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1t has been my esteened pnvilege to know Holhis Hiten for more than
20 years Durirg 12 of these years, | was mtunately associated with tum,
Holhs appre acte- by, work objectively with g systeny welt plonned in order
to ubtam the dasied results

The modern concept of evaluation that one often hears discussed in
educational and rehabilitation circles could well be referred 1o as the Hnllis
Hiten system of vocational evaluation,

Alay I share with you some of Hollis' philosophy and background of
experiences? This will enable the reader of Hollis® manudal, "Viewpoints on
Evaluation,” to more fully SPple ite the umigue contnbution he has made
over g nember of years toward developing a systematic and veell-defined
~ystem for bringing a student or a chient and the nght job together,

Hollis began teaching occupational and manual arts classes in 3 rural
high school i 1929, He always entertained a concept now referred to as
vezationg! evaluation or guidance though the term was seldom used among
educators or rehabilitation personnel.

in 1931, Holhis did o dissertation while enrolled at the Unwversity of
Alabama on ""Reconstruction of Industrial Arts Program in a High School
He outlined a general shop program which employed present-day
evaluation processes, including tests, work samples, and tiy-outs to assist
students in choosing an occupation, His system took full advantge of the
studdent’s interest, apuitude and ability.

One of Holis” former students remarked, "Before enrolling in Mr,
Hiten’s class, 1 spent a whole semester 1n bookkeeping. The only thing I got
from the class was a negative conclusion—that s, 1 did not want 1o be a
bookkeepor Mr Hiten assisted me in determining what trade 1o pursue for
o Ivehibood  This g one of many examples that could be cited,

Some of Holls” other expenences include estabhishing a first shop and
gwdence program v 1938 in another high school. He included such
rxpenences as office and business trades, banking, postal trades, and a
vanety of other trades i his program.

1n 1939, he set up an N.Y.A. Program on an exploratory and training
basis 3t a star- college This program was highly successful. Two years later,
1941, he gs.sted in setling up another general shop progrom in a larger
mgh school 1 Alabama These classes included both boys and girls and had
35 11s M yor obgective gudance and traiming for war-time and post-wer jobs.
In 1946, Holhs established o manual arts therapy section on a sinular basis
1n 3 Veterans hosprtal. He used many modalities and job samples in his
department,

Hollis agairy came o the front in 1957 by his innogvations in converting
a sheltered workshop into o rehebilitation faciity Since that ume, he has
been associated with rehabibiation programs. Holhs become Chief
Evaluator for the Department of Adult Blind and Deaf, Talladego,
Alabama, 1 1965, and remained with this Jepartment unul May, 1969, at
which time he accepted a similpr postion as chref of an evaluaaon program
in Maryland

Hollis was responsible while with the Department of Adult Blind and
Deaf for plann:ng and establishing a modern evaluation center consisting of
more than 10,000 square feet. Mony of the examnples outhned in this
manual are taken from hus expeniences at Talladega,

Holhis has 4 broad and intimate knowledge of many trades. Ths, along
with g crestive and an Imagmnative mind, has been an asset to lum in hig
frunful career 1n giving vocational guidance to students with whom he has
worked Much credit 15 due Hollis Hiten sn assembling this manual.

G. G. McFaden, Director
Department of Adult Bhind and Deof
March 2, 1970
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POWER

The one fuctor of mspirativn, the feantamsprning of zeal and get up,

the common motivator of every wourker o your faulity s pot o
paycheck, True, the paycheck makes the difference between the
worker’s being on the jub and teaving to fuid vthier eiiployment, but
the check 15 nut what determinies the day’s work. The spaik that sgintes
the vast potential of haman viergy  and makes the worker go smiling
and whistimg nto has shop or office with o friendiy  “helio” o
vverybody i sight and o pat v the back for the strugyling Jieut s tot
a comfortable place to wourk and unhmited touls and aud eyupinent.
The power of spuntancous explusion of athusiesm and  dedicated
service to the institution s sut inherent o u packaye of the highest
fringe benchits this side of the Pecos. Nu, sir, what makes fur a worth
while, demuonstzatable, ubstervable, commendable effort to du the large
and the small jub and accomphsh the maxunum good for the vbject of
the service is aninvisible Little machine that s not built but born.

It develops by the hour, by the day, by the year. It operates as
silently as the folling snow. It can be cnppled ur even rendered
immobile by o single word. 1t wan be revived and nstantly put into
motivn  at peak effiieiicy by another word. Managed, nourished,
vperated, guded by the ndividual worker, 1t s seisitive tu the leavening
effects of the very attitudes of o thuusand suuls, boutl the interested and
the indifferent.

Its name? It s, indeew, one’s self image. Every worker 15 continually
muasuring lumself, He is always companng, contrasting, apulogizing for,
admirning, propping up, behieving n s self image. Crushed lung enough,
it destroys fam, nourished by fair play, it raises @ man to g station just a
little lower than the angels.

Hollis Hiten
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PREFACE

For a long time | have been conscious of the need for some
practical, usable matenal in o cuncise furm which nught be used by
evaluators in their daily work. In spite of voluminous amecunts of
“heorizirg on the subject, | know of nu single publicaton which might
reasonably be termed a text, or guide, or maiual for use as a ready
reference in the evaluation process.

! have seen young evaluaturs ceme into the profession of evaluation
and search with fear and trepidation fur help in getting started. Some of
them had as their initiation into the work the quite serrous
responsibility of setting up o system for evaluation in either a new
facility or one which had not yet availed itself of this service.

I have also had men expernienced in evaluation work ask me for
something specific un the subject. Freguently | have had the feeling of
“there ought to be a book.” Consequently, while recognizing the
inadequacy of my qualificctions for offering one. 1 say to all of you
such pzople “Here is a book, examine it, use syme of it if you can,
criticize it according to your judgment, improve on nts content if you
will.”

Hollis Hiten
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INTROOUCTION

Whie the freld of evaluation as it s 1o Lomstituted s relatively
aew, the concept 15 an old one. Sume expenments in the field are
ndeed ancient. Plato, wriing about the adeal society, touched on
Juidance in uccupativnial choices, however, this study s concerned with
facts directly leading to tie nodern conieept uf ealuation. 1t may be
noted that sume bouks uii tistury of voutativigl education printed in the
fast ten yuars make iw mentivn of evaluation as o profession, dlthough
elaborate treatment may be given to voutativtial guidance. Though
vocativndl guidance and votationdl evalugtion have a number <f things
i commuii, the gradual evolvement of the imodes, vutdationgl evaluation
concept has made evident distoiet differences s vbjectives and methods
used in the two separate areas.

Many technical high schools in the 1920°s and 1930°s were
expenmeiting with the broad-based curnicalum for industrial arts and
vocational vducation students. The guneral shup which camg into
prominence i the 30°s was the product of this type thinking. The
Nauonal Youth Adminustration of the 40%, while vngeged in a crash
trammg program, nevertheless made o great dedl of use of the idea of
expluratory testing, Boys aud yirls were slufted frum project to project
i order to find a suitable area i which they could train for wartime
civihan service. By the mud 50°s many high schools across the country
were making use of the tryout cuhcept i accomodating students to
vocational courses and industrial subjects. During this period, distributive
education and diversified vecupation cuurdinators were searching every
facet of commuiity empluyment, trying students in the early days of
thuir occupativtial experience 1nto this or that ared in order to explore
their capabilities.

The concept now known ds Vucational Evaluation was gradually
crystaliizing i the minds of @ great many industrial arts teachers, school
administrators, and rehabilitation personnel in the late 60°s, Elements of
the older theones of extensive tryvuts were combined with the newer
concepts of precise standard testing. Comprehensive  testing of the
whole purson physically, vducationally, psychologically, and socially
becamu prevalent aluny with vocativnal tryouts. The cultural background
of the chient was brcoming more obvivusly important to the total
picture of o worker. Tests of auuevement and intelligence had come
into prominence during World War [, Combinied with other cuteria, they
became commun touls fur appraising work ability When later the broad
program of work tryouts in sthuols began tu be pructiced, referral of
vocational students and rehabilitation chents o employment service

ERIC ‘
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offices for testing was common. Meanwlule, the need for ¢ more concise
assessment of manpuwer became more and more evident. Traming time
could easily be wasted v g person uot educationally, physically, or
psychologically equipped to do the jub for which he wae being trained.

In 1933, the Federal Sate Employment Services were estabhished
and tocdl offices began tu define vecupations and study some of the jub
requiremerts. b 1939, the Dictivtary of Oucupational Titles was
published, but this first edition was cuucerned more with the facts of
the occupation than with those of worker personnel, ltems such as
physical demands un the worker were not included. Later editions have
greatly expanded these fucts so that now more than 35,000 occupations
are defined and an abundance of formation s furrushed regarding both
the work and the worker requirements. These worker requirements cover
all capects of the performance putential frum temperament to tolerance,
fror1 education to attitude, and from timing to tote-ability, as well as
many others,

This work has provided a goal for the evaluation process graduaily
being evulved during the second yuarter of the 20th Century dand which
blossomed out during the years 1960-1965. With these critena available,
evidently the task was to match the man with the quahfications to the
job to be done.

Much discussion has teken place regarding the various aspects of
evaluation. This will continue, and rightly su. There will not hkely come
a time when all evaluators, or even most of them, agree on all the
techniques of their profession. This tuu is guod because new approaches
will be sought and more techmiques will be developed as the profession
becomes perfected. No argument s made w favor of the particutar
curriculum presented in the latter part of th,s manual to the exclusion
of, or even in preference to, other> which might be developed. It 1s
merely submitted as something which has been used with some degree
of success in guidirig some clients intu functional vucational situations.
ts practicality and worth are difficult to measure by any definite
standard, but doubtless sume pusitive results have been achieved, At any
rate, it is offered as being suggesti e of the many similar aids which can
be udapted to the evaluation process. Each evaluation unit 1s encouraged
to work up its own battery and establish norms to go with it. The ttle
of the natiunal professional orgaization -Vocational Evaluation and
Work  Adjustment  Associstion - suggests that our job 15 more than
evaluation alone. The very presence of ¢ combination of active nouns
connected with the conjui.ction “and” would indicate that it s
vocational evaluation and 1t 1s alsu work adjustment This s very true.
Evaluation ic often difficult, sumelimes impussible to achieve without
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sume persunal andsor work adjustment. Time will tell what conclusions
will be reached by thie profussionals i the field of evaluation as to the
when, where, and how of adjustment. ln the meantime, the national
conept seems to be that evaluators must direct some work adjustment
efforts alsu. The place of the activity shop as an ancillary evaluative
modality 1s a current consideration. The workableness of  this
combination will be tested, both as set up in different buildings with
separate supervision, and as set up in the evaluation shop with the same
supervision. At present, it would appear that if the activity shop is to
complement other evaluative modalities, it should be a part of the
evaluation unit, preferably all in one building und all under one staff,
huwever, the writings of many authorities and many lay people are
replete with divergent opinions on this cubject.

No comprehensive definition of the term “evaluation” is attempted
nere, however, a4 few cumments o various concepts of the term are
offered. Wiile 1t 15 easy to say that the work “evaluation” would suggest
that sumething ur sumeone s evaluasted, muck mure must be said as to
who and what that sumeone or something is. In some frames of
reference, one may be thimking of evaluation of a person in terms of his
abiity to work, while 11 others he may be thinking of evaluating such
material gs psycholugical, medical, social, educational, or occupational
data. These make up the blind men’s element, not any one of them is
the total picture, each is a component. Since to evaluate means to
place a value upon or to determine the value of, this evaluation must
relate to something. It does indeed relate to data, persons, and
situations. The end result, if success may be claimed, must be a
satisfactory situation involving a person in a vocation.

Work adjustment s defined by Paul R. Hoffman in Vocational
Evaluation and Work Adjustment Bulletin, Volume [, Number One, as
being s techmyue for mudifying behavior by utilizing a work setting t7
nelp handicapped persons over come inadequacies which impede their
successful employment.” Perhaps this is as good a definition as any !
suggests 4 need for modification, a reason for this need, a purpose to
modify, and a technique for achieving tais modification Reduced tu its
simplest components, evdlustion-to the evaluator -meant sizing up a
person for a job. Work adjustment means to him doing whatever needs
to be done with the chient in urder to make him work ready. Perhaps
the phrase “conditivrung for traiming” will express this concept fairly
accurately. These two simple defimtive statements will be the basis of
the concept of evaluation and work adjustment as used in the further
context of this study.

The term “‘chent” shall be used to designate any person being
O
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evalucted whether that parson be g student, o rehabilitation chent, a
worker, or a subject of the OASI-Department,

The material i this boek i the result of many years” work with
boys and girls in schouls, with NYA youths, with pust war secunty end
pension group classes, with veterans, with mea and women in various
industrial settings, and 1w @ number of Relabilitation fauhities, Littie
documentation is offered, indeed, how does vie document opinwon?
Perhaps the material can serve as a set of trial guidehres to the
inexperienced evaluator. At most, it should be considered as an expose
of some viewpoints on vocational evaluation.

O
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CHAPTER |
THE EVALUATION UNIT

Sinee hiuman skills aud the will to use them play such an importait
PArt i ereatiny wealll, 10 s eesential that these shalls be developed and
that thwey be properly chidgnneled into areas where thiey will do the most
goud for the dwvidagl conceried and for suuety e general, Programs
of evaluativi vary wi scupe, 10 Hatury, B siZe, i purpose, and in almost
every aspuct throughiout sthouls, idustry, and reisbilitation facilitivs, A
compusite deseniptivn of an evalugtivn program would perliaps tell too
mucti while the descniptivn of any given faciity would tell tou little
about the general concept of evaluativn. A brnief discussivn of sume of
the features of the guod evdluativn program s givens here. In later
sectiuns o fuller discussivii of sume of these aspects will be given,

Industry has for a long time been concerned with ge..ny good
prople fur ats various jobs. 1t s a recogrized fact that the wrong person
ohi the jub or g persun on the wrong jub makes for puur production,
dissatisfaction, daid puor cconomics i the industril situstion, therefure,
industridlists have aspured 1o develop their vwin systems of evdluating
persoiiel for jubs. Thie chuef concern of this discussiun, however, will be
vorationdl evdlugtion frum o vocational rehabilitation standpoint. The
basic purpuse uf vordtivnal rehabilitation with respect to any given
cdicnt is o assist tim i dequinng the skalls, khowledge, understanding
and attitudes which will enable him to function at his optimum in his
chiusen vucdtivi, Whatever s dunie i vocdtivngl rehigbilitation will Liave
sume bueaning un the industrigl eeotivmy. Vocationdl evaluation as o part
uf the total vuegtional rehiabilitation program will thus affect industry
coiisidershly, Tlus fact must not be vverluvked by the evdluator, even
though his first concerin s hius chient. His basic underlying purpose must
be to serve well thuse clients who sech his professtonal services.

The evaludtion prugram has grown radly duning the last ten years.
There are now evaluation utits i every state i the Umited States. There
are approxmoately 500 evaeludturs registered i the lational organization
fur vvalugtors (May 1968). Because of the rapid growth in the scope of
evdluativn, evdlugtors are much in demand. Very few have Lad odeqyuate
traiming i the field of evaluation. At present, thiere are two uleversitivs
which have extensive programs i tramung evalugturs, uamely, Stout
State  Unmversity,  Menvmonie, Wisconsin, .ud - Auburn Uiaversity,
Auburn, Awbama. Othier progiams are being developed for the tranung
uf evaluaturs. Evdlugtors are recruited largely from among vocational
counsciurs, industridl arts teachers, and frum among othier vecupationdl
workers in the various trades.

Q
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Scope

The dimenstois of dny evaluation umit should be considered in
terms of time involved, people served, aud the purpuses or objectives to
be accomplished Each uf these features s discussed w a later reference,
but a word will be said here regarding them.

1. The time factor. Many factors enter into the time element in
evaluation. Thus it is impossible tu state i teoms of days or weeks the
ideat term of evaluation for all clients. Obsurvations and some frgures
collected to date indicate that on average imtial evaluation can be
accomplished in one week’s time. This initial evaluation involves the
determination of the current functiwnming level of a gwven client, his
strong points, his limitativns, his weaknesses, and perhaps the selection
of a job family in which he is likely tu tunction well. More extensive
evaluation is needed in order to vst.blish his best area for working ana
*0 pinpoint his particular occupation. Records for one year ot the
Special Technical Facility in Talladegs showed an average of 19.6 days
in *he evaluation unit proper, with approximately three and one-half
weeks in vork adjustment and tryouts.

2. rvople The number, type, and grade of people to be evaluated
are all variable quantitivs. By far, the majurity uf the peopie who come
into many rehabilitation  facilities are misfits 1 industry, school
dropouts, and serivusly handicappud people. Ou the other hand, some
evdluation wnits are concerned with hugh-grade, intelligent workers who,
for one reason or another, have found it necessary to start over in the
industrial world. A recent handicap, loss of job because of automation,
necessary moves to new localities, are some of the reasons that cause
people to find it necessary to enter industry on a different basis than
they were previously employed. Again be it emphasized that more people
in the low income brackets, more people with low 1.Q.’s, more people
with serious handicaps, are nvolved in the average rehabilitation
program than are the more highly yualified and the more affluent
workers There seems to be httle evidence to indicate that any one age
group accounts for must of our evaluation. From sixteen years to old
dge, ol ages are represented. Thus, the personnel factor is an important
one affecting the evaluation program,

3. Purposes or Objective. Whether the purpose of evaluation is
merely to establish the present functioming ability of a chient or to
determine the full potential which lhie may be abie to attain with
training offects the evaluation program. Sometimes the evaluator is
called upon for a quick appraisel of a client’s [oiiormance ability in a
given field just as he is, without training. Mure often it 1s expected that

, the evaluator will find out the client’s ability to learn new matenal, to
LS
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adapt to new conditions, and tu function on a higher level than he is
currently capabie of dumg. Obvivusly this factur must be considered in
the scope of the evaluation program.
Space

in setung up a new evaluation unit, careful attention should be
given to the space involved. As a rough rule of thumb, simulated work
station areas of the shop should be proportioned on the basis of one
client per 300 square feet uf floor space, although good evaluation can
be accomphished in much smaller space under deal conditions The
bullding or tne ares designated for evaluation shou Id, like any other
shop or classroom, be well-lighted, well ventilated, and clean. Space
should be provided for shop work and aisu for work of an academic
nature. Office space and an area to be u.ed fur standard testing is
needed. These areas necessarily imphcate sume means of separation of
the quieter, cleaner types of wourk from thuse whicl are dusty, greasy,
or cirty, or where paint and uther matenals creating a disagreeable odor
and atmosphere, are to be used. Work stations such as those for welding,
woodworking, automobile body and fender work, mechanics, and others
of nuisy nature should be separated and be in specially adapted roeoms
or areas. Adequate aruficial lighting should be provided. Consideration
for safety 1s a must. A thoroughfare through the middle of the work
areas should be established for the benefit of blind clients, and spac? for
a walkway around the walls should be left clear of any obstruction.
Newly blinded and poorly adjusted blind people need the wall for a
shoreline to guide on.

Equipment

In setung up the evaluation umit a careful study should be made
regarding the number of clients to be evaluated. This number factor
along with space, arrangement of the building, etc., affects the amount
and kinds of equipment. Once the nature of a given program of
svaluation is determined, the equipment can be supp’ed according to
the needs of this program. Reference is made to the curriculum
elsewhere 1n this book for more complete information on equipment A
practice which 1s being tried out in classes at Auburn University at
present and which seems a logical approach to selecting some of the
equipment follows generally along these lines. 1. A thorough research
program 1s conducted to determine what the areas of potential
employment n the community are. This naturally is based on the fact
that most people will be employed near Lome. Yet, flexibility must be
aliowed; not all people have the potential for being employed in
industries close to home. At least, this gives a start for determining the
eauipment. 2. After the nitial step of research 15 completed, job

ERIC N
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analyses are rade of the various jobs in the commumty. 3. Job samples
ond stmulated work situations designed to test the worker for the
worker trarits demanded in the varnous jobs and shown n the job
analyses are set up. These job samples are tested and vahdated and
become the core of the testing in a particular job for which they were
designed and the equipment for them becomes obvious,

To generahze, the average shop set up would hikely comprise a hst
of equipment including 1. Standard testing equipment designed to test
for nearomuscular coordination, eye hand cvurdination, finger dextenty,
hand dexterity, and interests. 2. Devices for testing the results of
stooping, bending, sitting, crouching, lifing, working overhead, close
tolerance work, and gross manipulative ability, and other physical
demands. 3. Tests for crude muscular skills and tests for fine
descrimination work. 4. Tests for determiming  acadenuc level, sales
abiity, admimistrative ability, serving the public in service jobs. 5. Tests
to bring out personality traits such as frustiation pomnt, pauence
tolerance, agreeability, leedership, followership, attitudes, and others, 6.
Equipment for trades level work experiences such as woodworking,
mechanics, upholstery, welding, highly skilled trades such as electronics
and jewelry and watch repair, the needle trades and soft goods work. In
short, whatever mught be available in the community should provide a
basis for some of the testing tu be done. It 1s a well recogmzed fact that
skills are transferable and. therefore, it is not necessary to have a job
sample in every given vocaticn, and certanly not i the imtial steps of
evaluation 1t is desirable to have as wide a variety of job samples as
possible  and practicable. Some method for testing n trades level
experiences  over sustained periods is desirable. These, properly
admimstered, may result in less time spent in job tryouts.

Personnel

A given evaluation unit may consist of one evaluator. On the other
hand, it may consist of several people, mcluding a Coordinator of
Evaluation, a ch-ef evaluator une or more evaluators |, one or more
evaluators Il a psychometnist and,or psychologist, a related subjects
teacher for testing in academic subjects, and occupational and physical
therapists  Varying combinations of the furegoing personnel are found In
different evaluation units. The larger the unit and the more evaluators
the better the chance for having a vaniety of talents winch 1s good in
anv evaluation situation For wxample, psychometric evaluation should
be left o the psychometist or people tramed in that field, but each
evaluator should be qgualifi:d to give die mampulative type tests for
discovering dexterities, coordinating ability, frustration pomnt, mterest,
and similar characteristics  In aiher words, 1f the staff includes a
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psychometnst, well and guod. If wot, the evaluatur must do the work.
Another advautage of baviiy nive than e evaluatol s that whereas
one may be tughly quaidicd s work activities uwolving touls, machines,
etc.., another may be more highly qualified i the area of counsehing,
gcackmiie,  and  admunstrotive pursuits  and  less  qualified in the
mamipulative wourking afeas. A guod combinativie would also include
both male and female evaluators, 1f it s pussible to have elerical help
then the evaluator has more tme to give tu s Jdients, which is good.
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CHAPTER I
THE EVALUATOR

As in most professiuns, the key purson dutilg work determines the
quality of the work. Evaluation s no exception. Obviously, the
Sualuator is the key person in the evaluation program. It s highly
important then that the evaluator pussess certain qualifications for tis
job. For the purpose of this study, these quahfications of the ideal
evaluator are discussed under the headings of Traiming, Experience, and
Personal Traits. Each persun is a product of his heredity, his training,
and his environment. To what extent or to what degree each of these
facturs figures in the hfe of an individual 1s controversial, but the fact
that all are factors 1s well accepted. The person aspiring to be an
evaluator can control the latter two of the facturs tv sume extent. His
possession of personal characteristics 1s largely a hereditary matter as
they are developed at a young age and thus beyond his control.

Training It has been stated that two universitivs have programs
underway for training evdluators to the puint of baccalaureate «nd
masters degrees ond even higher. For the purpouses of this discussion,
suffice it tu say that all the traiming that relates to the qualthications of
evaluators should be sought and taken advaiitage of by any person
interested in becuming ai. evaluator. The more the training, the better
the chances for becoming o guud evaluatur. The present concept s to
rank evaluators at least with counselors i the amount of training as well
as the amount of pay. The evaluator must be g person of many abiiitees.
He should be sumewhat the composite of the psydhivlogist, the teacher,
the doctor, the social worker, the economist, the histurian, the analyst,
the shop worker, the salesman, the service worker, in short, something
of all his client’s potentialitics. Since he cannut, by expenence, know
much in all these areas, he necessarily will have to learn from boouks,
from classes, and from wherever else he can tu become as efficient as
possible in all these fields. Though he 1s nut a social worker, he must
recognize social problems. He is not a psychologist, but he must
recognize the effect of psychulugical maladjustmient in his chent and be
able to deal with it as best he can. He is not a job analyst, but he
should huve a knowledge of thus work in order to be able to understand
what it takes to do ¢ guud jub in g given type work. His responsibility is
not tu teach the chient to the extent of giving traiming on a basis equal
tu preparation for employment, but it 1s impussible to give o test
without giving sume instructiun as to how the test is tu be done. This
involves some of the methiuds used in teaching. Fauhities, industrivs, and
schools will set up their standards for traming of evaluators. The
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evaluator will quahify aceording to the standards set up by the facility of
his intended employment,

Expenence. Another matter wlach s sxtremely important an the
evaluator’s quahfications 15 that of expernence. The question mmediately
anses as to how une can get expenence i o field before he enters it. No
direct effort s made hiere to solve dilemmas, bHut o plait statement of
tdeals 15 considered appropriate. The idedl situativn would be to have at
feast une evaluator n any given field with o backlog of expenence in the
world of work. It 1s much better of thus backlug of expenience has been
accumulated in more than vne area. For this very redson, the industrial
arts teachers have been drawn oii heavily i the scleetion of evaluators,
The average industrial arts teacher can guahify in two or three or several
trades. The advantage tu this vaned expinience backlog is that the
evaluator can recogmze work when he sees it. He can recognize the
proper approdcn, the proper method, the nght temperament fur doing
work un different levels and i different areas. One of the final tests a
ughly yualified evaludator can gwve to himself regarding his appraisal of
his client when o chotee of occupations is imminent s this. “Wold |
fure this chent to we « for me if | had work of this nature to be
done?” “Would | hke tu have him?” There 15 that certain something in
the subjunctive judgment nvolved here that escapes those not
experenced m the world of work. Qualifications for trades teachers in
many of the trade schools, experience-wise, 1s  mimmum of seven years
successful work experience i the occupatiun in which the teacher is to
teach. Certainly a tutdl of seven years in more than one occupational
area should be o mummum for the guod evaluator. If this experience has
not been accumulated, it must be compensated for in the training
program. The teacher ur the vccupational wourker who waiits to become
an evaluator has at least sume of the gualifications already earncd A
student who has had no work experience and who aspires to become an
evaluator must acquire some work experience, either off time in
SumMers or i atternate years, alternated with training, in order to kinow
something of the work environment.

Personal Tratts. Since the subject of personal life is a controversial
one, and since there is extant «n our society the theory that a man’s
personal hife 1s hus own business it s quite likely that the viewpoint
extended here will not be fully accepted by ¢ great many people. This
viewpoint 1s that the evaluator should be of the highest character This
concept folows the fact that tus hfe will touch the hives of many people
and will exert an nfiuence winch will be felt throughout their whole
ives. The evaluator cannot sit ¢s Goud and judge the character of the
:{gnnle whom he evaluates, but he will be ain wfluence affecting their
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futures I a very material Wdy Jds certaaly as he influences thewr chorce
of occupations. Obwvivusly thie huppiness of his chent may depend, at
least to some degree, v s wifluence over the chient. Then he must
have a curicience He must be adaptable tu change. He must possess
patience ~ W a tigh frustrution punt. Though he s not the judge of
character, i 15 10 judge perfurmance which 1s affected by character, and
which affects charicter, therefore, i should pussess character. He must
possess those traits which make him agreeable and suciglly acceptable.
He must possess thuse powers of leadershup winch will be daccepted by
his clients. He must be a living example of fairness. He niust be
obviously honest He must deserve and have the confidence of his
clients He must well kinow his standing with his chients ot oll tunes. A
good evaluator will know.
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CHAPTER I}
STANDARDIZED TESTS

While tests and work samples used i the evaluation process may
become staiidardized through continued usage, the reference here is to
tests wihneh have becn prepared by thost competent in the testing ficld,
scored, vahidated, and winct are funuslied complete with nstructions
and norms already established. Let it be emphasized here that tests and
job samples based oni job andlyses and fuund to be relisble should be
standardized as much as possible by keeping scores un great numbers of
people taking the tests or douig the work samples. This gives a quite
satisfactory means of comparisun and performance prediction,

As early in the initial evaluativn process as pussible intelligence tests
should be given tu all people not having recently had such tests. Such
tests as WAIS, Culture Fawr, VISAB, Binut, Otis, and others may be
used, accurding tu the chuice of the psychulugist i psychometrist doing
the testing. Ananterest iventory should be given and maiupulative tests
as well as early an the testing process. Estublishment of a valid grade
level is advisable early in the process of testing. With the utiization of
data cullected fiom these tests it 15 pussible to chimingte sume of the
testing oh job samples whichi might be administered otherwise.

As an example, it would be pontless tu give ¢ sucretarial test to a
person of sixth grade level and unable tu spell or write. Likewise, a
persuit wishing to eater the sales ficld should be expected to have at
least better than fifth grade anithmetc education. Should a person of
third grade abitity w anthmetic desre to enter the small business
enterprise field, it would be necessary for him to secure some more
education in mathematics through classwork or private tutoring.

in the imitial evaluation process numbers of standardized tests lend
themselves admirably tu accomplishing the work uf establishing dugrees
of gross manipulative abihity, finger dexterity, hand eyt courdination,
neuromuscular courdmation, wourk tolerunce, paticnee  tolerance,
frustration point, work habits, safety habits, abiity to follow
instructions,  couperativetiess, nterest and  enthusiasm,  ond - goneral
understanding of the work situatiots. As previously stated scures should
be kept on numbers of people and used for comparisuin. On «ll short
tests the stop watch shuuld be used. Qi lunger tests time may be kept
in terms of periuds worked. Oun production type tests scofus may be
kept i terms of the number of ties pressed, the number of breoms
made per hour, and so forth, Persuns quahified to use sume of the
systems will find in the TOWER® system numbers of activitivs in the
r\i‘{ffewm occupativiigl o 2as which lend thiemselves to evaluating, and for
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which the expected results are fairly well spelled out. Except for the
restrictions as to preparativn for administering, the same may be said for
the Philadelphia system, the McDonald system, the Situational system,
or, indeed, the “Hiten system.”

The Perdue Pegboard Test, Pennsylvania Bi-manual Test, Crawford
Small Parts, Minnesota Rate of Mampulation Test, and Hand-Tool
Dexterity Test by Bennett are examples of tests for mechanical skills,
dexterity, coordination and other attributes and worker traits. The
trained evaluator is familiar with numbers of uther tests wiich he may
adapt to his use.

This is one of 3 number uf tesis used by Avondale Mills far evaluating prospective
workers,

There is no place for the term “versus™ in the sense of “‘standard
tests versus simulated work,” or “simulated work stations versus job
tryouts,” or other combinativns pitting viie method against the other. It
should be remembered that tests are tools, not methods. The alert
cvaluator will watch for the good in every tool and adapt it to his
method or system. A great deal of progruss is certain to be obvious in
the coming months in the development of all sorts of testing modalities,
The progressive evaluator must stay up to date on all of these.

*Only persons who have taken the cuurse in admistering the TOWER system are
ehigible 1o give these tests.
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CHAPTER tV
SIMULATED WORK

Anuther techiique used in the evaluation process is known as the
simulated work station technique. Webster defines techniyue as “the
method of procedure i rendering an artistic work ur carrying out d
scientific of mechanical operation.” He also said “It's the degree of
expertiess ivolving this.” Fur example, “the pianist had goud phrasing,
but poor techiigque.”” Su when we talk about the evaluator’s job in
terms of tecnmques we have to talk about it as ¢ work sanctified from
the ordinary, taken out of the area of the mundane and placed in the
area of the artistic or suentific method of dealing with problems in
terms of formal details connected with them.

Method 15 understood to mean the way o thing is done, technigue
suggests getting into the details and artistic aspects of duing the job.
Obvivusly then, the use of simulated work staticns as evaluation
tectinigues would entaid the use of simulated work stations as a means
of getting down to the fine puint of finding out as nearly as possible
everything necessary to be kaown about a client in order to help him to
arrive ot a proper selection of ¢ vocation. Standard employment tests
cannut du the jub alone. Even the Employment Service is beginning to
recogmize that GATB s not as effective as it was hoped it could be.
While standard tests are extremely important in the evaluation process
they do not go far enough. They measure capacity very weil, but their
lumitations must be recognized. It is one thing to find out what a person
can do and entirely a different thing many times to find out what he
will do. Occupationa! interest ties in with the subject’s ability to
function on a comfortable '.vel. The man who can lift a one hundred
pound fishing boat mutor or shoot pool for three hours on erd, may
not be able to lift a cylinder head off a corvett. We develop
occupational interest and capacity by performing in the occupation,
seeing performaiice, or hearing ur reading about it. These are pri.nary
ways. There 1s nu substitute fur expernience in evaluation of potentia! for
doing work.

Auother use of the simulated work station is in developing correct
work habits. Sitting 011 o stool sorting bolts may be an indication of a
person’s pruchivity fuor instant recogmition of size, form and so forth.
Removing and replacing the parts in o generator yield o better indication
of s performance on o job. Weeks of wishful thinking or hopeful
anticipativii regarding o job on o switchbuard, as a motor winder, or as a
writer may terminate in disappoiitment in one hour’s experience at the
Smewntur, or the switchboard, or at winding a motor. It is easy to
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develop o rationale fur duing the thing whiadh makes sense. Often a
gimmick bs neceessary tooget thie dicnt avolved i tes program. Work
habits van be developed 1 a natutal woik situation. These are soime of
the advantages of the sumulated woutk statio’ i evaluation. An evaludtor
My sprad weeks aerting lus every unaguiation and exploring every
hopeful clue and finally come up wath o work objective and offer
training or employment to o chient. The real test of his jub may be o
fifteen nuoate evaluation by o graduate of o junior lugh schoul who may
happatt to be o forcoan i g sopliusticated service department in o
well managed garage. The mechanie hopeful who has passed every test
with flying colurs is proudly introduced, and yet ths graduate of o
jumaor hiigh school, who happens to be g suceessful autu mechanic, may
watch the worker for fifteen minutes and then pass judgment on weeks
of careful effort expended i the evaluation process. With tus job on
trial the cevaluator awaits the verdiot, wlidh may be one of two
extremes, such as “1 can’t use this man” or “This man has lots of
potential 1'd hke to hire him.”

One learns abuut work by working. Standard tests take us part of
the way. On the job tryvuts (discussed fater) may be too lengthy and
tou expeisive. The muddlegrour d seems tu be simulated work stations
where work 15 donie ot g short term basis for testing purposes, but
where 1t s done exactly as 1t s expected that it be performed un the real
job. Wourk stations must be eguipped to make sure that this condition
does prevail and that the work s 11 g natural situation. The use of these
simuluted tushs is cssentially o guud measure of functional mtelligence.
Through their use o guud measure of learniig abiity on the job
possible, because the worker iy replicatinig o job o leariiig situation
very much hke that which he will have to go into in o real work
situation. In the simulated tusk situation it s pussible to vary the
complexity of the work to the indiidual worker’s stage of development
of his abulity und thus help estabhish his level of production.

“No man is born into the world whuse work is 1ot born with lim.”
There is work for all and tools tu work with, aud blessed are the horny
hands of 0il.” The evaluator’s ub 15 tu find that work which s burn
with o man for the man. The above 1s quoted because of a thougha
which it arouses. Tlere s, truly, work for everyone, but let it be well
nuted that there s o such thing s vne certain person for any given Jub
nor u ertait defuiite job for any given persou. Poe did not necussarily
have to bt o poct. Edisun did not have to invent the hight bulb. The
pursoil, today, who waits tu discover just the purfect job usually dous
just that waits! The client who 1s devoid of untiative and counts on the
evdlugtor coming up with g sure fire ubjective, may never arrive at
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successful employment. Thuse situstivns are the challenges to the
evaluator which keep tum studying his client. Using standard tests,
simulated work, job tryvuts, and expenmenting with every theory or
practice which may be the small or large clue needed to match the
worker and tie job— these constitute s job. Note this for each task oi
job o worker does suceessfully there are yuite possibly a4 hundred others
he might do just as well and be just as happy in doing When through
these combinied methods o« happy combination is found, a combination
where the worker and the jub ae compatible, the pay is satisfactory and
the worker 1s happy, a good jub of evaluatior. has been accomplished
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CHAPTER V
ON-THE-JOB TRAINING

On-the-job  tryouts, referred to as "OJT,” 1s one of the methods
used to make or confirm a vocational evaluation of a prospective
worker  Repeated reference is made o the fact that discovering a
person’s ability to work and deternuning his will to work are two
different matters Many umes the failure of o worker 1s the result of too
quick an evaluation This 1s observed many times by the experienced
evaluator What appears to be a sure fire job determination may end in
disappointment a few days or a few weeks or sometimes even months
after the job is begun, hecause a poor job selection has geen made. In
some of the cases, no doubt, it would have been impossible ¢
anticipate In at least some cases job trycuts i ndustry would have
revealed the possibility of failure and have caused more serious
consideration of the job determin tion. There is the case of the young
man who aspired to be an aute mechanic-he seemed sure of tumself
and all indications were that his choice was the best. It was the qrind of
day-by-day work in the grease and dirt, under and in and around
automobiles that proved he had made an unwise choice. He was
reevaluated and went into small business enterprises where he was
successful.

On-the-job tryouts are not always feasible, because some employers
just do not care to take on trainees for uncertain penods of ume, while
others are feery of insurance laws, safety hazards, and for different
reasons are averse to making deals involving trial workers. Some
coosdination of the evaluation unit with local mdustries and businesses
should be accomplished by the coordinatur of evaluation, the placement
officer, the counselor, or the evaluators themselves, in order to build up
good relations and prepare the way for successful job tryouts.
Experience shows that with proper orientation as to objectives of the
evaluating facility most employers readily aud hearuly cooperate n such
efforts, Not infrequently after having helped to evaluate a chent or
worker the employer hires him, which accomplishes a dual service. In
representing the facility to the prospective employer care should be
taken that all the factors of the relationship are discussed fully and are
well understood by all parties. The low miadence of accidents should be
ponted out One employer stated that he would hire deaf people, but
would not hire blind people because of safety hazard, With a careful
explanation by the placement office of the facts about employing the
handicapped, the employer changed his mind and said that he would
hire blind people if they were recommended by the placement officer.
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As an mcidental to tas subject, letit be noted that the only differences
i the approach to the evataation of Blind chents, or deaf clients, or any
other assification, would be thuse inintativns impused by the handicap
wtsetf. Except where sight 15 ai essentigl to employmuent, the blind like
to be wonsidered as normal w every respect, While there is a peculiar
psychulugy apphicable tu thie deal becsuse of thier duafness, they ask no
favors uxtending beyond the haitations of their handicap. Obviously,
the blind shiould niot drive, obvivusly, the deal cannut use the teleplione,
but i tryouts and work situations shiere the term “obviously™ does not
fit, 1t 15 reasonable and practicable  try the deafl and try ihe blind.
Thew uffuris may be surpnsing and rewarding. Since no figures are
avalable on the ideal term of the tryout perod, judgment must prevail.
When ali parties mivolved are convineed that a wotker s suited to a job,
or that he cannot perform efficently o it, this fact should be
satisfaction of the evaluation objective.

O
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CHAPTER VI
INITIAL EVALUATION

Initial evaluation is that which beg.s when the chent first enters
the evaluation unit. it 15 cuncerned wich such things as background
information, medical and physical data redurding the chient, facts in the
social background which might influenice .« client’s vocativnal chances,
psychological information, wourk backgroun i, wiierest, limitations due to
physical disabilitics or other causes, ard the detals of enrolling the
client in the program. {Reference iz m e v the card reproduced on
page 18 suggestive of the infurmatiosn wivich is useful in keeping records
on the client.) Further, this initial phuse of evaluation should include a
determination of the client’s vocationa. tunctioning level at the tme he
enters evaluation, and into what job family he s likely to fall. In
making this determination the ..*:al working relations between the
evaluator and his client are bagur..

Through standard test  job saniples, and simulated work
experiences, it is pussible to de.ermine rather accurately what job family
the prospective worker can fu.iction in best at the ume of testing. This
present working ability i conjunction with the client s interest should
start the development of « pattern into which the chent is 1aost likely
to fit. It may be possible in one day or in one week to arrive at a job
family in which 3 suitable occupation may be found. While the client
should be asked at the first interview what he Likes to do best, 1t 1s not
wise to place too much emphuasis on his choice at this tme. He is hikely
to feel that it is necessarv for him to give some answer while he may
not have a well defined interest in mind. Experience proves this to be a
very definite fact, yet this privilege to express tus interest £ .ould be
given him at the first interview. It will be confrmed or ruled out
through testing, Clients’ interests sormetimes change often in the first
days of evaluation. This, doubtless, is because they have no strong
conviction about what they wait to do, or perhaps because they know
so little about the world of work that they are unable to make a choice
with conviction.

Except in special cases wiere the interest is very definute and where
it is considered likely that the client’s choice of vocation 1s valid and
legitimate, testing should be begun vn the broad basis suggested by the
initial fist of activities and job semples, begirnung with number one and
giving all the first twenty, In most cases the selection of a job family
will result from these tests. Also during thus testing peniod, if there s
nced for work adjustment it will be ewident. Whether the work ad-

Qf“ktmem 1s necessary before continuing with the evaluation process
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may be decded at this puint, particalarly of the chient 1s young and has no
work expenence, H ar ulder chient 1s su out of tcuch with working
conditiuns from sitting idle vver a periud of years, it may be niecessary to
dccumphish sume work adjustmeiit or wurk conditiur ing before contitiuing
with the evaluation process. Evaluator judgment wl prevail in such cases.
This presents two alternatives regarding work adju. .ment. In case the lack
of wourk adjustment will tunder the proper selectivn of an vccupation, then
the work adjustment shuuld be carried vut immediately. If it is possible to
gu ahead and make the uvecupativiial determinativie and then accomplish
the work conditivning necessary in that particular work area, this is
prefereble. At this stage o pre staffing of the chient is usually helpful. 1t is
advisable to make a report of progress tu thus date. Thus initial report
should contan. e facts pertinent tu the vocdativiial pussibilities as revealed
in the background information un the chient and by testing accomplished
to this point, namely. through the first twenty tests. Staffing with all
individua's concerned with the testing program to this date is guud in that
4 number of view puints may be worth more than any one viewpoint. 1f
the evaluation staff agrees, fur example, on immediate w k condition
ing—then 1t should be gven before continuing evaluation. If the client
should be moved immediately into further work samples for making a
more definste determination uf the uccupation, this will come out ir the
pre-staffing suggested.

The foreguing procedures will in most cases nut consume more than a
week of time. Repurts to field counselors ur other personnel involved will
depend upon ther desires in the matter. Since no definite objective has
been reacheu at this point, it is usually not necessary to make a report to
the spunsoning agency. Be it stated hiere again fur emphasis - the complete
evaluation may 1n ssolated cases have been accomplished by the end of the
first week. This 1s possible when the chient has o very definite interest and
when testing vahdates that interest and shows the client’s choice of
occupation to represent the optimum in satisfactivi and success in
employment for the chent. If ancillary services are needed along with
further testing, they may be suggested in the staffing and in the report
which goes nw.. the chient’s record. For example, a blind client may need
further mobility nstruction, or he may need Braille. A deaf person may
perhaps need to be placed in o manual lenguage class. Homemaking or
hygiene classts may by suggested for ading the chient where these are
avaslable. If o guod evaluation has beeis made anid an objective reached, the
above mentioned pre-staffing becomes o final staffing of the client in
which all pertinenit facts are recorded and o recommendation made for
traimng or work. A full report 1s then made to the spoinsuring agency of
the chent andsor tus coonselor in vase of his being refurred by o counselor.
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In the case of must clients further evaluation will take place as discussed
under “Extended Evaluation.”
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4.
VARIABLES

People are not machines. Peopie may be similar i sume remote
respects to machines, Sume maclunes may have two legs, many machines
have heads. Machiius are usually capable of duing vie job better than
moust uther jobs, Machines dou better whien properly cared for and
maintaiied. i all of these respects prople and machines have things i
common. People may be said to be sumewhat hike machines in these
respects, but still people are not mact.nes, One may job rate a truck
and give o lghly reliable estimate of ats capability. One may turn on a
percolator and expuect it tu make coffee, grantuing certain prereguisites.
One may program o dnll press to drill sne holes of o given size 1n a
given pattern, mamitais the madhine o laghly  functional condition,
and feed it ten thousand pieces of idunitical matenial and get ten
thousand denitical fuushied products, all dnlled to vne standard high
preusivi specification., On the other hand, viie may yub rate a person
and hupe that his performance i a job can be guessed at respectably. A
person may get “turned on” and expect anything, or nothing, Or one
may program ¢ persoil to du ¢ given jub and then count ten thousand
reasons why no two of the expected products are adentical. A good
evaluator will know this.
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CHAPTER VI
WORK ADJUSTMENT

Ore of the components of the title known as VEWAA is work
adjustment, the other being work evaluation. Attention has been called
10 the fact that these are two separate activities ini the process of total
vocational evaluation. In the discussivii of the initial phase of evaiuation
it is pointed out that work adjustment may precede the extended
evaluation process, or it may follow evaluation, in which case 1t 1s a
work-conditioning process. It is used in this case as a method of
conditioning a person for a job already decided upon, thus, two
connotations of the concept of work adjustment are in evidence. Work
adjustment is, doubtless, a part of personal adjustment, that part which
has to do with adapting oneself to the working situation. Work
adjustment is in reality a part of the evaluation process. It helps in the
effort to find the right man for the right job. Some people are incapable
of being accurately tested by means of standard tests. Many workers,
especially among the quite youngd, are not sufficientiy motvated to
work to take it seriously. Some older workers just simply do ot know
how to work Other people through handicaps of various types have lost
their ability to do the work which they formerly did and must be
taught other work. Work adjustment experiences help in most of these
cases Thus, the addition of the term “‘work adjustment” was a natural
and needed one, so that when in October 1967 the constitution for the
evaluation service was ratified it was as "‘the Constitution and By-laws of
the Vocational Evaluation and Work Adjustment Association, a division
of the National Rehabilitation Association, Inc.”

Briefly and concisely stated, work adjustment in this context refers
to work experiences in real work situations designed to help the chent
or learner or worker to adjust to the pattern of the working person’s
fife If it is physical conditioning, acceptance of a handicap such as
blindness, attitude conditioning, establishment of wurk tolerance, or any
of the mariy changes which may be necessary for a cotilusive vooational
evaluation, a satisfactory training and a reasunable placement in
employment that is needed, this period of work adjustment should help
to condition the subject.

There are two distinct places in the schedule or process of
evaluation in which work adjustment can reasonably take place. 1.
Sometimes the client is too young or immature tu have any concept of
the reality of work. Mentully retarded and recently blinded people are
lost in a work environment. These may need a period of work
%diustment before a vocational evaluation 1s feasible ur even possible. 2.
LS
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Sometimes it s pussible to work with tests and try out a client and
arrive at an ubje.tive which o tughly feasible, yet the prospective worker
may 1ot be ready because of pliysical ur other reasons tu enter training
or empioyment. He mdy need tu build up his tolerance, his health, his
temperament, or his productive ability before he can hold a job. In
these cases tvaluation mdy precede the work udjustment program, in
which circumstances the work adjustment will have o more definite
meaning or purpose. Instead of general work conditioning this
conditioning may be slanted tu o specific area or job, such as sales,
mechanics, or service occupations, and still be o prerequisite for
cuncentrated training in the given area. A good evaluator will know.
What are the modahties for accomphshing guud work adjustment® There
are perhaps almost as many answers tu this guestion as there are
evaluation facilities. One mentioned previously in anuther context is the
activity shop. This shop s provided for the purpose of giving work
experiences on a more extended basis than is practical in the
concentrated evaluation process and which may extend into months of
work. This, if accomplished in industry, would be termed On-the-Job
Tranung. Indeed, it is for all intents and purposes on the-job training. In
the work adjustment phase of evaluation the modification mentioned in
the defimition of work adjustment can take place. The client can be
helped to overcome the deficiencies and limitations which may hinder
him from holding a job. He may break known bad habits, build up good
ones, build up work tolerance, improve his skills to the point of
satisfactory production, and develop such an understanding of, and such
an attitude towards his job as will enable him to become an efficient
worker.
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CHAPTER Vit
EXTENDED EVALUATION

Extended evaluation takes place after an witul evaluation which
does rot reveal a clear cut vocational objective. Work ¢d;ustment may or
may not have taken place ofter initial evaluation ({reference—Work
Adjustment p. 19). The effort must be towards pin pointing a
satisfactory occupation in some job family which was determined 1n the
initial evaluation. There s listed in the curriculum, beginining with
activity number twenty one, sets or groups of jub samples which may be
used to help pin point the skills and worker traits. If warranted, job
analyses may be made and job samples set up for testing for the worker
traits in the field in whiclhi the client 1s interested. The evaluator should
set aside some time for work in making job analyses and setting up job
samples to accomodate them. From the Dictionary of Occupational
Titles all the pertinent data should be considered n matching the
prospective worker to his chosen objective. I{ hfting is required, he
should be tested for lifting, if reaching, stooping, bending, squatting,
crawling, working over head, thinking, figuring, writing, or whatever else
is required a test should be found or made to check on this trait. All
data should be recorded faithfully. The natural tendency 1s to hope that
the data found will match the client’s interest. If there is serious
conflict, then the client must be steered as skillfully as possible in some
other direction, not in spite of him, but with his agreement. Assuming
that a correct choice of job families has been made and that a suitabie
occupation is being considered, all the vocational data should be
weighed against the social background of the client and the demands of
the job socially.

The educational demands should be compared with the chent’s
educationa! background. Temperament should be checked and compared
with the teinperaments demanded in the job—and so un throughout the
list of worker traits. All pertinent recorded data should be included 10 a
report written as briefly as possible to adequately tell the story. The
report should contain recommendations for the training or employment
of the individual If possible, arrangements and agreements should be
made as to a follow up ¢n the client’s activity. Records should be kept
of such follow ups. This is one of the weaknesses of evaluation as well
as most aspects of rehabilitation, namely, failure to do a complete
follow up research. It is necessary for purposes of evaluating the work of
evaluation and rehabilitation.

In using the job samples and tests included i1 the curriculum in this
book, care should be wken that the instructions are memornized and
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given by all evaluators tu all clivnts i the same terms. Otherwise norms
will have no medgiing. 1t s teeotmiended  that these and,'or othier tests
and jub samples winch are used be stundardized as best possible witiua
the faciity where they are wsed by keeping records of all chients” wor.
Their times spent e the different job samples aud tests, the number of
errors made where it s practical to keep that figure, along with short
descriptive words which best desenbe the performance, need to be
recorded. Words lIike “‘good,” “fair,” “‘slow,” “"laboriously done,”
chrases like “no concept of form or size,” “pous courdination,” “low
patience tolerance,” “high frustration puint™ and su tuith, may be used
to wive meamiug to the reeords of scores kept., These descriptive tenms
can Le used most effectively in making repotts on the chient,

It will be noted that objuctives are frequently repetitivus, For
example, the word “dexterst,” s used perhups vven excessively
repetitiously, Yet one consideration must nut be oveirlooked, namely,
that dexterity i one field or type ol activity may be very lugh while
anuther ared of activity it Mgy Lot be m evidence, For example, nv vne
would deny that the typist must be dexterous. Tiae dexterity combined
with skill makes for o good typ:st. The ability to shuffle and do tricks
with cards may involve a similar form of dextenity to that wwvolved in
typing. The safe cracker’s dextenity may be of o different nature
dltugether, The needle crafter’s dextenty may be of o different nature o
either of these, The prrs and cons of this concept may be argued
indefuntely, but tests which work in one area to produce certain evident
results will not produce the same results in othier fields of activity, This
does nut necessarily negdte the proposition that skills are transferable,
Interest mdy be a factor. At any rdte, a sufficient number of varying
types of tests for tesung dexterity in the various fields of actvity are
much to be preferred than any single test for which it may be claimed
that 12 15 4 final and valid test for dexterity under all conditiuns,
Variable testing s encouraged. A client who handles defuy thie pins in
the Crawford Small Parts Test may fumble clumsily at placing cotter
pins in a small hole with o pair of tweezers, They have something
common, but there s sumethung different, The enterprising evaluator
will be t-ying many different things tu accomplish tus dusired purposus.

Another techique ui extended evalugation s that of swapping places
with the client, The techiucian who s skilled gt luoking un a job sheet
and performing a given uperation may lovk pretty stupid when he
attempts to make vut a job sheet, Tlus reveals sumething of his ability
to see all the angles of the problem. Su, he should try making a jub
sheet it may indicate that he shivuld be advanced i Lis work, (Job
1number 92 of the curniculum,} Agaul une of thie best ways to apprehiend
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the depth of une's womprehension 1s to take a good look at hus
explanation. Su, a dhient should be given the opportunity to teach
another chent, to demoustrate to lum ovne of the jub samples, {Job
number 74 of the curriculum.)

Generally, the nutial phase of the evaluation estabishes something
of the current ability of the chent, In extended evaluation thus is built
upon by determuning sometlung of lus ability to learn and improve —not
necessaril. what the chient is tuday vocationally 15 important, but what
he can become withi tranung aid practice. Sume jub samples should be
repedted in order to determine the extent of the ability to improve,

Sume of the jub samples in the curricalum are designed to medsure
more than one thing at the same tme. { the prelinunary tesung set, job
sample number three is o good test of finger dextenity and hand
coordination, but at the same tme it tests a chent’s ability to solve
problems. He soon discovers that the crate falls all apart when he
attempts to slide the slats intu place. Then begins the work on the
sulutivn tu that problem. In the extended testing period use of job
samples number 10, tying nechties, revedls the chient’s ability to follow
verbal istructions winle carrying them out with physical movement.
Patterns of rhythm and reasoning are obserable in the job sample
number 56. While collating three stacks of cards one client may turn
two with the night hand, vne with the left. Anothier may turn two with
the left hand and vne with the night. Another may alternate each time,
beginnming the series with the nylit hand oo tune and with the left hand
the next time. Others may have no pattern at all to the turning
seyuetice. Observations on suchi things may turi up the small clue which
su uften hielps w understanding o chent’s responses and activns, In these
small clues are often where possible hunts of underlying motivations are
noted. Testing should be repeated from several angles to confirm or
eliminate a dimly suspected trait.

O

RIC 2

~rz




CHAPTER IX
STAFFING AND REPORTING

It is wise to iwulve several people in the evaluation of a client, 1ts
alsu wise o mvolve all these people 10 o determination of his vocational
objective. Therefore, a youd guieral rule for staffing 1s to have a number
of prople who have informativin regardiig lum to meet and pool their
facts and upiions i the dispusitivn of the clivint’s case. Sume people
who are wwolved up to and through the evaluation period are the
family, the counselor, the intake panel, the medical authonties, the
psychulugist, the psychometrist, the social worker, teachers, coordinator
of uvadluation, dormitury suwervisor, and the evaluaturs, It is neither
essential nor convenient for all of these prople to get tugether, but it is
generally convenient and usually essential thiat the prescnce of at least
some of them and reports from others of them should be wvailuble at
staffing time, And when s staffing time? As was pointed out in the
section on nitial evaluation, it is a good practice to do a little
pre-staffing durimig and at the end of the initial evaluation period. The
compesite conclusion of o number of people wurking with the client i
more than likely to be fairly accurate, so any time from a day to a
week after the client enters evaluation is likely to be o good time for
the pre-staffing. It is not necessary, even though often good, to have
wnitten reports of the watial phigse of evaluation befure this pre-staffing,
but a4 report covering this period and the staffing should be made
immediately afterward.

After the nutial evalugtion, after possible work adjustment training,
after possible job tryout, aud ofter further extended evaluation, reports
should be prepared by the evaluator or evaluators most directly
concer.aed with his evaluation. This repurt or these reports should be
presented at the terminal staffing when evaluation s completed and
when the client vall be referred to traiming or work, Repurts in advance
of terminal staffing should be complete gs to pertinent and critical facts,
The style and the lengtis of the reports are of concern to counselors and
othiers fur whom the 1eports are prepared. Although this is true, there is
little agreement sumetuies regarding buth these factors, One counselor
may say tell everythung, auother may say “give me the facts and save
the malarkey.” Most of them say tell at like it is, therefore, the
evaluator fias some guidelines and sume criteria fu. preparing reports. A
good cniterion for length of the report seems 19 be that the report
should be easily understoud. 1t should include, alung with data such us
cultural factors, educativigl fuctors, psychulugical fucts, and vucationdl
abihties and worker traits, o stitement of the chent’s interests and
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ambitions. At the staffing un g given clieit, his evaluator should either
read or present insome form the faets of s report. Other reports to

consider in the staffing are those of the psycholugist, the doctor, and
other people who have worked with the client.

Euch client should be staffed when his evaluator deems tum ready
for training or empluyment. The staffiig should be as short as possible
without vmitting pertinent wmformation which should be brought out.
The coordinator of evaluation or the chief evalugtor shuuld preside at
the staffing and edll upon each person present for contributions or
information. Repuits beaning o the vase should be presented or read in
the dbsence of the maker of the report, should he be unable to be
present. 1 employment is immient and the prospective employer can
do so, e should attend the staffing of tus future worker. If the chient is
about tu vmbark in o traning situstion, tus tramer should be present at
the staffing.Rurely, but vecasionally, it is advisable to wvite the chent in
for at least o short period during hus staffing. Sume statements from him
may be guite important to the staff and particularly to lus future traner
or employer,

A composite report covering all the reports plus the information
bruought vut in the staffing should be made by the chief evaluator or the
courdinator of evaluation for the permanent r d of the client. Copius
of ull reports should be held by the persons making them, Othier copies
may be made os requested by counselors or uther authurities.,

Little ligs been said regarding supportive or eicouraging counseling
and discussivn. Ay deceut course i evaluator traming will, of course,
include this. When the client has been evaluated and s about to enter
training or employmeny, both he and the person receving him should be
encouraged to make allowdtices viie for the uther, but wot tu the extent
of sucrificing efficiviivy and Liard work. The client should be appraised
of what will be expected of him and then encouraged to feel that he
vant deliver the goods. He shuuld be made to feel that the people who
have worked with him believe 1 him and are counting one bum,

A word may be said for the occasiunal chent who just doesn’t
seem to work uvut and s considered nonfedsible for any  kind of
votdtivial empluyment. Wnen he does come glong, the good evaluator
will take the position that he has duiie oll he could fur his chei.., and
that even thuugh he has seeminaly failled to find anytlong which he can
do profitably thiere stll may be innate yushities wiich he possibly
overlooked. The evdluator must realize that he is not infallible and be
willing for sumeuiie else to try before declaning o chient nonfeasible. The
stuffinig team must assume the same position. 1t would be o fearsome
thing for uny persun to hear the words “You are good for nothing.” <
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“There 15> work for all and tools to work with,” and the good
evaluator will help sume to find that work and use those tools.
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CHAPTER X
ACTIVITIES FOR TESTING THE CLIENT: INITIAL EVALUATION

On the followng pages is listed o number of activities in the form
of tusts, work samples, and projects designed to assist in evaluating
chients as to their potential for the performance of a number of jobs. A
wide vanety of gctivities 1s giv i i order that o munimum of worker
traits and qualifications will escape discovery.

Instructions fur the perfurmance of the activity is gwven in each
case. Also some ubjectives sought in the performance of the activities
are given,

The client should be timed un each activity and compared to his
group both i the time required and i the manner of performance of
the activity. A skilled and ubservanit evaluctor will attach o great deal of
importance to the latter, Nutes should be kept on each client’s work
habits and recorded on his attendance card.

It mav be noted that certain words are used repetitively,
particularly i the vbjectives part of the exercises, While it may be said
that dexterity s dexterity no matter where and how 1t s exlubited, be
it noted hiere that there ore many wifferent facets to finger dextenity and
abilities tu courdinate bund, eye and brain. The skalled typist ur pianist
certaiiily pussesses good finger dexterity. Yet this typist or pianist migiit
make a very puor application of his dexterity on o job such as watch
reparr, The dextenty required for haendling of carbon papers, sitk or
rayuih may luuk pretty puny when gpphed to shufflmg.a deck of cards
wi o adiusting the valves on o cumbustion engine. The coourdination
exhibited i establishiag the rhythm of walking with o cane dues not
neeessarily mean that coordination and rhythm could be applied with
equal facility to playing the drums.

I consideration of the foreguing, it may be observed that practice
and expenence would be the ruling factor in such hiypothetical cases.
Grauted, stlt the evaluator’s jub s to «dentify this particular type of
dexterity or courdiiativie regardless of its origin, So, for all practical
pPurpousis, it May be said there are different kinds of dexterity. There are
different kinds of courdination. Though this language may be objected
to by some, surely the point has been made.

The conistictitious evaluator will make countless observations not
wted an these or any set of objectives. This fact 1s proved by
experictive. Certain obgectives e planined and incoipurated in the work
autivity ur jub sample ur test. The performaiice of thas test or activity or
job sataple may reveal many thungs not anticipated by the activity nor
Ly the evaluator admimstering it. Some examples of variable quantities
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vbserved in the diffueit people performing the activitivs are interest,
elithusiasm, paticiice, rhythm, coucentration or lack of it, nursousness,
frustration, ond counfusion, approgches such as delicate, awkward,
natural, and many others. While each of these characteristics is
anticipated an some tests, they are hkely to pop up most unexpectedly
i others, Different tests and activities are planned for the purpose of
feveahing these different quahitivs, Quite often, hiowever, qualities other
than thost anticipated are more in evidence taan those which are
planned for, Obviously, all of thus indicates that the evaluatur must be
ubserving closely while his chent is performing 1n a test or other
activity. The most insiguificant clues should be recorded. These may
wiclude the very clue whuch will indicate o patterin or direction and will
be the key to the client’s work potential. Some of these sideline
charactenistics will be noted under the objectves for the actwvities
presented.

As was previously potted out, the first twenty activities are
desiguied to cuver to some extent the niae job families into which all
vccupations fall, These are given in some detail. Othe: actwvities are
giver, with less detailed instructions and are used as suggestive of the
multitude of job samples which may be wurked out by the alert
evaluator. For emphasis. the evaluator should nut be too afrad o1
repetitivn of near repetition. A seemingly ubvious worker trait voserved
0 one activity may not be nearly so obvivus i1 a similar activity which
might be eapected tu reveal the same trait. Evaluation would be a quite
simple matter «f a single jub sample could be worked ovut and relied
upon fur accuracy 1n revedling a given werker trait an every instance.
This defimitely s not the case. People are not machines, and for
whatever reasun are nut highly predictable, Testing must be dune from
as many angles as pussible. Observatiuns which agree and thuse which
seemingly confhict one with another must be considered in the
determination of a client’s potential. The good evaluator will finally
know this.

In administering the following tests and work samples each
vvaludatur should give each test the same way to each different client,
and ¢ connon method should be used by the vanious evaluators in any
department. This s absulutely necessary f norms are to be kept and
compansons made, If vanations are used in giving any test, these
vaniativns shoald supplaat the instructions ds given here and become the
rule for admuisteriug the test. The twenty activities given hiere comprise
the job samples part of Initial Evaluation.
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Tests, Job Samiples and Work Actwities
ACTIVITY NUMBER ONE
Sorting Large Bolts,

Matenia! and equipment. For Gus etlivity o substantial wouden tray
shuuld be provided consisting ot two vompartments, one for buits and
ot fur ludk washers The bolt compartment should be approxemately
47 107 < 127, The washer compartineast can be mach smaller, 47 x
4" x 127, A woustant number of bolts {uarriage ur machine bolts)
stouid by provided, say seveuty five, These stiould vary i size from %"
A 17 w0 L7 x 2770 1 s ot tewessary that there should be an equal
numibur of these different sices but the number of each shuuld be kept
ot o cunstant devel. The washiers are not used in activity number one,
but later.

Prucedure. This test is admuustered as follows. The tray s placed n
front of the client who s standing on uie side of 1+ work station
pprusimately 367 to 427 1 height with the evaluator standing upposite
im and facing lim. Demunstrating as Lie speaks, the cvaluator instructs
the chient o lay vut eachi bult un the table arranging them s rows by
size, eonsidering both length and diameter. The demonstration may
reyuire only o few bolts. Each row will contain only une size buit. The
chient is asked of Lie understands the instructions. When the answer s
affirmative, the bolts ure placed back i the bux and the client s
instructed tu begai, As he begins, the stupwatch s sturted., When he
finishes the time 1s recorded on the attendance card.

Objectives. Size perception, weight, length and diameter
discrimination, and sense of orderliness.

Note. ordinanly this test will be given first ain the senes, though not
newessarily so. Since this s true the evaluator should be on the alert for
atiy  sign of nervoustiess or frustration on the part of the chent. It
shuuld nut be cunsidered bad f the client 1s nervous. [t should be
wonsidered  bad, however, of the evaluator does not take nute of his
Nervousness.

ACTIVITY NUMBER TWO:
Collating cards

Materiad and Equipment. Card file box 47 x 67 and one set of 47 x
6" index cards with tabs. Tiurteen ruled file cards 37 x 57,

Procedure. The chient s seated for tas activity. The cards are layed
out, the index ards o the chent’s night, the file cards on his left, but
both almust immedistely i front of L. Space is left between the
cards wid the edge of the table for another stack. Al cards are face up,
that s, the A on the index card s o top face up. To onent blind
cients, their hands stwudd be guided over the stacks of cards while the
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eaplanation is bung gwan. Then demuistrating and instructing at  the
same time, the evaluator says “lu this stack of cards under your night
hand are twenty six mdex cerds. Under your left hand are thirteen file
cards. You will notice the index cards are larger than the file cards. You
are to pick up one at ¢ tme, two ndsx cards, hike this-one index card
and turn 1t over, place 1t face down immediately i front of you. Now
another index curd, turn it over and place 1t down on the first card.
With your left hand, pir.k up one file card, tarn 1t over and place 1t face
down on the two index cards. You will noie that you used two index
cards and one file card. In uther words, two cards with your night hand
and ore card with your left hand. Now, yuu will repeast this operation
until all the cards have been turned vver and stacked into vne stack. Do
you understand what you are to do nuw?” Having made sure the
instructions are clear, the cards are placed buack un the onigmnal stacks
and the client is instructed to begin working ond the stopwatch s
started. When part one is finished, then the chent s instructed to
replace all the cards a. tliey were and very definite instructions are given
something like this. ""Stuiting with your left hand pick up one file card,
turn it over and place it back where it was onginally. {You show him
how to do this). Then with your right hand, pick up one index card,
turn it over and lay 1t down face up where it was. Now another index
card, turn it over and so on untl all the cards are replaced in the
original two stacks. Do vyuu understand? Ready-Go.” Now this
operation is timed just as tie other one and recorded in columns
number two under "Time” on .he back of the attendance card. Obvious
errors are recorded in the third column under “Errors”. Notes shouid be
made on procedure, very briefl;, aud recorded in the '‘Remarks”
column on the back of the attendance card. Falure to turn a card
would be classed an error. Turning two of each kind of card would be
classed an errur. Remarks on procedure should go something like
this - “slow” or "nervous’ or “good” or “good rhythm” or “uncertain”
or “calm’ and such as describe the procedure.

Objectives. Finger dextenty, neuromuscular courdination, resistance
to confustion, neatness, and bimanual dexterity.

Notes. Upon completion of this test the cards should be checked by
the evaluatur tu see that their ongimal order 1s maintaimed. Of course,
the evaluator should kuow this as lie 1s watching carefully. The time 1s
recorder] and notes made as to work habits observed. One evidence of
good Joxterity and courdmatiun exhibited in this test s rhythm. A
rhythmic, cuntinuous movement indicates better control then a halting
uncertain movement,
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ACTIVITY NUMBER THREE:
Assembling a Small Crate

Material and Equipmieant for this test is o knock duwn wooden crate
2”7 £ 8" x 87 wiside dimension. 1 is hield together by haif lap joints in the
ends and sides, The bottom is inade of thin slats which ship into grooves in
the ends and rest on rabbets in the side members.

Procedure. The evaluator explains and  demunstrates briefly  the
cuintructivin of tne crate, the half lap juints and the grooves, and nanies
the parts two ends, two sides, and four bottom slats. He then asks the
client tu disassemble and reassemble the crate in hus own way, When the
chent kovws and understands instructions, the test 1s started and timed.
The test s famished when all the parts are assembled properly.

Objective.  Bimanual  finger  dextenty, coordination, abstract
reasuinng, problem recogmition, problem solving ability, and tolerance.
{Does the client give up easily and not finish?)

ACTIVITY NUMBER FOUR:
Purdue Pegboard Test

Material and Equipment: Standard.

Procedure. The chient’s position in taking this test may be either
sitting or standing. Siice there s an nstractiun manual furmished with thas
test, it may be used i gwing the directions. The test should be done with
the nght hand singly, with the lft hand singly, and then with buth hands
and dqil three sets of scures ecordud. Tu do this, one of the sets of scords
will have tu be recorded under Remarks. The score can then be compared
with established norms.

Objectives. Dexteni.y and space perception, distance perception,
direction, finger dextenty, memory and patience tolerance.

ACTIVITY NUMBER FIVE:
Pennsylvania Bimanual Test

Material and Equipment: Standard.

Prucedure. Tins also i1s a standard test with a manual and forms
provided. The chient s seated comfortably ot o table and the instruction
manual is followed In giving instructions.

Objectives. This is anothier test for bimanual dextenty, coordination.
In sume cases work tulerance, degrees of finger and wnist strength are
observable, Tt is ¢ monivtonuus type test and sumetimes reveals sumething
uf the chunt’s attitude toward work, Notes should be taken of remarks by
the chient, such as “Why du | have tu take a monotouous old test like
this”™ or "What guod will putting these nuts i and off do me?” Atutudes
are a very important part of a worker s qualifications.
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ASTIVITY NUMBER SiX:
{v aking a Belt of Leather.

Material and Equipment. The matenials for making this belt consist of
five separate kinds of parts, the tonigue, hnks, a snap hink, o keeper, and
buckle To assernble, the links are fulded, fumished side out. Call the hole
nearest the end of the tongue Hole Nu, 1. Cali the slotted hole in the smali
end of the link Hole No. 1,

Procedure. 1. Fold small end of link lengthwise and puke through
Hole No. 2 in tongue. Fold link crusswise so that Holes Nu. 1 and No. 2 of
link and Hole No. 1 of tongue are all aligned. 2. Fold tiext link n same
manner as first. Poke through Hole No. 2 of first hnk, Hole No. 1 of
tongue, and Hole No. 1 cf firstlink. Fold crosswise as befure, thus ahgiing
the tnree holes. 3. Fold third link, puke through Hole No. 2 of second
link, Hole No. 3 of first link, and Hole No. 1 of second hnk. Fold
crosswise. 4. Proceed with all other links the same as hnk number three
until the belt is long enough. 5. Slip the keeper over the last hnk. 6. Push
the tongue of the buckle through slot in the suaphnk m such ¢ manner
that the snap is on the tongue side of buckle when the hink 1 folded. 7.
Treat snap link as a regular link except that the small end of the silap hink
is insurted in the upposite direction thrcugh the last regular hnk. Fold and
snap through Hole Nu. 3 in the last regular link and through round hold in
the snap link,

Objectives. To determine the sense of tuuch, determine neatness, note
interest, determine ability to follow instructions, and note hand
coordination and finger dexterity.

Note Obviously this job could nut be done by instruction alone, 1t
will have tu be demunstrated item by item untl the pattern s established
in the mind of the client. It then becumes a comparatively simple task and
provides the clivnt with an immediate feehng of achievement wiich 1s
tangible. This is an excellent test for mentally retarded people.

ACTIVITY NUMBER SEVEN:
Pressing Five Neckties

Material and Equipment. A steam iron with 1ts water contained, or
used in connection with a small tank, an wroiing board, and template for
shaping the end of the tivs are provided.

Procedure Fill the steam wwon with water, demonstrate this action tu
the client Plug in the srun and turn the temperature switch to wool. For
blind clients the relative pusitione of this switch 15 uichicated by showing
them and letting them feel the posiiun, Place the large template or metal
press plate ito the darge end of the tie. Center the pomt with the point of
the tie. Allow the tie tu stick over just 1a” past the end of the press plate.
See that the seam runs dowin the middle of the plate su the tie 1s equally
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divided as to the cenitur seam. Next, place the othier press plate in the other

end of the tie i the same manner, Turna the Ue seam up to press. Waith the
steam buttun on, su that steam s escaping vntu the te, press the tie
throughout 1its length using Light pressure. Then release the steam buttun
and run over the tie lightly again with g small amount of pressure. Remove
the press plates, hang up the tie and repeat for next tie.

Objectives.  Ability  to  follow nstructivis, adaptation to  heat,
determination of tension and sensitivity of touch.

Note. This test may reveal suimic occupational ability as well as worker
traits mentivnied above. The chient is timed i minuates and seconds on this
test Later d pressing test will be given similar to tlus, except the chent will
press fur one hour and then count the ties pressed as a measure of his
production ability.

ACTIVITY NUMBER EIGHT:
Setting Up Tacks with Tweezers

Material and Equipment. a hardwood biock %' x 2" x 4" is furnished.
1t 15 positivied un the table in frunt of the client with the smooth edge
turned up. (Note. 1t sets on une of the thin edges with the other edge as
the working surface.) Ten upholstery nails and o pair of tweezers are
furtuished. A number 4 upholstery tack s suggested. This test can be taken
better in g seated pusiion. If the glient 1s blind, he s allowed to touch the
tack und tweezers tu see that the tack 15 held i the night position - head
down in the tweezers.

Procedure. Demionstrate - Pick up the tack with the tweezers, place it
head down on the edge of the bluck. Then anuther and another and so on
until all ten are placed on o row on the edge of the block.” This ends part
number 1. Time s recorded. Part number 2 consists of removing the tacks
with the tweezers une at ¢ ume without knocking the others off. The tacks
are placed in a container as they are removed.

Objectives. Close wurk tolaeance, patience and frustration tolerance,
sense of touch.

Nute. A few extra tacks should be furnished so that in case of one
beiny dropped another can be substituted. Clieust should be instructed not
to try to find tacks which are dropped.

ACTIVITY NUMBER NINE:
Making a Sanding block

Procedure. The chent should be shown a sanding block of wood
whicli1s 1" thick, 2" wide, and 4™ long. If he 15 able to read either print
or Braille, then he s given a jub sheet contannng the bill of matenials, the
tools and equipment needed, and exphicit instructions for making the
block. In the case of totally blind clieuts or mental retardates who are not
able tu read Braille, specific instructions must be givenr and demonstrated
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»OTRMAN Lare 19

Froject approved by

#orkman®s ocbjective: To make 3 sanding block
Tes.hing obyeitiver (¥, primary; S, secondary)

4 ) Laying out ( ) Cutting to dimensions ( ) sirfacing
{ ) Smootning () Joinery, Basic () Joiners. lntermediate
( } Jelnery, Advancec ( ) Assembling ( ) Other
Conoleted » 19 Inspected by ark
vaterials needed Tools needed
1. 1 plece poplar or pine, 3/a™ x 2" x a* 1. Try square
<« 1/8 sheet sandpaper each, No. 1 & 00 2. Knife
3. Fencil

b

Back saw
5. Hand rip saw
6. Swooth plane

PROCEDURE

#hat to do Tools
1. Select small plece of poplar or pine 1. Try square
<. Lay out 2" wide by 4" long 2. Pencil
3. Cut to exact length, 4 3. Knife
4. Rip to <" wide, plus a 1little extra for planing 4, Back saw
5. Plane rough edge 5. Hand rip saw
o. Test for squareness 6. Smooth plane
7. Show to your instructor 7. Try square

3ave this handy little block for hand sanding your wooden items. Yoi might
drill a hole near one end for hanging i1t near your work bench. If you tear a
sheet of sandraper into 8 equal pieces. the pieces will just fit thas block.

in job No. . you will learn something about painting as you pain¢ your
sanding block. Then in job No. 3, you will learn to draw it.

horkman's noteg"

Figure Number 1.
by the evaluator. The job sheet, figure number 1, shows all the
information needed for giving this test.

Objectives. Ability to follow written instructions, reaction to defate
planning, ability to handle tools, sense of measurement, layiug vut, sawing,
planing, testing, and general work habits are also noted.
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ACTIVITY NUMBER TEN:
Tying Five Neckties
Matenial and Equipment. Five ties are speafied i order that client
will have sumie practice and will demonstrate us ability to learn by
practice. The test must be exphicitly demonstrated and instructions
repreated if any degree of suceess 1s to be expected. To ke the test

effective for o person who ties his tie e thus manoer alread,, an alternate
method should be used.

Procedure. Duemoinstrate and instruct as fo'iows. “Take the large end
of the tie i the nght hund, the small end i the left hand, Place the tie
arvund the tedk with the large vnd vir your right. Adjust so the large end
hangs down four times as long as the small end. (Note. The large end of
the te s always left hanging vn the night after each operation.) This tie
ty g s aecomphishied an thiree esseatial vperations as follows— vver and up,
under and down, vver and up, tie. 1. Take the large end, cruss in front of
the small vnd of thie tie, come up by the neck and pull the tie out making a
simple knut and leaving the large end of the tie hanging to tae
right ot the small viad. We will say this 1s the over and up movement, 2.
Next, pushing the large end of the tie back of the small end, coming up on
the left hdud side and guiig dowii by the neck with the tie emerging at the
buttom, bring the tie vut v the nght hand side agamn, always keeping the
seam side of the te turned in. We will call this the under and down
uptiatioil. 3. Crussing i1 front of the small part with the large end again,
come up by the neck with the fingers of the left hand providing a loop in
the tie ot the powit of contact. This is another over and up operation.
Now, to tie pull the large end of the tie through the loop and take up the
slack, Adjust the knot and slip upward un the small end uatil it fits around
the neck snugly.

Objuectives. Profit by demonstration, fullow mstructions implicitly,
problem sulving, reasuiting. Sume clients may be expected to give up on
this one, guite naturally with such complicated instructions the task will
not be accomphishied immediately. After the tirst effort of the chient fails to
cateh on, hie should be reviewed o the over and up, under and down, vver
and up procedure until 1t begins to make seise o lum. A subjunctive
evdlugtion of the client’s commuoii sense 1s purhiaps one of the best results
of this test,

ACTIVITY NUMBER ELEVEN:
Tearing Sandpaper

Matenial and Equipment. Two shivets of sandpaper are providud, one

for the evaluator and the other for the client.

Prucedure. Th vvaluator demonstrates gas he gives these instructions.
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1. Fold the sheet of sandpaper crosswise of the sheet, 1, e, fold the top
down tu the buttum and crease the paper aeruss the sheet, not lengthwise,
Remembuer that the sandpaper should b folded su that the sanding side s
always turned 1 to prevent the hands being injured by abrasiuii. 2. Creast
and tear into equal parts. 3. Then fold each half acruss the shiorter
dimension and tear Iikewise. That gives four pieees, viie fourth sheet size.
4. Fold each of these fuurths auruss the shurter dimeasion and tear nito
two pieces, making eight equdl parts. 1f this 1s vorrectly done, vach of
these parts will be exactly the same size and shape.

Objectives. Following instructivns, remembening, and o utibity value
of correctly tearing sandpaper for use on a 2” x 4" sanding bluck.

ACTIVITY NUMBER TWELVE
Making Change

Matenal and Equipment. Toy or simulated mouey s provided i1 1, 5,
25, 50-cent and $1, S5, $10, and $20 denominations.

Procedure Each evaluator will make problems uivolving less than S1
change, 1tems costing between S1 and $2, 1items iuvolving S5 bills, and
items involving larger sums of money. Four, five, ur more prublems should
be provided, the results checked and recorded. For purposes of
stunddrdizatioil, these are suggested. make cirdange nivolving 20 cents out
of $1, 31 cents out of $1, $1.75 out of S5, $3.50 out of $10, $2.25 out of
$20.

Objectives. Tu test the chient’s familiarity with money and making
change, general arithmetical ability.

Note. The client 1s not tu be coached unless absclutely niecessary. it
should be noted whether he starts with 20 cents aud counts up to S1 or
whether he subtracts 20 cents and then gives the 80 cents change, vtc., vte.
Note should be made not only of his accuracy, but hus aptitude or
ineptitude in handling money.

ACTIVITY NUMBER THIRTEEN:
Sawing Out Basket Bottom

Material and Equipment. For this test a piece of plywoud, o hittle
more than 8" square is provided the Jhient. The band saw 1s nigged witli o
jig which is easily used by totally blind people. Sve Figure No. 2.

Procedure. The client 1s shown the pg and s given a bnef
demonstration before the motor s started. The poit of dangu, 1, v, the
cutting edge of the baud saw, 15 puinted out and safety precautivns
emphuasized, The spur pouit m the jig s showii tu the vperator and i the
case of a blind persun, his huands are guided over it and its use 15 explaned
to him. Then the evaluatur demonstrates the whole uperation by placiig o
blank squdre of plywuud i the mactune ar.d cutting the bottom while the
c{ient watches, ur again in the case of the blind chient while he follows all
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the muvements with lus hands. Hf there are questions, these instructions
are made clear and thei the dieat proceeds to cut another bottom.
Objectives. To famuilarize the chent with machine vperation and to
stimulate some confidence that he can operate a machine.
Note the facility with which the client adapts to this operation.
Recurd such tlungs as apprehensivi or fear, pleasure exhibited, and other
subjunctive matters.

ACTIVITY NUMBER FOURTEEN:
Drilling Holes in Basket Bottom

BASKET
BASE
8. L.

Matenial und Epuipment. The product of Activity Thirteen is used for
this activity. Here aguin, ¢ jig 1s provided on the drill press which makes
use of a series of saw kerfs or notches cut into the penimeter of the jig.
This (jig) governs the spacing of the holes. (Figure No. 3)

Figure Number 3.
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Procedure. The evalua.ur places the basket bottom in the jig on the
drill press and proceeds to demonstrate drithug the bottum, showing how
tu turi the jig just far enough and feeling for the click when the spring chip
moves intu place i one of the saw kerfs. At this puint, a hole s drilled.
Then the drill is raised and the jig 1s moved to another position and
stupped when the spring drops into another saw kerf. Care must be
2xeruised tu hold the basket bottom down firmly un the g su that the
drill will not gnck it up when being raised. The Just must be blown from
the jig every time o piece s finished befure a new one s put into place.

Obijectives. Further experience .vith machines. Sense of touch,
determined by the response tu the spring clip in the saw kerfs. Judgment,
determined by cleanliness, hulding the matenial down, and placing it in the
jig properly. General machine operation proclivity.

ACTIVITY NUMBER FIFTEEN:
Upholstering a Footstool

Materials and Equipment. Preassembled stoul frame, webbing, burlap,
cotton, cover matenial, dustcloth material, cord and tacks.

Equipment {Tools). Kit of upholstering tuols including hammer,
ripping tool, stretcher, and scissors.

Procedure. This activity is presented in steps as follows. {1) put
webbing on frame, {2) attach burlap, (3) tear and apply cotton, {4) cut
and put un cuver, {5) make skirt with cord sewn in, {6) attach skirt, and
(7) cut and tack on dust cloth. Each step s demonstrated in its turn by the
evaluator, with appropriate instructions and guidance. Only one step at a
time is presented, and chent completes the step before another s
introduced.

Objectives.  Ability as an upholsterer, all-around neatness,
cloth cutting, measuring cloth, teaning cotton and padding the stool
smuothly, use of cording foot sewing machine, perhaps taste in selection
of materials for non-blind clients.

ACTIVITY NUMBER SIXTEEN:
Making a Rattail Splice.

Material and Eyuipment. Some pieces of bell wire, two pairs of pliers.

Procedure. The evaluator demonstrates this project and gives
instructiuns as folluws. "Twu pieces of wire approximately 6" long are
cut, one end is strpped back tu about 11" from the end, both pieces are
held tugether in g parallel position, stripped ends together, with
electrician’s phers. The stripped ends are widened shightly to forma "Y”,
thenn with the fiigers these are twisted together until they become too
hard tu twist with the fingers. Then the phiers are used to fimish the twist.”

Objectives. Handhng of smal! hand tools, neatness, following
d\i‘{ﬂrtions, finger dextenity and coordination, acquaintance with
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electrician’s tools,

Note. The tendeucy s to alfow one piece of wire to remain straight
and wrap the other priee around 1t. When this happens, it should be
curreeted and the chient allowed to practice until buth wires are twisted
equally to give a nice looking job.

ACTIVITY NUMBER SEVENTEEN:
Cutting and Filing Small tron Discs, %’ thick

Material and Epuipment. A short length of 1. round iron bar, a hack
saw, a vise, a rule (Braille for blind chents), and a flat mill file are
furnished.

Procedure. Very little demonstratic.i is necessary as this job is
munutuious ond tot hard to understand. The client 1s shown how to
fasten the work in the vise, the proper use of the square or rule in
medsuning 1s demonstrated, and o small cut 1s made by the evaluator, Then
the chient s left to cut the four discs and file the ends smooth. A minimum
of wistructions should be giver, but the client’s use uf the tools should be
observed closely.

Objectives. Acyuaint the client with the use of the hacksaw, vise,
measuning device, and the file. Work tolerance and ability to recognize
smoothness.

Note. The clieit who understands this jub will place the material in
the vise clost tu the jaws of the v.se in g horizoatal position and will make
the saw cut in o vertical line, Variations from this will ¢ause lopsided discs
which are not the ideal. Filing 1s a test of work tolerance, as the client
usually feels that he has finishied long befure he has achieved a smooth
finish on the discs.

ACTIVITY NUMBER EIGHTEEN:
Sewing a Hem

Matenial and Equipment. Cloth, such as sheeting, 4 pair of scissors,
and a sewing machine are furnished.

Procedure. A strip of cloth, say 2'° wide, is cut or torn from a small
piect of cloth, The edges are folded twice and creased on the edge Hf the
mactuie. This s dune by the evaluator gs he verbalizes the instructions., If
necessary, the proper pusitivuing of the cloth in the machine and the
propes pusitiviung of the hands are demonstrated. However, and this 1s o
geieral rule to fullow, structivns should be kept oo the minimum, If o
chent knows how to du o tling, he need not be told or shown, The client
is allowed to sew vt ur several seams, Perhaps miterest may cause bum to
want to sew several seams.

Objectives. Famihanity with sewing machune and material, abiity to
sew a straight hne, foot, hand, neuro and eye courdingtion, paticnce
*oierance, neatness.
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Both domestic and commercial machines are utilized for evaluation.

ACTIVITY NUMBER NINETEEN:
Writing a Short Paragraph

Material and Equipment. Paper {(pbond or Braille), and choice of
pencil, typewriter, Brailler, slate and stylus, and a desk or table.

Procedure. The client is assigned a Daragraph or page or more to write
depending on his choice and ability 7 v/nite. Usually, the client asks what
he must write and makes some excuses. He should be put at case and
assured that his writing must not be taken tou senously, gs huthing great
depends upon it, but that a sample of his handwriting would be
appreciated and that it would be nice to have 4 little story of his Life, ur hus
main interest, or why he came to school, or any number of suggestions
which might be made. He is then left to write.

Objectives. Note the chent's gxpressive and credative abilities, neatiess
in writing, spelling, use of English, and other grammatical features.

Note. This is one of the best activities for getting to know the chent.
It is impossible tu uverrate this activity for this purpuse. The whnitten work
should be filed in the client’s folder and kept. The evaluator may find it a
yuite interesting exercise tu tuke nute of huw maiy impressions may be
picked up by reading the client’s productions. This test, unlike the first
eighteen, is not timed with a stupwatch but 1s timed according to class
periods spent.




Tue chieut’s presunt awadeiue funictivinng level shivuld be establistied. His vutdated
sthivul reeusd imay o unger be velid Fieguently related trountg s needed.

ACTIVITY NUMBER TWENTY:
Testing for Educational Level

Material and Eguipment. Tests nuade up ot sumewhat the following
bases are adequate for ntial evaluation of the client’s educational ability,
Fifty spelling wourds, extenduig through grade nine, twenty math
prublems, five wachi of the four fundementals, addition, subtraction,
multiplitation, anid divissiuii. These shiuuld pe, haps be based un fifth grade
anthmetic. If the client s farly gued v arnithmetic a few abstract
reasotitig problems may be given, also o few extia words in spelling may
bt added as well as sumic vocatsulary testing i thie foim of muluple choice,
senteiice completion exeruises, A few very short poems should be avallable
i ease the chient stivws abuve elementary Jevel ability, For clients who
catiiul Tead, the evaluator will read the problems and give the spelling
orally.

Procedure. All of these tests shiould be given un paper of the client sees
aind (f hie s hiterate. of not, they may be read to lum The poetry may be
read to hm hine by line, aud Las abihity to remember aad quote the hines
noted.

Objectives, Tu determine the chent’s academic functioning level, tu
find bis capaeity fur memory work, Wihale ol of thivse exercises should be
readily availabie, certan of thiem shivuld be given as o miimum for witial
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evdluation i academie work and then the othiers may be added. Each unit
will establish its battery of academic tests.
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CHAPTER Xl
ACTIVITIES FOR TESTING THE CLIENT. EXTENDED EVALUATIDN

It has bren puinted vut previously that sume chients reach traiming or
wurk vbjectives duning the untial evalustion penivd. Others are found to be
i need of work adjustrent and must b given sume job samples on the
trades level. These jub samples indy be interspersed with sume ancaillary
services, particularly i sthools ur fadilities equipped o offer mobility,
homemaking, persvial grovming, persunal odjustment, typing, and other
services. The evaluator’s chief coneern of course wall be conditioming for
wourk to the point whicre extended evaluation is feasible. Sull other chent-
will not have reached an objective, but perhaps will hot necessanly be
candidates fur work corditiviung. In this cust, extended evaluation may
proceed by further testing with o concentratiun of exercises and job
sariples i the jub famuly selected duning the witial evaluation. These
further tests are fur the purpose of pinpointing the ocecupation witiun the
jub fumily which will enable the client to reach his uptumum in job
satisfaction.

The list of jub samples which may be devised for attaining this goal is
endless. Eachi alert evaluator will be designing and devising exercises of his
owrni fur his use, Othiers, are listed here, but treated in much less detail than

Motk eapeniences un trades level shiouwld replivate sotual wdustisl 2guipment and
procedures




i nibal evaluativn. The begiinong evaluator, having had the experieiice of
Lulidl evdluativn i the ase Uf the fureguinig twenty activitivs, will be able
tu cumpust s set uf wistiuttivi atid admister these which follow i las
own way. Let it be emphasized here, however, that a pattern be
ustablisti :d fur gwving thie tests and adminmistering the activities so0 that
nurms . ay be estabhished aud comparisviis made whiich will iave meaning.

Must of the remaniing hsted exeruses are grouped m groups uf three

(10 six ur mure dealing wila the same b family, for example, Activities
Numbers Twenty one through Twenty six are all of similar nature and
have tc do with the skills of the hands. They relate more to the
mech .niual skalls than any othier field. The next grouping, beginning with
Number Twenty seven, has tu do with the sewing trades. Then other
groupings follow. A few uf these wali be presuited i sume detail, while
thost remairang are uffered valy as suggestive uf any number uf activities
which may be developed by the individual evaluator.

ACTIVITY NUMBER TWENTY-ONE:
Driving Nails

Maturia: « 1d Equipment. A box capable of holding a supply of some
twenty five to fifty blucks described beluw shuuld be provided. This box,
and the blou ks, may by made as a project by some client who needs work
cunditivrung. This box shuuld be filled with blocks sawed from suft pine 2
x 4’s. The block shuuld be approximately 3" in length. For this particular
activity, vne of the pine blocks, ¢ hammer, and five six-penny finish nails
are provided. The client is instructed te set the block up on end and drive
the nails into it. Nails must be dr:ven all the way in. When he understands
the nature of the test, he s given a starting signal and the watch s started.

Objectives. Finger dexterity and hand coordination, such as is
involved in all of the mechanical uperations, space, distance, and direction:
discrimination, ability to use a hammer, testing hand grip.

ACTIVITY NUMBER TWENTY-TWO
Driving Screws

Material and Equipment. o kit strmiar to the one provided in Activity
Number Twenty vne should be prepared for this activity also. The box
contans a number of blucks sewed from hard wood, such as maple ur oak.
The blocks are %' thick by 132" wide by 6" long. Five holes are drilled
through the block from une side with o number nine dnils tit. These holes
are countersunk to receive the heads uf flathead screws. For purposus of
this activity the following are furmished. one block, five screws, %"
number nine flathead, and three screwdrivers of various sizes.

Procedure. The matenal and vquipment are given to the chient. He s
given a chuice of screwdrivers and instructed to run the screws into the
holes in the wuud until the heads are flush with thie surface. He is timed un
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this uperation, Thui be s nstructed to remuove the serews and place them
it the table. He s also tuned v Yus vperation. The scores are recorded in
time columns on the reverse side of the attendance card.

Objectives. Tu test hand gnp, judgment, sense of vertical, and overall
work habits.

Note, Every movement of the client must be vbserved in this test. His
chuite of screwdrivers s important. A screwdniver large enough to fill the
stuts i the serew, yet not tou large tu drop into the slut, should be chosen.
The chicht must, by all muans, hold the screwdrniver in o direct line with the
shank of the screws. Envugh pressure must be applied to prevent the
serewdriver shippuig vut of the stot. Caution o point of safety is involved
here, The screwdniver often ships and scures the side of the slot and leaves a
sharp metal splinter projecting on the head of the screw. The tendency
amung the untramed is to brush that sphuter away with the hand. This is
extremely dangerous and must be prevented, if possible.

ACTIVITY NUMBER TWENTY-THREE:
Pardue Pegboard Test

Matenial and Eguipment. A manudl 15 furmshed wath this test and
instructions should be followed.

Objectives.  Finger  dextenty, coordination, speed, confusion
tulerance. Nute whether the nuts, collars, and pins are placed in the proper
buowl and what 1s donie if confusion results at this point, This test serves
sumuewhiat to check un the chient’s memory and organizational ability.

ACTIVITY NUMBER TWENTY-FOUR
Sorting Lock Washers

Matenal ond Equipment. The lock washers provided in the kit for
Activity One are used in this activity.

Procedure. The chent s shuwn the washers and the difference in sizes
and then is instructed tu place the washers out un the table in piles, each
pile bemg of o different size washer. When he understands what is to be
done, he s instructed to begin and is timed on the test.

Objectives. Size and weight discrimination, confusion tolerance, speed
end orgamzational ability, and general problem sulving ability.

Note. Short comments, as 'good,” “confused,” “gets mixed up
eanly,” “furgets which pile,” or such notes as these will help describe his
activity and acuity.

ACTIVITY NUMBER TWENTY-FIVE:
Assembling Large Bolts and Washers

Matenial and Equipment. Again the kit for work sample One is used.
(Notee. The nuts should be flush wath the end of the bults at the beginning
>f this test.}

Q Prowedur:. The nuls are removed from the boults, o washer selected
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which exactly fits the bult, plsced un the bolt and then the nut is replaced
but not run up any moure than s required to stay on the bolt. One or two
turns 1s sufficient. Client s told 1t 1s o timed test and to proceed as fast as
reasonably possible withuut becoming confused. 1t shuuld be counted ai
error if ¢ washer is placed upon ¢ bolt smaller than the maximum size ori
which it would fit.

Objectives. Gross finger dextenity and courdinativn, famihanty with
sizes of bolts and washers, size discnmiiation, ability to vrgamize work,
and iu the case of the blind, sume memury work, Sumething of the general
intelligence shows up In this test 1n the manuer in which the chient locates
and organizes his piles of washers and bolts.

ACTIVITY NUMBER TWENTY-SIX
Disassembling Bolts and Washers

Material and Equipment. The same matenal and equipment used in
Number Twenty five are used here. In fact, it can be a continuation
process. On this test the reverse process is used, that is, remove the nut
frum the bult, remuve the washer and place i1t in the tray, replace the nut,
but this time the nut is run ontu flush position—that s, flush with the end
of the bolt.

Objectives. The same organizational abilities are looked for in this
test, alung with the spved and dispatch with which he accumplishes the
test. Notes are made as in other tests.

Note. This activity should follow immedistely after Activity Number
Twenty five. Note againi that Numbers Twenty-one through Twenty-six are
of a similar nature and have to do with the skills of the hand. These are
given in a group and we begin to see a pattern of swlls or lack of skills in
this partic ilar area.

ACTIVITY NUMBER TWENTY-SEVEN
Pressing Neckties—One Hour

Material and Equipment: Same as for Number Seven.

Note. The objectives of this test in addition to those of Number Seven
are work tulerance, heat tulerance, and general work habits. The degree uf
interest is also noted. Less ambitious people and mental retardates
function better in jobs of this nature as a rule.

ACTIVITY NUMBER TWENTY-EIGHT
Thread a Sewing Machine

Material and Equipment. A sewiig machine, thread, and needle
threader. {t is well to standardize this procedure by using the same
machine. Singer No. 241-11 or No. 251-11 is satisfactory.

Procedure. This procedure consists of demonstrating and practice,
demuustration un the part of the evaluatur and practice on the part of the
rl\injm. In case of the blind client, tus hauds are guided over the parts of the

I and Y
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machine invulved 1 threading. One new trick that may be introduced here
15 the bdlling uf the thread i order to put it into the needle threader. If
the end of the thread is rolled wi g arcular motion between the thumb and
first finger, it will create a Little ball which s easily pushed through the
needie threader. This in turn can be inserted intu the eye of the needle.
With prdctice the blind client will be able tu thread the machine easily.
Objectives. Cluse work tolerance, work, “seeing” with the hands.
ACTIVITY NUMBER TWENTY-NINE
Measuring and Cutting Cloth

Material and Equipment. Sewing machine, cioth, tape measure, and
scissors,

Procedure. The client is given the material and instructed to cut six
strips of cloth 6" wide and 12" long. Ac uracy should be lightly stressed
but not enough tu make the client nervous. Supportive comments and
constructive criticism should be offered after the effort.

Objectives. To discover the client’s ability to measure cloth
aceurately, use the scissors, exercise judgment in cutting straight, and
general prochvity for suft goods work. In the case of the blind the Braille
rule is used.

ACTIVITY NUMBER THIRTY*
Pressing Small Strips of Cloth

Material and Equipment. Steam iron, ironing board, and the strips of
cloth produced in Activity Number Twenty-nine,

Procedure. The client is asked f he understands the use of the steam
iron. If not, instructions should be given about setting the temperature,
using the lever to admit the steam, and taen pressing the cloth. Cloth
shuuld be pressed unce with the steam on and then dry pressed once.

Objectives. To test chient’s ability to use the steam iron, judgment
(knowing when the cloth s properiy pressed), work habits, neatness in
stacking, and care of the iron.

ACTIVITY NUMBER THIRTY-ONE*
Hemming on the Sewing Machine

Material and Eyuipment. Sewing machine and strips of cloth pressed
in Activity Number Thirty.

Procedure. Instructions for making the hems are given and then the
client is timed and workmanship is noted.

Objectives. Sewing ability as nuted in the straightness of the seam, the
ability to run the machine, tolerance for confusion, fear of the machine,
and confirmation or elimination of suft guuds work es a field uf operation.

Note. This is an extensiun of Number Eighteen but to the point of

*Activily Number Thinly voe may be given befure Activity Number Tlorty of desired.
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small production. Sume clients have never ased an electric machine. '
possible, 4 choice of the uld-fustuviied manually operated machine and the
electric machine should be given first. This 15 because some chents are
actually afraid to use electric tools.
ACTIVITY NUMBER THIRTY-TWO
Making Napkins

Material and Equipment. Same as for Activity Number Thirty-one,
except that extra cloth is provided. Sheeting s satisfactory.

Procedure Instructions should be kept to ¢ mimmum. In fact, thus
should be a test of ability to design, cut, and sew. If the client wants to
know what size to make the napkins, the chent should be asked what size
she thinks would be right.

Objectives: Check out in sewing.

The pattern for administering jub samples should be well estabhshed
by the time this point is reached. Other activitivs and fob samples will be
listed without instructions and objectives, a5 it 15 assumed that the
evaluator will be able to adapt sore of them to tus use and to make others
which may serve better. The following then are listed as ¢ continuation for
testing in several areas:

ACTIVITY NUMBER THIRTY-THREE:

Fold Ties for Thirty Minutes.

ACTIVITY NUMBER THIRTY-FQUR:

Cut Iron Discs as in Activity Number Seventeen, but to the point of
work tolerance test.

ACTIVITY NUMBER THIRTY-FIVE:

Make a Flower Box of Sheet Metal.

ACTIVITY NUMBER THIRTY-SIX:

Soldering this Flower Box.

ACTIVITY NUMBER THIRTY-SEVEN:

Spray Paint the Flower Box.

ACTIVITY NUMBER THIRTY-EIGHT:

Solder Chain of Small Pieces of Metal %" x 1”.

ACTIVITY NUMBER THIRTY-NINE:

Sort Smalt Stove Bolts, several hundred smali stove buits from 1/8" x
%" up 1o %" x 2" should be used here.

ACTIVITY NUMBER FORTY:

Remove the Nuts from All These Stove Bolts.

ACTIVITY NUMBER FORTY-ONE:

Replace the Nuts on the Stove Bolts.

ACTIVITY NUMBER FORTY-TWO:

Whip Lace a Key Case, Combcase, or Pocketbook.

O
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ACTIVITY NUMBER FORTY-THREE:
Weave a Basket
ACTIVITY NUMBER FORTY-FOUR
Cane a Footstool
ACTIVITY NUMBER FORTY-FIVE:
Make Several Sanding Blocks, same as Number Nine.
ACTIVITY NUMBER FORTY-SIX:
Cut One Dozen Basket Bottonis,
ACTIVITY NUMBER FORTY-SEVEN:
Dnill Holes in the Basket Bottoms.
ACTIVITY NUMBER FORTY-EIGHT:
Make a Card File Box or Shoeshine Box.
ACTIVITY NUMBER FORTY-NINE:
Make a Wood Stool.
ACTIVITY NUMBER FIFTY:
Upholster the Wood Stool.
ACTIVITY NUMBER FIFTY-ONE:
Place Cotter Pins in Holes on a Block.
ACTIVITY NUMBER FIFTY-TWO:
Place Cotter Pis 1 the Eyes of the Cotter Pins in Number Fifty One
ACTIVITY NUMBER FIFTY-THREE:
Usiig tweezZers, place ten uphulstery tacks on the 2." edge of a block
ACTIVITY NUMBER FIFTY-FOUR:
Insert Tiny Screws in Metal Plate (watch size screws).
ACTIVITY NUMBER FIFTY-FIVE:
Place Sheet Metal Screws In Sheet Metal.
ACTIVITY NUMBER FIFTY-SIX:
Collate three Stacks of Cards.
ACTIVITY NUMBER FIFTY-SEVEN:
Ml Origingls and Enclosures and File Copies and Carbons, Six

Letters.

ACTIVITY NUMBER FIFTY-EIGHT:
Lay Out Several Attendance Cards with Lines, Using Templates
ACTIVITY NUMBER FIFTY-NINE:
File a Set uf 100 Cards Alphabetically (provide m Braille and type)
ACTIVITY NUMBER SIXTY:
Make Electnicai Connecuons on Binding Post.
ACTIVITY NUMBER SIXTY-ONE:
Make o Rattail Splice, Solder, and Tape It.
ACTIVITY NUMBER SIXTY-TWO:
Hand Tool Dextenty Test (Standard).

50.
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ACTIVITY NUMBER SIXTY-THREE:
Disassemble o Fuel Pump, o Starter, o Generator, or Small Gasoline
Engine.

ACTIVITY NUMBER SIXTY-FCUR:
Sharpen a Wood Chisel.
ACTIVITY NUMBER SIXTY-FIVE:
File a Hand Saw or Circle Saw.
ACTIVITY NUMBER SIXTY-SIX:
Extra Practice in Making Change.
ACTIVITY NUMBER SIXTY-SEVEN:
Make Sales Using Simulated Money.
ACTIVITY NUMBER SIXTY-EIGHT:
Make Purchases Using Simulated Money.
ACTIVITY NUMBER SIXTY-NINE:
Use a Wood Burner in an Original Project, Design and Make.
ACTIVITY NUMBER SEVENTY:
Form Wire into Project.
ACTIVITY NUMBER SEVENTY-ONE:
Make a Drawing on Paper.
ACTIVITY NUMBER SEVENTY-TWO:
Fill Out a Job Sheet for Some Job Listed Here. .
ACTIVITY NUMBER SEVENTY-THREE:
Make a Rug.
ACTIVITY NUMBER SEVENTY-FOUR:
Teach a Client to do a Job.
ACTIVITY NUMBER SEVENTY-FIVE:
Block Puzzle Test.
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CHAPTER Xl
ENTER JOHN DOE

Now take d louk at the whole picture of evaluation (i paper it may
ook like sume wiarts and graphs and cartoons and commands). Johi Doe
Lias been referred by hus wounselor to your facihity for evalugtion. You
Lave been apprised of o number of fuuts coneeriung Johii, Mr. Dod’s vistun
is 20 200 and su Lie s legally blind. Further, he had an acadent o couple
of years agu and has not been able to work at his truck driver’s jub since
then bucause of u weak buck. He has o wife and two cluldren and draws a
simall Whicek, but s not able to sustain tus family. He s furty-uvie years of
age. That's Mr. Do comung into your shup now. You go meet him,
witroduce yourself, und wvite lum to sit down winle you talk together a
few monients, You ash um about lus fanuly and tell huim that you are very
S0ty thut he has been unable to work for sou long, but that maybe now
suimcthing can be dune about that situation, You ask hum what he hopes
to learn to du. “That's fine,” you say, aid you get his reasons for choosing
this par ivular work, You tell ium that you have a great number of practice
jubs whuch mughit Lelp lum te confirm Las chiviee, or it is pussible that he
g Giange fos mind atter tiying sume of the things wlhich you have.
Assui . bum that nothing by depends upon his passing any of the tests that
youu vl give, but you du wanit to discuss sumie of the different things that
he uaghit 0o with them Assure lum that you will not decide what he
shuuid du, but that you will couprerate with lum i arriving ot a decision,
Thien you start testing huna. You lead hum, figuratively, through o very
wide dour, su wide that e wie see and try exercises and small practice
experieiees 1 the e different job famibies i wiuch he might find
employment.

Youu take him to the psychumetrist. You get ain 1.Q. score and some
miterest mventory results. You record these results vn thie attendance card
Lntelhigence seore ui wode, of course). You give lum sume anithmetic, sume
alliig, some reading, sume writing, and you record the results and you
save, Ul yes you save, hius matenial which hie wrote  vu putin o folder and
file it You talk with the psychumetrist, you talk with ovther personnel in
your facility, and w1 three or four or five days’ ume you collect the
wformation and make o small teport as to what you have discovered to
date.

Assume e dues not need work adjustment but must enter raining
fur suine trads, and that e has decided upon tunming o vending stand,
siice he s legally blind. You find a way to give him o hittle extra
matl.-matics, since hie is slow with figures. |f your facility trains in this
atea, goud. I uot, you will extend this evaluativn periud into further tests
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i making change, i makang sales, 1 persunal adjustment to the point ot
being able tu meet the public, look ueat, and keep an urderly place of
business. Since he has been blinded only o year, you #rrange to hiave him
learn mobulity. Again, f your facility offers this you are fortunate.
Otherwise you must finally refer lum tu bis counselor with the advice that
he be sent tu o schuul which €an help him in this respect. You establish
through actual testing his ability to Lft. You find that he can Lift cold
drinks cases. His work tulerance is such that he can work ¢ full day at least
most uf the time. A week, two weeks, o month may have passed by now.
You chuck with his miubility instructor, with his humemaking instructor,
with hes personal adjustment instructor. You call your staff members
tugether und discuss every aspect of his expeniences relating to vending
stand work. Youu make a repurt to your superior or to John's counselor,
whichever 1s the custom in your facility. {n this report tell it like it is. You
state the facts which you have discovered, relating that hus interest is 1n
sales work and that you have tested him anc found it to be a feasible
selection. You state why you consider it to be the very best thing for him,
as this must be the gual of every evaluatur -to help the client reach his
hughest possibility for satisfactory employment. Then you bid him well
and go tu work, because John is not the only client you have, you know.

That was the easy case. You will start with the more difficult ones
tomorrow!

O
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READ AT YOUR OWN RISK

1 YIELD
By you, my loyal friend, I'm buttonholed
And urged to reproduce herein, per se
Some of my lyric lines which, you've been told,
I do in my ‘inimitable vsay’.

You flatter me too much to turn away.
Grant amnesty; give me your promise true.
Protect me and I'H do this deed, | say
1f | may have the oaths of both of you.
* * *
At the conclusion of o three day conference on Work evaluation at the
Uiiversity of Marylaud at College Park, July, 1969 we were asked to write
a brief summary of the meetings.

SUMMARY
Came with fond anticipation
Came to learn evaluation
Heard the doctors, great and small
Fat and lean ones, short and tall.

Disagreements, some collusions
Ghosts of theories in profusion;

Understand now? Simple, ain't it?
Heck no—having more illusions.

0.).T.andP.A.T.
Standard tests from A to Z
Platitudes and attitudes,
3kills and patierns 1-2-3.

One week—two weeks—oh how long?
Some succeed —some get the gong.

Would you hire your worthy client?
Really, where does he belong?

Go back home in consternation,
Hand your boss some explanation.
If from this you don’t recover
Think in terms of resignation.




I was asked to read my summary. Two minutes after ! sat down Mark
Smith, i charge of the coufervice, paged ine ot the stage micropi:one, and
bellowed, ““Mr, Hiten, you said somethuig abuat resigning. 1 have a call
here for you from your boss at the ‘Norkshop.” Which he did.

. . «

I believe that George G. McFaden’s phenomenal nise and continued
success as o leader in rehabilitation is due i part to lus ability to make
instant decisions, and particularly to his methods.

{Greetings to Minnehaha wherever you are)

731G GEORGE METHODS
From the land of burly mugwumps
To this red and sticky mud lump
Came a ruddy Rosicrucian
On a rosananti mooshan

Big George knew his men, and further,
Knew their fathers and their mothers;
Knew their dislikes and their druthers,
Called them {never mind he called—he hired them)

Now when all the dignitaries
Wanted pretty secretaries,
Big Boss said, “’1'll get the fairest

Of elite from Roime to Paris”

“Pulchritude from Buenos Aires,
Glamour gals from hills and prairies;
Then I'll buy them dictionaries—
Make efficient secretaries.”

He culled the ugly and the deadheads,
Kept the pretty and the redheads,
Brunettes, blonds and greys and dumbheads,
Both the skinny and the well:feds.

Kingpin hired these pretty vixens,

Gave his big boys firstcome pickins
Knew their mixins and their fixins,

Called them “’G. McFaden’s Chickens.”
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Many of them are still there.

Evaluator "Why du you nide the bus, when you hve just around the
corner?”’

M. R. “I'm lazy.”

. s s

Sumewiiat shivrt of erudite candidate for ditch digging, dietetics or
duttoraig was trying to taper a pieee of woud i the athe. The supposed
taper was usudlly voncave. When funaily o piece had been produced which
was a little better, this conversation took place:

Evaluator. “"Fue. Now that's better. Make 1t slope GRADUALLY
from the big end tu the httde end. You know what GRADUALLY
means?”’

Candidate: “"Uh-huh.”

Evaluator: “What does it mean?”’

Candidate: "1 dunno.”

(We sent hum to Johns Hopkins.)

. e

Evaluatoi to chient sleeping w men's room. “What are you doing
here?”’

C.S. 1. M. R.. "Taking my break-before-coffee-break.”

. e w

The pretty httle thiug (how assistant procurement director) was
having dufficulty threading her sewiig madliine. She came up with, “I wish
they’ed give us some litzle needles with big eyes.”

* * «®
Discouraged?
! vat good. | sleep goud. | van work goud, and | feel good, but I'm

e s
Insistent

M. R. “Goud mutiinig, Mr. —— , how are you feehing this morning?”’
Evaluator {kidding). “None uf yuur business. You're no doctor.
You're not eveis a nurse. You don’t really vare how | feel. You just asked
to be polite, didn’t you?"’
M, R.: "1°@8°%/" @, I'it examine you.”

o e s

Fain't fery..tin’. ..

Manipulated
I 1944 thus sweet hittle gl wanted to drop stivp. Sinice 1t was late i
the semester, and stis wast't exactly faihing, 1 refused to sign o drop slip

i
l
i

for her Unbekaowiist tu me, she ashed thie prinwipal, o much more liberal
O
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school mau. He said he couldn’t just uvernide my decision, but gave thus
advice. “Goof up. Mr. Hiten will kick you wut of class «f you goof up.”
She did.
} did.
Not long ago she told me all about it.
« 4 e
Counselor: "What's your objective for my clien:®"”
Evaluator: "Sales work."”
Counselor: “Can’t do it. Try In-flight packaging.”
- [ 3 &
Quick Evaluation
M. R.: "What's that going to be when it’s finisned?’’
valuator: A stool leg.”
M. R.: “Won't wo..."”
o e e
George Park is aiways “on top of the situation”. No doubt his great
success as administratur 1s due to his firm control over all matters with
which he is concerned.

First Bowler. “"Mr. Park is the best in the league. Make no mistake,
not a man works for him can beat him.
Second bowler. ""T.uat’s your mistake. Joe Henty set the record last
Tuesday—he was four points higher than Mr. Parks.”
First bowler. “No, it was Joe Henry's mistake. He doesn't work here
any more.”’
- * ®
Corrupted
Fledging evaluator to country talking Chief Evaluator Hiten. “I've
been corrupted by your language. My friends don't understand what | say
any more. But, after all, your language is much more effective than
English.”
~Contributed by Mary Pride Schuler
* * *
"Oh thou great Evaluator;
Thou who art a hot potater,
Turn my couns’ler-aggravators
Into expert operators.

I have scads of goons and pixes.
Taxe them now, oh thou who fixes;
Work your magic; do your trixes,

. Give me back some twenty-sixes.”
<




"’Cool 1t, Counselor-Tormentors
Think you were inspired as mentors?
Can’t close ev'ry one who enters;
Lucky if we're ten percenters!”

"“LOOK, BIG BOY, YOU KNOW WHO'S TALKING,
YOU SMART ALEX FROM THE SOUTH?

G!VE ME CLOSURES OR START W——=—e—-!
{why’d yeu hit me on the mouth?”)
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The Marylanc Workshop for the Blind has for sixty-cne years
conducted an employment program fur blind adults. For many of
these yedrs the supervisury staff was able to more or less adequately
train blind clients on-the-job for those jobs available. Howvever, 1n
recent years this praciice was becomis 5 tess and less acceptable.
About two years ago it was decided that a professionally staffed
evaluation and training urit was nceded to supply these wital
services. In cooperation with the Maryland Division of Vocational
Rehabilitation a federal grant was secured from the Rehabiitation
Services Administration to establish this unit.

Having received this grant, | decided | wanted the best man |
could get to set up and conduct ar effective evaluation prugram.
That man was Hollis Hiten, the author of this excelient monograph,
Basically, Mir. Hiten developed the matenal for this presentation
over a period of years, but this was more specifically developed n
his capacity of chief evaluator at the Special Technical Facility for
the Deaf and Blind in Talladega, Alabama, and in the scme capacity
here at The Maryland Workshop for the Blind. | would like to add
that while the “Hiten System” was developed primarily for the
blind, i1t 1s applicavte 10 virtually all handicapped people. It 1s also
my behlief that those who read ~Viewpoints on Evaluation” will gain
great snsight as to the role an effective evaluator plays. There are
also many practical suggestions regarding the objectives and
procedures of evaluation.

Nir. Hiten comments on the qualifications of an evaluator. As
he points out, one of the most smportant of these qualiies is the
presence of outstanding moral character. The gquahlities an evaluator
should possess are those that should be present :n all practitioners tn
the “helping” professions. The evaluator must always be aware that
his efforts are directed at the goal of enabling the individual to find
his highest level of vocational functioning. He can never be satisfied
with a babysitting or caretaking role.

To me, Hollis Hiten epitomizes what an evaluator s and should
be. 1t 15 my belief that the thoughts and ideas expressed in
“Viewpoints” will be of lasting benefit to this new and rapidly
growing field of vocational evaluation. When | think of evaluation, 1
think of the four H’s: Honesty, Humor, Humility, and Hitea.

George H. Parks
Exective Director
The Moaryland Workshop for the Blind
January 9, 1970
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