is only irritable).

1. Inflated self esteem or grand- 
osity

2. Decreased need for sleep

3. More talkative than usual or 
pressure to keep talking

4. Flight of ideas or subjective 
experience that thoughts are 
radng

5. Distractability, i.e., attention 
too easily drawn to unimpor
tant or irrelevant external 
stimuli.

6. Increase in goal-drected 
activity or psychomotor agita
tion

7. Excessive involvement in 
activities that have a high 
potential for painful conse
quence which is not recoa- 
nized.

■ Page 14
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New England Psychiatric Rehabilitation Training Program

Module #2
Populations Vocational Rehabllltatlon/Mental Health

PERSONS WITH M A N IC  DISORDERS

SELF-VIEW: I feel good. I am a happy person. I am a powerful person with high energy. I am 
gifted. I have the magic touch.

WORLD-VIEW: The world is a carnival. The world is a drag. The worid is a place tilled with 
unsafe people.

INTERPERSONAL RELATIONSHIPS: Relationship can get tense under the weight of manic 
symptomatology. Very sensitive to the feelings and vulnerabilities of other people.

DEFENSE MECHANISMS: Denial, projection, projective identification and regression.

PSYCHOSOCIAL DEVELOPMENTAL ISSUES: Trust vs. mistrust and autonomy vs. shame and 
doubt.

COGNITIVE FUNCTIONING: Cognitive impairments are secondary to the affective impairment 
In mania there can be flight of ideas and press of speech resulting from a profusion of 
feelings that color the thinking.

AFFECTIVE FUNCTIONING: Affective impairment is the prima^ deficit In mania the person is 
flooded with feelings that give a high energy coloring to everything including thinking, 
social activity, work activity and physical functioning.

CORE IMPAIRMENTS: (at least three of the following)

(1) inflated self-esteem or grandiosity

(2) decreased need for sleep, e.g., feels rested after only three hours of sleep

(3) more talkative than usual or pressure to keep talking

(4) flight of ideas or subjective experience that thoughts are racing

(5) distractibility, i.e.. attention too easily drawn to unimportant or irrelevant external 
stimuli

(6) increase in goal-directed activity (either socially, at work or school or sexually) or 
psychomotor agitation

(7) excessive involvement in pleasurable activities which have a high potential for 
painful consequences, .g., the person engages in unrestrained buying sprees, 
sexual indiscretion or foolish business investments

EMOTIONAL RESPONSE: Feeling good (high) — > feeling exhausted
Resentment, rage and hostility. Page 15
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TRAUMATIC BRAIN INJURY

Module #2
Populations

For those under the age of 45 years old, 
traumatic head injury is the primary cause of 
death. The rates of head injuries are greater 
than the combined rates for spinal cord 
injuries, cerebral palsy and multiple sdero* 
sis. Statistics forthe United States indicate 
that head injuries have reached epidemic 
proportions. More severely injured persons 
have worse prognosis for outcome than the 
less severely injured in regard to their ability 
for independent living and linguistic, intel
lectual and visual-motor skills. This popu
lation has experienced high rates of unem
ployment.

Victims of head injuries have dimin
ished ability to perform daily living activities. 
Diminished ability levels from severe head 
injuries are enduring and frequently per
manent. Following the injury, neurological 
and medical problems are common.

Following a head injury, 
neuropsychological and linguistic function
ing may be impaired. Impairment in abilities 
in memory, sustaining attention, fine motor 
skills, hand-eye coordination, reasoning and 
attention can affect scores and measures of 
general intelligence.

There can be significant emotional 
and behavioral changes in the victim of 
head injury due to neurophysiological 
changes in the brain and his/her response 
to the loss of ability. Emotional and behav
ioral problems are likely to produce prob
lems in the family.

Page 16
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FUNCTIONAL DEFICITS FREQUENTLY 
NOTED IN THE CMI

Impairment of abstract attitude
Concrete thinking
Inability to make generalizations
Misinterpretation of spoken, written language
Failure to attend
Lack of motivation
Failure to persist in tasks
Lack of eagerness at work
Inability to get along with others
Lack of initiative
Psychomotor abnormalities
Disturbance of memory and learning
Slow to process information
Difficulty in categonzing and organizing input

SUPPO RTED E M PLO YM EN T P R IN C IPLE S  

FOR PSYCH IA TR IC ALLY D IS A B LE D

S’ _
There must be intensive involvement of the trainee in the identification of supported 
work options to include their interests and abilities.

The assessment process must focus on identification of the worker's employment 
goals and interests, as well as skills.
There may be a lengthier pre-empioyment phase to maximize trainee involvement in 
the process and to adcress the individual's goals and interests.
The range of supported work options must include skilled jobs and entry level jobs 
with the possibility of advencement.
Stigma against mental illness is greater than other disability groups.

Many psychiatncally cisaoled persons wish to pass as non-disabled.
Skill training in resume writing, filling cut applications and job interviewing skills is 
important.

Parental support is always cesired. but parental consent is not a necessary ingredi
ent of the supported employment process.
Coordination of services ana supocrt dunng non-work hours are critical.

(Canter for Psychiatric Rehabilitation, Boston, MA.)
V__________________________________   /
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Exercise 2.1

DEVELOPMENTAL DISABILITIES

Instructions: Read the following case ex- 
amples and provide answers to the questions 
following them.

Case Example 01

Linda is a 28 year old woman who 
resides in an apartment with a roommate 
and receives residential support services. 
She has been diagnosed as mentally re
tarded, has difficulty learning, and limited 
verbal ability. Although she has been fitted 
with a hearing aid, she does not regularly 
wear it. Over the past nine years. Linda has 
held several positions from enclave to sup
ported employment. Of these positions 
some were terminated to take new jobs 
while others were terminated by the em
ployer. Reasons for employers ending 
employment included, unable to perform 
duties when unsupervised, and unaccept
able customer relationships (particularly with 
males). Linda has also experienced prob
lems with personal hygiene. You are the job 
coach for Linda.

1. What factors about Linda are 
significant in placing her in a new job?

Module #2
Populations

2. What types of jobs and job sites 
might be a good match for Linda?

3. List skill training needs that Linda 
could benefit from.
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Exercise 2.1 

DEVELOPMENTAL DISABILITIES 

Case Example #2

Eric is a 30 year old male who 
resides in a group home setting. Following 
a bout with meningitis, from which he suf
fered brain damage, he was diagnosed as 
being mentally retarded and deaf. Most of 
Eric's life has been lived in a series of 
institutional settings. Eric has mobility prob
lems and requires the aid of a walker at all 
time and has limited ability to stand. At 
work, he requires moderate supervision. 
Prior jobs indicate that he is not able to meet 
high production demands and may require 
significant periods to complete tasks.

Skills for Eric include good hygiene, 
tolerates repetition, and responds well to 
supervisors. Eric has experienced prob
lems keeping on task. His primary meansof 
communication is signing. You are as
signed to be Eric's job coach.

1. Which supported employment model
would best meet Eric's immediate 
needs? Provide your rationale for 
your choice.

Module #2
Populations 2. What types of jobs would you at

tempt to match Eric with? Provide your 
rationale for this choice.

3. Are there any special skills that you 
as a job coach would find necessary 
to work on with Eric?

4. What areas would you target for skill
improvement for Eric?
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Exercise 2.1

Module #2
Populations

DEVELOPMENTAL DISABILITIES

2. Which of these areas are you likely 
to need to coordinate efforts with 
supported living staff?

Case Example <3

Carla is a 25 year old female who 
resides in a residential center with support 
services. She is receiving supported em
ployment services and has been diagnosed 
as mentally retarded. As her job coach you 
have recently placed her in a retail grocery 
store stocking shelves. In Carta's work 
history, she has experienced problems with 
telling time to making bus connections and 
at times recalling which bus routes to use. 
Her job site supervisor comments that she 
does not seem attentive to his giving direc
tion and he is concerned about her ten
dency to ("graze*) eat items from the shelves 
in the store.

1. What areas would you target skill
improve for Carta?

3. The job site supervisor tells you that 
Carla has begun to make inappro
priate comments to him and co
workers. Should you intervene in 
this situation?

Yes I I 

No □

Provide rationale for your answers.
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SEVERE MENTAL ILLNESS

Instructions: Below you are provided a series of statements or scenarios in regard to 

severe mental illness and psychiatric diagnosis. Indicate if the statement is true.ialse or 

if you cannot determine from the information, and then provide the reasons fbryour answer.

1. Chris was diagnosed two years ago and has received treatment for schizophrenia 

since that time. He has experienced loss of ability in interpersonal relationships, to 

work and support himself, and in social transactions. A job coach determined that he 

met the criteria for chronically mentally ill. Is this statement:

True I | False | ( Cannot determine □

Reason:

Module #2
Populations Exercise 2.2

2. Over three years ago, Dorothy was diagnosed as having major depression. Since that 

time, her symptoms have varied between mild and severe. Her interpersonal 

relationship and ability for self-care have suffered due to her depression. During this 

time, Dorothy has experienced problems at work but has maintained her position. It 

has been determined that she meets the requirements for chronically mentally ill. Is

this statement: ____ ___

Truej [ False| | Cannot determine | |

Reason:

3. A critical aspect of an accurate diagnosis is that it is a precursor to development of a 

comprehensive treatment plan that may include psychoactive drugs and/orpsychosodal

treatment. Is this statement:____ ___

True[ | False| ] Cannot determine | |

Reason:
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Module #2

Populations Exercise 2.2 Cont

SEVERE MENTAL ILLNESS

4. DSM lll-R diagnosis of major affective, organic or schizophrenic disorders Implies 

chronidty, as episodes of these disorders tend to reoccur. _

True | J  False I I Cannot determine I I

Reason:

5. Supported employment consumers with psychotic disorders can be expected to have 

symptoms that are persistent and due to their consistency, do not need to be monitored 

closely by rehabilitation personnel.

True[ | False| ~| Cannot determine | |

Reason:

6. Research has found that there has been little improvement in the reliability of diagnosis 

from DSM II to DSM lll-R.

Truel 1 False! 1 Cannot determine I I

Reason:

7. Personnel working with the severely mental ill need an awareness of the symptoms 

of those disorders as symptoms in remission will reoccur.

True 1 1 False | | Cannot determine 1 1

Reason:
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Exercise 2.3 

SCHIZOPHRENIA

Module 2
Populations

Instructions: Read the following casm 
examples and answer the questions at 
the end of these scenarios.

Case example #1

Lewis is 34 years old, has been di
agnosed as schizophrenic and lives in a  
residential care facility. For the past 8  
months he has been working at an enclave 
site and is reported to be personable and 
easy to get along with. Lewis performs 
tasks well and on time.

The job coach observes that Lewis 
has had several absences over the past 
three weeks and seems somewhat distracted 
and unable to concentrate. Communication 
with staff at the residential setting indicated 
that Lewis is withdrawing from social contacts 
and is having difficulty making decisions 
concerning daily activities. Lewis confides 
to the job coach that a recent change in shift 
has disrupted his ability to sleep and that his 
voices are telling him nottocomeinto work.

What are the symptoms for relapse?

Are there any identifiable stressors?

Yes 0  Nol I 

If yes, list those stressors.

As the job coach for Lewis, what kind of 
action might you take?
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Exercise 2 .3  

SCHIZOPHRENIA

Module #2
Populations

gas&axamptoJK
Cindy is employed in a fast food 

restaurant as a cashier and has extensive 
contact with the public. Over the past six 
years, she has had multiple psychiatric hos
pitalizations for symptoms of schizophre
nia. There is a pattern of problems on the 
job and symptoms of decompensation oc
curring at the same time, resulting in re
hospitalization.

As the job coach forCindy what action might 
you take?

Information from Cindy's supervisor indi
cates that her behavior has been changing 
over the past 2-3 weeks. The supervisor 
reports that she has increased the amount 
of makeup that she wears and at times acts 
peculiar such as looking off into space. 
Alerted, the jab coach observes Cindy at 
work and notes that she seems distracted, 
appears to be listening to something and 
has trouble concentrating on her tasks.

Is Cindy at risk for relapse?

Y e s Q  No | |

If yes. what is your rationale for believing 
Cindy is at risk?
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Module #2
Populations

Should you be concerned about Robert's 
ability to perform his job duties?

Exercise 2 .3

SCHIZOPHRENIA
Yes □  No □

Case example 43 If yes. provide your rational.

You are the job coach for Robert who 
is diagnosed as being schizophrenic. Rob
ert has been employed for 10 months in food 
service at a local hospital. Normally, he is 
well groomed and attentive to work.

Recently, Robert appears dishev
eled. stooped over and rarely makes eye 
contact. Fellow workers cannot recall the 
last time they saw him smile. The content of 
hisspeech refers to negative self-references, 
pessimistic expressions and a sense of 
hopelessness forthe future. At times, Rob
ert reports that you are reading his mind. In 
addition, he experiences his thoughts being 
spoken out loud, as if they were being 
broadcast so that people nearby could hear 
everything he was thinking. Also, he has 
experienced thoughts suddenly stopping 
while in the midst of thinking about some
thing. It seemed as it the thought suddenly 
disappeared like it were pulled from his 
head by someone.

What are the major problems/issues 
that seem to be interfering with Robert's 
functioning.
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Exercise 2.4 

AFFECTIVE DISORDERS

Module #2
Populations

You are the job coach for John who is 
34 years old. Eght years ago, John was 
diagnosed as having severe major depres
sion, recurrent with suicidal ideation. He 
was placed on antidepressant medication, 
and received cognitive/behavioral therapy.

In the past 4-5 years, John has held 
a number of jobs. He has been fired from 
most jobs due to poor attendance, and ap
parent lack of motivation to perform job 
tasks. John is currently inputting data into a 
computer. You are aware that he has called 
in ill more frequently than in the past. His 
supervisor informs you that John seems to 
be distracted, his productivity has been de
creasing, and he is not meeting minimum 
standards. In discussing the matter with 
John, he informs you that he will try harder, 
and that lately he just seems to lack energy 
and has trouble getting motivated.

W hat are the symptoms of depression that 
John is exhibiting?

Identify behavioral manifestationsof John's 
depressive symptoms on the job.

As the job coach for John, what action might 
you take?
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Populations

Exercise 2.4 

AFFECTIVE DISORDERS 

Case Example #2

Lisa is 28 years old. Nine years ago, 
Lisa was dagnosed as bipolar. She has a 
history of marital dscord, loss of jobs, and 
changing of jobs. Periods of upheaval are 
marked with intervals of normal moods. 
Manic depressive symptoms have lessened 
following treatment with lithium and psy
chotherapy. Lisa has cerebraJ palsy and 
poor vision. Recently she obtained special 
glasses that correct her vision to near nor
mal. The cerebral palsy results in a weak left 
hand and a slight limp.

Lisa has received training and has 
good filing skills but needs to improve her 
typing skills. She is currently working in 
medical records for a doctors' clinic. As 
Lisa's job coach, you observe that she seems 
to be in an excessively good mood that is 
followed by irritability and anger. Lisa reports 
that at times she is ‘on top of the world” and 
seems to need little sleep. The doctor she 
works for complains that Lisa seems dis
tracted and is concerned about her treat
ment of some clients.

What symptoms of manic-depressive ill
ness is Lisa displaying?

What are the implications of these symp
toms to her ability to function on the job?

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 133

Exercise 2 .4  

AFFECTIVE DISORDERS 

Case Example *3

Angela is a 47 year old female. 
Between the ages of 18 and 35 she has 
resided off and on in mental institutions 
with a diagnosis of schizophrenia and mild 
mental retardation. She is now in a sup
ported living situation following two failed 
placements in the community. Angela is 
involved in supported employment and is 
working at an enclave work site.

Job coach personnel observed 
over time that Angela’s symptoms were 
not consistent with those of schizophre
nia In addition, the schizophrenic symp
toms were determined to be attention 
getting behaviors, it appeared to staff that 
Angela's self debasing was learned be
havior form institutional living to obtain 
attention. A review of her diagnosis and 
symptoms resulted in a change of diagno
sis to bipolar disorder, rapid cycling which 
resulted in a change of medication.

The manic and depressive cycles 
for Angela are described as extreme and 
that during the manic phase that she will 
discontinue taking medication. Due to the 
mental retardation, Angela has difficulty 
verbally communicating.

Module #2
Populations

You are Angela's job coach and you ob
serve behaviors that indicate she is listening 
to voices. What is your evaluation of these 
symptoms and what course of action might 
you take?

As Angela’s job coach you have become 
aware that her mood seems excessively 
good, she has a lot of energy to the point 
of being hyperactive, and is tistractible. 
What is your evaluation of these symp
toms? What are the first steps you will 
take based on your evaluation?
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Exercise 2.5

TRAUMATIC BRAIN INJURY

Instructions: Read the following case ex
ample and provide answers to the questions 
that follow.

Case Example
Dennis is a 36 year old male who suffered a 
traumatic brain injury five years ago. The 
brain injury occurred in an alcohol and drug 
related automobile accident. Up to this 
time, Dennis had been successfully em
ployed in a skilled technical field and had 
earned a good living. Prior to the accident 
he had a history of being hot tempered and 
was abusive in his interpersonal relation
ships.

Dennis remembers some of the 
procedures from his pre-accident employ
ment but gets frustrated because he knows 
he should recall something but the memo
ries are just not there. He has trouble with 
sequencing but can learn it with continued 
practice. When frustrated and angry, he 
tends to be oblivious to those around him, 
resulting in his running into them. During 
periods of anger, he has required up to two 
hours of time out to calm down, and has 
been known to strike out at the job coach, it 
has been observed that he does better 
around few people.

Module 2
Populations

2. List skill training needs that Dennis 
might benefit from.

3. What types of jobs and job sites 
might be a good match for Dennis?

4. During an angry outburst from Den
nis, as the job coach what action 
would you take? Provide the ratio
nale for your actions?

1. What factors about Dennis are sig
nificant in placing him in a job?
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Module #3
Job Developm ent

TA B LE  O F C O N TEN TS

introduction To Job Development
■" ""
Summary SupportedEmployment As An Employer Service

. - . v  ;
Readings: • ' -  "

- .... y/ - TS
ReadingT Approaches to Planning ,; .

C. S McLaughlin, J.B. Gamer, & Ml Callahan '

Reading 2' Business Paitidpatian in SupportedEmployment ~
. Q. Bellamy; L  Rhodes. M . Mank, & J: Albin

Readings Long-Term Customer Loyalty: Strategies for Supported Work
S. Zivaltch: ;

Reading 4  Expanding the Role of Employers in Supported Employment -
t_ Rhodes, D. Sandow, O. Mank, Ji Buckty, & J„Albs* ’*

Readng 5 Job Carving: A Guide for Job Developers and EmpSoyment!
. ■ Gary Griffin ' .

Reading s  Employer Agreements
GL Fairweather & E. Fergus '
sample forms provided by: ASETS, Inc.

Exercises:

Exercise 3.1 - Coordination of Services 
Exercise 3.2 - Long-Term Customer Loyafty 
Exercise 3.3 - Long-Term Customer Loyalty 
Exercise 3.4 - Long-Term Customer Loyalty

Post Test
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Module #3 Checklist

Exercise 3.1

Exercise 3.2

Exercise 3.3

Exercise 3.4

Comments:

Post Test

To be signed by the master Trainer when you have successfully completed the module.

Master Trainer's Signature Date
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JOB DEVELOPMENT

A supported employment program, 
designed to place individuals into commu
nity jobs, will not succeed without effective 
job development. Supported employment 
programs are expected to place individuals 
into jobs which pay at least the minimum 
wage for no fewer than 20 hours per week. 
To reach this goal, job development includes 
a variety of activities, including a systematic 
survey of the community labor market, 
contacting employers by phone, lerters, and 
visits, observing each job site to determine 
the preliminary feasibility of the site, and 
developing and/or participating in a local job 
development coalition.

Although one person is typically as
signed the major job development responsi
bilities, the entire program will be engaged 
in activities associated with job development. 
Although the activities of the Job Developer 
are the most visible aspects of the job devel
opment process, the overall success of the 
program will depend largely on its reputation 
in the community. A bad experience with 
your program could be transmitted from one 
job locationto another andnegatively impact 
the potential for securing jobs (Ashe & 
Vogelsberg, 1984).

Ashe and Vogelsberg (1984), de
scribe the benefits of establishing a good 
business image.

"...good experiences result in an in
creased willingness on the parr of employ
ers to work with the program. Repeated 
positive experiences give the program the 
opportunity to obtain letters of recommen
dation from satisfied employers. This re
sume building is just as important for a 
program as it is for any individual trying to 
obtain a job. It is very important to be able 
to Cisplay a positive image within the com

Module #3
Job Development

munity. This element of salesmanship is 
real and involves the total program and not 
just one aspect of it. The Job Developer is 
a salesperson for the program and must 
market a particular product. Logically, even 
a good salesperson will have difficulty 
marketing a product that carries a less than 
positive image. All program elements must, 
therefore, be conscious of their role in this 
image making, realizing that a successful 
program is one which works together.'

The business approach is 
the primary one used by 
successful projects. This 
approach represents the 
path most likely to produce 
employment opportunities.

Ashe and Vogelsberg (1984) go on 
to identify four approaches to job develop
ment which might form a composite of the 
Job Developer:

The Charity Approach. The fact that 
mentally retarded persons have been 
the object of pity and charity is docu
mented elsewhere. (Wolfensberger, 
1979). One approach that a job 
developer might use to locate job 
placement is to appeal to an 
employer’s conscience asking that 
he or she should help the “poor dis
abled person" by giving him or her a 
job. This approach, while occasion
ally successful, will leave the em
ployer with an expectation that the 
worker will be an on-going burden to 
the business. The likelihood of a 
long lasting placement is not good 
because the employer who originally 
gave the position out of a sense of 
morality will come to look on 
theperson in less than positive light
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and may find a means to terminate 
the worker. Even if the worker is 
functioning reasonably well, the em
ployer is likely to be dominated by the 
original expectation (that she/he is 
helping the handicapped and will not 
view the worker as a valued em
ployee. If the placement is not ter
minated, it is probable that the worker 
will find herself/himself as acontinual 
object of pity, a situation not likely to 
improve one's self-image or to foster 
the feeling of dignity.

What seems to foster an accepting 
attitude is a good experience with a 
mentally retarded person who dem
onstrates real competence on the 
job. If this assumption is accepted, 
than it becomes necessary to es
tablish a positive atmosphere; this 
approach is not likely to produce a 
sufficient number of job openings to 
withstand the type of cost/benefit 
examination being given to programs 
in today's economy.

The Legal Approach to job develop
ment is essentially a model that uti
lizes existing laws and regulations as 
leverage to gain employment op
portunities. Under this model a job 
developer attempts to use the argu
ments that an employer's business 
can be compliant with various federal 
and state requirements by hiring the 
handicapped individual. Carried to 
an extreme, a job developer might 
suggest to a potential employer that 
failure to hire might set in motion 
some type of grievance proceeding 
against the employer for failure to 
comply. Veiled in this threat is the 
possibility of adverse publicity, ad
vocacy group involvement and po
tential legal processes. A developer 
using this approach would focus on

Module #3
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those employers who have affirma
tive action hiring quotas due to fed
eral funding or because the employer 
has affirmative action plans as a part 
of operating policies.

The fact that it is unlawful to discrimi
nate against an individual, because 
of a disability is clear. However, 
using the legal approach is not rec
ommended. A successful program 
must develop positive relations with 
the business community and utilizing 
legal pressures to secure employ
ment opportunities within the busi
ness community will not develop 
positive relations. Employers are 
sensitive to the issue and may be 
suspicious of a program that is trying 
to place a person with a disability

The Personal Approach to job de
velopment is one where the Job 
Developer makes use of his or her 
personal acquaintances in the busi
ness community to secure job op
portunities. In its purest sense, the 
effectiveness of this model is de
pendent on the types, variety and 
number of personal relationships the 
Jod Developer has with influential 
persons in the business community. 
The personal approach is intertwined 
within all of the other approaches. 
Job development is largely a person 
to person proposition, relying heavily 
on the Developer's interpersonal 
skills. As a function model, the per
sonal approach by itself is not very 
effective. A large number of signifi
cant personal contacts in the business 
community would be necessary to 
create :he number of placements 
usually required by funding sources.
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The Business Approach demon
strates to the employer why it is a 
good business decision to hire the 
Job Developer's client. The primary 
assumption made by the Devel
oper in this model is that the em
ployer is in business to make a 
profit and not to be a human ser
vice provider. The employer warns 
and needs competent employees, 
and cannot become involved with a 
program that will directly or indirectly 
cost him money. It is the employer's 
needs that are emphasized and not 
the needs of the program. Greatcare 
must be taken by the Job Developer 
not to over commit or make promises 
that cannot be honored. The Job 
Developer realizes that he or she 
must presentthe program as a reliable 
and credible operation. The Job 
Developer must present him/herself 
in a businesslike manner, conse
quently, issues of personal appear
ance. promptness and brevity are 
very important.

The Job Developer must be 
persistent, knowing that it may take 
several visits before he/she is able to 
give the employer a full presentation 
or before a job becomes available.

Finally, the Job Developer 
must recognize a responsibility to 
maintain contact with employers 
during the months alter a placement 
has been made to guarantee that the 
employer's expectations are met. 
This continued involvement is crucial 
to the continued credibility of the pro
gram in the business community.

The business approach is the pri
mary one used by successful 
projects. This approach repre

Module #3
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sents the path most likely to pro
duce employment opportunities.
In reality, the business approach and 
the personal approach are used to
gether with the business approach 
being dominant'.

As stated earlier, the Job Developer 
engages in a number of important activities, 
including: conducting a systematic survey 
of the community labor market, contacting 
employers by phone, letters, and visits, ob
serving each job site to determine the pre
liminary feasibility of the site, and develop
ing and/or participating in a Job Developers' 
coalition.

Your duties as a job coach may not 
include responsibilities forjob development. 
None the less it is important that you have 
an overview of the Job Developers duties 
and more importantly, the elements of the 
contract that was entered into with the em
ployer. Contracts will clarify the roles and 
responsibilities of the employer, employee, 
and your agency and will help insure that the 
needs of all parties are met. A meeting with 
the Job Developer can help insure a clear 
understanding of agreements arrived at with 
the employerin drawing up acontract. With 
knowledge of the contract elements, you will 
be better informed to meet the contract.

It is essential to keep in mind that as 
a Job Coach you have two consumers. 
First, is the client, orthe individual in need of 
supported employment. Second, is the 
business who is the employer foryour client 
in supported employment. Your duties as 
such are complicated in balancing the needs 
of the individual consumer while remaining 
clear on the business requirements of the 
employer. Job coaches tend to err on the 
side of the i ndividual needs of the consumer 
rather than the employer. Suffice it to say 
that the individual consumer's job is depen
dent on the needs of the employer being met 
and that employers are Ousinesses not so
cial service agencies.
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SUPPORTED EMPLOYMENT AS AN 
EMPLOYER SERVICE

Both ia developing jobs ind job sites i s  well ss providing ongoing supported employment 
services, it is mandatory for you to understand the types of concerns th u  businesses have aadl how 
to meet those needs. From the list below, it is readily apparent that employers have a  substantial 
list of reasons far luring our workers. However, there are several problems employers face 
everyday in their workplace. Many employers have not solved problems such as turnover, poor 
work quality, and the high cost of training.

If  you understand the concerns the employer may be dealing with as well i s  potential areas 
of resistance to oar program, you will be able to approach the employer ax a peer and proeeat 
S u p p o rte d  Em ploym ent as an Em ployer Service.

From the following table it can be seen how employer objectives and needs can be addressed 
by Supported Employment Services.

A Comparison of Employer Concerns to  The 
Services in d  Benefits of Supported Employment

EMPLOYES CONCERNS SERVICES BENEFITS
t t  points o f resistance

Too Difficult to supervise -lob coach will train 
-Follow -along 
-E n c la v e /c re w  
-Supervision Provided 
by Program staff

-Decrease need for 
supervisory staff 
•reduces initial fear of 
supervision a person with a 
d isa b ility

W orker's compensation/ 
Liability tssuraace

Supported Employment 
Program is Employer 
(enclaves, crew)

■worker's compensation 
covered by program 
-d isc ip lin e /p e rso n n e l 
problems covered by 
p ro g ra m
-p a y ro ll/p a p e rw o rk  
process covered by 
program all decrease time <fc 
potential cost

Too Long to Train lo b  coach trains 
supervisor - enclave/crew 
fob/w orker match

-decrease time in training 
-decrease cost of training 
•free up trainer's time us do 
other tasks.

Poor Productivity 
Poor Quality

Job coach involvement 
E n c la v e /c re w  
Job/w orker match 
Enclaves -Production/ 
Quality Guarantees

-production will be met 
barring  unforseen 
com pany barriers 
therefore reducing 
production problems and 
cost
-same with quality issues

Co-worker problems
Poor Appearance
Strange <k Bizzare Behaviors

Job coach as advocate 
Follow-along services 
Job/w orker match 
Job coach involvement

-decrease disciplinary 
action-time &  cost 
-free 'Employee Assistance* 
- 'o u tsid e ' problems solved 
before affecting work 
-employer knows where to 
get assistance-decreased 
time & effort of employer
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C oncerns Services B enefits

To many applications now 
Personnel time in hiring of 
sta ff

Program will pre-screen
ap p lican t
lob/workcr match
Sava personnel time/coat
Candidate ability/work
b ehav io rs.

•decreased personnel time 
& cost
-increased awareness of 
applicant, decreased risk of 
inappropriate placem ent, 
hidden medical issues, etc. 
•decreased cost of 
termination & rehire.

Can only do one task Mobile Crew - A Contracted 
S erv ice
Enclave - A Co n ine tod 
S erv ice
Enclave - Several people to 
complete whole job 
lob/worker match - Do 
have applicants who csn do 
whole job

Job can be turned over to 
crew - all responsibility 
rests with program 
resulting in time, staff, and 
financial savings

Safety Issues -Job coach involvement .supervision provided by
•Enclave/Crew - supervisor program staff 
always there -job/worker are matched to
■Job/worker match minimize safety concerns.

Public Image Public Relations -a company may be
recognized as providing 
community service through 
involvement with 
supported employment 
•enhance community image

Additional Services and Task Analysis Completed -available to company - 
Benefits may lead to examination of

job for efficiency and 
im provem ents.
■used by company to train 
employees in a more 
effic ien t manner-saving 
time and money.

Training Plan Developed -training techniques may 
be used for other employees 
increasing training 
e ffe c tiv e n ess

Table Adapted From:

Fairweather. G.W., *  Fergus. E.O. Employment trsinint specialist series:__ lob development (U.S.
Department of Education Grant SG0O9535189). Michigan State University. Supported 
Employment Technical Assistance Project.
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Current approaches in marketing 
supported employment to potential em
ployers are based upon the services pro
vided by the supported agency, such as 
screening applicants, hiring and firing, 
training and employer assistance. People 
with severe disabilities have been success
ful in obtaining and maintaining employment 
given appropriate supports. However, given 
limited resources to provide supported em
ployment, service providers need to explore 
possible contributions by employers in pro
viding support (Rhodes, Sandow, Mank, 
Buckley, & Albin, 1991). Rhodes et al. 
(1991) warn that “over dependence on so
cial service professionals overextends ser
vice organizations’ capabilities and author
ity, and interferes with community partici
pation" (p. 213).

Marketing strategies must becarefully 
developed to ensure that there is mutual 
benefit for business and supported employ
ment. and that employer participation is an 
important ingredient in the process. Rhodes 
et al. (1991) suggest that support strategies 
should be refocused toward the employerto 
support the supported employee. In other 
words, service providers should direct their 
efforts at increasing the employers ability to 
hire, train and support individual with dis
abilities. They suggest several possible 
approaches: teach co-workers to use sup
ported employment technology, work with 
the companies' training department, use 
employer assistance programs, use trade 
associations to share knowledge and ex
pertise. and design service systems to be 
responsive to employer needs. Strategies 
to utilize employers to support employees 
with disabilities should be initiated during 
the job development phase.

Module #3
Job Development
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Module #3 
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Exercise 3.1 
Case Example

Dan is a job developer and made 
arrangements to place a worker with a fast 
food restaurant. Dan has contracted with 
the employer for the worker to perform du
ties of busing tables, taking out trash, 
sweeping and mopping floors, doing dishes, 
and crushing cardboard boxes. In working 
with the employer, Dan has determined that 
the employer is supportive but not well in
formed of developmental disabilities issues.

Sue is the Job Coach working with 
Ray. Ray has mental retardation and is 
overweight to the point of impairment to 
mobility. Ray has had prior enclave work 
experience. Sue and Dan have met briefly 
to discuss the position and have agreed to 
place Ray in the job. In the meeting Sue did 
not clearly identify Ray’s limited mobility and 
Dan was not specific about the speed of 
production that is required by the job.

1. Are there flaws that you perceive in 
coordination between the job devel
oper and the job coach?

Yes I___I No I I

Rationale for your answer:

2. What is the likely outcome of this 
case study?

3. What could the job developer and job
coach havedoneto make this amore 
positive and productive experience 
for the business and the consumer?
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Exercise 3.2 

Case Example

Judy is a job coach and she is working 
with Lee at a hotel laundry. Lee has been 
there for more than seven years and has 
held a variety of positions, under different 
managers. In the hotel business, it is com
mon to have a turn over in personnel even 
among management staff.

In the job coach position, Judy has 
become informed of new manager expecta
tions. standards for quality, and scheduling. 
In addition, Judy informs the manager of 
Lee's disability and how his disability affects 
his social and work behaviors. Judy takes a 
proactive approach and stays informed of 
changes in management and helps Lee 
prepare forthe change.

Over time, Lee has been seen by 
hotel staff as being a dependable, stable, 
and loyal employee. Changes in manage
ment and resulting changes in positions for 
him have been challenging and have added 
vanety to his work experience.

To meet these challenges, Judy en
sures the hotel that new tasks will be com
pleted and redone by either Lee or herself. 
At times Judy has to do extra work to redo a 
task and/or to retrain Lee.

In order to aid managers. Judy has 
tactfully made job modification recommen
dations. Also, she has made herself avail
able to managers as a resource on training 
of other workers and for job modification. 
Judy takes care to build relationships with 
co-workers and customers.

Module #3
Job Development

1. Based on the above case example, 
what actions did the job coach take to 
establish and maintain long-term 
customer loyalty?

2. Based on your answer to 
question #1, what are three reasons 
forthese activities are related to long
term loyalty to the business.
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Exercise 3.3 

Case Example

Bev is the job coach for Shawn who 
works in a fast food restaurant. Shawn is 
mentally retarded and has been on the job 
for 6 weeks. Prior to Shawn beginning the 
job Bev started working at the restaurant.

While job coaching, Bev considers 
herself to be working forthe restaurant. She 
wears their uniform, and follows their poli
cies and procedures. She immediately set 
out to learn the tasks involved in the job, the 
needs of the business, and how to make 
herself available to meet those needs. The 
success of the business as well as services 
to the consumer are priorities to Bev. If the 
employer called with a problem she re
sponded immediately to help the employer 
find a solution.

Overtime Shawn learned most of the 
tasks and was performing them well. Bev 
made a point of teaching safety skills. Of 
specific concern was teaching Shawn not to 
push a red button located next to the stove. 
Bev decided to begin fading some of her 
support. Before lunch one day Shawn de
cided to to see what would happen if he 
pushed the button. Shawn and fellow work
ers were all surprised to see the cloud of 
blue powder blow out of the fire extinguisher 
and cover food, paper goods, the stove, the 
floor, and counters. The manager was 
forced to close prior to the busy lunch rush 
and clean-up at a substantial loss of money. 
The manager fired Shawn on the spot.

Later, Bev approached the manager 
and asked the if he would consider hiring 
another suoported employee. The manager 
replied yes and hired another supported 
worker.

Module #3
Job Development

1. In the above described
situation, why would the manager 
hire another supported employee?

2. List five things that Bev did to 
encourage employer loyalty.
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Exercise 3.4

Case Example

YouarethejobcoachforTroy. He is 
mentally retarded and is working as a janitor 
at a local business for the past three years. 
You are aware that Troy is having interper
sonal problems with one particular co worker 
who likes to tease people. Both you and a 
supervisor have approached this worker to 
educate him about Troy's social skill limita
tions and to get him to stop teasing. (Troy 
doesn't know how to interpret the teasing.)

In spite of these efforts, the co-worker 
continues to tease Troy. Troy takes matters 
into his own hands and strikes the worker. 
Company policy states that physical ag
gression will not be tolerated and Troy is 
fired.

1. What steps should the job coach take 
to maintain loyalty with the manager, 
while maintaining support and advocacy 
for another supported employee?

Tray was well liked by fellow workers 
who want to find a way to bend rules to have 
him stay. Your recommendation is that the 
company stand by their policies, not bend 
the rules, and fire Troy.

The manager asks you for a sup
ported employee as a replacement for Troy.
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JOB ANALYSIS

PROCESS OVERVIEW

The best way to know a job is to do a job. and so the Trainer/Job Coach often performs the 
job for several days (sometimes weeks) before the trainee begins work. During this period, 
the Trainer/Job Coach modifies the Job Analysis continuously until the analysis best re* - 
fleets the unique demands of the job. The experience of performing a job adds immeasur
ably not only to the Trainer's/Job Coach’s knowledge of how to train someone forthe job, 
but also to his/her insight about how the trainee will feel when learning the job!

Definition of Job Analysis

At the most literal level, job analysis may be defined as a farm of task analysis or a step-by- 
step breakdown of a specific job that describes each increment in the work process and 
identifies the required abilities for the job. To be of value in the pragmatic world of Job 
Coaching, the definition should be expanded to include all of the requirements that the job 
will demand of the worker. Implicit in this notion is that job analysis, for the purposes of this 
publication on Job Coaching, is a holistic study of job demands and environmental influ
ences in the work place. The Department of Labor (1972) defined job analysis as a sys
tematic study of the worker in terms of the following:

• what the worker does

- the methods and techniques the worker uses

• the product or services the worker produces

• the traits necessary for the worker to possess to accomplish the job

In concert with this line of thinking, the job analysis form in this publication includes a 
variety of factors that are essential for a thorough understanding of the nature and structure 
of a given job.

Job analysis is a field based or job site based process. It is necessary for the Job 
Coach to interview the employer and/or Job Coach to interview the employer and /or the 
first line supervisor and discuss the demands of the job. Then the coach should arrange to 
observe a non-disabled employee performing the job from start to finish in the work envi
ronment. Prior to initiating this process, the coach would be wise to interview a worker who 
is proficient at performing the job under consideration in order to assure that ail steps 
necessary for completion of the task will be observed.

When job analysis is coordinated with findings from vocational evaluation, it is more 
probable that the Job Coach will be successful in matching consumers to jobs in which they
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will succeed. Thorough analysis of job requirements, environmental demands, and task 
increments gives the Job Coach the opportunity to plan logical, sequential training pro
grams for consumers. This is particularly invaluable for consumers with cognitive and/or 
emotional difficulties because clarity at the outset of training reduces stress, anxiety, and 
confusion. At the same time, job learning and performance are enhanced. Consumers 
with physical limitations may also reap benefits from careful job analysis. Adaptive equip
ment and alternative strategies for job completion are more effectively selected afteca 
thorough holistic job analysis. The purpose of job analysis is to determine which skids are 
necessary for successful job completion. Job analysis should not be constated to be a 
screening out process to block the placement of consumers who do not yet possess all the 
requisite job skills. With diligent, well planned training, carefully selected consumers who 
do not yet demonstrate all the necessary behaviors and skills required to accomplish a 
specific job can become effective workers.

Factors for inclusion in Job Analysis and Rationale

As stated above, job analysis is often regarded from the limited perspective of task 
analysis alone. If Job Coaches choose to confine job analysis to a single dimension of task 
analysis, it is possible that they will miss the many factors that impact on job performance, 
worker satisfaction, and ultimately, job retention. The following chart lists important factors 
that the Job Coaches should consider when performing job analysis and the rationale for 
their inclusion in the process.

Factors for Inclusion in Job Analysis

Personal Characteristics/Social Skills

appearance 
communication skills 
acceptance of change

Time/Travel Concerns

orientation/mobility 
time discrimination

Work Requirements

mobility
endurance

behavior
independence

work schedule 
transportation

strength

Performance Skills 

discrimination work soeed

Rationale for Inclusion

Many jobs require specific personal and 
interpersonal skills (e.g.. job involved with 
"meeting the public," high degree of inter
action among co-workers, variability of 
task). These factors are essential to task 
completion in many types of jobs.

All jobs require workers to have a level of 
awareness of time and space. In certain 
positions, these are of marked importance 
(e.g.. dock worker, shipping clerk, building 
trades worker).

Ability to sustain work over time is impor
tant for all joDs. Certain jabs require the 
added element of strength (e.g.. dock 
worker, shipping clerk, building trades 
worker).

Performance skills directly influence the 
rate and quality of work.______________

Page 2
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Factors for Inclusion In Job Analysis

Employer Factors

attitude toward disabled workers

Environmental Factors

safety of work area; adaptations for dis
abled

temperature/light; atmosphere 
cleanliness/order; availability of reinforc
ers

Rationale for Inclusion

Employer attitudes and requirements 
affect the viability of placements and 
should be addressed in job analysis.

This area includes both the physical 
setting and the emotional climate of the 
work environment. Since disabled per
sons may be particularly sensitive to 
physical and emotional pitfalls in the 
environment, these must be included in 
job analysis.

adapted from: 

(Fadely, 1987).
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GUIDELINES FOR 

COMPLETING 

JOB ANALYSIS

Remember that the overall success 
of your pregram will depend largely 
on its reputation. The Trainer's/Job 
Coach's appearance and posture 
at the work site will profoundly 
affect the trainee's future with the 
company.

Allow yourself enough time to 
observe all the work areas in which 
job duties are performed. Familiar
ize yourself thoroughly with the 
demands of each job. including the 
physical demands (knowing how to 
do a job and having the endurance 
to perform it are two different 
things!)

Write down in sequence all of the 
employee's work activities. This 
sequence represents a ‘routine 
analysis" of the job. Note the 
approximate time spent in each 
work area and movement from one 
work area to another.

Be sure to record any work-related 
interactions between employees. It 
is important to know whether or not 
your trainee needs to verbally 
communicate during job perfor
mance.

Do not interrupt the work flow, but if 
the employer approves, ask co
workers briefly about aspects of the 
job.

If company employees ask what 
you are doing at the work site, 
explain briefly the Transition pro
gram, its services, and the people it 
serves.

Don't hesitate to be honest and 
straightforward with employees 
regarding your present and future 
purpose at the work site. If you 
sense that there is considerable 
interest about your role, or if you 
sense any concern on the part of 
company employees, you might 
schedule a more formal informa
tional meeting with the employees 
and their supervisors to explain 
your role.

(Moon et a/„ 1385)
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SAMPLE JOE. ANALYSIS

The best way for a Job Coach to 
develop the art and science of job analysis 
is through on-the-job experience under the 
tutelage of an experienced practitioner. In 
practice, this type of training is not often 
available because of budget and staffing 
limitations. To bring in theelement of reality, 
this publication provides opportunities for 
self-instruction via illustrations. These ex
amples should in no way be construed as 
actual persons or cases; however, they are 
composites of many Job Coaches, Con
sumers. and situations. An effort has been 
made to retain a degree of plausibility.

Susan, a Job Coach for an agency 
providing supported employment for dis
abled adults, has located a job opening 
through the help wanted ads in the local 
newspaper. The ad indicated that a custo
dial agency was seeking a window washer 
to work in a nearby office complex. The 
position attracted her attention because the 
advertisement mentioned that applicants 
were expected to have entry level skills and 
no previous training. Because of time fac
tors inherent in responding to want ads. 
Susan chose to contact the custodial agency 
by telephone. She introduced herself as a 
Job Coach, briefly described the program, 
and stated an interest in investigating the 
window washing job for a Consumer in her 
program. The employerindicated interestin 
the program and agreed to meet with Susan 
at a mutually acceptable time.

Susan and the employer met at the 
job site and discussed a variety of issues 
and concerns (i.e.. work schedule, salary 
and benefits, review pencd, type of worker 
supervision, work demands, "pet peeves’ of

the employer, equipment to be operated, 
job duties). During this meeting, it became 
apparent to Susan that the job and envi
ronment looked promising for a supported 
employment consumer. She then asked the 
employer to specify a convenient time for 
her to return to perform a job analysis, 
explaining that this would assist her in 
identifying a consumer who would be well 
suited to the job. She explained that a job 
analysis would entail observing all of the 
steps in the job process. She also stated 
that it would be helpful to speak briefly with 
one of the other window washers and the 
immediate supervisor. The employer was 
agreeable and a date for the job analysis 
was set.

Susan prepared for the job analysis 
by filling her clipboard with several copies of 
the Job Analysis Form. She was able to 
gather the following information from this 
visit and recorded it on the Job Analysis 
form, under A. Job Statistics.

• Company's name, address, phone 
number, and tide being considered

- Recorder's name (Susan) and " 
date of analysis (today’s date)
- Contact person, title, and tele
phone number
- Salary offered, work schedule, 
total hours/week

Susan arrived at the job site at the 
appointed time, clipboard in hand, and met 
with the window washing supervisor, the 
person whom the employer identified as the 
authority on the various aspects of the job 
being analyzed. She explained that she 
would be making notes abut the job to help 
her more accurately place and train a Con
sumer as a window washer.

At this point, it should be noted the 
Job Analysis Form opens with a yes/no for 
job consideration format.
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Susan relied on responses from the 
supervisor and her own observations to 
complete the checklist items on the Job 
Analysis Form. When there was an obvious 
difference between what she observed and 
what she was told, Susan would make a 
note on the comment lines or under the 
items.

To clarify the manner in which each 
item should be approached, the Job Analysis 
Form completed by Susan on the window 
washing position will be examined item by 
item. Actual coding of each item may be 
found on the completed form that follows 
this commentary.

B. JOB CONSIDERATIONS:

The factors in this area cover two 
broad categories that are classified as em
ployer attitudes toward workers with dis
abilities and benefits forthe worker. Forthe 
employers attitude, due to the nature of 
human dynamics involved in this area, the 
rating of these factors is subjective and 
requires the Job Coach to exhibit profes
sional judgement and sensitivity. Responses 
in this area are in a yes/no format.

In assessing the employer's attitude 
towards workers with disabilities you will 
make judgements based on impressions of 
the employer's verbal and non-verbal (e.g., 
body language, tone of voice, eye contact, 
facial expressions) communication when 
discussing workers with disabilities. Similar 
judgements are to be made about the atti
tudes of supervisors and co-workers. It is 
crucial to assess this area accurately as it 
could be harmful to a Consumerto be placed. 
in a position where feelings about disabled 
people are strongly negative.

Module #4
Job Development

The remainder of the items in this category 
are relatively concrete, having to do with 
work benefits and whetherthey do or do not 
exist. This information is important to make 
a good match of a job to the requirements of 
the worker. '

Susan found that the employer had 
not previously hired workers with dis
abilities and marked no tor that item. . 
Both the managerandthe immediate' 
supervisor appeared very open to 
employing a consumer but were not 
receptive to restructuring die position.' 
The employer was open to the con-, 
cept of O.J.T (on the job training 
This is an existing position and the 
task components can be identified. 
There were no anticipated opportu
nities for advancement. Casual attire 
is acceptable for this position with 
cover-ails pro vided by the employeri 
Susan determined worker benefits 
from interviewing the employer and 
they are reflected on the sample Job 
Analysis form. Susan observed that 
there are a few contacts with custom
ers and notes that contact is low.

C. APPLICATION PROCEDURES

This area refers to the actual applica
tion requirements as outlined by the em
ployer. The 1-9 information is in regards to 
question about immigration.

Susan obtained information for this 
section directly from the employer, 
who requested; 1-9 information and 
an interview. The employer stated 
that a job orientation was required 
and that job training would be pro
vided.________________________
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D. STRUCTURE OF WORK DAY

This section refers to the arrange
ment of pertinent factors that make up the 
workday. Examples of workday activities 
include; time to enter the work area, what 
are the first tasks of the day. time for and 
length of breaks and lunch period, and time 
for workday to end.

E. INDIRECT WORK SKILLS

Indirect work skills involve steps that 
are not part of the daily routine and include 
items such as tasks prior to and after work, 
and other duties frequently performed. 
Specific examples are the location of the 
time clock, uniforms, break areas, places for 
waiting if arriving early for work, and a place 
to store personal items.

The employer provides uniforms for 
workers and a locker room for dress
ing and storing personal items.

F. MACHINES/TOOLS REQUIRED TO 
USE

Simply, this is a survey of the typesof 
tools and machines necessary to carry out

the tasks of the job. Of utmost concern for 
this item are the issues of safety as they 
relate to the worker, as well as the skill levels 
required to operate the tools or machines.

The tools required for the window 
washing job includes a supply cairg 
solution application, squeegie, and 
ladders.

G. WORK ENVIRONMENT

This area refers to the physical 
characteristics and the emotional climate of 
the work place. Features such as safety, 
accessibility for the disabled, cleanliness, 
order, temperature and lighting, friendliness 
of co-workers, and availability of emotional 
support are addressed. Here Job Coaches 
must rely on their powers of observation. It 
is necessary to tour the entire work site and 
talk to supervisors and co-workers to have 
an understanding of the area(s) and the 
emotional climate(s) in which the consumer 
would work.

Adaptations - The usual adaptations 
for persons with disabilities are designed to 
assist persons with ambulatory difficulties. 
These persons with disabilities may use 
wheelchairs, canes, walkers, braces, or may 
use no aids and simply have difficulty walk
ing. The most common adaptations are 
curb cuts and ramps in parking lots, ramps 
to entrances and exits, handrails for stairs 
and ramps and in rest rooms, lower drinking 
fountains and sinks for persons in wheel
chairs. doorways and rest rooms built to 
accommodate wheelchairs, and elevators. 
It is quite possible tor adaptations to have 
been made in a manner that renders them 
useless for persons with disabilities. For 
example. The restroom bears the requisite 
handicapped logo, was duly equipped with 
a wide stall and special toilet with handrail, 
but the entrance doorway was so narrow 
that it was impossible for a person using a

Page 7

In meeting with the supervisor, Su
san has determined thatworkers 
enter the work area at 8:00 a.m., 
remain in the work area performing 
duties until break time from 1025  - 
10:45. Lunch break is from 12X10 - 
12:30 p.m. each day and the after 
noon break is 2 2 5  - 2:45. Sign out 
time is 4X30 p.m.
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wheelchair to enter the restroom. When 
noting the presence of adaptations for the 
disabled, it is wise to assess the feasibility of 
a person with a disability actually using the 
modified facilities.

Module #4
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These two factors referto the physical 
climate (i.e., warmth or coolness) and 
lightness or darkness of the job site. Ex
tremes of temperature are difficult for many 
people to tolerate for long periods of time 
and should be noted carefully. It is also 
difficult for some people to work in very dim 
or extremely bright light, particularly those 
who have extreme sensitivity to light or 
cenain types of visual impairment.

H. JOB SPECIFIC DISCRIMINATIONS:

These factors call for distinguishing 
among items that are unique forthe specific 
job. The ability to discriminate may be 
essential for particular portions of the job. 
For example, an auditory signal or flashing 
light may be used to alert a worker that a 
machine is completing a function, such as a 
beeping signal on a microwave oven. Vi
sual discrimination may be required to dis
tinguish if vegetables for a salad are good or 
spoiled.

For window washing, the worker 
needs to distinguish between clean 
or dirty windows and to know the 
names of tools and supplies. ■' ■;,»

I. JOB ANALYSIS SUMMARY:

Job analysis is a major element in 
determining effective placements for Con
sumers in supported work programs. Hav
ing completed the analysis, the Job Coach 
must carefully weigh the findings and make 
a professional judgement as to whether or 
not the job under consideration might be 
appropnate for a Consumer. It is quite 
possible for the position to have so many 
critical factors that, even with ingenious 
adaptive planning, successful placement 
would be highly unlikely. Reality dictates 
that one accepts the fact that some jobs are 
not appropriate for workers with disabilities. 
It is far better to discover this during the job 
analysis phase rather than after placing a 
consumer and having him/her experience 
disappointment and failure.

Susan found the building to be com
fortable and noted moderate tem
perature. The sun was very bright 
nearthe windows at mid-day. Susan 
noticed that several workers wore 
sun glasses and made note of this. 
For workers with normal light sensi
tivity, the brightness would not pose 
a problem if sun glasses were worn.

Susan observed that there were curb 
cuts in front of the building, but a  
railroad tie entrance made the build
ing inaccessible to persons using 
wheelchairs or those with severe 
orthopedic involvement who use 
canes or walkers. The interior was 
barrier free with ample bathroom 
stalls equipped for persons with dis
abilities. There were elevators, es
calators, and stairs. Susan noted 
curb cuts, barrier free/bathroom 
modifications and elevators.

Temperature/light

In reviewing the Job Analysis form, 
Susan identifies the following areas 
and enters them in the job analysis 
summary. Unusual behaviors would 
be accepted: infrequently, must have 
good upper body range of motion, 
and must be able to discriminate 
clean/dirty windows.

Page 8
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2. JOB CRITERIA

A. PERSONAL REQUIREMENTS:

Each job makes its own set of de
mands on the worker. Some jobs require a 
formal, neat style of dress while others call 
for very functional clothing. The behavior 
acceptable fora workerin an inconspicuous 
job in a highly tolerant setting may be quite 
different from the behavior demanded of an 
employee in a highly conspicuous, very 
formal environment. The employee's ability 
to attend to work, to communicate through 
speech, to deal with social situations, and to 
adapt to variations in work and routine must 
match the demands of the job if the employee 
is to have a chance for success at work.

1. Personal Appearance - This very sensi
tive area can include physical attributes 
(i.e., height, weight, hair and eye color, 
typical/atypical body and facial features), 
dress, grooming, and hygiene or cleanli
ness. For the purpose of determining the 
type of personal presentation in a specific 
job requires, the more limited parameters of 
grooming (defined as neatness and appro
priateness of clothing, hair, fingernails) and 
cleanliness (to include clean clothing, body, 
hair, fingernails are sufficient. Therefore, 
the selections under “personal appearance’ 
have been limited to grooming and hygiene. 
The comment line should be used to record 
observations of worker's personal appear
ances and employer comments about ex
pectations in this area

Module #4
Job Development

Personal appearance form entry- 
Susan checked “Casual attire ac 
ceptable’and noted in the comments 
that white coveralls were required 
and that the employer would supply 
them.

2. Behavior- Behavior may be defined as a 
composite of observable responses to in
ternal or external stimuli. In essence, any 
action, reaction, or performance is behav
ior. Behavior may be positive and construc
tive (e.g., on task, attentive, cooperative), 
and negative (e.g., distractible, uncoopera
tive, aggressive, disruptive), or inappropri
ate in a given circumstance (e.g., rocking or 
talking to oneself in public, displaying ex
cessive affection). For the purposes of the 
Job Analysis Form, unusual behavior may 
be defined as activity that is not suitable for 
the work site. This includes both negative 
and inappropriate private behavior.

Behavior entry - Susan observed 
that window washers were quite vis
ible and that a number of visitors 
entered and left the areas in which 
they worked. The supervisor noted 
that he had previously employed 
“slow’  workers and understood that 
sometimes they would become up
set if they became confused. Hesaid 
that he could foresee no difficulty as 
long as there were few occurrences 
of unusual behavior. Susanchecked 
“unusual behavior accepted if infre
quent, “ noting that behavior was not 
critical. In the comments section, 
she stated that the job was highly 
visible and that behavior should not 
be exceptionally unusual.

3. Communication - Communication is de
fined as an exchange of thoughts, opinions, 
and information. Communication in the con
text of the Job Analysis Form is confined to 
spoken, signed, or gestural exchanges. 
Speech articulation and language content 
affect the degree to which a speaker is 
understood. Both of these areas are ad
dressed under the heading of communica
tion. Some jcos reauire very little expres
sive language from workers: other positions
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demand sophisticated communication skills.

Module #4
Job Development

Communication entry - Susan noted 
that little speech was required for the 
job, although window washers were 
sometimes directed to work in other 
areas and language was used to 
convey this information. Susan de
termined that a consumer should be 
able to understand limited oral direc
tions and checked "key words 
needed, ’  and noted in the comments 
section that basic receptive language 
was necessary. Communication was 
not determined to be a critical factor 
for the job.

4. Independence - Independence is defined 
as the ability to be free from the influence or 
control of others. This requires an ability to 
concentrate on the task at hand which is 
essential for task completion and impacts 
work quality. When a worker needs re
minders from a co-worker ora supervisor to 
maintain adequate attention to task, the 
worker is not independent and is said to 
require prompts. Others are very able to 
focus on work independently and require 
few prompts and little supervision. It is very 
important to examine the capacity and will
ingness of co-workers and supervisors to 
provide prompts and supervision during the 
job analysis phase.

Independence entry • Susan noted 
that each window washer worker 
fairly independently with the supervi
sor making few directive comments. 
Furthermore, the supervisor stated 
that he had other duties and could 
not spare the time to constantly re- 
cirect a worker. Susan checked “in
termittent prompts/low supervision" 
and judged independence to be a 
critical factor.

5. Task/routine - For many persons with 
disabilities, this is an importantfactor. People 
who have mental retardation, adjustment 
problems, or learning disabilities tend to 
have greater difficulty adjusting to frequent 
changes in task and work sequence. A 
change oftask is defined as movement from 
one work activity to another (e.g., from 
scrubbing pots to busing tables, from pre
paring pizza dough to packaging cheese, 
from unpacking a box to string wrapping a 
poster). A change in routine may involve 
doing Friday’s jobs on Thursday, perform
ing the usual morning job in the afternoon, or 
taking over a sick co-worker's job until he/ 
she recovers.

Task/routine entry - Susan asked the 
Supervisor about job duties and 
changes in routine and found that 
window washers moved from areato 
area to wash windows and were also 
required to clean glass and tile in 
several bathrooms. She judged that 
there were about 5 changes in rou
tine per day and that this was a  
critical factor.

S. Personal Information Requirements-This 
area is defined as the ability of people to 
identify themselves or the date for a variety 
of job conditions. Some jobs may have few 
requirements for communicating personal 
information while others may be quite rigid. 
A worker may be required to visually identify 
their name, to recognize their time sheet, 
and to read a work schedule to know when 
they are to work. Writing one s full name 
may be necessary for signing to receive or 
send materials or correspondence. In food 
preparation, it is necessary to write the date 
when something, (e.g., a salad) is made. 
The ability to produce identification upon 
request is required in some positions (e.g., 
to enter an Airforce Base to work at a com
missary).

Pace 10
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Module #4
Job Development

Personal information entry- The win
dow washing position requires sign
ing in and out and identifying time 
cards. Susan marked’must visually 
identify name’  and ‘must write M l 
name’.

B. TIME FACTORS:
At first glance, these factors may 

appear to be mundane and easily manage
able when, in reality, they account for insur
mountable problems. The finest jobs in the 
world are of no use to consumers if they are 
not able to work during stipulated hours or if 
they do not have transportation to and from 
work. Likewise, an excellent worker who 
cannot tell time is at risk in a jab where time 
telling is essential and adaptations for his/ 
her needs have not been made. A job's 
demands for getting around, either in the 
temporal / spatial perception sense or in the 
context of ambulation must be examined 
before intelligent placement decisions can 
be made for consumers.

1. Time telling-This factor involves various 
levels of awareness of the passage of time 
from the simplest acknowledgement of break 
and lunch times to the more advanced ab
stract skill of determining time by the hour 
and by the minute. Varying levels of time 
awareness are needed in a given work 
situation, therefore, a continuum of choices 
is offered on the Job Analysis Form.

Time telling entry - Susan found that 
window washers were allowed two. 
20 minute breaks/day and a 30 minute 
lunch period. The supervisor re- 
pcnedthatworkers were responsible 
for keeping track of break times. 
Time-telling was regarded as critical 
and the box, “tima-telling skills 
needed" was checked.

2. Orientation to work soace - Individuals 
have different degrees of abilities in a broad 
spectrum of areas, one of which is the ability 
to orient themselves in space. Some job 
sites, because of their compactness, lend 
themselves well to placement of persons 
with very limited ability to find their way 
around or to adjust to the dimensions of the 
work space. Other work situations (i.e., 
building and grounds jobs and interoffice 
courier positions) demand a higher level of 
orientation to work space because the work 
area is expansive and without wails. Failure 
to property assess this factor may lead to 
faulty placement decisions such as placing 
the consumer with poor orientation ability in 
a vast, confusing work space in which he 
loses his way or wanders from his duties.

Orientation to work space entry - 
Noting that window washers were 
required to work throughout the 
building complex, Susan deemed 
orientation to the work space as criti
cal and checked‘entire building’ as 
the work space.

C. WORK REQUIREMENTS

1. Physical Job Recuirements - In the 
strictest sense, mobility is the ability to move. 
This factor must be considered when as
sessing the appropriateness of jobs for cer
tain individuals. There are jobs that make 
few mobility demands on the worker be
cause work is performed essentially in a 
sitting or standing position in a given loca
tion (e.g.. data entry, small parts assembly). 
From a virtual stationary position, mobility 
demands escalate incrementally to move
ment from place to place within a relatively 
easy to negotiate work space. A more 
demanding situation than this would include 
climbing stairs and moving around minor 
obstacles such as file cabinets and boxes. 
The most rigorous scenario would include 
activities like clirnomg. stcccinc, bencing,
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and running within a work space where 
there may be obstacles to avoid.

The Job Analysis Form presents four levels 
of difficulty from which to choose when 
describing the mobility demands of the job 
being analyzed. It is important to assess 
this factor correctly when considering a job 
site for persons with disabilities because 
consumers may use wheelchairs, canes, or 
walkers, or may be blind/visuaily impaired, 
or have neurological ororthopedic problems 
that limit their ability to move with ease.

2. Endurance - Endurance is the ability to 
sustain or to tolerate the demands of work. 
When analyzing a job. it is important to be 
aware of the energy required to perform it 
repeatedly throughout the work day. To 
evaluate the level of endurance required by 
the job, the Job Analysis Form provides 
choices of length of workday in combination 
with frequency of break time. From the 
human angle, it should be noted that psy
chological elements are involved in endur
ance as well as the more obvious physical 
ones.

Module #4
Job Development

Endurance entry - The supervisor 
emphasized that window washing 
wasaphysically taxing job and ques
tioned Susan about the stamina of 
her consumers. Susan assured him 
that she would take care to make 
sure that the worker would be able to 
meet the physical demands of the 
job. The work day was 8 hours long 
with lunch and two breaks and would 
require a worker to have consider
able stamina. Susan checked full 
day/few breaks"and noted endurance 
was critical.

3. Strength - Simolv stated, a job's strength 
factor is the measure of the amount of 
muscle power required to perform the job. 
Little brute strength is needed to seal en
velopes or to collate papers. Relatively 
more strength is involved in breaking down 
boxes using a cutting tool. Much more 
power is required for lifting heavy feed bags 
and loading them into trucks. The Job 
Analysis Form presents three degrees of 
strength from which to choose when ana
lyzing a job's physical power demands.

Strength entry-Thesupervisorstated 
that ladders were the heaviest pieces: 
of equipment used by worker. Susan; 
concluded that lifting up to 25pounds 
was required and chedced ‘lift 15-25 
lbs. ’ This was not determined to be 
a critical factor. She noted on the 
comments line that window washers 
must be able to carry a ladder.

D. PERFORMANCE SKILLS:

Encompassed in this group of abili
ties are factors involved with identifying the 
worktobedoneandtools needed to perform 
it. starting the job. proceeding step by step 
in the task, and completing it.

1. Discrimination - This factor may be de
fined as the ability to make distinctions 
among physical items (e.g., identifying tools 
and supplies, determining clean from dirty, 
counting objects). Jobs may require little, if 
any. ability to make differentiations as in the 
case of the worker who stamps stacks of 
papers with the same stamp all day long or 
they may be quite demanding as in the job 
in which the worker must read lot numbers 
and expiration dates on bottles of chemicals 
and arrange them on shelves accordingly. 
The Job Analysis Form offers four levels of 
difficulty from which to choose wnen rating 
the discnmmation cemands of a job.
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Module #4
Job Development

Discrimination entry-A workerwould 
be required to know the names of 
tools and supplies. The supervisor 
stated thatthe workerwould be asked 
to clean ‘dirty* windows and would 
be required to discriminate between 
windows that needed cleaning and 
those that were clean. Susan made 
note of this and decided that visual 
discrimination was a critical factor.

2. Work speed - Work speed is the rate at 
which work is accomplished. Employers 
usually have very definite expectations in 
this area, particularly when employees are 
paid by the hour or when heavy production 
quotas are involved. However, there are 
jobs in which a leisurely pace is acceptable 
or even desirable. At the outset, it is i mportant 
to ascertain the expected work speed re
quired by the employer so that ultimately, a 
worker who is capable of meeting that pro
duction rate is placed in the job.

For the purposes of this publication, 
functional academics are defined as the 
ability to read, calculate, handle money, 
write at the survival level or higher, and 
perform measurements. Some positions 
demand a high level of performance in these 
areas, while others require very limited 
academic skills. It is important to correctly

assess the level of academic functioning 
required for a specific position because aca
demic interventions usually involve special
ized teaching techniques that are not easily 
adapted to on-site training.

1. Reading - In the simplest terms, reading 
is defined as the decoding of written, words 
and symbols. Reading, like other skills, may 
be preformed at a very rudimentary level, on 
a highly sophisticated plane, or somewhere 
in between.

Reacting entry-The windowwashingr 
supervisor told Susan that the job 
required very basic reading skills: 
Workers would only be required to be 
able to read enough to discriminate 
among the various cleaning solu
tions. Susan checked “simple words/ 
signs/symbols’  and noted that one 
would need to read labels ofcleaning 
supplies. Because accommodations 
could be made to mark supplies for 
very weak readers, Susan deter- 
minedthatthisskillis not critical. She 
noted in the comment section that 
accommodationscouldbe made and 
gave examples.

2. Math- Forthe purposes of this publication 
on Job Coaching, math includes number 
concepts, counting, and vanous forms of 
computation (e.g.. addition, subtraction, 
multiplication, division). Obviously, there 
are many possible levels of math achieve
ment. The concern here is with the level of 
math proficiency required by the job being 
analyzed.

Work speed entry - Susan observed 
that the window washers were work
ing at a steady, yet leisurely pace. 
The supervisor stated that it was 
important for work to finish by 4:00 
p.m. and that there were no formal 
work quotas. Susan checked, 
“moderate, steady pace".

E. FUNCTIONAL ACADEMIC SKILL RE
QUIREMENTS:

Math form entry - Susan observed 
that the window washing job required 
only counting skills. She then 
checked the box indicating simple 
counting and noted thatworkers must 
be able to count windows. The em
ployer indicated that window count-
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Module #4
Job Analysis

3. Money Skills - This is a subset of math 
and ranges from the more concrete level of 
coin and bill recognition to change making, 
a relatively difficult skill. Money handling 
ability is a very important functional living 
skill for persons working and living in the 
community.

4. Writing - While reading involves the de
coding of language, wnting is the encoding 
of language. Writing can be performed at a 
very simple level such as signing one's 
name or at the very sophisticated level of 
conveying complex concepts in highly 
technical language. The wnting demands of 
a job must be carefully examined because it 
is very difficult for highly skilled educators to 
execute i nterventions to improve writing skills 
and all the more difficult for Job Coaches 
who have so many demands to fulfill.

Wnting entry - Susan quickly realized 
that no writing was required for the 
window washer position but that 
workers must sign in and cut and 
checked that box.

5. Measurements - Simply means dimen
sions, capacity, or a definite quantity mea
sured out. Linear measurement refers to 
length of an object (e.g., a worker needs to 
measure the length of a piece of wood to cut 
it into survey stakes). Weight measure
ments are used in the preparation of some 
foods (e.g.. the weight of meat fn making a 
sandwich). Volume measurements are re
quired for mixing some cleaning supplies or 
in the recipes for preparing some foods.

. “* V:;
Measurements entry - Susan o b -t j  
serves that no measuring is involved 
for this job. Cleaning supplies used 
are premixed. She marks the boxr  
"none". In the comments sections 
she noted that supplies were 
premixed.

F. ENVIRONMENTAL FACTORS:

This area refers to the physical char
acteristics and the emotional climate of the 
work place. Features such as safety, 
cleanliness and availability of emotional 
support are addressed. Here Job Coaches 
must rely on their powers of observation. It 
is necessary to tour the entire work site and 
talk to supervisors and co-workers to have 
an understanding of the areas(s) in which 
the consumer would work.

1. Safety of work area - Safety in the work 
place is a complex issue. A particular job 
may be inherently risky, but because ex
cellent safety precautions are in place, it is 
rendered very safe. For example, an em
ployee works near a metal conveyor belt 
that is constantly in motion. Her safety was 
insured by a barnerthat prevented her from 
accidentally touching or falling into the 
moving metal pans. Following the same 
logic, a very safe job can become hazard
ous when precautions are not taken orwhen 
there are hazards in the environment. For
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ing was important, therefore, Susan 
felt that this skill was critical for job 
success. She noted in the comment 
section that a counter may be used to 
accommodate limited math skills.

Money skills entry - During breaks 
and at lunchtime, employees would 
go to the snack bar to buy food and 
beverages. There were also coin 
operated food and drink dispensing 
machines. Susan checked the 
'simple change/vending machines* 
box and noted that a worker would 
have to have the money skills to buy 
lunch and to use the coin operated 
machines.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 169

example, an employee was to wipe down 
metal racks with a mild solution of soap and 
water. She was not provided with gloves to 
do the job and cut her hand badly while 
working. The job was safe and easy, but 
lack of proper equipment resulted in an 
accident.

When assessing the safety of a work area it 
is importantto make note of seemingly small 
items like puddles of wateror oil on the floor, 
sharp edges on counters, powertools without 
safety guards, and stairs without handrails.

Module #4
Job Analysis

2. Cleanliness/orderliness-These factors are 
fairly easy to observe and record. The 
absence of dirt, grime, and disorder would, 
by definition indicate that a business is clean 
and orderly. Dirt and grime are sometimes 
inherent parts of some businesses like 
potting operations in greenhouses. It is 
importantto note when dirt is appropriate or 
inappropriate to the work being performed 
before making judgements about a work 
site. After all is said about these factors, the 
final determination is highly subjective.

3. Availability of Reinfcrcers - Positive re

inforcers are rewards for performing a job in 
a proper or outstanding manner. In the work 
place, the following means are used as 
reinforcers: praise, financial rewards in
cluding the paycheck, and vacation time. 
Availability of reinforcers refers to the fre
quency with which rewards are given. Indi
viduals vary in their need for positive feed
back and rewards, but most people, with or 
without disabilities, need an external source 
of reinforcement to continue working pro
ductively.

Availability of Reinforcars envy -  -O 
Susan noticed that the supervisor £ 
would make occasional comments.’ 
to window washers about their work 
and that most were favorable. When 
she asked a workeraboutthe amount 
of praise tor a job well done, the 
worker reported, "The boss says nice 
things a good bit". Susan scared this 
item as "intermittent praise given".

G. PHYSICAL REQUIREMENTS:

Specific physical requirements of the 
job may vary and have a significant impact 
on the individual abilities of the worker. A 
careful analysis of the job tasks is needed to 
determine the physical demands of job du
ties. Factors to be considered are bending, 
lifting, carrying, and motor skills.

1. Bending ranges from not being neces
sary for the job. to needing to bend at the 
knees and waist at the same time. In ob
serving the window washers. Susan deter
mines that it is necessary to bend at the 
knees or waist to pick up supplies and lad
ders and checks that information on the 
form.

2. Lifting as covered earlier is concerned 
with the amount of weight that a worker is 
required to lift. In the current context, lifting 
relates to the height one must lift (e.g., from 
ground to waist level, waist to eye. and
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Safety of work area entry - Susan 
noticedthatthe building complex had 
a security guard and the visitors were 
required to sign in and out. There 
were no obvious hazards inside the 
building. The use of ladders in per
forming job duties was noted as a 
potential safety risk. She ohecked 
‘safe work area" and noted the 
presence of building security.

Cieanliness/ordertiness entry - This 
area was very clean and orderly, 
therefore. Susan checked “very dean 
and orderly".
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ground to eye level). Susan observes that 
supplies are lifted from the floor to waist 
height to put them on to a cart and that 
moving ladders into position requires some 
ground to eye level lifting. She therefore 
marks the box for both ‘ground to waist* and 
‘ground to eye".

3. Cam/ina refers to moving objects from 
place to place in the work site. This may be 
a simple task of moving light objects a short 
distance to unloading a truck which might 
involve carrying boxes weighing 50 to 70 
pounds some distance. The window wash
ers need to carry and maneuver ladders into 
position. Susan marks 'carrying and ma
neuver obstacles’ .

4. Motor skills involves muscular move
ments that are necessary for job tasks. 
Gross motor skills include large muscle 
movements that do not require refinements, 
(e.g. sweeping arm movements forwashing 
the central portion of large windows). Fine 
motor skills have to do with refinements of 
movements and the ability to perform de
tailed tasks (e.g., cleaning along thecomers 
and edges of a window). This position then 
requires both fine and gross motor skills. 
Susan checked, ‘ fine and gross’ on the 
form.

3. INFORMAL SUPPORT

Since the items in this category are 
relatively self-explanatory a general over
view will be provided with few specifics. 
Informal supports relates to factors that lead 
to the building of relationships or natural 
supports in the work place. Upon completing 
this form you will have specific data with 
which to make conclusions about the overall 
level cf natural support which can be ex
pected In the work place. Data for this 
section is simply recorded yes, no, or not

Module #4
Job Analysis

applicable. See sample job analysis form.

A. Environmental Factors • Includes 
such items as the physical structure of the 
building, lay-out of the work area, sched
ules, worker turnover, and mechanisms for 
worker input.

B. Informal Supports that Build Rela
tionships - Pertinent to this area are items 
such as opportunities for interaction. -The 
majority of these items are observable and 
fairly easily distinguished. Of the remaining 
items, some will call for your observations 
and judgement, particularly for items such 
as worker satisfaction on the job. The 
majority of these remaining items have to do 
with interpersonal relationships among 
workers, supervisors, and managers.

C. Informal Supports That Aid in Job 
Completion - The first question to be asked 
in this area is whether or not the goals of the 
job are definable and realistic Another 
consideration is communication with co
workers. supervisors, and mangers and 
whether it is conducive to completing the 
job. The last two items, worker's contribu
tion to the groups success and the amount 
of the supervisor's investment in the work
ers success, are essentially quality issues.
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JOB ANALYSIS

1. EMPLOYER INFORMATION

A. lob Statistics MAINTeUAHCe
Name of Business __________  Job Title: UAvdaia/  .
Address:. 2 2 Q Q .&  ttP B m a ttd  g » .  Salary:. *  4n s / H *  '____

. Date of Analysis;. J t f r s J S L ________
Phone: 3 3 < 3 -    Recorder: S u * * * / 7 U*H/>SJ)a J
Contact Person:Jw faf M A i/lll/o ttr* / CH/CVWoric Schedulk *U F 0 :0 0  -*/■■£/>
Transportation:. B u i  U h lw d  VO M £S> /*/K ____________
How long in business: /O / t f S  . Break Schedule:. A u t  P U
Total # of Employees per shift: 3 S *  Age Requirements: t _&______
Total of above w/disabiliries: 0 ________

B. Job Considerations: YES NO
History of successful employment of handicapped _   J l / k
Employer receptive to employment of handicapped x / ________________
Employer receptive to restructuring, if necessary ________
Employer receptive of 0  J.T .
Created position ________
Task components can be identified i /  _______
Opportunity for advancement   S
Unitorm/dress code ✓  _______
Present job opening _______
Health insurance 
Workman's Compensation 
Paid vacation time (amount)
Holidays /  _______
Paid sick time (amount) /  XiA'f j ^  _______
Union policies   ^
Licensing/bonding ________
Handbook
Customer contact (low.mod.high) _______
Other _______

C. .Aegiication Prccriurcs
1-9 information 
Interview required
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Job orientation required 
Job training provided 
Physical exam required/other medical 
Tine test
Other;_________________________

D. Structure of Workday

l l t o  A l l  A m t /S .  A T ^ / Q £ K A r e A l  k r e * * s  / z n w f o . ) ___________________
I t - 2 f  -/fl-.ys- «• 1 : 2? - 2 : 4 *  t LutJ&H Peg!A IS__n  :ao -12: *  PU

E. todigcLWoric Skills: ™ D i * T  ‘to *  H *

Steps not part of routine (e.g., tasks before and after work, other duties frequently 
performed):
L p c u ie z ZX>CU > 6  - F O A .  / ^ T Q .  U N t f f l S K S

< FoIt SrpgiAlft Pgg^O M A t. JT fcM S ___________________________

F. Machines/Tools Retiuired to Use: .

j> & pge s , *j(*M rtQbi. a  pn.> tATDrt. n S G u e e ta M . r2u£Pu)L 
CAAT

G . Work Environment(s) (e.g., adaptadons for disabled, cemperacure/lighuize of area, height 
of tables, presence of obstacles, presence of locks, any environmental changes, 
ramps/curbcuts. accessibility):

S A F V  w p g jc  A tjrA , ebuum c±j t s ! RAhU j ^  P ± a m f fZATM SbH _______

M D O iP tcA T itW *., e u r u * t p x s  ,  u o b B tA T w  r e u P m * * T u e e  ____________
1(£ < Y  f t f o / t  O C b e itu Y ____________________________________________________________

H . Job Specific  Discriminations (e.g„ color, tactile, visual, auditory):
D tynA ffeujsH  a g y x y g j u  <u j b A*J p a /£> Ch a t /  v ^ ju tn u A ,  _  _ 
b s n i/6 u ts H  A iA tA **>  o p  m a ts *  a a jo  s u p p u & s __________________

I. Job .Analysis Summary
Most important skills and physical demands required during task performance:
Uu u s u a i_ BenAjice A c z rp m  ip  W pe -sa  umxrir. u u ^ r _________
Hive 6Cfl> gALAMgg PO* UUfJtj ULt*eXSt UUST" HAUF______
fiiooh u p * * * .-  Boby &a«jb i?  o p - u e r ic / J , a n o  m u s t  Be  
ABt-e to b is te iu t t jA T r  ccsAM/OiATy
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2. JOB CRITERIA

A. PERSONAL REQUIREMENTS-

1) Personal Appearance:
1 ( Hmkept appearance acceptable 3 ( )  neat/clean/kept appear, required
2^fcasual attire acceptable (ex. hair net. no facial hair, etc.)

' 4 ( )  grooming very important

Comments-U/U.-ng Jggfflu- l f c g P  AA/t> A * *  '
SuPpu  s p  BY r u e  e u p t a y g f __________________________

2) Behavior .
1 ()  maladaptive behavior acceptable 3 Mfunusual behavior accepted if infrequent
2 ()  wide variety acceptable 4 ( )  unusual behavior not acceptable

Comments; JO& ;s M6Ut-V AA*> BEHAVIOR
SHOituD N crr Be: e x te rn a iJAu .y  a i z A&r c __________

3) Communicarion:
1 () none/minimal 3 ( )  sentences/impaired speech accepted
2^fcey  words or phrases needed 4 ( )  sentences/clear speech required

Comments:. J M f C - ^ e e f g r i v e  L > u b u JkC .e  / *  M e c e ^ ^ A A Y

4) Independence:
1 () frequent prompts available
2 ()  intermit-prompts/high supervision

Comments:

3 C^ntermitient prompts/low supervision
4 ( )  infrequent prompts/low supervision
5 ()  independent inidadon required

5) Tasks/Routines:
1 ()  no changes 
2 ( )  2-3 changes/day

3 ̂ 4 -6  changes/day
4 ( )  more than 7 changes/day

Comments:

6) Personal Information Requirements:
1 rfmust visually identify name 3 ( )  must write date
2 {^rnust write full name 4 ( )  must be able to produce idendficadon

when asked
Comments:___________________________________________________________

Page 19
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B. HME, FACTORS;
1) Time Telling:

1 ( )  time skill unimportant 3 ( )  must respond to specific time cues
2 ( )  use of time clock 4 ^ 1 3 me telling skills needed

Comments:_____________ ____________________________________________

2) Orientation to Work Space: /
1 ( )  small work area 3J«Tentire building
2 ( )  several rooms 4 ( )  building and grounds

Comments:______________ __________________________________

C. WORK REQUIREMENTS:
1) Physical Job Requirements: /

1 ( )  sittingfctanding in one area 3 Mfstairs/minor obstacles
2 ( )  moderate mobility required 4 ( )  rigorous ambulation required

Comments:. LA boeves A * £  F t e o u g o T L V  A t u
Au d  uppg* ftabtr RAM ,e  or H a \je u £ u -r A A e  lU P o A rx t fT

2) Endurance: '
1 ( )  short day/few breaks 3 ( )  full day/many breaks
2 ( )  short day/no breaks -tp^'full day/few breaks

Comments:. E *lb U JL A U L £  15 A  A / /U p O K T A M T  F A C TO *,_____________

3) Strength:
1 ( )  lift - 15# 3 ( )  lift 25 - 35#
2^>dift 15 - 25# 4 ( )  lift 35# and up

Comments: A A tfsr 8 C  ABl£  7 S  C A L M  4  L A h b C fL

D. PERFORMANCE SKILLS: .
1) Discrimination: /

1 ( )  discrimination not needed 3 ^v isu a l discrimination required
2 ( )  spatial discrimination required 4 ( )  social discrimination required

Comments:______________________________________________________

2) Work Speed:
I ( )sJow rate acceptable 3 ( )  occasional fast pace required
2j#'moderate, steady pace 4 ( )  constantly fast pace required

Comments: ________________________________________________

Page 20
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E. RJNCTIONAL ACADEMIC SK1T.L REQUIREMENTS:
1) Reading: .

1 ( Ipone 3 ( )  simple texts
2j#sim ple words/signs/symbols 4 ( )  newspapers/magazines

Comments: A /e g o  T P  g f A P  O P
S u p p le s ________________________________________________________________________

2) Math:
I ( )  none 3 ( )  number recognition
t y f n c e d s  counting skills (1-20) 4 ( )  needs to perfonn simple operations

Comments: U U V T  f t e  A K i  M  -m  C O t j jJ T  \A J tU T > Q * i±________

3) Monev Skills:
I ( )  none 3 ( )  personal purchases

simple change/vending machines 4 ( )  cash transactions required

Comments: W ggP U to ifgY  < * < "  «■ T7a A liV  L X lU C H  A H D

TP use. ZOIIJ epg£A 7gp U A C M ^ e .* ____________
4) Writing:

1 ( )  none 3 ( )  simple lists/notes .
^ 'S ig n a tu re  4 ( )  letters/compositions

Comments: A/iggD 72> IfJ  A*J£> C t t T ) AIQ OOf££---------
W g r m i *  i »  e a a a « t g 6 ____________________________________________

5) MsasjtfsmsoB:
1 ^iTnone 3 ( )  weight
2 ()  linear 4 ( )  volume

Comments:.

F. ENVIRONMENTAL FACTORS:
1) Snterv of Work Area:

1 y n a te  work area 3 ( )  some safety concerns
2 () moderately safe area 4 ( )  many safety concerns

r.-.mm^-.CggriEtTY rstetj,*. A T  Pfcoarr frooA.
(LAppeea A<-g- u*>gD TP Pggppg^i b u T 7 g ^ ___

2) Cleanliness/Orderliness:
1 () very direy/disorderly 3 W'verv clean/neat/orderiy
2 () fairiy cletn/orderly 4 ( )  meticulously clean/orderly

Comments:
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3) Availability of Reinforcement:
1 ( Ipeequent positive reinforcement 3 ( )  infrequent praise given
2 ̂ nntennittent praise given 4 ( )  little praise/paychecks only

Comments:..__________ _________________________________________

G. EHYS1CAL REQUIREMENTS: -
1) Bending:

1 ( )  not necessary for job performance. 3 ( )  must bend lenees as in a crouch, but not
2  ( )  must bend at waist but not knees while bending waist & m aintain balance

■ 4W rmust bend knees & waist simultaneously

Commcnts:B e P D  A T  vLtdcM* A 4 1 P  t OA, T S  PlCH-tJP________
A oJP  g f l _______________________________________

2) Lifting:
1 ()  no lifting required 3 ( )  waist to eye
2 ( )  ground to waist 4 ^ 'g ro u n d  to eye

Comments: U P T  S u P P u e *  F O 0 U  g '  T h  u M ls T " ,__________
M P b g t o  p g a u  r l o o  A .  m r e

3) Carrying:
1 ( )  no carrying required 3 ( )  weight cany
2 ()  distance cany 4£J*6uiy & maneuver obstacles

Comments:. C M & t  lA P D S f c S  &WVTAA JdM , XAiP>
IUAaiflfch/gg ta r r o  ___________________________________________

4) Motor Sunils; /
1 ()  gross motor skills required 3 W'nne and gross
2 ()  fine motor

Comments:_____________________________________________________________
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3. INFORMAL ST IPPORT

A . Environmental Factors-

Place for co-workers to congregate: 
before work: 
after work: 
during break/meals:

Workers do job in close proximity to other people: 
Workers have the opportunity to buy lunch:
Workers are included in in-service (raining:
People work with same co-workers daily:
Worker turn-over is low:
Workers have choices which affect their jobs:

B. Informal Supports That Build Relationships:
There is opportunity for after work social activities:
Workers have access to information sharing 
(i.e.. bulletin boatds. computer mail):
Co-workers help each other verbally:
Co-workers helps each other physically:
Workers share transportation to & from work:
There is opportunity to engage in small talk on the job:
Workers appear happy at their jobs:
Supervisors give honest recognition to workers:
Supervisors exhibit tolerant understanding attitude 
toward workers:
Workers exhibit posidve attitudes toward supervisors:
Management allows for worker interaction:
Management appears good humored:
Opportunity for interaction between management Sc 
co-workers exists:

C. Informal Supports That Aid in Job.Complerion:
Goals of job are definable:
Goals of job are realistic:
Management: (talk to people in ways that help get 

the job done)
Supervisor
Co-workers:
Co-worker’s contribution is essential to group's success 
Supervisor has a stake in worker's success:

YES
Z l

NO N/A

_ » Z
Z l
z :
_ Z
z :
z

s
z T  _  

±  -

z :
z
z

z T
z

_ u Z

_ Z
z

z

z
I Z

*

z
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Module #4
Job Analysis

JOB MODIFICATION AND JOB RESTRUCTURING

It is not uncommon for the Trainer/ 
Job Coach to identify ways in which a job 
could be organized and performed more 
effectively. Company employees and su
pervisors often do not have the time to 
systematically assessajob to determine the 
most efficient and/or organized way to per
form it. For example, the employees of a 
small motel may not take time to organize 
the supply closet. A disorganized supply 
closet may present training challenges which 
could be eliminated if supplies were orga
nized in a predictable way. The Trainer/Job 
Coach might help by organizing the supply 
closet so that cleaning supplies are kept in 
one place, mops and buckets in another 
place, etc. Obviously, a level of diplomacy 
and tact is required.

Areas of job modification can indude 
changing an employee’s schedule to fit 
unique transportation needs, or cBvidng a 
forty hour job into two twenty hour jobs for 
individuals who have little endurance.

In all instances of job modfication 
and job restructuring, it is obvious (and 
critical) that the Trainer/Job Coach solicit 
input and support from company personnel.

Employers are often receptive to 
equipment modifications and additions which 
help individuals without certain skills to 
maintain employment. In a lumber mill, tor 
example, the foreman cut measuring sticks 
to determine various board lengths for a 
man who could not use a standard ruler. In 
an electronics plant, special fixtures were 
developed to assist a woman with poor 
dextemy to operate a dnll.

Page 24
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Module #4 
Job Analysis 
Exercise 4.1

JOB ANALYSIS

Instructions: Below is information necas- 
sary to complete a Job Analysis form. Use 
the data to fill out the attached blank Job 
Analysis fomn.

Case Example

Beth Brookes is an employment 
specialist who is assigned to conduct a job 
analysis at The Cosmic Mystical Cafe. The 
cafe is located at 3200 Magical Mystery 
Tour Lane in Anchorage 99503. The tele
phone number is 373-1000. Beth contacts 
the supervisor, Paul Starr, and finds that 
there is a current opening for a Bus Person 
for 25 hours per week, paying S4.50 per 
hour, with an age requirement of 18. To 
perform a thorough job analysis, Beth sets 
an appointment with Paul on 6/18/91.

From interviews with Paul and other 
employees, Beth gathers the following in
formation. Although the cafe has not pre
viously hired a person with disabilities, 
management is open to the idea, and is 
willing to consider restructuring if required 
and prefers to do on the job training. The 
cafe has been in operation for 7 years and 
has atotal of 14 employees per shift. Forthe 
open position, the schedule is Monday 
through Friday. 10:00 a.m. to 3:00 p.m. with 
a 15 minute break at 11:00 a.m. Employees 
for the cafe are non-union workers and 
licensing and bonding are not required. 
Employees can expect to work with the 
same co-workers daily. The rate of worker 
tum-over forthe cafe is low.

Public transportation is available 
within three blocks of the cafe. There are no

immediate opportunities for advancement 
in this position. Outies of the position, such 
as cleaning tables and responding to cus
tomer requests. calls for moderate customer 
contact. Due to the customer contact, a 
uniform is required and a neat and clean 
appearance is mandatory. Components of 
the bus person position are readily identifi
able, which should help facilitate training. 
Benefits provided by the cafe include paid 
health insurance, paid vacation (10 days- 
after first year). paid holidays, and Worker's 
Compensation. Benefits do not include paid 
sick leave or an employee handbook.

For the application process, the cafe 
requires I-9 information and documenta
tion. A job interview is not necessary forthis 
position. Paul prefers to personally conduct 
the obligatory job orientation of all new 
employees. Physical exam and tinetestare 
both required. Training for the position is 
provided on the job.

The cafe work environment does not 
have accommodations for disabled workers 
such as ramps andcurocuts. The work area 
contains chairs, tables, and equipment 
necessary for a restaurant and is somewhat 
crowded. Temperature and lighting seem 
adequate and comfortable.

Outies of the job include bussing, cleaning 
the dishroom, entrance, and restrooms 
through out the day. These duties include 
lifting bins of dishes, up to 25 pounds, from 
a cart in the dishroom. Full physical abilities 
are needed for constant movement 
throughout the cafe. Work pace is fast 
dunng peak times.

Structure of the work day is not well 
defined, a specific start and ending time will 
be assigned. Worker must independently 
schedule breaks without prompts. Meals 
dunng the work day are supplied by the
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cafe. The worker must be able to tell time 
and initiate work as required. Bus person is 
expected to respond to jobs needing 
completion. Changes in task and routines 
occur 4-6 times per day. Bussing does not 
require the use of machines but does in
volve utilizing cleaning supplies and equip
ment. Reading is required to distinguish 
between different cleaning products. 
Cleaning duties necessitate the ability to 
discriminate between clean and dirty.

Breaks and periods of time before 
and after work when employees sit down 
together occur at regular restaurant tables. 
Due to contact with the public, grooming is 
very important. Afewunusual behaviors will 
be tolerated as long as customer service is 
not jeopardized. Employees must be able 
to perform simple communications to re
spond to customer requests for assistance. 
For the purpose of checking in with a time 
clock, employees must be able to visually 
identify their name. Supervision is expected 
to be low but would be available at the 
completion of each task as needed. Su
pervisors provide intermittent positive rein
forcement. The work day is a short one with 
few breaks.

The work area forthe cafe appears to 
be safe and orderly and the business has a 
good history of employee safety. Require
ments for the position do not include the 
need for math, money, orwriting skills. Some 
measurement skills are needed for mixing 
cleaning supplies. Paul emphasized that a 
critical component of his business is pro
viding a meticulously clean cafe for his 
customers.

Bussing entails placing dishes in bins, 
wmch are located on carts. These carts 
must be maneuvered around tables and into

Module #4
Job Analysis

the dish room. Cleaning supplies are car
ried through out the cafe. Fine and gross 
motor skills are needed for cleaning. For 
cleaning, the busperson needs to be ca
pable of bending at the waist and at the 
knees.

When possible, Paul seeKis input from 
his employees in regards to decisions that 
effect them. Little opportunity is available 
for social activities after work, although co
workers engage in small talk on the job and 
are verbally and physically responsive to 
each others needs. Workers share infor
mation on a bulletin board for items such as 
their sharing rides to and from work. Em
ployees appear happy in their jobs, which in 
part seems to bea reflection of good humored 
management that allows for employee in
teraction. Due to the small staff, manage
ment is open forinteraction with co-woikers. 
Employees have positive attitudes towards 
supervisors which is a reflection of super
visors' honest recognition and tolerant un
derstanding of workers. Supervisor and co
workers communicate in a positive fashion 
that is goal oriented to accomplishing the 
job. Supervisors seem genuinely concerned 
about the success of their workers. The 
contribution of co-workers is seen as es
sential to the overall success of the business. 
The essential features and goals of the 
position are definable and realistic.
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JOB ANALYSIS

1. EMPLOYER INFORMATION 

A. Job Statistics
Name of Business_______________________ Job Title:.
Address:_______________________________ Salary: 

Date of Analysis;.
Phone:________________________________  Recorder.
Contact Person:_________________________  Work Schedule:.
Transportation;_________________________  ______________
How long in business: Break Schedule:__________
Total # of Employees per shift;____________ Age Requirements:________
Total of above w/disabilities;______________

B. Job Considerations: YES NO
History of successful employment o f handicapped ________ ___
Employer receptive to employment o f handicapped ________  ___
Employer receptive to restructuring, if  necessary ________  ___
Employer receptive of O-J.T. ________  ___
Created position ________  ___
Task components can be identified ________  ___
Opportunity for advancement ________  ___
Uniform/dress code ________  ___
Present job opening ________  ___
Health insurance ________  ___
Workman’s Compensation ________  ___
Paid vacation time (amount) ________  ___
Holidays ________  ___
Paid sick time (amount)   _ _
Union policies ________  ___
Licensing/bonding________________________________ ________  ___
Handbook ________  ___
Customer contact (low.mod.high)___________________________  ___
Other___________________________________________________  ___

C. Application Procedures
1-9 information___________________________________________  ___
Interview required________________________________ ________  ___
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Job orientation required 
Job saining provided 
Physical exam required/other medical 
Tine test
O ther _____________________

D. Srrucmre of Workday;

E. Indirect Work Skills:
Steps not pan  of routine (e.g.. tasks before and after work, other dudes frequently 
performed):

F. Machines/Tools Required to Use:

G . Work Environmentfs') (e.g., adaptations for disabled, temperature/light^ize of area, height 
of tables, presence o f  obstacles, presence o f  locks, any environmental changes, 
ramps/curbcuts. accessibility):

H . Job Specific Discriminations (e.g., color, tactile, visual, auditory):

I. Job Analvcis Snmmarv:

Most imponant skills and physical demands required during task performance:

lob Analysis Form 
7/10/91
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2. JOB CRITERIA
A. PERSONAL REQUIREMENTS:

1) Personal Appearance:
1 ()  unkept appearance acceptable 3 ( )  neat/clean/kept appear, requited
2 ()  casual atriie acceptable (ex. hair net, no facial hair, etc.)

A ( )  grooming very important

Comments:. ____ ___________________________________________

2) Bda’dsn .
1 () maladaptive behavior acceptable 3 ()  unusual behavior accepted if infrequent
2 () wide variety acceptable 4 ( )  unusual behavior not acceptable

Comments:___________________________________________________________

3) Cgmmupiarian;
1 ()  none/minimal 3 ()  sentences/impaired speech accepted
2 ()  key words or phrases needed 4 ( )  sentences/clear speech required

Comments:________________________________________________________

4) Independent;
1 ()  frequent prompts available 3 ( )  intermittent prompts/low supervision
2 ()  intermiLprompts/high supervision 4 ()  infrequent prompts/low supervision

5 ( )  independent initiation required

Comments:__________________________________________________________

5) Tasks/Routines:
1 ( )  no changes 3 ( )  4-6 changes/day
2 0  2-3 changes/day 4 ( )  more than 7 changes/day

Comments:________________________________________________

6) EaaaaUniaonaMn Requirements;
1 ( )  must visually identify name 3 ( )  must write date
2 () must write full name 4 ( )  must be able to produce identification

when asked
Comments:______________________________________________________ _

Job Analysis Form
 ̂ 7/10/91J
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B. TIME FACTORS:

l) Time Telling;
1 ()  dine skill unimportant
2 ( )  use of dme clock

Comments:

3 ( )  must respond to specific dme cues
4 ( )  dme telling skills needed

2) Orientation to Work Soace:
1 ( )  small work area
2 ()  several rooms

Comments:_____________

3 ( )  entire building
4 ()  building and grounds

C. WORK REQUIREMENTS:
1) Physical Job Requirements:

1 () sitting/standing in one area
2 () moderate mobility required

Comments:_________________

3 ( )  stairs/minor obstacles
4 ( )  rigorous ambuladon required

2) Endurance:
1 () short day/few breaks
2 () short day/no breaks

Comments:____________

3 ()  full day/many breaks
4 ( )  full day/few breaks

3) Sm f g ti; 
l () lift - 15#
2 0  lift 15-25#

Comments:_____

3 ()  lift25 - 35#
4 O  lift 35# and up

D. PERFORMANCE SKILLS:
1) Discriminadon:

1 ()  discriminadon not needed
2 ()  spadal discrimination required

Comments:.

3 ( )  visual discriminadon required
4 ( ) social discriminadon required

2) Work Soeed:
1 ()  slow rate acceptable
2 () moderate, steady pace

Comments:_____________

3 ()  occasional fast pace required
4 ()  constandy fast pace required

Job Analysis Form 
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E. FUNCTIONAL ACADEMIC SKILL REQUIREMENTS:
n  Read in s

1 ( )  none 3 ( )  simple texts
2 ( )  simple words/signs/symbols 4 ( )  newspapers/magazines

Comments:

2) Math:
*

1 ( )  none 3 ( )  number recognition
2 ( )  needs counting skills (1-20) 4 ( )  needs to perform simple operations

Comments:

3) Moncxikilla:
1 ()  none 3 ( )  personal purchases
2 ( )  simple change/vending machines 4 ( )  cash transactions required

Comments:

4) W ririnr
1 ( )  none 3 ( )  simple lists/notes
2 ( )  signature 4 ( )  letters/compositions

Comments:

5) Measurements:
I ( )  none 3 ( )  weight
2 ( )  linear 4 ( )  volume

Comments:

F. ENVIRONMENTAL FACTORS: 

I) Safety, of Area:
1 ( )  safe work area 3 ( )  some safety concerns
2 ( )  moderately safe area 4 ( )  many safety concerns

Comments:

2) Ctontin$55/Qrt«liM55;
1 ( )  very diny/disorderly 3 ( )  very clean/neatforderly
2 ( )  fairly clean/orderly 4 ( )  meticulously clean/orderly

Comments:

lab Analysis Fotm
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3) Availability of Reinforcement:
1 ( )  frequent positive reinforcement 3 ( )  infrequent praise given
2 ( )  intermittent praise given A ( )  little praise/paychecks only

Comments:____________________________________________________

G . EHYSTCAL REQUIREMENTS:
I) Bendine:

1 ( )  not necessary for job performance. 3 ( )  must bend knees as in a crouch, but not
2 ( )  must bend at waist but not knees while bending waist & maintain balance.

4 ( )  must bend knees & waist simultaneously

Comments: .

21 Liftine:
1 ( )  no lifting required
2 ( )  ground to waist

3 ( )  waist to eye
4 ( )  ground to eye

Comments:

31 C an in e :
1 ( )  no carrying required
2 ( )  distance carry

3 ( )  weight carry
4 ( )  carry & maneuver obstacles

Comments:

41 Motor Skills:
1 ( )  gross motor skills required
2 ( )  fine motor

3 ( )  fine and gross

Comments:

lob Analysis Form 
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3. INFORMAL SUPPORT
A. Environmental Factors:

YES NO N/A 
Place for co-workers to congregate: ____  ____  _____

before work: ____  ____  _____
after work: ____  ____  _____
during break/meals: ____  ____  -_____

Workers do job in close proximity to other people: _____ ____  _____
Workers have the opportunity to buy lunch: ____  ____  _____
W ortes arc included in in-service training: ____  ____  _____
People work with same co-workcrs daily; _____ ____  _____
Worker turn-over is low: _____ ____  _____

Workers have choices which affect their jobs: _____ ____  _____
B. Informal Supports Thar Build Relationships:

There is opportunity for after work social activities: ____  ____  _____
Workers have access to information sharing
(Le., bulletin boards, computer mail):____________________  ____  _____
Co-workers help each other verbally:________________ ____  ____  _____
Co-workers helps each other physically:__________________  ____  _____
Workers share transportation to & from work: ____  ____  _____
There is opportunity to engage in small talk on the job: ____  ____  _____
Workere appear happy at their jobs: ____  ____  _____
Supervisors give honest recognidon to workers: ____  ____  _____
Supervisors exhibit tolerant understanding attitude
toward workers:_________________________________ ____  ____  _____
Workers exhibit positive attitudes toward supervisors:__ ____  ____  _____
Management allows for worker interaction:___________ ____  ____  _____
Management appears good humored:________________ ____  ____  _____
Opportunity for interaction between management &
co-workers exists: ____  ____  _____

C. Informal Supports That Aid in Job Completion:
Goals of job arc definable:_________________________ ____  ____  _____
Goals of job are realistic: ____  ____  _____
Management: (talk to people in ways that help get ____  ____  _____

the job done)
Supervisor_____________________________________ ____  ____  _____
Co-workers:____________________________________ ____  ____  _____
Co-worker's contribution is essential to group's success:____  ____  _____
Supervisor has a stake in worker's success:_______________  ____  _____

Job Analysis Form
,  7/10/91
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Exercise 4.2 

JOB MODIFICATION

Module #4
Job Analysis

Case Example

Jerry is a 27 year old mental health 
consumer receiving supported employment 
services. He is employed as a pots and 
pans washer in a large restaurant. Some of 
the pans come back from a lounge area 
where they often have been setting for long 
periods and usually are extremely difficultto 
clean.

As the job coach, in observing the 
regular washer, you conclude that she is 
veryfastandthatthejobistimelimited. This 
washertookthe closest pans from the stack 
and cleaned them and then went on to the 
next one.

Jerry’s work proved to be too slow to 
use this procedure. When scrubbing the 
real difficult pots and pans, he would start 
falling behind, become frustrated, and blow
up.

You are the Job Coach for Jerry. Provide a 
plan for restructuring or modifying the job so 
that Jerry can perform it individually, more 
effectively?
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Exercise 4.3 

JOB MODIFICATION

Module #4
Job Analysis

Case Example

Jenny is a 34 year old mentally re
tarded woman who likes being around people 
and wants to work with animals. She does 
not have skills in using numbers, measuring, 
has limited ability to read and write, and has 
difficulty with visual discrimination.

Your challenge as a job coach is to moeSfy 
the job and train Jenny to perform the duties 
ofthisjob. List the types of job mortifications 
you would perform to this end. Also,provide 
information on any training that would be 
required to prepare her for the position.

As the job coach for Jenny, you have 
located a job for her in a pet shop. Job 
requirements include keeping inventory of 
pet foods on the display shelves, and re
placing stock of pet food when depleted. 
The restocking involves organizing food 
according to type and weight, distinguishing 
visually between types/brands of pet food, 
weighing pet food, bagging it. labelling the 
bag, placing it on the shelf, and rotating the 
stock.

Bins containing the varieties of pet 
foods are unmarked and current employees 
depend on visually distinguishing the dif
ferent types. A variety of sizes of plastic 
bags are used for varying weights of pet 
foods when packaging it. Labelling of the 
pet foods includes the name of the animal, 
weight of the food, and the price. Packages 
of pet food have different weights which 
include 1/4,1/2, 1.1-1/2, 2. 5. and 10 lbs.
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Definition of Worker-to-iob Matching

The process of correlating a 
consumer's skills, interests, abilities, and 
other characteristics to an approaching job 
is termed worker-to-job matching. It is a 
crucial point in the job placement process 
when consumer evaluation and Job Analy
sis intersect and interrelate. There is a 
definite art to worker-to-job matching, al
though there is no particular mystery inherent 
in the process. In this module, forms and 
procedures will be provided to enable Job 
Coaches to effectively match consumers to 
jobs in which they have a good chance of 
experiencing success.

it is the task of the Job Coach to 
determine whether or not consumers pos
sess the minimal social, self-help, mobility, 
andotherskillstotakeajobinthecommunity. 
It is important to acknowledge the fact that 
consumers need not have all of the related 
skills necessary to perform a given job. The 
Job Coach is charged with the task of pro
viding training upon placement in a com
munity based work site and teaching the 
consumerto perform a variety of job related 
skills during the training process. Still, one 
must use judgement to assess if the con
sumer has behaviors and functional living 
skills to survive in the job while learning the 
finer points required by the position. These 
important decisions should not be made in a 
vacuum, but should follow a thorough in
vestigation of consumer strengths, needs, 
and preferences.

Job Coaches may feel pressured by 
forces internal or external to their agencies 
to place consumers in jobs before gathering 
enough information to make intelligent

placement decisions. Coaches should avoid 
the temptation to allow trends like those 
cited below to "force poorly researched 
decisions that they, their consumers, and 
employers will live to regret." The following 
are some of the sources of pressure:

- housing program requirements that 
residents have a day program orthat 
they be competitively employed prior 
to being accepted for housing ingroup 
residences orsupervisedapartments.

- advocacy groups for persons with 
disabilities urging competitive work 
placement.

- rising numbers of referrals for sup
ported employment among severely 
disabled populations formerly served 
by workshops and day activity cen
ters or not served at all.

- increase in the consumer pool due to 
the nationwide trend toward de-insti
tutionalization of disabled people.

- heightened awareness of the right 
and ability of disabled people to work 
in competitive jobs.

Job Coaches would be wise not to 
allow these pressures and trends to force 
them into quick, poorly researched job 
placement decisions for consumers. So of
ten, impulsive placements result in job ter
minations and a great deal of pain for the 
consumers and inconvenience for employ
ers. Therefore, it is important for coaches to 
collect, record, and analyze all job relevant 
data about consumers before making 
worker-to-job matching decisions.

Sources of Consumer Information

In order to begin the worker-to-job 
matching phase, the Job Coach must collect 
data about the consumerthat will be analyzed 
later in the process. The major sources of 
information aboutconsumerfunctioning may
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be gathered by the following means:

- interpreting formal evaluations (e.g., 
educational, vocational, psychologi
cal, social-emotional, medical/psy
chiatric).

- interviewing consumers, family 
members, group living personnel, 
former teachers and work study per
sonnel (if they have recently exited 
from school), former employers.

- informally observing consumers in 
various settings (i.e., with peers, with 
authority figures, in activity centers, 
workgroups, and/orcompetitive fibs, 
in leisure activities).

The information gleaned from the 
sources listed above must be recorded in a 
meaningful way to be useful to the Job 
Coach. In this publication, the Consumer 
Profile Form is offered as a vehicle for 
recording data that is essential for effective 
decision-making. In order to facilitate 
comparing and contrasting consumer and 
job characteristics, the Consumer Profile 
Form includes the same domains and fac
tors found on the Job Analysis Form. After 
completing both the Job Analysis and con
sumer analysis forms, the Worker-to-Job 
Matching Form may be used to measure the 
interaction between the client characteris
tics and those of the prospective job. A high 
level of convergence signifies that the con
sumer has a better chance of succeeding in 
the job; a low level of interaction between 
consumer and job factors is indicative of 
less compatibility and signals a lower likeli
hood of success for the consumer in that 
job.

Interpretation of Evaluations

Ideally, the consumer referred for 
supported employment would have recently 
had a battery of evaluations (e.g.. physical,

psychological, vocational). Also, there would 
be well kept records of the consumer's work/ 
training history complete with behavioral 
observations. Finally, these reports would 
be readily available to the Job Coach as
signed to the consumer. The more common 
reality is that documentation of consumer 
functioning is often piecemeal and outdated. 
There is a particular danger in giving great 
credence to old reports of cansumerbehavior 
because the consumer may well have 
changed for the better or worse over time.

It is advantageous to read consumer 
records with an eye to the domains and 
factors included in the Consumer Profile 
Form presented later in this chapter. This 
means that Job Coaches should study 
records forwork related characteristics such 
as the following:

- motivation to work - the consumer's 
desire to perform a fib  and be pro
ductive

- reaction to supervision - the 
consumer's acceptance of direction 
from superiors

- need for reinforcement - the 
consumer’s requirement level for 
praise and other rewards

- personal hygiene • cleanliness of the 
consumer's body and clothing

- unusual behaviors - actions and ac
tivities that are not typical of the gen
eral papulation

- psycho-motor abilities - facility for 
performing activities requiring both 
mental and motor processing.

More often than not. Job Coaches 
may find that they derive a hazy picture of 
the consumer's vocational potential from 
records. With this in mind, neither records 
nor any other single source or type of data 
should be used exclusively to determine the
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consumer's job placement. Job Coaches 
should not be overly influenced by ‘num
bers,’ such as IQ scores and production 
rates, because research has not established 
a correlation between these factors and 
success in the job market (Moon, et al., 
1986).

Management of Interviews

Before interviewing consumers and 
personsassoaatedwiththem.theJobCoach 
should have collected records relating to the 
consumer's employability potential and re
viewed them. By following this procedure, 
the coach will have developed a degree of 
awareness of the consumers vocationally 
relevant abilities and disabilities. This will 
be of assistance in the interviewing process 
by providing the Job Coach with information 
on the consumers ability to communicate, 
ability to think abstractly and deal with ab
stract concepts, and facility for remember
ing facts and past occurrences.

1. Consumer Interviews - Consumer 
interviews, when properly managed, 
are valuable means of getting to know 
consumers as individuals. Through 
skillful questioning. Job Coaches can 
gaininsightintotheconsumers'ability 
to communicate, vocational strengths 
and weaknesses, desire to work, 
career goals, and social skills. Inter
viewing methods, if they are to be 
effective, must be adapted to the 
needs of persons with cognitive, 
communication, and emotional diffi
culties. This is an obvious require
ment in the case of mentally retarded 
individuals. However, it should not 
be assumed that these are the only 
consumers who require adaptations 
during interviews. Many bright, 
neurologically impaired and emo
tionally disabled persons have diffi

Module #5
Job Matching

culty during interviews because they 
have a  greater tendency to misinter
pret questions or to give inappropri
ate or misleading responses. At 
times, they fail to communicate ef
fectively, or are so emotionally 
guarded that they cannot allow 
themselves to fully respond to 
questions.

It is the responsibility of the inter
viewer to enable consumers to re
spond accurately and completely to 
questions. The following sugges
tions can be useful when interview
ing consumers with cognitive, autfi- 
tory, and communication difficulties.

• Use simple, concrete vocabulary.

• Keep questions brief and simple.
• Allow enough “wait time’* for the 

consumer to respond. Some 
people require more time to pro
cess verbal input and plan re
sponses than others.

• Avoid making value judgments 
about the consumer's answers.

- Restatequestionsiftheconsumer 
does not appear to understand at 
first

- Use gestures, body language, and 
facial expressions to convey ideas 
and encourage the consumer to 
“show" answers with gestures and 
the like.

- When necessary, use pictures to 
convey questions and ideas.

• Use an auditory trainer device to 
amplify your speech for persons 
with severe hearing impairments.

- When necessary, use a sign lan
guage interpreter to communicate 
with deaf persons.

Page 3
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Occasionally, Job Coaches must 
seek the assistance of family members or 
other primary caregivers in order to collect 
information normally obtained from the con
sumer or to augment or corroborate what 
the consumer has said in an interview. In 
the case where the consumer and caregiver 
have reported differing information about 
consumer capability, the Job Coach should 
attempt to locate another reliable source of 
information to "break the tie* (i.e., teacher, 
rehabilitation counselor, vocational evalua
tor).

Information provided in an interview 
is subject to the same rules of confidentiality 
as records. Furthermore, Job Coaches 
should refrain from asking unnecessary 
personal questions about consumers ortheir 
families, keeping in mind that the purpose of 
the interview is to discover information of 
value to the Job Coach for job training and 
placement.

2. Parent. Guardian, or Careoiver In
terviews - Parents and parenting 
figures are very important forces in 
the lives of persons with disabilities, 
particularly during the period when, 
as consumers, they are seeking 
services from supported employment 
programs. Parental support can 
mean thedifference between success 
and failu re of consumers in supported 
jobs. For this reason, it is important 
for Job Coaches to establish and 
maintain open communication with 
the parents/guardians of the persons 
they serve.

At the outset, before job 
placement decisions have been 
made, an interview should be ar
ranged to discuss the parents' hopes 
and fears about community based 
employment for their son or daugh
ter. Critical issues such as those that

Module #5
Job Matching

follow should be addressed, dis
cussed, and recorded on interview 
forms.

- Jobs or iob clusters parents deem 
optimal fortheir son or dauohter -This 
may be defined as the parents' idea 
of the ‘best job in the world* fortheir 
son ordaughterorthe jobtiavingthe 
status that they have hoped that their 
child would achieve as an adult 
There is a tendency for unrealistic 
and potentially damaging expecta
tions to surface during such discus
sions. Job Coaches must address 
this issue with honesty and sensitiv
ity.

• JobS-or iob clusters parents find ob
jectionable fortheir son ordauohter- 
It is most important to question par
ents about the types of work or work 
sites that they would find offensive 
for their son or daughter. Family 
values come in to play that may range 
from moral/religious concerns to 
family feelings about the impact of 
certain "menial* jobs on family status. 
It is important for Job Coaches to 
listen carefully and to accurately in
terpret the situation.

- Possible/impossible work schedules 
- Consumers and /or their families 
may have serious difficulties with the 
consumer working on certain days of 
the week or during given times of the 
day or night. It is farbetterto discover 
this before matching the consumer 
to a job that might pose insurmount
able scheduling problems.

- Transportation - This is a universal 
proolem among transitional employ
ment and supported work programs. 
In many areas of the country, public 
transportation is limited or nonexist
ent. Most programs do net have 
sufficient funds to provide transpor-

Page 4

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 199

tation to consumers on an indefinite 
basis. Therefore, when consumers 
are unable to transport themselves 
to work, this duty usually falls on 
parents and family members. Thus, 
it is only reasonable to discuss trans
portation matters with parents/ 
guardians.

- Possible loss of federal benefits for 
persons with disabilities after em
ployment - At this point, the Job 
Coach should discuss the possible 
loss or reduction of the consumer's 
supplemental income as a result of 
being competitively employed. 
Module 10 contains a discussion of 
the regulations guiding eligibility for 
Supplemental Security Income (SSI) 
and Social Security Disability Income 
programs administered through the 
Social Security Administration. In
cluded in this Module 10 is informa
tion about maintenance of eligibility 
for Medicaid. If Parents/guardians 
request more information about the 
impact of additional income on fed
eral benefits for persons with dis
abilities, they should be provided with 
the name and telephone numberofa 
contact person at the local office of 
the Social Security Administration 
who would be willing and able to 
assist them.

If the Job Coach, the Consumer, and 
his/her parents/guardians work toward 
building a trusting relationship from the very 
beginning, all will benefit. Coming to an 
understanding of parental fears and ex
pectations at the outset of the program will 
aid the Job Coach to be more effective in 
helping parents view their sorisordaughter's 
employment potential positively yet realis
tically.

It is potentially disastrous to overlook
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or discount parents’ hesitancy in allowing 
their son or daughter to participate in the 
supported work program. If this reluctance 
is not addressed when it is first recognized, 
it could lead to the parent undermining the 
consumer's job placement. The following 
could result from failing to address parental 
concerns about placement of their son or 
daughter in a competitive job:

- The Job Coach could be forced to 
withdraw the consumer from a care
fully selected job after the consumer 
was placed.

- Parents could refuse to allow the 
consumer to accept a particular job

- Parents could withdraw the son or 
daughter from the job shortly before 
placement or thereafter.

- Parents could knowingly or unknow
ingly sabotage the consumer's suc
cess on the job.

Finally, parents and other caregivers 
are usually excellent sources of information 
about the consumer's likes and dislikes, 
behavioral quirks, and functional living skills. 
During the interview, the Job Coach should 
record information provided by parents and 
parent figures that could facilitate working 
with the consumer, placing, and training the 
consumer.
3. Interviews with Teachers. Vocational

Evaluators, and other Professionals 
- If records and reports are inadequate 
or unavailable, it Is particularly im
portant to interview professionals who 
recently taught, evaluated, ortrained 
the consumer. These professionals 
may be able to provide information 
about factors such as; the work 
habits, ability to follow directions, 
social skills, and frustration tolerance. 
A note of caution: These profession
als worked with the consumer in the 
'■artificial” environmentsof the school,. 
the evaluation center, and the pro
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fessional office. It is quite possible 
for the consumer to react quite differ
ently in subtly different environments 
where demands are not directed at 
her/his areas of extreme weakness.

Example: A given consumer had 
serious language and learning dis
abilities. In school, he was very 
uncommunicative, lacked social 
skills, did not participate in class
room discussions, could not follow 
oral or written instructions, and was 
easily frustrated by academic de
mands. During an interview with the 
Job Coach, the teacher related this 
information and reported that the 
consumer lagged behind his age 
mates in reading, mathematics, and 
written language.

The vocational evaluatorwho 
performed an evaluation on the con
sumer a few months before he left 
school found that, in addition to the 
well documented language related 
learning disabilities, the consumer 
had serious task sequencing diffi
culties and a weakness in manual 
dexterity.

If the Job Coach singled out 
these factors as the basis for deter
mining the consumer's eligibility for 
supported employment, the con
sumer would not be where he is 
today • happily and successfully 
employed in a full-time, competitive 
job after careful job matching and 
diligent training by a skilled Job 
Coach.
This example was not cited to dis

count the importance or the validity of the 
teacher'sand vocational evaluator's findings. 
Rather, the intent is to illustrate that con
sumers referred for supported employment 
often have serious difficulties in a numberof 
areas of functioning. However, one should 
not assume that these problems must pose

insurmountable and permanent barriers to 
employment.

4. Interviews with Past Employers. Su
pervisors. Work Study Personnel 
It is possible forconsumers who have 
previous work histories to be referred 
for supported work. This is becom
ing a more frequent occurrence as 
work study programs are being insti
tuted within special education* pro
grams in the public schools.

A history of previous employ
ment offers another source of infor
mation about consumer performance 
in the all important environment of 
the work site. Former supervisors 
and work study coordinators can 
provide information about the 
consumer's performance of work 
tasks, social interactions on the job, 
ability to communicate and follow 
directions, and degree of need for 
reinforcement at work. 

Observations of Consumers 
in Structured Settings 

If the potential supported work con
sumer is enrolled in a structured program 
(i.e., school, work activity, or day program), 
it is helpful to arrange with program staff to 
visit the school or center to observe the 
person in that environment When Job 
Coaches have good working relationships 
with staff from other programs, they may be 
able to arrange to observe the consumer 
performing jobs similar to those required of 
a worker at a potential work site. In this way, 
it is possible to gain a better understanding 
of the potential consumer as a worker by 
observing work related factors (i.e., behav
iors. social and work skills, strength, endur
ance. ability to communicate, need forrein-
forcementl._________________________
Material Adapted from: Fadely. D.C. (1987). Jod 
coaching in supported work programs. 
Menomome. Wl: University of Wisconsin - Stout 
Materials Cevelopmem Center Stout Vocational 
Rehabilitation Institute School of Educational and 
Human Services.
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CONSUMER PROFILE FORM

The Consumer Profile Form is a 
handy tool for recording the data that will be 
used to match a consumer with a job. This 
data is collected during interviews, reviews 
of records, and observations discussed 
above.

In a staff meeting at her agency, 
Susan was designated to be the Job Coach 
for Fred Jones, a young man who recently 
exited from a public school program for 
moderately retarded students. Fred had 
been competitively employed as a part-time 
custodian through the work study program 
at school and had performed relatively well, 
according to the program's work study pro
gram coordinator. Unfortunately, for Fred, 
his job wasterminated because the company 
changed hands and the new management 
decided to eliminate all part-time positions 
in an effort to cut expenses. Susan was 
charged with the duty of matching Fred with 
a job in which he would have a good prob
ability of success. She would also provide 
the training and follow-up to help make that 
success a reality for him.

In order to better understand Fred 
and his needs. Susan reviewed his records, 
interviewed him, his mother, the work study 
coordinator from the school system, and his 
former employer. She also observed him 
working at the agency's work activity center, 
a temporary placement for him until a 
competitive job could be found in the com
munity. She recorded the information from 
ail of these sources on the Consumer Profile 
Form so that she could use it later to match 
Fred with an appropnate job.

Susan began the consumer analysis 
by entering the foiiowing information on the 
Consumer Profile Form

Identifying Information

- Consumer's name (Fred Jones) 
date of consumer profile, and com
pleted by '

- Fred’s date of birth and soda! secu
rity number

- Fred's home address, including die 
city, state, and zip code

- Fred’s home phone number and his 
daytime phone number

- Fred's marital status

• Fred’s current occupation/status

Residential/Domestic Information

The next section of the Consumer 
Profile form includes a list of information 
dealing with family, home, and community 
issues. It is useful to know the names and 
relationships of people in the consumer's 
family and people the consumer likes and 
admires because these persons are likely to 
have a strong influence on the consumer. 
The people with relationships to the con
sumer have the potential of being developed 
into natural helper for the consumer. Item 
#2 was designed forthe purpose of gaining 
this information. Susan gleaned information 
for this area from Fred and his mother, and 
recorded it in #2 Residential/Domestic In
formation.

Susan found that Fred's parents, 
Larry and Toni Jones, were supportive and 
the only immediate family. She placed their 
names under a) family. Fred had lived at
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home and had not received residential ser
vices. This was noted under bIResidential 
history* For c) Family suooort available. 
Susan noted parents. Larry and Toni Jones. 
In order to fill out d) Description of tvoical 
routines. Susan must first fill out DE
SCRIPTION OF TYPICAL ROUTINES. 
(ProfileAttachment). Susan interviews Fred 
and his parents for information about his 
daily routines and finds the following infor
mation. Fred typically gets up around 7:30 
AM.. has breakfast till about 8:15, then 
showers and dresses in preparation for his 
day which takes him to about 8:45. From 
8:45 to around 9:15 Fred completes his 
morning household chores. He then plays 
with his dog, colors in dcodle art. and watches 
some TV until noon. At noon, he prepares 
and eats lunch, and cleans up after himself. 
In that Fred is out of school and is not 
currently working, his mother involves him 
in maintenance and other chores around 
the house during the afternoon. Work is 
completed around 5:00 PM and he washes 
up and listens to music until around 6:00 
when he sets the table for dinner. Dinner is 
a family meal with his mother and father. 
Fred helps with thedinnerchores until about 
7:00 pm. Next comes a call to his girlfriend, 
followed by watching TV with his parents. 
He then prepares for bed and turns his lights 
out just prior to 10:00 pm. Susan reviews 
this typical day and concludes that he is 
basically aday person, that his lifestyle calls 
for him to be up relatively early, and active 
through out the day. Susan notes this 
summary of Fred's typical routine in 2.d) 
Oescriotion of tvoical routines.

On the next area, e) Friends and 
social aroup(s). Susan is looking for infor
mation that will be helpful in developing 
natural suoport sucn as church. Special 
Olympics and other social or recreational
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groups. Fred seems to be limited to a friend 
Tim and his girlfriend Mary and this infor
mation is entered.

Information on the f) Description of 
neighborhood, is important as it provides 
data about options within the neighborhood 
and potential psychological effect-to the 
consumer, (e.g. effect of a very remote or 
isolated neighborhood on a consumer). 
Susan finds the neighborhood to be an 
older, well kept section of town that has 
good access to businesses and a variety of 
services and notes it on the form. Fred’s 
home is located near the down town area 
and it is noted under, o) Location of neigh
borhood in the community. Due to this lo
cation. Fred has ready access to parks, bike 
trails, medical services, and businesses. 
This information is recorded under hi Ser
vices near home. Susan notes that it is 
largely service types ol industry that support 
businesses in the downtown area. Trans
portation is a key issue for supported em
ployment consumers. Considerations for 
this population are; availability of public 
transportation, length of time in transit to 
work, andthe need forspedal transportation 
requirements (e.g., to accommodate a wheel 
chair). For Fred, public buslines are ac
cessible within a short walking distance and 
is noted in i) Transportation availability

3. EDUCATIONAL INFORMATION 
is peninent as functional academic skills are 
necessary for participation in society. 
Functional academics require the minimum 
level of mastery needed for survival in a 
literate society. Fred's special education 
teacner indicates that he could read his 
name, simple words, and commonly used 
signs and symbols. Susan noted that Fred 
could count objects to 100 and could add 
and subtract. Fred is able to print his name, 
and wnte lists and simple notes. Susan 
summarized this information and noted it in 
3 al History and general performance.
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Jlenafr) Vocational programming/perfor
mance relates to any prior work experience 
or programs that were designed to build 
work related skills. - Fred had been com
petitively employed as a  part-time custodian 
through the work study program at school 
and, according to the program’s work study 
coordinator, had performed relatively well. 
This employment ended due to a change in 
management. This information was entered 
on the form. .

The purpose of collecting informa
tion about the recreation and leisure activi
ties performed by consumers is to enable 
the Job Coach to have a betterunderstanding 
of the consumer as a person with specific 
likes and dislikes, to provide the Job Coach 
with conversational topics of interest to the 
consumer, and to provide information for 
planning appropriate rewards. From inter
viewing Fred and his parents. Susan finds 
the following interests for him and enters 
them; walking, fishing, hiking, listening to 
music,drawing, model building, TV, movies, 
and sports events.

Item #4. WORK EXPERIENCE IN
FORMATION. is designed to provide the 
Job Coach insight and information into po
tential strengths, skills and work preferences. 
This maybe useful in making decisions about 
job matches.

The category, a) Informal work performed at 
home, refers to maintenance and household 
chores that are done around home. From 
interviewing Fred and his parents Susan 
finds that he likes to wash dishes and the 
family car, to clean bathrooms and to wash 
the floors. Susan enters this information.

The second portion of this area is b) Informal 
jobs performed for others which includes
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volunteer services or odd jobs completed 
for others. Susan notes that Fred volunteers 
to shovel snow from his elderly neighbors 
sidewalk.

Item #5. LEARNING AND PERFORMANCE 
CHARACTERISTICS, isconcamed with two 
distinct areas. Learning to speaktopaiticular 
learning styles on methods of teaching re
quired (e.g., by modeling). Performance 
characteristics have to do with the frequency 
of prompts and supervision required. Fred's 
former employer reported that he was an 
independent worker when he understood 
the job to be done. Because of this. Susan 
noted, infrequent prompts/low supervision.

Item #6. PREFERENCES- The Job 
Coach should interview the parent(s)/ 
guardians(s) and the consumer in separate 
sessions to obtain information for this sec
tion of the Consumer Profile Form. By 
questioning the parent(s)/guardian(s) and 
the consumer separately, the coach is more 
likely to discover what all parties are think
ing. Questions should be phrased in terms 
that are easily understood without patron
izing. When necessary, questions should 
be rephrased for clarity. It can be much 
more effective to break questions into con
crete segments by posing many spetific 
questions such as;

-’Do you want to work in a big placa 
like the McDonald's we visited or 
do you like a little place like the 
diner better?"

- “Do you like a neat, clean place oris
it O.K. for it to be a little messy?"

- “Do you want to work with one or two
people or a lot of people?'

- “Do you want to work with people
who talk a lot orwith quiet people?"

Page 9

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 204

Susan interviewed Fred and his mother 
separately and entered a short form of their 
responses on the lines under the appropri
ate question. As stated above, Susan found 
that she had to pose Fred's questions more 
concretely and specifically in order to en
able him to make meaningful responses.

- 6. a) Tvne of work applicant wants to
do: Susan asked Fred, “What 
types of work do you want to do?" 
He said that he would like a 
cleaning job.

- 6.b) Tvoe of work oarent/ouardian
feels is appropriate: When asked 
about the best job for Fred his 
mother was very general and 
stated that the ideal job would be 
any work in which Fred would feel 
successful. Susan entered this 
information.

6. c) What the applicant eniovs doing 
at home: Susan asked Fred what 
work he enjoyed doing at home. 
He replied that he was a good dish 
andcarwasher. These responses 
were recorded.

6.d) Observations of the kinds of 
work applicant likes to do best: His 
motherreportedthat he did a good 
job of cleaning the bathroom and 
washing the dishes at home and 
seemed to enjoy these activities. 
These responses were recorded 
on the form.

6,e) Observations of social situa
tions applicant likes best: The 
purpose of collecting information 
about social activities preferred by 
consumers is to enable the Job

Module #5
Job Matching

Coach to have a better under
standing of the consumer as a 
person with specific likes and dis
likes. It may provide information 
on their preference for groups of 
people or more individual en
deavors. Susan finds that Fred 
likes to go to movies with friends, 
dine out with his girlfriend, and 
build models with his tether. Su
san enters this information. *

Item #7 CONNECTIONS: Connec
tions refers to contacts orpotential contacts 
of people or businesses in the community 
that may be helpful in finding or developing 
competitive jobs.

Networking, the creation of lines of 
communication with potentially helpful 
people and organizations, is a valuable tool 
for Job Coaches seeking to establish con
tacts in the business community. A broad 
based network of contacts in the commu
nity can have a double-barrelled effect on 
job aevelopment by producing job leads as 
well as by spreading the word about the 
supported work program.

Potential employers in the family: 
Contact can be made with family members 
to determine if they may be willing to em
ploy a disabled person or may know pro
spective employers. Susan determines 
that there are no such contacts for Fred and 
notes it on the form.

Potential employers among friends: 
This item is similarto potential employers in 
the family but extends it to friends. Again, 
there are no such contacts for Fred.

Potential employment sites in neigh
borhood: A survey of the consumer's im
mediate neighborhood may provide useful 
information about potential job sites. An

Page 10

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



assessment of the neighborhood reveals 
no potential sites for employment.

Business/emolovercantacts far leads 
through applicant, family, friends: This is 
an opportunity to record contacts from 
businesses or employers gained in this 
section. No leads were found for Fred and 
was so noted.

Item tB. FLEXiBlUTYi ACGQMMQ- 
DATIONS which may be required in 
workplace; Due to the complexity of hu
man behaviors, this area has been added 
to address potential changes that may be 
required at the work site.

8. a) Habits, routines, idiosyncrasies. 
etc.: Of interest here are behaviors that 
consumers are accustomed to doing that 
may require accommodations in the work 
site. This could represent a  wide variety of 
behaviors such as aggressive speech and/ 
oraction, e.g.. verbal and/or physical threats 
as well as overt physical aggression. 
Handling of stress and/or criticism is another 
factor which refers to the ability of the 
consumerto manage the various pressures 
or stresses of life. Also included in this is 
the manner in which the consumer reacts 
to being corrected. Changes in tasks or 
routines may be difficult for persons with 
disabilities and they may have problems 
adjusting.

Susan could find no evidence that 
Fred had a history of aggressive behavior 
and noted it. Information from Fred's work 
study coordination indicated that he ac
cepted positive feedback. Information sug
gest that he has some difficulty adapting to 
change. These items were noted on the 
form.

Module #5
Job Matching

A Statewide Training Model 205

d.bl Physical Health Restrictions: 
Disabled persons have a greater likelihood 
of having physical problems than the gen
eral population. It is important to consider 
the impact of medical problems on working 
because of a concern for the safety of 
consumers in the supported workprogram. 
Also, some physical conditions may result 
in a high rale of absence from work, possi
bly causing the consumerto lose a job. An 
example is seizure disorders that are char
acterized by laps of awareness, blackout, 
and spasmodic movements; this neuro
logical problem can usually be controlled 
with medication. The many forms of epi
lepsy are examples of seizure disorders. 
For safety reasons, the Job Coach must 
know if the consumer has seizures.

It is also important to be informed 
about medications that are taken on a regu
lar basis. Somemedicationscausedrowsi- 
ness or have other side effects that could 
impact on the consumer's safety or abifity 
to work productively. Also, the Job Coach 
may have to arrange for the consumer to 
take medication during the work day.

Fred has no history of seizure disor
ders. He does take over-the-counter anti
histamines when his allergies bother him. 
Susan recorded this information.

8. cl BehaviarChallenaes: Negative, 
inappropriate, and unusual behaviorthatis 
not suitable forthe work site. Such behav
iors may be very disruptive on the job site. 
Some examples of challenging behaviors 
are distractibility, uncooperativeness, and 
aggressiveness.

Behaviors may be inappropriate in given 
circumstances e.g.. rocking or talking to 
oneself in public, and displaying excessive 
affection.
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Fred has few unusual behaviors, but it was 
noted that he mumbled to himself when he 
was upset.

CONSUMER SKILLS

A  PERSONAL REQUIREMENTS - Thisset 
of factors includes personal, social and be
havioral traits that relate to a worker's suc
cess on the job.

• Personal appearance entry - Hav
ing interviewed Fred and observed 
him at the work activity center, 
Susan determined that he was neat 
and dean, but not stylishly dressed. 
She checked ‘clean well groomed, 
match appearance ‘ to describe his 
appearance.

- Behavior entry - Susan checked 
the box indicating that Fred had 
infrequent unusual behaviors.

- Communication entry - Susan no
ticed that Fred has speech articu
lation problems that sometimes 
make it difficult for listeners to un
derstand him. She, therefore, 
checked ‘impaired speech*.

- Task/Routines entry- In Fred’s files 
there were several reports by 
teachers and the vocational evalu
ator that dted difficulty acclimating 
to change. This did not appear to 
be an extreme problem, however. 
Susan dedded to record that Fred 
adapted to change with some dif
ficulty. but could handle 2-3 
changes per day.

- Persona! information requirements 
entry- Susan checked the box indi

Module #5
Job Matching

cating that Fred ‘has and can pro
duce appropriate identification’.

B. TIME FACTORS:

- Time telling entry- Susan found from 
work activity center personnel that 
Fred was able to tell time'-to the 
hour on a ‘ round’  clock and that he 
knew when it was lunch and break 
time. She checked,‘can use clock 
to identify spedfic time*.

- Qrientatign to wort space antrf.- 
Susan's interviews revealed that 
Fred was able to find his way around 
in large areas with little effort In his 
custodial job. he cleaned offices on 
three floors without difficulty. She 
selected “whole building* to indicate 
his ability to orient to an entire 
building.

C. WORK REQUIREMENTS:

-Physical iob requirements entry - 
Fred had no medical problems to 
prevent him from walking, stand
ing. or sitting at work. Susan had 
observed him working and moving 
around the work activity center and 
noted that he had no obvious mo
bility difficulties. Susan checked, 
“full ambulation abilities'.

- Endurance entry - Never had Fred 
worked more than 4 hours per day. 
Reports from his mother indicated 
that he was quite physically active 
after work and that he did not tire 
easily. Susan was required to 
check, short day/few breaks”.

- Strencth entry - is physical power 
and is graduated from weak to 
strong depending upon the amount 
of weight the consumer can lift and
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or carry. The strength form entry at 
the work activity center indicated 
Fred was able to lift boxes estimated 
to weigh 30 or so pounds. Susan 
checked the box indicating *25-35 
lbs.*

Module #5
Job Matching

D. PERFORMANCE SKILLS:

- Discrimination skills entry - Fred 
could identity his work supplies and 
discriminate between them at the 
work activity center. Therefore, 
Susan coded the selection indicat
ing that he, 'displays visual dis
crimination skills’ .

- Work speed entry - Fred was de
scribed by former supervisors as 
having a moderate, steady work 
rate. Susan checked the box indi
cating this.

E. FUNCTIONAL ACADEMIC SKILLS - 
These are the basic reading, writing, and 
math skills that are necessary for function
ing in society. This does not imply any level 
of academic sophistication. Rather, func
tional academics require the minimum level 
of mastery needed for survival in a literate 
society.

- Reading entry - Fred’s special 
education teacher indicated that 
he could read his name, simple 
words, and commonly used signs 
and symbols. Susan checked the 
box indicating that level of reading 
mastery.

MATH - There are many possible levels of 
math achievement. The concern here is 
with basic, functional skills (i.e.. number

concepts, computation) most of which are 
taught in educational settings. It is impor
tant to determine the consumers' functional 
math levels so that they may be placed in 
jobs where it is possible for them to meet 
math related requirements.

- Math entry - Susan noted in com
ments that Fred could count objects 
to 100 and could add and subtract 
without renaming or regrouping. 
She checked the boxes 'simple 
addition, subtraction*.

- Money skills entry - Fred's mother 
informed Susan that Fred could 
recognize coins and bills, knew their 
values, and could count money, 
was able to make change for$1.00 
and could use vending machines. 
Susan checked the box indicating 
these skills.

- Writing skills entry- Susan checked 
the boxes indicating that Fred could 
print his name, and write lists and 
simple notes. Fred’s teacherstated 
that his spelling was phonetic, but 
that she could usually understand 
what he was trying to convey in 
writing.

- Measurements entry - A confer
ence with Fred's teacher reveals 
that he lacks in measurement to 
include linear, weight, and volume. 
Susan checks the box for “none*.

F. ENVIRONMENTAL FACTORS:

- Safety skills entry - Fred was de
scribed by former supervisors as 
recognizing and beingvery cautious 
in hazardous situations. This in
formation was supported by infor
mation from Fred's parents. Susan 
checked the box for “displays good
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safety skills'.

- Cleanliness/orderliness entry - In
formation gained from former su
pervisors and Fred’s teachers in
dicate that he prefers to have his 
surroundings neat and orderly. He 
does not get upset when things are 
disorderly but will take steps to put 
things back in order. Susan 
checked the box for'requires neat/ 
orderly’.

- Availability nf reinforcement entry - 
The consumer's requirement for 
praise and positive feedback on 
the job or his/her need for concrete 
rewards for good performance and 
behavior constitute reinforcement 
needs. This is the consumer's side 
of the job analysis factor, ‘avail
ability of reinforcers’ . Availability of 
reinforcement form entry - Susan 
checked ‘ infrequent reinforce
ment." having observed that Fred 
responds well to positive feedback 
at the end of the day for job well 
done.

G. PHYSICAL REQUIREMENTS:

- Bending entry- Susan observes that 
Fred has full mobility and is able to 
bend at the knees and waist at the 
same time. She checks the box for 
‘ can bend at the knees and waist 
simultaneously’.

• Lifting entry-Using information from 
previous supervisors and by obser
vation, Susan determined that Fred 
is capable of lifting from the ground 
to eye level. The box for ‘can lift 
ground to eye’ is checked by Su
san.

Module #5
Job Matching - Carrying entry - Fred’s former su

pervisor provided information that 
Fred is capable of carrying objects 
over distance and also is able to 
maneuver boxes up and onto 
shelves. Susan checks the box 
‘can carry and maneuver ob
stacles’. "

- Motor skills entry • Fred is willing to 
demonstrate for Susan his ability 
for gross and fine motor skills. 
Susan notes that he is capable of 
making large sweeping motions in 
moping a floor and fine motor skills 
by cleaning in the comers around a 
counter. Theboxfor’demonstrates 
gross and fine motor skills* is 
checked by Susan.

QUALITY ISSUES

Issues of quality in supported employment 
were addressed earlier in Module #1, see 
that reading and the reading summary. 
Conditions and outcomes that workers in 
general consider important from their em
ployment define quality in supported em
ployment.

‘The popular press is filled with il
lustrations of the importance of em
ployment for adults in oursodety and 
the range of benefits that are derived 
for work (Ms. magazine. 1979; 
Schrank, 1978;Turkel, 1972). Tothe 
extent that normal adult lives are the 
goal of service and advocacy efforts, 
the quality of employ ment for persons 
with disabilities can best be indexed 
by the same standards that others 
use to evaluate employment alterna
tives. Three general kinds of ques
tions arise as most adults evaluate 
whether a new job opportunity rep-
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resents a desirable change: (1) What 
income level will the job provide, and 
what kind of life-style can be pur
chased in that location and circum
stance with that income? (2) How 
attractive is the work life itself? Will 
one be able to work with interesting 
people, do challenging work, be in a 
high status, safe environment, and 
so on? and (3) What security ben
efits—job mobility, advancement, 
tenure, insurance— does the job 
provide?

Armed with answers to these 
questions, most adults make em
ployment decisions that balance dif
ferent personal values and interests. 
Income is traded off for secunty; un
desired working conditions are ac
cepted only when compensating in
come orsecurity benefits are present. 
Decisions can then be made as to 
whether or not the entire package of 
income, working life characteristics, 
and security-related benefits are 
present. Decisions are then made as 
to whether or not the entire package 
of income, working life characteris
tics. and security-related benefits 
combine to offer a desired life-style. 
While most adults make these deci
sions informally, the processis similar 
to a weighted factor analysis, in 
which relevant features of a job are 
first defined and then weighted ac
cording to individual values. (Warfield 
& Hill, 1972). The same decisions 
face persons with severe handicaps 
and their families in their choice 
among alternative vocational services 
and jobs, and the same decision pro
cess applies." (Bellamy. Rhodes. 
Wilcox. Albir. Mark, Boles. Horner. 
Collins. & Turner. 1984, p. 7)

Module #5
Job Matching The quality portion of this form addresses 

those elements that influence job satisfac
tion. potential success on the job, and the 
quality of life forthe consumer. The first set 
of questions are rated on the scale; (1)- 
Minimaiiy Important, (2)-Moderately Impor
tant, and (3) - Very Important Itisimportant 
to interview the consumerto determine their 
perspective on each of these items.

For salary. Fred states that he wants 
a full-time job paying above the minimum 
wage and that it is very important. Susan 
marks a (3) for salary.

In interviewing Fred. Susan deter
mines that benefits are a strong preference 
for him. Susan records (3) for Insurance 
Workman's Compensation. Vacations toaid- 
unpaid). Holidays, and Sick leave.

Location site is of moderate impor
tance for Fred. He lives on the city bus route 
and has a short walk to the nearest bus stop. 
The main concern for transportation is that 
the site be located on the bus route as the 
bus will be his primary mode of transporta
tion. Susan marks (2) for location of site.

Physical demands of iob was of 
minimal importance to Fred. He reports 
being physically active, with good endur
ance. can lift weight to 30 lbs., and has full 
mobility. Susan marks a (1) for this item..

Integrated work environment ad
dresses work in a community workplace 
where persons with severe disabilities work 
beside co-workers who are not disabled. In 
interviewing Fred. Susan determines that 
an integrated work site is somewhat impor
tant for Fred and she records a (2) for this 
category.

Working with known cô wnrkers is 
relatively unimportant fro Fred. He states 
that he likes to meet new people and doesn’t 
need to work with people he knows. Susan 
recorcs a  (1) cn the form.
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Customer contact is not an impor
tant job aspect for Fred. In fact, Susan finds 
that he prefers to work in smaller groups. 
She records a (1) for this item.

Opportunity for advancement is 
relatively unimportant to Fred at the present 
time. Susan records this item as a (2).

Employer has acceptable turn-over 
rate. Information from Fred and his parent 
indicates that job stability is quite important 
for him. Fred is looking for a degree of 
security in his work and wants to stay at one 
site for some time. For this item, Susan 
enters a (3).

Acceptable work schedule: These 
are the days and hours that the consumer 
and his/her family would like devoted to 
work. Prior to placement, it is important to 
determine whether or not the consumer 
would be willing to work nights and/or 
weekends. After discussions with Fred and 
his mother, Susan understood that both 
Fred and his mother were agreeable to a 
full-time position. Also. Fred's family ob
jected to night-time and weekend work for 
him. Susan checked Monday through Fri
day only.

Benefits received: This category can 
be of significance for people with disabili
ties. The financial needs of disabled per
sons may be quite different from those of 
persons who are not disabled. Some con
sumers receive supplemental income and 
medical aid from federal sources that they 
will lose if they make more than a stipulated 
amount of money. To many persons in this 
category, loss of federal benefits is too 
threatening to chance. People fearing the 
loss of federal benefits usually opt for part 
time jobs so that they remain within the 
income limits to continue receiving benefits. 
Other persons do not appear interested in 
such benefits and prefer full-time employ
ment with the employer supplying medical

Module #5
Job Matching

and other benefits. It is critical for Job 
Coaches to thoroughly understand how 
consumers and their families feel about this 
issue before pursuing job placements for 
consumers.

Fred and his mother indicated to 
Susan that they were willing to terminate 
Fred's Supplemental Security Income (SSI) 
provided that Fred would have a full-time job 
paying above minimum wage with amedical 
plan, paid vacation, and sick leave. Susan 
checked SSI.

Does the consumer require a site 
which accommodates retention of benefits? 
As noted in Benefits received above, Fredis 
willing to forego his SSI in consideration of 
full-time employment with the benefits listed 
above. For this item Susan checked no.

Environmental StressorsThere are 
numerous potential stressors in the work 
environment that may have an impact on 
persons with disabilities. Considerations 
include working conditions of the site i.e., 
high production demands, safety, friendli
ness. accessibility, and comfort. Additional 
considerations are work expectations that 
are clearly defined, availability of in-house 
training and support, turnover rate of co
workers/supervisors, and the potential of 
co-workers and supervisors for support.

On careful review, Susan finds few 
stressors forthis work site. She makes note 
on the form that the light can be bright in the 
afternoons and that the only apparent safety 
factor is working on ladders.

The last section of the Consumer 
Profile takes into account additional factors 
of human behavior that are related to the 
work site. These factors are presented in a 
check-off format. The items in the checkoff 
are in sequential order. If a consumer has 
more than one attnbute under an item, you 
would mark the highest functioning factor or 
highest numoerea factor.
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Dare(s) of Profile:. 4 m  h i  
Recorder. A u i m J  r m u K i * ]

1. Identification Information:
a) Name:
b) Dam of Birth:. 3 f ! S j 2 J L _____________________
c) Social Security W: 5 r7/n--3r7 -  H2.Q / __________
d) Address: ^ 3 3 7  b o i A t  j  . f T ______________

A t ie j* > A M .e
e) Phone:. & > f- 3 / 3  f _______________ '
f) Marini Sams: .X Single______ Married
g) Current occupation/status: lAAiSMPtO*f€&  t tM ^ P A tD A  LUftA* fX fiFB jexb-jr

CONSUMER PROFILE

2. Residential/Domestic Information:
a) Family (parent/guardian. spouse, children, siblings):. L a a a y  fTbjU/ J z w e s

b) Residential history:. A/d f i t  P p M h e H T tM -

c) Family support available:. PAA etfT .S A * *  S u f P o t n U C

d) Description of typical routines (see profile ^mrhmenrt: &AAUf A/S£7t f tA Y  
f£ * S b j/s F A rjti ✓ A c n u e  r u n o u t*  O u t th a  p a y ______

e) Friends and social goupi'sl:7 7 i/^ *  S // /7 H  (FM AAjbh  * A /A A Y  
S T E V O J S  ( $ H L A A j £ ' t J * \ _______________________________

f) Description of neighborhood:. n o ^ e iL  g r P T  ^ f - n ^ t A c .
'T buJjJ___________________________________________ _______ ________

») Location of neighborhood in community:. & U X A  T P  Ito jJJT S u lA L
* £ £ .A _____________________________________________________________________________ _

h) Services near no me: bOuXfWhCjJ AO U  frh t£ t l .
?AlLKSt T Z A / c *
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i) General types o f employment near home-- f g y  /AJ&US7K.tE3 17+A7~
VutPOAT TH€  '7S o J a / __ B u X A J tte S _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

j) Transpororion availability:. PttALtC. * j L £  H t i m t f S
\AJ*VXlk]Cf f r /S 7 * * J < u r  ___________________________________

3. Educational Information:
a) History and general performance (from school records, interview data, observations):

d T rm ih /T b  3 S & iA l-  e h u c J m n A l M a s s e s ;  /g o to _____________
^  fdAAJ*. S tUO tJ? uJOAAS 4i»A CJiUUAULX S tfJ S

freh  cAA/ L c u jL triti r&6 f  S u sm *f£  n iu r *  s($Ai u * * te
. .  #A/o wfA / t »  fc t jra  . / iw o  z iu * c * -  A / e f S s .
b) VocaaQnai program m n^/pgroRanncg: _  _  

CJupcrmve-L.'/ au*.ot/Fi> PutT-Tfue- /*r> a  tusrom **J t m q u m  
M X *  StUtlN PftFtAJUma a l t * * * .  ____________________________

c) Resraaiion/leisurecrogramnhnaperformancertViOfcAC/ityAj <*+>*/*, MtK/AJfj 
U<STFKltU$ 70 UUS, ttL.. t*A u )tD $  , UO bfT,- P u jiJ h a /^  . TV, ._ 
&CVAJ& TO ^ o w rg s , id J b  s p a s m  g t/g y ^ T s___________________

4. Work Eapenence Information:
al Informal work performed at homer fe iS X R  AwJO T H f

C A fL . (C S 4 a /S  8 A T M A o a r * ±  A M d  ,__c / ^ « . _______________

b) Informal jobs performed for others: l/flm /UTg*ST8.S -S P A tO
P C *  4  f i J s t & M & c t - ___________________________________________________ ____________

5. Learning and performance characteristics:
m r t f Q u F K i r  s a s & i M / A t J

6. Praferar.ces:
a) Type of work hie applicant wants :o ao:

b) Type :f  went die rarer.vgnarsiar. feeis :s '.r~TC~r.z-.-MJOA .< T H + T  \A/Q<AL& _
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E . T o n e ^

6 , iv e  f i e g a  A  B e & .iA iS f o p  S u e c s n ____________________________________________

c) What the applicant cniovs doing at home: P > S  A/ W ASH -tiXf A4I& MMHtifiJfy 
THe t A L { n  m i / j f r s ______________________________

d) Observations o f the kinds of work applicant likes to do bcsc T U f
BATHROOM /W O  M A aH ttd i P f3 r tg a _____________________

e) Observation of social sinations applicant likes best: 6 0 / 0 6  *7ft U dOI&s. j
P/Ai« KI6, o u r  : 8u./L&tAJ4,, u o z f f l *  l A f f l  t? * m e x

7. Connecaons:
a) Potential employers in family:.

b) Potential employee among friends:.

c) Potential employment sites in neighborhood:.

d) Business/employer contacts for leads through applicant, faxniiy, friends:. V 0 * )£

S. Flesibiiity/accommodations which may be required in workplace:
a) Habits, routines, idiosyncrasies, eg: AJO f4fSD AY 0 F

A r e j e m  P o s m u z .  f e e a B A c t c .  t  z t u t s f i  h t P c < q ± a v ---------------------
A*+PTTAJ& T S  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

b) Physical/health restrictions: NO ^ rsy g b X V  Q g  S C > ? u a P ^ >  . ^ C < - ---------
m g -  f n j t M * 4  4 * jn 't+ ;s n n s ru le s *------------------------------------- -

c) Behavioral challenges: f ig t^ )  U a J u s l l A - l -  M J U u A t  g <
•fo Jet*c  # /u cU  u rs ir r ----------------------------------------------------------
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F-Jbtofcb

A. Personal Requirements:
1. Personal appearance:

1 ( )  unkept, poor hygiene
2 ( )  casual, unmatched clothing,

acceptable hygiene
2. Behavior

1 ( )  maladaptive behavior demonstrated
2 () variety of inappropriate behaviors

3. Communication:
1 ( )  none
2 ( )  key words/sign

4. Independence:
1 ( )  frequent prompts/high supervision

necessary
2 ( )  intermit, prompts/mod. supervision

5. Task/Routines:
1 ( ) joo changes
2 y f  2-3 changes/day

6. Personal information:
1 ( )  can visually identity name .
2 ( )  can print name

CONSUMER SKILLS:

3 ( y'ciean, well-groomed, match appearance
(i.e.. shaved, clean hair)

4 ( )  exceptionally well groomed appearance

3 (trfnfrequent unusual behavior
4 ()  no unusual behavior

I H^imt3 w  impaired speech
4 ()  clear speech

3 ( Wmemrit prompts/low supervision
4 Wr infrequent prompts/low supervision
3 ()  independendy initiates work routine

3 ( )  4 changes/day
4 ()  more than 7/day

B. Time Earners:
1. Time telling:

1 ()  no rime teiling skills 
2 ( )  foilows environmental cues/can

im fiM  rim*

2. Ctientarion to work space:
l ( )  orientates to sn a il work environment

oniy
2 ( )  orientates to several rooms

C. Work Requirements:
1. Physical job requirements:

1 ( )  sedentary position required
2 ()  standing/mobile in unobstructed

area

2. Endurance:
1 ( )  snort day/many breaks
2 v fsh o rt day/few breaks

3. Scength:
1 ( )  can lift less than 15#
2 ()  can lift 15-25#

3 ( )  ia n  write date
4 y r i a s  & can produce appropriate

idenrifrcarion

3 i / a ncan use clock to identify specific rime 
4 ()  tells rime - hours/minutes ■

3 M^orientates to entire building
4 ()  orientates to building and grounds

3 ()  ability to navigate stairs & minor
obstacles

4 ambuiadon abilides

3 ()  tuii day/many breaks 
-t ()  nail dav/few breaks

'3  (< 2 5 -3 5 *
4 ()  35# and up

D. Performance skills: Page 20
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p .J6N es

1 -  Discriminadon skills: .
1 ( )  displays minimal discrimination 3 displays visual disoiminanon skills

skills 4 ( )  displays social discrimination drills
2 ( )  displays spatial discriminadon skills

2. Work speed:
1 ( )  slow paced/low productivity ram 3 ( )  adjusts pace to production desands
2 ( )  moderate pace/steady production rate 4 ( )  consistent fast pace/production tate

Funcaonri Academic Skills:
1. Reading:

1 ( Vnone
2V f simple wcrds/signs/symbols
Math:

3 ( ^simple texts
4 («f newspapers/magazines

2.
1 ( )  none
2 ( )  minimal, counts from 1-20

3. Money sldlls:
I ( )  jione
2(«f change Sl.QO/can utilize vending

4. Writing skills:
1 («f none 
2 ( )  signature

5. Measurements:
1 ( )  none
2 ( )  identifies linear

F . Environmental Facmnc 

1. Safety skills:
1 ( )  displays no safety skills
2 ()  displays minimal safety skills

2

G.

3 ( ^identifies numbers/counts to 100
4 (J f simple addition, subtraction

3 ( )  simple mmsacsons (change for S5.00)
4 ( ) casb sansacrions - capabilities up to S10

3 ( )  simple lists
4 ( )  lesKs.ero.

4(«<r volume di.sctminanon

Ceaniiness/oideriiness: '
1 ( )  tolemtes disorderly/very dirty/fairiy

dean
2 ( )  toleme otderiy

3. A variability of reinforcement:
1 ( )  frequent positive reinforcement
2 ( )  intermittent reinforcement

Physical Requirements:
1. Bending

1 ( )  cannot bend
2 ( )  bend at waist only

3 HT^dispiays moderate safety skills
4 ( )  displays good safety skills

3 ^ re q u ire s  neat/orrieriy
4 ( )  requires meticulously clean/crtleriy

3 y^nircquent reinforcement
4 ( )  natural supports/paycheck

3 0
4t;

bend at knees & maintain balance 
can bend at knees 3c waist simultaneously

Page 21
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f-. JbW€3

2. Lifting;
1 ( )  cannot lift
2 ( )  can lift ground to waist

3. Carrying:
1 ( )  cannot cany 
2 ( )  can distance cany

4. Motor skills;
1 ( )  demonstrates grass motor drill*
2 ( )  demonstrates fine motor skills

3 ( lift waist to eye
4 ( jf  can lift ground to eye

3 ( a weight cany
4 y r  can carry &. m anarvg obstacles

3 CT^'demonsirates gross & fine motor skills

Page 22
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QUALITY ISSUES

Rating Scale
t  .  M in im a lly  Tmpnmint

2 - Moderately Important
3 - Very Important

- Salary
. Insurance/Workman's Compensation
• Vacation (paid-unpaid)
-Holidays
•Sick leave
- Location of work site
- Integrated work environment
• Working with same co-workers 
-Customer contact
- Opportunity for advancement
• Employer has acceptable mm-over rate

Accsotabie work schedule: 
i /M -F  only 

_  evenings
. weekend shift 
.nights

.days

Benefits received: 
SSI ^ SSDI AD Medicaid/Medicare_
Does the consumer require a site which accommodates rerendon o f benefits? yes no Si
Environmental stressors:. g g / g a T S u A J u & tP r  i t i * f m A j 6 0 A J s : w 6 * ja u $  
&J L M shrts U *y B tr a  F A crM ..______________________
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DESCRIPTION OF TYPICAL ROUTINES 
PROFILE ATTACHMENT

Description of typical routines:
7:00AM -9:00AM
t.7# Our of taet

3-SU6U364. -  P t s p  VML u r  *• * / r
4 C H te e *  t i l l  4 : f s -
5.
6.

9JOOAM-12.-OOPM ^ ^ 5  U X .U c H S  b C e U F  A * T  
AkO r tm W E Z  TV . a a o o c *

i2dx) - i.-oo pm P t e M t e s  u o / m  « *7 5 ,

!“ ;(1(1 PM A m  C r t i f S  A & u u j *  7 H C

3.-C0 PM - 5.-00 PM S n o t r  S t£ACS A k A lk tT E X J A jk lL g ’

s w n g H x m a ^ L f r u a r t t - n h s u » .

6.-C0 PM - 7:00 PM

7:00 PM -9:45 PM I t  ^

9:45PM -10:00PM ^  ^ 6 /  ^

10.-00 PM -

Page 24
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Module #5
Job Matching

JOB M ATCH IN G  PROCESS

The procedure described in this sec
tion provides a format for comparing the 
results of the Job Analysis Form with the 
Consumer Profile Forms of from one to four 
consumers. In other words, up to tour 
consumer's qualifications may be matched 
to a given job using one Consumer-to-Job 
Matching Form. If more than four consumers 
are to be compared, it will be necessary to 
"cut and paste* an extension to Columns of 
consumerprofile scores and the Consumer- 
to-Job Matching Form to create scoring 
columns for Consumer #5, Consumer #6, 
Consumer #7 and so on. The operations 
below describe the procedure for worker-to- 
job matching.

Job Analysis Column Operations to Yield 
Total Score/All Factors

- Code the factor scores fro m the Job Analy
sis Form into Job Analysis Column of the 
Consumer-to-Job Matching Form.

• Subtotal Job Analysis Column scores tor 
each cluster of factors (i.e.. Personal Re
quirements. Time/Travel Factors. Work 
Requirements) and enter the subtotal on 
the line provided (i.e., Subtotal/Scores) 
(All Scores A), Subtotal/Scores (All Scores 
in B). etc. through G.

- Under H, Total Score - All Factors, enter 
the subtotals for each cluster of factors in 
Job Analysis Column and add these items 
to yield a total score for ail factors. Enter 
this total on the line Total Scores.

Consumer Profile Scores Column 

For Total Scores/All Factors:

- Code the factorscores from the Consumer 
Profile Form into the Consumer Profile 
Scores under the specific column desig
nated for the consumer. "Consumer #1* 
corresponds with the consumer whose 
name is listed next to "Consumers’ Name 
1 ."on the first page of the form. "Consumer 
#2* refers to the second consumer named 
under "Consumers’ Names' and so on up 
to the fourth. Additional consumers may 
be matched by cutting and pasting add- 
tional columns, taking care to write the 
consumers' names and columnar posi
tions on the first page of the form.

• Subtotal the consumer's scores for each 
cluster of factors and enterthis subtotal on 
the line provided - i.e., Subtotal/Scores 
(All Scores in A), Subtotal/Scores (All 
Scores in B).

- Under each heading H, Total Score-All 
Factors, enter the consumer's subtotals 
for each cluster of factors and add them to 
yield a total score for all factors. Enterthis 
total on the line Total Scores/All Factors 
in the consumers' column.

RESULTS OF MATCHING

Separate consumer rankings are 
generated from the data produced. The first 
is called "Match Based on Total Score" and 
ranks the consumers according to the scores 
they have received in the analysis section 
for Total Scores/All Factors. The name of 
the consumer with the highest score would 
be listed by #1. followed by the name of the 
consumer with the second highest total 
score, and so on.

Careful examination of individual 
factor scores and subtotals combined with
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scrutiny of non-scored items from both the 
Job Analysis Form (e.g.. Benefits and Ser
vices. Employment History, Handling Stress/ 
Criticism) will give balance to the “meaning" 
of the rankings. In other words, the rankings 
(or any other single source of data) should 
not be used in isolation to place a consumer 
orto preventhis/herplacement in a job. The 
ultimate questions to be answered by this 
process are: Is this an appropriate job for 
this consumer? Is this person the appropri
ate employee for this job? Sometimes the 
score totals look fine, but the Job Coaches’ 
clinical judgement gives him/her good rea
son not to place the consumer In the job. 
The value of such judgment based on facts 
and reason must not be discounted.

Sample Consumer-to-Job Matching

As you read through this narrative, 
follow along with the sample Consumer-to- 
Job Matching form that follows this reading. 
Susan, the Job Coach for an agency provid
ing supported employment services for 
people with disabilities, has analyzed a win
dow washing job and is ready to consider 
two consumers for the position. She has 
interviewed both consumers, their families, 
and other professionals who have worked 
with them. She has also reviewed relevant 
reports and records prepared by profes
sionals who have evaluated and examined 
the consumers. Consumer Profile Forms 
have been completed for both persons be
ing considered. (See Fred Jones' Consumer 
Profile Form). The next step is for Susan to 
determine which of the two consumers is 
best suited to the window washing job. It is 
very possible that neither will be a reason
able match.

Susan began the matching process 
by suoplying the information at the top of the 
Ccnsumer-to-Job Matching Form. She

Module #5
Job Matching

entered the following:

- Company Name (Maintenance Systems)
- Job Title (Window Washer job analyzed in

module 4)
- Recorder (Susan Thompson)

Date of Analysis (4/15/91)
- Consumers' Names (two consumers: 

Consumer #1 = Fred Jones and Con
sumer #2 = Mary White).

The bulk of the information on the 
Consumer-to-Job Matching Fonm is coded 
from the Job Analysis Fonm and the Con
sumer Profile Fonm. For brevity's sake, only 
Fred Jones’ Consumer Profile Form has 
been included in this publication. Susan 
entered Mary White's data from her Con
sumer Profile Form into the Consumer-to- 
job Matching Form in the same mannerthat 
she entered Fred's.

Each step in the job matching pro
cess is presented below.

Job Analysis Operations

- Susan entered the job related faciorscores 
from the Job Analysis Form (2. JOB CRI
TERIA) in the first Column. These scores 
are derived from the numbers located 
beside item choices. Example:

1. PERSONAL REQUIREMENT

Personal Aoooaranca

1 () unkept appearance acceptable

2 () Causal attire acceptable

3 () Neatness/clean/kept appearance 
(ex. hairnet, no facial hair, etc.)

4  ( )  Grooming very important

In the case of the window 
washing job, the personal appear
ance requirement could be satisfied 
by being clean and with casual dress, 
so Susan checked “Casual

Page 26

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 221

attire acceptable*. The score beside this 
item is (2). Therefore, Susan entered a (2) 
in Job Analysis Column of the Consumer- 
to-Job Matching Form beside Personal Ap
pearance. the first score entered on the 
form. In simiiarfashion, she entered scores 
for Behavior (3) and Communication (2).

The next factor, Independence re
ceived a score of (3).

Module #5
Job Matching

Independence

1 () Frequent prompts available

2 (} Intermittent prompts/high supervision

3 () Intermittent prompts/low supervision

4 ()  Infrequent prompts/low supervision

5 () Independent Initiation required

Thus. Susan entered this score on 
the Worker-to-job Matching Form. Change- 
in Routine/Task was scored (3). This score 
was entered in Job Analysis Column of the 
Consumer-to-Job Matching Form. The final 
factorin Personal Information Requirements 
was marked for number 1 and 2. It was 
enteredbothl and2. Susan added ail of the 
personal requirement factorscares to obtain 
the Subtotal/Scored (All Scores in A) and 
entered it on the adjacent line.

- Susan continued to enter scores from the 
Job Analysis Formforfactorclusters (e.g.,
C. Work Requirements, D. Performance 
Skills, E. Functional Academic Skills, F. 
Environmental Factors, and G. Physical 
Requirements). For each of the factors in 
the Joo Analysis Column, she calculated 
the suototal of scores.

- To perform the first section of the analysis 
(H) in the Job Analysis Column, Susan

entered the Subtotal/Scores for all six 
clusters of factors and added them to find 
the Total Score/All factors.

CONSUMER PROFILE SCORES OP
ERATIONS

• Susan entered scores from Fred's Con
sumer Profile Form (Consumer Skills!) 
under Consumer #1 in the Consumer 
Profile Scores Column. His score for 
Personal Appearance was (3), Behavior 
(3), Communication (3), Independence (4), 
Task/Routine (2) and Personal Info. Re
quirement (4).

- As in the Job Analysis Column, Susan 
added ail of Fred's scores under Personal 
Requirements (Consumer #1) to compute 
the Subtotal of Scores (All Scores in #1). 
She entered this score on the appropriate 
line under Consumer #1.

• Susan performed these operations for all 
seven clusters of factors.

- Susan performed the analysis in H in the 
same manner as in the Job Analysis Col
umn. Subtotal scores for all clusters were 
added to derive the Total Score. In this 
manner, she computed and listed all of the 
scores necessary for matching Fred's 
qualifications with the requirements of the 
window washing job.

- Using Mary White’s Consumer Profile Form. 
Susan entered Mary's scores and per
formed the operations described above to 
allow Mary’squalificationsto be compared 
with the demands of the position under 
consideration.

Results of Matching

- After performing the analysis of scores for 
both Columns Job Analysis and Consumer
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Profile Scores, Susan found that the Total 
Scores/All Factors were: 76 for con
sumer #1 and 67, for consumer #2.

Given the outcome shown above, Match 
based on Total Score would look like this.

1. Fred Jones
2. Marv White

Quality Issues

Susan’s next step was to examine 
Quality Issues. Information from the Job 
Analysis Form is to be transferred into the 
first column, Job Analysis, of the Consumer- 
to-Job Matching forms. Some of these are 
in a yes/no format, while others are in a 
numerical rating scale.

Susan begins transferring data from 
the Job Analysis Form. On the first page of 
the form she locates the salary item and 
records the $4.75 per hour in the salary item 
on the Consumer-to-Job Matching Form. 
Referring back to the Job Analysis Form, 
Susan finds that there are Insurance ben
efits. paid vacation. Holidays, and Paid leave 
and records yes for these items on the 
Worker-to-job Match Form.

For the item Location of Work Site, 
Susan refers to the first page of the Job 
Analysis noting the business's location by 
it’s adoress and the item for Transportation 
which is on bus lines. Susan's primary 
concern forthe site location is its availability 
to transportation for consumers, which may 
be public transportation or special forms of 
transportation for persons with develop
mental disabilities.

For the entry on Integrated Work 
Environment Susan refers to page #7  of the 
Job Analysis form under 3. A. Environ

Module #5
Job Matching

mental Factors, workers do job in close 
proximity to other people. This factor has 
received a yes and Susan transfers that 
information to the Worker-to-job Match Form 
item Integrated Work Environment.
Also, from the Job Analysis Form items 
under 3. B. Informal Supports That Build 
Relationships, Susan discovers there is 
opponunity for after work social activities 
and that co-workers help each other verbally 
and physically on the job. These factorsmay 
provide important data that bears on inte
gration.

On the Consumer-to-Job Matching 
Form, Susan records yes for Same/Known 
Co-Workers, she obtained this information 
from the Job Analysis form 3. A. People 
work with same co-workers daily.

For Customer Contact. Susan refers 
to the first page of the Job Analysis form 
under 1.B. Job Considerations and locates 
this item. She notes that there is minimal 
customer contact and transfers the infor
mation to the Consumer-to-Job Matching 
Form.

Information pertaining to Employer 
turn-over rate is found on the page 7 of the 
Job Analysis form under 3. A. Worker turn
over. Susan finds that the turn-over rate is 
low and transfers that information to the 
Consumer-to-Job Matching Form.

To obtain information on work 
schedules. Susan refers to the first page of 
the Job Analysis and finds that it is Monday 
through Friday 8:00 AM to 4:00 PM. She 
recorded this data on the Consumer- to- 
Job-Matching Form under Acceptable Work 
Schedule.

Benefit Retention is a consumer re
lated quality issue and as such does.not 
require an entry under the Job Analysis 
Column.
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In order to fill out the second column 
forConsumer#1, Susan refers to the Quality 
Issues section of Fred's Consumer Profile. 
The process is simply transferring the rat
ings and information from the Quality Issues 
section of the Consumer Profile to the Qual
ity Issues page on the Consumer-to-Job 
Matching Form.

Susan performs the same process 
for the third column for consumer #2 for 
Mary.

Given the scores shown above, To
tal Scores/All Factors indicates that both 
Fred and Mary qualify forthe position. From 
this numerical data. Fred is the better quali
fied of the two. Even though the results 
appearto yield one very obvious match, it is 
wise to review the entire Consumer-to-Job 
Matching Form before committing to a rec
ommendation for placement. It should be 
noted, that for this example Susan will be 
completing the decision making process on 
the Consumer-to-Job Matching Form indi
vidually. Oepending on the structure of the 
agencies, this decision making may rest 
with an interdisciplinary group.

Susan began by examining 2. A. 
Personal Requirements of the Job Analysis 
Form. Here she noted that Mary (Consumer 
ft2) did not meet requirements in two areas 
where as Fred missed requirements in one 
area. Fred's over-all scores tor this cluster 
exceed those required for the job. Fred 
appears to be a better match in this area.

Susan moved to 2. B. Time Factors 
and examined individual factor scores. She 
noted that Fred met requirements for Ori
entation to Work Space, but did not meet 
requirements for Time Telling. Susan knew

Module #5
Job Matching

that Fred would be able to compensate for 
his inability to read a clock face by using a 
digital watch for reading hours and minutes 
and that this would not pose a problem on 
the job. Mary's situation with Time Telling is 
similar to Fred's since she can benefit from 
the use of a digital watch. Mary exceeded 
the requirement for Orientatiob to Work 
Space. On this cluster, Fred and Mary were 
fairly close in their ability to perform the job.

Next Susan examined the two 
candidate's performance in the areaof Woik 
Requirements. Endurance was rated as 
important to the employer. Susan noted 
that Mary was able to work for less than two 
hours and that this was an 8-hour/day job. 
While Fred had never worked longer than 4 
hours/day with no breaks, he had a history 
of good stamina. Based on endurance, 
Fred was more likely to meet expectations 
than Mary. Susan found Fred to be the more 
obvious pick in the area of Work Require
ments.

Susan moved to section D. Perfor
mance Skills. Mary did not meet require
ments for Discrimination Skills but did meet 
them for Work Speed. Fred met both of 
these requirements and was the better 
qualified of the two.

In the area of £  Functional Aca
demic Skills. Fred and Mary both met or 
exceeded requirements. Fred scored one 
point higher on the overall score.

In the next cluster, F. Environmental 
Factors, Fred and Mary again exceeded 
requirements with Fred clearly having the 
better total score.

In the last section. G. Physical Re
quirements, Fred met all requirements while 
Mary met all but Carrying. The ability to 
carry is important in the window washing
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position for moving ladders. Susan found 
Fred to be the more obvious pick in the area 
of Physical Requirements.

Having completed this cluster analy
sis, Susan found Fred to be more suitable 
forthe position. The final set of factors to be 
taken into account in this decision making 
process are the Quality Issues. Quality 
Issues calls for subjective professional ex
perience in comparing what the employer 
has to offer with what is desired by the 
consumer and compiling this information 
with the previously discussed objective 
measures.

Ultimately, it is professional judge
ment taking into account the objective data 
that must make the final decision on the 
worker-to-job match. As it is true in so many 
circumstances, numbers alone do not tell 
the whole story. It is quite possible for an 
extremely high scoring consumer to be 
unsuited fora given placement because he/ 
she would be under challenged by the job. 
Another way of saying this is that the con
sumer would be ‘overqualified’  for the posi
tion. Here professional judgment must come 
into play. In any event, the Job Coach must 
ask: ‘Is this consumer suited for this par
ticular job, or should he/she be considered 
for another position?" Perhaps after thor
oughly analyzing the consumer's profile, 
the findings will suggest another job forthe 
consumer or maybe the Job Coach will be 
inspired to develop a job that will match that 
consumer’s personalized job requirements.

Module #5
Job Matching
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, f y s 4 w  joo -tie: l A / , * J » u )
Recorder: W 6 n t p < f \ r t  □ate*of Analysis: ¥ / ' * / * /
Consumer Name: 1 3_________________________ __

-------------------------- w i y  ( A h J + *  2 ± _______________________ _____

Job Related Scores Consumer Profile Scores -

CONSUMES TO JOB MATCHING FORM

A. Personal 
Requirements:

Job Consumer Consumer Consumer Consumer 
Analysis *1 # 2  #3  #4

1. Personal Appearance I 3  .. I .3  I I
2. Behavior 3  I a i J .  I I
3. Communication _ 0? ! ^  I ■/ I I
4. Independence 3  ! 4  .. I *4 I I
5. Task Routines 3  J  i a  l I
6. Personal Info. Requir. n z  i *  i 3  i i
Sub Total t u  ' r i  l !U  ! 1 .
B. Time/Travel Factors
1. Time Telling *  1 A 1 3  1 1
2. Orientation to Work Space 3  i 3  1 ¥  1 i
Sub Total 7  1 U 1 7  l 1
C. Work Requirements
1. Physical Job Requirements 3 1 ¥  1 3  1 1
2. Encuranca . ¥  ’ 2. ' 3  1 1
3. Strength Z  1 _} 1 3  1 1
Sub Total ¥  1 ?  ' *  1 1
0. Performance Skills
1. Discrimination Skills 3  1 3 1 ^ 1  1
2. Work Sceed 3  1 *  1 JL. 1 1
Sub Total . s *  1 r  .1 ¥  1 1
E. Functional Academic Skills
1 . Reacing j  1 - 1  1 3  1 1
2. Mam J2. 1 1 5* 1 1
3. Money Skills JZ 1 J  1 i  1 1
4. Writing Skills a .  1 3  1 1 1
S. Measurements / 1 / f f 1 !
Suo Total ¥  1 /a . i / /  1 1
F. Environmental Factors
1. Safety Skills I / ' 1 1 1
2. Cleaniiness/Crderliness f ^  3 : 3 1  i !
3. Avail, ct Reinforcement | .2  • 3  I a  1 ’ J
Suo Total f (m / r t  ! 7  1 ' 1
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G. Physical Requirements
1. Banding
2. Lifting
3. Carrying
4. Motor Skills 
Sub Total

H. Total Score • All Factors 
A) Personal Raquiraments 
8) Time/Travel Factors 
C) Work Requirements 
0) Performance Skills
E) Functional Academic Skills
F) Environmental Factors
G) Physical Requirements 
Total Score

CONSUMER TO JOB MATCHING FORM
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CONSUMER TO JC8 .MATCHING FORM

QUALITY ISSUES
Job Analysis: Y/N 
Consumer's Rate 1-3 
1- Minimal Important 
2* Moderate Important 
3- Very Important

Jab Analysis
Available *1 a 2 #3 #4

Salary 3 3  1
Insurance/Workman's Comp. Y • 3 a  i
Vacation (paid/unpaid) Y 3 3  1
Holidays - r 3 3  1
Sick Leave Y 3 3  |
Location of Work Site A 3
Acceptable Turnover rate Y 3
Integrated Y 2 3  1
Same/Known Co-Workers Y i i l I
Customer Contact (low. mod., hiqbi Y i l I
Opportunity for Advancement Y A . A . 1 1
Acceptable Work Schedule M - P  1 1
Benefit Retention M  1 1

Recommendation for placement:

Rational for Recomendauons:^LTHdu^  ^  g ^ ,  c o iU S tU rfC E i

P C , P<0M  tluuewcAt, M T A  IS  rue  B E T IE P_ 

■r w  w  « * - « « ■

E M B tU A u c e  _  a u e " r i ' P * e<i> * *  8 C T r a t

A *  - I * *  ^ ^ ° f ^ r 7 s 7 w e  £L<P^ “ -
UeeT B r t tt r l! ,*  , et> TO Be AftUTTB

* « T  T r  ^  ™
* * ■  ' X ' ^ h m i m a t i o m  E e Q u l t € P < e w r s

, *  Z * r % ? * ° e y
( L * a i „  R o e T N tA ,

«**.<< CAaJ WCT ^  1* 'y E* PtoT*Tl0O
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WQRKER-TQ-JQB HATCH

MARKETING AND J08 
SITE DEVELOPMENT

EMPLOYER AGREEMENTS

JOB ANALYSIS 
(JOB ANALYSIS FORM)

CONSUMER IDENTIFICATION 
AND REFERRAL

CONSUMER ASSESSMENT 
(CONSUMER PROFILE)

W0RKER-T0-J08 MATCH 
(CONSUMER-TO-JOB MATCHING FORM)
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Exercise 5.1 

Job Matching

1. Read the following case example.

2. Fill out a Consumer Profile form for 
the case example on John.

3. Using the completed sample Job 
Analysis form forthe window washer 
(page ) fill out the Job Analysis col
umn of the Consumer-to-Job Match
ing Form.

4. Transferthe information from John's 
Consumer Profile to the Consumer 
41 column of the Consumer-to-Job 
Matching Form.

5. Two additional sample Consumer 
Profile forms are provided. Enterthe 
information from the sample form for 
Paula in Consumer 42 column of the 
Consumer-to-Job Matching form.

6. From information on sample Con
sumer Profile form for Julie, till out. 
The Consumer 43 column of the 
Consumer to Job Matching form.

7. Perform an analysis of the informa
tion forthese consumers on the Con
sumer-to-Job Matching form taking 
into account total scores, cluster 
analysis, and quality issues to make 
a recommendation far placement.

8. In the space provided on the form 
present your rationale for your rec
ommendation for placement.

Module #5
Job Matching CASE EXAMPLE #1

John Willow is a 19 year old single, 
male, his date of birth is 6/15/72, and his 
social security number is 563-79-0325. He 
resides with his mother, Linda Willow, and 
his father Willie Willow at 3376 Checkmate 
Street in Anchorage, 99503. The family's 
phone number is 343-7675. John has one 
older brother, Larry. Although Larry lives on 
his own, they maintain a close relationship 
and often plan activities together, such as 
attending sporting events, and taking fish
ing trips.

John has never lived outside of the 
family home which is located in a well kept 
residential neighborhood. The home is within 
a short walking distance of bus lines. The 
neighborhood is east of the downtown area 
and is close to a shopping center and other 
small businesses.

Educationally, John has attended 
special education classes and has been 
diagnosed as having moderate mental re
tardation. He has benefited from school and 
is able to read simple words, his name, and 
commonly used signs. He can print his 
name and write lists but is unable to write in 
cursive. Johnisabletocountto50andadd. 
He is unable to perform any type of mea
surement. At school. John has learned to 
use vending machines and can handle 
monetary transactions up to S1.00.

Around the home John likes to help 
family members with household chores. In 
panicuiar, he likes to help clean the house 
and enjoys working in the yard. John has 
volunteered to help neighbors paint their 
homes in part it seems to have contact with 
other people. Previously, he has been em
ployed part-time by a new car dealer to 
detail cars after shipment, to get them clean
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lor showing.

This position ended due to budgetary 
cuts and resulting restructuring. His su
pervisor found him to have a  pleasant, co
operative attitude, and to require little su
pervision, prompting, or guidance.

In his free time, John listens to mu
sic, likes fishing, camping, and is involved in 
running in the Special Olympics. He enjoys 
walking to a coffee shop to talk with friends 
and attends dances at ARCA.

An average day for John is as fol
lows. He gets up around 6:45 AM and 
showers. By 8:00 AM he has prepared and 
eaten breakfast and cleaned up after him
self. He then does household chores until 
approximately 8:30. Forthe next hour, John 
listens to music and relaxes. Some weight 
lifting and light exercise is next followed by 
a cool down period prior to lunch. From 
noon until 1:00 PM he prepares and eats 
lunch and then cleans up after his meal. 
This is followed by two hours of watching TV 
or playing Nintendo.

Next are chores or maintenance 
around the house and listening to music till 
approximately 5:00 pm. For the next hour 
he works out and where possible runs to 
keep in practice for the Special Olympics. 
The next hour is spent getting cleaned up, 
helping with dinner chores, eating dinner 
with his family, and family conversation. He 
then watches some TV prepares for bed 
and is in bed by 10:00 PM.

Overall. John's health has been good. 
Dunng high school he suffered from some 
petite mall seizures that have been in re
mission forthree years. He has full mobility 
ana has good gross and fine motor control.

Module #5
Job Matching

He has no problems lifting objects of 30 lbs. 
from the floorto overhead and can carry and 
maneuver objects.

When under stress John seems to 
“shut down* and has difficulty getting mov
ing or will do the same task repetitively. He 
is described as easy going and works well 
on his own with little reinforcement. ‘

Discussions with the family reveal 
that there is possible employment for John 
with his uncle Floyd who is a builder. At the 
present friends of the family do not seem to 
be a source of potential employment for 
John. Fast food restaurants, a grocery 
store, and shop in a mall are possible work 
sites that are available in his surrounding 
neighborhood.

John seems to have a sense for 
orderliness and cleanliness and likes work 
to keep things neat and clean. His parents 
would like to see John in a job that he likes 
to do and that would provide him with a 
stable income and benefits so that hecan be 
more independent. John is interested in a 
job that has paid vacations and holidays so 
that he can go on camping and fishing trips, 
this seems to be a priority for him. It is 
important to John that he be able to move 
around on the job and not be struck in one 
room. He states that he really wants to work 
with the same people all the time. It doesn’t 
seem to make any difference to John if he 
worksaround customers ornot. Jobbenefits 
of above minimum wage, health insurance, 
sick leave, and company stability are high 
priorities to John’s parents. John feels 
strongly about having weekends off and 
would prefer a day shift but is willing to work 
evenings. Currently he receives SSI benefits 
and Medicaid. Maintaining these benefitsis 
not seen as critical by John's parents, pro
viding he has a reasonable salary and work 
benefits.
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Module #5 
Job Matching

In his previous employment, John 
was clean, had a neat appearance, and was 
well groomed. His supervisor found his 
speech to be dear and that he could handle 
three changes in routines in a day. John 
was able to get his beahngs with in the 
building and out on the car lot He was able 
to use the time clock to check in and out of 
work and can use a digital watch to follow 
daily work schedules. This was a full-time 
position with few breaks. Supervisor's state 
that John worked at a steady moderate 
pace and did not do well when hurried. The 
quality of John's work was reported as good, 
he kept things neat and orderly and distin
guished well between what was clean and 
what was dirty. Around the busy car lot, 
Johnshowedaclearunderstandingforsafety 
and practiced safe work habits.
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CONSUMER PROFILE

Datefj) of Profile:. 

Recorder;______

I .  Henrifiearinn Informarinn-

a) Name:________________________________________
b) Date of Birth:
c) Social Security*:

d) Address:_____________________________________

e) Phone:

f) Marital Sams:  S ingle_______ Married
g) Current occspanoo/staros:___________________

2 . Residential/Domestic Information:
a) Family (parcnt/gnaniian. spouse, children, siblings):.

b) Residential history:.

c) Family support available:.

d) Description of typical tootines (see profile atrnchment)^

e) Friends and social groupfs):.

f) Description of neighborhood:.

g) Location of neighborhood in community:.

h) Services near home:.
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i) General types o f employment near home:.

j) Transportation availability;

3. Educational fnfi w marina-

a) History and general performance (from school records, interview dan, observations):

b) Vocational programming/performance^

c) Reaearion/leisurc programming/performance^

4. Work Experience Information:
a) Informal work performed at home:.

b) Informal jobs performed for others:.

5. Learning and performance characteristics:

6. Preferences:
a) Type of work the applicant wants to do:.

b) Type of work the parent/guardian feels is appropriate:.
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c) What the applicant enjoys doing at home^

d) Observations of the kinds of work applicant likes to do bestL

e) Observation of social situations applicant likes bcsc.

7. Connections:
a) Potential employers in family:.

b) Potential employers among friends:.

c) Potential employment sites in neighborhood:.

d) Business/employer contacts for leads through applicant, family, friends:.

8 . F1grihiliry/acen >nfflnrfarinn< w hirh  m ay  he reqnm rf in workplace:

a) Habits, routines, idiosyncrasies, ere

b) Physical/health restrictions:.

c) Behavioral challenges:.
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CONSUMER SKILLS:
A. Personal Requirements:

1. Personal appearance:
1 ( )  unkcpt, poor hygiene 
2 ( )  casual, unmatched clothing, 

acceptable hygiene
2. Behavior

1 () maladaptive behavior demonstrated 
2 () variety of inappropriate behaviors

3. Communication:
1 ( )  none
2 (} key words/sign

4. Independence:
1 ( )  frequent prompts/high supervision 

necessary
2 ( )  intermit.prompts/mod.supervision

5. Task/Routines:
1 ( )  no changes 
2 ( )  2-3changes/day

6. Personal information:
1 ( )  can visually identify narret 
2 ( )  can print name

B . TimeFacais:
1. Time telling:

1 ( )  nodmecellingsldlls - 
2 ( )  follows environmental cues/can

wrilfa* fm*» clnHr

3 ( )  dean, well-groomed, mash appearance 
(i.e„ shaved, clean hair) .

4 ( )  exceptionally well groomed appearance

3 ( )  infrequent unusual behavior 
4 ( )  no unusual behavior

3 ( )  impaired speech 
4 ( )  d ea r  speech

3 ( )  intermit prompts/low supervision 
4 ( )  infrequent prompts/low supervision 
5 ( )  independently initiates woritrouzine

3 ( )  4 changes/day 
4 ( )  more than 7/day

3 ( )  can write date 
4 ( )  has & can produce appropriate 

identification

3 ( )  can use dock to identify specific rime 
4 ( )  ceils time - hours/minutes

2. Orientation to work space:
1 ( )  orientates to stroll work environment 3 ( )

only
2 0  orientates to several rooms

C . Work Requirements:
1. Physical job requirements:

1 ( )  sedentary position required
2 ( )  standing/mobile in unobstructed 

area

2. Endurance:
1 ( )  short day/many breaks
2 ( )  short day/few breaks

3. Strength:
1 ( )  can lift less than 12# 
2 ( )  can lift 15-25#

4 0

3 0  

4 ( )

3 0
4 ( )

3 0
4 ( )

orientates to entire building 
orientates to building and grounds

ability to navigate stairs & minor 
obstacles .
full ambulation abilities

full day/many breaks 
full day/few breaks

25-35#
35# and up

D. Periormanca skills:
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1. Discrimination skills:

l ( )  displays minimal discrimination 3 ( )  displays visual discrimination skills
skills 4 ( )  displays social discriminarion skills

2 ( )  displays spatial discrimination skills
2. Woric speed;

K )  slow paced/low productivity rub 3 ( )  adjusts pace to production
2 ( )  moderate pace/stcady production ram 4 ( )  consistent fast pacefrroduaioa a te

E. Funcaoiul Academic SHUs:
1. Reading;

1 ( )  none
2 ( )  simplewards/rigns/'symbols

2. Math:

1 ( )  none
2 ( )  minimal, counts from 1*20

3. Money skills:
1 ( )  none
2 ( )  change SUWcan utilize vending 

machine
4. Writing sldlls:

1 ( )  none 
2 ( )  signature

5. Measurements:
1 ( )  none
2 ( )  identifies linear

F . Environmental Facaas:

1. Safety skills:
1 ( )  displays oo safety <Ktl«
2 ()  displays minimal safety skills

2. Ceaniiness/orderfiness:
1 () tolerates dsorderiy/very dirty/Eiiriy

dean
2 () tolente otderly

3. Availability of reinforcement:
1 ( )  frequent positive reinforcement 
2 ( )  intermittentteinforoetucnt

G . Physical Requirements:
1. Bending

1 ( )  cannot bend 
2 ( )  bend at waist only

3 ( )  simple texts 
4 ( )  newspapers/magazines

3 ( )  identifies numbers/counts to 100 
4 ( )  simple addition, suboacdon

3 ( )  simple transactions (change for S5JXS) 
4 ( )  cash transactions - capabilities up p  310

3 ( )  simple lists 
4 ( )  lettei5,etc.

3 ( )  weight discriminadon 
4 ( )  volume discrimination

3 ( )  displays modetate safety skills 
4 ( )  displays good safety skills

3 ( )  requiresneat/orderiy
4 ( )  requires meticulously clean/ctdetly

3 ( )  infrequent reinforcement
4 ( )  natutal supports/paycheck

3 ()  can bend at knees & maintain balance
4 ()  can bend at knees <& waist simultaneously
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2. Lifting:
1 ( )  cannot lift
2 ()  can lift ground to waist

3. Carrying:
1 () cannot cany 
2 () can (finance cany

4. Motor skills:
1 () demonstrates gross motor skills 
2 () demonstrates fine moor skills

3 () can lift waist to eye.
4 ()  can lift ground to eye

3 () can weight cany
4 ()  can cany & osaneuverohsades

3 ( )  demoostraiesgrosftfiDemomrsidQs
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QUALITY ISSUES

Raring Scale
1 - Minimally Imparant
2 - Moderately bmponant
3 - Very Imponant

- Salary
• Lasurance/Wortanan's Compensation 
.  Vacation (paid-unpaid)
-Holidays 
-Sick leave
- Location of work site
- Integrated work environment
- Woriring with same co-workers 
-Customer contact 
-Opponunity for advancement
- Employer has acceptable mm-over rate

Acceptable wotfc schedule
 M-F only  weekend shift da vs
_ _  evenings nights

Benefits received:
SSI SSDI AD Medicaid/Medicare.
Does the consumer require a site which accommodates retention of benefits? ves no_ 
Environmental stressors:

2
2
2
2
2
2
2
2
2 3
2 3
2 3
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DESCRIPTION OF TYPICAL ROUTINES 
PROFILE ATTACHMENT

Description of typical routines 
7:00AM -9.-00AM
1.
2.
3.
4.
5.
6.
900 AM- 12.00 PM 

12.00-1.00 PM

1.-00 PM-3.-00 PM 

3:00 PM-5:00 PM 

5:00 PM-6.00 PM 

6O0PM-7:00PM 

7.00 PM-9:45 PM 

9:45 PM-1000 PM •

10:00 PM-
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1. EMPLOYER INFORMATION
A. M Stansriss fAAl'NTStJAtiCg

Name o f Business _S X rT gM __________  Job Title: U fa lbH vJ u / A i U n *
Address: 2 . 7 f l f l . g ^ ^ 7 T t f g A ]  UTS Salary: * + 1 T / M * _____________
P * fC M tA 6 e  ,A ,K  4 4 4 0 *  .  Date of Analysis:

Phone:. 3 .S g ~  ________________  Recorder S u * A * /  'T H n U A S J ifJ
Contact Penon:Jb*/A/ U A A A II /c jt fr* /  gJI/gTW ork Schedule: A .A  g./VJ - a / . ’flfl 
Transportation;.
How long in business: tO . Break Schedule^ A u t  P U
Tool # o f  Employees per shift: ^  S* Aee Requirements: C\fX& /A
Total of above w/disabiliries: 0

History of successful employment of handicapped ________ J ( A
Employer receptive to employment of handicapped____________________ _______
Employer receptive to restructuring, if  necessary ____________  <✓**
Employer receptive of OJ.T.
Crated position
Task components can be identified > /  _______
Opportunity for advancement   ^
Uniform/dress code ✓  _______
Present job opening /  _______
Health insurance ^  _______
Workman's Compensation
Paid vacation time (amount) ✓ _________ _______
Holidays _ _ _ _ _

JOB ANALYSTS

Paid sick dme (amount) /  & 4 /
Union policies   S

Licinsing'bonding 
Handbook
Customer contact (low.mcd.high) ______
Other ______

C . Aeritcatinn Procednr-s 

I-? information 

Interview reouired
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Job orientation required S '
Job training provided
Physical exam required/other medical _______
Tine test _______
Other_________________________________

0 . Structure o f Wbritdav:

f f - f l P / W  A r r iv e  A T  w f r g  *  k re * > c s  ____________________
•A} * * - / * v y  « 2 4 5  *u*SC <* /2 .Q O  - r 2 .3 f l  f lu

E. Indirect W ork Skills; * * *  PAY AT *t»  >U  *

Steps not part o f routine (e.g., tasks before and after work, other dudes frequently 
performed}:
_U)cxeg. ZCCIA > 3  PZD0,t>6p  POA a m A ujep tvra u m  focus
‘ FOU STQE,N& PtB *C *lA L. X T tW S _________________________

F. Machines/Tools Required to Use: .
L f p o g a s  | ~>r*jj-nohJ a p f u e ^ r a e  , S Q u c e & t *  -su o p c f  
ea * t

G . Work EnvTronmentfsi (e.g., adaptations for disabled, tem penture/lighwize of area, heigfat 

of tables, presence o f obstacles, presence o f locks, any environmental changes, 

ramps/curbcuts. accessibility):
W O tx  4 * g 4  t u T O , a A T M D O H _______

to tm tP 'C ± T i& /* > r g ^ s v A T a x a , u o b & u iw  T & u fim ^ n te e  _____________
j f e l y  C i s * A / i  ______________________________________________________________

H . Job Specific Discriminations (e.g„ color, tacdle. visual, auditory):
g eT n iM g jJ  AAJO O rg 7V w/zx/ae.^s,

b s n i/6 u t3 *4  a/A u * * ,  off a a /»  suPPe-r^s_______________

I. Job Analysis Sumrrar/:
Most important skills and physical demands required during task performance: 
L Iuuslja i- 8 e M * c e  a c c e p t* *  n* lu p ^ e n  u m tJr. U t t a r  
m v g  &cn> Pint usjrdtj m & fr fv r  U u ± r  mauf.
5,ocb u p p e t i- Booy fZAAjbe" o *  v e n a * ! , a n o  m u s t  q e
A & L E  T o  ’b i S A Z i U i K i A t e  C .L S A M  f  D lfl-Ty  MJ'tUDOuOS

Job Anaivm Form 
7/10/91
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2. JOB CRITERIA
A. PERSONAL REQUIREMENTS:

1) Personal Appearance:
1 ( Junkept appearance acceptable 3 ()  neat/dean/kept appear, required 
2j0rcasual attire acceptable (ex. hair net. no facial hair, etc)

4 ()  grooming very important

Comments:. u / u ^ r  g g /a . i /a < m  o m *
■SuPPtiCP B Y  r ^ e  eM P L b V g f

2) Behavior .
1 () maladaptive behavior acceptable 3 Mfunusual behavior accepted if infrequent
2 () wide varieqr acceptable 4 ( )  unusual behavior not acceptable

Comments: J O B  IS U iC M l-U  AA/& g g > M V IQ lto
•5HOut-a A/g-r B g  e x te v rta iJ A L u f  a i z Au a c _______________

3) ComrminiariQn;
1 () none/minimal 3 () sentences/impaired speech accepted
2^rtcey words or phrases needed 4 ()  sentences/clear speech required

Comments:. g A S fC  R e t e m v e ,  L A U b U - * £ . iT  >S Afggg«A4AV>

4) Independence:
1 ( )  frequent prompts available
2 () interrnit.prompts/high supervision

3 (^Tuitermiirent prompts/low supervision
4 () infrequent prompts/low supervision
5 () independent initiation requited

Comments:

2) Tasks/Routines; /
1 () no changes 3 {'7 4-6 changes/day
2 ( )  2-3 changes/day 4 ()  more dian 7 changes/day

Comments:________________________________________________

6) grgyal Infomaripn-RMMitsrons
1 >fmust visually identify name 3 ()  must write date
2 ̂ /must write full name 4 () must be able to produce identification

when asked
Comments:_________________________________________________________.

loo Analvsij Form 
' 7/10/91
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1) Time Telling:
1 () time skill unimportant
2 () use of time clock

Comments:.

2) Orientation to Work Space:
1 ( )  small work area
2 ( )  several rooms

Comments:.

3 ( )  must respond to specific time cues 
•t^ftirne telling skills needed

2Jrlfsnarc building 
4 ( )  building and grounds

3 W'stairs/minor obstacles
4 () rigorous ambulation required

C. WORK REQUIREMENTS:
1) ffrcaaL fa t?  R w iiirancn ts:

1 ( )  sitnng/sanding in one area
2 ( )  modoate mobility required

Comments: lA B O g g S  A f l£  p g g O m f U n V  , A jJb  A*U
HMD u p p gg  m abY ne H w e u e u r  M e  iu p q &t a U T

2) L id a a n w :
1 ( )  short day/few breaks 3 ( )  full day/many breaks
2 ( )  shon day/no breaks ■ij/rfuil fay/lew breaks

Comments:. , S /CAJ lU PO iTA A fT  PA CTO*.___________

3) Strength:
l ( ) l i f t -1 5 #  3 C) lift25 - 35#
2 ^ d ir t 15 - 25# 4 ( )  lift 35# and up

Comments: M U ST  &P~ ABl*  T B  CA£JLV A  L & a f tg g

D. PERFORMANCE SKILLS: . .

1) BiacnnnanQn:
1 ( )  disciminadon not needed 3 Hrvistiai discrinnnadon required
2 ( )  spadal discriminadon required 4 ( )  sociai disciminadon required

Comments:_____________________________________________________

2) yoHr. speed;
1 ()  sjow rate acceptable 3 ( )  occasional fast pace required
2ki<^moderate. steady pace 4 ( )  constantly fast pace required

Comments:________________________________________ ___________ _

Job Afuiysts Form 
7/10/91
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E. FUNCTIONAL ACADEMIC SKILL REQUIREMENTS:
1) Reading

1 ( )noae 3 ( )  simple texts
2j>7 simple wotds/signs/symbols 4 ( )  newspapers/magazines

rnmmwiw E/gfrta -TW g f A p  Of- CUZAaJIaJ^j

S u p p lie s

2) Math:
1 ( )  none
^ ^ n e e d s  counting skills (I>20)

Comments: UU*>T SC A 8 l *  TO C O llaJT  M f/AJSavUS

3 ( )  number recognition
4 ( )  needs to perform simple operations

3 ( )  personal purchases
4 ( )  cash transactions required

1 ()  none
2£jT simple change/vending machines 

Comments:M g g P  H O liS*  < T *  A u Y  L U M M  AAJP
1T> USE. tg f f C A T g P  U A C M l H k * _______________

4) Writing 
1 ( )  none 
^j^Stgnature

3 ( )  simple lists/notes .
4 ( )  letrcs/compositions

Comments: MB&O T S  3 /6*1  tKl A*tD Cu T ‘) kin  
\Aje.muA  /«, _______________________

5) Mi
1 itfhone
2 ()  linear

Comments:.

sms:
3 ( )  weight
4 ( )  volume

F. ENVIRONMENTAL FACTORS: 
1) Safer/ ofW0

3 ( )  some safety concerns
4 ( )  many safety concerns

Comments: o e ^ tc  a t  p c q m t poo/R.
( lA o q b z a  t m r  iA g &  T P P g a p u s u J  P u t t s - * )

2) Ccaniincss/Orrierlincss:
1 1 ) very dirty/disorderly 
2 () fairly ciean/'orderiy

Comments:____________

3 Lir^ery clean/neat/orderly
4 ( )  meticulously clean/orderly

Job A/uiysis Form 
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3) Availability of Reinforcement:
1 ( )6equent positive reinforcement 3 ( )  infrequent praise given
2 ̂ interm ittent praise given 4 ( )  little praise/paychecks only

Comments:__________________________________________________

G. EHYSICAL.R£Q.UIREMEyrS: '
1) Bending

1 ( )  not necessary for job performance. 3 ( )  must bend knees as in a crouch, but not
2 ( )  must bend at waist but not knees while bending waist & maintain balance

4Wrmusr bend knees & waist simultaneously

Commentst S e O P  A T  td x i£ g >  JU » P  uUA |< T  T B  PtCiC-dP_______
S u p p l e *  a h q  L t a n f B ___________________________________________________

2) Lifting
I ( )  no lifting required 3 ( )  waist to eye

• 2 ( )  ground to waist 4 ^ g ro u n d  to eye

Comments: U P T  Su t fP U C f,  T a o U  g / m e .  TB u JA ta rr__________
U flU .nJfr L A P 6 € t e  P S / i H  r i C Q f t .  IM T g  tT t& A J_______

3) Carrying .
1 ( )  no carrying required 3 ( )  weight carry
2 () distance carry 4if ^ a r r y  &  maneuver obstacles

Comments:.
m r r a  lE o « » ff lA A A ___________________________________________

4) Motor Skills: s
1 ()  gross motor skills required 3 l/f rn e  and gross
2 ()  fine motor

Comments: __________

Job Anaivtu rorm 
7/10/91
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YES NO N/A

3. INFORMAL SUPPORT
A. Environmental Factor;-

Place for co-workers to congregate: 

before work: 
after work:
during break/meals: . /

Workers do job in close proximity to other people:
Workers have the opportunity to buy lunch: _ t Z
Workers are included in in-service training: ■ /
People work with same co-workers daily:
Worker turn-over is low:
Workers have choices which affect their jobs:

B. Infcnnal Suoeom That Build Relationships:
There is opportunity for after 'work social activities:
Workers have access to information sharing y
(Le_ bulletin boards, computer mail): ■ /
Co-workers help each other verbally: . /
Co-workers helps each other physically: v
Workers share transportation to & from work:   ^
There is opportunity to engage in small talk on the job:
Workere appear happy at their jobs:__________________ ____
Supervisors give honest recognidon to workers:
Supervisors exhibit tolerant understanding attitude /
toward workers: ✓
Workers exhibit positive attitudes toward supervisors: _ /
Management allows for worker interaction:
Management appears good humored:
Opportunity for innraction between management & 
co-workers exists:________________________________ ____

C. Tntornal Supports That Aid in Ion Completion:

Goals of job are definable:
Goais of job are realistic: ^ 1
Management: (taik :o peoole in ways that help get ^

the job done; y
Super/isor ^  .
Ca-workers: v
Ca-wcrker s contribution is essential :o group's success: 
Succrvisor has a stake in worker's success: ^

Job Analvjij Form
* 7/10/9t
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CONSUMER PROFILE .
m kDate(s) of Profile:.

Recorder:..

1. Identification Information:
a) Name:.
b) Date of Birth:_
c) Social Security#: t f e  • 7 .% ^ /
d) Address:.

4 w l i  < ? *> *> « _________
e) Phone:_
f) Marital Status: ✓  Sin g le _______ Married
g) Current occupation/status: 4^*4 n ' n t r k a i r

2. Residential/Domestic Information:
a) Family (parent/guardian, spouse, children.

I s  4 L  ./m ; < U U  » ,\:4»U. «-v\
^fflTW «.ir n <» i«»4-e ̂ _____________________________________

b) Residential hisrnnr * T ^ W w W  f A p  &.la.«,ke.
'p o - f  gvCTV-,J, g v v V e f e v l  C jW V -E ir O - w *  A T T j -----------

J? y  ftrPX V W n-pi *•«-,! I j j  l+ t l-------
C) Fnrrrilv nrnnnrr .-wailnhle- . V * . wAL __

a n d  < a .U  y e < " V l v r t ------------

d) Description of typical routines (anach on separate sheetl: L d e * * ? •> f?a*> W - l  
^ g tx y . 'c .* .  l - . -hHj f e e  r e * » ± ; < ^  i h a A  .

f  ■y ‘. v v  ------------------------------------------------------------------
e) Friends and social groupts):. ^ /tft/4 . «^>4’U  V \» tf__

m n vA - O > o - ^ ■«,  . . t ’fVt,

t) Description of neighborhood: ; J  -l:v»  A. J ■>- ^ e u t x e _______

C ./V i.~ 3. f c w»<a  , ___ ___ _____________________________________________________

g) Location of neighborhood in community: e w t e i A

5/1/91
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h) Smricg* near Kroner n ln * * -*. 4g> V»n n i n  t t V f  ~**l j s :

c I m h  -frn u itv

i) r M̂w r.l»vnr<nfw nr lft<« ir n fŴ ) u ^  t- 1 . .  ^

*1\A. 4 - O t ^ i ^  Q . f e f t ,  _  -:________

j) Tianmonarion avaflabilirv:Tam t J V . . ^  , f r n J t - i -  J
•VkOM \  r ^  ̂  AjV i — ....... .......

5/1/91
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PROFILE ATTACHMENT

3. Description of typical routines:
7:00AM -9:00AM
1. ? ««  M r u J ,

3. VVst-.'S'*. VncWL o U c « » ,* i
4.
5.
6.
9:00 A M -12:00 PM ^ W y S « c o 4 »  e < C  l S « .  ,  " f L u v ^  f c .U » v

12.-00- 1.-00PM p o e /p ® .-* -* ,

1 .-00 PM -3:00 PM e*.-V»e**. /  l « i s u - r - « _

3:00 PM -5:00PM p r « .p f c » T .  * ro e  y 4 o  u ie « V ^
u M *  K  f ; c o

5:00 PM - 6:00PM ui©«-V< « a  h o s < p l  W  < K t t  < ? ! * *

6:00 PM -7:00 PM

7:00PM -9:45PM  O - 4 - a U  W s  W o y ^ c  

9:45 PM - 10:00 PM 'p*”'*  © U w r w r ,

10:00PM - ,  ^ r e p f b f c  ^ r r *» ^ c « l

4. Educational Information:

a) History and general performance (from school records, interview data, observations): 
r l i  T  l i ^ L  L ~ l

5/1/91
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b) Vocational programming/performance:*?* I o  <e m.' t e  i e * ‘t vl

1 j  C e *A  * .g fv y tc if  g .H p g ir ig ir t *g ______________

C) Recrearion/leisure programming/performance: *  T v / j

r t iJ fr -V tt  r&-iTcktfifitfcnTt-h /a lt< * » « f
QC Cfl FF/g-fc f  —VWuVtg.---------------------:______

5. Woric Experience Infatuation:
a) Informal work performed at home: U n .  V \a lg l ft-W r r a .* ,  'im

^  rtiiWi f t  r i*  r*t wrvaiirt  . ...

b) Informal job* performed for others: 1 4 -P  \  «A ^  1 ^ 1 4 4 ^
Wv«3|__<aw<^ /x n W 1: ^ ____________________

6. Learning and performance characteristics:
T ^ U  U a .^  â . t^ a n A . y
V W . J  /■» «» > ^  1 . *  x T  A --V * --------------------------------------

7. Preferences:
a) Type of work the applicant wants to do: I  ’.!<«■«. Cao<jL- \ f  f  t V)__

^  ^ rr*. wrcrf-p^ /v -e ^ -k w * -  I .V.4-L. ^ U f -  ^-}^Sn\ »V—

b) Type of work rhe pargnt/gnnmi.m feels is appropriate: v

»^  X iw .e  ^ - - tr  ^__ u l-fc fx . vwrw’ i- r  4ge---------
f n w . ' ^ n t T T  V v g t f  v x M U r - -------------------------------------------------------------------------- -----

c) What the applicant enjoys doing at home: e ^ i e r e l  v.e_ ;  * T V .

Vtr»r u - p " r r  . n r r . ^  -  — 1 im iu x lg .---------

d) Observations of the kinds of work applicant likes to do h e x r lC .^  p T  4 L l < » ^
o lu lA  /~ e * l e r f \ y ------------------------------------------------------------------------- ,-------------

e) Observation of social situadons applicant likes he»;r A  '.****
C ^ T *  /* a S T g ^ _ --------------------------------------------------------------- --------------
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8. Connections:
a) Potential employers in family: r tC m *

b) Potential employers among friends: K B in .g .

c) Potential employment sites in neighborhood: V  > 4 a . U |  <*

l * i  i r i ^  . \ y \  » y < U l ____________________________________________

d) Business/employer contacts far leads through applicant, family, frienri-c

9. Flexibility/accommodations which may be required in workplace:
a) Habits, routines, idiosyncrasies, e e  f r « a u » « . v C t

g eu> t.^ />  I? >vaj__________________________ _________

b) Phvsical/hcalth restrictions: m e  w e

c) Behavioral challenges: a.1 ta  U-o ) r-« Y _Or ---------
*  lA<>*  a  11 f r y  ,  V y lv V a r y -g E .

faaCru^ ... ..— -
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QUALITY ISSUES

Acceptable work schedule: 
y  M-Fonlv 

evenings
.weekend shift 
.nights

Rating Scale 
1- Minimally Important
2 - Moderately Important
3 - Very Important

-Salary 1 2 ©
- Insurance/Workmans Compensation 1 0 3
- Vacation (paid-unpaid) 1 (2) 3
-Holidays 1 Q 3
-Sick leave 1 @ 3
- Location of work site 1 2 CD
• Integrated work environment 1 2 Q
- Working with same co-workers 1 <2) 3
- Customer contact 1 < S 3
- Opportunity for advancement 1 2 <3
- Employer has acceptable tum-over tare 1 2 0

Benefits received: 
SSI S SSDI ✓ AD_ Mcrficairi/Mcrficare
Does the consumer require a site which accommodates retention of benefits? ves > /  no__________
Environmental stressors: n w f r  M o  i ^ ) g .t l  c J tV U .

*4*—̂  u n V  liWa. -fro  "cick*xwrJk a f t u m t  ,
ls*

5/1/91
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CONSUMER PROFILE

A. Personal Requirements:
1. Personal appearance:

1 ( )  unkept, poor hygiene
2 ( )  casual, unmatched clothing.

acceptable hygiene

2. Behavior
K )  maladaptive behavior demonstrated 
2 ( )  variety of inappropriate behaviors

3. Communication;
1 ( )  none
2 ( )  keywords/sign

4. Independence:
1 ( )  frequent prompts/high supervision 

necessary
2.() intermit, prompts/mod. supervision

3. Task/Routines:
1 ( )  no changes
2 ( )  2-3 changes/day

6. Personal information:
1 ( )  can visually identify name 
2 ( )  can print name

B. Time Facmrs:

1. Time telling:
1 ( )  no dme telling skills 
2 ( )  follows environmental cues/can

urilir* mr*» H nrjf

2. Orientation to work space:
l ( )  orientates do snail work environment 

only
2 ( )  orientates to several rooms

C. Work Requirements:

1. Physical job requirements:
1 ( )  sedentary position required
2 ( )  standing/mobile in unobstructed

area

2. Endurance:
1 () short day/many breaks
2 (W* short dav/few breaks

3 clean, well-groomed, match appearance 
(Le^ shaved, dean  hair) _

4 ( )  exceptionally well groomed appearance

3 HT infrequent unusual behavior 
4 ( ) no unusual behavior

3 ( )  impaired speech 
4 ( tf  dear speech

3 ( )  intermit prompts/low supervision
4 Of infrequent prompts/low supervision 
5 ( )  independently iniriates work routine

3 ( )  4 changes/day 
4 i f  more titan 7/day

3 ( )  can write date 
4 has & can produce appropriate 

identification

3 0  can use dock to identify specific dme 
4 ( if  ceils dme - hours/minutes

3 ( )  orientates to entire building 
4 ( j f  orientates to building and grounds

3 ( )  ability to navigate stairs & minor
obstacles

4 full ambulation abilities

3 ( )  full day/many breaks
4 ( )  full day/few breaks

5/1/91

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 255

3. Strength:
1 ()  can lift less than 15#
2 (if can lift 15-25#

D. Performance skills:

1. Discrimination skills:
1 ( ) displays minimal diarriminarii^n

skills
2 0  displays spatial riitrrrTrnnarinn alrilU

2. Work speed:
1() slow paced/low productivity rare
2 4/ moderate pacc/sready production rate

E. Functional Academic Skills:

1. Reading:
1 ()  none
2 ( )  simplewords/signs/syabols

2. Math:
1 ( )  none
2 ( )  minimal. counts from 1-20

3. Money sidlls:
I ()  none
2 ( )  changeSl.OQ/canuoluevending 

machine

4. Writing skills:
1 ()  none
2 ()  signature

5. Measurements:
1 ( )  none
2 ( )  identifies linear

F. Environmental Facoxs:

1. Safety skills:
1 ( )  displays no safety skills
2 ()  displays m inim al safety drills

2. Ceanliness/oiderliness:
1 ()  tolerates disorderly/very diny/fairiy

clean
2 Uf tolerate orderly

3. Availability of reinforcement:
1 ()  frequent positive reinforcement
2 () intermittent reinforcement

5/1/91

3 ( )  25-35#
4 ( )  35# and up

3 ( ) displays visual disgriminarinn SlriTU
4 («r displays social discrimination drills

3 ( 1  adjusts pace to production demands 
4yT consistent fast pace/prnducrion rate

3 ( )  simple texts
4 ( <  newspapeis/magaases

3 ( ) identifies numbers/counts to 100
4 U* simple addition, subtraction

3 ( )  simple transactions (change for S5.00)
4 y f  cash transactions - capabilities up to S10

3 ()  simple lists
4 («f letters, etc.

3 ( )  weight discrimination
4 y f  volume discrimination

3 {</ displays moderate safety skills
4 ( )  displays good safety sidlls

3 ( )  requires neat/orderly
4 ( )  requires meticulously clean/orderly

3 ( )  infrequent reinforcement
4 (vri natural supports/paycheck
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G. Physical Requirements:

1. Bending
1 () cannot bend 
2 ()  bend at waist only

2. Lifting:
1 ( )  cannot lift
2 () can lift ground to waist

3. Carrying:
1 () cannot carry
2 () can distance cany

4. Motor skills:
1 () demonstrates gross motor sldlls
2 () demonstrates fine motor skills

3 () can bend at knecsdt maintain balance
4 («f can bend at knees & waist simultaneously

3 () can lift waist to eye 
4 (yf can lift ground to eye -

3 () can weight cany
4 ( jf  can cany & maneuver obstacles

3 {Jf demonstrates gross & fu e  motor skills

5/1/91
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Date(s) of Profile:_

CONSUMER PROFILE

Recorder L b *  Cl.

1. Identification Information:
a) Name: ________________
b) Date of Birth:  n N h n  ______________
c) Social Security #:... 2*11 zJgil-JS <*_________
d) Address: fL%l C n  I me. j

^  n - r ^ -  ________
e) Phnne- ^ / . f ^ * / « T ____________________

0  Marital Status: *  Single  Married
g) Current occupation/status: F t c d  C»<

2. Residential/Domestic Information:
a) Family (parent/guardian, spouse.children, siblings!: j

w v c A W -  VI v a * .  Vv\ 'S g . ’V U .e .l ,  wvstirt im a !  e o w A » » ^  L a L ^  
^ j ^ T  iv l  «--»»<■ w \c v A W X ^ —

b) Residential history: Lv» f tV r L .* - ^ ^  /**}*>------
^ T L C j  e t .  r r o v w 4 » l y  VhnA  g,L^vs .  _
    — .— .

c) Family support available: r i « e e a ^ - T t ,
w s’.y>: Wi^.1 r c e > ~ .  w a e - U v t r f j  « i e  ^ . ‘A U  r * ^ , -  . _ --------------------

d) Descripdon of typical routines (attach on separate sheet): tA » P  K*. a T ______
Wa«wpfVaJ ( r i4 .:s  "A A.v\ ^ .vteviA yvy r>«4nr
cC» g to -y  '«*> •V te r n ^ e  e ^ v ^ i r . e w e  Ac.frlsilfrlg.S—

e) Friends and social a m i i n i c i - ^ .  t /w .- i > e r ' f t r < i  ; V>»-S
calo«>e.----------------------------------------------------- ---------------------------------

f) Description of neighborhood: O U L c - ic__ 1 -^c .ii C g -n tC ^ e tC t id J -----

a r e a .  -____ __________________________________ .—.— — — .-------- -

g) Location of neighborhood in community:. r & - ____________ -V a ^ v s _______

5/1/91 i
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h) Services near home: £ tc « .e .  •frp V lo s f f ’i T f c l s ;  __________
4 y p « L  V a u - s l K e ^ f * .  J a C C U ^ s _.______

'♦ In * * *  * * * ^ 1 1 __ _________________________________________
i) "fl— t ~ y ~ - . - ~ l . ~ ~ -  S n ^ ^ T l'V ^ l j

A W > f p l r ^  y w r t . l l --------------------------------------------------------------------------------- : ----------------

j) TiansrxraritMayiiiabflitv^ i^ V o V l * .  V>u.* f _____________________

5/1/91
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PROFILE ATTACHMENT

7:00 AM -9:00 AM
1. ^W aca^ir
2.
3.
4. ? :7 0  - ? ;v s T  u a a A +  N a w s

9 ^ A M - 12.^0 PM *?*-sW -L S « *  y c*.*v I««mU f  ru*o.V<s , V » c T
10 w ^ l

12:00- 1:00 PM I u ^ jU . V -------

5.-00 PM - 6:00 PM u « d k k e s  l i l f t  N(PSC,̂ « 'C ,
e v e v c t« , '

6:00 PM - 7:00 PM

7:00 PM-9:45 PM

9:45 PM-UWX) PM £ i x  l i —w saJU . £ “«  r  v ^ o v V ^

10:00 PM- '^ « c A k

4. Educational Information:
a) History and general performance (from school records, interview data, observations): 

iLr^V. q c-ti.A.. . i ^ ' ' n r r . ^ i r

5/1/91 3

5.
6.

1:00 PM - 3;flfrPM s 4 f r w > ^ p irW | ,  j  '"‘‘f

3:00 PM - 5:00 PM f l e U .  W * ,  W ev**^_ f  < *« .lo .X
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b) Vocational progaimnn^/perfoniiance:T ft.vv% 4pcla. X  f  « i e r % / > e e

C * < p * r i

c) BOTWiion/lwmn- pmffr»mtninffM^rfn rm jn rj^ /f,«|  ̂̂  C « - | L  "Tvy
| - r Are r g ^ A ________

5. Work Experience Information:
a) Informal work performed at home: » ,4 v » .N ^ ? ..^  W —. 

Cl*3V^

b) Informal jobs performed for others: a a M v T s  ^ . i - y a r V a , ^

Learning and pc forroancc eharac tg isn a :

7. Preferences:
a) 'r n — ~e l. rf.- ~ p i:----------  — ''"  S a a r  *^1 i ~h^ ■ •nsjeXtj t

U lg m * .  V . - T -  .  /->!»/»______________________

b) Tvpe of work the parent/guardian feels is appropriate: /■iruk. A « t
f r y __________________________________________________________________________________

c) What the applicant enjoys doing at home: T v / .  yy * «»i  A _______ ■ ■<! ± 3 b __________
£-«•* a -» *A < v _____________________________________________________________ ____________ __________ _

d) Observations o f the kinds of work applicant likes to do besc. \ a < - \ \ - r v y
L. : - 1  1 f t r a r t , ------------------

e) Observation o f social situations applicant likes besc r- - ^T ^
G e t  *->rt-d.Vs n — f l A  f ^ f l - u a a *  \C m  r «a ---------------------------------------

5/1/91
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8. Connections:
a) Potential employers in family: xn -u t >«_

b) Potential employers among friends: v»gv~.-«.

c) Potential employment sites in neighboriiood:- S**&*Ldme—f i A
i w  d i n i ^ v *  f r n u A u v  a <  « .e > -------

d) Business/employer contacts for leads through applicant, firmly, friends

9. Resabiliry/accommodarions which may be required in workplace:
a) Hnhits- tnntinw. idiosyncrasies. e tc  £~. .  ^  ofrVg-L-<.«» ^ 4 c.v\.

ra « .« 2 f> ^ a
fro —

b) Physiral/henlth restrictions: «■

c) r v \  r,~>rk
r i i - s T t ^ iw j r  •¥*_____________________________________
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QUALITY ISSUES

Rating Scale
1 - Minimally Tmpnujnf

2 - Moderately Important

-Salary

3 - Very Important 

1 2 ( ©
- Tnomnm/WnHcman* Compensation I 0 3
- Vacation (paid-unpaid) 1 2 d ?
-Holidays I <2? 3
•Sick leave i <D 3
- Location of work sire 1 o 3
• Integrated work environment 1 2 <2>
- Working with same co-workers 1 ts> 3
- Customer contact i  a 3
- Opportunity for advancement 1 2 <2 ?
- Employer has acceptable turn-over rare 1 2 CD

Acceptable work schedule:
M-F only  weekend shift ^  days

 evenings  nights

Benefits received:
SSI_________  SSDr ✓  AD *jf Medjeajri/Medieare ✓
Does the consumer require a  site which accommodates retention of benefits? vcs no X
Environmental stressors: i/i*  -fr- 'f -*
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CONSUMER PROFILE

A. Personal Requirements:
1. Personal appearance:

1 ( )  unkept, poor hygiene
2 ( )  casual, unmatched clothing,

acceptable hygiene

2. Behavior
1 ( ) maladaptive hehavinrtim m m trri
2 ( )  variety o f inappropriate behaviors

3. Communication:
1 ( )  none
2 ( )  keywords/sign

4. Independence:
1 ( )  frequent prompts/high supervision

necessary
2 ( )  intermit, prompts/mod. supervision

5. Task/Routines:
I ( )  no changes 
2 ( )  2-3changes/day

6. Personal information:
1 ( )  can visually identify name
2 ( )  can print name

B. Time Factors:

1. Time telling:
1 ( )  no dme telling skills
2 ( )  follows environmental cues/ban

nriliTp nrr*> ciocfr

2. Orientation to workspace:
1 ( )  orientates to small work environment 

only
2 ( )  orientates to several rooms

C. Work Requirements:

3 (y f  clean, well-groomed, match appearance
(Le„ shaved, clean hair) .

4 () exceptionally well groomed appearance

3 (yf infrequent unusual behavior
4  ( )  no unusual behavior

3 ( )  impaired speech 
4 (< / clear speech

3 ( )  intermit prompts/low supervision
4 W'' infrequent prompts/low supervision
5 ( )  independeady initiates work routine

3 4 changes/day
4 ( )  more than 7/day

3 ( )  can write date
4  y r ' has &. can produce appropriate

identification

3 ( )  can use clock to identify specific dme
4 y f  tells time - hours/minutes

3 ( )  orientates to entire building
4  orientates to building and grounds

1. Physical job requirements:
I ( )  sedentary position required 3 0 ability to navigate stairs & minor
2 ( )  standing/mobile in unobstructed obstacles

area 4 (*T full ambulation abiiides

2. Endurance:
L ( )  short day/many breaks 3 0 full day/many breaks
2 V  short day/few breaks 4 ( ) full dav/few breaks
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3. Strength:
1 (yj can lift less than 15# 
2 ()  can lift 15-25#

D. Pirfnrm.mr* <lrillf

3 ( )  25-35#
4 ( )  35# and up

1. Discrimination skills:
1 ( )  displaysminimal discrimination 

skills
2 ( )  displays spatial discrimination skills

2. Work speed:
1 ( )  slow paced/low productivity rate 
2 ( )  moderatepace/steadyprodnctionrate

E. Functional Academic Skills:

1. Reading:
1 ( )  none
2 ()  simple wotds/signs/symbols

2. Math:
1 ( )  none
2 ( )  minimal, counts from 1-20

3. Money skills:
1 ( )  cone
2 ( )  change S 1.00/can utilize vending

machine

4. Writing skills:
1 ( )  none
2 ( )  signature

5. Measurements:
1 ( )  none
2 ()  identifies linear

F. Environmental Factors:

1. Safety skills:
1 ( )  displays no safery skills
2 m  displays tmnimal safety sidlls

2. Ceaniiness/orderiiness:
1 ( )  tolerates disorderiy/very dirty/fairiy

clean
2 ()  toieraa cmderiy

3. Availability of reinforcement:
1 ()  frequent positive reinforcement
2 ()  intermitient reinforcement

3 ( )  displays visual discrimination «mh«
4 y f  displays «*rial Hivy iniinarinn «lrill«

3 y  adjusts pace to production demands
4  ( )  consistentfastpace/prodncrionratt

3 ()y simple texts
4  y f  newspapers/magazines

3 (1  identifies numbers/counts to 100 
4  ( jr  simple addition, subtraction

3 ( )  simple transactions (change for S5.00)
4  (jf cash transactions - capabilities up to 510

3 ( )  simple lists
4  y f  letters, etc.

3 ( V, weight discrimination 
4 (« f volume discrimination

3 ( )  displays moderate safery sidlls
4  ( )  displays good safety skills

3 !w/ requires neat/orderiy
4 ( )  requires meticulously clean/orderly

3 () /  infrequent reinforcement
4 ( )  natural supports/paycheck
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G. Physical Requirements:

1. Bending
1 () cannot bend 
2 ()  bend at waist only

2. Lifting:
1 (). cannot lift
2 y f can lift ground m waist

3. Carrying:
1 (J  cannot easy 
2 ()  can distance cany

4. Motor sldlls:
1 () demonstrates gross motor sldlls
2 () demonstrates fine motor skills

3 () can bend at knees & mainain balance
4 yf can bend at knees & waist simultaneously

3 () can lift waist id eye
4 ( ) can lift ground to eye .

3 ( ) can weight carry
4 ( ) can carry £  maneuver obstacles

3 demonstrates gross & fine motor
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CONSUMER TO JOB MATCHING FORM

Comcanv:
Recorder;
Consumer Name:

Job Title:
Date of Analysis:

1 3_____

Job Related Scores 
A. Personal 

Requirements:
1. Personal Appearance
2. Behavior
3. Communication
4. Independence
5. Task Routines
6. Personal Info. Requir.
Sub Total

8. Time/Travel Factors
1. Time Telling
2. Orientation to Work Space 
Sub Total

C. Work Requirements
1. Physical Job Requirements
2. Endurance
3. Strength 
Sub Tool

0. Performance Skills
1. Discrimination Skills
2. Work Speed 
Sub Total

E. Functional Academic Skills
1. Reading
2. Math
3. Money Skills
4. Writing Skills
5. Measurements 
Sub Total

F. Environmental Factors
1. Safety Skills
2. Cleanliness/Orderliness
3. Avail, of Reinforcement 
Sub Total

Consumer Profile Scores - 
JOb Consumer Consumer Consumer Consumer 

Analysis #1 #2______#3 # 4

i
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CONSUMER TO JOB MATCHING FORM

G. Physical Requirements
1. Sending
2. Lilting
3. Carrying
4. Motor Skills 
Sub Total

H. Total Score - All Factors 
A) Personal Requirements 
8) Time/Travel Factors
C) Work Requirements 
0) Performance Skills
E) Functional Academic Skills
F) Environmental Factors
G) Physical Requirements 
Total Score
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CONSUMER TO JOS MATCHING FORM

QUALITY ISSUES
Job Analysis: Y/N 
Consumer's Rate 1*3 
1- Minimal Important 
2* Moderate Important 
3- Very Important

Job Analysis .
Available »1 »2 »3 »*

Salary ___________________________________
Insurance/Workman's Comp. _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
Vacation (paid/unpaid)  ;________________________________
Holidays ____________________________________
Sick Leave ________ ________ _ _ _ _ _ _   __
location of Work Sits _______ _______  __________
Acceptable Turnover rate __________________________ ___________
Integrated ____________________________________
Same/Known Co-Workers ___________________________
Customer Contact (low, mod* high) _________ _ _ _ _ _  _
Opportunity for Advancement _ _ _ _ _ _   _______ __________
Acceptable Work S c h e d u le ____________________________________
8ansfit Retention I I I I

Recommendation tor placement:  _

Rational tor Recamendattons:
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Task Analysis
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MODULE #6 CHECKLIST
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Post test
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Master Trainer's Signature Date
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TASK ANALYTICAL SKILL TRAINING

Module #6
Task Analysis

Purpose of Training
The purpose of skill training is for the 

worker to perform a job accurately and 
without assistance. Training primarily in
volves determining how and when to add 
stimuli (prompts and cues) and which stimuli 
to use as antecedents and consequences of 
the worker's behavior. When done correctly. 
the worker leamstodo the job independently; 
when done incorrectly, the worker learns to 
depend on the trainerorexhibit inappropriate 
work behavior. (Bellamy, Homer & Inman, 
1979).

Basic Assumptions About Traininn

1. Behavioral skill training is a technol
ogy which includes a set of skills and 
procedures to increase the probability 
that a particular behavior will occur.

2. Anyone can learn with the right strat
egy.

3. The worker will tell you (show) you how 
to teach them. As a traineryou need to 
observe behavior.

4. Training is a dynamic process. You 
need to continually look for information 
and attend to details.

5. Training will be effective only if the 
environment is extremely positive.

Task Design

The object of task design is to deter
mine an appropriate method and sequence

to efficiently complete the job. Good task 
designs minimize the number of different 
manipulations and discriminations required 
to complete specific tasks.

There are six steps to good task design
ing:

Task Analysis

The purpose of a task analysis is to 
prepare the Employment Specialist to be 
ready to teach, to break the task into teach
able steps, to maintain consistency during 
training and to establish an effective data 
collection system.

The task analysis facilitates training by:

1. Focusing trainer attention. The task 
analysis identifies relevant stimuli in the

Page l

1. Gain a good understanding of how the 
employer wants the job done. -

2. Watch an expert perform the task. .

3. Identify the skills required to do the task 
such as strength, stamina, endurance, 
motor skills and senses.

4. Assess the worker's skills. The task 
design should utilize skills the worker 
already possesses.

5. Learn to do the job yourself.

6. Analyze the possibility of modifying or 
restructuring the task based on:

- the environment
- th e cognitive and physical capabili

ties of the worker
- the efficiency of the procedure
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work environment so that training 
. progresses efficiently.

2. Providing a structure. The task analy
sis specifies what is to be learned and 
the criteria for when the task is learned.

3. Facilitating consistency. The task 
analyses ensures that training is con
sistent across days and trainers.

4. Decreasing acquisition time. Re
search supports that workers learn more 
quickly when task analyses are used in 
training.

5. Providing a clear and observable 
method of analyzing learning prob
lems to develop effective remediation. 
The task analysis enables the trainer to 
identify specific steps or task compo
nents which are difficult for the worker. 
Once these difficulties are identified, 
effective training strategies can be de
veloped.

6. Removing subjectivity. The task 
analysis establishes the criteria for each 
step, so the trainer knows when the 
worker has learned component steps or 
the entire job.

Module #6
Task Analysis

(Fairweaitier & Fergus.19871»

How to Build an Operant Chain

The task analysis lists all of the steps of ajob 
or a task in the order they normally occur. 
The task analysis breaks a task into its 
component steps and identifies the natu

rally occurring cues, called stimuli and the 
expected responses, or what the worker 
should do.

Complex behaviors are learned through a 
process of chaining, or linking simple be
haviors together. For example, washing 
dishes is a series of behaviors, including 
filling the sink with water, adding detergent, 
submerging each dish into the water, wiping 
the dish clean and rinsing. As each step, or 
behavior, of the dishwashing process is 
completed, there are different cues that let 
us know what to do next. In order words, if 
the sink is filled with soapy water and there 
are dirty dishes on the counter, we knowthat 
the next step is to submerge the dishes in 
the soapy water.

The soapy water and dirty dishes are the 
naturally occurring cues, or stimuli, that we 
want the worker to attend to do he/she can 
learn to do the job independently.

Task analytical training teaches the trainee 
to use natural cues to perform a series of 
behaviors in a specific order. The task 
analysis lists both the stimulus and the 
response for each step. Listing the stimu
lus for each cue helps the trainer to teach 
the worker to attend to the naturally occur
ring cues and what to do when they are 
present. This approach will allow the worker 
to use the environment for his or her support, 
rather than other people.

Page 2
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Task Analysis

EXAMPLE o f an o p e r a n t chain f o r  w as h i n g dishes

SOAPY WATER IN SINK

R
WITH WATER

s
DIRTY DISHES PILED BY SINK

Page 3
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HOW TO CONSTRUCT A 
TASK ANALYSIS

The first step in completing a task analysis 
is to divide the job into observable behaviors 
that result in distinct changes in the task 
being performed.

Several guidelines should be followed 
whenever completing a task analysis.

1. Each step should have the same level 
of generality or same amount of behav
ior. For example, the steps for starting 
a car might be: insert key in ignition, 
turn key to start, depress accelerator 
pedal. Each step requires the same 
amount of action. If, on the other hand, 
we said: insert key, start engine, we 
would have one action in step 1 and 
several actions included in step 2. Step 
2 would be very difficult to teach be
cause of its complexity.

2. Use simple, declarative sentences. For 
example: insert key, turn iqnitionto start, 
instead of use kev to start engine.

3. Avoid negatives. An example forclean- 
ing windows might be: "spray each 
pane 3 times", instead of “do not 
overspray".

4. A task analysis should possess only 
one action verb for each step.

5. Each step should be critical and essen
tial to the task. Don't add extra steps 
just because the worker may have dif
ficulty.

6. Build in “if then" decisions. Most tasks 
will present situations in which the worker 
must make some decision. These situ
ations. called conditions, include things 
like broken pans, cleaning empty bottles

Module #6
Task Analysis

or decisions about whether to 
do step A or B. The task analysis 
identifies these unusual or low frequency 
events and the appropriate worker re
sponse.

(Bellamy, et al.) 1979

STEPS OF THE TASK ANALYSIS

The steps of thetask analysis are arranged, 
from bottom to top. This format allows 
performance data to be displayed in graphic 
form.

For each step, identify the specific stimulus 
discrimination (Sd) that indicates when a 
response should occur. The stimulus (Sd) is 
a description of conditions that make an 
observable change in the task or environ
ment, and lets the worker know he/she has 
completed the step correctly. Next to each 
stimulus, identify what the worker is to do in 
response.

Specifying the discrimination for each step 
establishes the criteria for the preceding 
response. Thus, the criterion for one step 
generally becomes the Sa forthe next step.

Stimulus discnminations (cues) include:
Visual 
Auditory 
Tactile 
Visual Motor
Make sure you review the steps of the task 
analysis to ensure that similar Sa do not cue 
different responses. The worker will have 
difficulty learning what to do. To correct this 
situation, it may be necessary to redesign 
the task.

Conditions

After the Task Analysis is developed, we 
need to account for unusual occurrences 
that may have a negative impact on the 
trainee's performance. For example, con
ditions that may occur on the dish scraping

Page 4
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job include broken dishes, the garbage can 
is full, dishes are excessively dirty, or there 
is an increased number of dishes due to a 
high patient count. These events are re
corded in the lower left hand comer of the 
Task Analysis form as “Conditions”. 
Conditions represent changes in environ
ment that are not consistent or may not be 
anticipated. In fact, you will find that you will 
continually add conditions to your list as 
they are encountered during training. Since 
conditions do not occur with predictability, 
the trainee may need additional training to 
be successful.

Error Identification

In the lower right hand comer of the task 
analysis form, you should record the types 
of errors that are likely to occur during the 
training process. Using scraping dishes as 
an example, errors might involve manipu
lations, discriminations, sequencing, initia
tion and pacing.

This information is extremely helpful to error 
analysis when the worker is having difficulty 
learning particular step(s).

Criterion

The center section of the task analysis form 
provides the criterion for performance of the 
task. In all cases, the goal should be to 
teach the trainee to satisfy the employer's 
criterion requirements, not requirements the 
trainer arbitrarily establishes. The criterion 
should be stated in terms of both rate and 
accuracy. For example, a dishwasher may 
neea to separate 5 trays within f 5 minutes, 
with no silverware in the garbage disposal. 
Next to the criterion statement are a series 
of boxes to record the start and stop time. 
This is away foryou to calculate the trainee’s

Module #6
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rate of performance or productivity through
out the training process. This information is 
very important. The goal should be for the 
trainees to perform the job at an acceptable 
rate and quality for the employer. Record
ing rate information helps the trainer to 
include pacing as part of the skill training 
process.

COMPLETING A TASK ANALYSIS FORM

1. The top of the form provides space to 
list the trainee's name, job site and 
description of the task. It also provides 
the opportunity to date your training as 
well as identify existing conditions.

2. In the stimulus column, naturally occur
ring cues should be listed in simple 
declarative sentences. Listing the 
stimulus for each step helps the trainer 
to teach the trainee what to do when 
these cues are present. Each stimuli 
should contain the same amount of 
generality or behavior. In the column 
next to it. list the response. The stimu
lus column should only contain descrip
tions of conditions that observably 
change the task or environment. The 
response column should always be what 
the trainee is to do in response. These 
steps are arranged from bottom to top. 
This format will allow you to collect 
performance data and provides a 
graphic display of trainee progress.

3. In the lower left hand comer of the task 
analysis form, conditions are recorded. 
This section allows you to account for 
unusual occurrences that may have a 
negative impact on the trainee's per
formance. Conditions represent 
changes in the environment that are not 
consistent or may not be anticipated. 
Since concitions are not predictable, 
they may need to be added

Page 5
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to the list as they are encountered and 
additional training may be required for 
these particular conditions.

4. In the lowerright hand comerof the task 
analysis form, you should record errors 
that are likely to occur during the train
ing process. It is possible to anticipate 
general types of errors that are most 
likely to occur; however, the trainee 
may display others you have not an
ticipated. When an error is occurring 
with any degree of consistency, it should 
be added to the list.

5. The center section of the task analysis 
form provides the criterion for perfor
mance of the task. The criterion should 
be stated in terms of both rate and 
accuracy. Nextto the criterion statement 
are a series of boxes to record the start 
and stop time. This is a way for you to 
calculate the trainee's rate and perfor
mance or productivity throughout train
ing. Recording rate information helps 
the trainer to include pacing as part of 
the skill training process.

Avoid writing a standardized task 
analysis. Task Analysis forms should 
be individualized to address the learn
ing needs identified forthe trainee. See 
pages 7 and 8 for examples of TA's for 
scraping dishes and stocking shelves.

Module #6
Task Analysis
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TASK *:

OATE: I I I I I I I I
CONOmONfSI: I I I I I I I

STIMULUS RESPONSE 1
Travs clean Reoeat until cart is emotied 201 I I I I
Trav liner railed Throw qarbace away 191 1 . I I
Glasses in rack Roll trav liner i ai I I I
Glass emotv Place classes in rack 17i 1 I
Glasses in hand Emotv llouids i s\ i I
Cuos in rack Pick ud alasses 1 51 I I
Emotv cuos Place in rack 141 | I
Cuos in hand Emotv llouids 131 1 I
Silverware in tub Pick uo cuos 121 i I
Silverware in hand Place silverware in tub 1 1 I
Small dishes stacked Pick uo silverware 101 I
Small dishes in hand Stack dishes to side 9 I
Bowls stacked IPick uo small dishes 8 I I I
Bawls in hand Istack bowls to side 7 I I I l
Plates stacked Pick uo bowls 5 ! I I I I
Plates in hand IStack olates to side S 1 I I I I I
Lids on counrer IPick uo olates 4 1 I I I I i
Lids in hand 1 Place lids uoside down to far ricnt 3 1 I I I I I
Travs on counter IPick uo lids 2 1 I I I I I
Cart at work station 1Place two travs on counter 1 I I I I I I

START I I I I l l I !
CRITERION: STOP I I I I I I I I
RATE: 5 trays in 15 minutes TOT MIN I I I I I I I I !
CUAUTY: Trays free of objects and all UNITS I I I I I I I I I I

dishes out in correct location RATE I I i i I I I I i I

CCNCmCNS: ERRORS:
a 3roken dishes IA Manipulation
b Garbace full 1B Discrimination
c Excesstvelv dirty disnes IC Seauencino
d wicn oarient count 10 nitiation
e . !E Pacino
f IF
a IG
h IH
i • II
i U . ._ .
The steps for the response cnain are arranged from bottom to top to allow the trainer to ooserve 
trainee performance from initiation to completion of a task.

Conciticns: Account for unusual occurrences that may require addition training.

Errors: Describe the mistakes a trainee displays, while performing the task.

Criterion: Define rate and accuracy expectations for task comcletion.

Page 7
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DATE: 1
ccNDrriCNrsv.

STIMULUS RESPONSE
20
191
1 81
171
161

i t Si
1 t  4.1
j 131
11 21
1111

8ox in trash bin Ooen next box 101
Box flat Put box in trash bin 9 1
Emotv box Flatten box 1 3 1 I
Items on shelf Reoeat until box is emotv 7 1 1
Items in hand 1 Items otaced on shelf 1 6 i 1
Soxooen ITake stack of items out of boxi 5 1 1
Suooiies back on cart lOoen box 1 4 1 1 1
Shelves free of dust IPut cleaning suooiies on cart 1 3 1 1 1 1 1 1 1
Cleaning suooiies in handlWioe emotv shelves 1 2 1 1 1 i i
Work area staged iPick uo eleanino suooiies 1 1 1 1 1 1 1

START! 1 1 1 i i
carrERiCN: STCPf 1 1 | 1 i 1
RATE: 40 boxes an hour TOT MINI 1 1 1 1 I 1

_  ■r _ r _

QUALITY: Items eorrecdy placed arid fronted UNITSj i 1 M i l i r
on shelves 100% of the time. RATE! 1 1 1 1 1 1 1 1 i i

CCNCmCNS: ERRORS:
a Unavailability of items IA Discrimination
b Damaged items IS Manioulation
c Extra items 12 nitiation
d New oroducts id Placino items incorrectiv
e i =
f IF
0 IG
h IH
i II
i IJ

Page 8
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SKILL TRAINING

Training Strategies

Fortraining to be successful, it is impor
tant to utilize the following strategies:

1. Provide lots of assistance.
2. Provide high level reinforcement.
3. Teach one step at a time.
4. Teach how to do something and 

when.

ASSISTANCE 

Prompts

A prompt is something that provides 
additional information until a naturally oc
curring stimulus becomes important to the 
worker. The trainer should arrange prompts 
in a hierarchy which begins with the least 
intrusive level of assistance and progresses 
to more and more involved levels of assis
tance based on the trainee’s performance. 
The trainer should provide just enough as
sistance to assure correct task completion. 
You might use the trainee’s previous perfor
mance on a step as a guide in determining 
the kind and amount of assistance needed. 
Prompts can be given to accentuate relevant 
cues so the worker will respond to the cor
rect characteristics of the task. Prompts 
provide information about “how to" do the 
task and emphasize the criterion for task 
completion.
The different types of assistance include 
physical guidance, physical prompts, verbal 
cues, modeling and match to sample.

Physical Guidance

When providing physical guidance, the
trainer physically manipulates the trainee's

Module #6
Task Analysis

body through a sequence of movements. 
Physical guidance of hand movement re
quires placing the trainer's hand over the 
trainee's and guiding it to the desired rela
tion to the task. Partial assistance might be 
shadowing the trainee’s hand or providing 
assistance from further and further up the 
arm. _

Physical Prompt

Physical prompts include pointing, 
gesturing or touching a trainee to remind 
him or her of the task.

Verbal Cue

Verbal cues can either be direct or indirect. 
You might tell a trainee exactly what to do 
next or you might verbally point out the cue 
to remind him or her of what to do next.

Modeling

Modeling is an effective method for train
ees who have good imitation skills. The 
trainer simply does the task as required and 
asks the trainee to imitate. The trainer 
should also provide information about what 
snould be done.

Match to Sample

The least intrusive assistance is to provide 
a sample of the task and the trainee is taught 
to match his or her part with the sample.

FADING

Fading is gradually reducing the amount of 
specific information (assistance) provided 
by the trainer. The trainer should gradually 
reduce or fade the assistance they have 
provided until the trainee is performing the 
job or step independently. Fading transfers 
the reinforcement of the training situation 
from the trainer to the actual task. The 
trainee is attending to the natural cues of the 
task.

Page 9
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There are two important procedures to 
keep in mind when you are fading 
prompts.

1. Reduce the amount of specificity of 
the information you provide to allow 
the worker to start initiating correct 
responses without full instructions.

2. Provide the assistance earlier in 
the chain. In this situation, the 
trainer might provide the cue right 
before the task begins or prior to a 
difficult step.

REINFORCEMENT

A reinforcer is defined as anything that 
increases the behavior it follows. If we want 
to increase good work behaviors we will 
need to make maximum use of reinforcers. 
For effective training, these reinforcers 
should be delivered in a systematic fashion.

RULES FOR REINFORCEMENT

1. The trainer must define what behaviors 
should be reinforced. That is done by 
specifying the response, identifying the 
situation in which the behavior will oc
cur and specifying the criterion for the 
delivery.

2. Specify the rules for delivering reinfarc
ers. The frequency or schedule of de
livery should be defined. They may be 
provided for each completed step or at 
the end of the entire task. Whatever the 
schedule, to be effective, reinforcers 
must be immediate.

3. The trainer must be aware of all stimuli 
in the training situation. In order to 
identify appropriate reinforcers, the 
trainer must determine what events the 
trainee finds reinforcing.

Module #6
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4. All reinfarcers should be paired with 
naturally occurnng consequences for 
correct performance. A description of 
the outcome or desired action com
bined with praise provides the trainee 
with performance-based feedback.

Reinforcement Selection

1. Rein forcers are specific to a workerand 
to the worker's current state of mind. 
People will satiate on reinforcers when 
they have had enough or too much.

2. Possible reinforcers for vocational set
tings include:

- age appropriate social reinforce
ment. physical contact or expres
sion of approval.

- contingency contracts established 
before leaving for work or reaching 
worksite, (eg. Can have a Coke 
when units are completed.)

- activity specific responsibilities and 
privileges, (eg. learning to operate 
machines.)

- access to potential reinforcers that 
are a natural part of the job.

3. Select reinforcers that eventually can 
be paired with naturally occurring rein
forcers.

4. Reinforcers that are specific to the 
worker can be identified through:

- interviews with the worker
- interviews with family, care provid

ers. significant others.
- observation of naturally-occurring 

hign-rate behaviors.
- systematic pairing of potential re

inforcers with worker oehavior.

(Fair-weather A Fergus, 1989 a)
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ERROR CORRECTION

Error correction allows the trainee more 
practice on difficult steps and gives the 
opportunity to perform the step correctly 
and receive reinforcement. During the initial 
phases of training, trainer intervention pre
cludes errors in order to promote error-free 
learning. When the trainee begins to make 
an error or makes no response at all, the 
trainer should provide immediate interven
tion. The trainer should respond to the error 
with the appropriate level of assistance from 
the prompting hierarchy. The decision is 
based on the performance needs of the 
trainee.

Module #6
Task Analysis

A standard error correction procedure in
cludes the following steps:_____________

1. Interrupt the error immediately.
2. Provide specific feedback about the

error.
3. Back up two steps in the chain.

Look at your task analysis and re
peat the previous two steps.

4. Re-initiate the chain.
5. Provide additional assistance to

ensure correct response. Move to
the next more intrusive level of
assistance for the step where the
error occurred.

RULES OF THUMB FOR TRAINING

1. If the trainee does not complete the 
step successfully, use levels of as
sistance either alone or in combi
nation to ensure correct responses.

a. Physical guidance.
b. Physical prompt.
c. Verbal cues.
d. Modeling.

Remember, the worker must go 
through the step.

2. If the worker completed the step 
independently do not provide any 
level of assistance.

3. Positively reinforce correct, inde
pendent responses and reinforce 
the trainee at the end of a task.

4. if the trainee performs an off-task 
behavior during training, ignore it 
Ignoring means no eye contact with 
the trainee, no touching the trainee, 
no speaking with the trainee.

5. If the trainee makes an error, in
terrupt by removing the trainee’s 
hands, describing the error and 
moving back 2 steps in the chain. 
Assist the trainee through the step 
correctly and reinforce!

6. If the trainee pauses, i.e., waits in 
between steps fortwo (2) to five (5) 
seconds, cue the trainee to continue 
working using physical guidance, 
pnysical prompts or verbal cues.

7. If the trainee has performed parts 
of a step independently with 
physical prompting, fade physical 
prompting by lessening pressure 
on the trainee's hand and/or by 
moving your prompting response 
up the trainee's arm (i.e.. hand, 
wrist, elbow).

8. If the trainee has performed inde- 
penaently of physical prompting, 
use pnysical and/or verbal cues 
only if there is a pause on the 
trainee's part.

9. If tne trainee has performea a step 
previously with physical cues, be
gin facing those cues either by 
moving your physical cue away from

Page 11
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the task and/or shortening it and 
reinforcing the trainee's perfor
mance.

TRAINING DIFFICULT STEPS

In some cases, standard error correction 
procedures are not successful and foil to 
bring the worker's behavior under stimulus 
control. These difficult steps require a more 
intense correction procedure. Strategies to 
teach difficult steps are based on a careful 
analysis of the step, where the error is 
occurring, the type of error and specific 
problem within the error.

There are three basic types of errors that 
can occur

1. Manipulation
2. Discrimination
3. Sequence

Manipulation Problems

1. very small parts (for example: pins 
for sorting)

2. simultaneous manipulations (for 
example: cleanser bottle which 
requires pushing down and turning 
at same time to open it)

3. precision demands (for example: 
pick up part by head only)

Possible strategies to correct the problems 
may include:

1. changing the task design (for ex
ample: developing an assembly 
line to remove the difficult step from 
the worker's behavior chain)

2. adcing adaptive equipment (for 
example: developing a special 
fixture to aid the worker)

3. training the difficult step directly 
through massed trials

Module #6
Task Analysis

A Statewide Training Model

Massed Trial Procedure
1. remove difficult step from the chain
2. break step down further • alter task 

analysis
3. increase reinforcement during 

massed trials
4. conduct massed trials in short, 

frequent time periods .
5. once behavior/response is learned, 

build the step back into the chain
Discrimination Problems

1. minimal difference between stimuli 
(example: bolts of differing width 
and length)

2. dichotomous stimuli along a con
tinuous dimension (example: the 
smoothness of wood in a sanding 
task; the cleanliness of windows in 
a window washing task)

3. sense modality involved in the dis
crimination (example: the infor
mation is available to the experi
enced worker but not the trainee—  
such as tightening a screw)

4. simultaneous discrimination (ex
ample; sorting computer chips—  
where the correct chip has a blue 
ring around it)

5. if-then rules (example: cleaning 
only dirtytables in a fast food res
taurant)

* Possible strategies to "correct" dis
crimination problems:

Minimal Difference

Strategies: 1. add and fade re
dundant cues

2. add and remove 
large cue differ
ences

3. color & large cue 
cifference approach

Dichotomous Discrimination

Strategies: 1. early phase - teach
relevant dimension 

Page 12
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by using examples 
from the extreme 
ends of the con
tinuum (e.g.. clean
ing windows • very 
clean, very dirty)

2. teach critical bound
ary • successive ap
proximations (e.g., 
tightening a screw)

Sensory Modality

Strategies: 1. massed trials
2. present examples of 

right/wrong
3. present examples 

along the continuum 
(e.g.. blue square, 
blue oval, blue ring)

Module #6
Task Analysis

If Then Rules

Example: branching activities 

Go to table

No ------  Table dirty?   Yes

Gotonexttable CteanTable

Table dirty? —

Strategies: f. bring each branch
under stimulus con
trol (massed trails)

2. once performing - 
vary probability of 
response options,
i.e.,dirty, dirty, clean, 
dirty, dirty, dirty (do

not establish a pat
tern)

3. goal: reach “natu
ral" level of occur
rence in actual envi
ronment

Sequencing Problems

1. part out of order
(example: picking up nut before 
screw)

2. step out of order
(example: slicing potato before 
peeling it)

3. task out of order
(example: mopping floor before 
emptying trash cans)

Possible strategies to “correct" these prob
lems may include:

1. limiting stimuli available to worker 
(example: placing a cover over 
bins or adding bins at each step)

2. developing a checklist
3. using picture cards

(F a irw ea the r &  Fergus, 1989 a)

TASK SEQUENCING

Tasks can be presented to workers in a 
variety of ways. A decision about how atask 
is presented should be based on:

1. the task requirements and safety 
considerations
(for example: if a task requires the 
use of power equipment, you may 
wisn to train turning off or stopping 
the equipment before starting it)

2. the time to complete one full 
cvcle of the task
(for example: if a task takes 2

Page 13
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hours to complete, you may wish to 
train isolated subcomponents rather 
than train the entire cycle)

3. the-worker's previous experiences 
and learning style 
(for example: if the worker has a 
short attention span and requires 
immediate reinforcement to con
tinue performing, you may wish to 
sequence the task to ensure fre
quent contact with reinforcers)

Given these factors, there are generally four
methods for presenting a task:

1. Forward Chaining
2. Backward Chaining
3. Isolated Subcomponent
4. Complete Cycle

Forward Chaining - In forward 
chaining, the worker performs 
the first step on the task 
analysis to criterion before the 
next step is added to the chain. 
Successive steps are added, 
in sequence, once the previous 
step(s) is performed success
fully.

Backward Chaining - In backward 
chaining, the worker performs 
the last step on the task analysis 
to criterion before the preced
ing steps are added to the 
chain. Steps are added in re
verse order (step 5, step 4, 
step 3, etc.) when the succes
sive step(s) is performed suc
cessfully.

Isolated Subcomponent - In iso
lated subcomponent training, 
the workerperforms a series of 
steps in the task chain to cri
terion before additional 
subcomponents of the task are

Module #6
Task Analysis

added to the chain. Additional 
subcomponents are added 
once the previous 
subcomponent(s) is performed 
successfully. All
subcomponents are incorpo
rated into the entire task chain 
upon individual unit acquisition.

Complete Cvcle - In the complete 
cycle, the worker performs 
each step on the task analysis 
in sequence through the entire 
chain. Training continues until 
criterion is reached.

Each of these methods has inherent ad
vantages and disadvantages associated with 
it.

Forward Chaining

Advantage - allows for control 
of the worker's 
access to stimuli.

Disadvantage - the worker needs
to have at least 
approximations 
of the motoric be
haviors in his/her 
repertoire. De
layed access to 
terminal or natu
rally occurring 
reinforcers. Task 
preparation time 
necessary for re
peating a portion 
of the task.

Backward Chaining

Advantage - each training trial
bnngs the worker 
incontact with the 
terminal rein
forcer.

Disadvantage - task preparation 
time.

Page 14
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Isolated Subcomponent 

AdvaQtaqa -

Module #6
Task Analysis

Disadvantage

Complete Cvcla

Advantage -

Disadvantage

the worker can 
become inde
pendent on one 
portion of the task 
relatively quickly.

task preparation 
time; may delay 
access to rein
forcers; builds in 
dependence on 
trainer.

trams motonc be
havior and task 
sequence simul
taneously; less 
task preparation.

may be inter
rupted by difficult 
steps.

(Fairw eather & Fergus. 1987a)

DATA COLLECTION

Throughout training, performance and 
progress should be visibly demonstrated. 
Collecting data helps to maintain consis
tency during training, aids in error identifica
tion and provides an efficient way to report 
training results. We recommend that you 
use the Task Analysis form to accomplish 
this process. We can use this form to 
graphically display the progress toward skill 
acquisition.

TRAINING DOCUMENTATION

At least once, during each training session, 
the trainer should record the response for 
each step in the task analysis chain (TA #1). 
A plus is recorded for each step that is

completed correctly without any trainer in
tervention. If trainer intervention was re
quired, the step should be coded with the 
letter that corresponds with the type of error 
that occurred. In orderto graphically display 
performance, count the number of correct 
responses or pluses and put a dot in the box 
which corresponds to the number. Perfor
mance data should be recorded every day 
throughout the training process. For each 
documented training session, a dot should 
be placed in the corresponding number of 
correct responses. After the second data 
point, you will be able to connect this dot 
which will provide you with a simple graph of 
trainee progress (TA #2).

Using this form of data collection will aid you 
in assessing your training strategies and 
assist with programmatic trouble shooting. 
Frequently repeated errors can be identified 
and analyzed by the trainer. If frequent 
manipulation errors are recorded, we may 
need to cnange the task design to alleviate 
the error, add adaotive equipment ormodify 
our method of teaching. When discrimina
tion errors are occurnng. we may need to 
accentuate or alter the existing cues to 
assist cur trainee. Another common error 
that occurs dunng training is incorrect se
quencing. In the event that sequencing was 
identified as a common error, the trainer 
may want to develco a checklist or use a 
picture cue system to aid the trainee to 
achieve independence.

This form of data collection also provides 
the trainer with an mcicatorto initiate fading. 
When the trainee is successfully completing 
steps or the entire task without trainer in
tervention the trainer should respond by 
facing his/her pnysical proximity. This pro
cess will aid the trainer to encourage trainee 
mcepencence as proficiency is demon
strated. Successful training strategies 
should resuit in mcepencent responses by 
the trainee tc ccrroiete the ;cb.
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gJPLQVSS:________
TASK: Scraping aisnes

A g ^ te w d e  Training Model 290
TASK A:

DATE; vial 1 1 1 1 1 1 1 1
CCNCmCNfSI: 1 1 1 1 1 1 1 1 1

STIMULUS I RESPONSE 1
Travs clean Ifleoear until cart is emotied 120 -  1 1 1 1 1 1
Trav liner rolled iThrow aartaoe awav 119 « 1 1 1 1 1
Glasses in rack I Roll trav liner 113 E 1 | 1 1
Glass emotv i Place aiassas in rack 11 71 E 1 1 1 1
Glasses in hand I Emotv llouids 11 SI + | 1 1 1
Cuos in rack IPick uo atasses 1151 *  } 1 I
Emotv cuos I Place in rack 11 At E 1 1 1
Cuos in hand I Emotv llouids 1131 + 1 1 1
Silverware in tud I Pick uo cuos 1121 9 1 1 1 1
Silverware in hand I Place silverware in tub m i 1 1 1 1 1 1
Small dishes stacked IPick uo silverware n o i 3 1 1 1 1
Small dishes in hand IStack dishes to side 1 9 1 *  | 1 1 I
Bawls stacked IPick uo small dishes 1 3 1 C 1 1 1 1 1 1 1
Bowls in hand IStack bowls to side 1 7 1 + ) 1 I 1 1 1 1
Plates stacked IPick uo bowls 1 5 1C 1 1 i 1 1 1 1
Plates in hand IStack olates to side 1 5 1 M | I 1 1 1 1 1 1
Lids on cdunter I Pick uo olates 1 A I A 1 1 1 1 1 1 1 1
Lids in hand I Place lids uoside down to far ncnt I 3 I - i I 1 1 1 1 1 I
Travs on counter IPick uo lids 1 2 1 « I i 1 1 1 1 1 1
Cart at work station I Place two travs on counter I 1 1 •*» | | 1 1 1 1 1 1

START! 1 9 .3 1 1 1 1 I 1 1 1
CrtrTE?i!CN: STOP I itwil 1 1 1 1 1 | 1
RATE: 5 trays in 15 minutes TOT MINI 1 AS 1 1 1 1 1 1 1 1
CUAUTY: Trays free of objees and ail UNITS I 1 5 1 1 1 | 1 1 I 1

dishes cut in correct location RATE! 13 3 -il 1 1 1 1 1 1 1

CCNCmCNS: SPOTS:
a Brcken dishes IA Manioulation
b Garcace full IB Discrimination
c Excessively dirtv disnes 1C Seouendna
d Hicn oatient count ID Initiation
e IE Pacino
f IF
c IG
h IH
i >l
i U

TA *1 Page 16
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g,lF»J3VE=:__________________________________ S1T=:
TASK: Scraping aisnes__________________________TASK *:

C
ccNomc

ATE:i viai 1 1 I I I I I '
NISI:! 1 1 1 I I I I

STIMULUS I RESPONSE 1
Travs clean Reoeat until cart is ernoned 1201 * | * | * | *
Trav liner rolled Throw qarbade awav 1191 *  | *  ( *  | *
Glasses in rack Roll trav liner i ia i  *  I *  I *  I *
Glass emotv Place olasses in rack 1171 *  1 *  1 *  1 *
Glasses in hand Emotv llduids 11 SI *  I *  | / i  I *
Cuos in rack Pick uo olasses 1151 *  1 v i  *  1 * * *  I * +
Emotv cuos Place in rack 1 1 Al E I / i  I * 1 * * *  I + ♦ *
Cuos in hand 1 Emotv liauids 11 3! s /f  -  I *  I * * + I * *■ <*
Silverware in tub Pick uo cuos fl 2! 0 I *  I *  I * * * l * ♦ ♦
Silverware in hand IP lace silverware in tub 1111 *  | *  | *  | * * *  I ♦ I *  I •«* +
Small disnas stacked IPick uo silverware It 01 A 1 A 1 A 1 A A A I A I A I A A
Small disnes in hand IStaek dishes to side 19 1 * 1 * 1 * 1 * * *  I +> | +■
Bowls stacked IPick uo small dishes 1 3 1 C 1 *  1 *  1 * *  I *  I + I * *
Bowls in hand 1 Stack bowls to side 17 1 * 1 *  I *  I *
Plates stacked IPick uo bowls i 6 1 *  1 *  i *  j * * * I *  I * *
Plates In hand IStack olates to side 1 5 1 A 1 A 1 A 1 A 1 A I A I A I A I A
Lids on counter 1Pick uo olates M l  -  1 *  1 *  1 *  I *  I *  I *  I *  I * *
Lids in hand 1Place lids uoside dawn to far ncnt 1 3 1 3 1 3 1 * 1 * 1 *  I -  I *  I *  I
Travs on counter 1Pick uo lids 2 1 - 1 0  1 * 1 * 1 *  I * I *  I *  I *
Cart at work station 1Place two travs on counter 1 I D I 0 I D I D I 0 I 0 I D I 0 I 0 0

STAHT I I I I I I I I I
CRITERION: STCP I I I I I I I I I
RATE: 5 trays in 15 minutes TOT MIN I I I I I I I I I
CUAUTY: Trays Arse of ocjecs and ail UNITS I I I I I I I I I

dishes cut in correct location RATE I I I I I I I I i

CCNCiTICNS: SfiCRS:
a Bronen disnes IA Manioutation
b Garoace lull IB Discrimination
c Excessively dirtv disnes IC Secuencinq
d Hicn oatfent count ID Initiation
e IE Pacmo
I IP
a IG
n IH

II

TA tZ Page 1“
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W ORK ROUTINE

The work routine is a macro task analysis. It 
details the entire job or work day by its 
component parts.

Work routines provide information which:

1. Leads to the development of a 
training schedule including

a. when each task happens, se
quence, time of day, etc.

b. frequency of training opportu
nities (“you only wash windows 
once a month") - ypu can de
termine if you need to set up 
extraopportunities foreffective 
training for low frequency tasks.

2. Defines training “universe" - i.e.. 
the range of variation across which 
performance is expected to occur.

3. Defines criteria for performance of 
each task (and steps).

4. Definesnaturailyavailablecuesand 
consequences for performance.

5. Defines responses, and the “best 
ways" to do the job.

6. Defines most low frequency job 
events.

7. Defines socialdemands, skills, and 
rules that must be trainer.

8. Directs fading and support activi
ties; decreases arbitrariness of 
fading— ensures performance un
der each condition.

Module #6
Task Analysis

9. Decreases possibility of over sup
port

- takes longer to fade (cost)
- over support is costly in itself
- opportunity cost; can’t support 

someone else

The work routine is used in conjunction with 
the task analysis developed for individual 
tasks and becomes the primary tool during 
the skill maintenance phase. See pages 19 
and 20 for examples.

Page 18
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EMPLOYEE:
INDIVIDUAL WORK ROUTINE
_____________________________ SITE:

A Statewide Training Model 293

DATI
TASK MAP

:

C lose uo & sion out 8

T .R  ■ Y  ■ Scrub kitchen tiles 7

M.W.F - Y  - Clean Bathrooms 6

V acuum  suoerv iso fs  office 5

S crub  Dots A

B rin e  d ish  racks to sink 3

P u t on  aoron and  ha irnet 2

P u t co a t a nd  purse away 1
NUMBER OF TASKS CORRECT
NUMBER OF TASKS POSSIBLE

PERCENTAGE OF INDEPENDENCE
ERRORS:
A. Initiation
B. Sequencing
C. Accuracy/Quality 
0. Time/Rate
E. Behavior 
1 
2

ccNorncNS:
1 No opportunity
2. Employer modifies sequence
3. Employer modifies responsibilities

Page 19
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INDIVIDUAL WORK ROUTINE
EMPLOYEE:  SITE:

A Statewide Training Model 294

DATE
TASK MAP

INDIRECT SKILLS:

ride bus

qreet coworker

_

LOW FREQUENCY TASKS:

clean dishwasher

I
INTEGRATION ACTIVITIES:

break room I I
lunch I

RULES AND REGULATIONS: I
wear hair net I

I
NUMBER OF TASKS CORRECT |
NUMBER OF TASKS POSSIBLE I

PERCENTAGE OF INDEPENDENCE I
SRCRS;
A. Initiation
B. Sequencing
C. Accuracy/Quality
D. Tima; Pate
E. Benavior.
1
2 Page 20
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TRAINING PHASES

Training can be conceptualized into 3 
phases:
r

~  ^arhSnance

Module #6
Task Analysis

' ^KT^onentatian. . /  ^
->S^^fofMu{sHrdri> - raw®;

(Spedaiized Training Program, 1987)

Orientation & Assessment

The first phase of the process is Orientation 
and Assessment. When we first start a 
new job, we need a great deal of support 
and assistance before we can do the job 
well. On the first day of a new job, our boss 
usually takes us around, introduces us to all 
of our co-workers, explains polices and 
procedures to us and explains the general 
responsibilities of our job. On the second 
day of work, our boss does not expect us to 
be independent and extremely efficient. S/ 
he understands that there is a great deal of 
information for us to absorb and continues 
to help us. The same is true of a person with 
disabilities. They need a great deal of 
assistance to became familiar with a new 
environment, the rules, the expectations 
and exactly how to meet those expecta
tions.

The trainer's primary focus during Orienta
tion and Assessment is to help the person 
become familiar and comfortable with their 
new situation. The trainer should concen
trate on introducing the trainee to the new 
people s/he will be interacting with and. in 
trie process, trying to help all parties feel 
comfortable with each other. The trainer 
snould concentrate on modeling on what 
the worker needs to do and hew to perform 
their resoonsibilities efficiently. The trainer

should anticipate that s/he will perform the 
majority of the work responsibilities for the 
worker during the Orientation phase. The 
trainer should be assisting the worker to 
complete and understand his/her routine. 
This means not only the activities and their 
sequence, but the circumstances that the 
worker must recognize and respond to as 
cues (discriminative stimuli). -

Helping the worker become comfortable 
with the people s/he must interact with is 
critical. As trainers, we must teach not only 
who to interact with, but when and how to 
interact. A worker with disabilities must be 
able to recognize that when their supervisor 
is having a bad day the expectations re
garding social interactions is likely to be 
different than other times. Similarly, we 
must teach workers that some individuals 
are more likely to be receptive to socializing 
than others, and foster the development of 
a support network which emphasizes inter
acting with supportive individuals, but mini
mizes interactions with non-supportive 
persons.

The other obvious function of the Orienta
tion and Assessment phase is to collect 
baseline information on the worker's perfor
mance. As a trainer, we want to determine 
what aspects of the new situation will require 
skiii training and develop an understanding 
of what our training strategies will be. It is 
important to note that we should be collect
ing baseline data on all related skills neces
sary to be successful in the environment. 
That means a Job Coach may need to 
assess and eventually train bus nding skills. 
We need to assess and potentially develop 
training strategies that will facilitate social 
integration. Prcoabiy the easiest aspect of 
the assessment is collecting baseline on the 
direct skills that are necessary forthe worker 
to develop. These may include how to 
operate a carpet shampooer cn the job. or 
how to precare a meal in the home.

Page 21
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Skill Acquisition

The next phase of a placement is skill 
acquisition. This phase begins when the 
worker lets us know that ourdemonstrations 
are understood and are beginning to seem 
like over-kill. Usually if you are modeling a 
skill and the person says ‘ I know! Let me 
try.", it is time to shift the focus to individu
alized skill training. Not recognizing when to 
shift the emphasis from orientation to skill 
acquisition can be demeaning. Think of 
yourself on a new job. Your boss takes you 
around and introduces you to your co
workers every day for three weeks. Prob
ably. afterabouttwoorthree days you begin 
to feel like your boss is either very stupid, or 
has severe reservations aboutyourlearning 
abilities. While the time frames may differ, 
the impact is the same with the people we 
work with.

Maintenance & Follow-up

Once the worker has met mastery criterion 
(has mastered steps of the TA, or tasks in 
the routine), the trainer must adjust his/her 
intervention to the maintenance mode. The 
emphasis is on maintaining learned skills. 
The most obvious change is in the area of 
reinforcement. The trainer must fade the 
use of artificial reinforcers at this point, if at 
all possible. That is, the worker now needs 
to. if they have not already, learn how to 
maintain their performance in the presence 
of naturally occurrtng reinforcers typically 
available in the environment. Not only does 
the type of reinforcer change, but the 
scnedule of reinforcement is also faded 
frcm continuous to intermittent; ideally ap
proximating the schedule of reinforcement 
typically available in the work setting.

As the worker displays greater indepen

Module #6
Task Analysis

dence and competence on the job, the trainer 
should systematically fade his/her direct 
presence and intervention from the worker. 
In an enclave or congregate work setting, 
this may mean that the worker is expected to 
perform his/her job responsibilities inde
pendently without prompting, cuing and/or 
reinforcement from the traineruntil the job is 
finished. Any prompts or cues should be 
directed toward reinforcing the worker rec
ognition of and correct response to the 
natural cues in the environment.

In an individual placement, the job coach 
will actually fade theirpresence from the job 
site. The fading process should begin as 
soon as the worker is independent on a 
pnmary portion of the work routine. Initially, 
the trainer fades proximity from the worker. 
For example. the worker is askedto complete 
a particular task, ana the trainer moves to a 
different area of the work site to do paper 
work.orothertasks. As the worker maintains 
performance, the trainer may begin to fade 
their presence from the job site in small 
increments, and systematically increase the 
amount of time the worker is independent 
on the site. This typically involves the trainer 
coming to the site after the worker has 
already begun their job schedule, orleaving 
the site prior to the worner completing his/ 
her schedule. It is imperative that the trainer 
fade from the worker ONLY; 1 )wnen worker 
performance is acceptable; 2)the worker 
knows the trainer is facing; and 3) the em
ployer or host company is aware of and in 
agreement with the fading schedule. The 
trainer must be accessible to return to the 
site on short notice in the event the worker 
requires more assistance.

The actual schedule of facing is generally 
determined by the fciicwmg:

Theinciyirinal'S'Cboeriormance.
Facing can croceed smoothly as
long as the mciviCual continues
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to function well without the trainer. 
However, any negative change 
in the worker's performance ne- 
cessitatesincreased intervention 
by the trainer.

The needs and personalities of 
the supervisors (host company! 
and co-workers. Some employ
ers or host companies are less 
comfortable with the fading pro
cess than others and will require 
reassurance and a more gradual 
fading of the trainer from the 
work site.

Thecharacteristics of the iob and 
the job site. An individual who 
works in a highly visible position, 
such as line server or bus person, 
will require a much more gradual 
and systematic fading process. 
The trainer should not attempt to 
fade from anyjob site until he or 
she feels comfortable about the 
worker maintaining satisfactory 
job performance.

Using supervisors to facilitate the fading 
process is extremely important. Supervi
sors should be involved in the initial training 
as much as possible so that the worker and 
his/her supervisor become accustomed to 
one another. The trainer can briefly describe 
the training and fading process to the su
pervisor and encourage the supervisor to 
interact with and reinforce the worker as 
appropriate. Verbal praise for a job well 
done, presentation of pay checks and social 
exchange are types of reinforcement that 
supervisors normally give all workers.

Co-workers or auxiliary workers can also be 
solicited to help individuals get through 
Tough spots". They can provide occasional 
work prompts and reinforcers while the 
trainens still atthe site and gradually increase

their interactions with the worker as the 
trainer fades from the work area. The trainer 
will have to initially model the best way to 
“help" the individual for co-workers and 
should take the time to informally explain 
the worker's disability and background, within 
the confines of confidentiality.

Teaching the worker self-reinforcement 
techniques also facilitates the fading pro
cess. For example, the workercan be taught 
to take short breaks when he or she com
pletes a task ahead of schedule (if the 
supervisor approves). Co-workers can be 
encouraged to monitor this if they express 
an interest. Charting daily earnings until 
pay day or saving money each week for a 
special purchase can also be motivational 
to a worker.

Any time spent in the process of placement, 
training, orfoilow-up of workers, employers, 
families and agencies should be recorded 
by the trainer. After working with several 
individuals and analyzing the amount of 
time spent in various activities, it becomes 
easier to predict approximately how much 
time a new placement will require. Likewise, 
recording the time spent on the early phases 
of training for a worker will help determine 
how long the fading of direct intervention for 
that individual will require.

NONVOCATIONAL SKILLS & 
SOCIAL COMPETENCE

Nonvccational skills and interpersonal 
competence are cntical to the vocational 
success of individuals with substantial dis
abilities (Bullis & Foss. 1986; Wehman, 
1981). A variety of studies have sriown that 
persons with severe disabilities often lose 
their jobs due to Inadequate social and 
related skills. Chadsey-Rusch (1986) sum- 
manzes the findings of several investiga
tions:
Greenspan Z Shoultz (1981) found that
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social incompetence was as important as 
nonsocialreasonsforjobtermination. Three 
categories of social reasons were identified:

1) Character or moral reasons 
such as stealing, assault, 
sporadic work attendance;

2) Temperament or affective rea
sons such as yelling, self 
abuse, and hallucinations; and

3) Social awareness reasons or 
not understanding people and 
work settings such as walking 
into meetings andtalking about 
a TV show,or inquiries into 
other people's affairs.

The authors suggest that the following 
behaviors be targeted for remediation to 
increase job retention:

1) Ability to understand what other 
people think:

2) To social problem solve; and
3) To interpret social rules, situa

tions. and norms.

Kochany & Keller (1981) found similar 
reasons for job termination of workers with 
severe disabilities:

1) Displaying maladaptive be
haviors such as complaining, 
screaming, destroying prop
erty, interacting inappropriately 
with supervisors and co-work
ers, displaying stereotypical 
and self abusive behavior, and 
being non compliant:

2) Excessive tardiness and poor 
attendance: and

3) Critical nonvocational reasons 
such as poor communication 
and conversation ability.

Wehman. Hill, Goodall. Cleveland, and 
Pentecost (1982) found that social reasons

Module #6
Task Analysis

for job loss of workers with severe disabili
ties included:

1) Non compliance;
2) Failure to notify an employer 

when unable to report to work; 
and

3) Bizarre and/or aggressive be 
haviors. *

Brickey. Browning, and Campbell (1982 
& 1985) had similar findings:

1) Relations with peers and su
pervisors;

2) Gross insubordination;
3) Abusive behavior;
4) Refusal to follow instructions;
5) Absenteeism and tardiness;
6) Hypochondria; and
7) Poor motivation and attitude.

Ford, Dineen, and Hall (1984) found 
that social I ife skills accounted for42%of job 
loss, including:

1) Poor social interactions with 
employers and/or co-workers;

2) Emotional outbursts; and
3) Inappropriate language.

SOCIAL SURVIVAL SKILLS NEEDED 
FOR VOCATIONAL SUCCESS

Wehman (1981) reports the following 
behavior standards are needed for voca
tional success.

1) Communicate basic needs 
such as those involving thirst, 
hunger, sickness, pain and 
toileting.

2) Communicate basic needs re
ceptively by means of verbal 
expression, signs or gestures.

. 3) Com municate basic needs ex
pressively by means of verbal 
expression or gestures.

4) Respond to instructions re
quiring immediate compliance
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within 0-30 seconds.
5) Respond appropriately to 

safety signals given verbally 
through signs or through sig
nals.

6) Initiate contact with supervi
sors when:
a. cannot do the job
b. runs out of materials
c. finishes job
d. feels too sick/tired to work
e. needs drink, restroom
f. makes a mistake

7) Maintain proper grooming by:
a. dressing appropriately af

ter using the restroom
b. cleaning self before com

ing to work
c. cleaning self after using 

the restroom
d. cleaning self after eating 

lunch
e. eating food appropriately 

at lunch
f. displaying proper table 

manners at lunch

8. Reach place of work by means 
of:
a. company-sponsored ve

hicle
b. own arrangement
c. public transit

9. Maintain personal hygiene by:
a. shaving regularly
b. keeping teeth clean
c. keeping hair combed
d. keeping nails clean
e. using deodorant

10. Leave job station inappropri
ately no more than 1-2 times 
per day.

Module #6
Task Analysis

11 . Display or engage in major dis
ruptive behavior no more than 
1 -2 times per week.

12 . Display or engage in minor dis
ruptive behavior no more than 
1-2 times per week.

(p. 160) .

Rusch, Schutz and Agran (1982) in 
White (1986) suggest a similar list of social 
skills which were deemed important by 
employers:

1. Follow one instruction provided 
at a time (100%).

2. Recite verbally upon request
a. full name (100%)
b. home address (98%)
c. home telephone number 

(98%)
3. Maintain proper grooming by:

a. dressing appropriately for 
work (98%)

b. cleaning self before com 
ing to work (96%)

4. Maintain personal hygiene by:
a. keeping hair combed 

(100%)
b. shaving regularly (98%)
c. keeping teeth clean (96%)
d. using deodorant (96%)
e. keeping nails clean (93%)

5. Communicate such basic 
needs as:
a. sickness (98%)
b. toileting necessities (94%)
c. pain (92%)

6. Speak cleariy enough to be 
understood by anyone on the 
second transmission (97%).

7. Respond appropriately and
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immediately after receiving 1 
out of every 2 instructions 
(96%).

8. Remember to respond to an 
instruction that requires com
pliance after a specific time in
terval with 1 reminder (95%).

9. Respond appropriately to 
safety signals when given ver
bally (94%).

10. Initiate contact with supervisor 
when cannot do job (94%).

11. Initiate contact with co-worker 
when needing help on task 
(94%).

12. Work without displaying or en
gaging in major disruptive be
haviors (e.g.. arguments) more 
frequently than 1 -2 times per 
month (94%).

13. Initiateand/orrespondverbally 
in 3-5 word sentences (92%).

14. Work without initiating unnec
essary contact with strangers 
more frequently than 3-5 times 
per day (92%).

15. Reach places of work by own 
transportation arrangements 
(e.g., walking, taxi, personal 
car) (92%).

16. Fellow instructions with words 
such as in and on (90%).
(p. 203)

Nate: Percentages are related to the per
centage of employers who identified the skill 
as important.

Module #6
Task Analysis IDENTIFYING SOCIAL TASKS

Social tasks are identified in the same 
way that other tasks such as sweeping the 
floor, washing dishes, are identified. Social 
tasks that exist in a specific work setting 
should be task analyzed. The analysis must 
also include the purpose of the task; task 
constraints, the setting,rulesgovemingtask 
performance and the criteria associated with 
successful and unsuccessful performance 
and the relationship between the task and 
other aspects of the individual's life. For 
example, the analysis of ‘having a conver
sations with co-workers* might be;

Initiating a topic

Asking a question

Listening to co-workers

Answering a question

Exiting the conversation

(Chadsey-Rusch, 1986, p. 278) 

INTERVENTION STRATEGIES

Strategies for increasing social compe
tence include ‘some combination of the 
following components:

1) rationale as to why a given 
social behavior is desirable;

2) an opportunity to observe ex
amples of the behavior (i.e., 
modeling);

3) an opportunity to practice the 
behavior, usually in role play

Page 26

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 301

situations; and
4) feedback regarding perfor

mance (Chadsey-Rusch, 1986,
p. 282)."

Social skills refer to the set of be
haviors that allow us to interact appropri
ately with other persons. Only those behav
iors involving interpersonal contact are ad
dressed as social skills. Social skills basically 
fall into four areas; following instructions, 
responding to routine criticism, rational 
problem solving and emotion/anger control.

Several procedures can be used to 
help teach and increase the use of these 
vital skills. These may be utilized separately 
or in combination with each other.

The first useful procedure is the 
teaching interaction. The teaching interac
tion acts as sort of a step by step guide for 
teaching and correcting social skills. The 
procedure has three parts; 1) remediation ol 
the inappropriate behavior, 2) teaching of 
the appropriate alternative, and 3) practic
ing the appropriate. Each of the parts has 
three steps which should be followed sys
tematically and in order.

Parti Steps
Remediating 1. Praise or empathy
the inappropriate statement

2. Description of the 
inappropriate

3. Consequences ’
Part 2
Teacning the 4. Description or
aopropnate demonstration of

the appropriate
5. Rationale
6. Request 

acknowledgement

Module #6
Task Analysis

Part 3
Practicing the 7. Practice
appropriate 8. Feedback on prac

tice
9. Praise

" In teaching a new skill a consequence 
may be nothing more than requiring the 
worker complete the interaction. Itmayalso 
consist of a description of future conse
quences including positive ones.
Following is an example of a teaching inter
action involving teaching following instruc
tions.

Step 1.
Praise/empathy

example
You did a real nice job of looking at me while 
I was talking.

importance
Lets worker know you recognize his 

accomplishments.

Step 2.
Description of inappropriate 

example
But. I gave you an instruction and you just 
stood there without completing the task.

importance 
Specifically lets the worker know what was 
inappropriate.

Step 3.
Consequence

example
Since you aren't able to follow instructions 
you need to practice that skill before you go 
back to work.

importance
Lets worker know what is the outcome of the 
behavior.

Page 27

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 302

Step 4
Description of appropriate 

example
When given an instruction you should say 
“ok" and complete the task right away, let
ting your supervisor know when you are 
done.

importance 
Lets the worker know the expectations of 
the supervisor.

Step 5
Rationale

example
When you say *ok* and follow instructions 
right away, you can earn the money you 
need.

importance
Gives the worker a personalized reason 
why he should engage in the alternative 
behavior.

Step 6
Request for acknowledge 

example
Do you understand? Can you tell me in your 
own words?

importance
Allows the worker to ask questions and lets 
the trainer know if the worker was listening.

Step 7
Practice

example
I'm going to give you another instruction and 
lets see if you can say ‘ok*, complete the job 
and let me know when you're done.

importance 
Lets the trainer know if behavior is in the 
worker's repertoire.

Module #6
Task Analysis

Step 8
Feedback

example
Man, that was great how you came right 
back and said, “I’m done!” 

importance 
Lets the worker know that correct changes 
are acknowledged and provides further 
teaching for weak areas. *

Step 9
Praise/Reward

example
Since you were willing to practice following 
instructions and did so well you may punch 
back in and start making money again.

importance 
Provides immediate reward for exhibiting 
the appropriate behavior.

Incidental Teaching

An unplanned interaction like the one 
above is an example of incidental teach
ing. Incidental teaching, an effective tool for 
teaching and maintaining social skills, the 
trainer simply uses occasions when a worker 
is either responding correctly to natural 
stimuli, “caught being good”, or is respond
ing incorrectly to those stimuli to teach.

Any emission of all or part of a desir
able social skill should be occasion forthe 
trainer to supply very specific praise forthat 
behavior, as well as providing rationales for 
how that behavior benefits the worker. Inci
dental teaching is effective because the 
learning occurs in the exact environment 
and in response to the natural cues where it 
is expected to occur.

When the worker responds incor
rectly. exhibits an inappropriate social be
havior, the teaching interaction mentioned 
earlier is an effective method. Incidental 
teaching should not equate to constant
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reprimands, but rather should be ap
proached positively and with the empha
sis on reinforcing appropriate behavior not 
punishing inappropriates.

Self Management Training

The ultimate goal of any social skill 
training should be tothe worker indepen
dently managing his/her own social behavior 
by relying on natural cues and internal 
controls. Several strategies that can be 
used alone or in combination with other 
techniques described below.

Environmental planning is a basic 
approach that may be used initially with 
severe social skiil deficits. It involves alter
ing the environment so that either the stimu
lus that precedes the inappropriate social 
behavior or the consequence that follows it 
are changed or removed. For example a 
new worker who consistently exhibits se
verely inappropriate social behavior in the 
presence of opposite sex co-workers may 
be helped by initially working in an environ
ment where there are no opposite sex 
workers, but as training occurs, the worker 
can be slowly moved in closer proximity to 
opposite sex co-workers.

Several self instructional tech
niques are available that may assist work
ers to interrupt their maladaptive or undesir
able behavior and to produce task relevant 
and situation- appropriate strategies and 
behaviors, specifically rational problem 
solving and anger management.

While each program is adapted to meet 
individual abilities they all have sim ilar steps. 
First, each one attempts to have the worker 
recognize that the problem or behavior is 
occurring and to define the problem. Sec

Module #6
Task Analysis

ondly. they all attempt to interrupt the be
havior long enough to consider the conse
quence of the behavior and any alternative 
behaviors that may be more appropriate.

S.O.D.A.S. is one self instructional 
procedure. It can be useful in enhancing 
problem solving skills forsome workers, but 
may be too complex for others. '

State the problem

stress objective description

Option

List at least two (during 
training one should be the 
maladaptive choice)

Oisadvantages

What are the negative conse 
quences of each option (for myself 
and others) list 1,2,3...

Advantages

What are the positive re 
wards for each option (list
1.2,3...)

Solution

Which option had the fewest 
negative and most positive 
consequences
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EXAMPLE 1. SODAS PRACTICE SHEET

Example 1 illustrates an actual visual 
aid that can be used in the eariy training of 
Rational Problem Solving for workers who 
possess reading and or writing skills.

Training SODAS or similar proce
dures includes modeling, role playing, prac
tice and a reinforcement procedure.

Stop, Think, Decide

This technique has been successful 
for individuals requiring a less complicated 
method for problem solving. It can be par
ticularly useful in anger management. Es
sentially it involves the same chain of 
thoughts, but requires less abstract cogni
tion.

STOP Involves rehearsing a  single 
sentence that is personal, self generated 
and designed to recognize and interrupt the 
behavior. For example. “ I'm really mad right 
now, but I don't want to wreck my whole 
day."

THINK lif the worker is now deter
mined not to exhibit a particular behavior 
then some other alternative must replace it. 
For example, “Well if I'm not going to hit him, 
what else can I do to feel better?" Through 
suggestions and guidance appropriate re
sponses, such as asking for time alone can 
be generated.

DECIDE This step simply puts into 
action the thoughts generated in Think and

may include a self reward statement like,” 
Hey I handled that pretty well."

In teaching the use of either of these 
techniques trainers must be very positive 
and help ensure that the worker is rein
forced for using the technique.

Conferences and Role-playing'

While this procedure may not be fea
sible in some job settings, individual confer
ences can be a useful forum for teaching 
and maintaining social skills. A conference 
is simply a regularly scheduled time when 
the worker and the trainer meet to review 
progress. Conferences serve three pur
poses. First, it is an opportunity for the 
trainerand the workerto build a relationship, 
without which other training will be ineffec
tive. The trainer should show an interest in 
the progress and interests of the worker and 
be willing to listen during the conference. 
The second function of the conference is to 
review progress on social, as well as other 
target behavior goals. The third function of 
the conference is to role play and practice 
those problem social skills that need more 
attention than can be supplied in the natural 
work setting. For example, some behaviors 
occur too infrequently in the natural envi
ronment for incidental teaching to be ef
fective in shaping the behavior.

Role playing should be considered 
just another tool to teach social skills and 
should not be relied on to completely fulfill 
the need. Role playing is very useful in 
providing a confidential and comfortable 
setting away from the immeaiate work area 
arc co-workers to practice cr receive feed
back.

Roie plays should not be an activity 
wnere the trainer dictates what the worker 
should say or do. It should be a process in 
wmcn the trainer guides the worker toward 
creating for him/herself an appropriate re- 
socnse to specific circumstances.
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Module #6 
Task Analysis

Exercise 6.1

Rewatch part one (task analysis) of the video tape and develop a task analy
sis on the attached form as per instructions.
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EMPLOYEE:_____________________________ SITE:
TASK #:   TASK :

DATE
STIMULUS RESPONSE CONDITION(s)

25
24
23
22
21
20
19
18
17
16
15
1 4
13
1 2

1111
1 1 01 1
1 9 1 1
1 8 1 1
1 7 1 1
1 6 1 1
i 5 I 1 1 1
! 4 1 1 1 1 1 ! 1 ,
1 3 1 1 1 | I I I ]
i 2 i I ' l l 1 1 1
1 1 1 1 1 1 1 1 1 1

STARTI I I I I I I I I I I I
STOPj T I I I I I I i I i

TOT MIN I j I I I I I I I I I I
UNITS I I I i I i I I I I
rateI i j I l I l l I I i I

CONOmONS:_______________ ERRORS:
a IA
b IB
c 1C
d ID
e 'C
( ir
<5 IG
h

CRITERION
RATE:

QUALITY:
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Exercise #6.2

Module #6
Task Analysis How will you fade your assistance?

SKILL TRAINING

Instructions: This is a practical exercise 
that is to be conducted with your Master 
Trainer. As a Job Coach yourassignment is 
to teach the consumer how to fold and 
package T-shirts. Inordertodothatyouwill 
need to prepare: 1) a description of the 
consumer, 2) a task design. 3) a task 
analysis, and 4) a teaching strategy.

How did you design the task? What factors 
did you take into consideration in the design ?

List the types of reinforcement you will 
use that are specific to the consumer you 
will be teaching.

List specific types of assistance you might 
anticipate using with this consumer (eg. 
prompts, verbal, modeling)

Conduct the skill training with a consumer 
following your plan. This training is to be 
done m the presence of the Master Trainer.
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Task Analysis

Exercise 6.3

Data Analysis

Review the attached task anaylsis data 
sheets, analyze the data and decribe the 
problem(s), and develop a strategy to 
remediate.

L . Data Sheet# 1

a. Problem(s)

b. Remediation

D_ Data Sheet # 2

a. Problem(s)

b. Remediation

HL. Data Sheet # 3

a. Problem(s)

b. Remediation
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EMPLOYEE__________
TASK 4: Scraping dishes

SITE: 
TASK :

OATE 6/18 1
CONOITION(s) 1

STIMULUS RESPChSE
Travs clean Reoeat until cart is emotied 20 * ♦ ♦ ♦ ♦ ♦ ♦ ♦
Trav liner rolled Throw garbaqe awav 1 9 * ♦ ♦ + ♦ ♦ ♦ ♦ + ♦
Glasses in rack Roll trav liner 1 8 ♦ ♦ ♦ ♦ ♦ ♦ ♦ ♦ + ♦
Glass emotv Place glasses in rack 1 7 * + ♦ ♦ ♦ ♦ ♦ + ♦
Glasses in hand Emotv liquids 1 6 + «► ♦ ♦ ♦ ♦ ♦ + ♦ ♦
Cuos in rack Pick uo glasses 15 * ♦ ♦ ♦ + ♦ ♦ ♦ ♦ ♦
Empty cups Place in rack 1 4 E ♦ ♦ ♦ ♦ ♦ ♦ + . ♦
Cuos in hand Emotv liquids 13 * ♦ ♦ ♦ ♦ ♦ ♦ ♦ ♦ +
Silverware in tub Pick uo cuos 12 D ♦ ♦ ♦ ♦ ♦ ♦ ♦ ♦ ♦
Silverware in hand Place silverware in tub 1 1 ♦ ♦ ♦ ♦ ♦ ♦ ♦ + ♦
Small dishes stacked Pick uo silverware 10 A
Small dishes in hand Stack dishes to side 9 * ♦ ♦ ♦ ♦ ♦ ♦ + ♦ +
Bowls stacked Pick uo small dishes 3 C + ♦ ♦ ♦ ♦ ♦ ♦ ♦
Bowls in hand Stack bowls to side 7 +■ ♦ * 1 * ♦ ♦ ♦ ♦ +
Plates stacked Pick uo bowls 5 * * ♦ 1 * ♦ ♦ ♦ * I * ♦
Plates in hand Stack olates to side 5 A A A A A | A
Lids on counter Pick uo olates 4 * * * * * 1 * *
Uds in hand Place lids uoside down to far riqntl 3 B B ♦ 1 * ♦ ♦
Travs on counter Pick uo lids 2 * D *  1 * ♦ ♦ 1 * 1 * 1 * ♦
Cart at work station I Place two travs on counter 1 0 D D 0 0 0 D D D 0
CRITERION STOP I I I 1 1 1
RATE: S trays in IS minutes TOT MIN 1 1 1 1 1
QUALITY: Trays free of ooiecfs and all UNITS I I ! ! I 1 1 I

dishes out m cstree, 'ccation RATE! 1 1 1 1 I ! ! ! !

CONDITIONS: ERRORS;
a 3roken dishes IA Manipulation
b Garbage full IB Discrimination
le Excessively dirty disnes 1C Sequencing
Id Hian patient count 1C initiation

IE Pacing
IF

Ic

“ASK ANALYSIS DATA SrE=i 41 ' ' Assume Jco Coach in close
Exercise 6.3 proxirr.iiy to .vorker while training.
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BAPLOYEE: SITE:
TASK »: Scraoinq d is h e s TASK :

D A T E 6 /1 8 S» 1 9 6 /2 0 6 /21 6 /2 2 6 /2 3 6 /24 6 /25 6 /26

C O N O I T I C N ( s )

S T IM U L U S R E S P O N S E

T r a v s  c le a n R e o e a t  u n t i l  c a r t  is  e m p t i e d 2 0 ♦ ♦ E * ♦ ♦ ♦ ♦ ♦
T r a y  l in e r  r o l le d T h r o w  q a r b a q e  a w a v 19 + + + + ♦ ♦ ♦ ♦
G la s s e s  in  r a c k R o l l  t r a v  l i n e r 1 8 E E E ♦ ♦ ♦ + ♦ ♦
G la s s  e m D ty P la c e  q l a s s e s  in  r a c k 1 7 E E E ♦ ♦ + + +
G la s s e s  in  h a n d E m o t v  l io u id s 16 ♦ ♦ E *• ♦ ♦ ♦ ' ♦ ♦
C u o s  in  r a c k P ic k  u o  q l a s s e s 1 5 ♦ ♦ E ♦ + + ♦
E m o tv  c u o s P la c e  in  r a c k 1 4 E E ♦ ♦ + + ♦
C u o s  in  h a n d E m o t v  l iq u id s 1 3 + E ♦ ♦ ♦ + ♦ *
S i l v e r w a r e  in  tu b P ic k  u p  c u o s 1 2 C E ♦ ♦ + + ♦ ♦
S i l v e r w a r e  in  h a n d P la c e  s i l v e r w a r e  in  tu b 1 1 * * ♦ ♦ ♦ + * ♦
S m a l l  d is h e s  s ta c k e d P ic k  u o  s i l v e r w a r e 101 B * ♦ ♦ ♦ ♦
S m a l l  d is h e s  in  h a n d S t a c k  d i s h e s  to  s id e 9 * * ♦ * I «. +
B o w ls  s t a c k e d P ic k  u o  s m a l l  d i s h e s 3 c * 1 - ♦ + +
B o w ls  in  h a n d S t a c k  b o w ls  to  s id e 7 4. ♦ 1 * * 1 * 1 ♦ ♦ *
P la t e s  s t a c k e d P ic k  u o  b o w ls 9 C C 1 * 1 * 1 + 1 + ♦ * +
P la t e s  in  h a n d S t a c k  o l a t e s  to  s id e 5 * *  1 * 1 * 1 ♦ 1 * 1 ♦ +
L id s  o n  c o u n te r P ic k  u o  o la t e s 4 A * * «■ * * I * ♦ +
L id s  in h a n d P la c e  l id s  u o s id e  d o w n  to  ta r  n q n t l  3 * * * * ♦ 1 + +
T r a v s  o n  c o u n te r P ic k  u o  l id s 2 * * * * ♦ ♦ + + ♦
C a r t  a t  w o r k  s ta t io n  i P t a c e  tw o  t r a v s  o n  c o u n t e r 1 * ♦ * * ♦ ■¥ ♦ I +> ♦
CRITERION S T A R T 3C 0 3 '3 0 i 9 '30 i 9 30 9:30 9:30 9:30i 9:30 9:30

RATE: 5 trays in 1S minutes STOP ! l 0 : is | l0  OoilO OOl 9 5 0 t l0*05 10:30 94S 9:45 10:00

QUALITY: T ra ys  tre e  o t o o ie c ts  a n d  a ll T O T  M I N I 4 5 3 0  1 3 0 2 0 3 5 3 0 1 5 15 30
disftes pu t In correct location U N I T S 33% 50% so% 75% 43% 5or.|ioo% iioon SO%

r a t e ! l

C C N C IT IC N S : E R R O R S :

a  B r o k e n  d is h e s A M a n i o u l a t i o n

[b Garbage full_____________________________ IB Discrimination
Ic excessively dirty dishes_____________________ 1C Sequencing
a Kiqn oatient count ID Initiation
e IE Pacmq
f IF
9 IG
h IH

TASK ANALYSIS DATA SHEET *2 ' ' Assume Job Coacn in close
=.<erc:se 3.3 oroximity :o worner 'Anile training.
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EMPLOYEE; SITE:
TASK »: Scraoinq dishes TASK :

DATE 6M0
CONDlTICN(s)

STIMULUS RESPONSE •  •
Travs clean Reoeat until cart is emptied 1201 * 4 4 4 4 4 4 4 4 4

Trav liner rolled Throw garbaqe away 11 91 * 4 4 4 ♦ 4* 4 4 4 4

Glasses in rack Roll trav liner M8I * ♦ 4 4 4 4 4 4 4 4

Glass emotv Place qlasses in rack i 1 7| *. 4 4 4 ♦ 4 4 4 4 4

Glasses in hand Emotv liquids 11 61 * 4 4 ♦ 4 4* 4 4 4

Cuos in rack Pick uo qlasses 11 5 ♦ 4 4 4 4 4 4 4 4 4

Empty cuos Place in rack 11 4 ♦ 4 4 ♦ 4 4 4 4

Cuos in hand Emotv liquids 11 3 4 4 4 ♦ 4 4 4 4 4 ’ 4

Silverware in tub Pick uo CUOS 11 2 ♦ 4 4 ♦ 4 4 4 4 4

Silverware in hand Place silverware in tub h i ♦ 4 4 4 ♦ 4 4 4 4 4

Small dishes stacked Pick ud silverware 11 0 4 + * 4 4 4 4 4 4 4

Small dishes in hand Stack dishes to side I 9 I * ♦ ♦ 4 4 4 4 4 4 4

Bowls stacked Pick uo small dishes I 8 | * 4 ♦ 4 ♦ 4 4 4 4

Bowls in hand Stack bowls to side i 7 I * 4 4 ♦ + 4 4 4 4 4

Plates stacked Pick uo bowls I 5 ! * ♦ * I * 4 4 4 4

Plates in hand Stack olates to side I 5 I * 4 * i * 4 4* 4 4 4 4

Lids on counter Pick uo olates i 4 ! * 4 I ♦ I 4 4 ♦ * I ♦ 4 4

Lids in nand Place lids uoside down to far riqntl 3 I * 4 I « . I * 4 4 4 4 4 4

Travs on counter Pick uo lids I 2 I * • 4 I 4 I + ♦ 4 4 4 4 4

Cart at work station Place two trays on counter I I I * 4  I ♦  I 4 ♦ 0 0 4 0 D
CRITERION START! I I I
RATE: 5 travs in IS mmufes STCPl i 1 1 1 i I
CUAUTY: Trays free of oo iecs and all TO T M IN  j I 1 I 1 I I 1 !

disnes put in correct location U N ITS I 1 1 i 1 1 1 1 1 1
RATE: I i

CCNDmCNS: ERRORS:
a 3roken dishes !A Manipulation
b Garoaae full IB Discrimination
c Excessively dirtv dishes IC Seauencinq
d Hiqn oatient count ID Initiation
e !e Pacinq
f IF
G IG
lh !H

TASK ANALYSIS DATA SHEET 43 ' ' Job Coacn started to fade pnysically
Exercise 5.3 from proximity to worker.
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Exercise #6.4

Social Behavior

Below is a scenario involving a lack 
of appropriate social behavior. Utilizing the 
steps described in the readings, describe a 
possible teaching interaction forthesituation. 
You will not be able to make it as personal as 
is desirable since you do not have personal 
knowledge of the worker.

Joe is a 35 year old man who expe
riences moderate mental retardation. This 
is Joe's first job since moving from the 
institution where he resided most of his life. 
Joe is verbal, but rarely speaks to anyone 
unless asked a direct question. This has 
been a concern of the manager of the 
business where Joe is training as a janitor. 
Frequently patrons will enter the front door 
greeting Joe as he performs his duties. The 
manager believes Joe’s refusing to return 
the greeting is unsettling to his customers.

Describe a possible interaction you might 
use upon observing this interaction.

Praise/Empathy

Module #6
Task Analysis

Consequence

Description of Appropriate

Rationale

Request for Acknowledgement

Practice

Feedback

Description of 
the Inappropriate

Praise
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Module #6
Task Analysis
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Module #7
Follow-Along

TABLE OF CONTENTS

Summary:

Follow-along Services 
Safety Nets for Supported Employees 
Follow-along Services: Definition 
Follow Along Service Elements:

P g -1-2 
Pg. 2-4 
Pg. 4-6

Supervisor 
Co-Workers 
Family/Care Providers 
Worker/Employee

Pg. 6 
Pg. 6-7 
Pg-7  
Pg. 7-8

Readings:

7.1 Strategies for Training and Ongoing Support. L  Noren, & AJ.Gantenbein
7.2 Developing a Long-Term Follow-Up Program, F.R. Rusch
7.3 Strategies in the Follow-up of Moderately and Severely Handicapped Competitively

Employed Workers, M. Hill, P.CIeveland. P. Pendleton, P. Wehman.

Exercise:

7.1 Follow-along Service Plan
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Module #7
Follow-Along

MODULE# 7 CHECKLIST

Exercise 7.1

Post Test

Comments:

To be signed by Master Trainer upon successful completion.

Master Trainer's signature Date
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FOLLOW - ALONG SERVICES

An essential part of remaining em
ployed in supported employment is the 
availability of ongoing supports. Once the 
supported employee has learned the basic 
skills of the job, follow-along services can 
begin.

A major concern of follow-along 
services is the early identification of 
problems so they may be remediated to 
prevent the employee from losing their job. 
Examples of types of follow-along supports 
are: instruction, advocacy, supportive 
counseling, family support, arranging 
medical care, monitoring medication, fi
nancial support, etc.

The frequency and duration of visits 
and services should be planned to meet the 
support needs of the worker. Planning 
needs to take into account input from the 
worker, the employer, and co-workers. 
The plan needs to reflect a proactive ap
proach. Information is to be provided to the 
employer on potential problem areas that 
may arise and identify with the employer, 
supports that may be required. It is essential 
that you be available when there is a prob
lem on the job.

Again, it is important to keep in mind 
that employers are in business and do 
not always see the world from a human 
services perspective.

As an employment specialist, you 
may be called upon to act in an advocacy 
role on oerialf of the supported employees. 
This role as an advocate may prove to be a 
key to success and quality issues in the job.

Program evaluation is critical to

Module #7
Follow-Along

success of supported employment. Feed
back on your performance may be obtained 
from sending out a prepared form to the 
employer.

Termination of support services is a 
mutual decision arrived at between the con
sumer, the planning team, the employer, 
and the employment specialist. "Contin
gency plans need to be made with the 
employer in the event there are problems. 
The success of supported employment is 
determined by keeping supports in place for 
as long as necessary to ensure job retention.

Follow-along support services 
relate to three variables: the sup
ported employer, the job, and the 
service organization (Buckley, Monk 
& Sandow, 1990) and are designed 
to assure the employee and employer 
that assistance is available when 
needed.

Recommendations for Meeting Em
ployer Needs-

1. Follow-along activities which 
are important to employer 
satisfaction with supported 
employee fall into 3 general 
categories: evaluation of the 
suoported employee, addi
tional training and supervision, 
and personal relations.

2. There are 12 follow-along 
activities which maintain Job 
Coach responsiveness to 
employer needs:

a. Assist in clarifying work
schedules (forexample. when 
to come to work, changes in 
schedules, extra hours, days 
off.)

0. Provide additional supervision
when the supported employee 
reouires more supervision

Page 1
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than other employees.

c. Call or visit from time to 
timejustto see how things are 
going.

d. Mediate between supported 
employee and employer/co
workers regarding interper
sonal relationships, response 
to supervision, and/or com
munication skills.

e. Assist the supported em
ployee in negotiating benefit 
and compensation issues 
such as pay increases, time 
off, or job changes.

f. Provide information to em
ployer/co-workers about non
work related issues such as 
vacations, changes at home, 
family problems, that might 
affect job performance.

g. Assist in solving health and 
safety concerns.

h. Provide spot training and/or 
supervision if performance

. deficiencies are observed
during routine visits.

i. Periodically work with the 
supported employee to in
crease speed or efficiency.

j. Provide additional training to
increase the supported 
employee's ability to perform 
a broader range of job duties.

k. Assist co-workers to provide
feedback, instructions, and/or

Module #7
Follow-Along

friendship to the supported 
employee.

Routinely solicit feedback 
about the supported 
employee's job performance.

3. Job Coaches should 
solicit feedback from 
employers regarding 
their satisfaction with 
time spent in specific 
follow along activities.

4. Employer satisfaction 
is related to customer 
service. Providing 
customer service 
should be a critical role 
of the Job Coach to 
ensure long term suc
cess of the supported 
employee.

(Wara.Dowrtck.i Welland, 1991)

SAFETY NETS FOR 
SUPPORTED EMPLOYEES

(reprinted from 'Supported gmolovmenl. 
info Lines. Vol 2. May. 1991)

" . . .  m oving from oneness to sepa
rateness.... we find that we are nei
ther safe nor free...as we extend the 
realm and reign o f our consciousness 
and competence we will find ourselves 
moving farther and farther from home. ”

Judith Viorst, Necessary Losses.
Anything worth achieving involves 

some risk. Experiencing the fruit of success

Page 2
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in the community includes the potential of 
losing it. Inevitably, some people are be
tween jobs some of the time in SE pro
grams. The problems that result from insta
bilities in the community job market may be 
the most widely mentioned concern in mov
ing facility-based services toward supported 
employment. After all, one of the purposes 
of sheltered settings was as a ‘secure place 
to go’ for set hours each day.

But having ’down time" really has 
neverbeen resolved in sheltered settings. It 
often involves simulated work, no work or 
work spread out to more people fora longer 
time than necessary.

Those who have experienced suc
cess in SE have noted that issues related to 
unemployment are much fewer than was 
feared. And good SE practices can ac
commodate difficulties that do arise.

Expect and Plan for Career Changes

Very few of us remain indefinitely at 
the same job. This is particularly true for 
inexperienced workers in entry-level jobs. 
Service providers often neglect to plan for 
job changes or refuse to notice signs of 
“bum-out'ordissatisfaction. They then may 
be caught off-guard when someone loses or 
quits a job.

Job changes are natural. While sta
bility from a well-matched position is desir
able. it may take some time to fully explore 
the many job paths open and to find the right 
“fit."

Job loss shouldn't be seen as a fail
ure. but as a learning opportunity for the 
individual and the service provider. Staff 
should spend time with a worker in a secure 
setting where she/he feels comfortable, re
viewing the positive expenences and the 
things that didn't work.

Expenencing a job less is an excel

Module #7
Follow-Along

lent time to explore career desires and to 
reevaluate expectations and strategies. The 
individual may have discovered information 
about work tasks he/she prefers, work set
tings which are enjoyable ortasks and envi
ronments to avoid.

Underemployment

In our rush to provide many persons 
with job opportunities, weoften neglect those 
who are already working but not to their 
capacities. Somepersonsobtainjobswhich 
have too few hours or too little responsibifi- 
ties. These individuals are “underemployed* 
and need support around further job devel
opment and in meaningful pursuits during 
non-work hours.

People working significantly below 
their potential are at prime risk of becoming 
frustrated and having a poor work experi
ence. Attending to their growth and devel
opment can be as critical as helping someone 
unemployed.

Utilize Non-Work Time for 
Career Development

Finding a job can almost be a full
time pursuit. Job hunting activities include a 
wide range of expenences and preparation, 
including tours of businesses, preparing 
resumes, meeting with job support staff, 
reviewing ads and so on. These aspects of 
job networking are a good investment of 
time when between jobs.

Relationship building is another criti
cal part of job networking. Helping individu
als set up informational meetings with local 
business persons for lunch or coffee is a 
useful activity which can lead to job possi
bilities. Sending letters of interest, rework
ing a resume, or building a reference file are 
other worthwnile activities which can lead to 
a new position.

Page 3
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Tutoring/Classes on .loh 
Seeking and Job Keening

Although SE philosophy does not 
require “work readiness’ training for indi
viduals to be eligible for community employ
ment, this does not mean that people with 
disabilities will not benefit from training on 
“success on the job.’

There should be no requirement of 
completing a training curriculum before ex
ploring job opportunity. But tutoring in job 
success can complement on-the-job train
ing nicely and help with job seeking during 
times of little or no work.

Develop Flexible Arrangements 
with “Host Companies’

Some agencies cultivate relation
ships with a few employers who are flexible 
enough to offer short-term tryouts, tempo
rary positions and flexible scheduling ar
rangements for employees. Employees 
between jobs or needing a second part-time 
job can move into one of these flexible 
scheduling arrangements for employees. 
Employees between jobs or needing a 
second part-time job can move into one of 
these flexible job positions on a temporary 
basis.

While this is no employment solution 
or a career step, it offers a safety net of 
wages and work for those who are flexible 
enough to step Into a new job with little long
term secunty.

Utilize Community Resources

Assisting an individual to become 
involvedin volunteerorcivic pursuits outside 
of work hours can have a numberof benefits. 
These activities are an important aspect of 
community integration and participation.

Module W7
Follow-Along

Leisure or volunteer pursuits can also 
be used to fill a gap In a person's daily 
schedule or expand to cover a larger part of 
the day if an Individual finds him or herself 
between jobs for a time. Memberships in 
clubs, groups and other informal associa
tions are also a good source of new job 
leads. Case managers and vocational 
agency staff can combine their involvement

FOLLOW-ALONG SERVICES: 
DEFINITION

Follow -Along Services - A method 
of regular ongoing assessment of 
a worker's progress and perfor
mance in order to provide timely 
proactive intervention and sup
port.

Once the worker has learned the job 
and the trainer has reduced his/her 
direct intervention time at the job site, 
it is critical that a method for regular 
ongoing assessm ent of the 
worker's ongoing progress be devel
oped. This on-going assessment is 
known as follow- along and it allows 
for systematic monitoring of aworker 
to ensure maximum job retention.

Follow along services can last for an 
indefinite period of time.

The purpose of follow-along is to as
sure both the employer and the em
ployee that the assistance is avail- 
aole snculd a need arise. Without 
this assurance of the availability of 
intervention, the worker is “at risk’ 
of termination due to small changes 
in the work environment.

The follow- along process is designed 
;o avert the traditional “revolving 
door” worker.

Page 4
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Follow-along services should be 
proactive, addressing ail factors that 
could influence the stability of a 
worker's job including:
a. new management
b. new co-workers
c. changes in daily routine
d. family problems
e. problematic work behaviors

Follow along services should allow 
for worker career development. The 
employment specialist must be able 
to identify the readiness signs for job 
change and must be a facilitator in 
that process.

Module #7
Follow-Along

In order to provide efficient and ef
fective follow along services, you 
must be able to identify:
a. who vou need to contact
b. what you need to know from

the contact
c. how to contactthe individuals
d. when to contact the individu

als

Job performance is influenced by 
numerous factors any one of which 
could interfere with a worker's ability 
to retain his job.

The “normal" worker may be able to 
balance these factors against job 
requirements and successfully keep 
his employment system in check. 
However, for the individual with se
vere disabilities, each factor, no 
matter how small, may cause the 
balance to tilt, resulting in job loss.

Some of these factors that may influ
ence job performance are:

a. Supervisors

b. Family/Care Providers

c. Co-workers

d. Work Environment

e. Worker's Personal Concerns/ 
Problems

f. Medications

g- Substance Abuse

h. Leisure/Recreation Needs, 
Schedule

i. Changes in Job Routine

j- Problematic Work Behaviors

k. Peer Pressures

I. Seasons

m. Transportation Change

n. Financial Concerns

Now that we have identified some of 
the factors that may influence job 
performance, we need to develop a 
systematic method for periodically 
assessing their impact on the worker's 
job performance. Remember, your 
goal is to maintain a balance between 
the worker and his/her job.

The main sources of information 
about the worker's progress and 
performance are:
1. supervisors
2. co-workers
3. family/care providers
4. workers, themselves

Let's examine what information you
Page5
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need to receive from each of these 
Module #7 
Follow-Along

sources, how to receive that infor
mation, and when to receive that 
information.

FOLLOW ALONG 
SERVICE ELEMENTS

L5UESRV15QBS 

Information Needed:

Work Behaviors: Punctuality —
arrival/breaks 
and meals

Attendance

Appearance

Flexibility

Interaction/ 
Communica
tion with Co
workers

Interaction/ 
Communica
tion with 
Supervisor

Initiative

On Task

Work Performance: Work Quality

Productivity/ 
proficiency — 
knowledge of

the job

Activities To Acquire Information:

Written Evalua
tion form

On-site visit

Telephone
contact

Timeline tor Information Gathering

Weekly first 
month

Bimonthly next 
two months

Monthly next 
two months

Quarterly there
after

2. CO-WORKERS

Information Needed:

Work Behaviors: Punctuality

Attendance

Appearance

Interaction with

Co-Workers

On Task

Work Performance: Work Quality

Productivity

Page 6
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Changes in Job 
Routine

Changes in 
Management

Changes in Work
ing Conditions

Activities to Acquire Information:

On-site visit (infor
mal discussion)

Module #7
Follow-Along

Timeline for Information Gathering:

Weekly first month

Monthly thereafter; 
as needed

3. FAMILY/CARE PROVIDERS

Information Needed:

Worker's Home Preparing for work
Behaviornumber/
type of incidents Appearance

Worker's Work Enjoyment of job
Attitude

Attitude toward co
workers, supervisor

Transportation
concerns

Financial Concerns

Motivation

Upcoming home 
events

A Statewide Training Model 324

Activities To Acquire Information:

Family/Care Provider

Questionnaire

Family Visit-

Telephone Contact

Timeline for Information Gathering:

Biweekly first month 
(telephone or site)

Monthly with progress 
report thereafter

4. WORKER/EMPLOYEE

Information Needed:

Problems/Concerns 
on the job (co-work 
ers. supervisors, 
schedule, expecta
tions) at home

Budgeting/Money 
handling; Benefits

Comfort, enjoyment 
of job

Personal impressions 
of work behavior and 
performance

Changes in Routine 
(vacations, appoint
ments, medications, 
etc.)

Leisure/Recreation
Concerns

Page 7
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Activities to Acquire Information:

On-site visit (informal 
discussion and be
havior and/or task 
analytic recording 

sheets)

Telephone contact

Site visit report

Progress report

Timeline for Information Gathering: 

Weekly first several months 

Biweekly next several months 

Monthly thereafter

(FalnmatharS Fergus, 1987).

Module #7
Follow-Along
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Module #7
Follow-Along

SAMPLE EMPLOYER EVALUATION

Please take a few minutes to answer the questions on this evaluation form. The 
information you Will provide will be used in accessing the Supported Employment Program's 
strengths and weaknesses as well as those of the Supported Employment employee*. It is also 
intended to give businesses an opportunity to express any concern they wish to have 
addressed. Please feel free to make any comments, criticisms or suggestions. Your input is 
crucial to the success of your employee and the Supported Employment Program. ’

EMPLOYEE NAME: DATE:

COMPANY NAME:________________  MAILING ADDRESS:

How would you rate. . .  __ ________________

. . .  the overall performance of the employee as compared to the general performance of 
other employees in similar positions?

poor) | below average | | average | | above average | | superior [ |

COMMENTS:

. . .  the employee's punctuality?

poor) | below average | [ average | |above average | [superior | |

COMMENTS:

. . .  the employee's attendance?

poor) | below average j ^ j  average] [above average [ |superior| |

COMMENTS:

. . .  the employee's attitude toward their work?

poor] [ below average [ [ average | [ above average | | superior | |

COMMENTS:

. . .  the dependability of the employee?

poor) | below average | [ average | [ above average superior | |

COMMENTS:

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 327

Module #7
Follow-Along Sample Employer Evaluation Cont

If any of these areas are of special concern, please contact Peter MacHugh, Director of 
Community Based Programs at (914) 471-0176. We recognize that continuing support 
services are necessary for employee success; therefore, we want to be alerted to even small 
areas of concern.

Would you say your company's involvement in the Supported Employment Program has 
improved the morale of any of the other employees?

n o Q  yesQ COMMENTS: "

How would you rate the cost effectiveness of the Supported Employment Program in terms 
of hiring, training and supervising the employee?

not cost effective | [ cost effective very cost effective Q

Do you feel you received enough information from the Supported Employment staff to feel 
comfortable assuming a supervisory role with the disabled employee? Please comment.

How effective is the Supported Employment staff from the Supported Employment Pro
gram?

not effective Q ]  effective □  very effective □

How would you rate the overall professionalism of the staff from the Supported Employ
ment Program?

not professional I I professional very professional Q ]

Do you wish to meet with a representative from the program at this time to discuss any 
issues addressed on this evaluation or otherwise?

no □  yes □

Would you recommend the (name of your program) to other area businesses?

no □  yes □
COMMENTS:

NAME;'S) OF THOSE INDIVIDUALS COMPLETING THE FORM:

__________________________________________________________  TITLE. _________________________

__________________________________________________________  TITLE: _________________________

P H O N E # :________________________________________________ DATE: _____________________ _

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 328

READINGS

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 329

Module #7 

Follow-Along 

Recommended Readings

Hill, M., Cleveland, P., Pendleton, P., & Wehman, P. (1982). Strategies in the follow-up 

o f moderately and severely handicapped competitively employed workers. In P. 

Wehman & M. Hill (Eds.), Vocational training and placement o f severely disabled 

persons. 3 (pp. 160-171. Richmond, VA: Virginia Commonwealth University, 

Project Employability.

Noren, L. & Gantenbein, A. (1990). Strategies for training and ongoing support. In B. 

DePoint (Ed.), Tools o f the trade: A hands-on training program for supported 

employment personnel. Minneapolis: RISE.

Rusch, F.R. (1986). Developing a  long-term follow-up program. In F .R  Rusch (Ed.), 

Competitive employment issues and strategies (pp. 225-232). Baltimore: Paul H. 

Brookes.
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Exercise #7.1 

FOLLOW-ALONG 

Case Example

You are the assigned job coach for 
Sharon. Sharon is starting a job at a local 
motei;yourtaskis to train herto fold laundry. 
A timeron the dryer buzzes when the drying 
cycle is finished and marks the beginning of 
her job. The task includes unloading towels 
and washcloths from the dryer. There are 
approximately 30 washcloths, and 30 tow
els in each dryer load. Washcloths and 
towels are to be piled in separate stacks of 
ten each.

Module #7
Follow-Along

Instructions: Develop a  follow-up
plan for Sharon. List the steps you will take 
and be thorough. Provide the rationale for 
your decisions, for example, that you will 
visit Sharon at the motel 2 times per week to 
monitor the quality of her work and provide 
reinforcement.

Where necessary, provide infor
mation that you create about Sharon and 
the job that support your plan.
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INTEGRATION

Definition

f. Physical Integration: opportunities
to engage in activities and to use 
community resources used by typi
cal citizens.

2. Social Integration: opportunities to
develop meaningful relationships with 
non-disabled persons who are not 
paid care providers.

(Chadsey-Rusch, 1990)

Rationale

1. Federal requirements of Supported 
Employment: The federal definition’s 
minimum standard is that a work site 
can only be considered integrated 
when eight or fewer persons with 
disabilities work together in a location 
not adjacent to another disability 
program.

2. Enhancement of quality of life: Ben
efits derived from social contact and 
interaction with non-disabled persons 
are twofold: 1) enhancement of the 
person’s social image and perceived 
valueto others, and 2) enhancement 
of the person’s competencies.

3. Normalization: Values underlying this 
principle are that persons with dis
abilities should be afforded opportu
nities for normal life expenences. 
relevant instruction to develop skills 
and competence, and on-going 
succort to maintain employment in a 
ncn-segregated environment.

Module #8
Integration Integration Opportunities. Demands, and 

Supports

1. Identify social and physical integra
tion opportunities: The first step is to 
determine the type and nature of 
events at the work site that may serve 
as opportunities for social and 
physical integration for workers. The 
next step is to facilitate worker par
ticipation in those events so that their 
inclusion in the “normar work envi
ronment and activities become rou
tines.

For example, worker schedules for 
breaks snould be the same as other 
workers. Tone down your interac
tions to approximate those used in 
the environment, that is. thin sched
ules of social praise; use plain lan
guage to give instructions.

2. Identify social demands of the 
worksite: Observe the protocols of 
the environment; what style of inter
action do other workers have with 
each other what are normal company 
policies and procedures; what are 
the tolerances and expectations for 
employee performance: are there 
times wnen the atmospnere and so
cial demands change, etc.

3. Identify community resources awav 
from the worksite: Identify commu
nity resources the worker can use. 
For example, public transportation, 
local restaurants for lunch.

4. Identify supports: In order to en
hance the identified opportunities for 
social and physical integration, the 
next step 'S to determine what sup
ports anc training the worker will need 
to take acvantage of tneocportunity.

Page 1
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Identify and get to know key co-work
ers at the job site who might serve as 
advocates and friends. Matching 
interests, such as music, 
throughconversation can be helpful 
in the development of a relationship. 
Additionally, it is important to teach 
co-workers what not to do. Manywell 
meaning people tend to overlook in
appropriate behavior exhibited by 
workers with disabilities, or want to 
offer too much assistance. Often the 
major support need is teaching the 
worker necessary social and envi
ronmental skills to participate in in
tegrated opportunities. Forexample, 
a worker may violate social demands 
on the work site if they walk into the 
wrong room. Eitherteach the worker 
functional restroom signs or how to 
seek assistance in finding the correct 
bathroom.

Analysis of Integration Opportunities for 
Training

1. Assess the worker's performance on 
targeted integration activities.

2. Analyze targeted activities using 
standard training tools (e.g., task 
analysis, checklists).

3. Design performance alternative.

a. Avoid exclusion based on lack of 
■‘readiness" or presumed limita
tions.

b. Overcome confusion with form vs. 
function: normal vs. necessary 
performance.

c. Inoeoendence is valued but not 
reguired for integration success.

Module #8
Integration d. Types of Alternatives:

Environmental: Match com
petencies of people with de
mands to the environment 
(e.g. if a worker is going to 
have lunch at a restaurant, 
his/her competencies may be 
less apparent at Sizziers or 
Me Donald's than a fancier, 
exclusive restaurant). Differ
ent environments have differ
ent demands.

Individual: The degree to 
which co-workers accept and 
support workers with disabili
ties varies across individuals. 
Teacn workers to develop re
lationships with accepting and 
supportive co-workers, andto 
minimize interactions with 
unsuoportive and antagonis
tic co-workers.

Nature of Interaction: Teach 
workers whattypes of interac
tions are called for under dif
ferent circumstances (e.g. 
discussing fishing tips during 
breaks or slow periods in the 
work cay may be OK, but not 
OK when production demands 
of the job are intense).

Partial Participation: Some 
particioation is better than no 
participation: a person with 
lim itec reading skills or verbal 
skills may have trouble or- 
denng lunch at a restaurant. 
Assist the worker only with 
reacing or ordering, rather 
than coing everything for him 
or her.
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Training for Integration Activities and Inter
actions

1. Training Issues
Intrusiveness
Labeling and image problems 
Lack of control over reinforce
ments and environmental
stimuli

Lack of control over some re
sponses

Social unacceptability of some 
specific training procedures

2. Procedures

Select target activity
Analyze the activity
Identify difficult steps
Brainstorm
Select an adaptation
Train
Evaluate

3. Maintenance of integration skills

Obtain feedback 
Maintain and analyze perfor

mance data
Troubleshoot identified issues

Module #8
Integration

NATURAL SUPPORTS

The concept of natural supports for
training purposes has been separated from 
follow-up services. Follow-up and natural 
supports are interrelated concepts that are 
part of the post-placement process of pro
viding services. Anderson and Anderson 
(1990) define natural support as:

An employee with a disability 
using the same channels and meth
ods to solve problems and complete

tasks as other employees in the orga
nization. And employers in the work 
place using supports for completing 
tasks that happen amongst co
workers and management without the 
direct assistance of outside social 
service agencies.

An underlying assumption to natural 
supports is that non-handicapped co-work
ers at the job site are capable of performing 
many of the follow-up functions that routinely 
are assumed by the job coach. Traditional 
roles of the job coach may promote depen
dent interactions between the job coach and 
supported employer.

The concept of natural supports fo
cuses on the employer as an active partici
pant to their adjustment to the job. The 
position of job coaches then takes on new 
roles that targets individual competence. 
Competencies are reached by connecting 
into the available support network in the 
work place as versus an imposed external 
structure to the work place.

Natural supports concentrates on two 
primary considerations. One is to extend 
the competence of the employee by teach
ing skills that enable them to adjust and that 
leads to acceptable work behavior. Second 
is to promote natural support in the work 
place by involving co-workers in providing 
behavior management in the work environ
ment.

Supported employment has tradi
tionally imolemented training methods and 
as the worker's competence increasesthese 
services are faded. Designing services on 
the availability of support within the work 
place can eliminate the need to transfer 
support and supervision to the business.

Supports repuired by the worker can 
then be earned out naturally within the work 
place. The job coaches responsibility is to 
assist supervisors ana co-workers in de
veloping the sxills they need to provide 
support.

Page 3
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Hughes, Rusch and Curl (1990) identified 
five steps to implement long-term support:

1. Identify independence objec
tives

2. Extend individual competence

3. Identify areas in which em
ployer needs continued sup 
port

4. Identify natural supports

5. Match support available to 
employee needs

implementing these steps helps to 
promote employment integration. Employ
ment integration is defined as ocurring when 
employees with and without disabilities par
ticipate as equal members within the work 
place.

Module It8
Integration

CO-WORKERS AS CHANGE AGENTS

The generalization and maintenance 
of skills is critical to competitive employ
ment. Traditional programming generali
zation and maintenance has relied on fad
ing the job trainer from the work site, fading 
reinforcement or feedback schedules, par
tially withdrawing treatment packages, or 
providing general case programming. These 
strategies have shown to be effective in 
short experimental periods but don’t always 
work in the long term. To combat this 
problem, long-term follow-uD services must 
be provided. In many employment settings 
it may be appropriate to solicit co-workers 
assistance to facilitate follow-up services. 
Two areas in which co-workers may be

helpful are: 1) serving as normative refer
ences by which to compare the worker's 
performance with target employees and
2) providing subjective evaluations of the 
worker's performance.

Other possible functions of co-work
ers in follow-up services are:

Co-workers as advocates - 
This can include simply asking the 
co-worker to keep an eye on the 
consumer and report any problems 
to the job-coach.

Co-workers can also be 
used as observers. Using co
workers as observers can alleviate 
the effects of observation by the job 
coach. This should be considered as 
a supplement to other information 
gathering techniques.

Co-workers as trainers. In 
three-tier training, the process con
sists of discussion, modeling with 
verbal discussion, and behavioral 
rehearsal. It is recommended that 
co-workers be used only in mainte
nance programming, after the initial 
skills have been learned.
In conclusion, co-workers can be a 

very effective way of enhancing the follow- 
up process.

FACILITATING NATURAL SUP
PORTS IN THE WORKPLACE: STRAT
EGIES FOR SUPPORT CONSULTANTS

The concept of natural supports 
should not be viewed as a new service 
model to impose on businesses. Using 
co-workers to acmeve fuller social integra
tion of workers with disabilities in commu
nity work settings increases the partner
ship between service providers and busi
ness people. The roie of supported em
ployment professionals is evolving and
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expanding as the field develops new 
approaches to supporting people with 
disabilities in natural work settings. 
Hagner, Rogan & Murphy (1992) suggest 
several strategies for maximizing natural 
support in the work place:

1. Use Typical Strategies to Secure 
Jobs

Personal connections in identifying 
jobs puts the supported employee at an 
advantage from the beginning. The 
employee has a “sponsor" who is more 
likely to help their entry into the new 
workplace.

The type of job and setting has a 
major influence on integration. Settings 
with low employee turnover are more 
conducive to developing stronger bonds 
between co-workers than high turnover, 
lower status settings.

2. Build Interactions and Supports into 
Job Designs.

Integration is more likely to occur if 
the supported employee holds the same 
or similar job title with other employees. A 
social bond is more likely to occur when 
co-workers share the same job duties 
and frustrations.

Designing jobs with tasks that 
overlap or intersect with other co-workers 
increase the support given to a supported 
employee by his or her co-workers, as 
well as the opportunity to participate in 
informal, non work related, interactions.

Plan work routines that have flex
ibility in joo duties. Increased social 
interactions among employees are stimu
lated by work disruption or unplanned 
events. Rigidly structured jobs shield 
succorted employees from natural oppor
tunities tc interact as well as learn to be 
flexible.

Module it8
Integration

Breaks, mealtimes, and shift 
changes are natural opportunities for 
informal social interactions among co
workers. Work schedules and routines for 
supported employees should reflect those 
of other employees, particularly co-work
ers most closely related to the supported 
employee.

3. Adopt a Consultation Role
Job Coaches typically assume 

supervisory tasks when placing a sup
ported employee on a job. However, this 
approach threatens to undermine the 
natural resources available to an organi
zation. Job coaches who assume a 
consultant role assist a business to de
velop the skills needed to train and sup
port workers with substantial disabilities 
internally.

4. Utilize Business Procedures for Job 
Training

Many businesses train new em
ployees by pairing them with an experi
enced worker. Using a mentonng ap
proach to train supported employees 
teacnes both the formal skills of a job and 
informal social behavior as well as “tricks" 
of the trade. The job coach functions as a 
consultant to assist co-workers to assume 
the role of mentor for the worker with 
disabilities.

5. Read the Workplace Culture and 
Include informal Routines.

It is important that workers with 
disabilities participate in the culture of the 
workclace in order to be accepted. Cus
toms such as wnere to take breaks, favor
ite social spaces, food and dnnk customs, 
ana teasing are governed by informal 
rules of the workplace. The job coach as 
a sucoort consultant needs to identify and 
understand these workplace customs and 
encourage co-workers to include the 
succorted emoioyee.

Page 5
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6. Identify Commonalities
Although people in a given work

place come from different backgrounds, 
social relationships are often sought on 
the basis of common interests. Job 
coaches should assist workers with dis
abilities and co-workers to identify and 
communicate their common interests. 
The Job coach can also encourage and 
assist the supported employee to partici
pate in leisure activities enjoyed by other 
workers. It is important to emphasize 
similarities rather than differences be
tween employees and avoid stigmatizing 
the worker with disabilities.

Module #8
Integration
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Integration

Exercise 8.1

INTEGRATION

Instructions: The following questions 
are to be answered based on your com
munity and geographic area. Answers 
need to reflect Information from the com
munity you live in and provide lob coach 
services.

1. What is the population of your com
munity?

4. In your geographic area, what is the 
history of community services for 
people with disabilities?

2. Is it located in a rural or urban set
ting?

3. What are the cultural implications for 
people with disabilities in your com
munity?

5. Of these services, do they provide 
real choices for consumers?

6. Do services provide consumers with 
a sense of dignity?

7. To what degree do the services en
able people to obtain functional roles 
as community members?
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Exercise 8.2

NATURAL SUPPORTS

Case Example
You are the assigned job Coach for 

Sharon. Sharon is starting a job at a local 
motel; yourtask is to train herto fold laundry. 
A timer on the dryer buzzes when the drying 
cycle is finished and marks the beginning to 
the job. The task includes unloading towels 

. and wash cloths from the dryer. There are 
approximately 30 towels and 30 wash cloths 
in each dryer load. Wash cloths and towels 
are to be piled in separate stacks of ten 
each. You are preparing to start Sharon on 
the laundry folding job. Part of your task is 
to formulate a plan for natural supports in 
the workplace for her.

Instructions'. Develop a thorough natural 
support plan forSharon. List the steps you 
will follow. Create and provide information 
on Sharon and the job as necessary to 
develop your plan.
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WORKER PRODUCTIVITY

Evaluation of a worker’s production rate 
is an important measure of their work per
formance and, in some cases, critical to pay 
determination. Workers with severe dis
abilities are often able to perform job duties 
correctly but continue to perform with very 
low or inconsistent work rates.

There are specific Department of Labor 
guidelines which allow workers with low 
productivity to be paid at sub-minimum rates. 
There are two avenues to pay sub-minimum 
wages to workers with disabilities when the 
disability impacts the individual’s ability to 
perform a specific job.

1. Special Minimum Wage Certificate:
When a nonprofit agency engages in the 
production of goods and services for the 
purposes of employing workers with dis
abilities, a special minimum wage certificate 
can be obtained which allows the agency to 
pay workers based on their individual pro
ductivity. Wages paid workers with dis
abilities are based on the predominant wage 
(also cailed the prevailing wage) paid to 
experienced, non-disabled workers in in
dustry in the vicinity for essentially the same 
type of work. (An experienced, non-disabled 
worker is one who has passed the proba
tionary pencd and not receiving entry level 
wages.) Suominimum wage certificates are 
applicable for work crews and enclaves 
when the non-profit agency is the employer 
of record (e.g., responsible for paying work
ers with disaoilities).

2. Individual Wage Waiver: The Division 
of Vocational Rehabilitation can issue a 
special wage waiver for workers with dis
abilities. employed by acommumty business,

M odule #9
Productivity

who cannot perform their job duties at a 
standard rate equal to other non-disabled 
workers. Individual waivers must be re
viewed and reissued, if appropriate, every 6 
months. Contact the individual’s Division of 
Vocational Rehabilitation Counselorfor more 
information. Be advised that it is not in the 
worker's best interest to be paid an a wage 
waiver. The job coach should exhaust all 
strategies to increase productivity before 
deciding that a wage waiver is needed.

MEASURING PRODUCTIVITY

Whetherthe supported employee is paid 
according to individual productivity or not, 
work rate is an important measure of 
progress.

Standard Time: The work rate of ex
perienced. non-handicapped workers, in
cluding allowances for fatigue, is the time 
against wnich supported employees should 
be measured. Standard time is needed to 
calculate the supported employee's work 
rate (productivity). To calculate a non-dis- 
aoled employee's work rate, a time study 
must be cone. There are several established 
industrial work measurement techniques, 
including stoo watcn time study, statistical 
performance sampling, and predetermined 
motion/time systems (such as MODAPTS).

\
More detailed information about these tech
niques can be obtained from:

Waae and Hour Management 
Training Prcoram. 2nd edition 
by Paul M. McCray

P P M  Press. Inc.
P.O. Bex 3 1 *8 3  
Tuscan. Arizona 35751-1483 

(602! 386-1990

i
V___________________________)
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Simplified Version

The following is a simplified procedure 
to conduct a time study, calculate the sup
ported employee's work rate and complete 
earnings.

1. Time Study Observation Sheet: Re
view the job analysis/work routine and define 
all tasks within the total job as globally as 
possible. Include steps to punch in and out, 
store personal items, work station prepara
tion , and breaks in task definitions. List each 
task on the Time Study Observation Sheet.

2. Time Studv: Observe an experienced 
non-disabled employee performing each 
task. Record the time to complete the task 
and number of units completed on the Time 
Studv Observation Sheet. It is recom
mended that several timings for each task 
be done over the course of two weeks to 
account for work fluctuations, if it is not 
possible to timean experienced non-disabled 
employee, the job coach can time him/her
self. However, it is important that the job 
coach spend enough time 'practicing" the 
job in order to become proficient. If the job 
coach is not proficient in ail tasks, the time 
study will under-represent realistic work rate 
expectations. Unrealistic time studies can 
lead to overstating the supported employee's 
productivity and overpaying workers, caus
ing the agency to lose money on enclave 
contracts.

Procedures

b. Record when the operator starts 
the task in the start box.

c. Record when the operator com
pletes the task in the stop box.

d. Calculate the total time to complete 
the task in the total time box. *

e. Record the number of units com
pleted.

f. Repeat steps 1 -4 for each cycle.

g. Add the total time of all cycles and 
divide by the number of cycles. 
Record in the average time/cycles 
box.

h. Add the total number of units and 
divide by the number of cycles. 
Record in the average units/cycle 
box.

a. Each time the task is timed is called 
a cycle. Record when the expen- 
enced non-disabled employee be
ing timed begins the task in the start 
box.

Page 2
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TIME STUDY OBSERVATION SHEET

Job/Buslnesa:

Observer: Operator:
Dale: _____  _______  _____

TASK DESCRIPTION 1 2 3
CYCLES

4 5 6 7 8 AVERAGE
1 START TIME/CYCLES:

STOP

TOTAL TIME UNITS/CYCLES:
l»IITS

2 START TIME/CYCLES:
STOP

TOTAL TIME UNITS/CYCLES:
UNITS

3 START TIME/CYCLES:
STOP

TOTAL TIME UNITS/CYCLES:
inns

4 START TIME/CYCLES:
STOP

IOTAL TIME UNITS/CYCLES:
IM IS

5 START TIME/CYCLES:
STOP

TOTAL TIME UNITS/CYCLES:
IM IS

6 START TIME/CYCLES:
STOP

TOTAL TIME UNITS/CYCLES:
UNITS
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3. Time Studv Summary Sheet: Transfer 
the total time and total units for each 
task to the Time Study Summary form 
under the non-disabled employee rate 
heading.

Procedures

a. For each task number, record the 
total number of units produced 
under the # Units column and the 
total minutes per task under the 
Total Min per Task column.

b. When completed for all tasks, 
compute the total minutes worked 
bv adding all the figures in the Total 
Min per Task column.

c. Place the total in the row labeled 
Total Minutes.

d. To calculate the minutes per unit 
worked, divide the Total Min/Task 
by the # Units and record in the 
MPU column. For example, if 100 
total minutes were worked in 
dishwashing and 100 units (dishes) 
were completed, the MPU would 
equal 1.00; if 150 minutes were 
worked in busing tables and 25 
units (tables) were completed, then 
the MPU would equal 6.00.

Module #9
Productivity
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Module #9
Productivity

4. Job Weight Calculation: After timings 
are completed, each task is weighted 
to determine its relationship to the en- 
tirejob. Thiscalculationisdonebecause 
jobs (work routines) include some tasks 
that are easier and can be completed 
faster, while other tasks take longer. 
This information enables the job coach 
to calculate the supported employee's 
productivity for each task, as well as 
more fairly calculate the supported 
employee's pay if he/she is paid based 
on productivity. In other words, the 
employee is pad more fortasks he/she 
performs at a faster rate in relationship 
to the entire job (work routine). Com
plete the job weightcalculation for each 
task on the time studv summary sheet.

Procedures

a. For each task #. record the Total 
Min per Task.

b. Divide by the Total Minutes.

c. Multiply by 100. The worksheet 
itself is constructed to assist in this 
computation.

d. The percentage calculated is the 
percent weight of that particular 
task and is recorded in the job 
weight column.

Page 6
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5. Disabled Employee Rate Calculation: 
Observe the worker and record the time to 
complete each task and the number of units 
completed on the Employee Productivity 
Rating Sheet. Never tell the supported 
employee you are timing them. If the 
worker is aware that they are being timed, 
they often perform at a different rate than 
they normally would. The frequency of 
supported employee timings depends upon 
the purpose of the timings and at what 
phase in training the worker is at. During the 
skill acquisition phase, timings should be 
done frequently to assess progress and 
effectiveness of training strategies. If the 
worker has learned all the tasks in his/her 
work routine, but has very low or inconsis
tent productivity, timings should be done 
frequently (every few days or weekly) to 
determine the success of any strategies 
implemented to increase work rate. Less 
frequent timings would be needed if the 
work rate was acceptable to the employer 
ano/or consistent. Monthly timings are 
recommended if the worker is receiving 
services from the Division of Vocational 
Rehaoiiitation since monthly progress re
ports are required. If the worker is employed 
in a mobile crew or enclave, timings may be 
required on a daily basis or at least once 
every payroll period. Timings should be 
doneon different days to account fordemand 
fluctuations.

Procedures

Module #9
Productivity

employee in the # Units column.

c. Divide total minutes by the # of 
units to calculate minutes per unit 
(MPU), record this number in the 
MPU column.

d. To calculate the productivity for 
each task, record the MPU of the 
non-disabled employee (Time 
Study Summary form) in the corre
sponding MPU column.

e. Record the MPU of the supported 
employee in the corresponding 
MPU column.

f. Divide the MPU of the non-disabled 
employee by the MPU of the dis
abled employerand multiply by 100.

g. Record the percent in the Produc
tivity column.

a. For each task #. reccra the 4 of 
minutes the supported employee 
spent completing the task in the 
total minutes column.

b. For eacn task #. record the total 
units completed by trie supocrted

Page 8
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Module #9
Productivity

6. Prevailing Wage: If workers are paid 
according to productivity by a nonprofit 
agency, pay must be based on the predomi
nant wage (also called the prevailing wage) 
paid to experienced non-disabled workers 
in industry in the vicinity for essentially the 
same type of work. To determine the pre
vailing wage, a survey must be completed.

Survey several companies/businesses 
which engage in similar work. If there are 
many companies, select those which are 
similar in size. Businesses with union work
ers do not have to be included. A job 
descnption should be used to determine 
similanty of work and attached to the com
pleted survey. Complete a Prevailing Wage 
Survey Single Comoanv/Emolover FormI 
for each business contacted. Transfer the 
individual company information to the Pre
vailing Wage Survey Summary Form to 
calculate the prevailing wage. If there are 
no businesses engaged in similar work, call 
the State Department of Labor and identify 
joo classifications which came closest to the 
supported employee's job. The Department 
of Labor has survey information which can 
be recorded directly on the Prevailing Wage 
Survey Form.

If the agency is paying workers under a  
SDecial minimum wage certificate, the pre
vailing wage survey must be completed at 
least annually. If the worker is paid under a 
wage waiver, the wage rate paid to other 
employees in the same or similar positions 
must be used.

Procedures

a. For each business surveyed, 
compietetheinfcrmaticn recuested

on the Prevailing Wage Survey 
(Single Comoanv/Emolover formV

. b. Sum m arize information on the 
Prevailing Waoe Survey Summary 
form.

c. Add the number of experienced 
workers in the survey and record in 
the Total Box labeled X.

d. For each company/employer, mul
tiply the # of workers by the corre
sponding average hourly rate and 
record in the weighted total column.

e. Add the numbers in the weighted 
total column and record in the box 
labeled Y.

f. Divide the If in the Y box by the # in 
the X box to calculate the prevailing 
wage. This process calculates a  
weighted average of all companies 
in the survey.

Page 10
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JOl TITLE: Bos Maker, Cardboard

•JOB DESCRIPTION: A sseables, secs up or unfolds cardboard or corrugated" boxes;
ap p lies  g lu t and cape co fora box. '

Q ualifications: U nskilled job requiring  joae standing, walking and lif tin g

S k ills : U nskilled; ou st be able eo use hand(s) and/or Jig co fora a
square box; oust be physically  able eo l i f e  20 pounds and have 
aodxraee s tren g th .

R esponsib ilities/T asks: Obtains cartons and box stock.
Opens/unfolds co proper configuration,
Applies glue, tape or s ta p le s  at proper locations 

eo fora a carton/box wteh square corners, 
In se rts  packing a a e e r ia ls ,
•hay close carton a f te r  i t  is  f ille d .
May apply lab e ls , shipping labels or s te n c ils . 
Call supervisor eo weigh carton for freighe or*' 

postage purposes.

P a g e  11
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9/17/91
Oats

Karen Hard
Surveyor

PREVAIL IMG WACE SURVET 

(S in g le  Company/Employer Fora)

Telephone Survey 

Mall Survey 

Ocher _________

Seace Job Service Scudy 

P rofessional Socie ty  Survey/Study

Company/Employer Kaaa: Hallmark Cards

Address: 600 w- aroad> Kansas C ity , MO

Coaeacc: Steve L e s s i n g  
Name/Title 

Taltphone #: S u p e r v i s o r  6 4 1 -2 7 6 7

Exoerienced Workers* Usual Number
JOB TITLE Humber Piece Sate 

( i f  aoolieable)
Average Hourly 

Vace Race
Weeks la  

E ntrr Status

Card 3oard Box 
Maker 5 .2 5 16

An experienced worker is  defined as one wno has coopleced the tra in in g , apprentice,^ 
probationary, totporary o r  o th e r en try  s ta tu s  and is  considered a "regular employee . 
Usually enploved for a a in iau a  of 6 nonchs or looser.

Page 12
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9 /1 8 /9 1 .
Dace

K a r e n  W ard
Surveyor

pszvah.uk: wage scxve?  

(S la g le  Company/Esployer Fora)

Telephone Survey 

Mall Survey 

Ocher __________

Scare Job S erv ice Study 

P ro fess io n a l Soclecy Survey/Study

Comp any/Employer Same: s t - j a r t  H a l l

Address: 16 B r o a d  S t . .  K a n s a s  C i t y ,  MO

C on tac t: Sh ir le v  Mean 
N am e/Title

Telephone #: p l a n e  S u p e r v i s o r
2 2 7 - 4 0 0 0

Experienced Workers* Usual Humber
JOS TITLE Humber Piece Sate Average Hourly Weeks i s

( I f  ap p licab le ) Mace Sate Eacrv Scacus

C a r d b o a r d  B ox 
M a k e r 4 . 9 0 26

An experienced worker Is  defined  as one who has coopieced the tr a in in g , apprentice.^ 
probationary , temporary o r  o th e r  en try  s ta tu s  and is  considered  a "regu lar enpioyee". 
Usually employed for a minimum of 6 months or longer.

Page 1
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q /is /9 i
Dace

Karen Ward
Surveyor

PREVAILJHC WAGE SURVET 

(S ing le  Coapany/Employer Fora)

Telephone Survey - X

K ail Survey __

Ocher _ _ _ _ _ _ _ _ _ _

Company/Employer Hans: A ce H a r d w a r e  Concacc: anh Hea-rinn
H a a e /T l t le

Address: 1116 7 t h  S t .  K a n s a s  C l  t v .  mo Telephone #: vx**™-
2 8 7 -4 1 0 0

JOB T in s
Experienced Workers* Usual Humber 

Weeks In 
Eacrr ScaeusNumber Piece Race 1 Average Hourly 

( I f  app licab le ) 1 Were Race

Cardboard sox 
.MaJcer 2 4.75 10

An experienced worker is  defined as one who has coopieced che sra in in g , apprsneiee.^ 
prooacionar/, temporary or ocher enery scaeus and is  considered a ''regular snployee . 
Usually eoployed for a ainiouia of & aonchs or lonser.

Page U

Scare Job Service Scudy 

P ro fe ss io n a l S ocie ty  Survey/Scudy
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9 / 1 2 / 9 1
Dace

K a r e n  W ard
Surveyor

PREVAILING WAGE SUKVET 

(S ingle Company/Employer Fora)

Telephone Survey 

Nell Surrey 

Oeher _________

Scare Job Service Scudy 

P ro fess ional S ocie ty  Survey/Study

Coapeny/Esployar Mane: T e n s i o n  E n v e lo p e  

Address: n a  K a n s a s  C i t tv .  MO.

  C ontact: David i te m
N am /T itle

Telephone #: M a n a g e r  3 8 5 - ISO0

Exoerienced Workers* Usual Suaber
JOE TIXE Suaber P iece Race 

( i f  aoo lieab le)
Average Hourly 

Wane Race
Weeks la  

S atrr Status

Cardboard Box 
Maker 5 . 0 0 10

An experienced worker Is  defined as one who has coooleted the m in in g *  apprentice,  ̂
probationary, teaporary or o ther encry s ta tu s  and is  considered a "regular enployee 
Usually caploycd for 4 amiwuo of 6 aonchs or longer.

Page 15
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C a rd  B o a rd  B ox M aker
Too” zZZT«

9 / 2 0 / 9 1

—Baca

PSE7AEJ3C 'JA.CZ SUB'/cT SuXiAZT POKi

This «aj« Survey «aa conducted es determine eta predominant wage race p«<-< so son- 
handicapped persona perfnzmlsg the casks indicated oa the- rav a rsa  side of fa-
fa r  tie  Job t i t l e  en te red  above. Hie survey inform ation was developed frss : *

Taiephoae Surrey 

Hail Surrey 

Other: __________

m  Scace Job Service Srady I I

I I Personnel Assoc. Study f  i

Caapaay/Espisytr
C ontact P erson■ 

ia n e /T i t le  
Phone Humber j

sreriancea Co rx ers
Humber Piece la te Average 

SourI t  la ta
-  Weighted j 

Ideal

1 .  A ce H a rd w are

2 .  T e n s io n  
E n v e lo p e

3 .  S t u a r t  H a l l

4 .  H a l lm a rk  
C a r d s

B ob  B eam o n  
P r o d .  M g r . 
2 8 7 - 4 1 0 0

O a v id  M erm z 
M g r.
3 8 5 -1 5 0 0

S h i r l e y  Sean 
P l a n t  S u p v .  
2 2 7 -4 0 0 0

S t e v e  L e s s i n i  
S u p v .  
6 4 1 - 2 7 6 7

4 .7 5

5 .0 0

4 .9 0

5 .2 5

9 .5 0

20.00

2 9 .4 0

3 1 .5 0

T o ta ls  V 18

Y  1 9 0 .4 0

WEIGHTED AVE3AGE:

S 5 .0 2

IS
P r e v a i l i n g  
W age Pace

9 0 .4 0

P r e p a r e d  3 y :
Page 16
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7. Payroll Computation: the supported 
employee's pay is calculated by factoring 
the job weight for each task and their pro
ductivity
Wages are based on the community prevail
ing wage for similar work. Wages are com
puted using the Payroll Computation Form.

Procedures
a. For each task record the job 

weight in the corresponding box.

b. For each task, also record the 
worker's productivity in the corresponding 
box.

c. For each task multiply the job 
weight by worker productivity and record 
this numberin the weighted productivity box.

d. Add ail the numbers in the 
weighted productivity column and record 
in the average productivity box. This 
number is the worker's average omductiv->ty across a//taste

e. Record the prevailing wage 
forthe job in the corresponding box.

f. Record the worker’s average
productivity in the corresponding box.

g. Record the total hours worked 
by the worker in the corresponding box.

h. Multiply prevailing wage by
average productivity

i. Multiply this number by total
hours and record the number in the gross
wage box.

(AdaDted from Specialized Training Program, 
1987)

Module #9
Productivity

A Statewide Training Model 368
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PAYROLL COMPUTATION

TASK JOD WEIGHT )
,  WORKER —  WEIGHTED 

PRODUCTIVITY PRODUCTIVITY

• [, y/i* / ,^/0 . / o

. ieO V ?

3

4

5

6

AVE. PRODUCT.
. • i s *

PREVAILING M 
WAGE /

r AVERAGE v >  TOTAL ^  GROSS 
PRODUCTIVITY A  HOURS WORKED *— WAGES

S .  610 -  3 6 ' ? 8 yS~, ~?S~
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STRATEGIES TO MANAGE LOW 
PRODUCTIVITY RATES

When a worker who is able to perform the 
task correctly, and is given adequate ac
cess to work, continues to perform with very 
low or inconsistent work rates, the trainer 
should:

1. Eliminate down time due to waiting 
for materials, equipment, assign
ments or supervision.

2. Ensure that the worker performs 
the task correctly.

Module #9
Productivity

Steps for Designing and Implementing 
RemediationStrateaies

1. Determine type of problems

2. Determine measurement system

3. Measure productivity

4. Design remediation strategy

5. Implement strategy

6. Measure

7. Compare

8. Adjust strategy or continue

Specific Remediation Strategies

A. Task Design Problem
1. Problem: The design of the

task, e.g.. equipment.

supplies, and/or se
quence of operations 
is unnecessarily inef
ficient.

2. Solution:

3. Example:

Redesign the task to 
improve productivity; 
retrain the worker to 
perform the task ac
cording to the new 
design.

Clean all sinks, then 
toilets, then floor.

B. Production Scheduling Problem
1. Problem: The worker is as

signed to the same 
tasks for long (or 
relatively long) peri
ods of time.

2. Solution:

3. Example:

Implement task rota
tion and/or give 
smaller amounts of 
work and more fre
quent short breaks.

Bathroomcleaning—  
have worker dust 
small rooms between 
bathroom tasks.

C. Irrelevant Responses Problem
1. Problem: The worker is per

forming responses 
during the task chain 
that are not related to 
task completion.

2. Solution: Retrain the worker to 
eliminate irrelevant 
benaviors from the 
training.

Page 19
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3. Example:

Module #9
Productivity

Touching vacuum 
cleaner plug to 
mouth before putting 
into wall.

0. Insufficient Reinforcement Problem

1. Problem: The worker is able to
perform the task, but 
performs slowly, orat 
an inconsistent rate.

2. Solution: Vary the type, 
amount or schedule 
of reinforcement and 
shorten task.

3. Examples: Dusting entire build
ing before quality 
control.

E. Stimulus Control by Irrelevant Stimuli

1. Problem: Worker responds dif
ferentially in the 
presence of certain 
irrelevant stimuli.

2. Solution: Retrain, varying
presence of irrel
evant stimulus.

3. Examples: Interference in
cleaning process by 
general public.

(S pecia lized T ra in in g  P rogram , 
1907)

Page 20
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Exercise #9.1

PAYROLL AND PRODUCTIVITY

Module #9
Productivity

During several weeks at Tootsie's, 

you identified a M-W-F sequence of tasks 

and a T-Th sequence to measure work rate 

and productivity. You have grouped indi

vidual tasks into more global tasks and now 

have two global tasks on which to measure 

the worker's rate. In summarizing the job 

analysis, you've collected the following in

formation: Global Task #1 includes putting 

personal stuff away, putting on an apron 

and boots, bringing racks to the sink, wash

ing pots and paid break time; you worked a 

total of 1700 minutes and produced 108 

units. Global Task #2 includes scrubbing 

the floor (M,W,F), cleaning restrooms (T.Th) 

and close-up. You spent a total of 810 

minutes at this task and produced 30 units.

In the first month of Kay Pena’s em

ployment, you collected the following data 

on her work rate. Global Task #1 took 575

minutes to produce 14 units. GlobaiTask#2 

took 340 minutes to produce 9 units. Kay 

worked a total of 84 hours during that first 

month.

The prevailing wage rate at Tootsie’s 

is $4.75/hour. Calculate the gross wage.

(Adapted from  Spaeiaifzad Training Program , 1987)
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DISABLED EMPLOYEE RATE
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2 X 100
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4 X 100

5 X 100

6 X 100



R
eproduced 

with 
perm

ission 
of the 

copyright 
ow

ner. 
Further 

reproduction 
prohibited 

w
ithout 

perm
ission

PAYROLL COMP UI AT ION

GOc
;a
<5
i— , 

(—• 
<v -o

4-4eg
4-J
to
<

TASK JOB WEIGHT }
f  WORKER w  WEIGHTED 

PRODUCTIVITY * PRODUCTIVITY

I

a

3

4

5

6

AVE. PRODUCT.

PREVAILING v  AVERAGE TOTAL _  GROSS 
WAGE A  PRODUCTIVITY A  HOURS WORKED *“  WAGES

1



A Statewide Training Model 377

Module #9
Productivity

Exercise #9.2

PAYROLL AND PRODUCTIVITY

units. Dennis worked atotal of 160 hours for 

the month of December.

The prevailing wage for Dennis’ Donut De

light dishwashing position of $5.00. Calcu

late the gross wage.

Over the course of two weeks, you 

have identified four global tasks. In summa

rizing the time study worksheets, you have 

collected the following information: Task #1 

is washing pots and pans; you worked a 

total of 415 minutes and produced 17 units. 

Task #2 is washing dishes; you worked 

2400 minutes and produced 40 units. Task 

#3, food preparation, tookyou 1800 minutes 

and you produced 32 units. Finally, Task 

#4, station close, required 200 minutes to 

produce 10 units.

In the first month of Dennis' employ

ment, you collected the following information 

related to his work rate. Task #1 took 565 

minutes to produce 12 units. Task #2 took 

1200 minutes to produce 8 units, Task #3 

took 700 minutes to produce 11 units, and 

Task #4 took 415 minutes to produce 9 (A da p t* ! from S p tc ia iiiad  Training Program, 1987)
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Module #9
Productivity
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M ccule #10
Putting It All Together

Summary:

Putting It Alt Together 
A Few Words about Fading 
Issues: Training in the Community 
Do's and Dont's

TABLE OF CONTENTS

Pg-1-2 
Pg-3-4 
Pg.5-6 
Pg..6

Funding:

Start-up Pg- 7

Time Limited Funding (DVR) Pg. 7-12
Eiigbility
IWRP
Authorization for Case Services
Reports
Case Closure

Reading:
10.1 How Program Funcing Works: K. Prieve

Exercise:
10.1 My Action Plan

i
| Optional Reading :
j  Introduction to Work Incentives for People With Disaoilities

Long Term Funding Pg. 12

An Overview of Social Secunty 
Benefits & Work Incentives

Pg. 13

References
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Module #10
Putting It All Together

MODULE #10 CHECKLIST

Comments:
Exercise 10.1

To be signed by Master Trainer upon successful completion.

Master Trainer's signature Date
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Module #10
Putting It All Together

PUTTING IT ALL TOGETHER

1. Become knowledgeable about the 
worker

- Take the time/effort to gather and 
absorb as much information as is 
acceptable to worker, guardian and 
agency budget

- Sources: case file from DVR and 
school district, other agencies, 
evaluations, family, teachers

- Types of information: background 
history, family life, school life, 
strengths, abilities, disabilities, 
weaknesses (academic, personal
ity, work behaviors), reinforcers, 
interests, how they learn best, 
training/instructional approaches 
they respond best to.

2. Train and receive training from the
management
- Giveemployerabasicunderstand- 

ing of the worker's disability (with 
client/guardian's permission)

- Describe how the disability affects
. the individual's social and work

behaviors
- Emphasize the worker's strengths
- Describe how the worker leams 

best
- Encourage employer/immediate 

suoervisor to interact with the 
worker directly (as much as pos
sible) instead of relying on the coach 
as a means of communication

- Recuest thorough, detailed training 
from manager or very reliable co
worker (if possible) for the Em
ployment Specialist

- Determine the manager's quality 
and quantity standards

3. Individualize Training Plan
- Employment Specialist needs to 

learn job thoroughly, doing every 
task and thinking out a plan

- May leam job with client

- May need a self-management plan 
checklist (different types according, 
to abilities)

tape recorders 
watch/alarm/timer

- Utilize phone calls to worker and 
employer to stay on top of things

- Utilize worker self-evaluation dur
ing off site meetings

4. Develop a basic training plan
- Decide what order is best to train 

tasks (e.g.. forward chaining, back
ward chaining, isolated components 
or complete cycle)

- Decideonorcersofstepswithinthe 
tasks

- Identify natural cues in environment
Considerations:

worksite/management needs 
functioning level of individual

5. Orientation
- Orientation is often overlooked
- Worksite: where to go. location of 

work areas, break area, timeclock, 
tasks he/she will be doing

- People: boss co-workers
- Time of worx
- What to wear, what to bring ($,

snacwlunch)
- Hew to get there
- Rules: when/wnere breaks, smok

ing, calling m sick/late
Page 1
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6. Utilize a variety of prompting techniques
- Provide only the amount of assis

tance needed for the worker to be 
successful.

• Utilize prompts not delivered by 
Employment Specialist:

self-management device 
artificial cues
manager and/or co-workers 
natural cues in environment

- Other tips:
use concrete terms 
small words
1 -2 instructions at a time 
the worker may not generalize 
use adult voice 
do not say “do you remember 
when . . . “
use specific verbal reinforce
ment and then fade it

7. Estimate degree of training required to
achieve independence on each task
- Decide on appropriate progress 

recording method:

Routine Work 
Detailed Task Analysis

- Develop job specific vocational 
objectives far DVR counselor and 
make a verbal and written request 
for number of job coaching hours 
needed to continue training

8. Indivicualize instruction
- Determine instructional approaches 

that this individual responds to best:
warm but firm 
firm - matter of fact 
humor
mirror aooroach (model)

Module #10
Putting It All Together

worker control approach (worker 
maintains some control—"Is it OK 
with you i f ...")
watching close by vs. giving them
some space
ignoring
listen and encourage 
presentation of client and coach's 
role with client, co-workers and 
customers (especially in client's 
presence)

9. Problem solve difficult steps
- Recognize cause: discrimination 

or manipulation
- Use of different cues/modifications
- Mass trials
- Reinforcement:

appropriate/effective for indi 
vidual
amount—how long 
potential for being paired with 
naturally occurring ones 
consistent schedule

- Begin or try new type of self-man
agement approaches

- Behavior contract

10. Increase work rate (if necessary)
- Clarify quality standards required
- Better methods to complete task
- Model speed—keep up with the 

coach game
- Clock/time games:

with timer or watch 
record time or # completed

(Underwood, 1991)
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A FEW WORDS ABOUT FADING,
FADING BEGINS ON DAY ONE ...

W HAT WORKS WHEN FADING 
FROM  THE WORKER

1. Programming natural cues •
2. Programming natural reinforcers
3. Programming natural consequences
4. Utilizing co-workers support
5. Programming daily goals to increase 
production rate
6. Job coach continue to model appropriate 
pace while in production

WHAT DOESN'T WORK WHEN FADING 
FROM THE WORKER

1. Job coach refusing to develop a new task 
analysis to incorporate change
2. Job coach relying on employer to provide 
training on additional changes in tasks/ 
routines
3. Job coach using assists which will not 
become part of the natural environment, and 
cannot be faded
4. Jcb coach training worker on change 
without first doing the task himself/herself
5. Job coach making excuses for worker's 
reluctance to follow instructions
S. Job coach becoming obtrusive in the work 
area

WHAT W ORKS WHEN FADING 
FROM THE EMPLOYER

1. discussing fading schedule with employer 
and agree on a day to begin
2. Prior to follow-up visit, job coach reviews 
specific obiectives m worker's individual 
Haoilitaticn Plan, thus ensuring worker's 
success and decreasing job coach's time on 
site.
3. Time soent on site must be cost effective 
fcr ootn joo coach and emoioyer
4. utilizing acceoted training technologies, 
such as pre-teaching, reviewing, role playing.

practice, etc. can prevent expensive retraining 
and crisis intervention
5. Rotation of coaches for follow-up visits can 
guarantee coverage during sickness, vaca
tions. etc.
6. Job coach should simply "avoid any inter
action that can misrepresent the purpose of 
the follow-up visit:"

WHAT D O ESN 'T  WORK WHEN FADING 
FROM EMPLOYER

1. Job coach confusing professional and 
personal interactions
2. Job coach's frequent visits can create false 
dependency with worker
3. Job coach's appearance can become a 
deterrent to co-workers' support
4. Joo coach present on site— intervening or 
not—is translated into dollars
5. Joo coach's constant association with the 
employer can undermine the credibility of 
other coaches
6. Joo coach may begin to find that particular 
site reinforcing and have difficulty managing 
other sites

WHAT WORKS WHEN FADING FROM
S Ik£

1. Job coach turns in uniform when not in 
cirect training.
2. Joo coach reports worker's progress on a 
regular basis to employer in order to prevent 
the 'fear of walking away from employer"
3. Job coach schedule follow-up visits when 
worker's needs must be monitored
4 . joo coach provides the employer with a 
telephone number— if need arises
5. Joo coach reviews data to modify training
5. Job coach's awareness that conditions, not 
skiils. cause problems

WHAT DOESN'T WORK WHEN FADING 
FROM SELF

1. Jco coach undermining integration in the 
creakrocm
2. Continuous wearing of uniform can be 
misleading to new co-workers

Page 3
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3. Job coach's reluctance to seek help from 
calleagues
4. Job cocah's failure to recognize employer's 
satisfaction with worker vs. job coach unreal
istic expectations
5. Task analyses written ONLY on ‘core 
tasks”
6. Job coach presence does not promote 
independence

Module #10
Putting It All Together

WHAT WORKS WHEN FADING FROM SITE

1. A variety of 'What Works- listed above

WHAT OOESNT WORK WHEN FADING 
FH0 M.SIT5

1. Job coach becomes obtrusive
2. Job coach’s understanding of personal 
success vs. worker independence are blurred.
3. Also a variety of What Doesn't Work” listed 
above

(Ward & Shelton 1991)
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ISSUES: TRAINING IN THE COMMUNITY

Training workers to perform in community 
settings poses several unique issues and 
constraints.

1. Staff to employee ratio: When workers 
are placed in enclaves, the Employ
ment Specialist often finds it necessary 
to train in a group setting. At other 
times. Employment Specialist will only 
have one worker in intensive training, 
but have to proviae supervision to the 
other employees. Given these con
straints. it is critical that task analysis 
and work routines are used. Shifting 
attention from one worker to another 
increases the possibility for errors to 
occur. Further, these tools will assist an 
Employment Specialist in maintaining 
consistency while attending to several 
things at a time.

2. Concemabouttheimageoftheworker's 
competence. In community work set
tings. there are many eyes on the Em
ployment Specialist and the worker. It 
is critical that the trainer's behavior 
communicates respect for the worker 
as an adult. Training should be done as 
unobtrusively as possible. In cases 
when prosthetics or training simulation 
is required, these aides should be as 
normalized as possible. For example, if 
a worker needs pictorial cues to perform 
his/her work routine, pictures should be 
wallet size in orderto fit into the worker's 
pccket. rather than large posters on the 
wall.

3. Decreased control ever stimulus con
ditions. resDcnses and contingencies. 
In community settings the Employment 
Soecialist has less control over the

Module #10
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environment. Issues can be related to 
the social unacceptability of specific 
instructional techniques (e.g.. physical 
guidance) or behavior management 
procedures Studies indicate that em
ployers and community members will 
only accept interventions and contin
gencies that approximate those used in 
the normal workplace (e.g., clocking 
out and leaving the site, rather than 
physical restraint). Thus, managing 
difficult behavior in the community is 
challenging. Further, due to the char- 
actenstics of particular work settings, it 
can be difficult to set up situations for 
training in the most efficient sequence 
(e.g., mass trials, rearranging the task 
design).

4. Community work sites have increased 
riSKs to the worker and the environ
ment. Businesses have slippery floors, 
loading docks, power equipment, etc. 
The Employment specialist must pay 
particular attention to these nsks and 
develop strategies to protec the worker. 
The work environment also is at risk. 
Workers make mistakes that can be 
costly or engage in inappropriate be
havior that offends customers or co
workers.

5. Schedule and quality requirements. 
Employers often have stria require
ments for when work is to be completed 
and/or how well the job is done. Often 
there is little room for negotiation in 
these areas. The Employment Spe
cialist is often faced with major chal
lenges wnen workers perform too slowly. 
Many problems occur related to quality. 
For example, jamtonal tasks often have 
a clean enough quality requirements. 
Workers may scrub every sink even 
though in seme cases wiping is enough. 
Other examoies founc in food services 
include consistency requirements for 
fcco preoaraticn. or cleanliness re
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quirements for dishwashing. Failure to 
meet scheduling orquality requirements 
will result in job termination.

(Spaeialbad Training Program, 1987)
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DO’S AND OONTS
COMPENDIUM OF SUGGESTIONS FOR 
TRAINERS

A. Getplentyofsleepduringtraining.
S. initially, arrive at work before the 

trainee.
C. Collect data on tasks that need to 

be trained, and keep a training 
log.

D. Oo not leave the employee dur
ing acquisition of critical routines 
if he or she is still making con
sistent errors.

E. Begin training episodic and job- 
related routines immediately and 
at the time they naturally occur.

F. Do not become involved in at
tempting to change industry’s 
problems. Train employees to 
function effectively in the current 
situation or negotiate for reason
able accommodations for the 
employee.

G. Remember Murphy's Law: Any
thing that can go wrong - will. 
This is especially true on the first 
day of training.

H. Establish cycle constancy 
immediately on core routines.

I. Set acquisition (criterion) levels 
high.

J. Obtain everything in wnting.
K. Oress like other employees.
L If you have to train several rou

tines, then train the hardest job 
first.

M. If the company does not have an 
orientation, arrange for the new 
employee to meet other workers 
at the site.

N. Do not use the most powerful 
instructional assists first: try to 
use natural assists whenever 
possible.

O. Be flexible and adaptive.
P. Ask questions.
Q. Keep the new employee informed.
R. Do not use labels.
S. Do not make decisions for the 

employee, rather, offer sugges
tions.

T. Do not offer unlimited help “in any 
way I can." Rather, provide the 
employee with a system that de
lineates who will be asked for 
assistance in specific instances,
e.g.. supervisor, co-worker, 
trainer.

U. Deal with training problems only; 
assist supervisors to deal with all 
ether problems, including training.

V. Keep management informed.
W. Inform the employee when he or 

snenas metcriteriononaroutine- 
and that you won't be around as 
mucn afterwards.

Y. Do not try to keep what you are 
doing a secret, but do maintain 
confidentiality.

2. When possible, offer to help the 
company if there is a rush period 
or if the employee is sick or un- 
availaDle.

By now vcu snculd surely feel ready to get 
out and tram1

(McLaughlin. Camar 8 Callahan, 
1989. pp. 153-154)
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SUPPORTED EMPLOYMENT 
FUNDING IN ALASKA

START-UP FUNDING
There are a variety of resources to 

obtain start-up funding for supported em
ployment programs. Criteria and availabil
ity vary among granting agencies. The 
following is a list of potential resources to 
obtain start-up funds:
Division of Mental Health and Developmen
tal Disabilities 
P.O. Box 110620 
Juneau. Alaska 99811-0620 
465-3370
Mike Renfro, Developmental Disabilities 
Program Administrator

Leonard Abel, Ph.D„ Community Mental 
Health Services Program Administrator

Division of Vocational Rehabilitation 
P.O. Box F, M.S. 0581 
Juneau. Alaska 99811-0500 
465-2814
Keith Anderson. Director 
Paula Smith. Facilities Specialist 
Millie Ryan, Project Coordinator

TIME LIMITED FUNDING
The Division of Vocational Rehabili

tation has funding through Title VI of the 
Rehabilitation Act for supported employ
ment services. Title VI funds can be used 
for persons with long term mental illness, 
persons with traumatic brain injuries, per
sons who are multiply handicapped, or any 
other person with a severe handicap who 
meets the eligibility cnteria for supported 
employment. In order to use these funds, 
there must be a source of long term funding.

DVR supported employment funds 
are based on a fee for service structure. 
Title VI funds are pnmarily used for job 
development/ matching, job coaching/train
ing. situational assessments and other ser
vices in support of the individual’s rehabilita
tion plan. There is an 18 month limit on 
service provision from the date of employ
ment. Funds for second placements can be 
authonzed only if within the 18 month limit 
without opening a new case.

The process is as follows:

Intake
Contact local DVR office. Complete 

application process which includes a medi
cal and psychological/psychiatric evalua
tion. education and/or vocational records.

Medical Specialist Review
Application is reviewed to determine 

if the individual has a physical or mental 
disability which "constitutes or results in a 
substantial handicao to employment".

Eligibility
Application is reviewed to determine 

if the inaividual has the potential to work at 
least 20 hours per week and has a source of 
long term support. In some cases DVR will 
purchase a community-based situational 
assessment to determine eligibility.

IWRP
if the incividual is deemed eligible for 

DVR services, an individualized written re
habilitation plan is developed. The IWRP 
specifies the long term goals and intermedi
ate objectives, rationales for objectives and 
services, wno will render those services, 
time scneduies. measurement of perfor
mance. criteria for stabilization and case 
closure. The pian must also include the 
following:

• DVR sen/ices are time limited and
net to exceec :8 months
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* The individual will work at least 20 
hours per week

• Identified source of ongoing sup
port funding

• Description of potential ongoing 
support services needed

* Opportunities available for integra
tion

Authorization for Case Services
The DVR counselor will authorize 

what services are to be provided at a 
specified rate. Specific services are:

Communitv-taased situational as
sessments; Completed to determine if the 
applicant is eligible for supported employ
ment sen/ices (e.g.. need for ongoing sup
port) and the ability to work 20 hours per 
week per pay period. The assessment also 
provides information to direct job matching 
activities. Up to 20 hours may be authonzed 
per ACS, althougn more than one may be 
scheduled.

Job Matching: Completed job 
analysis identifying critical skills, job site/ 
task modifications, and the analysis of in
dividual interests and abilities. A job 
matching plan should be developed jointly 
by the counselor ano the providerto include:

1. A listing of possible jobs based upon 
exoressed and observed client in
terests ana standards:

2. Potential employment settings re
flecting client caoabilities and needs:

3. Any challenges or barriers to the 
client's employment is his or herde- 
sirea settings:

Module #10
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4. Any accommodations or support 
strategies that would assist the client 
m overcoming his or her barriers to 
employment: and

5. A time frame for completion of job 
development activities.

Up to 10 hours may be authorized 
per individual without supervisory approval

On-the-Job-Situational Assess
ment: Completed after a job placement has 
been secured in cases when only limited 
information about the individual’s learning 
style is available. The purpose of the as
sessment is to determine specific training 
strategies for an inai vidual workerto ensure 
job success. Assessment results drive the 
development of the IWRP ana provider 
training plan. Up to 10 hours may be au
thonzed without supervisory approval.

Training-JobCoachinorlndividual 
Placement: One-to-one training of the 
worker at the job site until the joo coach is 
able to fade intervention to less than 20% 
per month over a 60 day pence. Up to 60 
hours authonzed per ACS. Monthly reports 
document worker progress and need for 
additional training. Up to 60 additional hours 
may be authonzed. A total of two 60 hours 
ACSs. cr 120 hours may be authorized 
without suDervisory approval. There is a 
federal regulatory limit of 18 months of 
service from the day of placement.

Training - Group Placements: Job
coach training ana suDervision is provided 
to the worker until skills to successfully 
maintain placement are acauired. Addi
tionally. suoervisicn over a 60 cay period is 
directed toward productivity rather than skill 
acquisition. If there is a one-to-one rela
tionship oetweenthe tramerand the worker, 
the service category is ccnsicered to be Job 
Coacnmg. If the worker can be trained by 
the crew suoen/iscr. the service category is 
considered :c ce Cn-:ne-Joo Training.
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Up to 60 hours are authorized per ACS. 
Monthly reports document worker progress 
and need for additional training. Up to 60 
additional hours may be authorized. A total 
of two 60 hours ACSs, or 120 hours may be 
authorized without supervisory approval. 
There is a federal regulatory limit of 18 
months of service from the day of place
ment.

Second Placements: Additional 
funding may be authorized for job matching 
and job coach training for individuals who 
lose their jobs, if the case is still open (within 
the 18 month time limitation from date of 
initial placement). If the case is closed, a 
new case must be opened. Funds may not 
be used for second placements when:

1. The consumer is maintained in 
his/her job with less than 20% inter
vention by the supported employ
ment providerand the case has been 
closed successfully rehabilitated:

2. The purpose of the second 
placement is for purely social or 
economic reasons: or

3. The 18-month period from the 
date of the initial placement has 
elapsed.

Situational Assessments for 
Eligibility Determination:

Community-based situational assessment 
should acdress ail referral questions:
1. Can the applicant work 20 hours per 

week?

2. Will ongoing support be needed in 
crderfcrtheappiicantto maintain his 
or her;co?
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3. If so, what type of ongoing support 
will be needed and how much inter
vention will be required?

4. In what work environment is the ap
plicant most likely to be successful 
(type of supervision, number of co
workers, type of co-worker interac
tions, work tasks, production -and 
quality demands, etc.)? *

5. If appropriate, in what supported 
employment environment is the ap
plicant most likely to be successful 
(individual, enclave, crew or entre
preneurial placement)?

6. Does the applicant seem to show a 
preference across jobs?

7. What training style does the indi
vidual best respond to?

8. What supervisory style does the in
dividual best respond to and at what 
frequency?

9. How much supervision is needed in 
orcer to maintain job performance?

10. To what level of production and 
quality coes the worker perform?

11. How independent is the individual?

12. Does the individual respond to 
natural cues in the environment?

13. What types of prompts does the 
incividual respond to and what is the 
frequency?

14. Does the individual have any be
haviors. attitudes or characteristics 
that may interfere with job perfor
mance and if so. with what frequency 
do these behaviors, attituces or 
cnaractenstics occur?

15. Are there any accommodations or 
acapticns that may benefit the indi 
vicual and increase his or her em- 
olcyment opportunities?

16. Can me ncividual self-transport?
Page 9
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On-the-Job Situational Assessment: The
on-the-job situational report should address 
the following issues:

1. Overview of job requirements;

2. Current functioning level in terms of 
job and task independence, produc
tion, quality, supervision needs, co
worker interactions, etc.:

3. Discrepancies between current 
functioning levels and expected 
functioning levels;

4. Specific training needs that must be 
addressed;

5. Specific ongoing support needs that 
must be addressed;

6. Any advocacy issues that will need to 
be addressed;

7. Any job accommodations or modifi
cations that will need to be made;

8. General strategies and recommen
dations; and

9. Proposed fading schedule that esti
mates the number of training hours 
required until stabilization criteria are 
met.

Reports

Regular communication between the 
supported em pioyment service provider and 
the DVR counselor should be maintained. 
Monthly wntten reports are used to summa
rize worker performance and service pro
vider. Reports are required to receive fees 
for service payment.

Monthly Progress Reports:
Monthly wntten reports are used to summa
rize worker progress and provider activities 
and must include the following;
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1. Client name and social security num
ber;

2. Position title, employer and date of 
hire;

3. Number of hours worked and wages 
earned;

4. Brief job description;

5. Client progress toward the interme
diate objectives;

6. Any adaptions or modifications made 
at the work site:

7. Progress on skill acquisition and 
production rate;

8. Any critical incidents at the job site;
9. Any critical incidents off the job site 

that may impact on job performance;
10. Co-worker and supervisory interac

tions:

11. Supervisor's evaluation of worker 
progress (any written evaluations 
should be attached to the report);

12. Number of intervention hours and 
for what behaviors, both on and off 
the job site;

13. Projected training needs and inter
vention time; and

14. Signature of job coach completing 
report.

Each report should indicate the quality 
of the supported employment placement, 
as well as the quality of the services being 
provided. Some questions that the voca
tional rehabilitation counselorwill ask when 
reviewing progress reports include:

1. Is the client receiving competitive 
wages?

2. Is the client working20 hours or more 
per week averaged over a pay pe
nce?

3. Dees the client have frequent daily
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14. Does the individual have any be
haviors, attitudes or characteristics 
that may interfere with job perfor
mance and if so, with what frequency 
do these behaviors, attitudes or 
characteristics occur?

15. Are there any accommodations or 
adaptions that may benefit the indi
vidual and increase his or her em
ployment opportunities?

16. Can the individual self-transport?

On-the-Job Situational Assess 
ment: The on-the-job situational 
report should address the following 
issues:

1. Overview of job requirements:

2. Current functioning level in terms of 
job and task independence, produc
tion, quality, supervision needs, co
worker interactions, etc.;

3. Discrepancies between current 
functioning levels and expected 
functioning levels;

4. Specific training needs that must be 
addressed:

5. Specific ongoing support needs that 
must be addressed;

6. Any advocacy issues that will need to 
be addressed:

7. Any jco accommodations cr modifi
cations that will need to be made;

8. General strategies and recommen
dations: and

9. Proposed fading schedule that esti
mates the number of training hours 
recuireduntil stabilization cntenaare 
met.

Module #10
Putting It All Together Monthly Progress Reports: Monthly writ

ten repons are used to summarize worker 
progress and provider activities and must 
include the following:

1. Client name and social security 
number;

2. Position title, employer and date of
hire;

3. Number of hours worked and wages 
earned:

4. Brief job description;

5. Client progress toward the Interme
diate objectives;

6. Any adaptions or modifications made 
at the work site:

7. Progress on skill acquisition and 
production rate;

8. Any critical incidents at the job site;

9. Any cntical incidents off the job site 
that may impact on job performance;

10. Co-worker and supervisory interac
tions:

11. Supervisor's evaluation of worker 
progress (any written evaluations

. should be attached to the report);
12. Number of intervention hours and 

for what behaviors, both on and off 
the |Oo site:

13. Projected training needs and inter
vention time: and

14. Signature of job coach completing 
report.

Each reocrt should indicate the qual
ity of the supported employment placement, 
as well as the quality of the services being 
providec. Seme questions that the voca
tional rehabilitation counselor will ask when 
reviewing progress reports include: 
t . Is the client receiving competitive 

wages7
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2. Is the client working 20 hours or more 
per week averaged over a pay pe
riod?

3. Does the client have frequent daily 
interactions with other employees 
without disabilities?

4. Is ongoing support available to meet 
the needs of the client and the em
ployer?

5. Is progress being made towards the 
goals and objectives of the IWRP?

6. If progress is not being made toward 
the accomplishment of the goals and 
objectives of the IWRP, what does 
the job coach propose to do differ
ently?

7. Is the client satisfied with the job and 
his or her performance on the job?

8. Is the employer satisfied with the 
client’s performance on the job?

9. Are family members or residential 
providers satisfied with the place
ment?

10. Is the client reaching skill acquisition 
on all job tasks?

11. Is the client performing the jab to the 
employer's production standards?

12. Is the worker utilizing the natural 
supports in the workplace?

13. Have the least restnctive and most 
natural modifications or adaptions 
been utilized when necessary?

14. Is a systematic prccecure in place 
for assessing client performance cn 
an ongoing basis?

15. Has the job coach faded to a 
consistent level of intervention 
below the criteria established for 
staoilizaticns?

Module #10
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DVR funding is time limited. Closing 
the case is a process (Status 22) which 
begins when the worker requires less than 
20% intervention from the job coach, has 
acquired the skills necessary to complete 
the job and supervision is directed toward 
productivity rather than skill training. The 
case is successfully closed when the follow
ing criteria have been met:

• The individual has been em
ployed an average of 20 hours 
per pay period for at least 60 
days after the case closure 
process was initiated:

• The individual is being paid in 
accordance with applicable 
Wage and Hour laws;

• The individual is working in an 
integrated setting with oppor
tunities for interaction with non- 
hancicapped persons:

• An ongoing support plan is 
developed which delineates 
;ne funding source, services 
needed, strategies, timelines, 
ana responsible parties.

LONG TERM FUNDING

Long term funding is available through 
the Division of Mental Health and Develop
mental Disabilities for those incividuals who 
are developmentaliy disabled and severely 
mentally ill. A source of funcing must be 
identified before an individual is eligible to 
receive supported employment services 
through the Division of Vocational Rehabili
tation. Availability of long term funding is 
limited in Alaska. Providers often must seek 
other sources for long term supoort. Strate
gies induce using residential staff/resources, 
developing natural suopons at the job site 
and PASS plans ;the individual pays for job
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coach time). Service providers are required 
to sign a ongoing support agreement for 
DVR to ensure that ongoing support ser
vices will be provided This agreement 
specifies how these services will be funded. 
Minimally, support must be provided 2 times 
per month at the work site.

Prior to case closure the DVR 
Counselor should develop an ongoing 
support plan in collaboration with the worker, 
significant individuals requested by the 
workerand the service provider. Theongoing 
support plan should be developed using the 
following process:

1. Review current data and information 
about the worker and update the Personal 
Profile of Worker. Have any quality of life 
indicators changed for the worker?

2. Review critical supports needed by 
the worker at the job site in order to maintain 
successful employment.

3. Determine factors outside the work 
environment that may affect work perfor
mance, e.g. - medication management, 
alcohol abuse, poor use of leisure time.

4. Brainstorm approaches to each of 
these critical support needs, both at the 
work site and off the work site. Considerthe 
use of generic community resources, as 
well as resources available to the ongoing 
support agency.

5. DevelOD concensus as to priorities, 
approaches, and alternatives for each criti
cal factor.

6. Develop action plan that delineates 
critical support needs, approaches, alterna
tives. resoonsible parties, ana timeframes. 
Consider pre-printing generic ongoing sup

Module #10
Putting It All Together

port services ( support needs, approaches, 
and timeframes) such as job site observa
tion and employer, coworker, family, and/or 
residential provider, and worker contacts 
with exception of responsible party.

7. Assign overall coordinator fqr plan 
implementation and monitoring. -

(Alaaka O lv iiion  o t Vocational Rehabilitation, 1990)

JOB COACH CORNER: AN OVERVIEW 
OF SOCIAL SECURITY BENEFITS AND 
WORK INCENTIVES
NegotiatingtheMazeofBenefitsRequiresa 
Basic Understanding of the Social Security 
System. (Reprim - Malloy, J., Hagner, Di, & 
Dileo, D..Supported EmploymemlnfoUnes, 
May 1991)

Job coaches are frequently called on 
to advise supported employees and their 
families on issues related to wages and 
benefits. Negotiating the maze of the social 
security system requires a basic under
standing of terms and programs. Here is an 
overview of Social Security Disability Insur
ance and Supplemental Security Income 
and the work incentives that can be used for 
each.

SOCIAL SECURITY DISABILITY 
INSURANCE (SSDI)

This program is for people who have 
worked and paid social security taxes for 
one quarter or more each year after age 21 
and becom e disabled and unable to work at 
a substantial level. A person whose disabil
ity occurred before age 22 may collect 
benefits if hisiher parent is eligible for social 
security.

Tne benefit amount is determined by 
how much an individual paid into the sys
tem. A person can have unearned income 
and resources of any magnitude and still

Page 13
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collect disability insurance. As this is an 
insurance program. Social Security Admin
istration (SSA) uses the term “beneficiary.’' 

Benefits are usually paid on the third 
day of the month for the previous month 
(except in the case of a one-time retroactive 
check). Cost of living increases are usually 
added at the beginning of the calendar year.

Module #10
Putting It All Together

SSDI WORK INCENTIVE PROGRAMS

There are three types of work incen
tives:
“ Trial Work Period (TWP)
* Extended Period of Eligibility (EPE)
’ Reducing Countable Earned Income

TWP
Designed to allow a  beneficiary to 

“test” work ability. TWP provides the usual 
cash benefits for nine months (not neces
sarily consecutive) in which the beneficiary 
has gross earnings of more than a certain 
amount (currently $200 per month). To be 
eligible, an individual must meet the initial 
SSA definition of disability with at least five 
years between “disability periods."

£EE
The EPE is available only to SSDI 

beneficiaries who have used their nine trial 
work months and runs 36 consecutive 
months thereafter. Any month during this 
time that the beneficiary earns over a cer
tain amount of gross income, he/she will not 
get a disability check. The current limit is 
S500 per month; this is called a SuDstantial 
Gainful Activity (SGA).

At the end of TWP, SSA will conduct 
a Continuing Disability Review (CDR) to see 
if meaical and work status have improved. 
Acjustments based on income are often 
several months behind. It is prudent to

inform SSA immediately when a person's 
income goes up or down, to avoid overpay
ment or to resume receiving checks as soon 
as possible. During the first three months of 
the EPE. the beneficiary receives checks 
regardless of earnings. _

Once the 36 EPE months are up, 
disability starts and benefits are lost in the 
next month of earnings over the gross limit. 
Benefits are continued indefinitely, how

ever, for as long as the beneficiary remains 
at earnings below the monthly gross limit.

Reducing Countable Earned Income 
Below SGA

A beneficiary’s counted income may 
be reduced below the limit to continue to get 
checks in addition to wages. These reduc
tions cannot be used during the nine month 
tnai work period.

Subsidy
If the beneficiary can snow that he/ 

she was paid more than his/her perfor
mance was worth, the overpaid amount is 
considered a subsidy and is discounted 
from earnings. Subsidies include on-the- 
job training reimbursements and situations 
where supervisors or co-workers provide 
suDport to the employee.

Income Averaging
If earnings fluctuate or cannot be 

sustained (seasonal work), earnings for 
several months can be averaged and if the 
'average is uncerthe monthly limit, benefits 
are paic ‘or each month.

Page 14
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Business Expenses
Self-employed people can take the 

cost of doing business (equipment, sup
plies. special clothing, etc.) off gross earn
ings.

Impairment Related Work Expenses 
(IRWE)

Expenses related to the disability and 
necessary in order to work that are not 
reimbursed by insurance or other sources 
can be subtracted from gross earnings.

Medicare

Twenty-four months after receiving 
SSDI benefits, a person becomes entitled to 
Medicare benefits. There are two Medicare 
programs:

Part A: Automatically given after 24 
months of benefits at no cost to the benefi
ciary. Covers major hospitalization (psychi
atric days are limited) and related cost.

Part B: An option program offered 
upon eligibility for Medicare and once a year 
thereafter. This includes outpatient ser
vices and therapies, with limitations.

Extended Medicare: Generally, 
Medicare continues as long as a person is 
on the disability rolls. When a beneficiary 
has used up EPE. Medicare coverage will 
end the same month cash benefits end. If a 
beneficiary's EPE is ended before 36 
months, consult SSA to find out how many 
mere months, if any. Medicare coverage will 
continue.

Supplemental Security Income fSSII

Intended to be a welfare program. 
SSI is cesigned for people wno meet the 
SSA disability requirements and who are in 
financial need. The applicant must show 
financial need by having ccuntaole income 
(gross income minus applicable exclusions)

Module #10
Putting It All Together

below the limits set by SSA. There are also 
resource limitations per individual and 
couple.

To be initially eligible for SSI, a per
son must: meet the SSA definition of disabil
ity or be 65+ years of age; meet income and 
resource limits: not be working and receiv
ing countable monthly wages over a certain 
amount (Substantial Gainful Employment, 
currently S500); be a US citizen or lawful 
alien and a US resident: complete an appli
cation with SSA; file for other possible 
benefits; and comply with requests from 
SSA such as a vocational rehabilitation re
ferral.

People who receive SSI are called 
"recipients" and the monthly SSI check can 
vary as income varies. SSA uses estimates 
of income from the previous two months to 
calculate the payment. The check is then 
issued on or about the first day of each 
month for that month.

Benefits begin on the date an indi
vidual is determined eligible for SSI. Every 
quarter, SSA verifies income and payments 
and may make an adjustment in a person's 
cnecks or send a letter regarding over/un
derpayments.

It is beneficial to apply for SSI before 
beginning work, preferaoly at age 18. If the 
applicant is living with parents or others 
providing full support, he/sne should make 
arrangements to pay for room ana board. 
The SSI program provides extenaed medi
cal benefits cesoite increased earnings once 
a recipient has been on the rolls fcr one 
month.

SSI Work Incentives

Once eligible, the recipient must re
ceive cniy one month of benefits to cualify 
fcrthe SSI WcrK Incentives Program it  619). 
The recipient's aoility to meet the income

Page 15

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 400

test is no longer required in orderto maintain 
SSI eligible status.

Impairment Related Work Incentives 
(IRWE)

Used as for SSDI, the recipient may 
claim expenses he/she has paid and those 
expenses are disregarded from payment 
calculations. The recipient gets back St for 
every $2 spent.

Plan to Achieve Self-Support (PASS)
Allows workers to recoup much of 

the expenses they incur because of work, 
up to the SSI maximum benefit. PASS is 
available to SSI recipients and has also 
been used by SSDI beneficiaries to lower 
their counted income enough to become 
SSI eligible.

The PASS funds can be used for 
purchasing services, equipment, supplies 
or any other items needed to assist a person 
to find and keep a job. Plans have been 
approved for the cost of transportation, 
prosthetics, job coach services, etc.

It is often useful to enlist the help of a 
state vocational rehabilitation counselor to 
write a PASS, but anyone can write one on 
behalf of the SSI recipient. The local Social 
Security Office will review the plan and must 
provide written approval or denial. If the 
plan is denied, the Social Security Office is 
required to state what is wrong with the plan. 
It can then be resubmitted with the required 
changes.

Module #10
Putting It All Together
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guide to social security and supplemental security income work incentives for 

people with disabilities. (SSA Publication No. 64-030). Washington, DC: U.S. 

Government Printing Office.
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Exercise #10.1 

MY ACTION PLAN:
List your objectives and time lines to implement supported employment 

for persons with disabilities in your program.

Module #10
Putting It All Together

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 404

Module #10
Putting It All Together

REFERENCES

Malloy, J., Hagner, D., & DiLeo, D. (1991). Job coach comer An overview of social security 
benefits and work incentives. Supported Employment InfoLines Z (A), pp. 2-3.

Alaska Division of Vocational Rehabilitation (1990). Supported employment policy and 
procedure manual. Juneau, Alaksa.

McLoughlin, C.S., Gamer, J.B. & Callahan, M. (1987). Getting employed, stavino em
ployed: Job development and training for persons with severe handicaps. Baltimore: 
Paul H. Brookes.

Prieve, K. (1990). Case management: Blueprint for success. In DePoint (Ed.),
Tools of the trade: A hands-on training program for supported employment personnel. 

Minneapolis: RISE.

Specialized Training Program (1987). Vocational training in community settings. Unpublished 
manuscript. Training workshop at ASETS, Anchorage, Alaska.

Underwood, C. (1991). Presentation at 3rd annual statewide conference on disabilities. 
Anchorage, Alaska.

Ward, L & Shelton, D. (1991). Presentation at 3rd annual statewide conference on disabilities. 
Anchorage, Alaska.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model

OPTIONAL 

MODULE #11 

CHALLENGING BEHAVIORS

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 406

Module #11
Challenging Behaviors

r
TABLE OF CONTENTS

Summary:

Challenging Behaviors :
Assessment of Challenging Behaviors :■
Respectful Responses to People with. Challenging Behaviors 
Self Management

- Pg-1-5 
Pg.SB  
Pgc&T 
Pg-7-9

Readings:

t t .1 Challenging Behaviors, L  Noren & A. J. Gatenbein
11.2 An Absence of Influence, D. Frtonyak
11.3 Supporting People with Challenging Behaviors At the Work Site, D. Pitonyak
11.4 The Motivational Assessment Scale: An Administration Manual, V. D. Durand & D. B.

Crimmins
11.5 A Scatter Plot For Identifying Stimulus Control of Problem Behavior
11.6 Self-Management Programming for Supported Employment. J.Buckley & D. M. Mank

Exercises:

11.1 Case Study: Challenging Behavior
11.2 Case Study: Challenging Behavior
11.3 Functional Analysis
11.4 Self Management

Post Test 

References J

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 407

MODULE 11 CHECKLIST

Module #11
Challenging Behaviors

Master Trainer's Signature Date

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 408

Module #11
Challenging Behaviors

CHALLENGING BEHAVIORS

AN ABSENCE OF INFLUENCE

1. Challenging behaviors help 
some individuals to have influ
ence in environments where 
they have little or no influence.

2 Individuals who exhibit chal
lenging behaviorsoften develop 
identities as ‘problem people." 
A real danger is that if enough 
people begin to think of the 
person as a problem, he or she 
will begin to believe it too.

3. Caregivers often look "inside" 
the person to find the source(s) 
of the problem.

4. Sometimes we jump to the 
‘quick fix'. A program or inter
vention is developed to change 
the person. If the intervention 
fails (and it usually does), the 
person on the receiving end of 
the intervention is labeled 
‘unmanageable" or‘a behavior 
problem."

5. The person is blamed for-being" 
a proolem in a system which is 
out of touch with meeting 
people's neeos. It is often the 
system that needs fixing.

6. The way we treat peoole with 
severe disabilities is often dif
ferent from the way we treat 
each other. Anne Donnellan 
has said that we ask peoole

who (by definition) have the 
fewest adaptive skills to make 
the most adaptations all the time.

7. Many caregivers have been 
"socialized" into controlling 
people with severe disabilities. 
This control may be the source 
of the individual's challenging 
behaviors. Helping someone 
who is "out of control’  may mean 
■giving up* control.

8. Our goal should be to help 
people become more ‘influen
tial* and develop identities they 
can be proud of.

CHALLENGING BEHAVIORS 
A S "MESSAGES’

1. Challenging behaviors can be 
viewed as ‘messages’ which 
tell us important things about a 
person and the quality of his or 
her life.

2. Being in the community is not 
enougn. The real goal is to help 
people to develop relationships, 
to make positive contributions 
to society, to have more choices, 
to be valued, and to share in the 
resources a community has to 
offer. In short, the real goal is to 
heio people.

3. The presence of a challenging 
benaviorcan be a ‘signal* that a 
person coes not ‘belong’, that 
he or she is lonely, that he or 
sne does net have choices or 
control, andthatheorshets not 
valued.

4. Challenging behaviors are ex
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pressions of real and legitimate 
needs. Although a person's 
behaviors may be disturbing, 
the needs underlying those be
haviors must be honored if we 
are to help the person, and the 
people around the person, to 
change.

5. John O'Brien (1987) suggests 
that we ask these fivequestions 
to guide our efforts:

1. How can we expand and 
deepen the person's 
friendships?

2. How can we increase the 
presence of the person in 
local community life?

3. How can we help the per
son to have more control 
and choices in life?

4. How can we enhance the 
person's reputation and 
increase the number of 
valued ways he/she can 
contnbute in community 
life?

5. How can we assist the 
person to deveioo compe
tences?

Module #11
Challenging Behaviors

FINDING OUT WHAT 
THE PERSON NEEDS

1. Getting to “know” a person is a 
first and necessary step in un
derstanding the “meaning" of his 
or her challenging behavior.

2. Spend time with the person-leam 
what they like and where they feel 
comfortable.

3. Ask the person directly (it's rude 
not to) about his or her dreams 
and nightmares.

4. Ask friends and family for ideas, 
suggestions and help.

WHEN THE "SOLUTION* 
IS HARD TO FIND

1. Caregivers often fail to stop an 
individual from acting in challeng
ing ways because of a failure to 
understand the purpose or 
function(s) of his or her chal
lenging behaviors.

2. The field is moving away from a 
time when the kind of treatment 
we provided depended upon the 
topography of a challenging be
havior (what it looks like) to a time 
wnen the kind of treatment we 
use deoends uoonthe function of 
the behavior (what it means).

3. A single behavior can “mean- 
many things. Different behaviors 
can “mean” the same thing. The 
“meaning* of behaviorcan change 
from moment to moment.

4. Sometimes it's necessary to 
gather very specific information 
regarcing an individual's chal
lenging behavior(s). A SDecific 
analysis about the purpose or 
function(s) of an inoividual’s 
Challenging behaviors is some
times referred to as a “functional 
analysis".
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5. A functional analysis can be very 
involved and time-consuming or 
very simple and brief. It's difficult 
to predict how involved the analy
sis will be or how long it will take, 
but any steps you can take to
ward understanding the person 
better will be well worth your ef
fort

6. Be Patient. Trust yourself and 
trust the person to find a solution.

7. It Is important to define the 
behavior very carefully. De
scribe what you see (using be
havioral verbs). If the person 
engages in several behaviors si
multaneously, describe each one 
separately, if they seem to occur 
together over and over again, it 
might be because they serve the 
same function. When several 
behaviors produce the same ef
fect. they are called a “response 
class".

8. Use a formal behavior assess
ment guide. There are several 
excellent functional analysis 
guides. The Behavioral Assess
ment Guide developed by Tho
mas Willis. Gary LaVigna and 
Anne Donnellan of the Institute 
for Applied Behavior Analysis or 
a guide developed by Robert 
O'Neill. Robert Homer. Ricnard 
Albin. Keith Storey and Jeffery 
Sorague of the Researcn and 
Training Center on Community- 
Referenced. Nonaversive Se- 
navior Management, entitled 
Functional Analysis: A Pracical 
Assessment Guice. Both are 
user-fnencly and oracticai.

Module #11
Challenging Behaviors

9. The Motivation Assessment 
Scale. A simple and helpful 
questionnaire was developed by 
Mark Durand and Daniel 
Crimmins from the University of 
Albany. The Motivation Assess
ment Scale is a 16-item ques
tionnaire that assesses the role 
of four variables in the mainte
nance of an individual’s challeng
ing behavior sensory input, at
tention, tangible reinforcement 
and escape. The questionnaire 
should be completed by people 
who know the individual well. 
Once completed, the variables 
are ranked from 1-4 regarding 
theirrelative importance as a mo
tivating variable. A copy of the 
scale and instructions are part of 
this module.

10. Collect meaningful data. It's 
useless to collect data simply for 
the sake of collecting data. Your 
data should give you information 
that is helpful in making instruc
tional decisions. Luanna Meyer 
of Syracuse University and 
Racnel Janney of Virginia Com
monwealth University have de- 
scnbed ways to collect data that 
are meaningful and user-friendly 
(see reference list). They point 
out that there are many ways of 
■knowing" and that we should 
collect information that reflects 
wnat we see and how we feel.

11. The Scatter Plot Diagram. Paul 
Tcuchette of the University of 
California and others have de- 
scnbed a way of collecting data 
that orcduces a "picture" of a be
havior over time. This method of 
data collection, sometimes refer
red to as a "scatter plot diagram," 
relies on symccis tc oict behavior
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and its intensity. Furtherinforma- 
tion on scatter plot diagrams is 
provided in this module.

12. “Function Tests’*. It is possible 
(even likely) that multiple ideas 
will surface about the function(s) 
of an individual's challenging 
behaviors. Evans and Meyer 
(1985) have suggested that brief 
“function tests' can be conducted 
to see if the behavior changes (or 
stays the same) when specific 
environmental conditions are 
manipulated. For example, if you 
note that the person screams and 
throws objects when receiving 
one-to-one instruction. you might 
guess that the behavior occurs 
because (1) the person finds the 
activity too demanding, or (2) the 
person dislikes his or her 
caregiver, or (3) the person finds 
the task too bonng. Each of these 
exoianations is a plausible ex
planation for screaming and 
throwing objects. To test each, 
you mignt (1a) alternate the de
mand level by reorganizing the 
joo so that easy and cifficuit tasks 
are presented. (2a) you might 
cnange caregivers, or (3a) you 
mignt helo the person to develop 
a more interesting day. (Note: it is 
very important to talk to the indi- 
vicual and others about the pur- 
cose of the function tests.)

Module #11
Challenging Behaviors

STRATEGIES FOR HELPING THE 
PERSCN TO SE INFLUENTIAL

1. Program for success. It is net
uncommon ‘or peccie wno ex
hibit challenging benavicrs to lose

access to the activities and places 
other people enjoy.

When someone exhibits a “trouble
some* behavior, the tendency is 
to take something away (e.g.. the 
chance to go shopping).. The 
problem with restricting aperson’s 
presence in his or her community 
is that it is very difficult to develop 
the skills you need for the com
munity when you are somewhere 
else. One way to help the person 
to learn the fun of community is to 
program for success. For ex
ample. if protracted shopping trips 
are difficult for the individual, it 
might be helpful to arrange a 
numoer of short (and rewarding) 
tnps so that he or she can develop 
a sense of the fun involved. Use 
shaping techniques to gradually 
increase the person's caoadty to 
spend time in community places.

2. Develop solutions that work for 
everyone. Avoid the tencancy of 
ceveiooing behavior plans that 
are geared only tcwaros the in- 
cividuai and no one else. Every
one nasneecs. Honoreacn other.

3. Make sure the new benaviors you 
are teaching are “functionally 
equivalent" to me ones that 
bother you. This means mat the 
alternative benavior(S) you are 
teaching should be as easy (if not 
easier) to co than the srcolem 
cenavior.
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STRATEGIES FOR HELPING PEOPLETO 
BE SUCCESSFUL IN THE COMMUNITY

These ideas are adapted from work 
by my colleague and friend, Rebecca 
McDonald.

1. Spendtimewithpeopieinregular 
community places and activities - 
learn what they like and where 
they feel comfortable.

2. Ask family and friends for ideas, 
help and suggestions. Ask the 
person and members of his or her 
support group for assistance.

3. Take advantage of opportunities 
that are available to "typical" 
members of the community (the 
YMCA. a local health dub, music 
lessons at the local music store, 
etc.)

4. Stan small ana then grow.

5. Don't overlook creative options 
for community particpation - fo
cus on the person's gifts and 
preferences.

6. Trust the Community.

(Pltonyak, 1991).

ASSESSMENT OF CHALLENGING 
BEHAVIORS

Pitonyak (1989) found that all behav
ior is adactive and must be examined in its 
social context. Challenging benavior, then, 
serves a purpose of function for the indi

vidual and may represent a method of hav
ing influence on their world. The-purpose of 
intervention is to teach people howto meet 
their needs with means that are not disturb
ing to others.
Assessment to find out what a per 
son needs may be performed by:

- Asking the person
- Ask the people who know the 

person best
- Identify time periods in which the 

challenging behavior is most
likely to occur (scatter plot diagram)

- Formal assessment instruments 
(Motivation Assessment Scale)

- Examine the antecedents and 
consequences

- Conduct brief "functional tests"

The Motivation Assessment Scale 
(MAS) is a sixteen item questionnaire de
veloped to assess the functional signifi
cance of behavior. The MAS may be com
pleted by parents, teachers or other indi
viduals across different settings. Informa
tion from the MAS can be used to identify 
variables that may maintain a student's 
problem behavior, identifying why certain 
behavioral programs are not successful, to 
identify alternative behaviors to teach stu
dents to replace their proolem behavior, and 
in identifying effective reinforcers.

A scatter plot diagram can be used to 
identify time penods when the challenging 
behavior is most likely to occur or not occur. 
Patterns of resoonding can be identified by 
the use of a scatter plot. Data can be 
recorded directly onto a scatter chart or by 
transfemng ooserved frequences to it. No 
data calculations are reauired. Scatterplots 
use data normally collected in aoplied set
tings: e.g. frecuency counts in half-hour or 
snoner intervals.

Vanaoles that can be revealed in 
reiationsmcs to orcciem oenaviors include 
correlation with the oresence or aosence of 
panicular cecoie. :ne social setting, time of
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day, physical environment, types of activi
ties, day of the week and other possible 
variables.

Module #11
Challenging Behaviors

RESPECTFUL RESPONSES TO 
PEOPLE WITH CHALLENGING 

BEHAVIORS
A LAUNDRY UST

1. We often describe challenging be
haviors such as aggression, seif-in- 
jury, rumination, etc as 'maladap
tive behaviors.* In truth, all behavior 
is adaptive; that is. all behavior 
functions for us. In important ways, 
with varying levels of success, all of 
our behaviors work by helping us to 
access reward or avoid punishment

2. The behaviors which an individual 
exhibits, no matter how pnrrritive or 
socnisticated. have been shaoed by 
their experiences. What works is 
wnat is.

3. A person with challenging behaviors 
in not a bad person. They present 
challenges to their friencs. parents, 
teacners. etc But they are not bad 
The benavior which is challenging to 
us. has worked for them in the past

4. We cannot eliminate a person's 
challenging behavior(s). but we can 
teacn her/him fnends. parents, 
teacners. etc But sne/he is not bad. 
The oenaviorwnich is challenging to 
us, has worked for her/him.

5. A rescectful response to a person 
witn challenging behaviors includes 
heicmg tnem to 'acd cn".

6. We can help people with challenging 
behaviors to I earn mare useful and 
adaptive ways to access reward and 
avoid punishment Afterall, we havel

7. Reward is powerful. We ail need it 
and we all want it

8. What's reinforcing to you may not be 
reinforcing to me, you like the opera.
I like reggae.

9. A respectful response to a person 
with challenging behaviors indudes 
helping her/him to find color and in
trigue in life, to meetinteresting people 
who stay awhile and share a lot

10. But what do we do in the meantime? 
It's hard to be with someone who 
challenges us so much. What can 
we do?

11. Everything!

12. Everything.......but punish.

13. Toaperson with challenging behav
iors the wand often looks absurd. 
They mignt have a limited array of 
remforcars (reinforcers we've long 
given up or ones we get regularfy for 
doing nothing). Accessing these 
rewards sometimes means throwing 
a tantrum so the staff will write a new
program.......... or resurrect an old
one.

14. Sometimes the rewards ccme from 
out of the blue. Pure luck, pemaps. 
A random occurrence.

15. It is not only passible, but likely, that 
the person who presents challenging 
benavicrs doesn't understand the 
reiationsnio between thteir oenavior
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and our rewards. If we're gentle and 
respectful, she/hecan learn new ways 
to interact with us.

16. She/he can learn if we’re gentle and 
respectful.

17. If we punish a person with challeng
ing behaviors, we drive them away 
from interacting with people in a re
spectful way. It's difficult to unlearn 
aggression when you are aggressed. 
If you are self-injurious, it's difficult to 
feel good about yourself when the 
most important people in your life 
use "adversive techniques" on you.

18. Adversives make behavior go
away and they make you and i
go away too.

19. It's probable that people who use 
adversives are reinforced by the re
sults. After all, challenging behaviors 
can be very upsetting. Challenging 
behaviors can hurt and they can be 
dangerous.

20. Protect yourself and protect others.

21. Remove from the environment what 
can be harmed or be harmful.

22. John McGee says “be gentle". Teach 
the person that you will not punish 
them. Redirectthemtootherwaysof 
accessing reward or avoiding pun- 
isnment.

23. Be gentle and reward the person for 
successive aoproximations towards 
and end. Someone wno moves away 
form you is improving if all they've 
everconeisbiteyou. Start there. It's

Module #11
Challenging Behaviors

already working.

24. Reward is powerful. We all need it.

25. In fact, we ail learned reward (but it 
took time).

26. Give the person time to learn new 
rewards and different options. I need 
time. You need time. We ail need 
time.

27. Be supportive. Showthe person that 
you believe in them even when they 
are having a difficult time.

28. Be sure you support other people 
who are trying to help. Create a 
supportive environment! People who 
are supported can be supportive.

29. Hang in there.

30. It will get better.

31. And better.

32. And Better!

33. You owe it to yourself to give and get 
what we ail need: Respect.

SELF-MANAGEMENT

Definition

1. S elf-m anagem ent results 
when individuals mediate as
pects of their behavior by 
monitoring and managing 
conditions to maintain or 
cnange their behavior.

Page 7
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2. Self-management is designed
to develop independence in 
the individual in orderto main
tain acceptable work perfor
mance and to reduce levels of 
supervision.

Techniques

1. Antecedent Cue Regulation

a. Prompts, techniques, opera
tions that lead the user to the 
correct response

b. Examples include:

'  Pictures arranged in order 
(photographs, drawings)
* Symbols arranged in order
* Cards a user carries with an 

event and a specific time 
(dock face)

’ Modified dock face
* Checklist
* Microcassette (step, task)

c. The matter of degree

* Already arranged, ordered, 
recorded
* User contra is access, selects 
correct prompt, arranges in 
order
* User creates ana arranges

2. Self-Monitoring

a. Supervising cne's own work

P. Examoies include:

* Noting the occurrence of an 
event
* Tallying the frequency of 
events
* Determining the amount
* Evaluating one's perfor
mance (QC)
* Setting goals .

3. Sell • Instruction

a. Used to develop self control
b. Used verbal cues to interrupt 

maladaptive behavior and to 
prompt task-relevant and de
sired behavior.

c. Uses a training regimen to 
teach self-instruction tech
niques

4. Self-Determined Consequences

a. Positive or negative reinforce
ment delivered after specific 
responses

b. Examples:

* Self delivery of coins, tokens
per prccucricn or comple
tion of items 

" Partidpating in events, ac
tivities deoendent on perfor
mance

- amount or quality
- negative or positive 

reinforcement

c. The matter of cegree

’ User delivers reward as ar
ranged
" User controls reward 
'  U ser evaluated perfor
mance. then delivers conse
quence

Page 8
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* User selects reward, 
consquences, evaluates 
per formance and delivers 
reward

5. Teaching Self-Management

a. ‘Steps in Self-Management

1. Identify the problem 
through evaluation.

2. Verify the problem 
through observation.

3. Establish a range of 
acceptable behavior.

4. Assess the work envi
ronment for naturally 
occurring stimuli and 
reinforcers.

5. Select seif-manage 
ment procedures:
(a) Consider the spe 
cfic job requirements
(b) Consider the ac

ceptability of the 
procedure within 
the work place

6. Train seif-management 
skills by withdrawing

Module #11
Challenging Behaviors

external assistance:
(a) Task ana

lyze target
behav i or
and self-
m a n a g e 
ment pro-
cecures

(t») Tram se
q u e n t i a l
s t e p s
thrcugn ex
ternal as
sistance.

(c) Withdraw 
ex t e r na l  
assistance.

7. Evaluate the ef 
fects of self
management

(a) Assess the 
mairttanance of self
management proce
dures.
(b) Validate change in 
target behavior

b. Issues in Self
Management

1. Individualiza
tion

2. Obtrusiveness

3. Matching tech
niques with 
those in the 
natural environ
ment

4. Ease of Use:

'  Forthe user 
* For the sup
port person 
‘ Forthe em
ployer

'Step* to Ssif-ManagemtntAOaptad from:
LagomarcJno. Hugos, 4 Rusch, 1988)
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Exercise 11.1

Module #11
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CHALLENGING BEHAVIOR

Case Example

Larry is a 25 year old male who is 
mentally retarded and receiving supported 
employment services. He has recently 
started work in a fast-food restaurant doing 
preparation work in the kitchen. Larry's 
duties include slicing meats and vegetables 
to be used on his shift and the following shift.

The Job Coach was present at the 
work site when the following incident oc
curred. Larry was prepared to perform his 
job duties but needed a question answered 
by the store manager. At the time the 
manager was waiting on a customer (the 
customer comes first). Larry felt put off by 
the manager and frustrated about not being 
able to do his job. His response was to call 
the managera“son of a bitch". This explosive 
outburst was heard by the Job Coach. The 
Job Coach was aware that Larry had a 
history at anger management and impulse 
control oroblems.

The Job Coach approached Larry 
who seemed to be agitated and wanted to 
discuss the situation and his indignation in 
the work area.

You are the Job Coach for Larry in this 
scenario.

1. What ;s your evaluation of Larry be- 
navior? What functional purpose 
does the behavior service?

2. What is your immediate response to 
Larry in this situation? *

3. What is your plan for Larry for the 
remainder of the day?

4. What is your long-term plan for Larry 
to remediate this behavior?
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Exercise 11.2
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CHALLENGING BEHAVIOR

Case Example

Denise is a 28 year old, autistic fe
male. She has savant abilities for recalling 
numbers, dates, birth dates, and letters. 
These special abilities become an asset for 
Denise when she began working at a library 
doing filing, cataloging, and reshelving du
ties. Denise enjoyed her work and was 
rewarded for task completion by having 
reading time.

Denise has some unusual behaviors; 
when under stress she will put her hands 
and forearms around her head and show 
symptoms of anxiety. When working on the 
floor, she will sometime talk to herself in a 
loud voice. These behaviors are tolerated 
by the library staff.

Library staff on the other hand were 
concerned about the amount of staff time 
required for supervision. Concerns were 
also expressed by library staff about the 
amount of their time that involved meeting 
with the Job Coach. Staff observed that 
Denise seemed anxious and confused when 
given instructions from more than one per
son.

Tne situation was further complicated 
by a couole of co-workers who persisted in 
teasing and tricking Denise while on the job. 
When Denise was teased or “set-up” by her 
co-workers, she reacted to the stress with 
cnallengmg benaviors. For examole. she 
would taxe paper and soft drinks out of 
ethers hands which produced uosetting 
situations.

You are the Job Coach for Denise.

1. What is your evaluation of Denise’s
behavior?

2. What is your plan of intervention, 
based on your evaluation in question 
number 1?
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3. What is your evaluation of the time 
concerns of the library staff?

Module #11
Challenging Behaviors

4. Based on yourevaluation in question
number 3, what is your plan for 
remediating the problem?
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Exercise 11.3
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FUNCTIONAL ANALYSIS

Case Example

Jackie is a 19 year old Alaska Native 
with a developmental disability. She is 
employed washing dishes in a local hospi
tal. She has been working for one month 
andherbehaviorsof screaming andpinching 
are of considerable concern to co-workers 
and the employer. These behaviors rarely 
occur when Jackie is left alone for extended 
periods. There is an existing history cf these 
behaviors. Currently, she is not on any 
medications, has no medical complications, 
sleeps 8 hours per night, and eating habits 
and diet seem to be fine.

At work, she enjoys attention from 
co-workers and supervisors. Jackie seems 
to have a good graso of daily routines and 
likes most asoects of her work. The 
screaming and pinching are most apt to 
occur at work while occurring rarely at home 
or during activities that she enjoys. These 
behaviors are most likely to occur in the 
presence of co-workers and supervisors.

The activity that appears to be most 
likely to produce these benaviors is high 
volume times after meals when there is 
pressure to work rapidly. Behaviors are 
least apt to happen during breaks and lunch 
penocs. Situations that "set off'the behaviors 
of concern are unwanted demands and being 
ignored. Functionally the undesirable be
haviors of screaming and pincmng seem to 
get her attention and serve to avoid demands 
of task. About half the time these behaviors 
accear to be done to annoy sucervisors or 
co-workers. While screaming and pinching 
Jackie usually is agitated, frustrated, and 
argpy cut seems aware of her surrounding. 
Vies: cf the time, bcth behaviors wiil rapidly

drop off within five minutes, although it may 
take 15-20 m in utes for her to be calm enough 
to return to work.

Jackie enjoys outings into the com
munity such as shopping at the mall, going 
to movies, and eating at restaurants. She 
likes cokes and other soft drinks, music, and 
social interaction and attention. At times, 
Jackie will approach people to initiate in
teraction in a socially appropriate manner. 
Work sessions seem to go best when there 
is a mixture of difficult and easy task, lots of 
verbal praise, and an unhurried pace. Work 
is likely to be disrupted when there are 
difficult tasks, high volumes of work, minimal 
attention and/or low levels of positive rein
forcement. Prior work history shows that 
these behaviors are usually associated with 
negative attention getting.

Overthe course of three days Jackie’s 
behavior will be monitored. In that the 
challenging behaviors occur primarily at 
work, only that portion of the day will be 
observed. A typical daily schedule for her 
follows. Supervisors and co-workers have 
been instructed to ignore Jackie's scream
ing. For aggressive behavior, supervisors 
are to remove her from the work area until 
she has calmed down and is ready to return 
to work. She is also informed that she will 
not be paid for time she is not working.

8:30 - 8:40Arrive at work, check 
in, stan work

8:40 -10:00 Sort dishes and trash 
from carts. Wash dishes 
10:00 - 10:30C!ean work area and 
break.
10:30 - 11:30Processlatecartsfrom
doctors' lounge
11:30 - l2:30Lunch Break
12:30 - 2:C0 Process cans from
luncn

2:C0 - 2:30C!ean wcr< area and 
break

2:30 - 3:30Process rate cans
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from doctors’ lounge 
3:30 - 4:30Scrub pots and pans

OBSERVATIONS

On 8/5, Jackie's work was uneventful from 
8:30 to 9:45. At 9:45, her supervisor re
quested that she work faster as additional 
carts needed to be done. Jackie screamed 
and attempted to pinch the supervisor who 
brushed Jackie’s hand to the side. Jackie 
was placed in time out for 10 minutes and 
then returned to work.

On 8/5, Jackie’s work was uneventful from 
9:45 until 1:C0. Shortly after 1:00, during a 
busy work time, the supervisor brought an 
additional cart for Jackie to process. Jackie 
screamed and the supervisor ignored the 
behavior.

On 8/6. Jackie began work with an incident. 
At 8:50, she screamed and stomped around 
her work area. At 9:10. when the supervisor 
asked her to pick up some of the work load 
of a sick co-worker, Jackie pinched the 
supervisor and began to scream. While 
being placed in time out. she again screamed 
and pinched the supervisor. It required 20 
minutes of time out for Jackie to calm down 
and return to work.

On 8/6 at 9:45. Jackie screamed when a 
particularly full cart was brought to her. Co
workers and the supervisor ignored the 
benavior. When she calmed down, the 
sucervisor praised her for the good job she 
was doing.

On 3/6 at 1:40. dunng a heavy work load. 
Jackie screamed and the supervisor ig
nored it. A co-worker on the ether hand

M odule #11
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made a remark to Jackie in regards to the 
scream and she screamed two more times. 
Again the supervisor ignored the behavior.

On 8/7 at 9:45, Jackie screamed and pinched 
a co-worker. Theco-workerhadmovedone 
of his carts to Jackie's work station. When 
the supervisor intervened Jackie pinched 
and screamed at the supervisor. Jackie 
required 30 minutes of time out in order to 
calm down.

On 8/7 at 11:20, Jackie sat down on the floor 
and screamed repeatedly. Thetriggerevent 
seemed to be a cart with exceptionally dirty 
and dried food on it from the doctors’ lounge. 
When a co-worker approached her to see 
wnat was wrong, Jackie pinched him. She 
was given a time out that lasted 20 minutes.

On 8/7 at 1:50, towards the end of the noon 
rush, Jackie bumped a co-worker with a 
cart. The co-worker angrily told herto knock 
it off. Jackie pinched the worker and began 
screaming. She was placed in time out and 
was able to return to work in 15 minutes.

PART A

Instructions: Using information from this 
case study.

1. Complete the attached Motivational 
Assessment Scale (MAS) in accor
dance with the MAS instructions. 
Complete one form for each of the 
target behaviors. If information is not 
available for a question, assume the 
behavior Coes not occur.

2. Make the calculations on the second 
page of the MAS as outlined on oage 
8 of the manual. Identify the highest 
ranking maintaining variable for the 
screaming benavior and omening 
behavior.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 425

Exercise 11.3 Cont.

3. Having identified the highest ranking
maintaining variables, use this infor
mation and develop a plan for Jackie 
in regards to both challenging be
haviors.

PART B

instructions: Using the information from 
the above case study:

1. Complete the attached blank scatter 
plot. Combine data for both behav
iors on one form. Use a blank cell to 
represent 0 rate, use a slash to rep
resent low frequency (1 or 2 occur
rences). and a filled in call to repre
sent high frequency (3 or more oc
currences). Fill out the scatter plot in 
accordance with the direction in the 
Touchette, et al. article.

2. From the data in your completed 
scatter plot on Jackie, what is your 
assessment? Are there patterns of 
behavior?

Module #11
Challenging Behaviors

3. What is your plan for Jackie’s behav
ior assessment from the MAS and 
scatter plot?
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SELF-MANAGEMENT

Case Example

2. Forthe laundry job. Sharon is having 
trouble with sequencing the steps. 
Using self-management techniques, 
how would you provide assistance?

You are the assigned job coach for 
Sharon. Sharon is starling a job at a local 
motel; vourtask is to train herto fold laundry. 
A timer on the dryer buzzes when the drying 
cycle isfinishedandmarksthebeginningto 
the job. The task includes unloading towels 
and wash cloths from the dryer. There are 
approximately 30 washcloths and 30 towels 
in each dryer load. Washcloths and towels 
are to be piled in separate stacks of ten 
each.

1. In performing the task, Sharon does 
not respond to the buzzer as a cue to 
unload the washer. How would you 
provide assistance by high lighting 
the natural cues in accordance with 
self-management technique?

3. In doing the laundry job, Sharon has
difficulty completing the task quickly 
enough. Using self-instruction tech
niques, how would you train Sharon?
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4. How would you train Sharon to self
monitor the number of towels or 
washdoths per stack and the rate of 
task completion?

5. How would you design self-rein
forcement into Sharon's self-moni
toring for this job?
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Forms for these exercises can be found in:

Module #11
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Exercises

Durand, V.M., & Crimmins, D.B. (1988). The motivation assessment scale: An

administration manual. New York: The University of Albany, State University of 

New York.

Touchette, P.E., MacDonald, R.F., & Langer, S.N. (1985). A scatter plot for identifying 

stimulus control of problem behavior. Journal of Applied Behavior Analysis. 18. 

343-351.
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Appendix B - Survey Forms for Evaluating Supported Employment Training

Forms:

Schedule for Evaluation Forms

Pre-service Evaluation

Pre-service Impact

Master Trainer Evaluation

Administrators, Master Trainer Impact Evaluation

Agency Satisfaction, Master Trainer and Pre-service

Master Trainer and Pre-service Follow-up Evaluation

Master Trainer Impact

Master Trainer Follow-up Evaluation
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SCHEDULE 
FOR 

EVALUATION FORMS

1. Evaluation of Training (to be completed by Master Trainer and
Pre-Service immediately following training)

A. Master Trainer Evaluation
B. Pre-Service Evaluation

2. Agency Satisfaction (to be completed by the 'agency 
administrator 4-6 weeks following training)

A. Master Trainer and Pre-Service Training Satisfaction

3. Outcome (Impact) Evaluation to be completed at 6 months and
12 months.

A. Administrators Master Trainer Impact Evaluation
B. Master Trainer Impact
C Pre-Service Impact
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PRE-SERVICE
EVALUATION

David Wilcox, Project Coordinator 
University Affiliated Program 
2330 Nichols Street 
Anchorage, Alaska 99508

RETURN FORM TO:

1. When you began the Pre-Service Training, you were asked to state your goals for 
the training. Please state your major goal for taking the training and rate how well 
you believe that goal was attained. '

Goal _________________________________________

Circle the number that applies.

1. I have fully achieved what I wanted to achieve.
2. I am well on the way to achieving it.
3. I have made moderate progress.
4. I have made only a small bit of progress.
5. No progress at all.

Comments:________________________________

Do you find that you still have the same goals? Do you have new ones? Or have 
some of them changed? Below, please provide the main goals you currendy have. 
(These goals may be the same as you previously listed or they may be different.)

A.____________________________________________________________________

B,

C,
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3. For each of the Modules, how would you rate their different components?

I
Of no value

3
Neutral Extremely

valuable

Rating Module

#1

Reading summaries 
Readings 
Optional readings

Topic

An Introduction to Supported Employment: 
Definitions, Components and Models

Exercises 
Post test

Comments:

#2 Populations

  Reading summaries   Exercises
  Readings ______ Post test
  Optional readings

Comments:_____________________________________________

#3 Job Development

Reading summaries________ ______ Exercises
Readings________________ ______ Post test
Optional readings

Comments:

#4 Job Analysis

  Reading summaries   Exercises
_______  Readings _______  Post test
______ Optional readings

Comments: ________ ____________________________________
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Comments:

Comments:

Comments'

Reading summaries 
Readings 
Optional readings

#5

#6

Reading summaries 
Readings 
Optional readings

#7

Reading summaries 
Readings 
Optional readings

Worker-to-Job-Match

_ Exercises
_ Post test

Task Analysis

_ Exercises
_ Videotape
_ Post’test

Foilow-Along Services

_ Exercises
_ Post test

#8 Integration

Comments:

Reading summaries 
Readings 
Optional readings

#9

Exercises 
Post test

Productivity

Comments:

Reading summaries 
Readings 
Optional readings

Exercises 
Post test
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# 10 Putting it All Together

  Reading summaries   Exercises
  Readings ______ Post test
  Optional readings

Comments:._______ _______________________________________

# 11 Optional-Challenging Behaviors

Reading summaries   Exercises
Readings ______ Post test
Optional readings

Comments:

4. Which Modules have you used, please give the Module number/s..

5. Please indicate the numbers of the Modules that have been the most helpful. 
Indicate how they were helpful._________________________________

6. How did the independent study format of these materials meet your needs?

1 2  3 4 5
Completely Neutral Completely

dissatisfied satisfied

Comments:________________________________________________

7. In regards to the Master Trainer

What was your level of satisfaction with the Master Trainers skill in providing 
training?

1 2 3 4 5
Completely Neutral Completely

dissatisfied satisfied

Comments:_____________________________________________ -

General overall comments:.
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PRE-SERVICE  
IMPACT

David Wilcox, Project Coordinator 
University Affiliated Program 
2330 Nichols Street 
Anchorage, Alaska 99508

RETURN FORM TO:

As a result of the Master Training program please answer the 
following questions. The data form this questionnaire will be used 
to further evaluate the effectiveness of this approach and to design 
methods to better meet training needs in Alaska

1. Indicate your level of satisfaction on how well you are able to 
apply the technology from the curriculum?

1 2 3 4 5
Completely Neutral Completely

dissatisfied satisfied

Comments:_______________________________________________

For consumers employed as a result of this project, please 
provide the following data.

Type of Job

B e n e f i t s

Average
wage

Type of job 
model 

.Supported
employment 

_ Enclave 
. Mobile Crew 
_ Benchwork 
_ Number of hrs. 

worked
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Type of Job Average
wage

Benefits

Type of Job Average
wage

Benefits

Type of Job Average
wage

Benefits

Type of Job Average
wage

Benefits

Type of job 
model 

Supported 
employment 

. Enclave 

. Mobile Crew 

. Benchwork 

. Number of hrs. 
w orked

Type of job 
model 

.Supported
employment 

. Enclave 

. Mobile Crew 

. Benchwork 

. Number of hrs. 
w orked

Type of job 
model 

.Supported 
employment 

. Enclave 

. Mobile Crew 

. Benchwork 

. Number of hrs. 
w orked

Type of job 
model 

.Supported
employment 

. Enclave 

. Mobile Crew 

. Benchwork 

. Number of hrs. 
w orked
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Type of job 
model 

.Supported 
employment 

. Enclave 

. Mobile Crew 

. Benchwork 

. Number of hrs. 
w orked

3. How well did the instruction by Master Trainers meet your 
n eed s?  '

1 2 3 4 5
Completely Neutral Completely

dissatisfied sausfied

W hat was most useful?

What could be improved?

Are there instructional areas not covered that would have 
enhanced the utility of the training. Yes No 

Comments:______________________________________________

Type of Job Average
wage

Benefits
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General overall comments:____________________________________
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iMASTER TRAINER  
EVALUATION

David Wilcox, Project Coordinator 
University Affiliated Program 
2330 Nichols Street 
Anchorage, Alaska 99508

RETURN FORM TO:

1. When you began the Master Trainer instruction, you were 
asked to state your goals for the training. Please state your 
major goal for taking the training and rate how well you 
believe that goal was attained.

Goal:_____________________________________________________

Circle the number that applies.

1. I have fully achieved what I wanted to achieve.
2. I am well on the way to achieving it.
3. I have made moderate progress.
4. I have made only a small bit of progress.
5. No progress at all.
Comments:__________________________________________

Do you find that you still have the same goals? Do you have 
new ones? Or have some of them changed? Below, please 
provide the main goals you currently have. (These goals may 
be the same as you previously listed or they may be different.)

A._______________________________________________________

B.
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3. For each of the Modules, how would you rate their different 
com ponents?

1 2 3 4 5 -
of no value neutral extremely

valuable

M odule Topic
#1 An Introduction to, Supported

Employment: Definitions, Components 
and Models

Rating:
  . Reading summaries   Exercises
  Readings   Post test
  Optional readings

Com m ents:_____________________________________________________

#2 Populations

  Reading summaries _____  Exercises
  Readings _____  Post test
  Optional readings

C om m ents:_________________________________________________

#3 Job Development

  Reading summaries _____  Exercises
  Readings _____  Post test
  Optional readings

C o m m e n t s : _______ _______________________________________
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#4 Job Analysis

  Reading summaries _____  Exercises
  Readings _____  Post test
  Optional readings

C om m ents:__________________________________________________

#5 W orker-to -Job -M atch

Reading summaries _____  Exercises
Readings _____  Post test
Optional readings

Com m ents:

#6 Task Analysis

Reading summaries _____  Exercises
Readings _____  Video tape
Optional readings _____  Post test

Com m ents:

#7 Follow-Along Services

Reading summaries _____  Exercises
Readings _____  Post test
Optional readings
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#8 In te g ra tio n

Reading summaries 
Readings
Optional readings

Exercises 
Post test"

Com m ents:

#9 P ro d u c tiv ity

Reading summaries 
Readings
Optional readings

Exercises 
Post test

Com m ents:

#10 Putting it All Together

Reading summaries 
Readings
Optional readings

Exercises 
Post test

C om m ents’

# 1 1 O ptional-Challenging Behaviors

Reading summaries 
Readings
Optional readings

Exercises 
Post test
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ADM INISTRATORS  
MASTER TRAINER IMPACT 

EVALUATION

David Wilcox, Project Coordinator 
University Affiliated Program 
2330 Nichols Street 
Anchorage, Alaska 99508

RETURN FORM TO:

Please answer the following questions as they relate to the 
Master Trainer program. The data form this questionnaire will be 
used to further evaluate the effectiveness of this approach and to 
design methods to better meet training needs in Alaska

1. How many pre-service personnel trained by this project are
currently providing employment specialist services? D oes
this represent an increase in the number of trained personnel 
in your community?_____________ If yes, by how m any?______

2. Indicate your level of satisfaction on how well the job coaches 
are able to apply technology after being trained by a Master 
Trainer?

1 2 3 4 5
Completely Neutral Completely

dissatisfied satisfied

Comments:_______________________________________________
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3. From a practical stand point, how well does the Master Trainer 
approach work to meet ongoing direct service personnel 
training needs of employment specialists?

1 2 3 4 5
Awful Neutral Great

Comments:_________________________________________

4. Again from a practical stand point, rate the -amount of time that 
must be allocated to allow the Master Trainer to fulfil their 
training duties.

. 1 2 3 4 5
Too much Neutral About right

Comments:______________________________________________

5. What are the benefits to you and your community as a result of 
the Master Trainer?

What are the weaknesses of this approach?
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What else could have been done to enhance the effectiveness of 
this program?

General overall comments:
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(Admin.)
AGENCY SATISFACTION  
MASTER TRAINER AND 

P R E -SE R V IC E

RETURN FORM TO:

D avid Wilcox, Project Coordinator
U niversity  Affiliated Program
2330 Nichols Street .
Anchorage, Alaska 99508

The intent of this evaluation is to assess the Master Trainer
and pre-service training and not the individuals attending the
training. If personnel from your agency received training to become 
M aster Trainers answer questions 1 through 4. If your agency 
personnel received training for em ploym ent specialist answer 
questions 5 through 10. If you have personnel who received training
in both areas please fill out all of the questions.

Name Region

MASTER TRAINER

1. Personnel from vour asencv received training to become
Master Trainers. How would you rate the overall effectiveness 
of that training.

1 2  3 4 5
Of no value Neutral Extremely

valuable

C o m m e n t s : __________________________________________________________
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2. How useful would you rate the independent study format of 
the training materials.

1 2 3 4 5
Of no value Neutral Extremely

valuable

Comments:_________________________________________

3. Has the Master Trainer enhanced your agency's ability to meet 
your needs for training pre-service personnel?

1 2 3 4 5
Of no value Neutral Extremely

valuable

Comments:_______________________________________________

4. How many pre-service personnel have been certified as job
coaches as a result of the Master Trainer? _______  Does this
represent an increase in the number of job coaches for your 
agency? Yes No

If yes. how many? _________

If no. please comment:___________________________________
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EMPLOYMENT SPECIALIST

5. Personnel from your agency received training from Master 
Trainers to become employment specialists. How would you 
rate the overall effectiveness o f  that training.

1 2 3 4  5
. O f no value Neutral Extremely

valuable

C o m m e n t : _______________ •______

6. How would you rate the independent study format of the 
training materials.

1 2 3 4  5
O f no value Neutral Extremely

valuable

Comments:_______________________________________________

7. How many pre-service personnel have been certified as job
coaches as a result of the Master Trainer? _________  Does this
represent an increase in the number o f job coaches for your 
agency? Yes No

If yes. how many? _________

If no. please comment:____________________________________
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8. As a result o f this project, has your agencies ability to provide 
direct services to individuals with severe disabilities been 
increased?
Yes No

Comments:

9. As a result of this project, what is the number of consumers 
who have been placed and trained in supported employment?

10. Rate the quality of the skills pre-service personnel learned in 
training from the M aster Trainer:

1 2 3 4 5
Of no value Neutral Extremely

valuable

Comments:____________________________________________________

General overall com m ents:
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MASTER TRAINER AND 
PRE-SERVICE  

FOLLOW-UP 
EVALUATION

RETURN FORM TO:

David Wilcox, Project Coordinator 
U niversity Affiliated Program 
2330 Nichols Street 
Anchorage, Alaska 99508

As a result of the Master Training program please answer the 
following questions. The data form this questionnaire will be used 
to further evaluate the effectiveness of this approach and to design 
methods to better meet training needs in Alaska

1. How many pre-service personnel have you trained using these
m ateria ls?____________

2. How many of those personnel are currently providing
employment specialist services?________  Does this represent
an increase in the number of trained personnel in your 
com m unity?__________  If yes, by how many?___________

3. Indicate your level of satisfaction on how well the Master 
Trainers are able to apply the technology from the curriculum?

1 2  3 4 5
Completely Neutral Completely

dissatisfied satisfied

C o m m e n t s :__________________________________________________________

4. How many consultations have been provided to pre-service 
personnel by the master trainer?______________
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5. Indicate the your level of satisfaction with how well the 
employment specialists are able to apply the technology.

1 2 3 4 5
Completely Neutral Completely

dissatisfied satisfied

Comments:______________________________________________

6. What are the wages earned by consumers who were employed 
as a result of this project? _______________________________

7. List the types of jobs consumers have obtained as a result of 
this project? ____________________________________________

8. For the different consumers represented, how many hours per 
week do they work? _____________________________________

9. List the benefits provided to the individual consumer by the 
employer. _______________________________________________

10. How many of these consumers are working in integrated work 
settings?____________________________________________________

11. How many of these consumers are receiving follow-up 
services?_______
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12. How well did the instruction of Master Trainers meet your 
needs and the needs of your community?

1 2 3 4  5
Completely Neutral Completely

dissatisfied satisfied

W hat was most useful?

What could be improved?

Are there instructional areas not covered that would have 
enhanced the utility of the training. Yes No

Comments:______________________________________________
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MASTER TRAINER  
IMPACT

David Wilcox, Project Coordinator 
University Affiliated Program 
2330 Nichols Street 
Anchorage, Alaska 99508

RETURN FORM TO:

As a result o f the Master Training program please answer the 
following questions. The data form this questionnaire will be used 
to further evaluate the effectiveness of this approach and to design 
methods to better meet training needs in Alaska

1. How many pre-service personnel have you trained using these
m aterials?_____________

2. How many of those personnel are currently providing
employment specialist services. ______________

3. How much of your time does it take to provide consultation.

1 2 3 4 5
Too much Neutral Just right

Comments: ________________________________________________

Rate the amount of effort it takes to be a Master Trainer 
(consider scheduling, other responsibilities, problems of your 
own. and need to look up answers).

1 2  3 4 5
Too much Neutral Just right

Comments:  _______ ________________________________________
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4. Now that you have had some experience, how well does the 
curriculum and consultative process work to train new 
employment specialists?

1 2 3 4 5
Completely Neutral Completely

dissatisfied satisfied

What was most useful? ___________________________________

What could be improved?

Are there other areas that would have enhanced your skills
the utility of the materials. Yes No
Comments:________________________________________________

General overall comments:.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



A Statewide Training Model 456

MASTER TRAINER 
FOLLOW-UP 
EVALUATION

David Wilcox, Project Coordinator 
University Affiliated Program 
2330 Nichols Street 
Anchorage, Alaska 99508

RETURN FORM TO:

As a result of the Master Training program please answer the 
following questions. The data form this questionnaire will be used 
to further evaluate the effectiveness of this approach and to design 
methods to better meet training needs in Alaska

1. How many pre-service personnel have you trained using these
m aterials?____________

2. How many of those personnel are currently providing
employment specialist services. ______________

3. How many consultations have you provided to pre-service
personnel? ___________

Rate how much of your time consultations took.

1 2 3 4 5
To much Neutral Just right

Comments:
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Rate how much of your energy consultations took.

1 2 3 4 5
To much Neutral Just right

Comments:

4. How well did the instruction for Master Trainers meet your 
needs to train pre-service personnel?

1 2 3 4 5
Completely Neutral Completely

dissatisfied satisfied

What was most useful?

What could be improved?

Are there instructional areas not covered that would have 
enhanced the utility of the training. Yes No 
Comments:
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HUMAN SUBJECTS APPLICATION

IRB Log #  TPB Q l-7->

Title of proposal: T r a i n i n g  o f  D i r e c t  S e r v i c e  P e r s o n n e l  U s i n g _______

M a s t e r  T r a i n e r s  i n  S u p p o r t e d  Employm ent______________________ _
~  ' " ' “  * Ph.D .
Principal Invesncator: D avid_W ilcox____________ UAJFEmplovce/Status S t uden t  .

C/O Dr.  D i n g e s
Dept, address: P s v .  D e o t . UAF UAF Ph:4 74-613  Home Ph:3 3 7 - 9 6 9 8

Type of review requested: Exempt XX Expedited_________  F u ll_______

Proposed stan/compieaon date ASAP /. 3 -94  dum ber of subjects proposed 4S 
Composition of study group (age. sex. race, disadvantaged etc.):.

IT’~ v ,'sr<; w: 1 1 Vi«» g oT pr - o i i  b g-onr-~ p r " »  g <; - on*  1 * w ork in g

i n  t h e  f i e l d .  Employm ent  S p e c i a l i s t  a r e  p e o p l e  e n t e r i n g  t h e  f i e l d .  
Name. UAF address, pnone of co-invesugators and students:

Norman D i n g e s ,  P h . D .  —
P s y c h o l o g y  D e p t .
C o l l e g e  o f  R u r a l  S t u d i e s  
U n i v e r s i t y  o f  A l a s k a  F a i r b a n k s  

Principal Investigator Assurance:
On behalf of my co-investigators, associated students, staff and myself, I agree: To 
perform the research according to the ethical principles of the Belmont Report*, 
requirements of 45 CFR 46*. and the Principles for the Conduct o f Research in the Arctic*; 
to strictly adhere to the research protocol as it relates to human subject, and to promptly 
report to the IRB any proposed change in the research activity, and to ensure that no 
changes will be made in the activity without obtaining prior IRB approval (except that a 
change may be made to eliminate apparent immediate hazards to the subject); to comply 
with any contingencies upon which approval may be granted: to promptly norify any 
member of the IRB verbally (with written confirmation) of unanticipated problems 
involving risk to subjects or others and of any other adverse circumstances or reactions 
affecting the subjects that arise from the research.

(•Available on request)  ^  ~  / y  /  /

Principal Investigatori
Signature /  Date

IRB USE: Exempted t S * *  > Expedited _ _ _ _ _ _ _  Full Review ___________
Contingencies for approval: Re-review frequency _________

Approved/D isappra u icf.   . /
Signature Date

cc: PI. Committee. VCR CEG/6/25/91/HSA
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