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DEPARTMENT OF HEALTH. EDUCATION. AND WELFARE

SOCIAL APID RI.I1Ans I .ITATION SERVICE
WASHIticstOti, Om, 10201

March 251 1976

TO: USERS OF THE NATIONAL TASK BANK OF TASKS IN SOCIAL WELFARE

SUBJECT: %NE, 1975 SUPP D ID T TO THE NATIONAL TASK BANK

Attached is a copy of the 1975 supplement to the National Task Bank,
consisting of some 550 additional tasks seleeted and edited from the
submissions of participating States in 19Th.

Organization:

The cupplement is organized in the same format and numbered
sequentially with the original edition published in 1973. To
incorporate these additional tasks, eubotitute the new table of
contents far the existing 'one, and also substitute the new index
pages, at the beginning of each major category. New sub-categorise
have been added which are not mentioned in the earlier table of
contents or on the index pageo.

Next, insert the new tasks by category and sub-category into the
original tank bank. For example; the first category in the Task
Bank is tabled ADiviINISTRATION, and the first sub-category, A, is

(Program Planning and Development). The new tasks begin with
task number A.A.12 and continue through A.A.22. Insert these
eleven tasks in the bank, following task number A.A.11.

The next sub-category is A.B. (Fiscal/Budeet Planning and Manage-
ment). The new tasks begin with task number A.B.8 and continue
through A.B.25. Insert these tasks in the bank following task
number A.B.7 Follow this procedure throughout to combine the
supplementary tasks with the original Bank.

In no instances, new sub-categories have been added. For example,
under the category ADMINISTRATION, a new sub-category, A.F. (Personnel
has boon added. Insert this sub-ssction following task number A.E.S.
Use the new table of contents as a guide, and th,2 process should pro-
ceed smoothly.
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FUTURE ADDITIONS TO TM TASK BANK

It is respectifully requested that Tar,* Bank users devise a means
for the identification of new tasks developed in the field, which
are not now included, so that new tasks can be identified quickly
and easily submitted at a later date for inclusion in the next
supplement. Your assistance will be appreciated.

Attachment

444.0 te3e"C
amest te

Director, Division of Training and
State Manpower Utilization, OSI

4
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H.S. Department of Health, Education, and Welfare
Social and Rehabilitation Service

NATIONAL TASK BANK
Revised November 1975

The National Task Bank consists of 1,096 tasks in the field of human
service, arranged in 14 categories. These tasks have been taken
from task analysis projects in a number of States who were concerned
with a more efficient and effective use of available manpower resources,
and with the development of career lattices for the advancement of all
staff, especially the paraprofessional.

ORGANIZATION

Table of Contents:

The Table of Contents of the National Teak Bank was developed to provide
a point of reference for, and to facilitate the review of the Task Bank
by Task Bank users and to provide SRS with a broad idea of the kinds of
work and service areas which have been analyzed. This identification
enables future efforts to focus on areas which have not been covered or
analyzed, or which have been covered inadequately.

Please note that the development of a Table of Contents by an ad hoc
group is inconsistent with the theories and principles of fictional
Job Analysis, which looks at work not in terms of titles or positions,
but in terms of functional levels and orientation. In no case do we
mean to suggest that the tasks in a particular seotion are perforated
only by workers with titles associated with the title of that section.
Tasks in the Social Work section are not performed only by social
workers, nor are those in the clerical section performed exclusively
by clerical personnel.

Format.;

A. Tasks are presented on a form similar to that of the VPjohn Task
Bank cards, (McBee Iaysort System) except that the meekaniem for punch
ooding, located around the margin of the McBee card, has not been shown.

B. adind: Tasks are coded in the upper right -hand corner, in the
box labeled, "Task No.".
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EXAMPLE: Task No. A.A.1

A. first letter) = category (Administration)

A. second letter) = sub- category (Program lamming
and Development of category
(Administration .

I (number) = unique number of task within
sub- category.

The letters and numbers do not indicate importance or complexity
of the task. They axe only for identification purposes. Thus,

the task coded A.A.1 is not necessarily more important or more
complex than the task coded A.B.2.

C. Identification /Location: The Table of Contents is a list of
categories and sub-categories of the tasks in the National Task
Bank. To find a specific task in the National Task Banks

1. Search the Table of Contents for the category and sub-
category which best fits the particular situation.

2. Locate that category or sub-category by Ode (Upper right-
hand corner of Task Statement Blank in box labeled, "Task No. ").

3. Read through the tasks in the sub-category to find the one
which beat fits the situation.

Note that there is some overlap among the categories and sub-categories.
That is, there are some Clerical tasks in the Income Maintenance/APA
category, etc. Because of the infinite ways tasks are organized into
fobs it is necessary to review several related categories to insure that
all related, or comparable, tasks in the task bank have been identified
and selected to meet the needs of the analysis under investigation.

USES OF THE NATIONAL TASK BANE

The National TaskihnIkcenbeused by many people to provide information
for the solution of manpower problems:

SUPERVISORS -in evaluating performance, assigning task.

TRAINERS -in identifying needs and developing curricula.

KANAGERSIANUEISTRATORS
-in developing staffing patterns.
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JOB DESIGNERS

-in developing career ladders and lattices, and
restructuring assignments.

PERSONNEL OFFICERS
-in interviewing job applicants.

CLASSIFICATION SPECIAL/STS
-in classifying jobs for pay purposes.

The National Task Bank does not provide complete coverage of the field,
nor is every task written in the way that an individual State will find
most usable. individual users must recognize that the tasks in the
National. Task Bank were edited without a knowledge of the objectives to
which they would contribute and without knowledge of the complexity of
forms, standard operating procedures (SOP's), manuals, guidelines, etc.,
involved in the tasks. Editors in the field will need to develop new
tasks and modify or adjust those in the National Bank to fit their specific
needs and situation.

This need for individual adjustments will be particularly evident with
regard to the GED levels of Reasoning, Math, and Language. The editors'
lack of knowledge of the complexity, size, and information requirements
of forms, complexity of SOP's, manuals, and guidelines, made it imprac-
ticable to reliably assign GED levels from the information in some of the
tasks.

Procedure

Following a meeting of task analysts in November 1971, the Social and
Rehabilitation Service, in March 1972 requested through the regional
offices, that States submit tasks to SRS for inclusion in the seleotion
and editing process for a National Task Bank. These tasks were sub-
sequently delivered to the Upjohn Institute.j'.
During this same period, the Upjohn Institute conducted a Reliability
Study to determine the amount end type of consensus among editors in
various States, and provide a point of reference for editing and
selecting tasks from individual States. The study oonsisted of 15
task statements, divided into two seotiona. Editors were asked to rate
the first 10 tasks, referring to the Upjohn Benohmarks and using their
on knowledge and experience in the field. Por the last five tasks,
they were asked to edit, rate, and develop performance Standards and
and Training Content for each task.

The analysis of the information in the Reliability Study provided the
material for the development of the Editing Manual.

7
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In April 1.972, the Upjohn staff completed the initial sort of the task°
received into broad program areas. Theme tasks were then submitted to
a detailed comparison to consolidate those with face similarity and
identify those with substantive difference°. The detailed oomparison
facilitated the initial °election of tasks to be edited within each
broad program area or category. This °election was based upon the
available material and the applicability of the Content of the tasks
to a variety of user°.

The tasks were edited by the staff of the W.E. Upjohn Institute with
aseietance provided by °elected personnel from SRS.

A coding procedure for identifioation purposes was developed, and each
task was coded by category, sub-category, and unique number within the
sub- category. Like the organization of the material, this procedure
allows for inolusion of new tasks and deletion of those which may not be
applicable within specific organizations.

Rawly in 1974, a second request was made to State° using task analyst°,
to what tasks which had been developed °ince the Jo:mum of the
National. Task Bank in 1972. Them tasks were sorted, screened and edited
in a prooeedure Wailer to the prooese employed in the development of the
initial. Taslk bank.

Sinoe the Task Bank has been developed primarily to meet the need° of
State egenoiee, categories were inoluded in this revision which were not
included in the initial is:mance, and inoludee progress for which the
Social and Rehabilitation Service doe° not have administrative responsi-
bilitY-

The rationale for inclusion in the "Drams Areas" section of the Task
Bank, task° from ouch field° as Mental. Health, CorreotionstJuvenile
Court, Rehabilitation Service° and Medicine, has to do with theiorgani-
zational structure of State program. An inoreasing number of States
now operate their various human service agencies in a variety of con-
figuration° which have been oolleotively referred to as "umbrella"
agencies. In come State° where task analyeie ie being employed, the
Social and Rehabilitation Service related agencies are administratively
housed in ouch umbrella agency. It ie theme State° who have eulmitted
tasks in the above-mentioned categorise. Sinoe other itatee may be able
to make use oetheee task°, they have been incorporated into the Task
Bank with this revision.
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REFERENCES

The following reference materials may be useful in understanding and
using the National -Task Bank.

1. Fine, Sidney A., and Wiley, Wretha W. An Introduotion to
Functional_Job Analysis: A Scaling of Selected Tasks from the
Social Welfare Field., W.E. Upjohn Institute for Employment Research

Describes the theoretical framework and procedures of NAL.
In addition, provides the seven Functional Job Analysis
Soalee and the illustrative benohmark tasks.

2. Editing *mall V.S. Department of Health, Education, and Welfare,
Social and Rehabilitation Service, Contract No. 72-25. February, 1973.

Provides guidelines for editing tasks written according to the
principles and techniques of /VA. It is intended for use by
persons trained and competent in FjA task analysis. It is not
intended as introductory material.

3. Task Analysis and Job Design for Public Assistance Agencies,
/SEW-SRS. 220 pp. U.S. Government Printing Office, 1973
(Catalogue Number SRS-73-21204).

Describes the procedures involved in the application of
Functional Job Analysis (FJA) to manpower planning in the
assistance payments processes of Public Assistance Agencies.

4. Task Analysis: How to Use the National Task Bank. W.E. Upjohn
Institute for Employment Research. 0. 1973.

A multimedia training package with training materials for
twenty trainees. Contains lesson plane, film sariTtS,
audio tapes, and wall charts.

9
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TABLE OP CONTENTS
SRS 72-25

-NATIONAL TASK BANK-
"Revised November 1975"

Ada/AA/maw (A) 104

A. Program Planning and Development
B. Piscal/Budget Planning and Management
C. Staff Assignments, Direction, and Evaluation
D. Community Relations
E. Negotiation
F. Personnel

Staff Development/Training: (SD) 40

A. Planning
B. Curriculum Development
C. Promoting Training
D. Training
E. Testing/Evaluation

Rgsearchl Statistics ami:Data.Itocessing: (R) 36

A. Planning
B. Developing Methodology/Instruments
C. Data Collection/Compilation
D. Analyses/Computations
E. Report Writing
P. Data Processing

Program Areas; (PA) 258

A. Adoptions - 11
B. Group Work - 12
C. Protective Servioee 25
D. Homemaker Services
E. Day Care/Child Development - 31
P. Family Counseling- 21

G. Poster Care - 40
H. Recreation - 7
I. Clinical Services - 2
J. Juvenile Court - 25
K. Corrections - 47
L. Mental Health - 25
M. Rehabilitation - 5

10
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TABLE OP CONTENTS
Page Two

Social Work: Generic Seguenoe: (SW) 103

1. Receiving /Processing Referrals
B. Determining Need/Eligibility for Services
C. Reporting/maintaining Case Records
D. Giving Information
E. Obtaiiniug Information from Collateral Sources
P. Pormulating/Developing Service Plan
G. Reaching Agreement with Client/Involving Client in

Formulation of Service Plan
R. Service Plan Implementation and Follow --up
I. Organizing Community Resources
J. Using Supervision/Consultation

Supervisory: (S) 62

A. Induction/Orientation
B. Providing On- the -Job Training
C. Conducting/Attending Staff Meetings
D. Making Assignments/Nark Flow Planning
E. Consulting with Subordinates
P. Performance Rvaluatian/MaintaimingProduction Standards
G. Reporting
R. leave, Hours
I. Terminations
J. Mediating Disputes

/611: CO 65

A. Criteria/Procedure for Selection of Trainees
B. Identification/Screening of Clients
C. Selection/Referral to W.I.N.
D. Support Services for Trainees
E. Counseling
P. Administration/Management of Program

Direct Services: (D) 58

A. Interviewing
B. Translating/Bilingual
C. Coaching
D. Referral
E. Home Management
P. Reporting/Recording/Processing
O. Rousing

1. Planning
14 Recruitment
C, Assignment Supervision
D. Referral 1 1

12
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TABLE OF CONTENTS
Page Three

jed& (L) 32

A. Agency Fair Hearings
B. Employee Grievance
C. Compliance Issues
D. Contracts

"ALA.: (P)

A. Observation/Interview
B. Analysis
C. Recording/Filling out Forms
D. Job Restructuring
E. Consultation

114

Clerical: (C) 137

A. Record Keeping/Verifying, Bookkeeping, Accounting
B. Writes/Pills in Porma
C. Typing/Office Machine Operation
D. Stenographic/Shorthand
E. Piling/Assembling Materials
P. Mailing/Routing
G. Communications/Receptions

R. Data Collection/Compiling
I. Inventories/Acquisitions
J. Secretarial/Office Managerial

Income Maintenanoe/Assistance Payments (APA 150

A. Reception/Intake
B. Data Control
C. Obtaining Information/Collateral
B. Explaining Need for/Scheduling Special Appointments
E. Determine Eligibility /Status of Case/Amount of Grant
P. Inform Client of Eligibility/Status/Grant
G. Reporting/Completing hires
R. Pair Hearings
I. Community/Outreach
J. rood Stamps
K. Quality Control

Medical: (M) 25

A. Physioians
B. Nursing
C. Lab Technology
D. Physical Therapy

12
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(A)
104

A. Program Planning and Development
B. Fiscal /Budget Planning and Management
C. Staff Assignments, Direction, and Evaluation
D. Community Relations
E. Negotiation
P. Personnel

13



www.manaraa.com

.J
"af

.:

..
44

..-0

N'

ft
be
$4o

I,

!I

w
...
4..t

co
o
01A0

Data People Things Data People Things Rees. Math. Lang.

W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
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GOAL: OBJECTIVE:
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TASK:Evaluates/examines individual program areas in personal visits to counties, in relation to changes in
program structure, using own knowledge, agency guides, manuals, discussing needed changes with County
Directors and others,,reviewing reports in orderlto determine what changes must be made in individual
county programs.

PERFORMANCE STANDARDS . TRAINING CONTENT

policy

change

to

staffs

DESCRIPTIVE:
of county programs, sensitive
different county offices.

present operation --

f i

number of complaints from
did not thoroughly

recommending changes.
qualified superior iden-
of changes which need to
that worker approved.

FUNCTIONAL:
. Thorough in examination

to the different needs of
. Understands rationale behind
in considering changes.

. Manner is courteous.
Obt alli. Obtains a essentanormaton.i l i

NUMERICAL: .

. Extensive knowledge of the agency operation

. How to review program in relation to

. How to identify gaps in service programs

. Knowledge of dynamics of organizational

FSPECIIC:
. Knowledge of how county programs contribute
State/area objectives

. Knowledge of personalities of county

. Knowledge of budget realities, manpower

. Knowledge of community/county support
.

In X time, fewer than X
county offices, that worker
examine their operation before

. Independent evaluation by
tifies fewer than X number
be made in a county office

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Discusses/explains new programs, procedures and/or problems with staff, department heads and/or
Director at meetings, listening to their views, exchanging and clarifying information as needed,
and advising them when appropriate, using own knowledge, agency policy documents, manuals concerning
agency's programs, procedures and problems in order to recommend steps to be taken on these adminis-
trative matters.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENt

on avail-

techniques

procedures

and/or
and

a business

.

DESCRIPTIVE:
logical and practical,

clarifications are accurate,

courteous and consistent
business meetings.

more than X number of
concerning worker's advice

manner.

. Recommendations are workable,
based on available information

. Worker's explanations and
thorough and well-organized.

. Worker's manner is open,
with agency procedure for

. How to

. How to
able information

. Knowledge

SPECIFIC:

analyze/interpret data, clearly/concisely
formulate recommendations based

of small group management

of agency's new programs,

.1
of staff, department heads,
their ideas, responsibilities

of institution's S.O.P. for

. Knowledge
and /or,

. Knowledge
Director,
problems

. Knowledge
meeting

. Over X period of time, not
complaints are received
and recommendations and/or

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. F. - ORIENTATION ,INSTR. G. E. D. TASK NO.
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TASK: Examines/evaluates ongoing agency programs in relation to new State and Federal guidelines/regulations
in order to recommend adjustments in policies/procedures which will ensure compliance with these
guidelines /regulations.

PERFORMANCE STANDARDS .

FUNCTIONAL:

;RAINING CONTENT

in relation

of

of

guidelines

DESCRIPTIVE:
consistency with State

.

objective.

within X period of time,
guidelines/regulations.

recommendations in

. Recommended changes ensure
and Federal guidelines.

. Evaluation is comprehensive,

NUMERICAL:

. How to
to new

. Knowledge

SPECIFIC:

evaluate an existing program
standards/guidelines

of social service principles

of purpose, goals, objectives
service programs
of where/how to obtain notification

/regulations
of existing/new State/Federal
specific service programs

.

. Worker recommends changes
after notification of new

. Coworkers agree with worker's
X% of cases.

. Knowledge
specific

. Knowledge
new guidelines

. Knowledge
concerning

.

PERFORMANCE STANDARDS .
TRAINING CONTENT ,



www.manaraa.com

4.,

..4

-Im
m
o
-i
2J
0
1,1

04=
0
k

m
o0
I
to

op!
41
U
toon40

Data People Things Data People Things Rees. Math. Lang.

IM121111 O. E. D. ,W. F. - LEVEL W. F. - ORIENTATION TASK NO

4 4A lA 45 5 5 5 5 2 5 A. A. 15

GOAL: OBJECTIVE;

1
I

1-
Z..

v:
ti
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P

TASK: Explains/discusses/talks with Bureau Directors and other supervisory personnel concerning State,
Federal legislation, and agency policies /procedures, in order to sharpen their understanding of the
legislation and/or policies and enable them to adhere to Federal/State requirements when developing
their own programs.

PERFORMANCE STANDARDS . TRAINING CONTENT

processe

comprehen-

objectives,

and cepa-
supervisory

affecting

DESCRIPTIVE:
comprehensive.

respect for others'

given is accurate
.

manifest misunderstanding
subsequent to

.

personnel are found to
or policies in an

.

FUNCTIONAL:
. Discussion is clear, concise,
6 Worker is tactful and shows
viewpoints.
Interpretations and information
and reliable.

NUMERICAL:

. KnoWledge of legislative and implementing
as they relate to the agency

. How to convey information clearly and
sively

SPECIFIC:
. Knowledge of legislative base, goals,
policies, and procedures of agency

. Knowledge of areas of responsibilities
bilities of Bureau Directors and other
personnel, and how existing or new legislation
affects their departments

. Knowledge of new/existing legislation
agency programs

A

6 No more than X% personnel
of legislation/policies/procedures
worker's discussion.
No more than ff. supervisory
be deviating from legislation
on-site review.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

.1-
2
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1
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<
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TASK: Reviews /assesses reports to be sent to the Federal Government, checking for completeness/accuracy,
using a knowledge of the subject of the report/reference sources for additional information, if
needed, making the necessary corrections, in order to formulate a final report.

. _.

PERFORMANCE STANDARDS . TRAINING CONTENT

report
needed

,

report

DESCRIPTIVE:

in reasonable amount

no mistakes in report
.

amount of time.

FUNCTIONAL:
. Final report is complete/clear/accurate.
. Review is thorough, completed
of time.

NUMERICAL:

. How to examine a report against standards/require-
meats

. How to use reference sources

. How to prepare reports

SPECIFIC:. Federal Government reports
and that report is complete.
Report is finalized in X

.

.

. Knowledge of specific subject of the

. Knowledge of where to obtain additional,
information

. Knowledge of Federal standards for the

PERFORMANCE STANDARDS TRAINING CONTENT I
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GOAL: OBJECTIVE:
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4
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TASK: Decides /determines the validity of conflicting points of view about a specific program policy, evalu-
ating arguments, judging the benefits occurring to each alternative, considering probable cost factors
and the likelihood of achieving objectives, based largely on experience and training, in order to make
binding policy decisions for the agency.

:PERFORMANCE STANDARDS - TRAINING CONTENT

view
determine

budget,
of authority,

DESCRIPTIVE:
perceptive and thorough

of view.
financial costs/savings

the advantages/

number of complaints from
point of view did not get

using policy feel that

FUNCTIONAL:
. Policy decisions based on
examination of various points

. Accurately estimates the
of alternatives

. Makes valid judgements regarding
disadvantages of each alternative.

NUMERICAL:

. How to evaluate conflicting points of

. How to use accounting principles to
cost variables

. How to assess program objectives

. How to develop policy

SPECIFIC:
. Knowledge of specific program including
manpower, attitudes of staff, lines
policy development process

. Knowledge of program goals and objectives

4

.

. in'X time, fewer than X
subordinates that their

consideration.
. After X time, X7. of people

policy is achieving objectives.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Evaluates a specific program's activities/accomplishments in relation to stated program goals within
the agency, using own knowledge, reports by (subordinates) staff, in order to prepare a written report
on the success/failure of the specific program as requested by the Director.

PERFORMANCE STANDARDS .

NUMERICAL:
TRAINING CONTENT

DESCRIPTIVE:
available data.

evaluation results.
reasonable speed.

than X instances in which
Or improperly used.

report is clearly written,

.

. Report incorporates all

. Report is inconsistent with

. Report is completed with

NUMERICAL:

. How to evaluate a program

. How to prepare a written report

. Knowledge of management by objectives

SPECIFIC:
. Supervisor notes no more
available data is omitted

. xx co»workexs state that
easy to comprehend.

.

. Program goals within the agency

. Where/how to evaluate program's activities/
accomplishments

. Purpose, goals, objectives of the specific
program

r .

PERFORMANCE STANDARDS TRAINING CONTENT .
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1 I GOAL: OBJECTIVE:

-.

ILAS:::
Discusses/informs/consults with personnel from other public and/or private agencies involved in

1
specific program, describing the state's position, discussing pertinent Federal Regulations, asking/
answering questions, exchanging/describing relevant information/experiences in order to foster

1
cooperation and coordination-among agencies offering specific service/program.

1 1

#

1

1

TASK NO.

4 1 A.A.19

PERFORMANCE STANDARDS

DESCRIPTIVE:

Consistently works for cooperation among various
groups.

. Carefully and clearly explains the state's
position.

. Works for the best welfare of elderly persons.

EIMERICAL:

. In X time, fewer than X complaints from agencies
comiamity groups about worker failing to be
helpful in clearly explaining the state's
position.
In X time, 10 of experts agree with information
provided by worker.

. In X time, fewer than X complaints regarding
degree of cooperation.

TRAINING CONTENT

134
FUNCTIONAL:

. How to interpret Federal Regulations. 14

. A thorough understanding of the specific q

.

program. 1...
Knowledge of philosophy in the specific program,11-

. Ability to speak extemporaneously.
-1

. Ability to quickly extract pertinent facts ;-

from a mass of information.
. Ability to engage people in dialogue.

SPECIFIC:

. The specific information/assistance desired by
the requesting agency/group.

. Knowledge of specific state and Federal
programs/funding available.

PERFORMANCE STANDARDS TRAINING CONTENT
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1 ( COAL: OBJECTIVE:

ITASK: Writes/rewrites manuals /brochures as requested or assigned by supervisor updating information which
1 will reflect the current legislative/regulatory/programmatic requirements, referring to existing

manuals/brochures, earlier or related regulations, guide material, conferring with various bureau
1 representatives in order to compose a current manual for the requesting departments.

1 I .

PERFORMANCE STANDARDS TRAINING CONTENT

DESCRIPTIVE: FUNCTIONAL: . g
-, . Material written is accurate and clearly refleots How to understand/interpret legislation. 4
c

legislative changes. . How to write technioal guide material.
il

... . Follows directives of requester preoisely. . Row to use discussion to obtain specific .1

lc
. . Works with reasonable speed. information. 151

tr,

lal NUMERICAL: SPECIFIC:

II
. 9

r. . Fewer than X errors relating to writing:policy . Ebowledge of the purpose of es166 project.

o
1.. per, project. . Who to consult for each project.

. Completes each project within X time after . Expected completion date.
requested.

;C.V
--I

L 14
.

44
U
0

45
f ..

PERFORMANCE STANDARDS
- ,

TRAINING CONTENT



www.manaraa.com

tS,

Data I- rcople I Things

w: F. - LEVEL

5B j

COAL:

Data 1 People [ Thlas

W. F. - ORIENTATION

4% 1 5C91-1- 5%

I;NBTR.

5
OBJECTIVE:

Reas. I Math.

5 1 3 1

Lang.

5
TAS NO.

A.A.21

=1

4.1

S.0

TASK: Consults (discusses/explains/asks questions/clarifies) with resource persons, both within the
Department and outside, as problems arise which require specialized experts; exercising discretion
in selecting the appropriate person(s) and in probing with that person possible organizational
structures/solutions/alternatives based on own knowledge of Department capabilities, policies, needs,
in order to integrate ownprofessional judgement, staff input, and specialized expert opinion into
the solution of a nrobiem.

PERFORMANCE STANDARDS TRAINING CONTENT

DESaFtIPTIVE: 1

Worker realistically considers reality conditions
as he understands them in the Department, while
consulting with expert.
Worker exercises appropriate discretion in
limiting/expanding discussions.

. Worker uses good judgement in referring problem
for consultation.

NUMERICAL:

In X time, bureau chiefs, supervisors
than X number of complaints about the
of the resource person selected.

. In X time, supervisor expresses approval on the
basis of practicality, workability of solutions
agreed to by worker and consultant.

make fewer
capability

FUNCTIONAL:

How to assess, define and state a problem to
a specialist.
Row to locate/select an authority in the field
on the basis of availability, experience,
credentials, etc.
Row to present the problem, direct the
discussion to that problem. :

. Row to work analytically in a conference.
Row to integrate possibilities into-the total
organizational structure.

SPECIFIC:

Departmental goals, objectives, policies,
priorities.

. Contacts with authorities in various fields in
the department, outside.

. Monetary, time constraints.
Reality conditions of the program.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK:plans /composes /writes grant application on federal grant forms, justifying request for funds, on

instruction by Director, using own knowledge of institution's needs/resources and federal standards/
guidelines for obtaining funds, in order to prepare grant requests.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

of its

from

program
grant request

resources,

for

DESCRIPTIVE: .

accurate and persuasive.
workable, and

reasonable amount of time.

X% of grant requests are
Government.
X number of days before
submission.

t

. Grant request is thorough,

. Plans are practical, expedient,
thorough.

. Request is written in a

NUMERICAL:

. How to
many aspects

. How to

. How to
several

SPECIFIC:

plan a program considering all

fill out Federal forms
gather/analyze/organize information
sources

of Director's advice
of all aspects of the projected
of the particular Federal

of the institOtionis needs,

of Federal standards/guidelines
grant funds

A

' . Over X period of time,
approved bythe Federal

. 'Grant request is written
the Federal deadline for

. Knowledge

. Knowledge

. Knowledge
form

. Knowledge
and procedures

. Knowledge
obtaining

-
PERFORMANCE

.

STANDARDS TRAINING CONTENT __.,_:
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TASK: Examines/evaluates the budget proposal after it has been reviewed by the Department reviewing commit-
tee, referring to the committee's suggestions and guidelines, conferring with and responding to
questions of the institution's department heads in order to determine adjustments/revisions to meet
the Department/units suggested guidelines and limitations.

PERFORMANCE STANDARDS . TRAINING CONTENT

limitations

--
ofamount o

forth by the

DESCRIPTIVE:
the budget can be

department heads in order to
would be least affected by

meet the review committee's

follows the reviewing

and notified of
to each department.

FUNCTIONAL:
. Accurately determines where
adjusted.

. Carefully consults all
determine the areas that
budget cuts.

. Adjusts the requests to
suggestions.

.

NUMERICAL:

. Knowledge of budget process

. How to discuss financial needs and
with department heads

SPECIFIC:
. Knowledge of the operation of the institution
which areas can be cut with the least
disruption

. The guidelines and suggestions set
budget reviewing committee. The revised budget always

committee's guidelines.
All departments are consulted
needed budget cuts specific

.

PERFORMANCE STANDARDS TRAINING CONTENT
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OBJECTIVE:

4 3 4 A.R.9

GOAL:

r -,

TASK: Examines /reviews expenditures/regulations of institutions/agencies/offices within the Department in
relation to amount of funds available/appropriateness, necessity of purchases and knowledge of needs
of the institutions/agencies/offices, following agency guidelines for purchasing, in order to deter-
mine if experleitures were necessary/appropriate.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT
DESCRIPTIVE:

with data...

are considered.

are received from institu-
in X time concerning factors

X% of the worker's decisions.

. Conclusion is consistent

. All factors and variables

NUMERICAL:

. How to

SPECIFIC:

evaluate expenditure reports

for institutions/agencies/offices

guidelines for purchasing

.

.

. Expenditures
needs

. Agency
. Fewer than X complaints

bons /agencies /offices
not considered.
Supervisor agrees with

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Evaluates/examines property repair requests submitted by area or county workers for clients, weighing
feasibility of project in terms of cost, need, alternative service, urgency, and state guidelines, in
order to recommend approval/disapproval of requests to higher authority.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTEW

to

value
a written

inflated
requests.)

stress of the

to base

DESCRIPTIVE:
all aspects of the

upon a careful examination
to program requirements.

of recommendations are upheld

number of requests are
for more information.

.

. Worker thoroughly examines
request.

. Recommendation is based
of the request, in relation

NUMERICAL:

. How to
. program
. How property
. How to
report
cost estimate,

SPECIFIC;

evaluate written requests according
requirements

repairs relate to property
recognize inconsistencies in
(allegation not fully documented,

unsuitable or ineligible

program requirements
sources of service

conditions, environmental

guidelines, procedures on which

. In X time, at least X%
by higher authority.

. In X time, fewer than X
returned to area office

. Specific

. Alternative

. Property
areas

. State
decision

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Requests transfer of funds by letter /memo from one account to another following agency S.O.P. regard-
ing transfer of funds in order to maintain available funds to'meet immediate expenditures.

1 .

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

funds

DESCRIPTIVE:
. Requests are clear, thorough, and accurate.
. Worker completes task in reasonable amount of time.

NUMERICAL:

. How to

. Knowledge

SPECIFIC:

write business letters
of accounting methods

of agency accounts and expenditures
S.O.V. regarding transfer of

.

e Less than g. of requests are denied due inaccurate,
incomplete, or unclear requests.

. Letter/memo written in X amount of time.
. .

.

,

...

. Knowledge

. Agency

.

PERFORMANCE STANDARDS .
TRAINING CONTENT
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TASK: Checks/examines county accounts, identifying counties whose accounts are in arrears in payments for
their share of assistance payments, based on agency S.O.P. for billing counties, in order to deter-
mine which counties should be sent a reminder about their payment.

PERFORMANCE STANDARDS . TRAINING CONTENT,

the account

.

DESCRIPTIVE:
account.

still owe for their share

in the counties of their

of assistance pay-

than X cases of overdue

X time after it has been
are in arrears.

.

FUNCTIONAL:
. Carefully checks each county
. Notes all counties which
of assistance programs.
Notifies appropriate people
lack of payment.

r RICAL :

. How to read and sort data

SPECIFIC:
. Location of accounts
. When to check the accounts and when
becomes overdue.

. Agency S.O.P. for billing counties

.

All counties who are in arrears
men is are notified.
Over X period of time, less
payments are missed.

. Counties are notified in
determined.that their payments

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Examines /evaluates /discusses with affected offices/departments/makes changes on requisitions, using
knowledge of budget limitations and priority needs of the departments as guidelines, in order to
insure that the departments receive supplies most needed without exceeding the. agency's budget.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

with

depart-

offices

DESCRIPTIVE:
needed.

are consistent
fair.

made over X period of time

more than X purchases are
that are unused.
needed supplies have not

relation to personnel

. Departments receive supplies

. The budget is followed.

. Decisions to change requisitions
with data reasonable and

NUMERICAL:

. How to
respect

. How to

. Knowledge

SPECIFIC:

evaluate a supply/equipment request
to system priorities and needs

reach concensus with coworkers
of accounting practices/procedures

budget
and priorities of the different

of the specific needs of the
within the agency

for requisitioning supplies

The budget is never exceeded.
. No more than.X decisions

are reversed by supervisor.
. Over X period of time, no
made of equipment/supplies

. Less than X complaints that
been obtained.

* Similar task performed in
needs.

. The agency's

. Purpose
meats

.. Knowledge
and departments

. S.O.P.

PERFORMANCE STANDARDS TRAINING CONTENT ,
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TASK: Reviews/examines/checks prepared bills to be sent to counties for their share of matching funds for
assistance programs, checking the total against the state share, based on Federal and State policies,
procedures, and guidelines governiug financial participation in assistance programs, approving correct
bills with signature, in order to validate county bills for payment.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

and the

between
programs

prone-
partic-

DESCRIPTIVE:
prepared bill.
correctness of each bill.

so the money can be
the proper fund.

of errors are identified in
for assistance programs.
date each billing period.

. Carefully examines every

. Accurately determines the
Approves correct bills.

. Works with reasonable speed
returned by the county for

NUMERICAL:

. Knowledge
funding

. Knowledge

SPECIFIC:

of the assistance programs
procedures
of accounting"procedures

ratio for matching funds
and state for assistance
date

to sign the bill for validation
of Federal and State policies,

and guidelines governing financial
in assistance programs

.

. The specific
the county

. The billing

. Where

. Knowledge
.dures
ipation

. In X time, less than /7.
.

ehe amount counties owe
.

Bills are approved by X

.
.

.

4-

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Reads/reviews/interprets new policies and regulations governing accounting procedures for agency
business practices, in order to keep abreast of all new regulations needed to correctly complete
accounting tasks.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

and regula-

policies/

DESCRIPTIVE:
and accurately interprets

X period of time that
apply new policies and

,

and policies.
with X period of time.

. Worker thoroughly reads
new policies and regulations.

. How to
tions

SPECIFIC:

read and understand policies
governing accounting procedures

of Federal, State and agency
governing accounting procedures

policies to read

.

Less than X complaints over
worker did not correctly
regulations to tasks.
Worker reads regulations
Worker reads information

. Knowledge
regulations

. Which

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Reviews/assesses tentative programs/budgets in the agency, using knowledge of needs of the
department referring to recommendations of colleagues and making adjustments, using discretion as
needed in order to formulate the final budget/program.

DESCRIPTIVE:

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

plan

suggestion

facts and variables.
with needs of budget/

supported with reason.

within X period of time.
is always acknowledged

needs by colleagues.

. Worker considers all

. Final plan is consistent
program, changes are

NUMERICAL:

. Knowledge of accounting procedures.
. How to adapt new materials into a

framework. '.

. How to follow through on and develop
of others.

. Knowledge of budget/ process.

SPECIE/Cs .

.

Final plan is completed
Statement of final plan
as complete.and reflecting

.
. Tentative program/budget.

-Sugestions of colleagues.
Needs for budget/program.

PERFORMANCE STANDARDS . TRAINING CONTENT I
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TASK: Examines/evaluates spending trends of various programs served by the agency in relation to the alloca-
tion for the program, checking past expenditures, computing the amount of remaining funds and comput-
ing projected expenditures, applying a knowledge of accounting procedures and. agency S.O.P. for
handling projected overspending, in order to determine if there are sufficient allocated funds to
maintain the present program:

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

procedures

for each

DESCRIPTIVE:
calculates. funds remaining,

it there are
present programs.

errors in the computation of

of allocated funds is always

due date.

,

. Carefully and accurately
and the expected expenditures.

. Uses good judgment in determining
enough funds to maintain

NUMERICAL:

. Knowledge

. How to

SPECIFIC:

of accounting and accounting
calculate projected expenditures

of accounting records
of amount of funds allocated

for handling projected overspending

.

. Location

. Knowledge
program

. S.O.P.
. In X time, fewer than X
projected expenditures.

. Projected over-spending
determined.

. Evaluation completed by

PERFORMANCE
.

STANDARDS TRAINING CONTENT i
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TASK: Examines/evaluates consolidates agency/institutional budgets prepared for the biennium, checking
whether all line items are within allowable range, determining whether the total budget for the
department is within limits, applying knowledge of accounting and experience with State and Federal
funding processes and procedure, in order to develop departmental budget.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

policy

the state and
to the bien-

maintenance

procedures

DESCRIPTIVE:
the increases are suffice

if they do not
the needs of the

or if requests exceed

are received from business
and agencies that

unnecessary.
examined for the biennium.

all errors on estimates

-

. Accurately determines if
cient or extravagant.

. Returns budgets for adjustments
represent clearly or accurately
institution or department,
the guidelines.

NUMERICAL:
. Feker than X complaints
managers at the institutions
requested adjustments were

. Every budget is carefully

. Upon review, worker catches
that exceed the guidelines.

. How to

. Knowledge

SPECIFIC:

analyze and prepare a budget
of budget procedures and

'

financial situation of
legislative reactions

returning budgets for adjustment
for salary, services and

of Federal and State funding

. The present
the probable
nium budget

. S.O.P.for

. Guidelines
increases

. Knowledge
and requirements

PERFORMANCE STANDARDS TRAINING CONTENT i
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Data People Things Data People Things Rees. Math. Lang.

W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

5B I IA 1 1A 80 1 5 1 15 4 4 1 3 F 4 A.B.19

GOAL: OBJECTIVE:

a.

T.
Pi
z

-a

t-s

m
1-=
on0
.

TASK:Prepares/composes/writes financial reports (regular and special requests) for top management, referring
to bookkeeping records on costs, expenditures, and projected costs of the agency, arranging them in
a format in order to supply budget and financial information to management.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

and

system
due

DESCRIPTIVE:
reports upon request.

comprehensible, and con-

less than X% of the reports

X time after request or on

do Lot meet the
management.

.

. Prepares accurate and complete
. The reports are legible,

sistent with the request.

NUMERICAL:

. How to
statistical

. How to

SPEC/FIC:

interpret bookkeeping records
data

write financial reports

use the institutional bookkeeping
of when regular reports are

S.O.P. for preparing statistical
information

. Over X period of time,
are incomplete or inaccurate.

. Reports are prepared by
Schedule for regular reports.

. In X time fewer than X reports
request as determined by

.

.

. How to

. Knowledge

. Institutional
and bookkeeping

.

PERFORMANCE STANDARDS - TRAINING CONTENT i
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Data 'People I Things Data 1 People 1 Things J Rees. I Math. 1 Lang.

W. F. - LEVEL W. F. - ORIENTATION G. E. D. TASK NO.
I

4 1 2 1 LA 70 1 25 4 5

_INSTR.

4
,

4 I 3 3I . A.B. 20

GOAL: OBJECTIVE:
Is

S'
,

Pi

in
I-?

-)-
cm

-
4
0

TASK: Evaluates/assesses information from company catalogues, using agency's requisition orders and own
kdowledge of companies, their products, and services, and discussions with other staff, following /
State guidelines for institutional purchases and agency S.O.P., in order to decide which companies
to send bid options.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

with

against

of criteria

which

needs and

apply to

.

DESCRIPTIVE:
agreeable, frank, and precise

business.
are made in a reasonable

based on all avail

-

more than X number of cam-
institutions, that tile
not adequate or appropri-

more than X number of cam-
companies regarding

. Worker's manneeis open,
to all with whom he discusses
Decisions as to companies
amount of time.
Uses good judgment in selection,
able data.

RICAL:

. How to reach concensus in discussions
coworkers

. How to evaluate purchasing information
agency need

. How to evaluate data against a set

SPECIFIC:
. Knowledge of catalogues and the companies
issue them

. General knowledge of institution's
personnel

. Knowledge of state guidelines as they
institutional purchases

.

Over X period of time, no
plaints are received from
materials they received are
ate.

. Over X period of time, no
plaints are received from
accuracy/content of bid option.

PERFORMANCE STANDARDS _ TRAINING CONTENT I
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Data People Things Data People Things Reas. Math. Lang.

W. F. - LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK NO.

4 1 IA 1 IA 90 1 5 1 5 4 3 1 3 A-Ii_21

GOAL: OBJECTIVE:

7.

m-m

-1
P.1<
ta

1...
r:

o

TASK:Evaluates and examines bid offers in contracts and requisitions from various companies, using a desk
calculator and own knowledge of companies, their products, and services, following state guidelines,
in order to decide which offer is of the best quality, at the best price.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENt

4

contracts

DESCRIPTIVE:
for the institu-

judgment.
and present an exact
and disadvantages of the

with state guidelines.
a reasonable amount of time.

at least F. of worker's
favorably by institutions

requisition.
no more than X number of
are discovered in worker's

.

. Decision is the most advantageous
tion, and based on good

. Calculations are accurate
picture of the advantages
bids.

. Decision is in accordance

. Decision is reached in

NUMERICAL:

. How to

. How to

. How to

SPECIFIC:

use desk calculator
calculate figures
evaluate data and draw conclusions

of office calculator
be examined

making bids
guidelines for purchases and
apply state guidelines

. Knowledge

. Bids to
Companies

. State

. How to. Over x period of time,
decisions are received
involved in contract and/or

. Over X period of time,
errors and/or omissions
calculations.

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. F. - ORIENTATION9096 M 5% INSTR. G. E. D.

4 4 3 i TASK O.

A.11.224 i Mt IA
GOAL:

.

OBJECTIVE:

43:

Fr

-i
7-:

1 41

TASK: Reviews requests for partial contract payments, determining whether the request is accurate in
relation to the work completed to date in order to determine whether to approve partial payment.

PERFoRMANCE STANDARDS TRAINING CONTENT

for

,
specific

.

.

DESCRIPTIVE:

the amount of payment for

consistent with contract

amount of speed.

X errors in approved

terms.

FUNCTIONAL:

. Accurately recomputes
work completed to date.

. Partial payments are
terms.

. Works with reasonable

NUMERICAL:

. Knowledge of contracts and contracting
practices/Procedures.

. How to determine accurate payment
completed work.

MCI= ; '

.

. In I time no more than
partial payments.
Always follows contract

.

. Knowledge of specific contract terms:.

. Knowledge of the progress on the
project. -

.

...
= .

.

0>
a
U
1)

7.7

3
PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK NO.

5B lk 1 lk 90% I 596 I 594 4 4 I 4 1 3 A.B.23

GOAL: OBJECTIVE: .
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TASK: ply /determines /organizes the amounting procedures and the filing system of the accounting section
of the institution, applying knowledge and experience of accounting systems, office machines,
business administration practices, in order to facilitate the best accounting system for the
institution, and have records and accounts readily available for audits.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

and

functions

prac-

carried

available

.

.rescRINIR:

. Accurately determines
to facilitate the institution's
volume of business.

6 Plane the most efficient
. The accounts are clear

mith the files arranged.
accounts is rapid.

. Facilities available
efficient manner.

NUMERICAL:

the best accounting system
accounts and its

system of accounting.
and can be easily audited
so verification of

are used in the most

are received from
or the difficulty

of the institution.
per audit beoause the filing

accounts are notof am

in the field disagree with

. Knowledge of accounting practices
procedures.

. How to organize a system.

. Knowledge of accounting machine's
and operation.

. Knowledge of business administration
tices.

..

SPECIFIC:

6 Fewer than ]C complaints
auditors about the arrangement
Of auditing the accounts

. Fewer than X deleym
of vouchers and verification
readily available.

. lever than X experts
the system accounting.

. Knowledge of audit requirements.

. Knowledge of the volume of business
out by the institution.

. Specific facilities and machines
at the institution.

/

1
PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
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GOAL: OBJECTIVE:
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TASK: lasts past expenditures, indicates change in unit cost, specifies amount/quantity anticipated for use
in annum period, basing expectations on projection of past use and future needs and contacting
department heads for special needs/priority/additional needs/etc., in order to collect information

for use in budget preparation, requests for Federal grants.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

from a

needs

expendi-

of

MESCRIPTIVE: -

common sense in compiling
an accurate picture of

need for equipment/

are accurately recorded.
needs is based on reasonable
assessment of institutional

.

X number of errors/omissions

during year is within0
at least-346 of time.

. Worker is thorough, uses
data pertinent to giving
the institutional Projected
supplies/repairs.

. Changes in unit cost
. Projection of future

assumptions, accurate
needs.

NUMERICAL:

. How to compile accurate accounts
variety of sources.

. How to project/estimate expenditure
on the basis of past use /requests.

. How to make priority decisions.
. .

SPECIFIC:

. In X time, fewer than
in list of past expenditures.

. In X time, expenditures
of workers projection

. Sources of information about past
tures.

. Budget realities of the institution.

. Relative growth/responsibility/priority
each department.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

.?.1

--,

4.
P4
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51

51
a

1

TASK: Discusses/talks/confers with members of specific legislative committees concerning a Bureau's budget
or legislative proposal, describing/discussing agency program, problems,expectations, in order to
Sharpen legislators' understanding of the need for and the support of such legislation.

PERFORMANCE STANDARDS TRAINING CONTENT

and
subjects.

practice and

requests

the specific

body.

I

MESCRIPTIVE:

.
and comprehensive when

goals, objectives
questions to legislators'

over 3:Neriod of time
was unclear or illogical.

.

.

FUNCTIONAL:

. Worker is articulate
consulting with legislators.

. Understand Bureau's purpose,
well enough to answer
satisfaction.

NUMERICAL: .

. Knowledge of legislative process.

. How to convey information clearly
answer questions about presented

. How to be convincing.
. Thorough knowledge of program

'philosophy.

SPECIFIC: -

. Na more than X complaints
that worker's discussion

,

. Bureau's budget and/or legislative
- and why they are necessaw

. Purpose, goals, objectives of
Bureau:4

. How to best relate to the legislative

"
.

PERFORMANCE STANDARDS TRAINING CONTENT :
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W. F. LEVEL W. F. ORIENTATION INSTR. G. E. D. / TASK NO.

5B 4A lA 55 45 5 4 4 1 4 A.O. 11

GOAL: OBJECTIVE:

TASK: Develops, plans, discusses with workers from staff and line offices, an internal communication system/
network, designed to share current operational information broadly within the sub-units of the agency
in order to keep all units up-todate on activities within the agency. //

..--

PERFORMANCE STANDARDS . TRAINING CONTENT
DESCRIPTIVE: FUNCTIONAL:
. Plans enable communications among all agencies in the . Knowledge of small group decision making process

" department. . Knowledge of techniques of data collection assess P.4
r40 . Plans are realistic. ment/analysis

. Plans are developed in a reasonable amount of time. . Knowledge of organizational management
'ill

=
0

. Coordination is effective. . Knowledge of communication systems cI-,

:;

N

NUMERICAL:
of plan.

SPECIFIC:
restrictions to communication among

1-+=
ft:. Supervisor (Director) approves . internal

vg . Over a specific period ef time, fewer than X com., agencies
c

a plaints from personnel that plan ts not effective. . Need for communications in the department

16' . Peers/co-workers report their ideas/suggestions
given consideration X% of the time.

. Knowledge of agency S.O.P. regarding communica-
tions

.-e
c
0
c.,

m
...1
o.

4J00
'in
0.0

PERFORMANCE STANDARDS TRAINING CONTENT
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INSTR. G. E. D.

GOAL: OBJECTIVE:

TASK NO.

A.C. 12 1

TA:5K: Determines/decides what topics will beAlscudsed and the order in which -they will be addressed,
considering problems of mutual concern and possible solutions to them basing decision on a knowledge
of current unit functioning, leaving opportunity for inclusion of items from floor, in order to
establish the agenda for a staff meeting.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Agenda covers topics/problems of major
significance.

. Agenda is logical, orderly, and comprehensive.

. Agenda is planned well in advance of -the meeting.

NUMERICAL:

. No more than X complaints from staff that agenda
omitted a major problem they wanted aired over
X period of time.

. No meetings have to be cancelled because of
inadequate or poor preparation.

TRAINING CONTENT

FUNCTIONAL:

Knowledge of organizational principles: how
to plan an agenda.

. How to determine problems of mutual concern
to persons of various interests.

. Knowledge of group leadership techniques.

SPECIFIC:

. Purpose, goals, objectives of the unit.

. Speoial problems/topics which need to be
discussed during meetings.

. Staff's ideas, feelings, and mutual problem
areas.

Alf

PERFORMANCE STANDARDS TRAINING CONTENT
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C. E. D. TASK NO. 1

1
,

WW. F. -LEVEL W. F. - ORI aNTATION

533....15 i i i 3096 * I 6596 I 596 4 5 1 3 4 A. 13

1 CZAL:

I

} i

OBJECTIVE:

E5

-i
<1
.

.

iITASK: Leads /directs a general staff meeting, assigning responsibility for projects and reports to various.

I

persons, discussing specific work problems, asking/answering questions to clarify issues, restating
the general aims of the work group and outlining new procedures or policies, in order to promote

I

intra-staffcommunications and work toward the solution of problems.
.

..

1

PERFORMANCE STANDARDS
_

., TRAINING CONTENT

of

a mass of

problems.

.

and

MGM:WIVE:

covers all major topics,
timely manner.
to speak and contribute.

understands what is
expecting them to work.

no more than X complaints
discussed were not

drawn were not in

no more than X complaints
they do not understand how/
in staff meetings applies

no more than X complaints
they had a significant
the discussion and were

FUNCTIONAL:

. Meeting is well-organized,
and is completed in a

. Each person is allowed

. Worker makes sure everyone
being discussed before

IMMERIOATA

.

. Knowledge of principles and techniques
public administration.

. Now to lead a staff meeting.

. Now to select priority topics from
data to discuss/research.

. NOW to work with a group to solve

.. Knowledge of principles of participative
management. *:

-

SPECIFIC:. Over X period of time,
from supervisor that topics
significant or that conclusions
keeping with policy.

. Over X period of time,
from subordinates that
what is being discussed
to their work.

. Over :X period of time,
from subordinates that
contribution to make to
not allowed to speak.

. Purpose, goals, objeotives, and current
functioning Of work unit.

. Individual worker's areas of responsibility
levels of understanding..

. S.O.P. for staff meetings.

. New procedures or policies.

v

1 PERFORMANCE STANDARDS TRAINING CONTENT
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I

COAL: OBJECTIVE:

I TASK: Assigns and directs work activities ofPersonnel Department office staff explaining and discussing
workload priority, criteria to be met, reality conditions, available resources, and time limitations
with theqkbasing assignments on evaluation of work load and competencies/strengths of workers, in

I

order to insure completion of work activities according to objectives and quality standards of
Personnel department.

.

PERFORMANCE STANDARDS TRAINING CONTENT >
g DESCRIPTIVE: FUNCTIONAL: P

,.. ,

. instructions are clear, complete, concise and
adapted to individual needs of worker.

. Knowledge of managerial &ills.
., w,.

:11

. Knowledge Aof personnel administration/techniques T-;1

. Requirements of assigned tasks are in reasonable practices/Procedures. :-1

15 relation to worker's abilities and work load. . How to describe/explain tasks and performancef
i

1

requirements. -.1

. How to relate/compare task to meet department 17:1

.... objectives. PI
How to adjust structural elements to meet
worker needs and levels of competnece

NUMERICAL: SPECIFIC:

. Over X. period of time, fewer than X complaints . Department supervisory guidelines and standards.
.....

m from workers that instructions were unclear, . Department objectives and criteria for meeting

incomplete or that performance requirements objectives.
could not be met because of lack of resources.

. Less than a6 of assignments do not meet
c standards.

1>

.

1g
.

1.
,

Io

4"-

PERFORMANCE STANDARDS TRAINING CONTENT
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1 4 A.C. 15

t

GOAL: OBJECTIVE:

.

TASK: Communicates/interacts with department heads, within purview of agency mission or goal, clarifying
problem situations as they arise, asking/answering questions until issues are clear, establishing
priorities of objectives, reallocating resources among departments, responding to special needs or
requests as current situation and agency policy, permit, in order to promote effective coordination
between departments.

.

PERFORMANCE STANDARDS TRAINING CONTENT

i-.<-

DESCRIPTIVE: FUNCTIONAL; z

a
c.:.) . Coordination of departments is effective and well . Knowledge :0f supervisory/managerial skills.

I-a*
planned. . Now to communicate effectively with superiors, ;1

I= . Worker is sensitive to the needs of all depart- co- workers, subordinates.
o 71

ments. . How to rationally discuss problem areas. ....s

4.i 1

c . Relations with other units is based upon reason- . How to assess unit priorities in terms of total Zi
... able assessment of unit responsibility, priorities agency responsibility.

c in relation to hospital capabilities. . Nnowledge.ofPublio Administration.
:.7

a

NUHERICAL: SPECIFIC:
I.
I . In X time, fewer than number of misunderstand- . Agency responsibility/capability.
--, ings between departments or.between department . Unit responsibility/capability.
6 and administration. . Personality of department's beads, lines of

. In l time, fewer than X number of complaints responsibility.
-- about lack of coordination between departments. . Needs of unit, desires of subordinates.

v
4

11
o

.

l

PERFORMANCE STANDARDS TRAINING CONTENT
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U. F. - LEVEL
6B-1

W. F. - ORIENTATION INSTR. G. E. D. TASK O.

2 I li 706 I 25% i 5% ' 14 14 1 3 i 14 A.C. 16 1

I C.:AL:

I

OBJECTIVE:

u:
...,

P.

.

TASK: Plans7aacides the methods/sequence of procedures for any physical changes/reorganizations of entire
staff (i.e., remodeling,additional telephone lines, equipment, etc.) following layout of approved
reorganization plan, communicating with various service personnel, accepting bide when necessary,
working within budget and time limitations, and adapting/modifying plane as changes in situations
require, so as to coordinate the activities of the various personnel-end thereby facilitate a smoo

i-
change in the physical surrounding of the office.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

of work.
means to

fit new time/

,relation to

e.g.,
results

DESCRIPTIVE:

with a minimum
loss of efficiency to

are accurate.

.

.

complain of excessive
of efficiency, due to

.

. The activities are coordinated
amount of inconvenience,
staff.

. Time and money assessments

Ni MERICAL:

. How to define objectives and scope

. How to choose between different
obtain objectives.

. How to adapt plans /procedures to
budget, etc. requirements.

.

SPECIFIC:
.

.;

. No more than ad of staff
inconvenience or loss
w orker's plans.
No cost overruns.

Knowledge of local restraints in
goals of project.

. Knowledge of supervisor's instructions;
time allowed, resources needed,
expected.

a
w
-

.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK NO.

A.C. 17

OBJECTIVE:

AS): Examines/discusses/evaluates County-level service operations with County Staff, reviewing records,
assessing priorities, workloads, identifying unmet objectives, etc., drawing upon agency policy
directives, own knowledge and experience with County operations and the success/failures of other
counties in the area, in order to determine the operational efficiency and productivity of County
service operations.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Thoroughly reviews objectives, needs, manpower
of County operation prior to meeting County
staff.
Sensitive to the opinions of the County staff,
open to their views about priorities, needs.
Applies own experience to known objectives after
considering advice of County staff.

NUMgRICAL:

In X time, fewer than X number of complaints
from County staff that worker failed 'to consider
their views.
Review of county operations completed at least
X times per X time.

TRAINING CONTENT

FUNCTIONAL:

. Row to asess operational production in terms
of objectives and manpower.

. How a County Social Service operation is
supposed to function.
How workloads are distributed in a normative ;;.1

situation in a Social Service office.
How to relate other experiences to the problem

=1

at hzzd.

SPECIFIC:

Reality conditions of the County office (man-
power, caseload, et6.).
Experience of staff, supervisor of workers.
Problem areas.

. Knowledge of agency policy statements /manuals,
program directives.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:

1

OBJECTIVE:

.

T-

;'

mi

=1...2
T:10

TASK: Prepares/Writes memos to subordinates, delineating new procedures in order to notify employees of
the updated procedures to follow.

.

.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

pertain-

.

in the

as

DESCRIPTIVE:

and comprehensive,
changes that need to

time to coincide with the
programs and procedures.

X complaints are received
the memos, that they are
to follow.

changes as they

X incidents occur where
the memos were not

. Memos/reports are clear
covering all the pertinent
be made.made.

. Memos axe prepared in
implementation ofnew

...- Memos are easy to understand.

NUMERICAL:

. How to describe, in writing, procedures
ing to specific activities.

. Knowledge of program procedures/operations.

. How to write clear, concise memos.
.)

SPECIFIC:

. In X time, fewer than
from employees using
unclear or difficult

. The memos cover all them,
occur. .

. In X time, fewer than
confusion is caused because
prepared on time.

. KnoWledge of specific changes made
system to facilitate changes in programs/
regulations.

. Knowledge 401 program/regulations/changes
they apply to specific program.

. When changes should go into eff,Sct.
'-0

,

.

.

PERFORMANCE STANDARD'S TRAINING CONTENT
,
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GOAL:
.

.

OBJECTIVE:
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TASK: Assigns certain duties to/consults with/gives direction to staff members of agency/unit making
decisions/giving advice on procedural and technical levels, based on own knowledge of the purpose,/
goals, objectives, policies and procedures of the agency and available manpower resources, in order
to efficiently coordinate activities and programs.

PERFORMANCE STANDARDS
t

FUNCTIONAL:

TRAINING CONTENT

utilization
activities

and proce-

DESCRIPTIVE:
and directed.

an accurate assessment of
the department and

in X days from subordi-
are unclear,

functions up to
X7. of the time.

1

.

. Agency/unit is well coordinated

. Direction is based upon
the priority of needs within
manpower resources available.

. Directions are clear, logical.

NUMERICAL:

. Knowledge

. How to
that entail

SPECIFIC:

of techniques of manpower
'coordinate/supervise a units

various programs/projects

goals, objectives, policies,
of the agency

of each staff member
resources available

Purpose,
dures

. Functions

. Manpower
. No more than X complaints
nates that worker's directions
illogical.
Over X period of time agency/unit
agency standards, expectations

or

.pg

1.)

o
o

-0-,
.1:10

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
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GOAL: OBJECTIVE:

....t

0-3

I-1

tn

I-z1

on0

TASK: Evaluates alternative methods of supervising/rating county service operations, judging reliability
and validity of each method and its relation to overall objectives in order to formulate a plan for,'
use in surveying county service delivery systems. /

1

PERFORMANCE STANDARDS . TRAINING CONTENT

operations

county

methods/

c

for

-.

DESCRIPTIVE:
administrative tools with
in reflecting the effective.

delivery systems.
in such a way that

the shortcomings/benefits

number of complaints that
the way in which

being evaluated.
agree that plan used by

is valid and helpful.

FUNCTIONAL:
. Thoroughly examines all
regard to their accuracy
ness of county service

. Evaluative plan developed
required data is obtained.

. Worker is sensitive to
of all tools used in survey.

.
NUMERICAL;

. How county operations function

. How service objectives apply to county

. Principles of good management, accountability

. How to evaluate programs

. How to develop a general plan to rate
operation, provide for individual circumstances

. Knowledge of social service delivery
systems

SPECIFIC:. In X time, fewer than X
county director cannot understand
the county operations are

. Upon review supervisors
worker to evaluate counties

. Objectives of each county operation

. Budget, manpower for each county

. Lines of responsibility, accountability
each county

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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TASK: Develops /interprets changes in administrative policy, in discussion with county administrators,
exploring needs and giving technical advice pursuant to implementing changes in county operation,
in order to ensure the efficient transition to new operational structure.

PERFORMANCE STANDARDS TRAINING CONTENT

to

programs
assisting

and con-

DESCRIPTIVE:
needs of the

positively during

for the county office that
period.

the County Director, using
.

X number of instances when
problems which

and attempted to

number of complaints from
failed to anticipate

development of staff.

FUNCTIONAL:
. Worker is alert to administrative
county unit, quick to respond
transition periods.

. Explores training needs
will facilitate the changp

. Supports the actions of
tact in suggesting changes.

NUMERICAL:

. How to administer a county program

. How to identify training needs in response
program policy changes

. How to facilitate transitions to new

. How to work with County Directors,
them to implement new/altered programs

. How to give technical advice clearly

cisely

SPECIFIC:. In X times, fewer than
county offices have administrative
the worker had not foreseen
resolve.

. Init time, fewer than X
County Directors that worker
training needs for the

. Present operation of county office

. Goals, objectives of new structure

. Personality of County Director, staff

. Objectives, barriers to new program

PERFORMANCE STANDARDS TRAINING CONTENT



www.manaraa.com

DAca :?..:27.e 1 'Ming!: ! 7.%atr. i Paopla i Thinzs 6
L Lens.Rees. I :,fLth.

....",-.
I

i TASK NO. i1_E. F. - LEVEL 1 U. F. - CRIENTATION .1.,1.R. G. E. D.

1.A! 5 1 lA i 50 i 40Z i 5g 5 1 5 1 2 `-

i

1 4 1 A.C. 22

i
i SCAL: jOBJECTIVE:1

i

I 1

I

1

g

I

TASK; Implements action plan (usually in conjunction with leadership cadre) as developed; supervising
1

steps as they are carried out, encouraging group members, and making minor adjustments in the . I

plan as needed; evaluating the response to the activity; and in consultation with other leaders,
I

authorizes major revisions in the plan within the limitations of applicable lax /agency policy,
I

1 i

in order to achieve the objectives of the plan.
'

..

1

f

i

I I PERFORMANCE STANDARDS

DESCRIPTIVE:
. Evaluation of responses to planned activity

is realistic and objective.
. Worker is alert for the need for changes in

the plan.
For major changes, worker discusses the
situation with other leaders, as possible.
Worker gives on-the-spot support to group
members.

NUMERICAL:
Fewer thanI complaints that major changes
in the plan were not discussed with co-leaders.

Plan achieves objectives at least g of time.

TRAINING CONTENT

FUNCTIONAL:
. How to implement planned activity.
. How to assess reaction to an on-going

process or plan.
. How to adapt to unplanned eventualities.

How to support, encourage group members.

SPECIFIC:
Applicable laws, agency policy as related
to the task.
Attitude of group members, community.
Objectives of the plan.
Consequences of failure.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK:

I

iC,i=s

I

NOHRRICAL:
g, . In X time, fewer than X complaints from workers

that the procedures are difficult to follow.
In X time, fewer than X complaints from library
clients that the library is difficult to Ilse, etc.

T-1
I I

L.1

IL

Data f PeolJe Thiags ! Rees. 2i;i717--1--Eing.

W. r . - ORIENTATION 'INSTR. G. E. D. TASK NC.
1

,OBJECTIVE:

A.C. 23

Determines/decides/implements policies/procedures of the department library, using own knowledge
and skill, in conformance with overall agency policy/direction giving guidance to workers in
proper cataloging, shelving, and arrangement of materials, relying on an understanding of library.
science, in order to facilitate the smooth operation of the department library.

i DESCRIPTIVE:
. Procedures are consistent with good library

operation.
. Worker is courteous and pleasant when giving;

assistants guidance.
. The library organization facilitates efficient

retrieval and location of materials.

PERFORMANCE STANDARDS

M

TRAINING CONTENT

FUNCTIONAL:
Understanding of library science.

. How to supervise library aides.

SPECIFIC:
Knowledge of the library clientele and how the
library can serve them.
Knowledge of space available.
Knowledge of the volume of material that must
be handled.
Knowledge of departmental library policy
procedures.

1

1<

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK NO.

4 1 lA I lA 85 1 5 1 10 5 5 1 1 1 5 A.D.9

GOAL: OBJECTIVE:

11

ti
I-

tit
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m
z

TASK: Composes/writes news articles for state publications /public newspapers, using information about the
agency, selecting information which would be of interest to the public, applying a knowledge of
creative writing, in order to prepare informative /interesting articles about the agency for
publication.

.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

from a

readers

communicated

DESCRIPTIVE:

is included in article.
in articles is accurate.

of time, fewer than X com-
readers concerning

information.
X period of time

irrelevant or inaccurate

i

A

. Articles are informative/interesting.

. Articles are understandable/clear.

. All relevant information

. All information included

NUMERICAL:

. Knowledge of creative writing

. How to write news articles

. Row to select relevant information
mass of data

SPECIFIC:
. Over a specific period
plaints are received from
'uninteresting/incomplete

. No more than X complaintsover
that articleS included
information.

. Where to obtain information

. Knowledge of current interests of

. Knowledge of agency programs

. Understanding of information to be

PERFORMANCE STANDARDS TRAINING CONTENT _
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_.1

1
4 1 3A 1 lA 25 1 70 1 5 4 4 I 1 t 4

_
A.D.10

GOAL: OBJECTIVE:

>

t5
co3

Ir-<
n:

1-
=
la

TASK: Discusses/talks with legislative candidate, following agency policy with regard to relationships with
legislative members/candidates, offering to assist him with questions regarding social services,
answering questions as needed, in order to inform the candidate of the willingness and ability of
the agency to assist him in handling questions about social services.

PERFORMANCE STANDARDS . TRAINING CONTENT

of area

Services

office
in'time

contact

-1-1

DESCRIPTIVE:
and friendly in

to contact each

by candidate
relevant to the

caseloads.

the candidates from the
seat have been

.

number of complaints from
was rude, unhelpful,

.

FUNCTIONAL:
. Worker is courteous , polite,
all contacts with candidates.

. Worker makes sincere effort
candidate.

. Worker answers any valid,
frankly, exercising discretion
confidential nature of

.

NUMERICAL:

. How.to convey information to others

. How to develop constructive relationships

SPECIFIC:
. How to respect the confidential nature
caseloads

. Extensive knowledge of the Social
field.

. Names of all candidates,for legislative

. Particular issues that are sensitive
reference

. Proper manner for State employee to
candidates of the legislature

.

.

. In X time at least La. of
area running for a legislative
contacted.

. In X time, fewer than X
candidates that worker
unavailable.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. » LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

4 1 4A 1 lA 45 I. 50 1 5 5 5 1 1 5 A.D.11 _

GOAL: OBJECTIVE:
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TASK: Explains/clarifies the poiition of the agency regarding specific situations of public interest (child
abuse cases, discrimination cases, civil rights Of clients, etc.), to the press and media repre-
sentatives, based on knowledge of the policies and procedures applicable to the specific case, and
knowledge of Federal and State regulations, in order to increase the media corps' understanding of
the incident in question.

PERFORMANCE STANDARDS - TRAINING CONTENT

areas of

-11

DESCRIPTIVE:
.

understanding of the
to the press repre-

polite, and helpful.

is protected.

from media representatives
X period of time.
violate client confi-

,

FUNCTIONAL:
. Worker is clear and articulate.
. Worker demonstrates thorough
situation that is of interest
sentatives.

. Worker's manner is courteous,
Information given is accurate.

. Confidentiality of client

.

NUMERICAL:

. How to convey information to others

. How to explain/clarify official policy

. General knowledge of the agency's
jurisdiction

SPECIFIC:
. Policies and procedures

. Knowledge of the specific Situation
, State and Federal regulations

. How to deal with press and media representatives. No more than X complaints
about worker's manner over

. No instances reported which
dentiality.

,

PERFORMANCE STANDARDS TRAINING CONTENT
_
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GOAL: OBJECTIVE:

TASK: Within agency guidelines, answers questions of newspaper reporter about agency Income Maintenance
programs in order to supply reporter withinformation for a story.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker's statements are accurate, complete and
thorough.

. Information is presented in a clear and concise
manner.
Worker exercises good judgement regarding
confidentiality of information.

NUMERICAL:

. No worker violates agenoy guidelines on
confidentiality.

. Less than of information given reporter is

4inadequatefunclear/erroneous.
. loess than 36 of reporters complain about worker's

attitude/manner.
. In all cases, worker asks assistance of super-

visor for those areas about which he is unclear/
uncertain of the information to be given.

TRAINING CONTENT

FUNCTIONAL:

. Communication skills.

. Skill in interpersonal relationships.

SPECIFIC:

. Knowledge of agency policy and guidelines for
release of information.

. Knowledge of agency Income Maintenance program.

PERFORMANCE STANDARDS TRAINING CONTENT
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1 &lath. 1 Lang.

G. E. D. TASK W.
1 4 A.D. 13

TASK: Gathers/collects information about current developments in the program areas, and composes/writes
brief summary in order to prepare information for agency neweletter/fiyer for distribution to agency
staff and clients.

DESCRIPTIVE:
R

e.
Summary is concise, complete and accurate.
Summary is prepared with reasonable speed.

= Laaguage used is readily understood by the
general client population.

4.1

0
MICRICAL:

o

=

No more than X number of errors or omissions
important information in summary.
Notes include no confidential information.
Less than i6 of clients complain they do not
understand information.

PERFORMANCE STANDARDS

0

C)

TRAINING CONTENT

FUNCTIONAL:

. Ability to write news articles.

. Ability to collellt/summarize information.

SPECIFIC:

of Knowledge of agetpy guidelines for writing news
articles.
Knowledge of agency guidelines on confidential-
ity.

Knowledge of sources of information and how to
gain access to it.

PERFORMANCE STANDARDS TRAINING CONTENT



www.manaraa.com

1 Data-1 People 1 Things

I
W. F. - LEVEL

1 IA I 2A

1 COAL:

---7nr711 People i Things Rees. -I Math. 1 Lang.

W. F. - ORIENTATION INSTR. 1 G. E. D. TASK NO.

49% % I 50% 2 1 1 2 A.D. 14

OBJECTIVE:

TASX: Distributes/posts in appropriate locations, (churches, libraries, shop windows, etc.), posters, bro-
chures, handouts, describing agency assistance programs, (i.e., food stamp program, financial and
medical assistance, eta.), in order to inform general public of agency programs and encourage use/
support of same.

1.4

0

4s

CJ

O

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker delivers/displays materials promptly.

. Works with reasonable speed.
Materials are neatly displayed.

. Worker wanner is pleasant/tactful.
Worker uses display space wisely.

. Materials are delivered/displayed at a mutually
convenient time for both worker and space volun-
teer.

NUMERICAL:

. X nbrber of displays/brochures distributed/put
up per day.
Less ttlanKmmmber of displAy space volunteers
complain about not getting material.

. Less than .X number of display-apace volunteers-
complain regarding attitude /manner of delivegf.

TRAINING CONTENT

FUNCTIONAL:

. Now/Where to post materials for maximmn

&Kt to obtain permission (store owners, church
groups) to post informative bulletins/posters.

SPECIFIC:

. Knowledge of agency distribution resources/
patterns for printed informational materials.

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. » LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
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GOAL: OBJECTIVE:
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TASK: Evaluates/assesses present and future personnel needs and problems for entire Department, consulting
with Department staff members and relying on prior assessments/definitions of the needs/problems,
rewriting/updating policies in order to develop employment practices/policies to meet those needs.

. PERFORMANCE STANDARDS . TRAINING CONTENT

and

Department

'

.

_

DESCRIPTIVE:
employment practices/

is consistent with given

employment practices to be
judgment of future

-

over X period of time from
were inconsistent with

over X period of time, that
practices to be

judgment/foresight.

,

FUNCTIONAL:
. Determination of necessary
policies to be developed
data.

. Determination of what
developed is based on good
needs.

NUMERICAL: . .

. How to assess personnel needs/problems
determine solutions

. How to communicate effectively

SPECIFIC:
. Personnel needs/problems of Department
. Personnel theories and practices of

.

. Less than X complaints
supervisor that assessments
given data.

. Less than X complaints
determination of employment
deyeloped reflect poor

PERFORMANCE STANDARDS TRAINING CONTENT i
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GOAL: OBJECTIVE:
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TASK:Evaluates personnel transactions, utilizing Department and Merit policies/procedures, screening and
signing all related forms for the personnel transactions before they are sent to Merit Employment,
in order to ensure that personnel transaction forms have been correctly completed and that all proper
Department action has been taken.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

forms

DESCRIPTIVE:
thorough, when screening/

in reasonable time.

only rh of forms sent to
had all appropriate

only V. of forms are
completed.

in X amount of time.

. Worker is complete and
signing forms.
Worker screens/signs reports

NUMERICAL:

. How to evaluate personnel transactions

SPECIFIC:
. Department and Merit policies and procedures
concerning personnel transactions

. Familiarity with Department personnel

. How to read/interpret personnel forms
,

.

Over X period of time,
Merit Employment have not
Department.action taken.

..Over X period of time,
to be inadequately or incorrectly

. Worker screens/signs forms

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

6 1 lA 1 lA 70 I- 25 1 5 6 5 1 2 1 5 A.F. 3

GOAL: OBJECTIVE:

TASK: Conceives/formulates employment practices/policies or procedures for the Department, taking into
consideration Merit and Department constraints, changing or working within those constraints, and
integrating previously accepted personnel practices with new theories and techniques, using own
knowledge, references, opinions of peers/subordinates, in order to develop new, sound employment
practices/policies for the Ddpartment.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

theories,

based

Department

.

S-2

z
1-

,cn 3

M<
LT:

1-4

r4
ft-.0

DESCRIPTIVE:
are consistent

are feasible (work-
to which they are

in X period of time that
are not feasible

apply.
policies report that they
previous ones.

are developed in X period

f

. Employment practices/policies
with given data.

. Employment practices/policies
able) for Department sections
to be applied.

NUMERICAL:

. How to compare/integrate personnel
practices and data from different sources

. How to formulate and test new policies
on analysis of factors involved

. General personnel theories and practices

SPECIFIC:
. Less than X complaints
-new employment practices/policies
for those to whom they

. X% of people using new
are more workable than

. New employment practices
of time.

. personnel theories and practices of

. Characteristics of Department's personnel
problems and constraints

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Explains/defines/interprets nets employment practices/policies for the Department to line authority
(superintendents, area administrators, etc.), using phone, letters and/or meetings in order to
implement new employment practices/policies.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

in relation
of

in policy

admin-

of

DESCRIPTIVE:
accurate and complete.

respects and

administrators over X
explanations were

that their opinions/ideas

administrators report
offensive.

. Explanations are clear,

. Worker is open, perceptive,
acknowledges others' viewpoints.

NUMERICAL:

. How to describe and relate policies
to administrators' backgrounds, areas
authority

. How to elicit points of view from others

. How to involve all levels of staff
making

SPECIFIC:

. Less than X% of contacted
period of time report that
unclear, incomplete, or
'were disregaided.

. Less than X% of contacted
that worker's manner was

.

. Department personnel policies and procedures,
old and new, and how they relate to
istrators involved

. The backgrounds/areas of responsibilities
line workers

PERFORMANCE STANDARDS TRAINING CONTENT I
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TASK: Talks/converses with/asks questions of/evaluates prospective applicants for position, exercising
discretion in choice of questions/answers, noting the appearance, manner and style of applicant and
focusing on applicant's attitude toward specific field as expressed in course of interview, in order
to obtain information to determine whether applicant is qualified for the position.

....

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

interview

normally

fringe

skills
and

1

DESCRIPTIVE:
about applicant.

style which

applicant, enabling him
made by applicant,

to cover all

from applicant in,
.

are still employed in
placement.
of supervisors complain
not properly qualified

1

. Obtains relevant information

. Has aneasy, relaxed interviewing
puts applicant at ease.

. Worker is sensitive to
to interpret statements

. Thorough approach to interviewing
aspects of position.

.
NUMERICAL:

. How to conduct interviews

. How to interpret data obtained from

. Extensive knowledge of field

SPECIFIC:
. Knowledge of requirements and work
done in position

. Salary schedule, merit rules, promotional
possibilities, policies and procedures,
benefits, etc. .

. How to match requirements with applicant

. Knowledge of organizational structure
functions

. Obtains required information
X amount of time.

. X of selected applicants
position X months after

. In'X time, fewer than XX
that personnel hired are
for position.

.

.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Reviews /assesses qualifications of applicants for employment in agency in relation to type of staff
needed by the agency and how the applicant's qualifications may/may not be of benefit to the agency,'
using information gathered from applications/personal interviews, in order to obtain competent staff
for the agency.

4

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

in

as a part

positions

DESCRIPTIVE:
. Competent staff for agency

. All factors and variables

. Worker has realistic expectations

. Staff needs of agency are

NUMERICAL:

is obtained.

are considered.
for staff.

met.

are received from clientsa ve en

of supervisors complain
not qualified for the

. How to assess applicant's qualifications
relation to staff needs of agency

. Bow to interview applicant

. How to determine staff needs/costs
of total administrative responsibility/budget

SPECIFIC:. Fever than X complaintse an omp
of agency concerning staff.

. In X time, fewer than 15:7.

that personnel hired are
position.

. Personnel needs of specific agency

. Where to obtain information

. Qualifications of applicants

. Qualifications required for specific

PERFORKANCE STANDARDS TRAINING CONTENT
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OBJECTIVE:

Examines/assesses personnel data compiled by subordinates evaluating data priorities, determining
validity of data compiled, identifying correlations among facts and drawing conclusions about them,
in order to prepare reports (i.e., grant-in-aid, census, payroll, and personnel reports) for use
by Personnel Supervisors/Administrators.

DESCRII3TIVE:

PERFORMANCE STANDARDS

Examinations are thorough, accurate, and complete.
. Reports reflect. assessment of all given data.
. Worker is accurate in analysis of data.

NUMERICAL:

. Reports are prepared within time limit given.
D6 of correlations made and conclusions drawn
reflect good judgement according to supervisor's
evaluation over .X period of time.

. Less than X complaints over X period of time from
supervisor that reports were incomplete or

inaccurate.

TRAINING CONTENT

FUNCTIONAL:

. How to acquire, assemble, review, interpret
data, draw conclusions.
Knowledge of Federal rules and regulations
affecting personnel actions.
Knowledge of personnel administration prac-
tice.
How to write reports.

SPEOIPIO

tih

!
I

. Knowledge of the reality conditions affecting

. Knowledge of the data to be evaluated; the
report to be prepared. 1

"I

thepreparation of personnel reports.

If

. How to prepare reports ill proper agency
1 I

format.
. Knowledge of State and local rules and i ;

regulations affecting personnel practice.
i

I [

1 1

;

LIPERPORMANCE STANDARDS TRAIN/NO CONTENT
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TASK: Modifies/alters/adjusts a sequence of procedures/Operations/Processes in the county office relating
to personnel policies (hiring, firing, allocating positions, etc.) referring to agency manuals,
statement of function, guides, flow charts as indicated and necessary, identifying and correcting .
problems, meeting needs of the system as they arise, in order to establish and maintain uniform
'personnel policies in the office/agency.

------

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT
.

personnel

an office-of

issuances

the office.

DESCRIPTIVE:

. Worker addresses needs/problebs
arise.

. Procedures/policies set
follow and consistent
goals, and objectives

WIEBIOAL:

as soon as they

up are easy for others to
with established purpose,
of the office.

fewer than X complaints
that new procedures are
to carry out.

supervisor discOvers no
to be inappropriate.
county office are updated

after needs/problems of

. How to establish/maintain/modify
policies and procedures.

. How to effectively administer
social services.

. How to read/interpret/write policy

SPECIFIC:

. Over X period of time,
arise from personnel
unclear or difficult

. Over X period of time,
more than changes
Personnel policies in
within X period of time
the department arise.

.

. Tersonnel'needs/Problems in agency.
: Ttxpose, goals, objectives of
. Organization of the office.

e

- .

/

I PERFORMANCE STANDARDS
.

TRAINING CONTENT
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TASK: Questions/solicits information from representatives of other agencies (alcoholism unit, employment
office, AMC program, etc.)about requirements, opportunities or openings in their programs in order
to obtain information about these programs which might be useful to olientsfapulicante.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

.

a pleasant,

skills/know-

agency.
in

.

.

DESCRIPTIVE:
.

courteous.
a specific client

client's advantage.

complain of

helpful information to
opportunities, etc.) X
amount of time.

. Worker is pleasant and

. Worker puts forthfrecommenda
honestly, but to the

NUMERICAL: .

. How to solicit information in
courteous manner.

. How to relate client/applicant
ledge to labor market.

SPECIFIC:

. No more than 76 of representatives
worker's manner.

. Worker is able to give
client (reemployment
number of times per X

. Representatives of agencies.
General. needs of clients.

. How to refer a client to another
. . Knowledge of services, agencies

Department of Social Services.

.

, .

/

i
.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Reads/Visually inspects assigned employee personnel transaction files periodically, noting pay
review dates or other pertinent data, so as to begin procedures for pay increases, i.e., type
notices to employee supervisors, informing them of pay review dates.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT
.

-
to use, etc.

increases.

.

1ES0R1PTIVE: .

.

is complete and accurate.
is completed with reasonable

for a month are reviewed

over X period of time that
date was overlooked, due

notification.

Review of the files
. Review of the cards

speed.

NUMERICAL:

. Familiarity with personnel transactions
the procedures to follow, forma

. How to type.

SPECIFIC:

. All my increase files
within X period of time.

. Less than X complaints
an employee's pay review
to lack of review and

04,

. Who to notify.

. What procedures to follow for pay

. Agency S.O.P. for personnel matters.

.

-

/
PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Reads/reviews completed employee evaluation forms, noting areas/items in the form consistently
misinterpreted, checking against directions /instructions for completing form to identify source
of problem and making corrections at supervisors request by modifying/changing form or correcting
instructions for completing form in order to reduce source of errors in employee evaluation
statements.

PERFORMANCE STANbARDS

FUNCTIONAL:

TRAINING CONTENT

forms/
precise

which

and idiot
be.
procedure

DESCRIPTIVE:

. Accurately determines
incomplete use of the

. New form or ammended
went over the old.

. Uses good judgement in
instructional material.

NUMERICAL:

.

misinterpretations and
form.
instruction is an improve-

changing/updating form/

only X complaints from .

forms are difficult to
to significant aspects of

supervisor disapproves
changes.

.

.

. How to read and interpret personnel
instructional material.

. How to develop forma to elicit
information/data.

. General points of performance upon
employees can be evaluated.

SPECIFIC:

. Over X period of time,
Department staff, that
use or do not relate
employee evaluation.

. Over X period of time,
only X number of recommended

. Knowledge
the

. Knowledge
with

of specific forms used
necessary responses should

of agency policy and
reference to personnel evaluations.

,

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Explains /interprets personnel transaction rules and application of those rules, to area, county, and
institution administrators, using own knowledge, agency manuals and guides, in order to solve and/or
aid administrators in solving personnel transaction problems.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENt
DESCRIPTIVE:

and concise.
options open to

personnel transaction

directly relates any
problems.

over X period of time
explanations were

in X period of time from
suggested solutions

to his

)

. Explanations are clear

. Worker is aware of various
administrators in solving
problems.

. Worker is articulate and.
communications to administrators'

NUMERICAL:

. How to listen, speak, and write clearly
and express ideas coherently, concisely

. How to read and interpret technical information

SPECIFIC:
. State personnel transaction rules
. How State personnel transaction rules can be
directly applied to solve area, county and
institution personnel transaction problems

. Transaction, problems of area, county and
institution offices

. Options available for solving personnel
transaction problems

.

. No more than X complaints
from administrators that
unclear or incomplete.

. Less than X complaints
administrators that worker's
were not directly related/applicable
personnel transaction difficulties.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Examines and evaluates personnel information obtained from communications with inter -infra agency
sources, and from observations made or line officers' reactions, interpretations and implementation
of personnel policies and procedures so as to re-Commend changes or adjustments in overall policies
and procedures of the personnel office.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Conclusions drawn are consistent with given
information.
Recommendations reflect good judgement in inter-
preting/examining the given information.

NOMICAL:

Less than X complaints from supervisor over X
period of time, that recommendations were not
consistent with all given data, or were inconm.
clusive/unclear.

of all recommended changes actually implemented
are improvements, as reported by line workers.
Supervisor approves/implemente0 of all
recommended changes.

TRAINING CONTENT

FUNCTIONAL:

How to interpret/evaluate/draw conclusions
about data from different sources.
Knowledge of general personnel policies/
procedures.
Bow to infer validity of various kinds of
data e.g., personal conversations, line
officers' reactions, communications with
other agencies, etc.

SPECIFIC:

. Knowledge of Federal, State and agency/
institution personnel policies/Procedures.

. Knowledge of inter-intra agency sources.

PERFORMANCE STANDARDS TRAINING CONTENT

ca

4
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GCAL: OBJECTIVE:

I TASK: Examines information on employee performance evaluations obtained from reports/position papers with
area, county and institution administrators, and from other pertinent sources which reflect their
understanding of the principles/theories affecting evaluations, so as to recommend changes or
adjustments in procedures/guidelines of the Personnel office governing employee performance
evaluations.

PERFORMiXCE STANDARDS

DESCRIPTIVE:

Conclusions drawn are consistent with given
information.
Recommendations reflect good judgement in inter-
preting/examining the information.

NUMERICAL:

Fewer than X complaints from supervisor per X
recommendations, of error in interpretation of
data, or of inconsistencies between conclusions
and data.
'Recommendations are consistent with all given
data.

PERFORMANCE STANDARDS

TRAINING CONTENT

FUNCTIONAL:

How to impartially examine/interpret data
drawn from communications and observations.
The personnel principles/theories which
govern employee performance evaulations.

SPECIFIC:

The limitations of the personnel rules
governing employee evaluations within which
adjustments can be made.
Knowledge of guidelines/rules currently
governing employee evaluations.

TRAINING CONTENT

1

A:88
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TASK: Nvaluates the feasibility/validity/urgency of special requests from subordinates for time off/
schedule changes /emergency leave/etc., as the requests are submitted, reviewing work schedule,
institutional policy and workload as necessary, and discussing with superior when decision cannot
be made at Ahe unit level, in order to approve/disapprove special requests for adjustment of
scheduled work times. .

I

PERFORMANCE STANDARDS TRAINING CONTENT 1 1

g
4,

1
.

MESOR1PTIVE: FUNOTIONAL:
I-Z (

01

. Adjustments of wcmk schedules are made on an . How to assess requests for changes on a work 9
piindividual basis; individual circumstances are schedule.

carefully considered. . Bow to read/interpret policy statements.
i- . Every effort within institutional policy is made . How to assign priorities to workload, requests =1
It to honor valid requests by subordinates; but from subordinates, etc. :4
I 2, a
I 7.- '

care is exercised to prevent alo* of the .

ltA privilege.
. I. . Situations warranting" consideration which the

worker feels he cannot authorise on his own are
discussed with supervisor.

EMBICAL: SPECIFIC:

18 . 'xi x time, fewer than X number of complaints . Personnel files for each subordinate.
from subordinates about arbitrary rejection of . Institutional policy on special requests con-

__
requests. cerning absence from work/Schedule adjustment.
MX time, supervisor notes fewer than X number a* Attitudes of entire work staff:0 -

..?/ of requests granted that should not have been. . Unit workload. .

0 . Options available.
. Attitudes of supervisor.

-6 .

L PERFORMANCE STANDARDS TRAINING CONTENT
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B. Curriculum Development
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E. Testing /Evaluation
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TASK:ExamineS/evaluates "Individual Education and Training Plans" submitted by caseworkers for State level
approval, checking for completeness and accuracy of tuition and book costs, child care and trans- /
portation expenditures, etc., and noting provision for and specification of local (community and area
programs) resources in order to ensure that plans for this program are completed properly.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

alternative

arrange-

and

training
plan

DESCRIPTIVE:
thoroughly, noting all

omissions, or errors.
or area based

courses of action.

of reports sent to State
are returned because of

. Worker evaluates plans
possible inconsistencies,

. Uses familiarity with community
programs to check for alternative

.

NUMERICAL:

. How to
formats

. How to
resource

. How to
vents

SPECIFIC:

evaluate data according to specific

relate indicated problem to
agencies

recognize reasonable financial
for educational purposes

of resource agencies, area
programs for education
of agency program requiring
of training programs, training

etc.

. In X time, fewer than X%
officials for approval
lack of information, inconsistencies.

s

. Knowledge
community

. Knowledge

. Knowledge
requirements,

PERFORMANCE STANDARDS TRAINING CONTENT
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Rona. F Mair-17-1-7-7-tng. --1

C. E. D. TASK NO.
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Conceives/defines the role of the fostei parint in the Foster Case Program generally, assessing the
needs of children and the capabilities or effectiveness of foster parents, providing guidance mem-
oranda to line supervisors on methods of training foster parents on a routine basis and/or specific-
ally as requested, in order to establish a basis for developing training for foster parents.

O

PERFORMANCE STANDARDS

DESCRIPTIVE:

Demonstrates good grasp of pers3onality theory
and application of practical need of potential/
actual foster children, in conceiving role
responsibilities of foster parents.
Needs of children in state accurately assessed.
Bole of foster parent is realistically defined.

NUMERICAL:

. In X time, fewer than. X number of complaints
from line supervisors about confusion over the
role of the foster parent.

. In X time, fewer than X number of complaints from
supervisor that existing role of the foster
parent is unrealistic, unclear, poorly defined.

TRAINING CONTENT

FUNCTIONAL:

. Knowledge of personality theory as a basis for
solving:problems faced. by foster children and
foster parents.
How to interpolate the general needs of a given
population from statistics and reports.

. How to assess the effectiveness of foster
parents in dealing with specific problems.
Row to define role responsibilities in clear,
concise language.

SPECIFIC.

Specific problems in foster care currently
occurring.
Statistics/reports on foster children/parents/
homes.

. Relationship between central office, line
supervisor, worker, and foster home.
Misting agency definitions/Policy.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Examines and evaluates the purpose/content of a planned training session, comparing current levels
of related staff skills with skill areas likely to be enhanced by training, identifying which workers
will be affected by training and related policy changes in order to establish guidelines for atteno-
dance at. specific training sessions.

PERFORMANCE STANDARDS TRAINING CONTENT
_

,

and

program.

program.

-DESCRIPTIVE:
.

identify the workers who
session.

which workers need training.

per meeting complain that the
to their responsibilities.

by changes in policy/
are included in the

.

FUNCTIONAL:

. Established guidelines
will benefit from the

* Carefully determines
-

NUMERICAL:

, Knowledge of job classifications systems
areas of responsibility of staff.

. How to evaluate a planned training
.

SPECIFIC:

. Fewer than X workers
meeting did not apply

. All workers who are affected
procedures new methods,
attendance guidelines.

. Specific PlArpose of the planned training
. Skills that need upgrading.
. Departmental policy for training attendance.

..

i,
PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Types /prepares a roster of new employees, checking the listing for errore, in order to prepare t
mailing list for the orientation session and to have available the names and number of new employees
attending the session.

PERFORMANCE STANDARDS

FONCTIONLL:

TRAINING CONTENT

.

goals

who have not

_

DESCRIPTIVE:

.

.

listing of new employees.
errors.

time.

of the time. .

prior to orientation

t

. Prepares an accurate
. Carefully checks for
. List is prepared in reasonable

NIRIERICAL:

How to
How to
How to

SPECIFIC:

read.
compile lists.
ire.

.

task contributes to the subsystem,

date when list should be prepared.
to obtain names of new hires

orientation.

.

. Lists axe accurate %

. List is prepared X days
session.

Now the
an objectives.
Time sad
Where
attended

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE: .

TASK: Discusses time, date and subject matter to be covered with prospective speakers for an orientation
session, soliciting firm commitments of time and subject content in order to complete planning for
orientation session.

0
..1.1

a

A

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

for

.

and topics to

and their

4
1.

e.

..,

..f.?

DESCRIPTION:

for each topic.
ample time before the

of time, date and topic.
courteous.

has all the speakers

per session from speakers
sufficient time for

. Selects speakers appropriate

. Contacts speakers in
session.

. Accurately informs person
0 Worker is polite and

NUMERICAL:

. Business protooal for making arrangements
speakers.

. How to be convincing.

. Knowledge of staff development techniques.

SPECIFIC:

. Each orientation session
needed to cover the program.

. Fewer than X complaints
that they were not given
preparation.

. Knowledge of the tentative agenda
be covered.

. Knowledge of departmental personnel
areas of interest/specialty.

.. .

.

.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE: .

-
.

TASK: Determine/decide the impact of new state/federal guidelines or policy upon existing programs,
especially in terms of skills required of service/program delivery workers, reading new directives/
legislation/departmental memos/etc., as necessary, in order tfo coordinate departmental training
efforts consistent with current procedural requirements.

.

PERFORMANCE STANDARDS TRAINING CONTENT
----

pSCRIPTIVE:

. New policy, guidelines,
program areas are carefully
examined.

. New or different skill
workers are accurately

. Worker exercises professional
datermining how exiating
affected.

MEDICAL;

.

legislation in specific
and thoroughly

;
requirements for delivery
identified.

judgement in
programs will be

.

policy, regulations
areas reveals fewer

akills needed by workers

X number of complaints from
training wan superfluous.

.

FUNCTIONAL:

. How to analyze, evaluate data in relation to
a given program area.
How to identify skills/skill levels required.

. How the social service process functions.

SPECIFIC:

. Review of revision in
affecting specific program
then X number of new
not identified by worker.

. In X time, fever than
delivery workers that

. How decisions are made in the department.

. Goals, objectives of each applicable program.
. General training level of workers.
. Where to obtain needed information, who to

contact for clarification.
. Purpose, scope of departmental training efforts.

-

PERFORMANCE STANDARDS
_

. TRAINING CONTENT ___
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TASK: Plans/organizes training manuals and workshops for area/county administrators on employee perfor-
mance evaluations, relying on previously gathered information on the evaluations, their effects on
employee morale/work performance, etc.; using knowledge of the Personnel/Merit employment rules/
guidelines which govern employee evaluations, in order to develop information resources which will
aid administrators in improving evaluation techniques.

.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

DESCRIPTIVE:
.

reflect careful con-
data.
and manuals are

time.

per each manual/Workshop
administrators in improving

within X amount of

are completed within X

.

The workshops and manuals
eideration of all available
The plans for the workshops
developed in reasonable

NUMERICAL:

. Knowledge
ciples,
evaluations.

. Now to
workshops.

SPECIFIC:

of Pereonnel/Merit employment prin-
theories/rules which govern employee

.

plan/organize training manuals and

-

guidelines/procedures in organizing
manuals and workshops.

to include in training manuals

.

.

. lees than X complaints
. that they did not aid

evaluation techniques.
Workshop plans are completed
time.

. Training manual plans
amount of time.

.

Department
training
The information
and workshops.

-

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE: .
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TASK: Consults with /gives advice to agency department heads individually and collectively, regarding
staff development needs, combining like needs, discussing priorities, identifying /pricing out
resources, agreeing upon goals, determing evaluation methods following Federal /agency policy and
guidelines, in order to formulate plans for an-agency wide staff development program.

PERFORMANCE STANDARDS TRAINING CONTENT

devel-

their
program.

from a

further

available

and guide-

objectives.

.

.DESCRIPTIVE:

heads) are able to prepare
staff development

of the worker's recommends-

easy to follow and
the specific work group.

and helpful.
b

consulted with report that
were workable, and made a

to the program.
no more than I complaints

to work with.

FUNCTIONAL:
.

. Co-workers (department
a well-structured, meaningful
program on the basis
tion.

. Worker's advice is clear,
suited to the needs of

. Worder'a manner is pleasant

NUMERICAL:

.

. How to prepare a well-organized staff
opment program.

. How to advise co-workers on organizing
own work unit's staff development

. How to identify/organize salient points
mass of data.

SPECIFIC:

.. 20 of those co-workers
worker's suggestions
significant contribution

. Over X period of timer
that worker was difficult

. Needs of the institution's staff for
education.

. Equipment, time, and funds/facilities
for staff development.

. Knowledge of Federal/agency policy
lines for a staff development program.

. Knowledge of agency unit's goals and

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:

_

OBJECTIVE: .
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.

TASK: Explains /clarifies (in writing or orally) the reasons for rejection of a request to hold a training
meeting, advising requester whether alternative methods of training are available or if modification ,:

of proposal is required, using discretion based upon own assessment of the ability of the requester
to conduct training, making suggestions or explanations, in order to inform the person requesting a
training meeting how proposed training may be best approached.

....
.

. PERFORMANCE STANDARDS 'TRAINING CONTENT
.

.

position . .

position.

training,

.

DESCRIPTIVE:

request is clearly
or suggestions are

in recommendation to

of training techniques,
stated and appropriate

number of complaints are
for training meetings mare

.

lumber of complaints from
for training meetings were

was being offered,
was held.

FUNCTIONAL:

4 Reason for rejection of
explained; alternatives
clearly stated.

. Worker uses good judgment
"Specific persons.

. Suggestions/explanations
approaches, etc., are clearly
to the situation. .

NUMERICAL:

. How to clearly, accurately state a
for a denial.

.. How to supervise/manage.

SPECIFIC:

. Projected training plans of the department,
, Training available in department by

. Lines of resporgability for training.
". Ability of the requester to conduct

facilities availdble to that person..

.

_

.

. In X time, fewer thin X
received that requests
denied without explanation.

. In X time, fewer than X
persons whose requests
denied because other training
that no subsequent training

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Decides upon the scheduling, subject matter and instructors for in-service training workshops, using

own knowledge of staff needs, following State and institutional regulations in order to set up in-
service training workshops relevant to staff needs.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

many

to

training

regulations
training

train-

DESCRIPTIVE:
appropriate, conveniently

to staff.
without conflict.
with State and Federal

-

no more than X number of
on appropriateness of

matter and consistency
regulations.

.1Training workshops are
scheduled and of interest

. Schedules are clear and

. Workshops are consistent
regulations.

NUMERICAL:

. How to'schedule workshops considering
variables

. How to apply State and Federal regulations
workshop situation's

. How to determine staff in-service
heeds

t
SPECIFIC,:. Over X period of time,

compnts are received
workshop scheduling, subject
with State and Federal

. Knowledge of State and institutional
as they apply to staff.in-service

. Knowledge of capabilities and in-service
ing needs of staff

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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TASK: Determines/decides upon appropriate college accredited courses and scheduling for selected staff
members using own knowledge of staff training needs and educational'opportunities available, follow-
ing State and Federal regulations in order to arrange for relevant in-service training courses.

. .

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

courses

regulations

colleges

DESCRIPTIVE: f

and conveniently

with State and Federal

no more than X number of
regarding appropriateness

interest and/or con-
Federal regulations. .

no more than X number of
from participants that

in-service training .

. Training courses are appropriate
scheduled.

. Courses are consistent
regulations.

NUMERICAL:

. flow to schedule college accredited
considering many variables

. Row to apply State and institutional
to course situations

. How to determine staff training needs

. How to discover educational opportunities
available if( the area

SPECIFIC:

. Over X period of time,
complaints tare received
of courses and scheduling,
sistency with State and

. Over`M-period of time,
complaints were received
courses-did not meet their
needs.

. Knowledge of courses available at area

. Knowledge of State and Federal regulations
as they apply to in-service training

. Knowledge of staff capabilies and in-service
training meeds

.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Takes pictures and organizes visual materials using appropriate/required equipment and knowledge of
photography and media development in order to develop media presentation explaining agency policy
or program.

....-

:PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

to use

need

used

DESCRIPTIVE:
standards for clarity, etc.
policy/program accurately.

to policy/program

that material was not
not adequately explain

that presentation

. Pictures meet technical

. Pictures portray agency

. Visual materials are relevant
being described.

NUMERICAL:

. Knowledge
equipment

. Knowledge

. How to

SPECIFIC:

of photography and ability

of media development process
organize data to meet a specific

of specific agency policy/program
of special equipment to be
of agency requirements, specifications,

project

. Less than a% of complaints
appropriate and/or did

-policy/program.
. Less than X number of complaints
was of poor technical quality.

.

. Knowledge

. Knowledge

. Knowledge
for the

...

PERFORMANCE STANDARDS TRAINING CONTENT
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.
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TASK: Composes /writes script to accompany visual materials using knowledge of creative writing and media
development in order to put together media presentation explaining agency policy/program. . /

/

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

.

DESCRIPTIVE:
transmits essential

that ptesentation
policy/program.

that script was

.

.

.

, Script is clear, accurate,
facts and ideas.

NUMERICAL:

. Creative writing skills

. Knowledge of media development processes

SPECIFIC:
. Less than X number of complaints
did not adequately explain

. Less than X number of complaints
not accurate.

. Knowledge of specific agency policy/program

. Knowledge of- agency requirements, standards
for the project

PERFORMANCE STANDARDS TRAINING CONTENT
..._'
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TASK: Records audible portions of program to accompany visual materials, using appropriate/required equip-
ment and knowledge of techniques of media development in order to put together media presentation i/
explaining agency policy or program.

--..--___

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

and ability

be used
standards,

DESCRIPTIVE:
for clarity,

that recording

that audio was
content of presentation.

_

. Audio meets technical standards
synchronization, etc.

NUMERICAL:

. Knowledge of recording processes
to use recording equipment

. Knowledge of media development processes

SPECIFIC:Less than X number of complaints
was of poor technical quality.
Less than X number of complaints
note appropriate to visual

. Knowledge of specific agency policy/program

. Knowledge of specific equipment to

. Knowledge of agency requirements,
for the project

PERFORMANCE STANDARDS _ TRAINING CONTENT
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GOAL: OBJECTIVE!

,-.

.cm
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TASK: Examines/evaluates/discusses with curriculum consultant and teacher-supervisor present curriculum
and objectives of teaching team, in order to determine the appropriate curriculum for the upcoming
school term.

.
.

. PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

and

teaching
curriculums

would meet

i

and the

.

DESCRIPTIVE:
to die curriculum

with the teaching team

curriculums.
the students' needs

no more than X number of
as to the curriculum's .

team guidelines, dis-
curriculum and Learning

to the students

at least X number of
is to start.

. Curriculum is acceptable
consultant and the teacher-supervisor.

. Curriculum is consistent
guidelines.

. Curriculum considers past

. CUrriculum takes into account
and abilities.

. .

NUMERICAL:

. General
teaching

. How to
teams

SPECIFIC:

knowledge of curriculum models
methods

plan curriculums considering
objectives and the existing

of curriculum models which
needs

of school and its needs
of teaching team objectives
curriculum

. Knowledge
the school's

. Knowledge

. Knowledge
existing

.

. Over X period of time,
complaints are received
violation of the teaching
continuity of previous
processes and/or inapplicability
or school.
Curriculum is decided uponCurriculum
days before school term

. .
PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Plans/develops traininorpaograms for workers, consulting with Staff Development workers in the
development of materials, explaining interpretation of appropriate.manuals/acceptable time 1s4;
in client reporting of income changes/desired development of worker-client relationships, in order
to design training programa necessary to reduce error incidence due to manual misinterpretation/
client failure 14 report changes in income.

. .

.

PERFORMANCE STANDARDS .

'FUNCTIONAL:

TRAINING CONTENT

.

in

errors.

.

.

DESCRIPTIVE:
analysis of errors.

deal effectively
areas.
staff (Staff
staff) in program

objectives, Procedures
e clear, consistent,

session, errors due
decrease by, at least,

.

X. number of complaints
sessions

problems.

.

.

. .

. Worker is thorough in

. Training plane developed,
-

with identified problem
. Brakes use of collateral

Development, experienced
development, planning.

. Explanations of agency
to collateral staff ar
penetrating,'to-the-point.'

NUNERICAL:

. Bow to administer specified program.

. How to develop training programs which
deal effectively with problem areas.

. How to identify problem areas in specified
programs.

. How to communicate effectively with
individuals, small groups.

. Bow to pinpoint the cause of errors
specified programs.

. Row to interpret /explain manual material.

SPECIFIC:. In X time, after training
to identified problem

04
. In X time, fewer than

from supervisorp.that,trataing
deal with inconsequential

. Regulations for specific program.
. Sources of information relative to
. How Quality Control establishes errors.
. Collateral staff available for plamiing.
. Lines of agency responsibility.
.. aowledge of agency objectives /S.O.P.

.

.

.

- PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Coordinates/approves/disapproves/modifies training plans submitted by area field assistant, offering
technical advice as requested, or as evaluations of the plan reveal a need, consulting Federal and
State guidelines for training plans and exercising professional judgment in their application, in
order to ensure the delivery of well-planned, pertinent training to employees.

.
.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

training

and

fit

programs

or guide-

programs.

DESCRIUM:
.

components of training
with Federal/State guide-
clarity of purpose and

in offering technical
or alternatives.

professional judgment in
plans.

evaluation of plans
that at least X% meet

meet Federal requirements

number of complaints from
they were unable to

from worker, or

. Worker thoroughly evaluates
plans for appropriateness
lines, effectiveness, and
objectives,
Worker uses good judgment
advice, suggesting changes,
Worker demonstrates good
evaluation of training

NUMERICAL:

How to plan, analyze and evaluate
proposals according to given format.

. How to read/interpret program guidelines/Federal
or State regulations.

; How to state technical advice clearly
accurately.

. How component parts of training plans
together to form a training unit.

SPECIFIC:

In X period of time, subsequent
approved by worker reveals
stated objectives and do
for reimbursement.

. In X time, fewer than X
area field assistants that
obtain technical assistance/advice
unable to understand it.

. Goals, purpose, objectives of training
in the department.

. Applicable State/Federal regulations
lines.

. Departmental guidelines for training

. Time, staff, resources, funding available.

. Options available for training.

.
PERFORMANCE STANDARDS TRAINING CONTENT



www.manaraa.com

CO
Cn

.,J

-4
c=

.-.1.

4
...4

o

W
.-1

0
).,
O

...

0
o
C?

0
>A
4J
U0'I
A0

Data 1People 1 Things Data 1 People I Things 1 Rees. I Math. I Lang.

G. B. D. /
t
TASK NO.W. F. - LEVEL W. F. - ORIENTATION INSTR.

5B 1 2 1 lA 80 1 15 I 5 4 4 r 1 1 4 4.4140.3.. 13

GOAL: OBJECTIVE:
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TASK: Plans /organizes workshops for area and county clerical personnel, working with Staff Development,
and determining appropriate program speakers, tours and overall workshop structure, following
Department procedures for organizing workshops and seminars, in order to develop workshops and
seminars which will provide orientation to area and county clerical staffs about Central Office.

PERFORMANCE STANDARDS
r

FUNCTIONAL:
TRAINING CONTENT

areas to

organizing

in workshops

DESCRIPTIVE:
carefulconsideration

in reasonable time.

per workshop that workshop
personnel with

poor organization/planning.
in x period of time.

.

t

. The workshop plans reflect
of all available data.

. Workshop plans are developed

NUMERICAL:
7ZIT-THan X complaints

did not familiarize clerical
Central Office, due to

. Workshop plans are completed

. How to plan /organize workshops
-

SPECIFIC:
. Basic organization of Central Office
. The availability of speakers and the
be toured

. Department procedures and steps in
workshops and seminars.

. Specific information to be included

.

PERFORMANCE
_

STANDARDS TRAINING CONTENT

.
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I GOAL: !OBJECTIVE:

I
i

I

1

I TASK: Discussion/explains teadhing techniques, on-the-job evaluations with vocational instructors,
1 suggesting areas needing improvement, courses available for further training, changes in methods,

1

new inputs, in order to assist the'vocational instructors in providing better vocational training
for the students.

Data I People 1 Things

W. F. - ORIENTATION

I

I DESCRIPTIVE: .

j Discussions are informative and helpful in
.41 improving

PERFORMANCE STANDARDS

the training programs.
gl . Worker is courteous and tactful when discussing

areas of improvement.
c.
cl . Worker's suggestions of new inputs and changes

LS' are feasible within the institutional setting.

r.

17:

NUMERICAL:
. In g, time, fewer than X complaints from instructors

that the discussions were unclear or that sugges-
tions are impractical.
In X time, instructor demonstrate an understanding
of2216 of the changes/suggestions.

TRAINING CONTENT

FUNCTIONAL; ii
. Current knowledge of changes and new materials

in the vocational training' fields. .
IF.!!

. Basic knowledge of educational methcids/techniqued=<

1.41

!="

SPECIFIC :
. Knowledge of the instructor's weaknesses and

strengths.
. Knowledge of new materials in each specific

vocational field.
Knowledge of related agency policy.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Conducts orientation training session for new/transferred employees, presenting information from
training notes/lesson plan/agenda, encouraging discussion/participation, asking/answering questions,
resolving /coping with problems as they arise, in order to prepare employees to assume new roles/
responsibilities. - .

. .

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

to elicit

a

session.

avert a

.

DESCRIPTIVE:

.

. The orientation sessions run smoothly.

. Worker effectively eliminates problems as they
arise.

. Worker actively encourages participation by all
attending.

1MECRICAL:

. Knowledge
active

. How to
problem.

, Teaching
ob Knowledge

SPECIFIC:

.

of group behavior and how
participation by the group.
make quick decisions to eliminste

skills.
of staff development techniques

of the purpose of the
of the agenda.
of resources available to

situation.

.

.

. trpon review each orientation session meets of
the goals and objectives set for that session.

. Fewer than X complaints from participants that
the session was boring, unfruitftl, not well
planned.

. No leugthly unplanned pauses or interruptions in
any session.

. Understanding
. Knowledge
. Knowledge

crisis

yom.. .----,

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK NO.

4 IA IA BO 5 1 15 2 _$D. E. 4

CTIVEtOBJECTIVE:

TASK:Evaluates the effectiveness of a plan implemented to teach medical knowledge and techniques to various,
nursing staff members, reading care plans and progress notes, and relying on objective test results,
in order to determine how well they understood and applied the information taught.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

results, care

teaching

within
reports.

'

.,

DESCRIPTIVE:
thorough, complete, .

judgement.
with reasonable speed.

of time, 1C7. of staff agree

Evaluatiqns are objective,
Accurate, and reflect good

. Evaluations are completed

NUMERICAL:

. Ability
plans

. Nursing

. How to
techniques

SPECIFIC:

to read and interpret test
and progress notes.

and teaching techniques.
evaluate the effectiveness of

of the information contained
care plans, and progress

of the information taught
to obtain additional needed information.

. Over a specific period
with worker's evaluation.

.

. .

. Knowledge
the tests,

. Knowledge

. Where

PERFORMANCE STANDARDS TRAINING CONTENT_
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GOAL: OBJECTIVE:

111
4

g
cR

TASK: Evaluates the results of previous orientation sessions, applyingkmowledge of departmental goals
and objectives and purpose Of orientation sessions, allotting time and setting up sequence of
activities in order to develop an agenda for the orientation session.

MiSCUPTIVE:

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

for a elmOifi
(1

sessioni

planned
budget,

.

well organized orientation

the goals and objeotives

the results of past orienta-

.

are appropriate and work-

meets .96 of the goals

.

. Plans an interesting,
session.
Covers topics which meet
of an orientation session.

4 Carefully considers
tion sessions.

NUMERICAL:

Knowledge of staff development principles.
. How to plan an agenda appropriate

purpose.

SPECIFIC:

.

.

Won review, X agendas
able in X tiZZ
Each orientation session
and objectives.

. A thorough knowledge of the department's
functions and operation.

. Goals and objectives of the orientation
. Time allotted for the session.
. Knowledge of available support for

activities (i.e. probable speakers,
etc.).

.

PERFORMANCE STANDARDS TRAINING CONTENT
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RESEARCH, STATISTICS AND DATA PROCESSING

(R) 36

A. Planning
B. Developing Methodology' /Instruments
C. Data Collection/Compilation
D. Analyses /Computations

E. Report Writing
P. Data Processing

140
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Lk 90% 5% 1 5% 5 1 1 R.E. 2 riW. F. - LEVEL W. F. INSTR. G. E. D.ORIENTATION TASK NO.

4

GOAL: OBJECTIVE:

TASK: Studies/analyzes recent available information (publications, books, magazine articles, pamphlets,
State and Federal guidelines, etc.) concerning a certain aspect of corrections, in order to formulate/
write a research study, as requested by the legislature or the superintendent, using an extensive
knowledge of the field of corrections and available literature in the field.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Worker assures that study concentrates on correct
=
=1 aspect of corrections.

Worker writes study in a comprehensive, clear,
concise, well, organized manner.

. Study is completed within a reasonable period of
time.

a

0

U0

NUMERICAL:

Superintendent notes that all (100%) of the
research studies concentrate on correct aspect
of corrections.
Superintendent and/or legislators note that
available data was omitted from a study no more
than X times.

TRAINING CONTENT

FUNCTIONAL:

How to conduct/write a research study.
How to analyze a variety of information.
Knowledge of the field of corrections.

SPECIFIC:

Specific topic of research study.
Where and how to locate available literature.
Knowledge of the specific aspect in the field
of corrections for which a research. study
has been requested:

I ri

Ei

PERFORMANCE STANDARDS TRAINING CONTENT
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W. P. - LEVEL W. F. - ORIENTATION INSTR. O. E. D. TASK NO.
4 1 3A 1 lA 40 55 1 5 4 4 1 1 1 4 R.F. 1

GOAL: OBJECTIVE:

TASK: Explains/describes/discusses with members of different units and outside the department, uses/benefits
methods of ADP systems in use, describing systems, and sharing information available, based on own
knowledge of ADP systems and agency S.O.P., guides, and technical manuals, in order to foster cooper-
ation and good rapport between the Data Processing Department and the sections they serve.

PERFORMANCE STANDARDS TRAINING CONTENT
DESCRIPTIVE: FUNCTIONAL:

....g

. orker uses good judgment in selecting materials to . The capabilities of a computer and how data can. O.

1.0

.'/
discuss with the various representatives of the
different units.

be used .

An understanding of interpersonal relationships'

1-1-
0)
0-3

=
t...

. Worker discusses the systems clearly, providing
accurate information in a polite and warm manner.

. How to communicate technical information .

. Efficient uses of data
5;
0.3
$1

=o . Follows proper procedures for interdepartmental

1.-s
communications. SPECIFIC: YIi...,.0

0 . . The type of data processed by the department and o"4
g

NUMERICAL: how it applies to the various sections

co
c . Fewer than X complaints inX amount of time about . Opportunities available for discussing data .

s-0 worker's manner.
. Fewer than X complaints in X amount of time from

processing with sections within and outside the
department

workers in other departments that they cannot under- . Knowledge of procedures for interdepartmental
stand the explanations. communications

. No cases of departments failing to cooperate because
of the worker's methods or attitude, as judged by

0 supervisor.

0
...I
1.0
0

O..^1

PERFORMANCE STANDARDS TRAINING CONTENT
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Data 1 People 1 Things Data 1 People I Things Rees. 1 Math. 1 Lang.

W. F. LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK NO.

4 1 4A 1 IA 1 50 1 45 1 5 5 1 S 1 3 i S R.F. 2

GOAL: OBJECTIVE:

0..

1.5

i'Ll

-i
z

p-a

<
0-

I-,2
ft:

c
.

TASK:Discusses a proposed ADP system with the requester of the system, explaining limitations, gathering
information concerning requester's expectations, and determining needs and objectives for the pro-
posed system, applying own knowledge of agency ADP systems currently in operation and agency needs
and limitations, in order to gain the information to design the ADP system.

PERFORMANCE STANDARDS . TRAINING CONTENT

to gain

to be

ADP systems
in

DESCRIPTIVE:
proposed ADPsystem.
need clarification.

about what is expected.
the proposed ADP system
program desired.

for designing an ADP system
by the final system and how

complaints are received
about the worker's manner

ADP systems designed,
designed do not meet

.

FUNCTIONAL:
. Carefully examines the
. Determines points that
. Asks pertinent questions
. Gets a clear picture of

for designing the exact

NUMERICAL:

. Knowledge of computer operations

. How to design an ADP system

. How to examine a proposed ADP system
all pertinent information

SPECIFIC:
. Knowledge of the specific ADP system
designed

. Who to contact to get exact specifications
for a proposed ADP system

. Facilities available for designing

. Knowledge of agency ADP systems currently
operation

. All informagion needed
i s obtained, determined
it meets its objectives.

. In X time, fewer than X
from program requester
in gaining information.

. Upon review of the final
less than La. of the systems
their objectives.

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

4 1 4B 1 lA 40 F5F5 5 5 1 5 1 5 R.F. 3

GOAL: OBJECTIVE:

t....
A
,...

vs
-is

r-I

tn

-z
ma

TASK: Teaches/demonstrates/explains the operation of an ADP system, describing/discussing how to use the
system, how to find errors, what to expect from the system, etc., based on own knowledge of the
specific ADP system to be used and agency standards and requirements, in order to train personnel
directly involved with the operation of the system.

PERFORMANCE STANDARDS . TRAINING CONTENT

that can
involved with

personnel
level of

the

and forms,
using

DESCRIPTIVE:
of the ADP system accurately,

concerning the system.
courteous.

readily understood by

X% of the workers involved
system are able to

as determined by the

complaints are received
the explanations

or attitude.

FUNCTIONAL:
. Worker explains the use
clearly and comprehensively.

. Worker covers all areas

. Worker is pleasant and

. Speaks clearly and in terms
personnel involved.

NUMERICAL:

. How to describe an ADP system in terms
be readily understood by personnel
the system

. Knowledge of ASP systems and computers

SPECIFIC:
. Knowledge of the capabilities of the
involved with the system (i.e., their
understanding of data processing)

. Knowledge of the specific ADP system
employees will be involved with

. Knowledge of the facilities available
machines, etc., the employees will be

. Over X period of time,
with the operation of tReADP
use the system effectively,
supervisor.

. In X time, fewer than X
that workers did not understand
or about the worker's manner

.

PERFORMANCE STANDARDS TRAINING CONTENT



www.manaraa.com

Data 1People I Things Data I People 1 Things Reas. I Math. I Lang. 1 1

1
, 5B I lA 1 lA 90 I 5 a 5 4 5 I 3 1 4 , R.F. 4

i

W. F. - LEVEL W. F. - ORIENTATION XNSTR. G. E. D. TASK NO.

GOAL: OBJECTIVE: I

TASK: Determines/decides the time required for preparing input information, coding, keypunching, progrkmming
and computer time, relying on past experience and knowledge of ADP system designing, and considering
the present workload in the various sections, in order to schedule these operations so the system
will be completed on time. '

, .

PERFORMANCE STANDARDS - TRAINING CONTENT

DESCRIPTIVE: FUNCTIONAL:
. Accurately determines the amount of-time needed . An understanding of coding, keypunching, pro- E

1., for the various operations for completing an ADP gramming and computer time -
ch

..4

c system. . How to organize data processes sequentially
. The schedule is workable (each operation is in
the proper sequence). SPECIFIC: -

g . WOrker considers. limitations within each of these . The specific information to be coded, key- v:

operations (i.e., other programs which may require punched, programmed and run through the computer 5i

g the same operations). . tnowledge of the workload of departmental coders, Pz
..4 keypunchers, programmers and computersa . .

a NUMERICAL: . The scheduled data for the system completion
,t,' . For each ADP system planned, none of the operations . Departmental S.O.P. for scheduling coding,

are delayed because of impractical scheduling. keypunching, programming and computer time
. iX% of the systems are completed within the

.. scheduled time.
. In X time, fewer than X complaints are received
from the various sections, that the worker has

8 made impossible demands for completing an ALT
system.

0
..-1

J
0
0

PERFORMANCE STANDARDS TRAINING CONTENT I ..

0
. .
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GOAL:

INSTR.

Reas. 1 Math. 1 Lang.

G. E. D. TASK NO.

5 5 F 3 1 4 R.F. 5

OBJECTIVE:

TASK: Discusses/examines problems and progress in the development of an ADP system with other systems
analysts, applying knowledge of computers, programming, etc., and past experience in designing
ADP systems, in order to assist the analysts in solving problems in designing an ADP system.

PERFORMANCE STANDARDS
DESCRIPTIVE:
. Analyzes the problem and logically determines a
solution.

. Carefully discusses with other analysts all aspects
of the problems in designing an ADP system.

. Uses good judgment in determining a solution.

. Worker is warm, pleasant, and courteous in dis-
cussing the problems.

NUMERICAL:
. In X.time, fewer than X complaints received from
other analysts about the worker's manner in dis-
cussing a problem with them.

. Fewer than X complaints in X time about the
suggested solution to the problem not being
correct or appropriate.

TRAINING CONTENT
FUNCTIONAL:
. How to design an ADP system
. A thorough understanding of computers and all
inputs necessary to process data

. How to logically approach a problem and
determine a solution (analytical thinking)

SPECIFIC:
. Knowledge of the purposes bf the department
. Areas which can cause problems in designing
an ADP system

. Facilities available for solving problems

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

3B 1 2 1 lA 50 1 45 1 5 4 4 1 1 i 3 R.F. 6

GOAL: OBJECTIVE:

W.

s-

vI"e4

Fl

2:
i
c
...:

t-1
t

TASK: Questions closely/listens to representatives of a department to find out exactly what information
their department requires for the statistical reports it requested, using own knowledge, agency
policy and procedures and controlling legislation/regulations, in order to gather information
needed to design a questionnaire.

PERFORMANCE STANDARDS . TRAINING CONTENT

the required

supply

for the

question-

DESCRIPTIVE:
obtain All the pertt-

patient, and

information in a reason-

complaints are received
and/or manner of question-

completed in no more than

complaints that informa-

FUNCTIONAL:
. Worker asks questions which
nent information needed.

. Worker questions in a respectful,
intelligent manner.

. Worker obtains the needed
able amount of time.

NUMERICAL:

. How to ask questions which produce
information

. How to question respectfully and courteously

SPECIFIC:
. Knowledge of appropriate person to
pertinent information

. How to gather pertinent information
specific project

. Knowledge of specific purpose of the
naire

. No more than X number of
as to worker's questions
ing.

. Questioning by worker is
X amount of time.

. No more than X number of
tion is incomplete or inaccurate.

PERFORMANCE STANDARDS TRAINING CONTENT I
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Data I People I Things Data I People I Things Reas. I Math. I Lang.

[-I
W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK O.

4 i 4A 1 lA 40 1 55 I 5 5 5 I 3 1 5 R.F.

GOAL: OBJECTIVE:

it

r-1

cr:

-i

t-<
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a

-

TASK: Explains/describes a program design to the computer programmers, applying knowledge of computers
and systems designing, and knowledge of specific system to be implemented, in order to make clear
the design the computer programmers are to follow in writing a program for the system.

,

PERFORMANCE STANDARDS .

.

TRAINING CONTENT

computer

as

programmed
and

)

arranging

DESCRIPTIVE:
accurate.

and speaks clearly.

less than X times about
the worker's manner,

programmers are able
programs without

FUNCTIONAL:
. Explanation is thorough,
. Worker is polite, courteous

NUMERICAL:

. Knowledge of computer programming

. How to exptain, clarify a design for
programmers

. Knowledge of administrative theory/practice
related to ADP analysis

SPECIFIC:

. Computer programmers complain
not understanding the design,
etc.

. Over X period of time, computer
to program X% of the designed
additional data.

. Knowledge of the system design to be

. Knowledge of.the programmers' abilities
capacities .

. Knowledge of Departmental S.O.P. for
for computer programming

fq

PERFORMANCE STANDARDS TRAINING CONTENT
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Data 1 People I Things .- Data 1 People I Things I Reas. 4 Math. I Lang.

W. F. .... LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

4 1 lA V IA 80 1 10 1 10 5 5 I 3 1 4 .F. 8

GOAL: OBJECTIVE:
.

..,

*
u:
I-
CA
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pw:

o

TASK: Examines /evaluates a completed ADP system, reviewing the expectations of the system (the intended
purpOse) comparing with the actual output, based on knowledge of agency expectations, standards,
requirements, limitations, and options available for adjusting and revising specific ADP systems,
in order to determine needed alterations or revisions to meet the intended purpose.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

changes,
system

revising

DESCRIPTIVE:
completed ADP system.

logic when determining
to assure that the

the system is meeting

complaints are received
to meet expectations.

made are determined
inadequate or

. Carefully evaluates the

. Uses good judgment and
revisions or adjustments
system meets expectations.

. Accurately determines if.
expectations.

NUMERICAL: .

. How to evaluate an ADP system

. Knowledge of the effects of various
alterations or revisions in an ADP

. How to correct/de-bug an ADP system

SPECIFIC:
. The expectations of specific ADP systems
. Options available for adjusting and
the system.

. Limitations of the system
. In X time, fewer than X

that the system failed
. Less than X% of the revisions
by supervisor as inappropriate/
unnecessary.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

t
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TASK: Formulates/draws up procedures and schedules for collecting data for routine/special requests tZ7
statistical reports, taking into consideration availability of staff, deadlines for various repzr:s,
and State and Federal regulations, in order to plan for the efficient functioning of office pa:7:z:-
nel for data collection.

I,.

PERFORMANCE STANDARDS .

FUNCTIONAL;
TRAINING CONTENT

are tlear.

the

ane.

and

DESCRIPTIVE:
. The method of data collection is accurate, thorough
and completed with reasonable speed. -

. The procedures and schedules are workable, clear,
and precise.

NUMERICAL:

. How to formulate procedures which
precise, and workable

. How to draw up schedule for organizing
activities involved in making statistical
analysis

. How to supervise personnel efficiently

SPECIFIC:
. Over X period of time, no more than 17. of complaintsi
are received as to the method of data collection.

. Over X period of time, no more than X data analysis
projects are not scheduled to be completed on time.

. Over X period of time, no more than X complaints
from subordinates that the plan is unclear or
unrealistic.

.

. Knowledge of data to be collected

. Knowledge of methods of data collection
staff capabilities

. Knowledge of special statistical reports

. Knowledge of office S.O.P.

. Knowledge of required routine reports
deadlines

PERFORMANCE STANDARDS TRAINING CONTENT
.
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14 T 1 4
TASK NO.

R.F. 10 I

COAL: OBJECTIVE:

Talks with/explains to department heads/administrative personnel regarding data processing techniques
and procedures, drawing upcn extensive knowledge and experience in that area, pointing out how data
processing will benefit/accomodate/operations in their areas, in order to increase their awareness
of data processtmg operations.

DESCRIPTIVE:

PERFORMANCE STANDARDS

Information is accurate, clear, to-the-point,
and delivered in a pleasant, non-authoritarian
manner.
Answers questions thoughtfully and directly,

NUMERICAL:

No more than X complaints from persons talked
with, about worker's manner/attitude in X time.

. No more than X instances when worker gives wrong
information over X time.

TRAINING CONTENT

FUNCTIONAL:

.
. How to impart information in a clear, direct/ Z:1

understandable manner.
Extensive knowledge of data processing/computer

>1

41,,

technology.

SPECIFIC:

. Knowledge of department's data Processing
operations,

. Knowledge of administrative personnel's
department/sphere of operations.

. Benefits of data processing for the specific
departments.

PERFORMANCE STANDARDS TRAINING CONTENT



www.manaraa.com

D. Things Data People Things

w F. - LEVEL

TASK:

W. F. - ORIDITATION
lA 5C96 I 45% 1 596

Rees. Math. Lang.

INSTR. G. E. D.

4 4 1 2 1 4

OBJECTIVE:

TASK NO.

R.P. 11

Consults/talks/discuases with computer programmers and systems analysts regarding the style/format
of coding sheets for new programs, offering advice and suggestions as to format moat easily read/
understood by key punch operators, based on extensive knowledge of data processing operations,
in order to insure that format developed will be most conducive to error-free key punching.

I

141'

r.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Suggestions are valid and well-thought-out, given
in a direct and to-the-point manner.
Worker is courteous, pleasant, non-authoritarian.
Work is sensitive to needs of programming while
making suggestions.

NUMERICAL:

No more than X compla ints are received from key
punch operator that forms are hard to read/under-
stand aver X period of time.

. No more than X complaints are received from
programmers/analysts as to worker's attitude/
manner over X time.

TRAINING CONTENT

FUNCTIONAL:

How to impart advice and suggestions in a
courteous non-authoritarian manner.
Extensive knowledge of data processing
operations, espeoialbr key punching.

. How to develop formats for coding sheets.

SPECIFIC:

. Knowledge of program.

.o-g-programmers and

Departmental S.O.P. relating to coding sheets
key punching.
Knowledge of how programs axe developed -
departmental procedures.
Knowledge of personalities of pr
analysts.

PERFORMANCE STANDARDS TRAINING CONTENT
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Data People Things Data People Things Rees. Math. Lang.

W. F. - LEVEL W. F. ... ORIENTATION INSTR. G. a. D. TASK NO.

5A j lA 1 lA 90 ( 5 1 5 4 4 1 3
-1 5 R.F.12_

GoAL:
. .

OBJECTIVE:

=
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ri

r.<
rt

.

.?.»e

TASK: Designs/writes/composes manuals for coders and keypunch operators clearly explaining procedures,
design and format to follow when coding or key punching for each system, applying a knowledge of
key punching and coding along with requirements for the programming of each system in order to
prepare a guideline for the proper coding and punching of information in the system.

-_. -

PERFORMANCE STANDARDS . TRAINING CONTENT '

to coding

operators

programming

DESCRIPTIVE:
and easy to understand

and easy to understand
for each system.

information the coders
the system.

are received per manual
or the keypunch operators
incomplete, unclear, or

FUNCTIONAL:
4 Composes a clear, readable
manual for coding.

.,Compobes a clear, readable
manual specific for keypunching

4 The manuals cover all the
or key punchers need for

.

NUMERICAL: .

. How to write clearly

. How to compose a manual pertaining
and keypunching

. Knowledge of keypunching and coding

SPECIFIC:
4 The coding and keypunching format necessary

for the specific system
. Knowledge of the coders and keypunch
abilities and limitations

. Knowledge of the requirements for the
of the various ADP systems

4 Fewer than X complaints
from either the coders
about the manual being
difficult to follow.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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INSTR. O. E. D. TASK NO.

3 3 I 2 I 4 ,R.F. 13

OBJECTIVE:

TASK: Examines/evaluates incoming information, deciding which information is sufficiently repetitive to
warrant making a program card and selecting appropriate oolumns and holes to use on the Interna-
tional Business Machine (IBM) card, applying knowledge of computer programming and key punching,
in order to make a program card for key punch operators to use when key punching repetitive
material.

rVR

:71
5

PERFORMANCE STANDARDS

MESCRIPTIVE:

. Program card is accurate and deals with signif-
icant information.

. Worker's program cards enable key punch operators
to work faster.

NUMERICAL:

One program card is completed in X amount of time
. Supervisor notes no useless program cards made

by worker over X period of time. .

TRAINING CONTENT

FUNCTIONAL:

. Knowledge3of computer programming and key
punching.

. Now to make a program card.

SPECIFIC:

. Information to include on the piogram card.
. Now to evaluate specific income information.
. knowledge of specific key punch machine in

which the program cards will be used.

I.

PERFORMANCE STANDARDS TRAINING CONTENT
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f GOAL:

1

TASK:

RilA09aLa I rhinf;$ I Math.
..

W. F. - OR:ENZATIOX MIA. G. E. D. TASK NO.

90% 59 5% 5 ---1 R,F. 14

.ftsmines/evaluates error sheet printed out by computer for new program, devising. methods/operations
to correct these errors, drawing upon experience and. knowledge in computer programming, in order
to debug and verify the program.

PERFORMANCE STANDARDS TRAINING CONTENT

DESCRIPTIVE: FUNCTIONAL:

L, o Errors are corrected accurately and analytically. , Extensive knowledge of computer programming,
. Corrections are consistent. with program objective technology.

1,..4.
....

.1.J

0
. Debugging and verification are completed with

and purpose. . How to correct (debug, verify) errors in
programming.

0.4 C. reasonable speed.

jco NUMERICAL: SPECIFIC:
CJT

1.0

G
. No more than X errors appear on print-out sheet . Knowledge of program being run.

when program is run after corrections have been . Knowledge of procedures for correcting errors
made. in programs.

. Corrections are made in X amount of time. . How to test programs.

1.,

1 .1110
1 PERFORMANCE STANDARDS

irr.
TRAINING CONTENT
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% I 596

OBJECTIVE:

TASK NO.

15

TASK: Devises/sets up flow chart from information received from systems analyst, showing the logical flaw
of activity to reach specified objective, using knowledge and experience in computer programing,
in order to prepare a computer program for a purpose specified by systems analyst.

PERFORMANCE STANDARDS

DESCRIPTIVE: MOTIONAL:

a'
..c.) . Plow chart is practical, logical and completed . Row to think logically, evaluate data

1-1 13

within a reasonable amount of time. objectively.

oa . Objective is reached in the most direct wear . Extensive knowledge of computer programing.

iNA 7.1
possible.

a. i 0
01 1:4 NUMERICAL: SPECIFIC:=

I8
es

. Supervisor notes no more than X instances where . Knowledge of objective of program proposed by
Lo.

flow chart is inaccurate or impractical. systems analyst.

_
. Plow chart completed within X amount of time. . Knowledge of S.O.P. relating to having program I

approved.
. Knowledge of purpose, goal, objectives of data,'

0
..4 processing unit.

(.2
1L

TRAINING CONTENT

1 0 1

I:4
i

I

0
I

IF
I

i

I PERFORMANCE STANDARDS TRAINING CONTENT



www.manaraa.com

l_prita 1 People 1 hinge Data -7 Pc.opLe 1 Things r Roan. 1 M:::117:1--Thg.

I
W. F. - LEVEL W. F. - ORILN7ATION -INSTR. I C. E. D.

1 4 1 21 1
1A 1-56A-1 5M3 4

GOAL: OBJECTIVE:

TASK NO.

R.F. 16

TASK: Translates, from systems representations, each functional box in a previously developed flow chart
into the exact instructions needed to carry out the functions noted, determining specific storage
locations for the various factors involved, using the "Cobol" language and various reference books
in order to develop a program enumerating the steps necessary to achieve a specific operation.

6-1

.C1

PF.RV OFa;NCE STANDARDS

DESCRIPTIVE

Worker uses the correct computer language and
coding information.
Program is consistent with the information on the
flour' chart.

NUMERICAL:

. When tested, no more than X errors are found in
X period of time.
Program for one operation is completed within X
period of time.

PFRITYPNAZ.C,

; TRAINING CONTENT

FUNCTIONAL:

. Extensive understanding of computer programming

. "Cobol" computer language.

. How to translate flow charts/information into
a detailed sequence of steps.

. How the specific computer operates.
. Time frame for the task. -

. Nature of the specific problem (operation).

41
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) ...4 TASK NO.

R.F. 17

,-..

..1

Pil
pos

C.e.

1.4Z
..ki
o
.

L 3B
u u 1 909CE 59T-1- 596 r 3 1-11 2

1

.

C
,

OAL: IOBJECTIVE:

1

.

j .

TASK: Codes/converts developed computer program into "Cobol", lising coding sheets and knowledge of
"Cobol", in order to put program into language computer can utilize.

FEM:OICAANCE STANDARDS TRAINING CONTENT

into

and technol-

sheets
etc.

DESCRIPTIVE: FUNCTIONAL:

. Coding is accurate and completed in a reasonable . Row to use Mao]." - translate programs
amount of time. "Cobol".

. Coding sheets are neat and legible. Siiow ledge of computer programming
Ogr

NUMERICAL: ( SPECIFIC:
$

1

. No more than X coding errors per program. 1 . Knowledge of program to be coded.
,

. Coding is completed in X amount of time. ; . Knowledge of S.O.P. relating to coding
routing procedures, location of supplies,

. Knowledge of department's computer.

I
I,
:

. .

i

PERFORMANCE STANDARDS TRAINING CONTENT II



www.manaraa.com

.4.,

...,

o
7.7J

-.c
o
-,4

i.1

m
.0
0W
i.;

1-rs

18

11

....

4.,

00
....,

.0
10
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3 r 2 3

TASK NO.

R.F. 182 1 lk I lk 7596 I 596 I 2 2

COAL: OBJECTIVE:

,,

A
9

:.-.0

m
vi

5e
.s.,

1

0
.

TASK: Records tape reel number onto programmer flow chart, referring to tape log book, in order to inform
tape librarian which tape is to be pulled for program.

PERFORMANCE STANDARDS i

FUNCTIONAL:

TRAINING CONTENT

prcciam-

flow chart.
in log

are to

DESCRIPTIVE:

1

1

1

I

i

recorded.
and in the correct 1

spee d..

1

i

f

where number was 1

/over X. period of time.
f

from tape librarian
illegibly or in the ;

of time. .

!

i

t

;

,
,

,

f

1

.

. Correct tape number is

. Number is recorded legibly
place and with reasonable

NUMERICAL:

. How to record numbers.
O Familiarity with computer technology,

mixig, etc. .

SPECIFIC

. No more than X instances
recorded incorrectly

. No more than X complaints
that number was recorded
wrong place in 1C period

. Knowledge of routing procedures for
. Knowledge of how to find tape numbers

book.
. Knowledge of flow chart - where numbers

be recorded, etc.

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. V. - ORIENTATION NSTR. G. E. D. TASK NO.

2 C U. lit 906 5 96 F-596 2 j 2 n 1 2 R.F. 19

GOAL:

.
.

OBJECTIVE:

lai

°

. -

TASK: Writes new key punch directions into notebook upon instructions of supervisor, in order to maintain
an updated set of key punching directions (correct column to use, information for specific assign-
ments, etc.) for reference.

PERFORMANCE STANDARDS
1

TRAINING CONTENT

in notebook

DESCRIPTIVE: I

and kept up-to-date.
time from more important
notebook.

X times in X amount of

to be legible and up- .

times over X period of time.

(

.

FUNCTIONAL:

. Notebook is neat, legible

. Worker does not take
activities to update

NUMERICAL:

f

. Row to write neatly/legibly.
Now to follow installations.

SPECIFIC:

Worker updates notebook
time.
Supervisor finds notebook
to-date X number of

. Instructions not presently included
. When/how to update notebook.

i

.

. .

1 PERFORMANCE STANDARDS TRAINING CONTENT
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TASK O.

2 R.F. 20

OBJECTIVE:

Assigns duties (batches)
schedule, and ability of
in policies, procedures,

-II. Work is distributed fairly, efficiently among

DESCRIPTIVE:

subordinates.

II

Directions given are easy to follow, clearly

wi stated.

1,1

s.

-1.

NUMERICAL:
g

. All work assignments 'are made within X time of
.

receipt.
. No more than X complaints in X days that a top

priority assignment was neglected.
. Subordinates are notified of changes in policies/

procedures within X time after worker receives
notification of them.

to key pune. and verifier operators based on priority of work,
each operator, giving direction and notifying operators of any
in order to distribute the flow of work among subordinates.

PERFORMANCE STANDARDS

work
change

0

TRAIN/NG COMM

FUNCTIONAL:

. Knowledgiof computer technoloy

. Supervisory skills.

SPECIFIC:

. Work priority, work schedule, mid ability of
each subordinate.
Changes in policies/procedures subordinates'
work habits and personalities.

al

PERFORMANCE STANDARDS TRAINING CONTENT
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1 F. 21

OBJECTIVE:

TASK: Operates (starts/stops/adjusts) printing machine, wiring and inserting.board for information desired,
setting hanraerlooka and zero suppressers as needed, and placing cards into feeder in order to
receive a print-out of desired information (movement lists in institutions, etc.).

PERFORMANCE STANDARDS

DESCRIPTIVE:

Board is wired correctly.
Hammerlocks and zero suppressors are set
correctly.
Correct cards are fed into machine.

1121

Machine is operated efficiently and
economically.

P11

i NUMERICAL;

set

It
sv
ic
0

1

. Print-out contains no wrong information due to
improperly wired boards over X time.
Correct print-out is obtained at least Do6 of
the time.

TRAINING CONTENT

FUNCTIONAL:

How to operate printing machine.
Familiarity with computer terminology.
Familiarity with computer technology.

SPECIFIC:

Knowledge of how task contributes.to subsystem
objective.
How to wire boards for desired information.
S.O.P. for wain g machine - signing in and
out, etc.

KI

PERFORMANCE STANDARDS TRAINING CONTENT
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. rtt. OBJECTIVE:

e
7-1

rt.
L01.'

0

TASK: Types information onto computer cards using keypunch machine, referring to specific forms submitted
by other offices in order to produce information in a form which can be used by a computer.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Information is typed correctly.

. Cards axe punched in a reasonable amount of.time.

. Maine is operated in an efficient and
economical manner.

NUMERICAL:

. No more than X errors axe found per 100 cards
punched.
Worker completes X cards in X amount of time.

FUNCTIONAL:

. How

. How

TRAINING CONTENT

to operate keypunch machine.
to transfer data from One form into another.

"
SPECIFIC:'

. Knowledge of forms submitted. by other offices -
information to transfer.

. Knowledge of location of supplies - extra cards,
etc.
Knowledge of how task contributes to subsystem
objective.

PERFORMANCE STANDARDS TRAINING CONTENT
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PROGRAM AREAS

(PA)

A. Adoptions 11
B. Group Work 12

C. Protective Services 25
D. Homemaker Services 7
E. Day Care /Child Development 31
F. Family Counseling 21

G. Foster Care 40
H. Recreation 7
I. Clinical Services 2

J. Juvenile Court 25
K. Corrections 47
L. Mental Health 25
M. Rehabilitation 5

Total 73$

124
*s.



www.manaraa.com

.

. ".
-

u . s
- . . 1 to , ;

. 7. ...a.m. ma , eon ww .- ... a

4 ; : 4
um.

E. D. ;

1 4 1F.A.A. 8

Exchanges information on legal adoption requirements, using letters and phone oalls, with agencies
in other states according to the Interstate Compact on Placement of a Child and the State's adoption
laws, to ensure that adequate plans are made for anagramming from one state to anothei.

ZESCNIPTIVEs

PERMA4.7:.= SlANDARDS

. Worker's information is accurate and complete.
. Information is sent promptly.
. Worker's plans are consistent with laws.

NUNERICAL:

Over X period of time no more than X number of
adoption cases are delayed due to poor planning
and. /or illegalities.

. Worker sends information to other states and
agencies in time for them to benefit by it.

?ERFOR":='.E STANDAnS

'MANI= CONTENT

FUNCTIONAL:

P.:

. How to write business letters and mike business
phone calls.

. How to request needed information.

. How to logy legal requirements to specific
situations.

SPECIFIC:

. Knowledge of State's adoption laws.
Knowledge of the information needed for this
specific case.

. Knowledge of content of Interstate Compact
on Placement of a Child..

TRAINING CONTENT
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the suitability of child for placement in adoptive home following agency guideline) /pro-
cedures /examines the evidences of adjustment or maladjustment through observation mid general super-
vision (i.e., counseling with adoptive parents and child, supportive services) relying on knowledge
of human behavior, observations, judgement, in order to determine whether or not to recommend ap-
proval of the adoption at the end of the specified time period.

DESCILIPEIVE:

n3i7C3..1.7KCF. Set=4RDS

. Recommendation for or against adoption is based
on thorough and objective consideration of the
adjustment of both child and adoptive parents
to the placement.

. Counseling and supportive services are offered
to both child and adoptive parents as &means of
establishing the feasibility of the relationship.
Observation /supervision of the placement is
unobtrusive and courteous, yet thorough and
sensitive.

NIPERICAL:

In X Use, at least 316 of worker's reconstendar
bons fsm.adoptioupare approved by the court.

In at least of cases, worker is supported in
his recommendation against adoption by super-
visor's independent review.

FMK:MANCE STANDARDS

TRIXININC CONTEre

FUNCTLONAL:

. How to evaluate the readiness of child and
adoptive parents for finalisation of adoption.
How to provide general supervision of adoption
placements.

. How to provide counseling to determine if
problem areas are temporary in nature or more
serious.

SPBCIFICs

. Background situation of child/adoptive parents.

. Policy of agency toward adoptions.

. What alternatives are open for. the dhild.
What resource persons/agencies are available
to worker.

T..1.AINING CONTENT
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Talks with/discusses the purpose and philosophy of adoptive services with a couple/individual, who
have expressed an interest in adoption but are uncertain of their own situation, needs, expectations;
or motivation for applying for a child, relying on own knowledge of Federal/State adoption regula-
tions and procedures, and alternative methods/resources for dealing with problems of prospective
adoptive parents, in order to suggest other, more appropriate methods for this couple/Individual to
meet their needs.

PEWAM;-.NC,E STi.NDARDS TRAINING CONTM

DESCRIPITM;

. Discussion is clear, worker answers questions
accurately.
Worker uses tact when talking with the couple/
individual.

. Worker's suggestions for alternate plans are
helpful, realistic, and tailored to each
situation.

. ,

NUMERICAL:

: % couples /individuals over X period of time
pursue alternative plans/methods after talking
with worker.

% couples/individuals talked with over X
period of time report that worker's manner was
pleasant, not overbearing.

FUNCTIONAL;

PF.RFOR>14Z;C STANDARDS

Knowledge of human behavior.
How to convince a person to change his mind on
a subject without offending him.
Typical motivations and expectations of persons
applying for adoption.

SPECIFIC; 1

How to determine when a couple/individual is
uncertain of their reasons for wanting to
adopt a child.
Resources/methods other than adoption which
would benefit the specifi couple/individual.

.Knowledge of federal and state adoption
regulations and procedures.

1

TRAINING CONTENT [
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:z:: Leads/directs discussion among group of prospective adoptive parents, focusing attention on the
parental role and community reaction to adoption, using case histories of adoptions and lmowledge
and experience in the adoption field, in order to encourage group members to express their feelings
about adoption as well as increase their understanding of the parental role in adoptions.

DESCRIPTIVE:

Worker is conscientious in encouraging each
group member to contribute to the discussion.

. Discussion is to the point and stimulated at
appropriate times by worker.

f-J
. Information dispensed is timely and accurate.

3

iEi

i

NUNNRIOAL:

At least of group members report that
discussion vas helpful, interesting.
No one complains that their viewpoint/comments
were ignored during the meeting.

TRATN.T.= COMTENT'

MOTIONAL:

. Knowledge of the parental role in adoptions.

. Knowledge of the role of social worker in
adoption proceedings.
How to lead/stimulate discussions about
adoptions.
Skill in interpersonal relationships.

SPECIFIC:

Knowledge of group members - personalities,
hang upa, etc.

. Knowledge of sequence of events in adoption
proceedings.
Knowledge of departmental philosophy/Policy
concerning adoptions.

E:(1,":;11>LNY.C.E S l'ANDARDS TRAINENG CONTENT

V.
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i = OBJECTIVE:

i

Contacts relativegifriendsineighbors of an uncooperative client, discusses with them the client's
need for services; explaining the situation, the client's reaction to assistance, suggesting
ways contacts can provide assistance and possible alternatives plans in order to elicit
assistance from relatives/friends/neighbors in providing the needed care and services for the client.

t

PERFCRNANCE STANDARDS

DESCRIPTIVE:

. Worker clear/7 states the client's needs
and suggest how interested persons can
provide assistance.

. Worker encourages contacts to help client.

. Works for the best interests of the client.

. In X period of time 196 of contacts agree to
assist worker in persuading the client to
accept needed came and services.

. In X time, fewer than X complaints about
worker's attitude.

1

i

1

PERFCMANCE STANDAL S

TMTNING 0): CENT

PGNCTIONAL:

Knowledge of human behavior and how to
foster cooperation.
Communication skills
How to select pertinent information.

SPECIFIC:

Specific attitudes of client and contacts
about public assistance and service.

. Thorough understanding of the client's
woblem.

. Who to contact for assistance.

TRAIN=G

$;
i :mss

I^
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OBJECTIVE:

%No mr w.

:As.<

1P.A. C 9

=1

Discusses reasons for removal of child with parent(s), stating/explaining action, allowing the
I

4

parent(a) to express feelings and encouraging them to ask questions about action following agency
policy and guidelines and applying own knowledge of behavioral science and pertinent law in order

i

to assure that they understand actions/reasons actions were taken, and establish a basis for
1

subsequent contact for development of a service plan/contract.
i

PERFORMANCE STANDARDS TRAINING CONTEKT

liESCRIPTP7E:

. Worker's statements are clear and concise.

. Worker's manner is understanding.
Information is accurate, complete and
pertinent.

I 3:
-1

14

NUMERICAL:

Establishes basis for subsequent contact
in all (100%) cases.

. No more than X valid complaints received
in X period at time about worker's attitude/
manner.

FUNCTIONAL:

. Verbal and non-verbal communication
Knowledge of behavioral science.

. Knowledge of motivational theory and
techniques.

. Knowledge of court procedures.

SPECIFIC:

Knowledge of agency policy and guidelines.
. Awareness of community standards and

attitudes.
. Awareness of cultural and ethnic group

patterns as related to the community.
. How to deal with hostilities.

l,."

=

!

111 i PERPORMkNCE STANDAE S TRAM= =TENT

-
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05JECTIVE:
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a

1E1
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n

.

Talks with/discusses with law enforcement agency situation concerning child(ren) in residential
care/foster care facility, describing situation as necessary, following agency policy and guidelines,i.

4 >1:in order to inform/seek assistance in cases.of runaway child(ren).

DESCRIPTIVE:

PERFORMANCE STANDARDS

. Wrotker's statements are clear and concise.

. Information is accurate, complete and pertinent.

NUMERICAL:

. Assistance of law enforcement agency is sought in
at least X out of X cases involving runaway
children.

. No more than K valid complaints received within
Isonth period about wcmker's manner /attitudes.
All pertinent information is given.

TRAINING CONTENi

PDNOTIONAL:

. Verbal communication skills.

. How to select pertinent information.
How to organize information ind presentation.

. How to ask questions in clear and concise
manner.

Knowledge of agency policy and guidelines.
Knowledge of community resources.

. Understanding of ethical considerations in
relation to utilization of information.

I

PERFORMANCE STANDARDS TRAININO CONTENT
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Evaluates/assesses urgency of protective service referral, judging circumstances reported according
to agency emergency guidelines, in order to decide/determine whether case requires emergency or
routine handling.

I

W.,
s

PF.171.37.11.A.::CE STANZA:1MS

ESCRIPTIVE:

. Assessment As thorough, accurate.

. -Assessment is completed within reasonable length
of time.

NIRCRICAL:

Assessment is completed within X. hours of
knowledge of crisis.

. Determination is appropriate in X out of X cases.

r.-
PERFORM&NCE STAND:AL S

T2AiN=1 CCr.:=1:

FUNCTIONAL:

. How to select pertinent information.
. Row to organize information.

How to evaluate data in relation to specified
criteria.

SPECIFIC:

Knowledge of agency emergency guidelines as
they relate to the task.
Knowledge of protective services.

TRATX:!..1
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'OBJECTIVE:

Talks with/discusses with individual the service(s) required for his protection and the necessity
for the service(s)/possible consequences of refusing the service(s), in order to help individual
understand the importance of receiving services) /persuade individual to accept the service(s).

,=#

s.1!
5,-

TA
i 7'
r.1

- l'ERFORNANCE STANDARDS

DESCRIPTIVE:

. Statements are clear and concise.

. Information is accurate, complete,

. Perceptive,. self-uxiderstanding.

NINFAICALI

Pertinent.

Discusses situation with individual in all (look
Protective Service cases.

. Discussion is held within X hours of knowledge of,
crisis.

. No more than X valid complaints received within
X period of time about worker.

TZAIMIG :'=ENT

FUNCTIONAL:

. How to select pertinent information.

. How to organize information.

. Knowledge of helping process.

. Knowledge of human behavior.

SPECIFIC:

Knowledge of agency guidelines as related to
task.

Knowledge of agency/community- resources and
services.

Knowledge of cultural and ethnic patterns as
they relate to community- and individual.

:91

.

;

I i

I

PERSMANCE STAT S TRAIXIXG CO&TENT
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Explains/describes a client's domestic problems and community adjustment problems to school
officials, encouraging them to support the client in his efforts to get an education, clarifying
the client's point of view toward specific school situations, in order to persuade them to allow the
client to' remain in school.

PER7ORMANCE STANDARDS

DESCRIPTIVE:

. Worker's statements are clear, persuasive and
convincing.

. Information is accurate.

. Worker demonstrates his ability to see both
sides of the problem and arrives at a solution
that appeals to both parties.

. Worker is persistent in his advocacy for the
client.

NUMERICAL:

. Over 3:period of time, 296 of worker's clients are
allowed to stay in school.

. Over X period of time, at least 36 of clients, in
a survey, report that ,they felt worker helped
them in their cogaunicatica with school officials.

FUNCTIONAL:

How to persuade officials to change their
minds about the proper treatment of an
individual student.
How to explain another person's home life and
community adjustment problems.
Problems faced by school administrators.
Knowledge of human growth and development.

SPECIFICt

Difficulties that the student has been having
at school, etc.
The school's present decision regarding the
student.

PERFORMANCE STANDARDS TRAINILC CONTENT
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I

I

I :ASX: Encourages /persuades parents or guardians of the child to sign a release form permitting removal.
. of the child from the home in cases where other living arrangements seem more appropriate to the

. ; ichild's welfare, explaining the purpose of the removal and the terms of the release agreement,

.

i

following agency S.O.P., in order to obtain authorization for subsequent removal of the child from ,
,

, the home.

C3JECTIVE:

I

i=t
1=9
9 7
1=1tl

E..

I It ;

1-0

PERFORMANCE SV.NDARDS

DESCRIPZIVB:

Worker frankly, accurately explains the purpose ofj

the removal, conditions of the release agreement.
. Worker is persuasive, professional, courteous in

manner and attitude.
. Every attempt is made to enlist the support of

the parents in the resolution of problems.

NUMERICAL:

. In X time, fewer than X number of parents claim
that they did not understand what they signed.

I
. In X time, worker gets a voluntary release fora

signed for at least A6 of children removed from
their homes.

1 I
.1 g

e!

I

TRAwrc COnTEN?

FONCTIONAi:
I

.:iHow to enlist the support of parents in a
crisis situation. t?V

. g.. iiiHow to be supportive, persuasive, encouraging.

. How to clearly, accurately explain the purpose/ :"...
conditions of an agreement.

SPECIFIC:

. Terms of the release agreement.

. Who can sign agreement.
Why the child is removed, agency services
are available to support dhild/family.

. Agency policy on child removal.

PERFORMANCE STANDARDS TRAIN= COeTETE

that I

I

1 I
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Evaluates/observes the services/facilities offered by various institutions
client/Client's family in relation to the specific needs of the client, in
client/client's family, appropriate placement for the client.

P.A.C. 15

or group homes with the
order to decide with the

PRFORMANCE STANDARDS

1,

. ito*er is comprehensive, interested in client's
situation.

. Decision is consistent with evaluation results.

:-
r&
;

3 Z.:

IC

I

i-
f

IZ

I g

8-
PERFORMANCE STANDARDS

DESCRIPTIVE:

NUMERICAL:

. Worker always involves the client and/or his
family in the decisimaluadmeprocess.

. Supervisor notes that worker overlooked &possible,
resource no more than X times in :X period of time.'

. Independent evaluation by supervisor reveals that
agreed upon placement was uusatisfactory/Inappro-
priate in a of the cases reviewed.

T: A7 CCNTI-ST

FUNCTIONAL:

. How to evaluate institutions in relation to
specific client needs.-
How to involve clients in the decision making
process.

SPECIFIC:

Specific needs of the client.

Institutions /group homes available to deal with' h
client's specific problems. I

. Location of the institutions/group homes.
I

I I

1 iTRAINING CONeENT
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1 'P.A.C. 16

:OBJECTIVE:

Advises/discusses with complainant the court process and the reason/necessity for the complainant
to testify, as well as his legal rights and responsibilities, relying on own knowledge of law
and the court process, in order to insure that the complainant understands the need for his
testimony and obtain his cooperation in the court hearing.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Worker.is understanding.
Workerts statements are clear and concise.
Information is accurate, complete and
pertinent.

NUMERICAL:

Complainant is informed in all (100%) cases
and cooperates in at least X out of X cases.

. No more than X valid complaints received
within X period of time about worker.

TRAINING CONTENT

FUNCTIONAL:

Verbal and non-verbal communication skills.: 31

. How to select pertinent information. .41

., How to organize information and presentation. 1:9
Knowledge of motivational theory and
techniques.
How to relate to people.

. Tim to make person realize responsibilities
and ramifications of his actions.

. Understanding of ethical considerations in
relation to utilization of information. .

SPECIFIC:

. Knowledge of agency policy and guidelines;

. Knowledge of law and court process.

. Awareness of community standards and
attitudes.
Awareness of cultural and ethnic"group
patterns as related to community.

PERFORMANCE STANDARDS TRAINING CONTENT
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OBJECTIVE!

Talks to/explains to Juvenile Department representative the facts' concerning reported cases of
child abandonment or suspected child abuse and/or neglect, in order to request that a detaining
order be issued.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Worker's. statements are clear and concise.
Information is accurate, complete and
pertinent.

NUMERICAL:

Request for detaining order made in all cases
where detention is indicated.

TRAINING CONTENT

FUNCTIONAL:

Communication skills.
. Row to select pertinent information.
. flow to organize information.

SPECIFIC.

. Knowledge of agency policy andguidelines.

. Knowledge of law and legal process..

TRAINING CONTENT
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OBJECTIVE:

Phones appropriate law enforcement agency to, convey information about a reported case of child
abuse (Alen known facts indicate that there is reason to believe abuse has occurred), following
agency policy and procedures, in order to request their assistance and cooperation.

4

PERFORMANCE STANDARDS

DESCRIPTIVE;

. Worker's statements are clear and concise.

. Information is accurate, complete and
pertinent.-

. All pertinent information is conveyed.

NUMERICAL:

. Suspected abuse is reported in all (100%)
cases.

:TRAINING CONTENT

FUNCTIONAL:.

How to use telephone.
Verbal communication skills.
How to select pertinent information.
How to organize information.
How to make judgments and decisions.

SPECIFIC:

. Knowledge,of agency policy and guidelines.
Knowledge of legal process.

>-`

z

V

ti

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:

%

OBJECTIVE:

.

>v
z
,-1

I-

:fa

I

.-

C23

'&4

:-

7.:

,

TASK:. 1)repaxesisuhmits to appropriate law enforcement
suspected child abuse previously reported by telephone,
oral report in accordance with agency policik and

agency a written report concerning each case of
in order to document and confirm the

procedures.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

guidelines.
.

DESCRIPTIVE:

clear and concise.
complete and

in all (100%) cases.
deceived about worker

is included.

.

. Report is well written,
Information is accurate,
pertinent.

..

NUMERICAL:

. Written communication skills (basic
grammar and punctuation).

. How to select pertinent information.

. How to organize information.

SPECIFIC:

Written report prepared
No valid complagpts
and/or reportse-f

. All pertinent information

.

.

. Knowledge of agency policy and

.

.-

/
PERFORMANCE STANDARDS TRAINING CONTENT .
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Explains/documents/describes to law enforcement officers/county attorney/court judge the urgency of
a child's situation' exercising judgement in the selection of resource and the description of the
situation. based on own assessment of the case in order to obtain legal assistance/authority for the
immediate removal of a child from his home when child's health is endangered and parent/guardian
refuses to sign a release agreement.

1 1 4 P.A.C. 20

na;rnr,MKCE ST=ARDS TRAINING CONTENT

DESCRIPTIVE:

Worker describes situation briefly, but accurately'
and objectively.-

. Worker uses good judgement consistent with case
urgency in selection of source of assistance.

BUICRICAL:

In X time, fewer than X number of statements made
to law enforcement officers, judges, county
attorneys cannot be substantiated.
In X time, fever than X number of requests for
assistance in removal of Child are determined by
supervisor to have been premature/unfounded.

FUNCTIONAL:

How to describe the situation in quasi legal
terms.
How to convey the urgency of the situation.
How to describe a situation clearly, briefly.

SPECIFIC:

Agency policy, procedures for obtaining legal
assistance for child removal.
Local law enforcement officers' county
attorneys, and judges.
Legal base/justification for removal. of child
from home.

1

1

47.1

PERFOaMANCE $ TANDARDS TRAINING CONTENT
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i

- j .
As: Observes/examines the facts pertaining to a situation resulting in a protective services complaint/

request for protective services, talks to all the principals, examines such physical evidenoe of
abuse/neglect as is present, exercising discretion within legal restrictions and agency policy in
order to determine how the child is being affected by the situation.

PE

DESCRIPTIVE:

Worker is tactful, courteous Imam, but is firm,
objective, professional in his approach to the
problem.
Observation of family relationships, (evidence
of neglect of one or more of the children), is
thorough and reasonable.
Observation is conducted as quickly after report
is received as is reasonably possible.

EUNERICAL:

In X time, supervisor's review of worker'.
.- findings results in agreement at least g of

time.
In X time, worker exceeds legal bounds, agency
policy fewer than X number of times.

1.-a!

TRAINING CONTENT

IMMORAL:

How toassess family dynamics, interpersonal
relationships during crisis periods.
How to make general examinations/observations.
Haw to note obvious medical injuries/deficien-
cies that warrant more extensive medical exam-
inations.
How to interpret legal/agency documents.

SPECIFIC:

Legal /agency policy that relates to protective
services.
Procedure for medical examinations.
Procedure that must be followed after receipt
of a complaint/required for protective servicea.1

;

PERrOY.A:;CE STANOAROS TRAINING CONTENT

I
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Writes /dictates a report identifying the principals of the investigation; nature of the complaint;
mature, extent, and cause of the child's injuries, if any; identity of person(s) responsible; and
such other information as personal judgement and training indicates, in order to accurately describe :
the situation as it was found to be at the time of investigation of a report of child abuse, neglect, 1

abandonment, or dependency.

itESCRIETIVEs

PE:"...:(4:::An.2"FfANDARDS

1

TRAINING CONTENT
!

Report accurately describes worker's evaluation i

of the situation.
Report is brief but thorough, clearly stated.
Worker uses good judgement in deciding whether or
not additional information will contribute to the
reader's understanding of the situation,

BERDIRICAlas

. In I time, fewer than X number of erroneous
statements* irrelevant data in reports.

. In X time, fewer than I number of complaints
about vaguenessest lack of clarity in report.

. Report is completed in X amount of time after the
investigation.

r PEAFMAANCE F,ANDAROS

FIDICTIONALt

How to write/dictate a report clearly.
Row to interpret own evaluation for other
persons.
Row to describe pbysical'or emotional injuries
or damage.
Row to use dictating equipment.

SPECIFIC:

Information required in the report.
Who will read the report, how it will be used.
Agency policy for protective service investi-
gation.
legal restrictions, liability.
Style, forms to be used for report.
Use of agency dictating equipment.

TaAINING CONTENT

*t
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Contacte/informs client of complaint, talks/listens/asks and answers questions about alleged

1.0

14;ab

complaint, in order to gather information to be used in assessing the validity of the complaint.

ISSCRIETIM

1

STVD,InS

Worker is courteoue/Understanding/tactrUl.
Worker is articulate, statements are accurate/
clear/concise.

PRINNRICALs

'Less than .0 of clients complain about worker's
attitude/manner.
Worker must recontact client for fur her informa4
Lion in less than ],g6 of cases.
Less than ],g6 of materials gathered for assessing
complaint are proven invalid /inaccurate /incom-
plete.

TRAINING CONTENT

FUNCTIONAL:

Ability to confront.
Communication skills.
Skill in interpersonal relationships.

SPROZIPICs

Knowledge of the specific complaint.
Knowledge of case history of client.

P7RrOr.:::.NCE STANDARDS TRAINING CONTENT
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;LTECTIVE:

itiamines/aasesses an adult's situation upon receipt of complaint or referral, visiting him/her in
his own home, considering whether he/she is able to act on his own behalf, is neglected, exploited,
or living inmates or hazardous c9nditions, relying on previous experience and knowledge of agency
standards for evaluating protective services cases, inorder to determine the validity of the
complaint or referral.

111b3CRIPTIVE:

SnNrARDS

Determination is based upon an accurate evalua-
tion of the adult's situation.

, Decision is accurate, objective, and made with
reasonable speed.

NUMERICAL:
I

. Upon review, worker's decision concurs with . Location of the person referred.
supervisors in7g4 cases over X period of time. . Agency standards used in evaluating protective

. A complaint/referral is evaluated within X services cases.
period of time. . Source of the complaint or referral. !

TRAINING CONTENT

21

FUNCTIONAL:

-.
Ability to decide mhether or not an individual's :.
situation warrants protective services.
Knowledge of human behavior.

SPECIPIO:

TRAINING CONTENT
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Explains circumstances/reasons why the complaint was justified/unjustified to the complainant,
or in writing, using agency guidelines on confidentiality, in order to inform complainant of
disposition of the complaint.

orally!

vinv-ttly.A.:CE STANDA2DS

DESCRIPTIVE:

. Worker is courteous/tactful.
. Works with reasonable speed.

Worker is articulate/persuasive.
Workerts explanation is accurate/complete/
thorough.

:

. Less than of complainants report worker was
not responsive/did not understand worker's
explanation.
In all cases, agency guidelines on confidentiali-
ty are followed.

. Task is completed within agency time limits in
X out of X oases.

P.atr.NANCI.r. STANDA:MS

TRAINING CONTENT

FUNCTIONAL:

Ability to present agency's point of view.
. Verbal communication skills.

SPECIFIC:

ht
.

Knowledge of agency guidelines on-confiden-

for justifyisgp I

. Knowledge of disposition of complaint.
Knowledge of backgcound/ressons
not justifying complaint.

TRAINING CONTENT
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GOAL:

.
.

OBJECTIVE:
-...._ ,.......

TASKS Si'..IG1111. and evaluates requests for Homemaker Servioes, in relation to agency guidelines, taking in
Consideration the needs' of the Client, possible alternate resources/other agencies which would
better meet the needs of the client, availability and oapabilities of personnel and =mint and
kinds of service client needs, in order to determine whether to acoept, reject or refer request for

. service.

PERFORMANCE STANDARDS TRAINING CONTENT

. .
4, ISSCRIPTIVS: FUNCTIONAL*

_

..4

Z o Worker considers information objectively and 1 . Knowledge of Homemaker Services - services and '4
.4 uses good judgement in the determination. personnel available.

. Worker considers best interests of the client. . How to evaluate a request against a number of

:I, . Worker considers the limitations and agency : considerations.
guidelines for Homemaker Services. t . Knowledge of casework principles.i NUMERIC1Is SPECIFIC:

k0
Supervisor agrees with decision at least IS of . Knowledge of speoitio case.
the time. . Knowledge of how to refer client to another

. Ho more than ji complaints from clients over X agancY
period of time that they were un,justly denied . Knowledge or services offered by other agencies.
services. Knowledge of agency guidelines for Homemaker

Services.
. Knowledge of other services Department offers.

* -

4.100
A0

PERFORMANCE STANDARDS ._. TRAINING CONTENT

....mowarm.. .....
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GOAL: OBJECTIVE:

-.

,

TASK: Discusses with client the financial contribution to be made by the family for Homemaker Services,
examining with client his financial situation, explaining the normal charges for services provided
in order to determine what charges, if any, will be made for homemaker services.

PERFORMANCE STANDARDS TRAINING CONTENT

under stress.

for Home-
from

to charge

---

courteous and objective.
and reassures client as to

of information received.
with the consent of

determination at least

in I time from client
or attitude.

!MOTIONAL:

. E0w to deal with People Who may be

. knowledge of Homemaker Services.

. How to elicit information in a nonauthoritarian
manner.

SPECIFIC:

DESCRIPTIVE:

0 Worker is pleasant,
. Worker disPlars tact

the confidentiality
. Determination is made

client.
,

BUMERICAL:

ftervieor agrees with0 of the time.
. No more than X complaints

about worker's manner

. knowledge of charges normally made
maker Services and allowable deviations
thesis charges.

. Knowledge or agency policy relating
made for Homemaker Services.

/
PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Explains/discusses/clarifies reasons for denial of &wigmaker services to prospective client, com-
paring client needs to limitations of homemaker services, making referrals to other agencies or
discussing alternate solutions to family- problem, and generally placating any angry/upset client,
so as to inform prospective client of reason for denial and assist them in receiving services/aid
frog other sources.

PERFORMANCE STANDARDS

MOTIONAL:

TRAINING CONTENT

prospective

quickly.

related
agencies.

family-.

cn
.4
.4

-
'if

P

concise and accurate.
calm and expressess

*

over X period of time of
information or attitude
over X period of time

helpfULTn assisting them
from other local

_ .Mas
. Explanations are clear,

.

. Ikaicer is articulate,
interest in client.

ra:

.

. How to tactfully deny services to
clients.

. Knowledge of family dynamics.
. Ability to make accurate judgements

SPECIFIC:

. Less than X complaints
worker's lack of clarity,

. at of prospective clients
report that worker was

in receiving services/aid
agencies.

. Knowledge of Homemaker services and
services rendered by other local

. Knowledge of problems of particular

. Knowledge of client referral system.
.

.

.

/
. .

PERFORMANCE STANDARDS TRAINING CONTENT
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35% 1 6O I 996 5 3 1 4 PA.E. 4
GOAL: - OBJECTIVE:

-I. .....

_,

.

TASK: Explains/discusses the operation of the Day Care Center with groups of visiting specialists,
highlighting the experimental pulses of the program and helping them apply the philosophy and
total functioning of the Day Care Center to their area of interest, in order to increase their
understanding of current trends in Day Care.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

social work

a group/

interest.
of the

. _ .

DESCRIPTIVE:
.

0

well-organized and i

and expresses an

i

.

more than g of
report that the visit

increased their

no more than g of
report that the worker
questions satisfactorily.

.

. Discussion is clear,
to the point.

. Worker is open, perceptive,
interest in new ideas.

r

NUMERICAL:

. Theories of child development,
and education.

. How to give a clear, well-organized
description of a Day Care Program.
How to answer questions before
speak extemporaneously.

SPECIFIC:

. Over X period of time,
visiting specialists
was stimulating and
understanding.

. Over X period of time,
visiting specialists
did not answer their

.

. The specific visitors' areas of

. The philosophy and functioning
Day Care Center.

PERFORMANCE STANDARDS TRAINING CONTENT

.. dft. ftft. ft ft.1.0111.
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GOAL: OBJECTIVE :
-,.... -..,-.._

z
1-1
V3
-a.

Pa
1-4
C11

...z
o.

TASK: Writes /records in the log, the time of arrival and departure of the children in the Day Care Center
and who accompanies them, in accordance with the policy of the Center, in order to have a record of
each child's attendance and to assure that the children leave only with authorized persons.

. .

PERFORMANCE STANDARDS

JUNCTIONAL:

TRAINING CONTENT

they

with

. ... .
.

1110223331:

Records the information accurately and complete-li
. Always makes sure the children are leaving with

authorized persons. .

, NOMPRICALs

Over X period of time, no more than I children
leave arrive withotit being properly logged
Over I period of time, no more than X children
are taken from the Center by unauthorized
Persons.

.

Row to write/record names and times.
. Now to explain to someone the reasons

cannot take a child home.
..I

SPEO Ostig_
,

. Which persons are authorized to leave
each child.
S.O.P. for logging attendance.

-

PERFORMANCE STANDARDS TRAINING CONTENT

It
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W. F. - LEVEL -W. F. - ORIENTATION INSTR. G. E. D. TASK No

3 0 I *IA. I L , 60% 1 5% L 306 2
-

2 1 3 1 2 PA.E 21

GOAL: OBJECTIVE:

TASK: Cooks breakfast, lunch, and snacks on a daily basis for the May Care Center, following menu plans
and recipes and adhering to sanitary standards, in order to prepare meals for the 'Or Care Center's
children and staff.

...
PERFORMANCE STANDARDS

.

TRAINING CONTENT
_
..... .

DESCLIPTIVN: FONCTMELL:
40
v4
=* Meal prepared is consistent with menu plans and

.
. Now to cook. 4i

. sanitary standards. . Now to follow a schedule and a menu plan.

o
..4

. &lough food is prepared for staff and children.

. Neal is prepared on time.
. Now to determine amount of food to cook. _.,

4.10

a
a

., NUMERICAL: SPRC/FIC:

. One breakfast, one lunch and two snacks axe . Menu plans for the day and which recipes to use.
o prepared every day. . Number of people to cook for. .

. Meal always follows menu plane. . Time schedule for each day's meals. .

. No child misses a meal because of inadequate
food preparation.

..e4
0

-
a
va

t

_
PERFORMANCE STANDARDS TRAINING CONTENT
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3

Reas. 1 Math. 1 Lang.

G. E. D. TASK NO.

3 1 3 L 3 PAE 22

GOAL OBJECTIVE:

TASK: Shops for/purchases sufficient gioceries to meet the Day Care Center's needs for the week, using
funds from the Center's 'operating budget, and relying on own knowledge of menu plans for the week,
groceries/commodities on hand, the Center's available grocery budget, in order to assure an adequate
supply of groceries for the Center's daily meals and snacks.

PERFORMANCE STANDARDS

DHSSRIPTIVE:

Correct groceries and amounts are purchased.;
. Groceries are bought well in advance.
, Worker considers menu plans, present supply and

budget restraints when purchasing groceries.;

NUIMERICIL:

. Yorker always stays within available budget.

. No. more than 06 food purchased is wasted
(because of over-purchase) over .X period of
time.
A suffioient supply of groceries is always on
hand.

TRAINING CONTENT

FUNCTIONAL:

How to determine amount of food to purchase
for a certain number of people.
How to stay within a budget when purchasing
groceries.
Knowledge of food preparation techniques.

SPECIFIC: .

. Menu plans for the week.
Groceries/Commodities on hand, available budget
for the groceries.
Number of people who will be eating at the
Center.
Where to purchase groceries.

10

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL -W. F. - ORIENTATION INSTR. G. E. D.
-F

TASK NO.

4 1 If I 1i _ 90% I 596 1 5% 4 4 1 3 I_ 4 .. PA.E 23

GOAL: OBJECTIVE:

>4
LT,

A-z
4-1
ce

14II
till
444

ni
.

TASK: Zmainee/evaluates teachers, plans for Acti4ty
State /agency guidelines,' age levels of children,
of activities planned, taking care to note apy duplication
changer; to improve plans and faoilitate coordination

Centers in relation to budget limitations, Federal/
the weekly themes of each center, and the variety

of activities, in order to recommend
of activities.

, -

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRATNING CONTENT

positive

,

Centers.

guidelines

.

DESCRIPTIVE:
.

changes in plans are comae-
guidelines and

are well coordinated.
and within budget

%

arise in 3E period of
one Activity Center has the

recommendations N6 of the

.

Recommendations for
tent with Federal/State/agency
evaluation results.

. Four Centers' activities

. Suggestions are feasible
reetrictione.

NUMERICAL:

. How to evaluate lesson plans.

. iCnowledge of child development.

. How to" make recommendations in a
manner.

.

SPECIFIC:

. No more than X instaneee
time where more thin
same project planned.

. Co-workere agree with
, time.

4

. Age levels of the;Aildren.
. Activities planned for the various
. Budget conoimainte.
. Weekly theme for the Day Care Center.
. Knowledge of Federal/State/agency

for operation of May Care Centers.

.

/
_

PERFORMANCE STANDARDS TRAINING CONTENT
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Data 1 People 1 Things Data [ People 1 Things Rees. 1 Math. Lang.

W. F. - LEVEL W. F. - ORIENTATION INSTR. C. E. D. TASK NO.

3B1 1111 lA 906 1 596 I 596 3 3 1 1 4 PA.E 24

GOAL:

% .

OBJECTIVE:

...

TASK: Composes/prepares periodic reports on each child at the Day Care Center, describing progress,
important observations and problems, following agency S.O.P., in order to provide a continuous
case history/profile of each child.

PERFORMANCE STANDARDS TRAINING CONTENT

read

subsystem

reports.
progress,

-

describe the situ:,
so that accounts of

easy to locate.
grammatical and easy to

in' amount of time.
Ircomplaints from super-
incomplete reports.

FUNCTIONAL:
.

....-_
_

DESCRIPTIVE:

o Narrative reports accurately
tion and are organized
important events are

. Reports are concise,
read.
Reports are kept current.

NUMERICAL:

. How to write a narrative report concerning
client's progress, problems etc.

. How to recognize and summarize important
decisions. .

. How to write in a grammatical, easily
style.

.

SPECIFIC:

.

.

2: reports completed
In ]C time, fewer than
visor about unclear,

. How this task contributes to the
objective.

. Agency B.O.P. for completing the

. Knowledge of the specific person's
problems, etc.

.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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C. E. D. TASK NO.Wo F. » LEVEL W. F. - ORIENTATION
SE I tIA' 1 IA 90% I 5% 1 5% 6 5 1 3 1 4 PA.E. 25

COAL: OBJECTIVE:

_.

40

-

-

TASK7 Determines /decides upon the philosophy, the on-going scope Of activity, the general procedures
and staff complement required for a Day Care Center, determining scope, developing program and
budget, in order to plan the optimal enviromaent within the constraints of time, money, other
resources for the children who s*ar at the Center, drawing on an extensive knowledge of social
work methodsr-olithi-development and education theory.

PERFORMANCE STANDARDS

11INCTIOVAL:

TRAINING CONTENT
1

of social
and education

jobs.
work and

Center.

relation to

MOSCUPTIVE:
.

Day Care Center is accept-
and the parents of the

the Center.
and home-like.

with the welfare of the
importance:

,

than ;g6 of visiting
state that the program is

to the children.
all licensing standards.

. The operation of the
able to the community
children who stay at

. The environment is pleasant
The Center is designed

being of primary

MINERICAL:

. How to apply an extensive knowledge
work methods, child development,
theory to planning a Day Care Center.

. How to design rewarding and meaningful

. How to define objectives, scope of
manpower requiremesta of a Day Care

SINCIPTC:
.

Over X. period of time,,more
experts in the field
well planned and beneficial

. Day Care Center meets

. Knowledge of local constraints in
the goals of the Day Care Center.

. Knowledge of licensing requirements.

'

PERFORMANCE STANDARDS
_

TRAINING CONTENT
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1

1 S:::1..L: !OBJECTIVE!

.
1

's

1

I lk:ach. 1

G. E. D.

1 3

:any.

IASY. KO.

2 1 PA.E. 26

TASK: Records in Day Care Center journals amount of money received for client's child care account and
writes out receipt on standard form, in order to have a written record of the payment.

;

1;1'

F311-1
C

I 51:;

PERFORAANCE STANDARDS

ANWIPTIVeso

Receipt is for correct amount and is legible.
Receipt and journal are filled out in a
reasonable amount of time.

. Entries into journals are kept up to date.

IHNERRICAlis

No more than
illegible or
of time.

4 Journals LW

lc complaints that receipt was
for incorrect amount over ]C period

kept up-to date 100% of the time.

TRAINING CONTENT

'FUNCTIONAL:

. How to count cash, determine amount to record
from checks.
Elementary bookkeeping procedures.

SPECIFIC:

. . Standard form for receipts.'

. Now to record information in Day Care Center
journals.

. To whom .to give receipt.

1

PERFORMANCE STANDARDS TRAINING CONTENT 1
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G. E. D.

4 i 3 i 4

TASK NO.

PATE. 27

Inspects, signs Placement Agreement filled out by a Day Care Operator, indicating charges for the
service, names and ages of children and any special provisions or servioes the Day Care.Center/Rome
will provide, in order to complete the Day Care Placement Agreement,

PERYORMANCE STANDARDS

DESCRIPTIVE:

Inspection is complete, comprehensive and
'c completed with reasonable speed.
di

1

El

/CAL:

. No more than X omissions are discovered on forme
over X period of time.
Agreements are Blond and inspected within X
period of time iProm receipt.

,....

TRAINING CONTENT

FUNCTIONAL:

. Now to inspect a fore for omissions,
inaccuracies.
Purpose of Day Came Centers/Romeo.
Consequences and purpose of a contract.

SPECIFIC:

Contents of the Day Care Placement Agreement.
Special provisions -which *handl be included
in each agreement.

PERFORMANCE STANDARDS TRAINING CONTENT
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::t ! Data I P400le I = Rcas. I Math. FLant.

F. W. F. - ORIENTATION INSTR. G. E. D.
. 1

14. 35% 1 60% 1 5% I 5 5 1 3 i 4
Tr^..- OBJECTIVE:

ITASK

PA.E. 28

TASX: Advises/meets with a community action group that is interested in starting a Day Care Center, explain-
ing the recommended procedures for establishing a board of directors, electing officers, acquiring
funds, etc., providing copies of prepared written guidelines, informing them of any community resource
that may prove valuable in order to enable them to establish a Day Care Center.

PERFORMANCE STANDARDS TRAINING CONTENT

DESCRIPTIVE:

r- The group is able to get a good program going by
= following worker's advice.

Recommendations are clear, complete and reflect an
accurate analysis of key problem areas.
Worker is open to new ideas, respects the viewpoints
of others.

NUMERICAL:

C;CI Over X period of time, X groups with whom the.

. worker met proceed to establish a Day Care Center.
. Over 2: period of time, X% of the members of a group

i 'report that worker's advice is useful/workable/ailed
1,-1 at key problem areii:

In X time, no more than X complaints about worker's
0'1 attitude/aerator/approach,

u

.1 1 PERFORMANCE STANDARDS

FUNCTIONAL:

ts-

How to organize a group for meaningful community .4

action.
How to determine/comply with licensing require-
ments.
Row to engage a group in problem solving.

SPECIFIC:

The specific group's plans, goals, membership
omposition, financial assets, etc..
Community needs for child care service.
Federal/State/agency guidelines for licensing/
operating day care centers.

TRAINING CONTENT
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I

GOr:-:

30 1 60 10

OBJECTIVE:

3 3 1 1 I 3 PA.E. 29 t_

I 1 :
iE

1 I TASK: Cates for/befriends/disciplines a selected group of children in a Day Care Center, approximating a 1

/
1

parent-child relationship, helping the children to learn to trust others and to master daily living

1 1
activities, in accordance with the staff's plan for each child, in order to function as a parent

I
1 image for the group.

I !

; .--

i PERFORMANCE STANDARDS TRAINING CONTENT i

1 *.:-.

1

i

I DESCRIPTIVE: FUNCTIONAL:
! i

I c,.i

LLai. Worker's manner is warm and affectionate, demon- . Now to be a" good "Mothir/Faiber"-, show affection ....1

t
H strating a real concern and interest in the children, discipline, ensure that child's daily living .T.:1

I.-1. Worker is attentive to the children in hisgroup, needs are met. zi

i seeing that their needs are met. . Knowledge of early childhood behavior. 1:
ic.1 1:9

N-.
I c. NUMERICAL:

:.1.

SPECIFIC-
ii

j. rei Supervisor notes that worker's actions are always . Agency S.O.P. for being a parent image.
.:1

:.7.4: ',I
Co 11 consistent with the staff's plans. . Specific children assigned to the group.

t gl Supervisor notes no instances of excessive/unfair/ . Knowledge of the staff's plan for 'each child.

1
I

inconsistent discipline.

i
; .

1.._;

i z 1

-1
r!

;

1

I c.11

4.01

:ta,o1

131
I PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL .W. F. - ORIENTATION /NSTR. G. E. D. TASK NO.

.
4 1 AA" 1 lA 40% [ 55% 1 5% 5 5 1 '1 1 4 PA.E. 30

GOAL:

,

OBJECTIVE:
.

TASK: Meets with, answers questions of, and discusses issues and problems with the parents of the Day
Care Center's childreni structuring discussions around how to care for children and how to best
cooperate with the center, serving as a resource person and a representative of the Day Care
Center, in order to sharpen their understanding of their responsibilities as parents and foster
their cooperation with the Day Care Center. .

PERFORMANCE STANDARDS

'

FUNCTIONAL:

. Knowledge
. Knowledge

techniques.
. Knowledge

persuasion.

SPECIFIC:

TRAINING CONTENT
cd,

A
I-4

V3
I-11

la
-.<
tn

1.4

2..r

I

and respects and
viewpoints.
are based on sound

interpretation of

are clear and,easy to

worker gives parents
about the center no

no more than X
about workerTs

time for appointments.

of child's growth and development.
of approved child rearing

of techniques of cooperation/

.

-----------

DESCRIPTIVE:

. Worker is open, perceptive,
acknowledges other

. Worker's statements
judgment and a logical
the facts.

. Worker's statements
understand.

NUMERICAL:

. Over X: period of time,
f inaccurate information

more than X times.
. Over X: period of time,

complaints from parents
manneriapproadh/attitude.

. Worker is always on

. Specific parents and children involved.

. The current functioning of the Day Care
Center.

. Meeting time and place - if specified.

-
.

.

/

PERFORMANCE STANDARDS TRAINING CONTENT .
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.
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TASK NO.
4 1 ela 1 45% 1 50% 1 5% ' 5 5 1 3 1 4 PA.E. 31

GOAL: OBJECTIVE:

..i

-

,

o

TASK7 Advises /answers the questions of/gives information to Day Care Center/Preschool operators about
aspects of child care service (e.g. lesson plans, menus, bookkeeping, staffing, etc.) during
regularly scheduled or special meetings, recommending special methods, procedures, etc., gathering,
copying and distributing any potentially va3Juable resource material in order to increase their
awareness of-eurrent trends in child care and workable solutions to management problems.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

in a

valid

.

aims,

guidelines

DESCRIPTIVE:

are useful,
at key problem areas.
shows respect for

concise and geared to
of understanding.

..

,.:

at least X..% of Day Care
report that

are useful /appropriate/
.

no more than X complaints
inaccessibility, or

. Worker's recommendations
significant and aimed

. Worker is tactful and
other viewpoints.

. Explanations are clear,

4 the person's level

NUMERICAL:

. How to structure the time of children
Day Care/Preschool setting.

. How to advise a Day Care Center/Preschool
operator in a clear, logical manner.

. How to recognize problems and draw
conclusions.

. How to gather resource material.

:
SPECIFIC: oi :

. Over Xperiod of time,
Centerpresehool operators
worker's suggestions
beneficial.

. Over X period of time
about worker's manner,
lack of clarity.

i"

. Specific materials available.
i Individual operator's current program,

and problems.
. Knowledge of State/Federal agency

for operation of Day Care Centers.

-

.

/

PERFORMANCE STANDARDS TRAINING CONTENT
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Data 1 People 1 Things Data 1 People 1 Things I Rees. 1 Math. 1 Lang.

W. F. a LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

ii 1 iik I lk 10 1 45 i 5 5 . 5 I 1 I 4 PA.F. 2

GOAL:

.

OBJECTIVE:

,

....

m

U
T:

TASK: Discusses with/explains to/inter*ets patient's treatment program to his family, following
institution /agency S. 0. P., using own knowledge treatment available for mental/physical health
problems, in order to help them accept the need for treatment end participate in the planning
for patient to leave the hospitalr

PERFORMANCE STANDARDS -

treatment
ter worker

clear and

toward.

X patients'
Rude toward

X patients'
inaccurate
patients.

FUNCTIONAL:
TRAINING CONTENt

program

field.

planning.

problems

DESCRIPTIVE:
understand the
can best help

.

and underst

no more than
worker's at

no more than
unclear, or
program fo

. Patient's family can
program and boy they
explains to them.

. Explanations and interpretations
concise.

. Worker is sympathetic
patient and his family.

MITIONMAL:

. Row to explain and/or interpret treatment
plans to lay audience.

. Row a family can help in a treatment
for a patient.

. Knowledge of pbysical/mentaphysical/mental. health

SFEC/FIC:
. The entire treatment program for specific

patient.
. Row the family can best help in the
. Agency/institution S. O. P. for involVing

families in treatment plans for patients'.
. Knowledge of specific mental/physical

of patient.

.

. Over." period of time,
families complain about
patient or his family.

. Over X period of time,
families complain about
explanation of treatment

PERFORMANCE STANDARDS
_

TRAINING CONTENT .
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Data 1 People T Things

45%
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:NSTR.

4

Reas. 1 Math. / Long.

I 1

G. E. D.W. F. LEVEL

1 GOAL*
OBJECT) tE:

TASK NO.

PA, G I

, TASK: Encourages /persuades foster parents to participate in meetings/activities of Foster Parent Associ-
: ations, assisting them Adividually'or as a group with programs/ training /organization as requested,

in order to promote the involvement of foster parents with others who share similar problems as
foster parent..

EgRPORMANCE STANDARDS

DESCR1PTIVE:

Worker exercises discretion in attempting to
interest foster parents in joining Foster Parent
Associations.
Technical assistance at meetings is provided
at the request of the membership or officers.
Worker is persuasive when talking to foster
parents, but not threatening or overbearing.

IRDIERICAL:

In X time, fewer than X number of complaints
from foster parent. that worker is monopolising
their meetings.

. In X time, at least Jul 6 of foster parents join a
Foster Parent Association.

PERFORMANCE STANDARDS

TRAINING CONTENT

FUNCTIONAL:

. How to persuasively explain the purposes Of an
organization - advantages to foster parent. .

. How to conduct a meeting in an orderly fashion.
How to find speakers for meetings.
Knowledge of principles and practices of
foster care.

SPECIFIC

Purposes, goals of local Foster Parent Associ-
ation.
Training that seems to be a universal need of
the group.
Speakers potentially available to group.
Books, guides that will help group with the
procedural facets of their meeting.
Agency consent of worker's role in relation to
Foster Parent groups.

TRAINING OINUNT
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li I 4A a . u 35% 59% :[ 10% 5 1 3 4
[

PA G 4

GOAL: OBJECT1 /Es

TASK: Provides support /liaison to Foster Parents Association, (serves on Executive Board as consultant,
advises of regulations/philosophy of foster care, assists with program materials, shares current
professional information, provides updated list of foster parente, etc.), as may be appropriate /
needed following agency policy and procedures, in order to exchange information/assist/increase
knowledge of members of organization concerning foster home program.

R
i";4'
14ri.)
IS

Irj
12.1

'v'

DESCRIPTIVE*

PERFORMANCE STANDARDS ;RAINING CONTENT

-

of foster

and attitudes.
group

in

.

organization.
with organization is

pertinent.

meetings each

officers at least X times

only X complaints received
that program

received were inadequate.

.

FUNCTIONAL:

. Worker is helpful to

. Information worker shares
accurate, complete and

NtIMERICAL:

Communication skills.
. How to select pertinent information.
. Organizational techniques.

Inowledge of interpersonal relationships.
Knowledge of principles and practices
care.

SPECIFIC:

Knowledge of agency policy and guidelines.
. Knowledge about foster home grogram.

Awareness of community standards
. Awareness of cultural and ethnic

patterns as related to the community.

'Understanding of ethioal considerations
relation to utilization of information.

.

, Attends at least X organization
bar.
Attends conference with
within X period of time.
Over X period of time,
from members of organization
materials/information

PERFORMANCE STANDARDS TRAINING CONTENT . ....._
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W. F. - ORILIIATION
3056- 6%

Reas. Math. I Lang.

INSTR. G. E. D. TASK NO.

4 Pik_,G, 7

GOAL: OBJECTI/E:

TASK: Explains td/discusses with family the decision to discontinue foster placements in their home,
encouraging them to express feelings/opinions and ask questions in order to prepare family for
termination of foster home placements in their home and develop a mutual understanding of the
situation.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Worker's statements are clear and concise.
Information is accurate, complete and pertinent.

NWICAL:

Fopter family is prepared for and understands
closure of foster home in all (10og) instances.
No more than I valid complaints received within
X period of time about worker.

PERFORMANCE STANDARDS

TRA/N/NG CONTENT,

FUNCTIONAL;

Interviewing skills and techniques.
. Verbal and non-verbal communication skills.

Knowledge of human behavior.'
Knowledge ofmotivational,theory and tech-
niques:
Principles of counseling and guidance.

SPECIFIC:

Knowledge.of agency. policy and guidelines.
. Awareness of community standards and attitudes

Awareness of cultural and ethnic group-pat-
terns as related to community.
Understanding of ethical considerations in
relation to utilization o information.
How to deal with hostilities.
Bow to sustain self-confidence in foster

TRAINING CONTENT
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GOAL: OBJECTI !E:
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z
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4
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o

TASK: Talks with /asks questions/listens to responses of foster patents at time of recertification visit,
encouraging foster parents to express feelings and ask questions, observing/determining if changes
have occurred during past year, success or failure of placements and whether. attitudes have changed,
using discretion as to the depth of the recertification study, in order to obtain information needed
for processing recertification.

yERFORMANCE STANDARDS TRAINTNG CONTENT
.

.

skills.

concise

of foster

.

..

and attitudes:

.

.

.

MBSCIUPTIVE:

.
.

. -

clear and concise manner.
is accurate, complete and

is obtained.
length of time.

-

is obtained in at least

complaintereoeived. within
worker.

is to be completed at
expiration in at least 9

. .

.
.

. .

FUNCTIONAL: . .

. Questions are asked in
. Information obtained

pertinent.
. All pertinent information
. Completed within reasonable

.

NUMERICAL:

. Interviewing skills and techniques.

. Verbal and non-verbal communication

. How to select pertinent inforthation.

. How to ask questions in clear and
manner.

. Skill in inteipersonil relationships.

. Inowledge of principles and practices
, cox,.

.

.
,

. .

OW /FIO s . ,

. All needed information
95% of instances.

. No more than X valid
I: month period about
Becertgication process
least 7 days prior to
out of 10 cases.

.

. Knowledge of agency policy and guidelines.
; Knowledge of certification requirements.
. Awareness of community standards

.

.

.

1M.
PERFORMANCE STANDARDS TRAINING CONTENT.
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TASK: Prepares /coordinates materials for periodic mailing to foster parents, as necessary /appropriate, in
order to apprise foster parents of new information/policies of interest to them.

.

PERFORMANCE STANDARDS

. .

FUNCTIONAL:

TRAINING comas

grammar

resources.

. .

.

.

.

DESCRIPTIVE:

.

'

complete and pertinent.
within reasonable length

of new information/policy

parents at least twice a
.

-

. Information is accurate,
Distribution is completed
of time.

NUMERICAL:

. . .

. Written communication skills (including
and punctuation). "'

. How to select pertinent information.
.. Now to organise information.
. How to prepare materials for' mailing.

SPECIFIC:

Poster parents Apprised
within K working days.

. Mailing made to foster
year

. Knowledge of agency pOlicy and'guidelines.
. Knowledge of agency and.coaennatr

_ -
.

.

. .

.

qo

I.I.
PERFORMANCE STANDARDS ...

TRAINING CONTENT-
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.
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1.4 It E. D. I
OBJECTI IE:

TASK NO-

PA-G. 13_

TASK: Lectures/disCusses/anewers questions at individual/group sessions with applicants for foeter home
licenses, explaining the purpose of Poster Care; the role of the foster parent/the social worker/
natural parents, eto.; departmental expectations; and supplementary services, expanding and supple-
menting as the group interest dictates in order to increase the understanding of potential foster
Parente of their roles and responsibilities if a license is granted.

0
0hml .04

CA ai

tD ra

ti

I.0

1

0

PERFORMANCE STANDARDS

DEBORIPPIVE:

Lecture is interesting, 'to-the-point, accurate,
and at the appropriate verbal level of the group.
Discussions are frank, forthright and deal with
the subject at hand.
QmeAtions are answered clearly, based upon manual
or agency approved handbooks.

. Worker is alert to evidence of confusion, misunder%
standing.

NUMERICAL:

In X time, fewer than I number of complaints from
potential foster parents that they bad trouble
understanding worker.
In X time, supervisor notes fewer than X number
efinatences when worker gives information contrary
to departmental policy.

PERFORMANCE SMANDAROS
%Oft

TRAINING CONTENT

*NOTIONAL:

How to speak clearly, ,definitively.
How to function in oni-to-one, and small group
settings.
How to impart. information logically and to
scale language to 'the level of the group.
How to assess. whether Or not the group has been
confused or misled bY the presentation4.
Knowledge of principles and practioes of foster
care.

7EMIECIFIC:

Agency policy/rules of Foster Care.
Departmehtal philosophy.
Background, expectations of the group.
Knowledge of applicable section(s) of the
manual, approved handbooks.

TRAINING CONTENT-
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TAU: Provides noir/prospective foster parents with names/addressee of several persons .who are foster

permits, encouraging them to contact one or more of these foster parents, in order to increase new/
prospective foster parents' understanding of the foster home program.

?ERFOIGIANIE STANDARDS

. .

PON0210i1AL:

TRAINING comma

.

.

.

and

.
. . -

. .
/13BCRIPZIVE:

.
. .

.

clear and concise.
complete and pertinent.

.

parents contact existing
least X out of X instanoee.

* Worker!s statements are
4 Information is accurate,

NONERICAL:

.

. . .

4 Communication skills.
. How to select persons-to be contacted.
4 How to motivate people.
. -

SPECIFIC: ..

New/prospective foster
foster Parente in at

.

.

.

.
. Knowledge of agency- policy and guidelines
4 Knowledge of foster be program.

Where and Wow to obtain 'list of Ramos
addressee of contact"persons.

_ i
.... .. .

. .
.

.

41.
P4RFORMANCE STANDARDS _ .-- TRAINING CONTENT . -
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GOAL: OBJECT1IES

TASK: Contacts applicant/ family /other public agencies, as necessary, using personal knowledge of information
required to complete application/facilitate background study and decision making process, following
agency policy and guidelines, in order to initiate/follow up necessary paperwork and expedite comple-
tion of background study /decision on application for foster home license.

.PERFORMANCE STANDARDS TRAINING CONTENT,
au

S'

x
.-
vs

...64

P
...

IQ

2E
:1

INSCRIPTIVE:
.

.

clear and concise.
is accurate, complete and

is obtained.
reasonable length of time.

and information obtained
,

complaints reoeived within

decision made within X

.

OTIONAL:FUNCTIONAL:
.

. Worker's statements are

. Information obtained
pertinent.

. All needed information

. Study completed within

NUMERICALt

. Communication skills. . .

. How to select pertinent information.

. Now to organize information.

.

. .

. .SPECI FIC: .

.

0 All needed contacts made
in at least 9996 of instances.

. No more than I valid
1: period of time about.womker.

. Study is completed and
days of receipt of application.

. Knowledge of agency policy and guidelines.

. Knowledge of other agencies in community.
. Knowledge of foster home program.
. Kilowledge of information required to complete

application/facilitate background ate*:

. .

.

. . . .
0...

PERFORMANCE STANDARDS TRAINING CONTENT.
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GOe.I.4. ,OBJECTIVE:

i

.

I

1 1

TASK: Evaluates the results of home studies, follow-up visits, counseling megatons with applicants for
foster home licenses, including character and life style evaluation based on visits with collateral
sonrces and/or references, relying on own knowledge of-State licensing requiremtns for foster homes,
and agency guidelines, in order to recommend final action on application by the licensing authority.

!

PERFORMANCE STANDARDS TRAINING CONTENT

t

. :DESCRIPTIVE:,

4;1

%mi. Recommendations are clearly stated.
Evaluations are thorough, objective, sensitive.

vt. Basis for character/life style evaluation clearly
ral stated.

I

=11UHER/CAL:

is... =Zama, at least 8x of recommendations are
upheld by supervisor in independent review.
In x time, fewer thanli number of applications are

I i returned by licensing authority because of lack of
r-i clarity, recommendations inconsistent with State

requirements, etc.
-.
1 E t

I cos
s

L'

i 1 PERFORMANCE STANDARDS

FUNCTIONAL:

Now to evaluate prospective foster homes for
specified criteria. ws

. How to evaluate the results of home visits, <
counseling or other services.
How to establish character or lifstyle traits. Ie' ;

. How to make formal evaluations/recommendations.
Knowledge of principles of Foster Care.

;g1

SPECIFIC:

Awareness of the Social Service Model.
Knowledge of format, content of evaluation.
Row, on what basis, the decision is made.
Knowledge of agency 5.0.!. for recommendations
in foster care license applications.

1

TRAINING CQNTENT
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OBJECTIVE:

1

1

TASK: Dictates findings of recertification visit to foster home, noting changes from initial/previous

r

t MSCUPTIVE:

5

visits/reports, as well as conclusions reached/recommendations concerning recertification, following
agency S.O.P. and using personal knowledge of the requirements for certification/recertification of
foster homes, in order to record/submit results of recertification visit to state office for review
and necessary action.

PERFORMANCE STANDARDS

. Worker's statements are clear and concise.
. Information is accurate, complete and pertinent.
. All pertinent information is included in report.
. Completed within reasonable length of time.

NUNElaCAL:

. Findings of recertification are recorded in at
least0 of instances.

. No more than I valid complaints received within
X period of time about findings.

. Findings recorded within X working days after
date recertification is recommended.

TRAINING CONTEXT

FUNCTIONAL:

Written communication skills (including basic
grammar and punctuation).
How to select pertinent information.
How to organize information.
Ho4 to 'use dictating equipment.
Knowledge of principles and practices of
08re.

SPECIFIC:

foster s:

. Knowledge of agency policy and guidelines.

. Knowledge of foster home certification and
recertification requirements.
Knowledge of format/content of reports/records.
Awareness of community standards and attitudes.

PERFORMANCE STANDARDS TRAINI::0 CONTENT
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:OBJECTIVE:

Enters name/address/information pertinent to the task of matching foster child with foster home in
registration file, basing entries on training and experience in identifying useful categories as well
as known preferences of specific foster parents, drawing information from application form and'previou
home visits/contacts, in order to record information about foster children/foster parents for future
reference when selecting appropriate foster homes for clients.

PERFORMANCE STANDARDS

iDESCRIPTNE:

Entries are neat, legible.
Information recorded accurately; reflects worker
understanding of the foster home.

= Preferences of the foster parents are clearly
io stated.

NUMERICAL:

ki
In X time, fewer than X number of complaints from
co-workers using the registration card, that entries
were vague/inappropriate.
In X time, fewer than X number of errors made in
recording name/addresi7Other pertinent information.

TRAINING CONTENT

FUNCTIONAL: 2
, Now to transcribe data in specific format.

Row to identify information which will be useful
later in matching child and foster home. .r

Row to:express self clearly in writing. v:

SPECIFIC:

Foster parent's name/address/background.
Agency required entries about foster parent.

. Where registration file is located and its use,
, Where information to be entered is foun4.

7;

PERFORMANCE STANDARDS TRAINING CONTENT
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OBJECTIVE:

r

TASK: Explains to/answers questions of Foster Parent applicants about foster home program, providing I.

an overview of program and agency policy, encouraging them to express themselves freely and
a& questions, in order to inform applicants for foster home certification about program
and assure theirjunderstanding of foster parents' role and responsibility in agency program.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Worker's statements are clear and concise.
Information is accurate, complete and
pertinent.

NINCRICALs

Accurate and complete explanation made in
at least 95% of 1Matances.
No more than X valid complaints received
within X month period about worker.

TRAINING CONTENT

. .

ITINCTIONALI

. Verbal communication skills.
How to select pertinent information..
Knowledge of principles and practices of
foster care.
Nov to organise information and presentation.

SPECIFIC:

Knowledge of agency policy and guidelines.
Knowledge of foster home program:
Awareness of community standards and;
attitudes.

PERFORMANCE STANDARDS TRAINING CONTENT



www.manaraa.com

Yata I-Fc;;la 111--Tiiita 1people t Things

W. F. - LEVEL W. F. - ORIENTATION

hi 3A I i i _30% 1 65% 1 5%

GOAL:

INSTR.

5
OBJECTIVE:

Kans. 7 Math. I Lang.

G. E. D. TASK NO.

1 1 I 4 PA.G. 20

U

.00

TASK: Talks with/asks questions/listens td responses of child(ren) during follow-up visit
after placement in foster home, exploring feelings /reactions /anxieties, encouraging
questions/comments, making suggestions in accordance with menoy policy and guidelines
as appropriate, in order to assist ohild(ren) in transition/adjustment to foster home.

PERFORMANCE STANDARDS

DESCRIPTIVE:
, Worker's manner is sensitive and

understanding.
Worker's statements are olear and conoise
Questions are asked in clear and concise
manner.

, listens attentively to responses.

NOMEI
Worker offers assistance to child in
making transitioVdjustasent to foster
bone in all (100$ oases.

. No more than X valid complaints received
within .I period of time about mimes
manner attitude.

TRAINING CONTENT

PUNCTIONALs
Interviewing skills and techniques,
Verbal and non-verbal communication skills.

. Bow to ask questions in clear and. concise
manner.
Knowledge of child psycho-social and
ppycho-motor development,
Knowledge of emotional disturbances in
children.
Knowledge of motivational theory and
techniques.
Principles of counseling and guidance.

SPECIFIC:
, Knowledge of agency policy and guidelines.

Understanding of ethical oonsidarationa in
relation to utilisation of information.
Nov to bring out and deal with feelings,
reactions and anxieties.
Ihowledge of background /problems of specific.
Child.

PERFORMANCE STANDARDS TRAINING CONTENT



www.manaraa.com

Data WO 1 ihi

W. F. LEVEL

5 i

GOAL:

1

.-
0

Cl
41

0

TASK: Coordinates p1
who is arri
durilmriaac
following agen
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PERE'

DESCRIPMEs
Worker's a
Information s accurate, complete and
pertinent.
Arrangements are suitable and well
organized.
Arrangements completed within reasonable
period of

Data People' Things 1:ens. 1 Math. Lanit.

W. F. ORIENTATION INSTR. I O. E. D.

55% i 40% 1 06 4 I 14 1 i 1 4

OBJECTIVE:

TASK :4).

PA.G. 21

meant of child(ren) in foster/shelter/group home, advising about child
(age, condition, etc.), making arrangements for needs of child(ren)
(transportation, medical care and data, clothing needs, etc.),
policy and guidelines, in order to facilitate placement of child(ren)

RMANCE STANDARDS

is are clear and concise.

NUMERICAL:
Satisfactory arrangements for placement
are made in 1 (1WN) cases.

PERF E STANDARDS

TRAINING CONTENT

FUNCTIONAL:
Consimioation skills.
How to select pertinent information.

. How to made arrangements to meet the needs
of children during placement.

SPECIFIC:
Knowledge of agency policy and guidelines.
Knowledge of agenoy and comity resources.

TRAINING CONTENT
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TASK:
amines/evaluates the results of a pro-placement visit, considering initial reactions, child's
reactions to the visit and the foster family's comments and reactions in order to decide if the
child should be placed in the particular foster home.

PERFORMANCE STANDARDS

MOSCRXPTIVE:
Worker carefully examines all pertinent
feedback received from the pace -plant
visit.
Worker does not consider placement if
my personality conflicts are detected.

. Worker determines the best placement for
the child.

NUMERICAL:
Less then N6 of placements, in X time,
are unsuccessiNg because worker failed
to recognise areasof possible conflict
from feedback, as determined by supervisor.

. Supervisor agrees withai of the place-
ments in I time.

TRAINING CONTENT

FUNCTIONAL:
Now to detect areas of conflict from
feedback received from pre-placement
visit.

. How to interpret feedback from pre -
placement visit.

SPECIFIC:
Knowledge of each case.
Personalities of child - foster home
situation.

. Goals of placement.

. How talk contributes to the agency
objectives.

. Agency policylrespciasibilities for
Foster Care.
Knowledge of Social Service model.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Evaluates the growth potential of child (mentally/physically/emotionally/academically) in
relation to needs of the child and the ability of various living environments to stimulate or
encourage such growth, and agency policy/responsibilities for foster care, specifying living
arrangements, parental involvement, goals, etc. in order to develop a casework plan to meet
determined needs of tho child.

PERFORMANCE STANDARDS

DESCRITTIVB:
Structure for child's life is realistic,
objective, practical.
Natural home is given strong consideration
as the best environment, but other
environments also considered.
Tests, professional advice, behavior
records, etc. are all-used as available
or practical, in addition to worker's
judgment based an training and experience.

NUMERICAL:
K time, fewer than X: number of cases

where structure planned for child does
not prove practical.

. Review of case by supervisor results in
rejection of structure as arbitrary or
impraotioal less *lanai of time.

TRAINING CONTENT

FUNCTIONAL:
How home environments help develop the
potential of the child.

. How a child functions in a variety of
living situations.
How to develop a structure or plan to
meet determined needs of child.
Row to integrate the results of tests/
consultatione/etc. into a casework plan.

SPECIFIC,:
. Agency policy and responsibilities in

Poster Care.
. Resources available.
. Background of child/family.

Options available.
Knowledge of the Social Service model.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK:

Assesses emotional stability and maturity of child in the content of child's overall life
situation, based on case records, personal observation of child, training and experience,
obtaining professional opinion when necessary or possible in order to decide whether or
not additional psychological testing/treatment is needed.

PERFORMANCE STANDARDS

DESCRIPTIVE:
Worker is careful to limit his assessment
to capabilities justified by training
and experience.
Worker carefully relates child's behavior
patterns to his life situation:
Professional assistance is obtained when-
ever doubt is significant and assistance
is available.

NUXBRIOAL:
In X time, at least ;g6 of the children
referred for psychological training/
treatment are considered by the professional
psychologist to be in need of testing/
treatment.
In X time, review of worker's caseload
reveals fewer than :X: number of children
that supervisor feels need psychological
testing/treatment.

TRAINING CONTENT

MOTIONAL:
How to evaluate emotional growth in terms
of total life situation.
Knowledge of psydhological testing practices/
terminology of the social work process.
Knowledge of human growth and development.

SPECIFIC*
Knowledge of the Social Service Model.
Agency policy /resources for psychological
testing/treatment.
Professional assistance available for
consultation.
Usefulness of test results to casework.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK:
Observes/evaluates the inter-personal relationships /compatibility /conflict/etc. between child
and foster parent during the first minutes of pre-placement and again during the final minutes
of the placement visit, applying knowledge of agency policy on Foster Care placement, in order
to record this data as a factor in the placement decision.

PERFORMANCE STANDARDS

DESCRIPTIVE*
Placement decisions are based on objective,
observation, which demonstrates insight.

. Conflicts are explorednot simply accepted
atiface value.

Worker allows child and foster family
opportunity to interact without the
worker's presenoe-tovernight or over a
weekend, if possible.

NUMERICAL*
In X time, fewer than X number of
placements finally made fail because of
interpersonal conflicts.

. In X time, fewer than X placements are
made without at least one overnight or
weekend pre-placement visit.

TRAINING CONTENT

FUNCTIONAL:
How to observe the interworkings of personal
relationships.
How to discover /sense personal conflicts.
Knowledge of non-verbal communication.

SPECIFIC;
Background of child/foster parents.
Available options.
Purpose of pre - placement.
Agency policy on Foster Care placement.

PERFORMANCE STANDARDS TRAINING CONTENT

elli)
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TASK:Examinee/evaluates the emotional climate/atmosphere in the natural home of a former foster child,
interacting with and assessing relationships between family members, physical conditions existing
in home and reviewing progress of parents toward established goals, in order to determine whether to
terminate service /recommend further foster care for child /provide continuing or additional service
to child in natural home.

PERFORMANCE STANDARDS

MESCRITTIVE:

Evaluation of the natural home environment/
personal relationships is-professional,
objective.
Recommendations for disposition of case are well
thought out.
Decisions are not arbitrary, but based on
demonstrable considerations.

NUMERICAL:

r--
In X time, fewer than X decisions to remove
Child from natural home are not supported by
supervisor/courts.

O In X time, fewer than 3: number of complaints
from natural parents that worker made his'
decision rashly, imfaXely, arbitrarily.

1)
U

PERFORMANCE STANDARDS

TRAINING CONTENT

FUNCTIONAL:

How to evaluate home environments (parental,
sibling relationships).

. How to evaluate progress of individuals,
families toward established goals.

. Bow to make decisions based on client needs/
agency ob3ectivee.

SPECIFIC:

Awareness of social service model.
Specific attitude/background of child and
parents.
Availability of alternative social services.
Agway/court po±cies on faster care.

TRAINING CONTENT
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GOAL: OBJECTIVE;

TASK: Er4mineeievaluates foster adult client's needs in relation to foster homes available for placement
mainca knowledge of the client's special interests and the foster family's activities, habits
and expectations in order to select a foster home suitable for preplacement visit.

PERFORMANCE STANDARDS

ISSCRINTIVE:

Selection is based on an objective evaluation
of both the client's and family's interests
and needs.

. Selection is made in a reasonable amount of
time.

NUMERICAL:

. Ethane. selected for preplacement over X
period of time are suitable for permanent
placement.
No instances arise where client is placed in
a home against his will.

FUNCTIONAL:

TRAINING CONTENT

Knowledge of social casework principles.
. How to make an objective decision and evaluate

facts.
. 'Knowledge of principle of adult foster care.

SPECIFIC:

. Client's needs, interests, hobbies, etc.

. Pbster family's activities, habits,
expectations, etc.
Purpose of the preplacement visit.

. Purpose, goals, objectives of the Adult Minster
Care program.

PERFORMANCE STANDARDS TRAINING CONTENT
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OBJECTIVE:

Talks to/suggests/discusses with foster parents and natural parents suitable visitation schedules,
abiding by Agency S.C.P. and recognizing the interpersonal dynamics operating at that time, in
order to, arrange for a mutually convenient schedule for the natural parents to visit the foster
home.

PERFCRMANCZ STANDARDS

DESCRIPTIVE:

. Worker cooperates with persons involved.
Asmatually'convenient arrangement for both sets

'of parents is reached.
Worker stresses the importance of compliance
with the visitation schedule by both natural and
foster parents.

NUNERICALs

In X time; ZI6 of prearranged visits are made.
Fewer than X complaints in X time about worker
failing to consider both sides.

TRA=NG C:=27

FUNCTIONAL:

How to communicate effectively.
. Now to make appointments.

SPECIFIC:

. Knowledge of both parties involved.
. Knowledge of agency S. 0. P. for natural parents'

visit to foster homes.
Now the task contributes to the overall agency
objective (how it relates to the social
service model).

1'

PERFORMANCE STANDAE S TRAINING CON7EXE
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Talks to, discusses with, answers questions of foster child, foster parents, and natural parents
about the child's return to natural home, working out the details of when and under what conditions,
attempting to eliminate doubts or reservations, in order to prepare each of these persons for the
child's return to the natural home.

DESCRIPTIVE:

PERFORMANCE STANDARDS

. Worker is sensitive to indications of doubt,
reservations, uncertainty.

171 . Each person is consulted individually worker's
E.; conversation is to the point, clear, concise.
...t; . Thrust of discussion is toward improving r

h.& 1 ...
:!, potential for the child's successful return to theJ

00 natural home.

NUMERICAL:

. In X time, fewer than X number of complaints that
worker was abrupt, confusing.

. In X time, fewer than X number of children are
returned to the natural home without conferencei
with each party.

NA:N11:5 C.C.r=7

FUNCTIONAL:

Row to discuss an emotionally laden situation
to produce maximum clarification.
How to respond appropriately to questions.
How to plan effectively with several people
who have different expeotations.
How to recognize doubts, reservations.

SPECIFIC:

Background of child, natural parent, foster
parent.
Agency policy on foster care.
Options available.

. Knowledge of the Social Services model.

PERFORIUNCE STANDAL S MI= COXTE:ZT.

:4
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TASK: Talks with/listens to responses of foster parents concerning child's return to natural home,
discussIxqrFoster Care policies, the natural home/situation of the child, and the foster parents
emotional attachment /relationship with child, in order to prepare the foster parents for the
child's departure.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker is firm, but considerate and
empathetic toward foster parents.

. Worker's discussion of lbster Care policies
are accurate and relate specifically to
individual cases.

. Worker is perceptive and sensitive to foster
parents' relationship with child.

NUMERICAL:

. In X time, fewer than 7%6 of foster parents
react negatively to child's departure.

. In X time, fewer than 1:number of oomplaints
from foster parents that worker's attitude/.
=merino not open/candid/supportive:.

TRAINING CONTENT

FUNCTIONAL:

How to define roles, explain objectives and
procedures clearly, logically in a supportive
manner.
Bow to be sensitive to doubts, uncertainties
in people.

. Non-verbal communication skills.
How to establish a working relationship.

SPECIFIC:

. Agency policy on discussing natural home
with foster parents.
Objectives policies of lbster Care.

. Relationship of foster parents with foster
child.

PERFORMANCE STANDARDS TRAINING CONTENT
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1
Explains/clarifies the conditions of the placement agreements to the foster parent, clarifying the
role of the natural parent, specifying any previous placements of child and their results, and
noting any special circumstances or responsibilities in order to inform the foster parent about the
role he will be expected to accomplish in the placement.

PERFORMANCE STANDARDS

DESCRIPTIVE:
I

. Rxplanations are clear, concise, accurate. I

1

. Answers questions with insight, being sensitive 1

to doubts or prejudices on the part of the foster'
parent.

. Worker Ls honest with the foster parent, does noti
try to get foster parent to accept a placement 1

without understanding the conditions.

NUMERICAL:

In X time, fewer than X number of complaints that!
worker was unclear, confusing.

. In X time, fewer than Xnumber of placements
break down because foster parent does not under-
stand his role in the placement.

PERFORMANCE STANDARDS

TRAINTN.':

FUNCTIONAL:

. How to make brief, concise accurate explana-
tions.

. How to clearly state the roles of various
people, preexisting conditions, expectations.

. How to sense unsureness, doubts that are not
verbally expressed.
Haw to respond to questions in a manner easily
understood by the person asking the question.

I

SPECIFIC: t
.

. Agency conception of role of foster parent.

. Background of child/foster parent. p

. Options available. .

i

t

. Knowledge of the Social Service.Model.

. Format of placement agreements.

. Conceived role of natural parents.

1 1

I -TRAININ3 CONTENi
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i
1

I

..1

Informs/discusses/consults with natural parents about the placement plan for their child (i.e.,
visitation rights, objectives, proposed time in placement), considering the goals for the child,
the responsibility of agency /parents, and parents' feelings; applying knowledge and experience with
placement process, in order to confirm parental agreement concerning the placement plan.

/OBSCRIPT/VE:

Mr0RAANCE J)A1tDs"

Worker clearly describes requirements for
visitation, etc., in an easily understood manner.

. Jun appropriate placement plan is agreed upon.

EUMERICAL:

Over 1C period of time, fewer than X plans are
unsuccessful because of worker's failure to be
thorough and arrive at an acceptable agreement,
as judged by supervisor.
Over 1C period of time, fewer than X complaints
from natural parents about worker's manner.

Trt--v7,1

I

FUNCTIONAL:

. fttensive knowledge of foster care, its goals/
objectives/principlee/praotices.
How to communicate with/discuss/reach agree-
ment with parents concerning the best plan.

SPECIFIC:

. The specific goals and objectives of each
placement.

. Knowledge of the personalities involved.
;

Relationship of the Usk to agency goals and 15

objectives (i.e., and the Sooial Service Model.

PERFORNANCE STANDARDS

1

MAINIgG CONTENT
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Explains /clarifies to individual foster parents, the approach or technique needed with specific
, . ohild, answering questions and providing such training as is necessary and possible, consistent with

agency policy, own understanding of the situation, availability of agency resources, and own profes- !
sional qualifications, in order to increase the ability of the foster parent to cope with specific
problems.

61

'
PSUMMANCE STANDARDS

1

t

DESORIPTIVB:

Ibcplanations are clear, to-the-point, profes-
sional.

. Worker is careful not to leave the foster parent
ConfUsed, doubtful.

. When worker is unsure, he consults with super-
visor.

. Worker is patient, not overbearing.

. time, fewer than :X, number of complaints from
foster parents that worker left them oonfueed,
=certain.
In X time, review by supervisor .reveals fewer

ICI than X number of cases where instructions left by
. $

r- worker are questioned by supervisor.
I 1. .1
t-.

43

:! I

.01

FUNCTIONAL!

1

f

. How to give clear, accurate instructions. t

. How to use various techniques of child care. ;'::!

. How to respond to questionst'recoguite uncer-
tainty in others. i

How to formulate and express operational =-
-4.

techniques to cope with specific problems.
. knowledge of child care/social work principles.! ,

SPECIFIC:

. Awareness of the social service model.
Background of the foster parents/child.
Agency resources/policy concerning foster
oare.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Discusses/assesses information about the child(ren) (personal history, behavior characteristics,
foreseen problems, urgency of situation, etc.) with foster care worker, following agency policy
and guidelines, in order to decide (in emergency situation) foster care which would best meet
needs of the child(ren) and/or inform foster care worker'of the need for foster care.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker's statements are clear and concise.
Information is accurate, complete and
pertinent.

. All pertinent information is considered.

11U/CELICAL:

Correct decision is made in at least I4 of
cases.
No valid complaints received about decision
and/Or worker's warmer /attitudes.

PERFORMANCE STANDARDS

T2AININC CONTENT

FUNCTIONAL:

. Communication skills.
. How to select pertinent information.
. Knowledge of human growth and behavior.

Knowledge of decision making process.
Diagnostic assessment abilities.

SPECIFIC:

Knowledge of agency policy and guidelines.
Knowledge of agency and community resources.
Awareness of community standards and
attitudes.
Awareness of cultural and i thnic group
patterns as relited to the:community.

TRAINING CONTENT I

r
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GOAL: OBJECTIVE:

VI
1-3

1-,

*-

.1:0

TASK: Explains/clarifies placement agreements to foster parents, interpreting the worker's/department's
plans for the child, the length of child's stay and child's previous experience with foster parents,
based on knowledge of worker's/department's plans for the child and agency S.O.P. for foster care,
in order to inform foster parents of child's situation.

I. PERFORMANCE STANDARDS' .

FUNCTIONAL:
TRAINING CONTENT

of

audience

of

specific

for

care

DESCRIPTIVE:
clear and easily understood.
correct.

with a clear understanding

parents report that they
X period of time.

foster parents complain

. Worker's explanation is

. Worker's information is

. Poster parents are left
of placement agreements.

NUMERICAL:
. At least X number of foster
understoodunderstood Axplanation over
No more than Xnumber of
about worker's manner.

. How to
parent

. How to

SPECIFIC:

apply knowledge and understanding
child relationships
convey information to a specific

of purpose, goals and objectives
Care program

of placement agreements for

of worker's/department's plans

of agency S.O.P. for foster

. Knowledge
Foster

. Knowledge
case

. Knowledge
child

. Knowledge

...
.i.

o
o

..-1,

A0
PERFORMANCE STANDARDS TRAINING CONTENT
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NUMERICAL:

. In X time, fewer than X number of letters
are sent with incorrect notification to
applicants.
In X time, fewer than X nuMber of applicants

12 whose application was denied were not
informed about appeal procedure.

Data ! Paoplt r Things I

Ll
1

3.A.

Rcx.s. f Yath. I

U. F. - ORIENTATIOX irlsTa. i
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OBJECTIVE:

G. E. D. TAS::

1 1 PA.G. 36

Writes/composes a letter to applicants for Fostcr Care licenses informing them of approval/
disapproval as determined by State Office, explaining all remaining steps necessary for
licensing or appeal procedure, as-appropriate, in order to notify applicant of the decision
of the licensing authority.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Letter apcurateli reflects decision of
licensing authority.

. Appeal procedure clearly stated.

. Other steps necessary' before license cen
be granted or reconsidered ere explained.

TRAINING CONTENT

FUNCTIONAL:

NOw to compose a business letter..'
Elm to copy information from one source
to another.
How to clearly, accurately specify, in
written form, actions necessary to obtain
license.

SPECIFIC:

. Appeal procedure.

. Agency policy for foster homes.
Agency policy on notification.

. Background of the applicant.

yi

' 7:

1

PERFORMANCE STANDARDS TRAINING CONTENT
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Locates/identifies/chooses emergency or temporary placement facility (relative's home, community
shelter, hospital, etc.) for child removed from home but not yet processed for placement in optional
living arrangement, exercising judgement in selection of facility appropriate to child's needs, in
order to arrange for short term care for the child.

DHSGSEPTIVS:

Selection of placement facility is based on
assessment of child's immediate needs (medical,
emotional, etc.).
Selection/placement is made quickly.

. Worker is constantly aware of the availability
of short term care facilities.

IMPSERICAL:

In Z time, fewer than X number of instances when
a particular type of emergency shelter is not
available.
In I time, fewer than number of instances of
relative's homes available but not used (without
overriding reasons: medical, time, distance,
etc.) for placement.

RAIXTINC CONT=

FUNCTIONAL:

How to relate a child's needs to the resources
of each facility.

. How to assess needs of child.
How to approach institutions with proposals
for the use of their facilities.

SPECIFIC:

Community based shelters, hospitals, etc.
. Poster care homes that will accept short term/

emergency placements.
Needs of child.

PEnnWNCE STAWDARDS TRALNING C.TENT

4.-
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:Q.:: Assesses pertinent background data, as supplied by parents of potential foster child in relation to
program criteria, as stated in the manual or departmental letters, and the medical /emotional needs
of the child in order to determine how the funding will be charged for foster care services.

- -1

MESCRIPTIVE:

. Worker uses good judgement in selecting program
that best meets needs of child and department.

. Worker is careful to ascertain that child
qualifies for/does not qualify for specific fos-
ter child program.

EUMERICAL:

. In X time fewer than X number of cases when
worker's determination of funding must be revised
because of something the worker overlooked.

. In I time, fewer than X number of instances where
specific, identified needs of the child are not
provided for, although resources exist.

T2AININC CCN=T

FUNCTIONAL:

How to read the specifications for program
eligibility in relation to client's needs.
How foster care services relate to agency
objectives.
How to interpret state, federal manuals,
circular letters.

SPECIFIC:

. Agency policy on funding for foster children.
Specific funding programs available.
Sources of information available (ie., manual, i
letters, pamphlets).
What services can be provided through foster
care, supplemental vended services.
Federal/State/agency criteria and guidelines
for Foster Care program.

TRAINTNG CONTEXT
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TASK: Writes appropriate information onto Placement Agreement form (client's name, visitation rights,
liability for expenses, program expectations for the child), obtains necessary signatures (County
Director, Board of Supervisors )Iember, Institutional Administrator, natural parents and/or foster
parent), following agency guidelines, in order to complete the Placement Agreement specifying the
roles/obligations of each participant.

00

0

PERFORMANCE STANDARDS

INSCRIPTIVE:

, Worker's entries are neat, legible.
Agreement is completed within a reasonable period
of time.

NONERICALs

, All relevant information is included.
No more than X instances arise in period of
time where incorrect signatures were entered on
the agreement.
Mb more than X complaints over :X: period of time
canomminglegibilitevalidity of entries on the
agreement.

TRAINING CONTENT

FUNCTIONAL:

How to determine information which is relevant
to specific cases.
How to enter relevant information onto a form.
Row to gather information from many different
80=008.

SPECIFICt

Where to obtain needed information for Place-
ment Agreement.
Signatures necessary for each specific agree-
ment.
Knowledge of foster care program, federal/
etate/agency policy and guidelines.
Knowledge of the terms of specific agreement.

PERFORMANCE STANDARDS TRAINING CONTENT

Er
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OLJECTIVE:

I

!

! TASK:Assesses/evaluates present case data and contacts with individual/family member(s), keeping in mind
both short-range and long-range goals, comparing individual's/family member(s) current status with
previous status and casework goals,in order to determine progress, if any, in resolving problem that
made services necessary and/or, if different action (change in foster care, court action, additional
services/resources, etc.) is needed.

i 1

i
I I

! OBSCRIPTIVE: FUNCTIONAL:
: ;
....:

i..-. Assessment is accurante and thorough.
-.

. Completed in.xeasonable length of time and appro-
i

.zi priately.
...7

:1-

RIC
;.2:NUMERICAL:

cm :71 1 .r
1..

'1. Correct determination is made in at least X out of SPECIFIC:
...:

;
:X cases.
s

:1 . Knowledge of agency guidelines, policies,
I i

°j resources. .

! 1

. Knowledge of community resources.
. i

: 1

1 I

11
1 1

i I

43 1

r--1
I I Iif.. 111....ii

V
41

1

.wl

.r..4

C I

; I PERFORMANCE STANDARDS TRAINING CONTENT

PERFORMANCE STANDARDS TRAINING CONTENT

How to organize, summarize information.
How to select pertinent data.
Knowledge of human behavior.
How to make comparisons and determine progress
achieved.

I
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cn
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TASK: Develops (organizes, formulates) a plan for a resident (client) council, following agency S.O.P for
small group participation in decision-making, in order to plan for client participation in organizing
recreational activities programs.

PERFORMANCE STANDARDS . TRAINING CONTENT

practice
practice

in

limitation

DESCRIPTIVE:
information regarding

for the number of

before the council

of the council, as judged

FUNCTIONAL:
. Plan based on all relevant
costs, time and purpose.

. Uses judgment in provisions
residents to be involved.

. Elan is realistic.

NUMERICAL:

. Knowledge of recreational theory and

. Knowledge of small group theory and

SPECIFIC:
. Knowledge of S.O.P. for group participation
decision-making

. Knowledge of institutional or agency
for client participation in making decisions

.

. The plan is prepared X time
meets.

. The plan meets the needs
by council and supervisor.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Calculates wages and/or number of canteen cards due to students at a pre-determined regular time,
using time cards and a pre-determination of amount of money resident is to receive and amount to be
saved for him, in order to ensure that the resident's salary is divided as agreed upon.

PERFORMANCE STANDARDS .
TRAINING CONTENT

DESCRIPTIVE: FUNCTIONAL: 0
. Resident receives the correct wage'aftd/or number of . How to add, subtract, multiply, and divide

sr canteen cards. numbers
t . Wage.and number of canteen cards are consistent with . How to read and use data from time cards

time cards and pre-determination. . How to divide a salary according to prvideteri.

g
. Resident receives wage and/or canteen cards as
scheduled.

mined conditions ...;

.4

N NUMERICAL: .

SPECIFIC:
wage and/or

=
_ft:. Knowledge of resident's predetermined

111 . Over X period of time no more than X number of canteen card allotments :-.'

1 errors are discovered in the calculation of wages . Knowledge of S.O.P. for division of resident's
15 and/or canteen cards. salary

. Wages and canteen cards are received on time X% of
the time.

4.

.-
4
00

I--

m
v.

.

.4
sil

0
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A
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tPERFORMANCE STANDARDS TRAINING CONTENT .



www.manaraa.com

U
g
P
-,a
0
o
.i.

g

-.4=
4ta
14o

..
A

s.4
a
0

.--

a
Z.4

U
u
a
..-1A
c>

Data 1People 1 Things
1-

Data I People I Things Reas. I Math. 1, Lang.
q

W. F. LEVEL W. F. ORIENTATION INSTR. C. E. D.
...
TASK NO.

3B IA IA 90 5 5 3 3 1 3 PA.H. 3

GOAL: OBJECTIVE:

TASK: Chooses games and activities for a group of institutionalized children working from a knowledge of
available facilities, approved activities and the children's interests/abilities, in order to plan ,

entertaining, organized group recreational activities. /

PERFORMANCE STANDARDS . TRAINING CONTENT

interests of

of

I
-,

i-4
col

g
.4
I.
tm

'Ar

-.

DESCRIPTIVE:
for the

not too time consum-
a lack of equipment, space,

more than X activities

more than X complaints
choice of activity.

.

.

4

FUNCTIONAL:
. Games/activities are varied/appropriate
children.

. Entertainment is well planned,
ing and not hampered by
etc.

NUMERICAL:

. Knowledge of recreational needs and
children

. Knowledge of types of games and activities
interest to children

SPECIFIC:
. Knowledge of which activities are approved.
. Knowledge of facilities available
. Knowledge of the children's interests/abilities

. Over x period of time, no
are disapproved by supervisor.

. Over X period of time, no
from the children about

PERFORMANCE STANDARDS TRAINING CONTENT t
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38 U 3A I lA 50 1 45 i 5 4 4 I 2 t 4 PA.H, 4

GOAL: OBJECTIVE:

i_

TASK: Presides at (chairs, conducts) the resident/council meetings, following agency S.O.P. for conducting
business meetings, sharing own knowledge of a range of possible activities, their values/costs/limi-
tations and available facilities and equipment, in order to insure that the wishes of the separate
members are considered in determining the nature and content of a recreation (activity) program.

,-

P
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ati)

I-4

VI
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*.Z

PERFORMANCE STANDARDS TRAINING CONTENT

in the

activities

practice.

available.
meetings.

DESCRIPTIVE:
description of suggested

of the time, money, and value
activity.

fair in allowing opinions

per meeting from council
given the opportunity

FUNCTIONAL:
. Provides a clear and concise
activities.

. Thorough in explanation
limitations of any Suggested

. Shows no preference, is
tO'be expressed.

NUMERICAL:
A

. How to encourage members to participate
discussion.

. Knowledge of a full range of possible
and their values, costs and limitations.

. Knowledge of recreational theory and

SPECIFIC:
. Knowledge of goals of the agency recreational
program.

. Knowledge of residentlsneeds
. Knowledge of equipment and facilities
. Agency S.O.P. for conducting business

. Fewer than X complaints
members that they were not
to express their opinions.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK NO.

I
7-1- U I U 7 I 251)Z-7 i 5 1 5 I 2 I 4 A.N. 5

GOAL:

t.

OBJECTIVE:

TASK: Determines/decides the purpose, goals and objectives of an activities/recreation program, applying
extensive knowledge of the therapeutic values of the recreation and activities and the educational
needs of the clients, following consultation with various department heads and considering the
reality conditions, in order to establish the sequence of operations of the activities/recreation
departments.

MOSCUPTIVE:

PERFOOANCF STAN:ARDS

;
.

!

.

1

i

1

ie

i

I

TRAINING CONTENT

value

conditions

objeotives

program

...3

-

....

;41

.1

..n.

r

overall purpose of the
program.

goals, objectives that are

needs of the olieuts.

of the determined Puxposets
over I period of time.
goals and objeotives are

.

.

I

. MOTIONAL:

.

.

CarefUlly ()onside= the
activities /recreation

Establishes purpose,
appropriate /reasonable.
Carefully considers the

.L:

i

1 . Extensive knowledge of the therapeutic
t of activities and recreation.
I . How to analyze and determine reality

in relation to setting up a Program.
. JIAMinistrative ability.

t . Knowledge of behavioral science.

1 SPBC/Ples

. Supervisorapproves0
goals and objectives

. Upon review ]l of the
considered realistic/obtainsble.

1 k

. Knowledge of the purpose, goals and
. of the institution.

. Knowledge of the type of client the
will reach.

! . Knowledge of the facilities available.
. Reality conditions to work with.

PERFORMANCE STANOARDS TRAINING CONTENT
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3 . 1 3
TASK NO.

PA.N. 63 1 1 r U I U
COAL: onncrIVE:

TASK: Prepare/disseminate to staff members a listing of residents who could benefit from recreational
programs, referring to residents' records and applying knowledge of recreational programs avail -
able, in order to inform staff of the residents who need to be persuaded to participate in the
activities program.

a
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PERFORMANCE STANDARDS TRAINING CONTENT

programs in a

needs of

IMM:
and comprehensive.

prioritise.

who can benefit from
reoognimmiI0, worker.
in X time from staff abou4

of the lists.

f

)

t

1

1

1 PUNCTIORAI:

. Listing is accurate
o Consistent with agency
. Prepared lists are legible.

NUMERICAL:

. Know the values of recreational
therapeutic program.

I . Know how to identify recreational
individuals.

SPECIFIC:

. DIX time A4 of residents
reoreation programs are

. Fewer than X complaints
inaccuracies or clearness

,

1 . Knowledge of resident records (oontent,
i loostion).

. Knowledge of agency priorities.
, . Knowledge of recreational activities
$ available.
S

.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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COAL: 'OBJECTIVE:.

TASK: Advertizeshublicises future off-campus recreational activities, prepares posters, newspaper
advertisements and makes enrollment sheets available in order to foster interest and participation
in off-campus trips.

PERFORMANCE STANDARDS

INSCRIPTIVE:

. Yorker is creative and accurate in advertising
off-campus activities.
Advertisements are colorful, eye- catching, yet
infezmativs.

. Advertisements are posted well in advance of the
date for the activity.

lIONIMICALs

. Ix:Z*1mo fewer than X complaints from residents f
that they' were not able to participate In a
desired 'activity because they were not informed

In
time. 1

In X time fewer than X activities are .poorly .

attended because of inadequate pablieitY

TRAINING CONTENT

FUNCTIONAL:

. Awareness of the benefits of advertising.
Bow to plan eye-catching advertisements.

SPECIFIC:

. The clientele participating in activities.

. Time and date of planned trips.
S.O.P. for postinedleeminatingmaterial for
publicity.

'PERFORMANCE STANDARDS TRAINING CONTENT-

P.1
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GOAL: .

4

OBJECTIVE: ,

=
.-1

i-
tn.

...i.,

o

TASK: Contacts psychological testing center according to S.O.P., arranging time and place for the test
and providing background information as requested and as available, in order to arrange for
psychological evaluations for child.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

information

DESCRIPTIVE:

testing are

is accurate.
note of time and place .

%

g of appointments made

X number of complaints
+bit they did not receive

when it was available.

. Arrangements for psychological
thorough, complete.

. Background information

. Worker makes careful
of appointment.

NUMERICAL:
i

. How to arrange appointments.

. How to provide background material.

SPECIFIC:

. In X time, fewer than
must be rescheduled.

. In X time, fever than
from testing center
requested information

. Agency S.O.P. for contacting testing
center.

. Time needed for evaluation.
. Sources of background information.
. Agency policy on the release of

PERFORMANCE STANDARDS TRAINING CONTENT
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1
TASK NO.

4 1 ;1;C I IA 50% 4510 1 5% 5 5 l PA.I. 2

GOAL:

TASK:

OBJECTIVE:
ti

Observes/evaluates/examines a child in a play therapy situation, attempting to pick up clues from
the child's behavior in accordance with S.O.P. for play therapy, applying knowledge of child
development and clinical practice, in order to identify possible clues to the child's problem.

1

1

i

-

74

to
.4m
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1°'Cl':
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PERFORMANCE STANDARDS TRAINING CONTENT

of
specific

principles

.

.

and

to guide the play
freedom of

alert to detail.
interpretation a

>

supervisor feels that
lead to the

(by supervisor) to
in the session.

FUNCTIONAL:bEstilfPtivE:

Worker allows the child
therapy session, encouraging
expression (non-directive).

. Worker is patient and
.

.

Worker makes an accurate
the child's behavior.

NUMERICAL:

. How to conduct a play therapy session.

. How to pick up clues from observation
a play therapy session, relating
incidents to the chilirs total situation.

. Knowledge of child development and
of clinical observation.

SPECIFIC:"

. Over X period of time*g of worker's Interpretations
root of the problem.

. Worker is never observed
be leading the child

. S.O.P. to play therapy.

. The specific child's previous problems
case history.

.

PERFORMANCE STANDARDS TUNING CONTENT

.6 4411. 11004111.
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.41 uf 3.1. 30/6 I 6996 1 _936 5 11 1 4 P.A.J. I

COAL: OBJECTIVE:
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TASK: Discusses with/asks questions of/listens to responses of residential facility personnel who are
experienoing problems in relation to behavior of ohild(ren), encouraging them to express feelings/
opinions, offering counsel as appropriate and suggesting ways of dealing with problems/anxieties,
in order to assist personnel adjust to/solve problems with child(ren).

DESCRIPTIVE:

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

skills.
concise

and psycho-

child.
and technique°

of treat,-

and attitudes.
group

in

and understanding.
olear and conoise.

clear and concise manner.
responses.

in at least Ig of cases.
complaints received within

.

o Worker's manner is sensitive
. Worker's statements are

. Questions are asked in

. Listens attentively to

NUNBRICII4

. Interviewing skills and techniques.

. Verbal and non-verbal communication
. How to ask questions in clear and

manner.
o Knowledge of child psycho- social

motor development.
. Knowledge of emotional-] y disturbed
. Knowledge of motivational them/

Theory and techniques of crisis intervention.
. Principles of oounseling and guidance.

SPECIFIC:

.

.

.

Worker assists personnel
No more than I valid
71: period about worker.

. Knowledge of agency policy and guidelines.

. Knowledge of resources and methods
ment.

. Awareness of community standards

. Awareness of cultural and etbnio
patterns as they relate to the community.

. Understanding of ethioal considerations
relation to utilisation of information.

PERFORMANCE STANDARDS TRAINING CONTENT I
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TASK NO.

P.A.J. 2

GOAL: OBJECTIVE: 2

TASK: Files petition with proper out-of-state authorities where a missing family member is located, in
order to request the authorities to initiate procedinga to obtain child support in accordance with
the Uniform Support Action Reciprocal Agreement.

4.3

PERFORMANCE STANDARDS

IORNMEEPTIVE:
Piles the proper petition with the proper state
authorities.

. Files petition as soon as possible.

EliOMEDMCG:

. X time, fewer than X cases of improperly filed
petitions.
Mee petition within X time after location is
determined.

TRAINING CONTENT

FUNCTIONAL:
. Knowledge of inter-state agreements and policie

as they pertain to social service.
. Row to file a petition.

SPECIFIC;
. With which state to file the petition.
. Knowledge of the specific agreement with the

particular state.
. Knowledge for requesting initiation

of child support proceedings.

I

0

PERFORMANCE STANDARDS TRAINING CONTENT

s.
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GOAL: OBJECTIVE:

TASK: Gathers/collects/Prepares information needed for a paternity suit, relying upon knowledge of court
requirements and past experience with various County Attorneys, in order to prepare the information
for the cooperating County Attorney.

1

11
1 "E.1
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PERFORMANCE STANDARDS TRAINING CONTENT
.

a

1

client.
preferences .,

1

cases.

I

.-----

DESCRIPTIVE: .

complete in compiling

in the proper form
Attorney.

when needed.

X requests for additional

in X time.

!

FUNCTIONAL:
. Worker is thorough and

information.
. Compiles the information

desired by the County
. Has information available

NUMERICAL:

. Knowledge of legal requirements for
paternity suit.

SPECIFIC:
. In X time, fewer than

material.
. Compiles information,

.

. Knowledge of the specific case and
. Knowledge of the County Attorney's
. Knowledge of where and how to locate/gather

information required for specific

-
.

PERFORMANCE STANDARDS
. TRAINING CONTENT
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GOAL:
.

OBJECTIVE:

)-.

0
.t)

:71

:111

l's
v:.

i:2.

-.

Fel

:1

1

1

1

I

TASK: Inspects, reviews documentation for, and after determining the change is in the best interest of the
child, signs all Change of Status requests (marriage, medical, discharge, etc.) for child wards of
the state, applying agency policy and guidelines in order to authorize the requests. as the guardian
of these children. .

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

of

to
1

I

DESCRIPTIVE:
is complete, comprehensive.

with reasonable

requests are authorized

within amount of time.

.x,,

. Worker's inspection

. Authorization is completed
speed.

NUN /CAL:

. Row to inspect a request.

. Guardian's responsibilities.

-SPECIFIC:

. No sore than X invalid
over X period:Cif time.

Request* are acted upon

. knowledge of which requests to authorize.

. Knowledge of basis for authorization
requests/agency policy and guidelines.

. Guardian's responsibilities, in relation
child wards of the state.

.

. .

. .

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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TASK: Organizes/evaluates/records information gathered about a parolee /probationer, including basic
statistical information and ratings as well as a brief narrative discussing the case, in order to
complete the quarterly report.

MEISOMPTIVE:

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT
.

or problems

narrative. IA
i

which a

meanings

for ththy,

.

reflection of the case
information in

with reasonable speed.

is recorded in the
the item ie a question

supervisor finds no more
the report misrepresents

status.
on time.

. Report is an accurate
status, including significant
the narrative.
Report is completed

NUMERICAL:

. Knowledge of human behavior and what
constitutes significant progress
for a person on parole/probation.

. How to compose a brief, descriptive
-.' How to fill out a simple form.

SPECIFIC:
.

.

.

.

No inaccurate information
statistical data, where
of facts - not judgement.
Over X period of time,
than! instances where
the client and case
All reports are submitted

.

. Knowledge of each specific case on
report is to be made.

. How to fill out the farm, i.e. the
of the ratings and type of information
required.
When the reports are due; format
report.

PERFORMANCE STANDARDS TRAINING CONTENT
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Data [People 1 Things Data I People 1 Things Rees. I Math. Lang.

W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

4 1 1A-1 lA 90% 5% 5% 5 5 1 4 P.A.J. 6
GOAD: OBJECTIVE:

,

TASK: Examines /reviews a parolee's/probationer' a progress made during the parole/probation period; taking
into consideration his current behavior =I attitudes, how he handles problem situations, and the
relative stability of his environment, in order to compose &recommendation for the Parole Board's
or Probation Supervisor's approval.

PERFORMANCE STANDARN.

FUNCTIONAL:

TRAINING CONTENT

to

behavior

under
status,

III

rr
.

.-4
.ltn0

DESCRIPTIVE:
thorough and objective in

well organized and
and a sound interims-

at least .96 of worker's

no more than X complaints
Board that wacees

or containo

at least SK of clients
a discharge - that is

life 0tYle

. Worker is perceptive,
composing his recommendation.

. 'The recommendation is

Cation of the facts.
good judgement

-

. How to evaluate a parolee/probationer's

suitability of release.
current life" situation in relation

. How to compose &clear, well-organized,
persuasive recommendation.
Row to apply principles of human
and draw valid conclusions.

SPBOIPTO:
. Over X period of tine,

recommendations are approved.
. Over X period of time,

from supervisor/Parole
recommendation is unrealistic,
insufficient information.

. Over X period of time,
for wham worker reoommendm
approved -goon withasuoceasful
(i.e. no recidivism).

. Knowledge of the specific individual
donsideration - case history, current
and personal wishes in the matter.

. Format required for the recommendation.

, .

.

PERFORMANCE STANDARDS TRAINING CONTENT
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I

1
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1

TASK: Talks to/discusses with/advises the client of the procedures, time limitations, advantages and legal
ramifications of establishing paternity, in order to inform the client of his rights and encourage
him to cooperate with the agency.

PERFORMANCE STANDARDS TRAINING CONTENT

of estab.

1-:.

and
iImo,;

cases.
obtain

goals

-----

DESCRIPTIVE:
advantages of establishing

of the legal rami-
limitations.

client of his rights and

fewer than I clients cam:- U

attitude or failure
his rights.

FUNCTIONAL:
. Carefully explains the

paternity.
. Accurately advises client

fications and the time

NUMORICALt

. Understanding of legal requirements
nailing paternity.

. Knowledge of the rights of client.

. How to clearly define, explain rights
responsibilities of a client.

MOWN:
. Worker always informs

options.
. In X period of time,

plain of worker's manner,
to inform Client of

.

.

. Agency guidelines concerning paternity

. Knowledge of the client or how to
client's file.

. Row task contributes to the subsystem
and dbSectives.

.

.

.

PERFORMANCE STANDARDS
. TRAINING CONTENT I
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TASK: Discusses with/questions client concerning the possible location of a missing person or knowledge of
the person's last known residence, in order to acquire information which may be of assistance in
locating a missing person.

PERFORMANCE STANDARDS TRAINING CONTENT

relevant in

sensi-

out various

DESCRIPTIVE:
questions.

and sensitive to

to provide as many leads

in X time from clients

. .

FUNCTIONAL:
. Worker asks relevant

Worker is polite, courteous

'

client's feelings.
. Worker encourages client

as possible.

NUMERICAL:

. How to discuss a potentially sensitive
:abject with client.

. Knowledge of what information is
lc:esti/2g a missing person.

SPECIFIC:
. Fewer than X complaints

about the worker's manner.
. Background of the client and client's

tivity to Certain subjects.
.. Resources available for checking

types of leads.
. Purpose of the task.

.

.

..

0

&I
U
0

CO
21

1 PERFORMANCE STANDARDS TRAINING CONTENT



www.manaraa.com

Data 1 People 1 Things Data 1 People I Things Rees. I Math. i Lang.

R. F. F. - LEVEL W. P. - ORIENTATION INSTR. C. E. D. TASK NO.

AA

LS-

m-
a-.Justification
7
w
..4

0
0
cl

c
r.,

El.

10
>

0
-1

It

el

I

4 1 4k I 1k 80% 1 15% 1 5% 4 4. 1 3 I 4 PAA,J. 9
.

GOAL: OBJECTIVE:

zp
:1
gi
tit.

-r
.i.

,47,

..1

:Li

TASK: Investigates the circumstances of an alleged parole violation, gathering evidence, interviewing
the parolee, and reviewing the recbmmendations of others with regard to any applicable regulations,
statutes, and precedents in order to determine whether facts are sufficiently serious to warrant a
court hearing.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

viola-

eto.

of

parole

in an

under laves-

.

MESCUPTIVE:
and impartial.

and aimed toward helping

decision is logical and

regulations, statutes or
.

.

.

.

o Investigation is thorough
. The decision is fair

the parolee in hie adjustment.
for the

well-substantiated..

NUMERICAL:
Demme violates no

precedents.

.

. How to investigate an alleged parole
tuna.

. How to interpret state code, regulations,
as they apply to a speoific case.
Ability to assess emotional strength

lparolee.

SPECIFIC:
. Specific circumstances of the alleged

violation.
. Usual sources of productive information

investigation of a parole violation.
. Knowledge of the conditions of parole/case

history of the specific parolee
Ligation.

. Knowledge of legal process.

,

.

.

PERFORMANCE STANDARDS i" TRAINING CONTENT
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TASK: Discusses with/advises located missing parent of his/her responsibilities and consequences of
failure to comply; attempting to work out areas of disagreement, in order to secure cooperation
for child support payments without court action.

PERFORMANCE STANDARDS

MOTIONAL:

TRAINING CONTENT

to a

for

situation

---.._

DESCRIPTIVE:
-

.

responsibilities and
the client.

and gives client
his views.

coopemation without

X cases that a client was
of his options and responsi-

X complaints from clients

for child support
court action.

. Worker carefully covers
options available to

. Worker is polite, pleasant
opportunity to express

. Worker actively encourages
court proceedings.

NUMERICAL:

. How to discuss a problem /give advice

potentially hostile, anxious person.
. Knowledge of legal options and procedures

enforcing child support payments.
'. How to listen
. Knowledge of social work principles.

SPECIFIC:
. In X time, fewer than

not fully informed
bilities.

. In X time, fewer than
about worker's manner.
In X cases, arrangements
payments are made without

Awareness of the previous family
(i.e. familiar with the case records).

.

- .

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL OBJECTIVE:

TASK: Explains/clarifies pending court action to the principals (parents, children) including the reason
for the action, own evaluation of family situation and needed changes, the meaning of possible
actions of the court and the availability of counsel and how to obtain it, following agency policy
but basing the exact content of discussion on own assessment of family reaction and emotional
condition in order to prepare the parents and children for the court appearance.

0

54

1

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

to

the situp.,
the

general.

-

agency

be

IINSCRIETIVEs
during discussion in

the reason for action, its
process involved.
professional in manner and

!

frankly and as

.

X number of families
attitude, manner.

able to relate effectively
involved in court

. Worker uses good judgement
the presentation of
consequences, and the

. Worker is courteous,
attitude, non-judgmental.

. Answers family's questions
accurately as possible.

NUMER/CALs

. How to explain/describe specific action
persons who are likely to be apprehensive,
threatened, defensive, and even hostile.

. How to interpret own evaluation of
- tion into language appropriate to

individual involved.
. Now the court process operates in

SPBOXPICs
. Inj time, fewer than

complain about worker's
. In X time, worker is

to at leeetZ6 of parents
action.

,

. Neasonfor preparation, content the
wants imparted to the principals.

. Actual court process the family will
involved in.

. Specific situation involved.

. Availability of legal counsel.

. Possible action of the court.

- .

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Locates/collects/reads/analyzes data concerning a specific case and follow-up, in order to prepare
documentation for court hearing.

....

Ve
,-,
:04

f.1

:Zs

>I

a
71

PERFORMANCE STANDARDS

M OTIONAL:

TRAINING CONTENT

human

case,
access

MOSORIPTIVN:

clearly and concisely.
complete and pertinent.

:

is prepared in all (10090

about documentation.
is considered.

Information is stated
. Information is accurate,

NUNIRICALs

. Written communication skills.
Row to select pertinent information.

. Row to organize information.
.. Row to analyse/interpret data concerning

behavior.
. Knowledge of legal/court process.
. iflouledge of what constitutes evidence.

SPECIPTC:

Accurate documentation
cases.
No 'aid complaints received

. All pertinent information

. Knowledge of agency policy and guidelines.

. Knowledge of data concerning specific
where it is located and how to gain
to it.

. .

PERrORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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'Milt: Operates (starts, adjusts, controls) monitors closed circuit TV system set up to observe security

areas, switching from camera to camera as per standard operating procedures or indications (alarms,
disturbance, buzzer, etc.) of some particular activity in order to observe the status of specified

security areas.

PERFORMANCE STANDARDS TRAINING CONTENT

operate

area.

in case
.

.

DESCRIPTIVE:
areas in a systematic

is clear and zoom-1n
be clearly defined.

instructions for use

.

oguipment failures

test, operator is able
to monitor from any

security area within X

FUNCTIONAL:
. Yorker observes security

fashion.
, Picture on TV monitors

is used if detail cannot
Yorker follows operating
of TV system.

resnansit:
. Fever than"( number of

due to operator error.
. In operator efficiency

to bring a clear picture
designated camera or
time.

.

. How to operate TV. equipment.

. How to focus TV cameras.

. How tb time electronic equipment,.
selector dials,

SPECIFIC:
Use of electronic, iir gear. -

. Channels available for use.

. Location of TV cameras, their monitoring

. Procedure for switching cameras.

. S.O.P. for monitoring security areas
of notification of disturbance.

PERFORMANCE STANDARDS TRAINING CONTENT
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. .

OBJECTIVE:
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TASK: Operates telephone switchboard/radio equipment/alarm systems/control panels for intercom and
internal security doors according to standard operating instructions, placing /answering calls/
responding appropriately to electronic signals periodically checking the operation of the
equipment in order to provide communications service to the operation of the institution.

.

.

.

PERFORMANCE STANDARDS TRAINING CONTENT

checks
-

.

-

DESCRIPTIVE:
answered promptly

taken.
operating instuctions

for operation of each

complaints that calls
answered.
of shut downs

error.

FUNCTIONAL:
. Calls on all systems are

and courteously.
. Appropriate action is promptly
. Worker carefully observes

for equipment, policy
system.

NUMERICAL:

How to use radio equipment.
. How to use telephone switchboards.

How to'perform routine maintenance
on electronic equipment.

SPECIFIC:
Equipment in the control center.
Policy regarding the, use of each system.

. Operating instructions for the equipment.
How to check procedures, calibration.

.

. In X time, fewer than X
on any system were not

. In l, time, fever tWmainumber
of equipment due to operator

.

- PERFORMANCE STANDARDS TRAINING CONTENT . -
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GOAL: OBJECTIVE:
.

i

.
,..,

:m.

7.71

v
z
.4
r-I

1

P
1

TASK: Assesses/evaluates the behavior of clients in the unit setting, paying special attention to
unusual or atypical behavior, depression, anti-socialism, agressiveneaa, etc., (*serving and .

.:

interacting with clients while performing other unit tasks, in order to remain effectively
cognizant of the moods of clients in the unit.

,

PERFORMANCE STANDARDS

FUNCTIONAL:

'TRAINING CONTENT

depression,

moods.

conduct.
moods

.

DESCRIPTIVE:

to be aware of client
other tasks.

the moods of the people

of depression,

.

X number of attempted
attacks by persons

by worker as

X number of complaints
is constantly watchibg

.

Worker makes an effort
activities while performing

. Worker is sensitive to
in his unit..

.' Worker is alert for signs
anxiety.

NUMERICAL:

. Br0:47 to casually observe another person.
. How tb recognize conditions such as
. anti-socialism, agressiveness, etc.
. How to recognize pattern in a client's

SPECIFIC:

. Nadkground of specific clients.'

. Behavior standards at the institution.
Lines of responsibility for client

. What to do if severe changes.in,client
OccUr.

. .

. In X time, fewer than
suicides, extremely agressive
who have not been identified
potential.
In X time, fewer than
troZ elicits that worker
him.

-

' PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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TASK: Analyzes reports submitted by interview teams who have questioned persons involved in an actual/
potential disturbance, supplementing these reports, as necessary, with own knowledge of the persons
involved and further or more extensive interviews, in order t determine the causes of and responsi-
bility for disturbances and recommend disciplinary action, if necessary.

P.-
PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

this

teems

the people

.

.

persons

known

action.

DESCRIPTIVE:

is objec-

reports are rechecked

.

of more extensive
.

biases of the

is upheldn of the time. .

fewer than Inumber of
are noted tt were over-that

.

, Determination of causes/responsibility
tive, realistic, thorough.

. Assures that conflicting
and cross checked.

, Is alert for indications
involvement.

. Is sensitive to the known
interview teams.

NUMERICAL:

, How to
assessment

. How to

. How to
in their

. How the
who live

SPECIFIC:

.

assess written reports and relate
to prior knowledge.

recognize conflicts, in statements.
recognize biases of investigating
reports.
institutional setting affects
in it. .

.

of the nature of the incident.
of the background of the
in the incident.
of interview team members

of possible disciplinary

, Knowledge
. Knowledge

involved
. Knowledge

biases.
. Knowledge
_

Determination of causes/responsibility
by supervisor at least

. Upon review of reports,
conflicting statements
looked by the worker.

. PERFORMANCE STANDARDS TRAINING. CONTENT i
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TASK: Evaluates /investigates incidents of inmate rule infractions upon request, checking all aspects of the
situation, gathering evidence from witnesses/principles, referring to agency manuals as needed, in
order to prepare an objective, impartial report for the Adjustment Committee to use in determining
possible disciplinary action.

PERFORMANCE STANDARDS . TRAINING CONTENT

an

function

of a penal

for the

policies,

DESCRIPTIVE:
thorough investigation.

comprehensive report.

complaints that reports were

least X% of reports are
Committee to be helpful and

in'X time before the
action.

FUNCTIONAL:
. Worker conducts an unbiased,
. Prepares a clear, accurate

NUMERICAL:

. Proper procedures to follow in conducting
investigation

. How to prepare reports concerning social
ing using data from various sources

. Experience in working with residents
institution

SPECIFIC:

. In X time, fewer than X
incomplete or biased.

. Over X period of time, at
judged by the Adjustment
informative.

. Reports are always prepared
Committee meets to determine

. What information to include in the reports
Adjustment Committee

.

. When to have the report complete

. Knowledge of the institution's operation,
and physical facilities

. .

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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TASK: Determines/decides the clothing needs of young clients of the residential unit, discussing with clients
size, style, fabric, and supply on hand, initiating proper requisition forms according to S.O.P.,
maintaining an adequate wardrobe for each client, according to the dress code of the institution, in
order to insure that they will be appropriately dressed for all occasions.

.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

and likes

fabrics

of the

.

DESCRIPTIVE :
of present wardrobe.

needs for various occasions.
in view of style

.

complain of inadequate

obsolete or unusable.
supports worker in choice&
supply of clothing

. Accurate evaluation of condition

. Good judgement as to the

. Awareness of cost of over«supply
change and growth of clients.

NUMERICAL:

Ability
individuals

. Ability
and dislikes

. Ability
process

SPECIFIC:

to estimate the needs of different

to perceive size/style trends
of the clients

to involve clients in decision-making

of the durability of different
to usage
of estimated growth patterns
age groups
of institutional dress code

S.O.P. regarding requisitions

. No more than X% of clients
supply. 6.

. Less than 112. of supply becomes

. In n'of decisions, client

. X% of clients have adequate
according to agency S.O.P.

. Knowledge
according

. Knowledge
different

. Knowledge

. Agency

PERFORMANCE STANDARDS
_.

.TRAINING CONTENT ,
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GOAL: OBJECTIVE:
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TASK: Assigns tasks/directs activities of cottage residents it their daily activities (i.e., cottage clean-
up, grooming, meal serving, recreation, homework, etc.), following institution's supervisory standards
and guidelines, in order to insure that residents perform their tasks, and that cottage operation is
smooth and efficient.

PERFORMANCE STANDARDS
FUNCTIONAL:
. How to
making

. How to
with others.

. How to

. How to

. How to
objectives.

SPECIFIC:

TRAINING CONTENT

decision-

relationships

audience.

within the

DESCRIPTIVE:
are clear, complete, and

are within the

patient and tactful

in X period of time com-
were unrealistic or unclear.
there are only X complaints
etc., was incomplete/

positively involve clients in
process.
develop and maintain working

convey information to a specific
relate and compare data.
design and assign tasks to fulfill

standards and guidelines

work to be completed.
of residents.

. Assignments/directions
thorough.

. Performance standards/requirements
capabilities of residents,

. Worker has considerate,
attitude toward residents.

NUMERICAL; .

Fewer than X% of residents
plain that assignments

. Over X period of time,
that cottage clean-up,
inadequate.

.

. Supervisory
institution.

. Specific

. Capabilities

PERFORMANCE STANDARDS TRAINING CONTENT ...
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TASK: Assigns tasks/directs work activities of others, determining the procedures to be followed in solving
any daily work problems (i.e., lack of important supplies, disagreements, illness of subordinates and
reassignment of their tasks, etc.), following institution's policies and procedures, in order to
ensure that cottages are properly staffed, supervised, and equipped for efficient operation.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

daily work

and objec-

capabilities

to be

DESCRIPTIVE:
with all given data.

respectful of others'
informing them of actions

daily work problems.
are communicated

"of actions to be
of time of worker's '

X period of time, that daily
assessed, or that the

not alleviate problems.

.

. Decisions are consistent

. Worker is courteous, pleasant,
feelings, yet firm when
to be taken.

. Worker correctly assesses

. Assignments and expectations
clearly.

. .

NUMERICAL:

. How to
problems

. How to
Lively

. How to

SPECIFIC:

apply policies/procedures to

courteously, tactfully, calmly
deal with others
organize a work operation

.

policies and procedures
work schedules, procedures,
of subordinates
and who to inform of actions

requirements

,

. Institution's

. The daily
and habits

. How, where,
taken

. Staffing/supervision/equipment

. OnlyXZ of personnel informed
taken, complain over X period

manner, unclear assignments.
. Only X complaints over
work problems were incorrectly
procedures followed did

r

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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TASK: Counts/checks/examines institutional weapons and ammunitions supply (gas, mace, etc.) checking the
age of the ammunition and for defective weapons, referring to institutional manuals and regulations
as needed and relying on knowledge of the supplies/weapons needed for security, determines what
ammunition to order and what weapons need to be repaired/replaced in order to maintain security
supplies at necessary levels.

,

PERFORMANCE STANDARDS . TRAINING CONTENT

weapons

and

age

the

regulations
require-

DESCRIPTIVE:
armory supplies to order

order of the weapons.
supplies for the

weapons are defective.
of ammunition are
of the institution

manual.
at least every X period

FUNCTIONAL:
. Accurately determines what
(gas, mace, etc.).

. Carefully checks the working

. Carefully inventories security
armory.

NUMERICAL:

. Knowledge of the proper function of

. Seturity requirements of a penal institution

. Safety regulations for handling weapons
ammunition

. Potency of (gas, mace, etc.) as they

SPECIFIC:
Upon review fewer than X

. Upon review sufficient quantities
on hand for security requirements
as determined by institutional

. Conducts ad inventory/check
of time.

.

. Knowledge of the weapons in the institution's
armory .

. Inventory level to be maintained for
institution

. Knowledge of institutional manuals and

. Knowledge of this institution's security
ments

.
PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Reviews/evaluates the work performance with correctional officers in the cell house, checking for
order, cleanliness, security in the cell house and the proper filing of reports (i.e., discipline ,

problems, repairs, count); working out daily routine problems, in order to advise subordinate officers
of needed improvement and procedural changes for smoother operation.

PERFORMANCE STANDARDS . .
TRAINING CONTENT

and

reports

guidelines

DESCRIPTIVE:
in a pleasant, helpful

changes.
and complete.

complaints are received
worker's manner or failure

cases where worker failed
of subordinates'

FUNCTIONAL:
. Worker advises subordinates
manner.

. Carefully explains procedural

. Evaluations are accurate

NUMERICAL:

. Experience in supervision

. Knowledge of standirds for penal operations,
security

SPECIFIC:
. Knowledge of institutional standards
procedures

. Knowledge of requirements for filing

. Knowledge of subordinates' responsibilities

. Knowledge of institution's supervisory

. In X time, fewer than X
from subordinates about
to clearly explain procedures.

. Upon review less than X
to recognize needed improvement
performance.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Administers first aid/calms persons injured in accident, attempting to ascertain the extent of the
injuries and how they were sustained, notifying designated authority and requesting medical assis-
tance as needed, following institutional policy concerning accidents, in order to minimize the effect
of the accident.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Worker acts quickly in a calm/composed manner.
Employs accepted first aid techniques.
Attempts to evaluate extent of injury, cause of

ft,
ci accident; does not unduly upset patient.

is*
cs .

00 re NUMERICAL:

c time, fewer than.k complaints from attending
I 1 physicians about firsi-Mid techniques.

Worker never becomes distraught.

TRAINING CONTENT

FUNCTIONAL:

Knowledge of first aid techniques.
it
sr

Haw to be reassuring, remain calm/composed while 10
dealing with an accident victim.
How to evaluate the extent of injuries.
How to investigate the cause of an accident.

SPECIFIC:

Proper authority to notify concerning accident.
Institutional policy concerning accidents.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Dresses/bandages wounds of inmates/staff in absence of doctor/nurse, applying antiseptics as necessary,
following agency policies and procedures for handling injuries, and using knowledge of first aid in
order to control bleeding /prevent infection/care for wound of staff member/inmate.

A

PERFORMANCE STANDARDS . TRAINING CONTENT
DESCRIPTIVE: FUNCTIONAL:
. Proper care is given to dressing/bandaging wound.
. Worker is gentle and reassuring.
. Worker uses good judgment in determining seriousness
of wound and proper handling.

. Worker completes task in reasonable amount of time.

. Now to administer first-aid
See G.E.D.

SPECIFIC:
. Knowledge of location of supplies
. Knowledge of supplies available
. Knowledge of reports that must be made
. Knowledge of agency policies and procedures

for handling injuries
. On review by doctor, worker cared for wound correctly
aeleast X% or the tine.

. No more than X complaints from inmates/staff that
dressing/bandage was done in an ungentle manner over
X amount of time.

-

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: , , OBJECTIVE: -

.j

.

-:

izt

-

TASK: Discusses with students in small groups problems they anticipate in conforming to acceptable modes of
social behavior, informing them of what will be expected of them when they leave the institution (i.e.,
waking themselves up each morning, buying food, etc.) and discussing risks involved with drugs, alcohol,
venereal disease,etc., using films and open discussion in order to persuade/encourage students to behave
in manner which will help them to adjust to community life. .

PERFORMANCE STANDARDS

PONCT/Offk:

TRAINING CONTENT

.

young

.

DESCRIPTIVE: .

.

interesting,

judgement, and

at least of the
helpful.

no more than X number
concerning any

and/or. worker's

.

.

.

. Discussions are persuasive,
pertinen.and helpful.

. Yorker is open, reserves
listens.

NUMERICAL:

. How to conduct small group discussions.

. How to use group techniques to modify
behavior.

. Now.to operate a film projector.

. Knowledge of adjustment problems of
People

SPECIFIC:. Over period of time,
students report discussions

. Over A period of time,
of complaints are received
factor of the discussion
manner.

.

.

. Knowledge of students, their expectations
and problems.

, Knowledge of operation of institution's
film projector.

. Knowledge of counselors.

_

PERFORMANCE STANDARDS TRAINING CONTENT
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1

W. F. - ORIENTATION INSTR. G. E. D. 4 TASK NO.

4 1 4c I lA 306 1 60% 1 596 4 4 1 1 3 PA.K. 24

GOAL: OBJECTIVE:

:--
...

-11

fa:4
J-,

m
-.=
P

TASK: Calm and/or counsels a student upset by problem', sympathizing with student, exploring available
options, encouraging and supporting solutions that will not further compound the difficulty in order.;
to help the student cope with a crisis situation.

- -

..4
=

«.-

.....c
..c

R
4.,c

I'
lctt
ut°

-4

co
0

e.
..4
Ai0
Ct

0On

PERFORMANCE STANDARDS, TRAINING CONTENT

DESCRIPTIVE: .

receptive, persuasive
understanding of student

any student
his rehabili-

no more than 36 of
of worker

no more than 34 of
regulations, when

.
FUNCTIONAL:

. Worker is open-minded,
and demonstrates an
feelings.

. Worker attempts to discourage
action which would jeopardize
tuition.

NUMNSICALs

.

Row to relate to a troubled juvenile
and comfort him.
How to assist an individual to identify
and cope with feelings of hurt, anger,
disappointment.
General knowledge of counseling Bunn.

SPECIFIC:

. Over X period of time,
worker's students comp3.ain
interference.
Over 11 period of time,
worker's students violate
troubled.

Knowledge of student and his problems.
Knowledge of institutional regulations.

.

- PERFORMANCE STANDARDS TRAINING- CONTENT
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Data rieople 1 Things Data 1 People 1 Things

W. F. - LEVEL W. F. - ORIENTATION
4 I 41 i lL

GOAL:

4596 1 5096 I 596 MI/

INSTR.

Rees. 1 Math. I Lang.

G. E. D.
5 5 I_ 1

OBJECTIVE:

TASK NO. I

PA.K. 25

TASK: Describeshrovides coarse descriptions/transcripts to local school officials concerning the programs
in which client has been enrolled at the State Llstitution, describing the client's general progress,
andthe findings of the institutional staff that may have bearing on the client's educational per -
formance after being released from the institution, in order to increase the understanding of the
client's current education development by the personnel in the school district to which client is
transferred.

.

DESCRIPTIVE:

Description is olear, comprahensive,
accurate and objective.
'Worker is articulate, open, and perceptive.
'Worker is courteous and businesslike.

PERFORMANCE STANDARDS

FIEERICALs

g Over X period of time, fewer than X complaints

t.
that information is iinctlearhaisleading.

s11
." School. officials are briefed each time a

client transfers to a public :whoa program.

C)

P.
.04

.n
0

-TRAINING CONTENT

FUNCTIONAL:

. How to describe and discuss a student's
educational progress and adjustment.

. How to explain institutional programs:

- their PerPOse, their function, etc.
How to prepare and present detailed material
in an informal discussion setting.

SPECIFIC:

The individual client's program, progress
and adjustment.

. Which local school to contact and what
individuals.

PERFORMANCE STANDARDS . TRAINING CONTENT
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GOAL:

.

OBJECTIVE:

.

to
.4

g

tx
c

i.'

TASK:Selects/gathers/searches for examples of different types of recreational activities feasible for
the institution, applyingkmowledge of facilities available for conducting various types of
aotivities and considering time and budget limitations, in order to prepare a list of examples
to be used by the recreational council for setting up a seasonal program. .

.
,

.:

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

examples.

value

of

t

.

.

lesaiumn:

are accurate and

manner.
regarding cost, time,.
in writing/choosing

.

.

members complain that

described and
.

.

,

. Assures that examples
comprehensive.
Writes in'clear and concise

. Considers information
and therapeutic value
examples.

. Ability

. Ability
in relation

SPECIFIC:

.

to write clear, descriptive
to choose examples of adequate

to cost and time.

of financial and time limitations.
of therapeutic value of the
possibilities.

.

recreational activity needs

of facilities available.

.

Knowledge
Knowledge
different
Knowledge
clients.

. Knowledge

..

_____Et

. Less than D6 of council
descriptions are inaccurate.

. All examples are clearly
financially possible.

-

. PERFORMANCE STANDARDS TRAINING. CONTENT
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GOAL: OBJECTIVE:
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z
w
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TASK: Writes /records the names of residents (clients) in the cottage who are.eligible/available for a

I recreational activity, using standard availability list, in order to inform the activity supervisor .

...

of the names and number of residents eligible/available for recreational activities, ao he can
revise the activity acoordingly.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

.

list and
.

. .

DESCRIPTIVE:

agency time limit's.
legible. .

errors on lists-- (numbers

complaints from activity.
not available on time

.

.

: The list is prepared within
. List is :emirate and

NUMERICAL:

. Ability

. See G.E.D.

SPECIFIC:

to write legibly.

of the eligibility or availability
for the activity.

for preparing availability list.
of standard availability

utilize it.

. In X time fewer than I
or names).

.. In X time fewer than X
supervisor that list was
or list was illegible.

.

. Knowledge
of olienta

. S.O.P.
Knowledge
how to

- .
PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:E: -
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v..
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r4
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8
-1

TASK; Teaches/instructs/demonstrates/describes to group life staff (youth services workers), how to plan
and provide recreational activities in an institutional living unit, applying knowledge of activities.,
and.demonstratim techniques, in order to train staff in providing a continuous recreational program
at the living unit level. -

PERFORMANCE STANDARDS

FUNCTIONAL:

,

'TRAINING CONTENT

I

DESCRIPTIVE:
.

uses appropriate

reflect sound recreational-

from cottage 'staff
manner.

activities are assessed
the group/the setting.

are received from cottage

.

.

1

. Worker speaks clearl4, and
demonstrations.

1

. Selects materials that
,theory and practice. 1

NUMERICAL:

.

. Knowledge
of recreation.

..Knowledge

. How to
and programs

SPECIFIC:

.

of theory and practice in the field

of fundamental teaching skills.
clearly describe and illustrate ideas

in a clear, concise manner.

.

knowledge as to how the recreation
contributes to the overalllourpose,

and objectives of the institution.
of the strengths and limitations
program and staff.

.

No more than X% of
abdelients about wo er's

. No more than X number of
as being inappropriatelfor
No, more than X complaipts
staff that worker's inetructions/demonstrations
were inadequate/confus

.

. Specific
program
goals,

. Knowledge
of cottage

AmMr

PERFORMAN E STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

$
i.
1.4U
.4

Z
LT.:

.--,

...

,.
c,

TASK: Explores /discusses with subordinates in small group session, new ideas in penal philosophy/practice
assessing local constraints/applicability of new techniques/approaches, assigning responsibility for
preliminary pilot work-up, drawing on own knowledge of program planning techniques and penal philosoph
in order to keep staff informed and to infuse new ideas into department.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT
.

to

.

DESCRIPTIVE;

.
new developments in

-

are informative and

new program plans.
.

.

an understanding of new
of time after discussions.

prove impractical on

.

.

. Discusses, with subordinates,
the field,

. Discussions with subordinates
helpful.

. Carefully, fully discusses

NUMERICAL:

Now to
Extuosive
tions.
Knowledge

SPECIFIC:

convey/discuss ideas.
knowledge of penal philosophy/institu-

of program planning techniques.

and philosophy in the field.
conditions and limitations applicable

. New ideas
Reality
the institution.

. Sphordinates demonstrate
philosophy in period

. Fewer than a of new ideas
implementation.

PERFORMANCE STANDARDS
.

TRAINING CONTENT
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GOAL: OBJECTIVE: .

=
.p.1

1
...m1

1

TASK: Mcamines/evaluates the Vocational Department's goals and objectives/operations in conjunction
with the. institutional goals and objectives, conferring with other department heads, in order to
determine how to better coordinate the Vocational Department's activities with those of the entire
institution.

PERFORMANCE STANDARDS TRAINING CONTENT

and

to the

DEdONIPTIVR:
facets of the institution.

of the various department's
etc., and department heads.

complaints that the
with the institution's

complaints frostdepartment
to consult them concerning

FUNCTIONAL:
Carefully considers all

.' Worker is considerate
goals, time schedules,
opinions.

NUMERICAL:

. How to manage a Vocational Frogram.

. Purposes of a Vocational Program.

. Knowledge of correctional philosophy.

SSECIFIC:
. Knowledge of the institution's goals

objectives.
. How the Vocational program relates

entire institutional goals.

-

. In I time, fewer than,]
Vocational Program conflicts
'goals and objectives.

. In X time, fewer than X
heads that worker failed
recommended changes.

.

1 PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:
.

OBJECTIVE:

;I

:11

3;
-4

2
.p.-.1

il
:-

LI

=ASK: Iblmaines/evaluates available data on incoming students ragardingvocatiOnal program assignments,

.
considering the student's special problems, interests and goals, applying knowledge of vocational
training and aptitude tests, in order to recommend placement in Et vocational program for the
student.

PERFORMANCE STANDARDS

FUNCTIONAL:

"TRAINING CONTENT

tbe

.

tests.
as it

programa

and

the total

.

.

DepCR1PTIVE:.
information..

determined for the student.

fewer than 116 of placements
inappropriate. .

within X time after
are received.

. Carefully examines available
- . Tine best placement is

NUMERICAL*

. Snowiedgeof
expected

. sow to

.. Understanding
applies

.

SPECIFIC:

vocational training and
results.

interpret results of aptitude
of behavioral science

to vocational training.

knowledge of the vocational

of the client's planned goals

vocationarprogram affects
program.

-

.

. Upon routine,revieeN
are determined to be

. Makes a recomendation
materials /information

.

. .

.

. Complete
available.

. Inowledge
objectives.

. How the
treatment

1 PERFORMANCE STANDARDS k TRAINING CONTENT
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W. F. LEVEL 1..T. F. - ORIENTATION

5k lA I lA 796 2% 5%

Reas. I Lang.

INS TR. G. E. D. TASK NO.

5

GOAL: OBJECTIVE:

TASK: Modifies/alters/adapts existing treatment programs, basing decisions on current penal
philosophy, in order to provide therapy progtams which will meet individual needs of the
inmates and which are consistent with institutional philosophy.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Conclusions are consistent with the informatibn.

. Evaluation is objective

LAICAL:

Less than Ig conflict between data and
information.
Less than number of complaints from inmates
or staff about adequacy and objectiveness,
completeness of the evaluation in X amount
of time.

TRAINING CONTENT

MOTIONAL:

How to analyze data.
How to distinguish facts from assumption.
How to infer supportable conclusions from
data.

. Knowledge of basic theory of correctional
institutions/penal philosophy. .

SPECIFIC:

. How programs contribute to objective;

. Facilities and resources of institution.

. Specific needs of inmates.

. Knowledge of institutional philosophy.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:
.

.

.

. .

OBJECTIVE:

il

/1
e4

<

Pt:0.

TASK; Collects /assembles /sends to consulting psychiatrist a packet of briefing materials (list of appoint-
ments, social and psychological data) relating to inmates for Whom evaluation sessions have been .:

scheduled, in order to provide diagnostic material to psychiatrist prior to scheduled evaluation
appointments.

.

. . .

...- .
.

PERFORMANCE STANDARDS

FUNCTIONAL*

TRAINING CONTENT

from
.

from a

psychiatric

and how

for
inmates.

DESCRIPTIVE: .

collected and submitted

are relevant /appropriate
-

to consulting
priot to appointment in

no more than X complaints
psychiatrist that

materials were not included

. .

. Briefing materials are
in a timely manner.
All materials collected
to specific inmates.

NUMERICAL: .

. How- to
several

. How to
messy

e

SPECIFIC:

. .

sort/asseible/collate materials
sources.

select pertinent information
of data:

.
who have been scheduled for

and consulting psychiatrist.
for psychiatric evaluations.

of location of case files
access to them,

of the time and date scheduled
evaluation of specific

.

,

. Briefing material is deliveted
psychiatrist one meek
all instances.
Over X period of time,
are received from consulting
all necessary briefing
in the packet.

Inmates
evaluation
S.O.P.
Knowledge
togain
Knowledge

.

psychiatric

.

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. F. - ORIENTATION INSTR. ' O. E. D. TASK NO.
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GOAL: OBJECTIVE: .

TASK: Investigates/examines/discusses with a client (parolee, preparolee, probationer, preprobationer),
the community situation and the client's potential for successful return to the community, identify-;
ing and analyzing general goals and barriers to achieving those goals, in order to assess the client'
situation and lay the foundation for planning.

DESCRIPTIVE:

PERFORMANCE STANDARDS

4.1

..4 .. Examination is complete and reliable, information
=

-4.-: is gathered in a logical and objective manner.

IND .7.1 . Worker is open, perceptive, and respects and
siab al acknowledges the viewpoints of others.
pia 21. Worker's memo= is relaxed and timidly, putting.

.141 client at ease.

NUMERICAL:i
.t.)

81
. Over X period of time, at least X% of plans with

clients are brought to a satisfactory resolution,
as determined by supervisor.

. Over period of time, no more than X complaints
7: from client that worker is too domineering and

c.cl
does not give their ideas enough credit.

to

FUNCTIONAL:

TRAINING CONTENT

How to investigate and examine a local community.
situation; biases, jobs available, favorable and
.unfavorable circumstances, etc.
How to assess a client's potential for success.
How to work with client in the assessment stage
of goal-oriented planning.
Knowledge of behavioral science.

SPECIFIC:

Some knowledge of liackground information about
the client.
Knowledge of community situation.
Knowledge of goals for specific client.
Knowledge of barriers to achieving goals.

PERFORMANCE STANDARDS TRAINING CONTENT



www.manaraa.com

la
''+o=
4.4
m
0
..4

o

0
---1

0to
a

r--

..4

0
0
(.1

o
>
..4

4J
o
o
..,

.0a

r, Data 'People 1 Things Data I People 1 Things Rees. I Math. I Lang.

W. F. LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK NO.
4

3B 1 2 j IA 40 1 55 1 5 2 3 1 1 1 3 _ PA-X. 35

GOAL: OBJECTIVE;

9
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P

TASK: Explains/describes to cottage parents, events which have occurred or medication which has been given
to residents during the night, using written reports or discussions, following agency S.O.P., in order
to inform them of current condition of residents.

PERFORMANCE STANDARDS . TRAINING CONTENT

of

DESCRIPTIVE:
accurate, and complete.

of others' opinions,
cottage parents.

.

X complaints regarding
explanations were unclear,
illegible.
with*shift changes.

--a_

FUNCTIONAL:
. Explanations are clear,
. Worker is amiable, respectful
when in discussion with

. Written reports are legible.

NUMERICAL:

. How to explain events

. See G.E.D.

. How to get along with fellow workers

SPECIFIC:
. Agency S.O.P. for reporting
. Where to obtain written reports of condition
residents

.

.

, Over X period of time, only
worker's manner,or that
inaccurate, incomplete or

. Reports are made daily or

PERFORMANCE STANDARDS TRAINING CONTENT ,



www.manaraa.com

.0

.r1o
*
"4

o
"4
41

N
--Igo
to
u.o

r
p.46
00

w
>..I
44

0
.."1

400

-
Data (People [ Things

,

Data ( People ( Things I Rees. f Math. 1 Lang.

W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

4 1 4A 1 lA 40 1 55 1 5 5 , 5 1 1 1 4 PA.K. 36

GOAL: OBJECTIVE:
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TASK: Discusses/explains/defines, as leader of cottage unit team, treatment methods consistent with treat-
ment plan development for juvenile, assessing background and present attitude of juvenile, using own
knowledge of psychology and group therapy methods, and utilizing inputs from other team members,
under general direction of Director of Counseling and psychiatrist, in order to aid unit team's
development of the treatment methods designed for a particular juvenile.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

theory
group

and

background

_

DESCRIPTIVE:
. Team member's method of
sistent with team plan.

. Worker maintains discussion

. Worker is receptive to
ing and articulating as

. Worker's advice is to-the-point

. Worker's explanation is

.
NUMERICAL:

treating juyenile is con-

on the topic at hand.
team members input, clarify-
necessary.

and beneficial.
accurate and clear.

more than X% of team
operating inconsistently

more than X number of
concerning worker's leader-

explanations.

.

4

. Knowledge

.A general
therapy

. Now to
apply

SPECIFIC:

of small group discussion
knowledge of psychology and

methods
interpret data concerning a juvenile

it to a treatment plan

of team members and dynamics
of treatment plan
of Director's and/or psychiatrist's

of attitude of juvenile, his

'

. Knowledge

. Knowledge

. Knowledge
advice

. Knowledge
and data

. Over X period of time, not
=embers are found to be
with team plan.

. Over X period of time, no
complaints are received
ship, manner, advice and/or

.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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TASK: Explains/clarifies/discusses opinions concerning cottage living problems with residents and other
institution staff members at cottage discussion meetings, promoting discussion, helping participants
to express feelings, referring to agency policy guides as necessary, in order to identify/solve
problems.

...

PERFORMANCE STANDARDS . TRAINING CONTENT

of others
to a specific

of staff

DESCRIPTIVE:
accurate and thorough when

of others' feelings,
toward specific problems

. .

in X period of time concern-
and/or tactful-

in X period of time of
with others in

over X period of time that
not achieved.

FUNCTIONAL;
. Worker is clear, concise,
exchanging opinions.

. Worker is tactful and considerate

. Worker directs conversation
and remains calm.

NUMERICAL;

. How to conduct small group discussions

. How to listen to and interpret opinions

. How to express information/opinions
audience

SPECIFIC; J

. Knowledge of the opinions/personalities
members/residedts involved in meeting

. Agency S.O.P. for policy formulation/change

. Fewer than X complaints
ing worker's lack of consideration
ness.

. Fewer than X complaints
worker's inability to cooperate
resolving problems.

. Fewer than X complaints
purposes of meetings were

PERFORMANCE STANDARDS TRAINING CONTENT __.
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GOAL: OBJECTIVE:

.
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tw:

t.4z
iv

TASK: Gathers /collects assesses/interprets information relating to a client's program participation, parole
plans and data evaluation summary, and educational progress evaluation, from the client's social
worker, business office, nurse, teachers, and cottage matrons, as requested by staff or Parole Board,
using own knowledge, asking for clarification or additional data as needed, and following agency S.O.P
in order to formulate a progress report for each client.

..........
PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

DESCRIPTIVE:
concise, and contains

is included in the report.
speed.

content of report is con-

of report over X period

from staff or
of time about thecpulity

. Report is objective, clear,
all available information.

. No extraneous information

. Report completed with reasonable

. Supervisor notes that the
sistent with available data.

NUMERICAL:

. How to
functioning

. How to

. How to

SPECIFIC:

organize information concerning social
from various sources into a report

gather Information
obtain clarifying data/information

of client
and how to collect relevant information

for report preparation/distribution

. Case history

. Where

for the.report
. S.O.P.

. =peers agiee with content
of time.

. Less than X number of complaints
Parole Board over X period
Of the progress report.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:

,
OBJECTIVE:

)..

.5.4.i
u:
P.:

p-<
tl:

p-z
,n
o

TASK: Reads/reviews resident files and reports on family interviews, sociological and psychological infor-
mation, progress notes, oral and written reports from vocational or academic teachers, discipline
reports and medical history records, in order to become familiar with each resident's case history.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

information

information

DESCRIPTIVE:
information sources.

of information.

X complaints that worker
inaccurate knowledge of a

of time that worker
reviewed.

. Worker is thorough in surveying
Worker is accurate in interpretation

NUMERICAL:

. How,to review/interpret

. General

SPECIFIC:

case history
knowledge of behavioral science

where to obtain case history
of case file

. Over X period of time, only
displayed incomplete or
resident's case history.
Only X complaints in X period
Misunderstood information

. How and

. Purpose

.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK NO.

PA.K 40

1 '

GOAL: OBJECTIVE:

TASK: Talks/listens to/discusses problems and/or changes in policy or procedure with treatment team membertt.i
following agency S.O.P. and utilizing input from group and other authority in correctional institu-
tion, in order to resolve common problems or reach an agreement regarding changes in policy and/or
procedure.

PERFORMANCE STANDARDS
DESCRIPTIVE:
. Discussion is clear, logical, and to the point.
Worker is attentive to other team members' ideas.

. Understands policies and procedures well enough
to lead the discussion.

NUMERICAL:
. No more than X complaints from peers that worker's
discussion is illogical or too lengthy over X period
of time.

. Ig:of problems are resolved with worker's help
within X amount of time.

. No more than A complaints from treatment team mem-
bers that changes in policy and procedures are
inconsistent with agreements reached during discus -
sion.

TRAINING CONTENT
FUNCTIONAL:
. Knowledge of decision-making process

. General knowledge of business administration

. How to present a clear, logical explanation

SPECIFIC:
. Knowledge of State and Federal

ing correctional institution
. Problems the treatment team is
. Current and/or proposed policy
. Agency S.O.P.

guidelines concern-

experiencing
and procedures

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:

Data I People 1 Things

W. F. - ORIENTATION

60% L 357. I 5%__

INSTR.

4

OBJECTIVE:

Rees. 1 Math. Lang. 1

G. E. D. TASK NO.

4 I 1 1 4 PAZ. 41

TASK; Reads/analyzes reports/listens to/discusses classification information about an inmate with other
members of a committee, considering inmate's conduct, his previous education/vocation/offenses, and
any. special requests or recommendations in relation to the prison's inmate programs and alternatives
in custody, following S.O.P., in order to assign a classification to the inmate.

PERFORMANCE STANDARDS

DESCRIPTIVE

4.
Decision is fair and based on facts.
Work classification assignment is acceptable to/
appropriate for the inmate, whenever possible.

a . Inmate's classification is established in a
4 teasonable amount of time.
4.el. Worker respects the opinions of others.
rt

NUMERICAL:
eaok0

11

. Inmate's classification is appropriate, as judged
by director/warden in X out of X cases.

. Over X period of time, no more than X complaints,
thit workgr is too lenient/severe/prejudiced.

TRAINING CONTENT

FUNCTIONAL:

How to select appropriate work/custody/etc.,
classification for an inmate.
How to review information about an inmate's
background or conduct objectively.
Knowledge of correctional administrative
procedures.

SPECIFIC:

; Knowledge of S.O.P. for clissification committee.
Knowledge of specific inmates work history,
current Condets etc.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
-

.

,-.

.

.

.

TASK: Guides/reviews/directs the work of the correctional counselors in preparing Admission Summaries/
Progress Reports, and Classification Board's decisions/reports about each inmate's status,
checking reports for complete content and correct format, reviewing inmate classification
decisions for consistency with the facts presented, in order to ensure that classification
procedures are' adhered to.
.

PERFORMANCE STANDARDS

FUNCTIONAL:

'TRAINING CONTENT

and

of

and

'for

etc.

DESCRIPTIVE: .

are carried out
.

fair.

and improves
involved in inmate

,

no more than X inmates

and Admission
standards for

.

. Classification Procedures
accurately.

. Review is complete and

. Guidance given is appropriate
the performance of those
classification.

NUMERICAL:

Current
Institutions
may affect

.How to
correct
Row to
decisions.
Knowledge

SPECIFIC:

trends and philosophy of penal
and how a person's environment

his rehabilitation process.
review reports for completeness
format.

determine the appropriateness

of supervisory techniques.

classification procedures
purpose.

..
of required Dxrmat/content
Summaries/Progress Reports,

. Over X period of time,
inappropriately classified.

. Completed Progress Reports
Summaries meet institutional
format /completeness.

,

Institutional
their
Knowledge
admission

.

PERFORMANCE STANDARDS I TRAINING CONTENT
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GOAL: OBJECTIVE:

:.--1

:
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TASK: Composes/Writes a synopsis of client's work release plan which has previously been approved,
including long and short range goals of client and immediate plans and arrangements following
agemoy S.O.P., in order to compile this information into a report to be submitted for final
approval.

.;

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

.

usage.
program.

.

.

report.

and

DESCRIPTIVE:

is complete and

and her/his plans

wordy or too brief.
.

is included

least X amount of
is granted.

of complaints that

over X period

.

Worker assures that report
articulate.
Report presents client

.

. Report in neither too

Brow to compose a report.
. Knowledge of good punctuation, word
.. Some knowledge of the Work Release

SPECIFIC:

. Information required in Work Release

. S.O.P. for submitting report.

. Knowledge of client and her/his plans
goals.

.

.

.

.

.
All (100%) required information
in report.

. Report is submitted at
time after first approval

'. No more than X number
report is herd to understand
of time.

r'' PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL OBJECTIVE:
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TASK:Examines/evaluates a parolee's/probationer's case history, personal adjustment to problems,
strengths and needs in relation to any beneficial restrictions that should be imposed during
their parole/probation period, meeting specifications imposed by the Parole Board /judge, dis-
cussing the importance of these restrictions with the person, in order to determine special
conditions to be incorporated in the Parole/Probation agreement.

-

DESCRIPTIVE:

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

restrictions

-

the

of
rapport

and what
restrictions.

Parole Board/

imposed are Lair,
the parolee /probationer

is clear, and

yet friendly, showing

at least Eg of parolees/
to stay out of trouble by
of the Parole/Probation

.
.

.

.

; Worker assures that restrictions
reasonable, and will help
make a better adjustment,

.

. Explanation of the restrictions
to the point.

. Worker's manner is firm
respect for the individual.

.

NUMERICAL:

. How to deoide upon Parole/Probation
that are reasonable and will facilitate
parolee's/probationer's adjustment.

. How to explain restrictions to a person,
emphasizing the importance of conforming
to these restrictions.
How to communicate verbally with persons
varied backgrounds, establishing a
and mutual respect.

. Knowledge of behavioral science.

SPECIFIC:
. Over period of time,

probationers axe able
meeting the conditions
agreement. . Knowledge of the Individual's history

elements in his environment may need:
. Conditions already imposed by the

judge.
. Usual content and format of the agreement.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: . OBJECTIVE: .

V.7'

il

m-.:

11
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i 0

AI

TASK: Meets with/discusses specific inmates with the Parole Board, answering any questions they may
have about an inmate's previously submitted progress reports, serving as a representative of the
institution, in order to increase the Board Members' understanding of the inmate's attitude,
conduct, potential and prognosis.

.

...._
. PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

in the

Board.
of ,progress

are

.

DESCRIPTIVE: .
.

are clear, accurate, and
significant details. .

direct and *business-

worker gives no more
of information about
members (i.e. makes sure

that worker's explanae-
easy to understand.

Members about worker's

.
.

.

. Worker's explanations
complete; highlighting

. WorkeesAnanner is courteous,
like,

NUMERICAL:

. How to elaborate on an inmate's progress
report, responding to questions.

. Purpose and function of a Parole Board.

. Current philosophy and trend in penalogy.

SPECIFIC:
. Over X period of time,

than X inaccurate item
.i.osivao to Parole Board

he has facts straight).
. 04 of Board Members state

tions are helpful and
. No coiplaints from Board

manner/appros.oh/attitude.

.

. Inowledge of the incidents described
progress reports.
8.0.P. for meeting with the Parole

. Inowledge of oaae history/content
reports concerning inmates whose cases
being reviewed.

..

.

1 PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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TASK: Examines and evaluates an inmate's prison.record, interviews the inmate and reviews recommendations
made by the staff in relation to the inmate's readiness for parole, complying with applicable State
laws and regulations, in order to determine, with other'utembers of the board, whether or not to
grant parole.

PERFORMANCE STANDARDS .TRAINING CONTENT

for parole
money, goals

laws
a specific

backgrounds
for

.

the Parole
.

crime,
record, etc.

DESCRIPTIVE:

to parole is made
and leads to a better overall

under consideration.
and complete.
decision is fair and

that are in violation of
and regulations.
of all paroles granted,

of recidivism.

.

.

FUNCTIONAL:

. Worker assures that a decision
at an appropriate time
adjustment of the person

. Examination is.thorough

reasonable.
Worker assures that the

NUMERICAL:

How to evaluate an inmate's readiness
(i.e.,'attitude, ability to handle
or plans, etc.).
How to interpret sections of the State
(or Federal laws) as they apply to
individualls parole.
How to interview persons of varied
to gather information about their readiness
parole.
Knowledge of behavioral science.

.

SPECIFIC:

. No paroles are granted
State (or Federal) laws
Over X period of time,
no"more than X% incidents

Knowledge of S.O.P. for sessions of
Board.
Knowledge of the specific individual's
circumstances of the crime, prison

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL; OBJECTIVE: .
.

1?-1

zi

74r
134
1-1

11
iii

cl
". .

TASK: Gathers/compiles information regarding persons on work release, using a standard form to organize
the dataand including number of total participants, placements and amounts of earnings, in order
to put together a report showing the total picture of the Work Release program.

,:

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

+I

DESCRUTIVE:

.

the prescribed format.
the prescribed amount of

of errors per report.
X amount of time.
of complaints that report
period of time.

.

,

; Information is accurate.
. Report isvrganized in
. Report is submitted in

time.

EDNERICAL:

. Now t0

. Some knowledge

SPECIFIC:

gather and organize information.

of the Work Release. program.

of the standard format for
information.

to find information needed.
of when and where to submit

.

.

. Knowledge
organizing

. Where

. Knowledge
report.

R

. No more than X number

. Report is completed in

. No more than X amber
is not complete over X

.

PERFORMANCE STANDARDS TRAINING CONTENT
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3

OBJECTIVE:

G. E. D. TASK O.

4 PILL i

TASK: Writes letter/telephones/fills out application forms for admission to Halfway Houses on behalf of
specific patients who will benefit from such living arrangements, stating patient characteristics,
persuading manager that patient has potential to adapt to the house, in order to arrange or
facilitate the acceptance of patient into a Halfway House.

DESCRIPTIVE:

-1
ci

gi

ta.1

71

0

IL

PERFORMANCE STANDARDS

Worker's statement of patient characteristics is
straightforward, clear, accurate.
Statements emphasize the positive qualities that
will help patient adjust to the House.
Contacts 4th Halfway House staff/manager are
courteous, persuasive, professional.

. Applications, letters are accurate and neat,
work completed with reasonable apeed.

NUMERICAL:

. In X time, at least 36 of the patients recommended
by worker to Halfway Houses are accepted.

. In X time, fewer than X number of complaints from
Halfway House abaft/managers that worker misled
them about patient.

TRAINING CONTENT

FUNCTIONAL:

. _How to write clearly, fill out forms.
How to clearly state factual information.
How to state patient traits positively,
persuasively.
How Halfway House services can contribute to
patient's progress.

SPECIFIC:

. Halfway Houses available, their objectives.

.
Personalities, charaoter traits that will
adapt to a Halfway House.
Patient background, attitudes.

. Agency policy on letters, phone calls.

PERFORMANCE STANDARDS TRAINING CONTENT

Ci

I
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I
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V/. F. - ORIENTATION INSTR. G. E. D. TASK NO.

IA 90% 5% 1 5% 4
OBJECTIVE:

PAAL, 2

TASK: Writes /dictates ward progress notes at specified intervals, and as needed, identifying patient
and stating number of contacts, own assessment of patient's attitude, behavior, and arty other
information that will facilitate the treatment staff's understanding of patient's progress, in
order to make a record, periodically, of contacts with/observation of patient.

C

PERFORMANCE STANDARDS

BESISIPTIVE:

. Ward progress notes accurately reflect worker's
contact/observation With patient.
Patient is clearly identified, other information
is legible.

. Uses good judgement in assessing patient
attitudes, behavior in terms of history, and
treatment plan.
Additional progress notes (other than required
notes) are submitted whenever unusual, extreme
behavior is noted.

J1 ICAL;

At least X number of progress reports submitted
per week.

. In I time, supervisor notes fewer then X umber o
progress notes that did not need to be submitted.

PERFORMANCE- STANDARDS

TRAINING CONTENT

FUNCTIONAL:

How to write clearly and legibly.
How to accurately identify patient, and
behavioral information.
How to communicate psychological/behavioral
information to professional staff.

SPECIFIC:

Format/forms used for progress notes.
Information required in notes, other information
desired.
Perp6se of progress notes.
Number of notes required per week.
Requirements for special ward notes.
Knowledge of treatment plans for specified
patients.

TRAINING CONTENT 1i J
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TASK: Writes/composes a report containing patient background information," course of treatment in hospital,
drugs and medications prescribed by medical staff during stay, and own recommendations, drawing
information from available patient records and Using own judgement based on psychiatric training
and experience, in order to formulate a Disposition Summary for patients leaving the care of the
ward.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRA/NINC CONTENT

DESCRIPTIVE:

all information
policy.

on sound interpretation
and application of psychi-

from ward charts
etc.) is correctly

.

X number of transcription

notes fewer than X number
are not consistent with

Report accurately contains
required by hospital

. Recommendations are based
of contact with patient
atric training and experience.

. Information taken directly
(medications, diagnosis,
copied.

10MCCRICAL:

How to write Accurate, factual reports.
. How to state opinions, recommendations clearly,

concisely, accurately.
. Row to assess background information.
. How to assess the development modification of

personality traits.

SPECIFIC:

In X time, fewer than
errors are noted.

. . In X time, supervisor.

of recommendations that
the facts.

. Required content of the summary.

. Use or purpose of the summary.
. Available information, location Of charts.
. Type of recommendations expected.
. Purpose of treatment on the ward.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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1

3. PA.L. .4

OBJECTIVE:

TASK: Prepares/writes up the initial charts concerning problem-oriented patients using institutional
chart forms, listing the physician's prescribed orders for handling positive and negative behavior
and how to handle specific problems, in order to prepare charts of patients' progress for staff
reference.

PERFORNANCE STANDARDS

DESCRIPTIVE:

Prepares complete and legible charts concerning
problem-oriented patients.

. Follows the correct format.

. Works with reasonable speed.

NOMERIOAL:

. Fewer than X complaints over period of time
that the charts are incomplete or illegible.

. Completes task within X time after information
is available.

. Initial charts are prepared on specified
institational chart forma 10096 of the time.

TRAINING CONTEST

FUNCTIONAL:FUNCTIONAL:

. Charting principles.

. Knowledge of negative/positive behaviors,
treatment procedures.

SPECIFIC:

. Specific orders for the patient.

. Location of charting. materials.
. Knowledge of the uses of the chart and its

importance.

PERFORMANCE STANDARDS TRAINING CONTENT
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OBJECTIVE:

Reas, I Math. I Lang.

G. E. D.

2 I, 1 2

TASK NO. -1-/

PA.L. 3

TASK: Posts /writes prescriptions on carder file, preparing new cards for new patients or adding
information when changes in medication are ordered for patients in order to update/maintain
the pharmacy cardwx file.

1

PERFORMANCE STANDARDS

DESCRIPTIVE:

b1 Information:posted is accurate and legible.

4.g

Ill

. medication orders on the correct patient
card

.

.

Prepares new cards as needed.
Works with reasonable speed.'

71
NUMERICAL:

!y

. Posts correct medications °DC:patient cards 100%
of the time.

. Updates carder file within 1EUne after receipt
of new orders.

TRAINING CONTENT

FUNCTIONAL:

. How to write legibly.

. Piling procedures.

. Knowledge of medical/pharmaceutical
cedures.

SPECIFIC:

Location of carder files.
Posting procedures.

. When to post information.

. Who is authorized to submit changes.

PERFORMANCE STANDARDS TRAINING CONTEXT
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OBJECTIVE:

TAM: Advises (in writing or verbally) probation officials/other juvenile or school, authorities/county
volunteer chairmen of patient's progress, needs of the patient when he returns to the community, and
projected date of release in accordance with institutional policy, in order to coordinate -patient's
release with available community resources.

DESCRIPTIVE:

.11

r.
s.
C

F
;?;

PERFORMANCE STANDARDS

Information is accurately supplied to appropriate
people/agencies.
Worker clearly identifies services/controls needed
by patient, is persuasive in thvocating for these
services.
In all contacts, worker is courteous, professional,

NUMERICAL:

. Worker is able to secure needed services for .

patient in the community inAll of cases.
In X time, fewer than X number of complaints from
contacts that worker was abrupt, discourteous,
indecisive.

TRAINING CONTENT
1 rA

FUNCTIONAL:
I:2:

How to clearly state patient needs.
. How to persuade other persons that a particular -4

course of action is best.
How to correlate community resources with
patient needs.

. How to relate patient status to the realities
of the community as described by contacts.

SPECIFIC:

Institutional policy for release of information,
contaot with each of these officials.

. Standardized concept of community services
available.

. Patient status, prognosis.
Institutional policy on initiating community
contacts.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Discusses disposition of child's case with juvenile court representative, using information/data
.gathered about case, knowledge of needs of child and possible effects of various living situations,
in order to jointly formulate recommendation/plan and prepare for court hearing.

PERFORMANCE STANDARDS

WINCTIOUla

TRAINING CONTENT

and attitudes.
group

the
1

MESCElPTIVB:

complete and pertinent.
within reasonable

formulated in at

is considered.

. Information is accurate,

. Plan/recommendation determined
length of time.

IMMEMICAL:

. How to select pertinent information.

. How to organize information.

. Knowledge of child growth and development.
. Knowledge of diagnostic techniques.
. Verbal communication skills.

SPECIFIC:

. Appropriate plan/reconendation
least X out of X cases.

. All P0rtinent information

. Knowledge of agency policy and guidelines.

. Knowledge of law and court process.
Awareness of community standards

. Awareness of cultural and ethnic
patterns as they relate to the community.

. Knowledge of living situations.

. Knowledge of needs of specific child.

. Knowledge of location of data concerning
card and how to gain access to it.

TRAINING CONTENTPERFORMANCE STANDARDS
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GOAL:

TASK:

OBJECTIVE:

-ir

Compiles/assembles information regarding case and recommendations based on available, collected
information and worker's knowledge of the case, following agency policy in order to prepare for
a court hearing regarding child ward of the court/agency.

PERFORMANCE STANDARDS

MESCREPTIVE:

. Information is accurate, complete and pertinent.

. Information assembled within reasonable length of
tine.

NOMERIGAL:

. All pertinent information assembled in all (10096)
cases.

TRAINING CONTENT

FUNCTIONAL:

. How to select pertinent' information.

. How to organize information.

SPECIFIC:

. Knowledge of agency policy and guidelines.

. Knowledge of law and court pxoceas.

. Knowledge of background, case history of
apeoific &lila.

. Knowledge of sources of information conoerning
ease.

PERFORMANC STANDARDS TRAINING CONTENT
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TASK: Collects/assembles written
court hearing.

information about case from agency records, in order to prepare data for

PERFORMANCE S INDARDS

FUNCTIONAL:

TRAINING CONTENT

it is orga-

.

INSCRIPTIVE:

pe

omplete and pertinent.
is assembled.
thin reasonable length

nt information ie

my time limits ;1,506 of

.

. Information is accurate,

. All pertinent information

. Information is assembled
of time.

NUMERICAL:

. How to select pertinent information.

. How to organize information.

SPECIFIC:

. All (10090 available,
assembled.

. Data is prepared within
time.

1

. rnowledge of agency policy and guidelines.

. Knowledge of filing system - how
mimed end how to use it.

. *Knowledge of sources of information.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Completes/signs juvenile court petition on basis of available case data, in order to comply with
request for detaining order/hearing.

I.

[7;11

-..

7-

$

1

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT
.

li

process.
for

MES0R1PT/VEs

and concise.
complete, and pertinent.

all (1000 cases.
pertinent information is

.

. Statements are clear

. Information is accurate,

NUNKRICALt .

. Written communication skills.

. Row to select pertinent information.

. Row to organize information.
Legal knowledge.

SPECIFIC:

. Petition completed in
. All (20090 available,

utilised.

.

. Knowledge of agency policy and guidelines.
. Knowledge of juvenile court law and
. Knowledge of all available case data

specific case.

.

.

PERFORMANCE STANDARDS
. TRAINING CONTENT .
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GOAL: OBJECTIVE:

TASK: _Talks to/writes to appropriate local authority about need for hearing or detaining order, following
local procedure and agency policy and guidelines, in order to request that a petition be filed.

17.1.

t4

71
...,
..:i

.-.4

:7::

.

i

I

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

be

DESCRIPTIVE :

clear and concise.
complete and pertinent.

made in all (100 )

. Worker'sstatements are

. Information is accurate,

NINOULMICL:

. Communication skills.

. How to select pertinent information.

. How to organize intonation.
'o Knowledge of law and legal processes,

SPECIFIC:

. Request for petition
appropriate cases.

.

. Knowledge of agency policy and guidelines.

. Knowledge of what constitutes evidence.

. Knowledge of the reason petition should
filed for specific case.

. Knowledge of local law and process.

,
.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Talks to/explains to Juvenile Department representative the facts/evidence concerning case, in
order to request that a detaining order be issued.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

.

a

DESCRIPTIVE:

clear and concise.
.complete and pertinent.

order made in all (10C90

.

'

. Worker's statements are

. Information is accurate,

.

NERGILTCAL:

. Communication

. Now to

. Row to

.' Knowledge
. Knowledge
. Knowledge

SPECIFIC:

skills.
select pertinent information
organize information.

of law and legal process.
of what constitutes evidence.
of human behavior.

of agency policy and guidelines.
of the reasons for requesting
order in each specific case.

Bequest for detaining
appropriate oases.

. Knowledge

. Knowledge
detaining

PERFORMANCE STANDARDS TRAINING CONTENT I
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TASK: Writes/dictates periodic report(s) for the court, stating any changes/current status of situation,
recommending possible changes in plan (return of child to home, change in living situation, etc.)
and circumstances prompting such considerations, in order to inform court of current status of
case/seek approval for changes in agreement.

24

4
4:4

rl.

21

I

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

I

I

----

DESCRIPTIVE:

complete and pertinent.
by date due.

and 'submitted by due date
of X cases.

completed by the due date
within the following X

valid complaints received
about worker and/or report.

.

.

. Report is accurate,

. Report is completed

RIXERICAL:

"Written
grammar

. How to
Row to

. Bow to

SPROMet

communication skills (including basic
and punctuation). , .

select pertinent information.
prepare a narrative report.
use dictating equipment.

of agency policy and guidelines.- ,,,

of current status of case.
of court process.
of format court Mee for report.

.

. Report is prepared
in at least X out

. The reports not
shall be completed
period of time.

. No more than K,
Xwithin period

. Knowledge

. Knowledge

. Knowledge

. Knowledge

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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TASK; Explains /answers questions about case during hearing, supplying supplementary information about case
as may be requested by the court, using knowledge of case and of child's physical/Psychological
condition, in order to provide court with information available/necessary for decision to be made. .

.

.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

psycho-
171

in.

i

I

case history;

41
I

MESCRIPTIVE:
.

clear and concise.
complete and pertinent.

. .

.

necessary information in

complaints received during
and/or presentation.

is included.

. Explanations are well-organized.

. Winter's statements are
. Information is accurate,

I
NUMERICAL:

. Verbal

. How to
. Row to
.. Knowledge

motor
tnowledge

. Knowledge
-Understanding
relation

SPECIFIC:

communication skills.
select pertinent information.
make court presentation.

of ohild psycho-social and
development.

of legal process.
of what constitutes evidence.

of ethical considerations
to utilization of informatdon.

icy ana guidelines.of agency policy
child'sof the specific

and psychologioal condition.
!

4

. .

. Court is provided with
all (100%) cases.
No more than X valid
X period about worker

. All pertinent information

Knowledge
tnowledge
physical

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Presents /explains recommendation to court during detention hearing, using knowledge of case, agency
policy/detention guidelines in order to assist court in making detention decision.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

in

client

MESCR.TPTIVB:

.
.

succinctly stated.
complete and pertinent.

.

in all (10090 cases.
received within

and/or presentation.
is included.

. Presentation is well-organized,

. Information is accurate,

NUMERICAL:

. Verbal communication skills.

. Bow to select pertinent information.

. Not° organize information and presentation.

. How to make court presentation.

. Knowledge of legal process.
. Knowledge of what constitutes evidence.
. Understanding of ethical oonsiderations

relation to utilization of information.

SPECIPICs

. Recommendation is explained

. No more than X valiecomplainte
.2'A

X period about wormer
. All pertinent information

.

. Knowledge of agency policy and guidelines.
4 Knowledge of case history of specific

being considered for possible detention.

/

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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TASK: Advises/discusses the court process/recommendations with parent(s) explaining reasons for procedure/
recommendations, encouraging parent(s) to ask questions and to express concerns/anxieties, in order
to assure that parent(s) understands the court process, the recommendations being made, and the
reasons for the recommendations.

PERFORMANCE STANDARDS

MOTIONAL:

TRAINING CONTENT

skills.

and

and attitudes.
group patterns

made for the
were made.

..._.--
.....---

DESCRIPTIVE:

clear and concise.
are accurate,

.

.

discussed with parents in

complaints received within
worker.

.

.

..

. Worker is understanding.

. Worker's statements are

. Explanation and information
complete and pertinent.

NUMERICAL:

. Verbal and non-verbal ommunioation

. Row to select pertinent information.

. Now to organise information and presentations.
Knowledge of dynamics of human behavior.

. Knowledge of law and court process.

. How to bring out and deal with concerns
anxieties.

SPEC/FIC:

. Agency recommendations
all (loos) cases.

. No more than X valid
X period of time about

.

. Knowledge of agency policy and guidelines.
Awareness of community standards

. Awareness of cultural and ethnic
as related to the community.

. Knowledge of the recommendations
specific case and the reasons they

PERFORMANCE STANDARDS
. TRAINING CONTENT
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TASK: Contacts/telephones persona about time/place of the court hearing, offering transportation, if
appropriate, in order to inform/remind them informally that hearing will take place.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

DESCRIPTIVE:
.

complete and pertinent.
in advance of date.

in all (10090 cases.
in all eases, where

persons scheduled for
..

.

. Information is accurate,

. Information given sufficiently

ICAL:

. How to use telephone.

. Communication skills.

. How to select pertinent information.

SPECIFIC:

. Persons informed correctly

. Tranwportation is arranged
appropriate.

. VO4Cer contacts 0 of
hoaxing..

. Knowledge of agency policy and guidelines.

. Basic knowledge of court procedures.

.

"

0
>
4,q

5
PERFORMANCE STANDARDS ,TRAINING CONTENT
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OBJECTIVE:

TASK: Checks out/investigates leads acquired from family and official sources (Bureau of Criminal
Investigation CBCIAftivers licence, social security records, elc., about the possible location
of a missing person in order to locate missing family member.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Contacts persons in the proper manner (tactful
and polite).

. Thoroughly checks leads given.

NUMNRICAL:

. All leads are investigated until person is located.
. In X time, fewer than X complaints fram contact

persons about worker's methods and manner in
Checking leads.

. In X time, 0 of missing persons are located.

TRAINING CONTENT

FUNCTIONAL:

Protocol for contacting people when searching
for missing persons.

. How to recognize a new lead from information
obtained.

SPECIFIC:

. Leads given for a specific case.
. Agenay poliCY for contacting various sources. I 1

Information that can be released when explaining
reasons for contact.

I

PERFORMANCE STANDARDS TRAINING CONTENT
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P.M. 25

TASK: Searches for/examines information about a person who has been found guilty of a crime; interviewing
individual involved, close relatives, employers, etc.; researching school, military and police
records; following up many promising leads while also covering all items specifically requested
by the judge; following agency S.O.P., on basis of findings making recommendations to the court as
necessary in order to prepare a presentence investigation report for the judge.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Presentence investigation is thorough, and
accurate covering those aspects specifically
requested by the judge.

. Worker follows up on information that may have
a bearing on sentencing.
Any recommendations made reflect sound judgement
and an accurate interpretation of the facts.

. Report is clear, thorough and well organized.

NUMERICAL:

Over X period of time at least ZI6 of presentence
investigation reports submitted are approved by
the judge.
Over period of time, at least 196 of recommen-
dations made by the worker are used by the judge.
Presentence investigation report submitted an
time in all (100%) cases.

TRAINING CONTENT

FUNCTIONAL:

.
Bow to conduct an investigation about a person-
following the appropriate channels.

. How to interview a person and research records
to find pertinent information that could
apply to sentencing.

. How to compose a realistic recommendation for

a judite-
. How to compose a thorough, clear, well orga-

nized report.

SPECIFIC:

. Basic identifying information already known
about the person under investigation.
Sources that are available for investigation
and haw to tap these sources.
Special requests of the'judge.
Format for the report.
Knowledge of the legal process.

PERFORMANCE .STANDARDS TRAINING CONTENT

I
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GOAL: OBJECTIVE: ' .

TASK: Checks commitment papers Onitimu# which accompanies anew arrival; inventories valuables,
confiscated items and Lames a receipt for same; notes complaints of brutality or loss of .

rproperty while in custody of the sheriff's office; and issues a receipt to the prisoner, in
order to accept responsibility, as the agent of the institution, for the custody of the
prisoner. ...

PERFORMANCE STANDARDS 'TRAINING CONTENT
,. 0.

MRSCUPTIVE: PUNCTIONAL: ;.;. =I

g
. Worker exercises care in inventory of money, Row to read a legal document for specific

a valuables.= ' ;.1facts.*
pi

.... . Yorker is non-judgemental, impartial in noting Now to inventory valuables.

:1

o complaint ofprisoner against sheriff's office/ How to listen to a complaint, elicit infor- 1
escort..4° oration, and record it.

-i
44 #curately reviews mitimus for coramitroent z

=1N authority. SPECIFIC:.

=
I

.

NIRGOLDIAL: Required elements of the mitims.
o . Controlled/banned items in the institution.

. In X time, fewer than X prisoners admitted . Procedure for custody of valuables.
without necessary paperwork. Beeponaibilit3r of escort/receiving official.

1 . In X time, fewer than I number of errors in
.

,,.s 1 inventory of valuables.
..1

.

45 .
,

.

1. "
0

.01
As*0 11 .

0
PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:
.

OBJECTIVE:
:

z
e-i-

-
to

0.4

Pr:

:II

TASK: Examines inmates case record (entering and institutional), checking circumstances of conviction,
behavior problems outside and inside the institution, and applying past experience and knowledge of
penal philosophy, asking for clarification or additional information from other workers as necessary,
and following agency S.O.P., in order to offer recommendations to the classification committee about
a new inmate's security rating or chaging an inmate's present security rating.

PERFORMANCE STANDARDS . TRAINING CONTENT

security

appro-

social
into

for obtaining

goals and

institution
used by the

DESCRIPTIVE:
andrealistic for

complete.
available information.

X recommendations are judged

than X recommendations
consider all aspects

supervisor.

in X time after notification,.

.

FUNCTIONAL:
. Recommendations are appropriate
each specific case.

. Evaluation is thorough and

. Carefully considers all

NUMERICAL:

. Knowledge of penal institutions and
requirements

. How to examine case records and determine
prtate recommendation

. How to organize information concerning
functioning from various reports/sources
a report

SPECIFIC:

. Over X time, fewer than
to be inappropriate.

. Over X period of time, fewer
indicate failure to completely
of the case as judged by

. Recommendations are made

. Location of case records and S.O.P.
them
How the task contributes to subsystem
objectives

. Specific security requirements for the

. Knowledge of security rating system
institution

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVES

TASK: Describes/explains/clarifies to new patients/clients/residents, the general institutional behavioral
expectations and the consequences of inappropriate behavior, following specific check list for cover-.
age of topic, but exercising discretion in presentation, based upon own assessment of patient/clienti
resident's comprehension and acceptance in. order to familiarize the patient/client/resident with the
instititionts guidelines for patient /client /resident conduct.

PERFORMANCE STANDARDS

DESCRIPTIVE*

...4 . Worker is patient, speaks distinctly and clearly,
4.$

m= repeating statements as necessary. .

p4 4, Worker is alert, sensitive to.patient/client/
g resident and any indications of doubt/resistance.
..i . Worker is careful to cover subject comprehensively.

ZINUMERICAU
=

4..$

ga

sa. . lel time, at least 1.D' of patients/clients/residents
a interviewed subsequently by Unit Directors, demon-

strate an understanding of the behavioral expecta-
tions.

. InA time, fewer than 7C number of complaints from
patients/clients/residents that worker was rude or
impatient.

.

0
.44
4.1

0

0

TRAINING CONTENT

FUNCTIONAL?

4. New to speak clearly/distinctly.
Row to make explanation clearly, at the level
of understanding of the patient without being
condescending.
Now to assess evidence of doubt/resistance.
Row to modify delivery of information to adjust
to own assessment of client/patient/resident
reactions.

SPECIFIC:

Format/checklist of behavioral expectations.
Consequences for specific misbehaviors.
What to do if patient/client/resident is con-
fused/resistive.
Institutional guidelines for patient/client/
resident conduct.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

E-r1

v4

41

'i-

a

TASK: Calls /telephones an inmate's dormitory upon arrival at the institution, after having left the
grounds with the inmate, in accordance with S.O.P., in order to report the inmate's return. 4:

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

the phone.

DESCRIPTIVE:

promptly and all .

is given.

(unless arriving aftei

that worker's
or vague.

,

.

6 Telephone call is made
essentianformation

NUMERICAL:

. Telephone manners.

. How to give simple information over

SPECIFIC:

. Always calls Immediately
hours).

. No complaints from co-workers
information is unclear

.

.

. Institutional S.O.P. for when to Phone.

. How to use institutional phone.

.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE: .
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C

TASK: Inventories/checks clients personal properly accumulated in his cell and his account with the
institution, checking for positive ownership, removing articles belonging to other Clients or the
institution, referring to cashier's report concerning the client's account, discussing with the
client whether he can arrange for payment of outstanding debts or the return of merchandise
following agentsy S.O.P., in order to clear the client for discharge.

PERFORMANCE STANDARDS "TRAINING CONTENT

persons

specific

settling

DESCRIPTIVE: 11)}1CTICNAL:

.
. Carefully inspects all articles.
. Arranges for the closing of the client's account.
. Worker is tactful and considerate of clients

feelings and rights*
. 'Carefu1-1Y checks cashier's report.

NUMERICAL:

How to conduct an invontory.
Knowledge of the rights of the. client.

.How to deal with potentially hostile
in a tactful manner.

SPECIFIC:

How articles belonging to the institutio
are marked.
Identification of personal propertrof
client.

. .

Options available to the client for
cashier's account.
S.O.P. for confiscating articles.

"

.

.

. Over .X: period of time, fewer than X articles
belonging to the institution cr other clients
are missed by worker.

. Always arranges for payment or return of
merchandise.

. In X time, fewer than X valid complaints from
clients that worker vas rude, rough, etc.

.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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OBJECTIVE:

2 1 I PA.K. 6

TASK: Visually inspects/searches the area for contraband using a flashlight, a probe, or any other
necessary tools, in accordance with S.O.P., for conducting shakedown, in order to locate and
confiscate any unauthorized items that are on the premises.

0

cs

0vl
0

PERFORMANCE STANDARDS

DESCRIPTIVE:

Searches the. area thoroughly and completely.

Works with reasonable speed.
. Accurately identifies articles of contraband.

Attentive to details.

NUMERICAL:

. On a follow-up check, worker misses no more
than X items of contraband in X amount of time.

. Completes the shakedown of X area in X amount
of time.

TRAINING CONTENT

FUNCTIONAL:

How to conduct shakedown for contraband.
Knowledge of penal security requirements.

SPECIFIC:

Articles and substances considered contrabafid
in the specific institution.
S.O.P. for when to conduct a shakedown.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Rolls a person's fingers on an ink pad and presses each finger onto the appropriate box of a finger-
print card, types basic identifying information onto the.card, following institutional procedures, in,:
order to take the person's fingerprints.

.

.

DESCRIPTIVE:

PERFORMANCE STANDARDS 'TRAINING CONTENT

fingerprints,

.

.

are clear.
out the fingerprint

no more than X instances
etc., is misspelled on

no uore than X instances
to be retaken because
etc. .

.

FUNCTIONAL:

Assures that the fingerprints
. Completely/accurately fills

card.

NUMERICAL:

How to take fingerprints.
. How to spell names, etc., correctly.
.. Fundamentals of using a typewriter.

SPECIFIC:

Over 3:period of time,
when the person's name,
the card.
Over X period of time,
when the fingerprints have
they were unclear/smeared,

.

Institutional procedure for taking
location of supplies, etc.
How to use X brand of typewriter.

.

.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Examines/evaluates rules/regulations concerning procedures, in conjunction with the present
situation /problems in the cell block, applying knowledge of security requirements for a penal
institute, in order to formulate or recommend eIimination of regulations for supervisor's review
and possible approval.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Worker assures that proposed rules reflect the
changing needs of the institution.
Worker recognizes outdated regulations "and
recommends their elimination.

NUMERICAL:

. Over X period of time S6 of suggested changes
are determined to be appropriate and directed
to improving security as judged by supervises.

TRAINING CONTENT

MOTIONAL:

. Knowledge of security requitements for a
penal institution.

4, VP-to-date knowledge on changing
philosophy for corrections and society
attitudes.
How to recognize outdated regulations.

SPECIFIC:

. The specific problems which need attention.

. Routine procedures for suggested changes in
regulations.
Knowledge of the present situation in the
cell block.

. PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE: .
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TASK: Issues instructions to inmates/sounds alarms or other signaling devices when a disturbance is
noted, exercising discretion in /Paging the volatility of the incident and the approximate
amount of force needed to control the situation, in order to clear the scene of the incident
of inmates who have not yet become involved or who wish to withdraw voluntarily.

PERFORMANCE STANDARDS 'TRAINING CONTENT

. .

violence

t

.

for

Beene"

DESCRIPTIVE:

judgement in analysis
to the situation.

in a calm, firm voice. .

utilize the proper alarm

use of the slava Welton

complaints that
abusive, or .

.

FUNCTIONAL:

. Worker exercises good
of the incident, response

. Instructions are issued

. Care is exercised to
.

system.

NUMERICAL:

How to retain composure in a crisis.
Row to distinguish the potential for

. from lesser disturbances.

SPECIFIC:

Alarm systems at the institution.
Policy on inmate conduct.
Lines of authority, responsibility
each level of authority.
Standard procedure for clearing the
of a disturbance.

.

. .

. MX time, no improper
has occurred.

. In I time, fewer than
worker's manner was excitable,
hesitant.

PERFORMANCE STANDARDS TRAINING CONTENT



www.manaraa.com

Data 1People 1 Things

W. F. - LEVEL

38 I 2 2A

GOAL:

TASK:

Data 1 People 1 Things Reas. 1 Math, Lang.

W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

40% 1 15% I 45% 2 1 PA.K. 10

OBJECTIVE:

Listens/watches for alarm notification of fire, escapes, calls for assistance, etc; following
8.0.15.'s for each alarm system for notification and subsequent action, manipulating or adjusting
dials as specified, in order to monitor the various alarm systems used by the institution.

PERFORMANCE STANDARDS

DESCRIPTIVE:
The worker is aware of/alert for the specified
alarm notification (buzzer, bell, lights, etc.)
Worker accurately follows S.O.P.'s for each
alarm system.

. Messages to designated personnel are brief, to
the point, and clear.

.51
= I

ri

NUMERICAL:
. Taiji time, no alum is set off for more than X

amount of time, before it is observed by worker.
. In X time, fewer than X errors in procedures

for alarp notification or action.

TRAINING CONTENT

FUNCTIONAL:
. How to distinguish between similar signals.
. How to remain calm in crisis situation.
. Row to speak clearly and distinotly.

SPECIFIC:
. S.O.P.'s for each alarm system used.
. The purpose and priority of each alarm system.
. Action required by total institution staff

for each alarm.
. How each alarm is set off, rearmed.

PERFORMANCE STANDARDS TRAINING CONTENT

I
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GOAL OBJECTIVE:

TASK: Observes, assesses relationships between patients of the ward, discouraging relationships which
are determined (by team decision) to be detrimental to the development of one or both patients,
recommends physical separation, if necessary, in order to promote the development of healthy
inter- personal relationships on the ward.

41111

4.)
CI I

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Backgrounds, problems of patients are thoroughly
considered; if both patients are not primary
responsibility of worker; appropriate co-worker
is consulted.

. Observations are discreet, but extensive enough
to establish the nature of the relationship
(dependency situation, time spent together,
conflict patterns, etc.).

. Separation of the individuals. is well planned;
not obtrusive or ineffective.

NUPE:210AL:

. In X time, at least 12 6 of the relationships of
patients questioned by worker are supported by
team decision.
In X times, fewer than X instances of relationship
which were declared detrimental have not been
effectively discouraged within JI amount of time.

PERFORMANCE STANDARDS

TRAINING CONTENT -

=~

FUNCTIONAL:

. How to correlate patient personality charac-

interaction.

:Po

How to recognize developing interrelationship
qualities/problems.

. How to effectively discourage forming relation-
ships.

. How to recognize healthy signs of personality
development.

. Thorough knowledge of human dynamics.

SCIP1:

. Options in ward living assignments, scheduling.

. Behavior, relationships desired on ward.

. Who has primary responsibility for each patient.
How'the team decision is'made.

teristics with qualities seen in patient

TRAINING CONTENT
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TASK: Reviews progress notes from various departments and notes of own contact, observes patient
interacting with other patients, checking diagnosis with staff doctor, if necessary, and
confirming initial impressions by further observation or personal contact with patient, in
order to assess patient's motivation. .

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

specific

interview

diagnosis

_.-.

DESCUPTIVE

progress notes for

while he interacts
signs of interest,

etc.
if necessary, by

but reflects insight.

by supervisor has at least
of worket.

of patients worker has
motivateded are so identified
on review.

.

.

. Thoroughly reviews available
evidence of patient motivation.
Discreetly observes patient
with other patients for
complacency, docility,

. Waluation is bolstered,
interview with patient.

. Assessment is objective,

NUMERICAL:

How to
information.
How to

. purpose.

How to
situation.
Thorough
behavior.

SPECIFIC:

scan written reports for specific

discreetly observe patient for

verify impression through an

knowledge of dynamics of human

patient records.
diagnosis, prognosis.

policy in discussing

of treatment.
importance of motivation.

. In X time, assessment
Di correlation with that

. In X time, at least E16
identified as poorly
by pay.ehiatric staff

Available
Patient
Institutional
with doctor.
Objectives
Relative

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Writes orders transferring patient from locked ward to unlocked ward, basing judgeinent on patient's
behavior and treatment plan, using prescribed form and following institutional policy, in order to
authorize movement of patient between wards.

J

i g

i11 .1

7:._,.
-
vr
.7.:

I

DESCRIPTIVE:

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

patients.

I

1

.

.

action he desires in
-

specified.

consistent with patient
plan.

X number of orders written
the worker erroneously

agreement by supervisor
transferred.

. Worker accurately specifies
written orders.
Dates, times aree clearly
Patient correctly identified.

- Transfer of patient is
behavior and his treatment

)1UMERICAL:

In X time, fewer than
tromferrixmrpatients,
transferred patient.
In X tine, atileastai
that patient should be

. How to
. How to
. Knowledge
.

SPECIFIC:

fill out a standard form.
interpret written pOlicy.

of behavioral science/psychiatry.

policy on transfer of
required *0 transfer patients.

purposea of each ward.

. Institutional

. Forms

. Requirements,

I PERFORMANCE STANDARDS TRAINING CONTENT I
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TASK: Evaluates/assesses tentative treatment plan for a juvenile using own appraisal of records/data
concerning the patient, personal observation of patient and knowledge of psychology and/or group
therapy, discusses the plan with Director of Counseling and resident psychiatrist, securing their
suggestions and recommendations in order to develop a firm treatment plan for their approval.

-

PERFORMANCE STANDARDS TRAINING CONTENT

and

possible/

social work

.

made to

his past

and the

as it relates(

DESCRIPME:

consistent with institution-

beneficial to juvenile
institutional situation.

clearly, precisely and

at least ]6 of worker's
developed - at least,E16 of

with only minor altar-

o more than number ofno 2:

concerning worker's
plan and/or act on advice.

at least X number of days
or change in status.

FUNCTIONAL:

. Plan is realistic and
al policy. .

. Worker's plan is thorough,
and applicable to the

is beneficial.
. Worker discusses plan

thoroughly.

NENERICIL:

. How to discuss treatment.plan thoroughly
precisely.

. How to evaluate data to determine
optimal approaches.

. Working knowledge of psychology or
techniques/principles.

. How to apply advice.

SPECIFIC:

Over 2:period of time,
plans are approved as
worker's plans are approved
ations.
Over K period of tiara,e,
complaints are received
ability to discuss a

. Discussion occurs within
of juvenile's admission

. Knowledgr of own plan and suggestions
improve it.

. Knowledge of juvenile to be treated,
behavior and test results.

. Knowledge of Director or Counselors

PsYthiatrist.
. Knowledge of instituatiohal policy

to the task.'

PERFORMANCE STANDARDS TRAINING CONTENT i
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TASK: Analyzes/determines (usually in consultation with treatment staff) Ay a patient is not making
progress toward treatment goals, verifying existing treatment plan and procedures, and exercising
professional judgement in assessing alternative approaches and subsequently modifying the treatment
plan in order to develop effective treatment plans for patients who are not currently demonstrating
progress.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Analysis is thorough; consideration of patient
history, extenuating circumstances is complete
and professional.
Rxercises good judgement in the selection of
alternative approaches to the problem.
Worker is sensitive to the opinions of treatment
staff, considers their suggestions; but must make
the final decision.

NUMERICAL:

In X time, fewer than X complaints from staff that
they were not consulted /their suggestion ignored.
In X time, caseload review by superviosr results
in professional agreement in at least 296 of cases
reviewed.

TRAINING CONTENT

FUNCTIONAL:

. Extensive knowledge of the behavioral/social/
emotional/therapeutic processes.

. How to assess the causes of failure of a
a treatment program and relate this information
to a new treatment approach.

. How to establish treatment plans.
How to solicit information/opinion from staff.

SPECIFIC:

. How the treatment process is implemented at
the hospital.

. Lines of responsibility for *treatment.

. Treatment alternatives available; time
constraints, staff realities, patient positives
negatives.

. Normal process for consulting with staff.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:

TASK:
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OBJECTIVE:

TASK O.

1 I 1: PA.L. 12

Assesses the effect on the patient of influences external to the hospital; with knowledge and
berndssion of patient contacting families, attorneys, other community sources, institutional
officials as necessary in the development of an understanding of the reality conditions with which
patient must cope; exercising discretion in following up on leads discovered during the interviews,
in order to gain an insight into the environment into. which the patient must eventually adjust
and eliminate barriers critical to patient's progress.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker reserves judgement until he has developed
as comprehensive a picture of the client's situa-
tion as possible.
Worker is alert to recognition of leads which may
sharpen his understanding of the client.

. Care is exercised to contact persons who can
clarify those situations that seem to be most
critical as barriers to patient's progress.

NESDERIOAL:

In X time, fewer than0 of workups must be
revised later because of misrepresentation of
data available at the time of workup, or omitted
at that time.
In X time, fewer thanXnumber of complainte from
persons interviewed by worker about attitude,
manner, or courtesy.

FUNCTIONAL:

. Brow to assess information obtained in interview 7.
situations in terms of previously established
facts.
Bow to conduct interviews, follow up on leads.

. Bow various social pressures can affect persons
with behavioral problems.

. Patient's problem, attitudes, etc.

. Whom to contact, stow, their attitudes, etc.
1

. Boepital policy on confidentiality. 1

. Prognoeis for patient. .

. Procedure for contacting community sources,
attorneys, institutional official.

TRAINING CONTENT

SPECIFIC:

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Encourages patients to verbally present their problems at group therapy sessicns in relatively
structured supervised setting, attempting to focus the discussion upon problems which have relevance
for one or more of the group, exercising discretion tempered by staff instructions and team decisions
in permitting/controlling discussion content which may affect the vulnerability of individual
patients during the session, in order to stimulate the patients' consideration of problems and
initiate a_urocwse_of _self

PERFORMANCE STANDARDS TRAINING CONTENT

iJMOTIONAL:

Knowledge of dynamics of group therapy.
tImo!

. How to assess an individual's functioning
capacity during up therapy. 14-
How to encourage/promote verbal participation. 'n
How to discreetly direct the discussion, prevent 'l
monopolization.

. How to intercede when a patient becomes too
'vulnerable.

.1

. Worker alertly observes patient interactions,
reactions, withdrawal, etc., during session.

. Worker uses good judgement in directing discus-
sion to a topic which tends to intimidate a
partioular patient.

. Worker is non-authoritarian, empathetic, profes-
sional, non-judgemental.

. Worker is aware of, and functions within special
instructions of staff doctors /team.

NUMNRIOAL:

In time, fewer than X number of complaints from
team members /professional staff that worker has
disregarded specific instructions.

. In X time, supervisor notes fewer than X number
of instances where patients, withdraw during group
therapy because worker has allowed them to become
too vulnerable.

. In X time, supervisor notes fewer than X number of
instances of worker's inability to cope with
situations not covered by instructions.

SPECIFIC:

Scheduled time for group therapy, patient list.
S pecific staff or team deoision about specific
patients.
Patient background charts, information.
Objective of group therapy.
Institutional policy about group therapy.
Options available during group therapy sessions;
access to supervision.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Talks to/asks questions of/responds to family members of patients, encouraging them to discuss
patient's hospitalization, prospects for readjustment to the family environment, and any fears or
doubts, informing them of the diagnosis and treatment plan, and its meaning in terms of family
dynamics; involvement, and commitment, in order to help the family understand and cope with'
their role in the patient's treatment.

PERFORMANCE STANDARDS TRAINING CONTENT

in

.

prognosis of

.... -- --
,

MESCRIPTIVE:

professional, empathetic in
members.
family members to be open
open and frank in return.
return to the home is

number of complaints
attitude.

able to establish rapport

FUNCTIONAL:

. Worker is courteous,
contacts with family

. Worker encourages the
and frank with him, is

. Groundwork for patients'
carefully laid.

MUNERICAL:

. Knowledge of social work practice/philosophy.
. How to function in small group settings.
. How to convey information clearly.

'. How to be sensitive to doubts, fears.
. How family dynamics function (especially

a crisis situation).
. How to assess attitudes.

PECIFIC:

.. Background of family, diagnosis,
patient.

. Institution policy on family counseling.

. Workload priorities, time allotted.

. Options available to family, patient.

. Needs of patient, source of information.

. In I time, fewer than
abZt worker's Benner,

. In X time, worker is
with at least % of families.

PERFORMANCE STANDARDS . TRAINING CONTEXT
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OBJECTIVE:

I
1 PA.L. 15

TASK: Wks with client/client's family discussing/exploring/recommending ways to ease client's adjust-
ment back into the community after residence in an institution or group home, answering any
questions they may have, following agency S.O.P., in order to facilitate client's adjustment back
intothe community.

1>

1:1
Ili

1 GI PERFORMANCE STANDARDS

.........
PERFORMANCE STANDARDS

FIVE:

. Worker's recommendations are useful, valid.
Worker's manner Is pleasant, encouraging.
Worker tries to elicit suggestions from family
regarding ways they might help client readjust.

NUMNBICAL:

. 7,g6 of client's talked with express approval of
worker's suggestions over X period of time.

TRAINING CONTENT

FUNCTIONAL:

. Knowledge of social work.
typical problems of readjustment after
residence in an institution.
How to help people identify and plan for
resolution of anticipated problems.

=CMOs
. Client's situation, family and community

relationships.
. Client's case history (length of stay in the

institution, progress made, etc.).
. laiowledge of agency S.O.P.

TRAtNiNG CONTENT

1
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TASK: ,Talks, listens, discusses client's situation with client/client's family and staff members of the
institution or group home where client is to be placed, concerning goals, objectives, and procedures
involved in the treatment plan for the client, in order to sharpen the client's/client's family's
understanding of the plan for the client and help them understand institutional policies/procedures.

._
.

.

PERFORMANCE STANDARDS

FUNCTIONAL;

TRAINING CONTENT

information,

to individ-

-
and goals

DESCRIPTIVE:

well enough to answer
/client's family's

pleasant, friendly.

family addressed, under-
policies and client's
time. -

concerning worker's
of time.

. Understands plan/policies
questions to client's
satisfaction.
Worker's manner is helpful,

NUMERICAL:

. How to relate to people, clarify
for them.

. How to explain policies and procedures.
. How to provide emotional support

uals during periods of stress.

SPECIFIC:

. 2p6 of clients' /client's
stand the institutional
plan, over X period of

. No more thaZX complaints
manner, over X period

. Specific nature of client's problem
and objectives of the treatment plan.

. Institution's/group home's, policies/procedure

.

PEREORWNCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Talks/listens/discusses client's family and community relationships with institutional/group home
staff members, offering ow:: observations/evaluations of client's social situation/needs/potential,
in order to provide the institution/group home staff with additional referral information.

fw

7:

.
....:

1m

Lt
,,c

1

PERFORMICE STANDARDS

FUNCTIONAL:

TRAINING CONTEST

concisely
subject. i-

social
other

1

Iis i

1

I

DESCRIPTIVE:

with client's situation
with important, relevant

concise, easy for others to

information is provided .
home before client's

report on under-
information over X period

. Worker is familiar enough
to provide staff members
information.

. Discussion is clear,
relate to.

NUMERICAL:

How to
and answer
How to
situation
people.
Knowledge
techniques.

8:PACIFIC:

convey information clearly,
questions about presented.

evaluate /observe a client's
and share observations with

of helping services/methods/principles

social history, family /community

institution /group home client

. All relevant, important
to the institution/group
entry.

. skc of staff members addressed
standing of worker's
of time.

Client's
relationships.
Specific
entering.

-

1 FERFORMNCE STANDARDS TRAINING CONTENT ..-
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COAL: OBJECTIVE:

TASK: Counsels patients (individually or in small groups) about specific types of problems (i.e., marriage
counseling, sex education, etc.), as these patients are referred by staff or co-workers, in scheduled
appointments, basing exchange with patient(s) on specific training in that area and patient needs
as identified in session, or through case history, in order to help the patient understand the
dynamics of the situation and his own involvement.

...

K
R

i!
::..t

g
ovil

p

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

MESCB1PTIVEs

individually or in groups
in the assessment of

.

relates to needs expressed
by worker.

professional

for counseling as quickly

X number of patients are
of referral.

reviews notes, fewer than
decisions to counsel
than individually, or
in group.

. Patients are counseled
according to good judgement

needs.
. Information provided

by patient or identified
. Yorker's manner is non-judgemental,

and respectful.
. Patients' are scheduled

as schedule allows.

NUHERICAL:

. How to relate the dynamics of the area of
counseling (marriage counseling, sex eduCatkom4
etc.) to the patient and his situation.

. How to present technical information oleiklY
and briefly in terms understandable to the
group.

. How to detect uncertainty, fears, doubts.

. How to elicit information from patient in
counseling situation.

. How to focus patient's attention on particular
aspects of the problem.

SPECMC:

. In X time, fewer than
not scheduled wildlinnays

. In X time, supervisor
X criticisms of worker
patient in grad rather
individually rather than

. Why the patient was referred, by whom.

. Patient history, availability of records.

. Information available (visual aids, pamphlets,
eta.).

. Time allotted, patient's schedule, own priori-
ties.

PERFORMANCE STANDARDS TRAINING CONTENT I
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TASK: Locates and collects interesting and uncomplicated material suitable for the education of mentally
retarded students, using own judgement as to material applicability, considering lesson plans,
audio-visual aids, and subject matter, in order to provide materials of interest and value to
mentally retarded persons.

PERFORMANCE STANDARDS
--
DEBCRIPTIVEs

Lesson material is interesting and useful for
edUcating the mentally retarded.

. Lesson material is collected in a reasonable
amount of time.

NUMERICAL;

Over X period of time, no more than X number of
complaints are received from staff and/or .

students as to lessons, interest level, and/Or
use.

. Lesson material is selected in no more than X
number of minutes.
Upon review by supervisor, 0 of the materials
selected are deemed appropriate/valuable for
education of the mentally retarded.

TRAINING CONTENT

FUNCTIONAL:

. Row to select and recognize materials which
are interesting and useful for education of
the mentally retarded.
Now and where to acquire educational, material
and resources.

SPECIFIC:

. Knowledge of specific lesson plans.

. Knowledge of students, their interests, and
needs.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Decides/determines/asks questions about/states opinions of, specific components of the treatment
plan at team meetings, charting positive/negative behavior of patients as identified by unit
director, specifying how particular behavior will be reinforced/modified, clarifying the role of
ancillary staff, and providing for notification of patients in order to organize the resources of
the hospital into an effective specific treatment effort..--

PERFORMANCE STANDARDS TRAINING CONTENT -

objectively.lz.
behavioral

staff.
abilities

treatment.
modification.

DESCRIPTIVE: FUNCTIONAL:

. Attention is given to inclusion of those resources
which will support or improve the treatment plan.

. Statements /specifications /chanting remarks are
definite, specific rather than general.
Care is exercised that patient characteristics
as identified by doctor are accurately charted.

. .
=HMCO,:

. How to interact in a group meeting.

. How to'-express opinion/disagreement

. Knowledge of the meaning of various
characteristics, patterns and dynamics.

SPXCIFIC:

. In X time, fewer than X number of complaints from
unit director about errore in charting of patient
characteristics, statement of treatment plan.

. In X time, fewer than X nunber of instances when
notification of patient is left in doubt.

. Operation of the hospital, roles of
. Supportive, or ancillary staff, their

and time commitments.
. Lines of responsibility concerning
. Hospital policy regarding behavior
. Standard rules for patient conduct.

.

PERFORMANCE STANDARDS TRAY NI NC CONTENT
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f 4 PA.L. 21

Arranges forboordinates/ovirsees placement of student nurses at the hospital, ensuring that they
have the required practical'experience recommended in their instructor's lesson plans, suggesting
special readings, making certain that dormitory space, meals, etc., are available as specified in
the contract, in order to provide student nurses with the opportunity for a practicum in an
institutional setting.

PERFORMANCE STANDARDS

ldWiWEIVE:

The etudentnursest okay pee smoothly and is a
meaningful learning experience.
Preparations are complete.

. Recommendations to instructor or students are
appropriate and offered in a spirit of
cooperation.

. All stipulations of the contract are met.

. of schools contracting with the institution
express the desire to contract again.
X.n I time, 0 of instructors state that they
feel the students' experiences in the ward were
well- coordinated with lesson plans and
objectives.

TRAINING CONTENT

MOTIONAL:

. How to select actual nursing experience to
supplement classroom instruction.
Books, readings and 'other resources current in
the field of nursing.
How to arrange for meals and lodging for a
large group.
Current trends and methods in the field of
nursing.
How to collaborate with another instructor
for "team teaching".

SPECIFIC:

Stipulations of the contract.
How to work with the heict nurses in arranging
ward experience for the students.
Institutional foi lodging and meals.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Discusses/explains/clarifies the treatment program, its methods and expectations to a new client
at the initial interview, encouraging the client to cooperate, explaining the necessity for the
client to authorize treatment in order to secure the patient's signature/approval for treatment
authorization.

1ao
oi
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,..

..

?

.1'

i

_ _

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

program.

the specific

DESCRIPTIVE:

. Carefully describes treatment/ therapy methods and
expectations in terms the client can understand.

. Worker is encouraging and persuading.

. Accurately perceives clientiinderetanding of
treatment expectations.

MUM:
. Secures treatment authorization for of clients

over .X: period of time.
. Over l: period of time fewer thanI clients coo-

plain that they signed the authorization form
without understanding its implications.

1

.

. A thorough knowledge of the treatment

. Bow to persuade a client to cooperate.

SPECIFIC:

. The approach necessary to persuade
client.

. Background information on the client.

. Knowledge of the purpose of the authorization
form.

.

PERFORMANCE STANDARDS TRAINING CONTENT ---



www.manaraa.com

LINI141_1Peoge 1 Things Data 1 People 1 Things Reas.
J

Math. I Lang. 1

W. F. LEVEL W. F. ORIENTATION

[
INSTR. G. E. D. TASK :43.

i "MA.2 1 2 1 li. Jai I 59$ i 5116
2 3 1 1 3 23

o
-.
Art.
i

c
0
S..

..4

o
c.:

0
>

1.;y.
I g

0
1

GOAL: OBJECTIVE:

i

I

I

i

i

i::-....i

Zr1
-ii
--.

:-...:

-;....;

A:

"1:1

..-1

1

i

i

i

iI

? ASK: Explains/clarifies the ward routine, activities schedule and responsibilities to any.: patient,
answering questions and pointing out the various locations where activities take place, in order
to acquaint the client with the expected routine of his assigned ward.

PERFORMANCE STANDARDS TRAINING CONTEST
-----

DEICRIETIVE: , FUNCTIONAL:

. Clearly explains the routine inasnily understood
terms.

. Carefully determines if the client understands.

. Repeats and clarifies the routine as often as
necessary.

. Incourages client to ask questions and gives
appropriate answers.

NurmanAL:

. Cosennicatioa skills, i.e., how to explain a
routine and give directions.
How to work with emotionally disturbed adults.
How to perceive if a client grasps an expla-
nation.

SPECIFIC:

. Over X period X new clients demonstrate as
understanding of the routine in

. Fewer than X complaints from clients that worker
explanation was unclear,

. Fewer than X complaints from clients concerning
worker's manner.

i

. The routine Of the ward to which the client is
assigned.
Row the task contributes to the aubsystem's
goals and objectives.
Knowledge of various locations where activities
take place.

I

.
I

i . PERFORMANCE STANDARDS
. TRAINING CONTENT
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TASK: Consults with (talks, listens to, answers questions) hospitals, nursing homes, schools, and
public interest groups that want to have a special short course, discussion or lecture on the
subject of mental health, recommending special topics, books, pamphlets, etc., supplying films,
in accordance with institutional S.O.P., in order to increase their understanding of what is
relevant and current in the field of mental health.'

PERFORMANCE STANDARDS

FUNCTIONAL:

. Knowledge

. Knowledge

. Current
mental

. How
one

SPECIFIC:

TRAINING CONTENT

MOSCR1PTIVE:

are current, reliable, and

in the request and
to the best of his ability.

of the institution

06 of those seeking
worker's suggestion,

no more than X complaints

.

of mental health practice/trends.
of library/printed resource material .

trends and philosophy in the field of
health.

to recommend topics and resources to some-
preparing for a lecture, discussion, etc.

Resources recommended
relevant.

. Topics timely.

. Worker expresses an interest
attempts to fulfill it

. Worker creates good impression
by serving as a resource.

EMEMMICAL:

. Over:I:period of time,
assistance report that
were useful.

. Over X: period of time,

about worker's manner/approach/Ste.

. Institutional S.O.P. for cooperating with
community resources.

. Type of lecture, discussion group, etc., that
is intended.

I PERFORMANCE STANDARDS TRAINING CO TENT
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GOAL: OBJECTIVE:

I

TASK: Reports patient's progress in therapy situations/ward behavior, amplifying basic report/clarifying
details/suggesting alternatives as requested, basing observations upon training and experience
as a drug counselorp.in order to present own evaluation of patient's progress at team meetings/
diagnostic staffing's.

PERFORMANCE STANDARDS TRAINING CONTENT}}

MHSCUPTIVB: FUNCTIONAL: ig.4J
..4 . 1 «1=.r Reports are brief, but descriptive, accurate, How to make clear and concise reports. IN
.- and complete. How to assess question and respond appropriately.in.

...

gl
Worker reeponds appropriately to questions asked How to function in small groups. ri,

1

at the meeting. How to contribute suggestions.
7.443

C
a

. Suggestions are reasonable, based on the substanc Knowledge of therapy techniques for drug patient =3
!

1 of the report. .-1

a NUMERICAL: SPECIFIC:
ta

Cs . In X time, fever than X number of errors or . Purpose of the team meetings/diagnostic i

inconsistencies are noted by team members. Sources of information' about the patient under
. In X time, fewer than X number of complaints consideration.

from staff /team members about clarity of worker's Type of report expected; content and extent.

F .

report. i

o In X cases, staff/teem members Woe that
c:.

suggested alternatives are reaeonableffeasible.
F-
1

l

_

thPERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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TASK: Administers speech, language development and hearing tests to all new institution residents and
referrals, and periodically to all residents in therapy, adapting standard tests to meet their
physical and/or intellectual limitations, in order to determine what, if any, correctional proce-
dures should be followed.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

test

.

(e.g.,
limi-

available
i.e.,

MESCRIPTIVE: ,

and observant.
specified time limit, and

of the tests.

.

ag of residents, parents or
attitude.

X period of time frail co-
not administered prop-
concerning procedures to

,

.

. Worker is kind, patient

. Worker stays within any
administers all parts

. Appropriate test is given.
. Test is correctly administered.
. Protocol is followed.

NUMMICAL:

. How to administer speech/hearing/language
development tests.

. Knowledge of speech therapy and language
development to level of chinical specialty.

. How to read and comprehend/intepret
results.

SPECIFIC:.
Only X complaints from
ward ;:ftendants of worker's

. Only X complaints over
works-is that t este were
erly or that decisions
be followed, were inappropriate.

. Characteristics of resident/referral,
educational background, physical/mental
tations).

. Agency prooedures, if any, for administering
*OWES.

. Knowledge of correctional procedures
for dealing with specific problems,
hearing, speech.

PERFORMANCE STANDARDS TRAINING CONTENT
. --
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GOAL: OBJECTIVE:

I-.

LT:

1-

1

P..z

.r,

o
.

TASK: Drills patients in recognizing and improving specific speech sounds, using own knowlege of speech
therapy /procedures /techniques, as well as games and positive verbal reinforcement, in order to
improve patients' correct use and pronounciation of those sounds.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

procedures

handicapped

and/or physica

.

DESCRIPTIVE:
perceptive and firm

of patient are

to the needs of the

X amount of time.
medical staff members

have improved their
guidance.

. Worker is patient, stimulating,
in interaction with patients.

. Worker's questions, expectations
clear and well-defined.
Drills are directly related
individual residents.

NUMERICAL: .

. Knowledge
and techniques

. Teaching
individuals.

SPECIFIC:

of speech therapy and the
used to employ that knowledge.

skills for employment with

of patients; speech
deficiencies.

of the drills to be used.

. Characteristics
and mental

. Knowledge. Drills are completed in
. Over X period of time, other
report that X% of patients
enunciation due to worker's

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Drills patients in language development skills, categorizing concrete items, using plastic fruits,
dishes, large colored pictures, records, tapes, large paper dolls, and language books, in order that
patients may learn to identify and pronounce the names of concrete objects and develop other basic
language skills.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

development
employ that

mental

.

:

DESCRIPTIVE:
and firm in inter«

of patient are clear

to needs/background of

n of patients show improve-
due to worker's drills.
X amount of time.

0

. Worker is perceptive, stimulating
action with patient.

. Worker's questions, expectations
and well-defined.

. Drills are directly related
individual patients.

NUMERICAL: .

. Knowledge
and the
knowledge

. Teaching

SPECIFIC:

of speech therapy/language
procedures/techniques used to

knowledge

and equipment available
of residents' physical and

and personalities
of the drills to be used

. The tools

. Knowledge
limitations

. Knowledge
. After X period of time,
went in language skill,

4 Drills are completed in

PERFORMANCE STANDARDS TRAINING CONTENT
,
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GOAL: OBJECTIVE:
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TASK:Decides/determines, following discussion with client/patient, the specific long and short-term goals,
techniques and procedures by which an individual patient may improve his speech, relying on knowledge
of patient's medical background and a personal evaluation of patient's therapy needs, in order to pre-
pare informal lesson plans for the treatment session with the resident/patient.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

development
employ

patient's

employed

DESCRIPTIVE:
with all pertinent

therapy needs is accurate.

experts disagree with

U of patients show improve.-
to worker's lesson plan.

. Procedures chosen are consistent
information.

. Evaluation of patient's

NUMERICAL:

. Knowledge
and the
that knowledge

. Haw to
development

SPECIFIC:

of speech therapy/language
procedures/techniques used to

determine objectives, scope of
in improving speech

of patient's educational background,
and mental limitations
of procedures which will be
of agency's purpose /goals /S.O.P.

. After periodic review, medical
only X% of procedures chosen.

. After period of time,
went in verbal skills due

. Knowledge
. physical
. Knowledge
. Knowledge

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Examines /evaluates a physically handicapped patient's progress, comparing present reflei capabilities,
physical development, and range of motion capabilities with past capabilities, using daily graphs and
observation, employing knowledge of physical therapy and treatment program development, in order to
alter treatment program to meet patient needs as they change from day to day.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

the patient

DESCRIPTIVE:
available information.
with patient's needs.
as needed.

notes no more than X
time where worker ignored

situation stiles,
X period of time.

. Evaluation considers all

. Alterations are consistent

. Changes in program are made

NUMERICAL:

. Knowledge of physical therapy and treatment
program development.

. How to evaluate a physically handicapped
patient.

. How to interpret graphs and reports.

SPECIFIC:
. Upon review, supervisor
instances in X period of
important ini4mmtion.

, Alter a change in the patient's
worker changes program within

.

. Dow to use and locate graphs.

. Knowledge of past capabilities of specific
patient.

, Knowledge of treatment program for
undergoing treatment.

PERFORMANCE STANDARDS TRAINING CONTENT '
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SOCIAL WORK: GENERIC SECANCE

(sv)

A. Receiving/Processing Referrals
B. Determining Need/Eligibility for Services
C. Reporting/Maintaining Caee Records
D. Giving Information
E. Obtaining Information from Collateral Sources
F. Formulating/Developing Service Plan
G. Reaching Agreement with Client/Involving Client in

Formulation of Service Plan
EL Servioe Plan Implementation and Follow-up
I. Organising Community Resources
J. Using Supervision /Consultation

103
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Data 1 People 1 Things Data 1 People I Things 1 Rees. 1 Math. 1 Lang. i

'b
W. F. - LEVEL W. F. - ORIENTATION

I
INSTR. G. E. D. TASK NO.

4 I 2 1 lA 50' 1 45 1 5 5 5 1 4 SW A. 7

"
....,

0

7.11.

8
.4
10
oNUMERICAL:

a
ea

la.0

.-to..
c

0
.4
A./

U
0
4.17

GOAL: OBJECTIVE:

)).

5,
I:

;
i-m
-i

<1.-.
vs

2:
.11C

TASK: Observes/asks questions about/discusses the client's and/or family's physical, emotional, and
environmental situation in a home interview, upon complaint or referral, following agency procedures,
guidelines and protective services criteria, in order to determine if complaint or referral is valid.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

.

in a family

states of

psychology

and protec-

apply to

DESCRIPTIVE:
. Worker is courteous, firm, orderly and perceptive

in home interview; secures adequate information on
which to base assessment.

. Worker shows concern for family members.
Recommendations reflect an accurate assessment of
family's situation.

.

. How to
evaluation

. How to
family

. Knowledge
and social

SPECIFIC:

question/observe/evaluate data
study

assess emotional and physical
members

of human behavior, general
work principles and practice

relates to agency objective
procedure, report guidelines,

criteria
of state laws and codes which
if necessary

Less than X% of clients complain about worker's
approach/fiirness in obtaining any information.
In less than X% of cases, information is not
adequate to make determination.

. Worker secures information within X period of time,
following complaint or referral.

. How task

. Agency
tive services

. Knowledge
the case,

PERFORMANCE STANDARDS TRAINING CONTENT
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Data .IPeople I Things Data I People 1 Things 1 Rees. 1 Math. 1 Lang.

I

W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
I4 2 LA 50 55 5 5 4 1 4 SW A. 8

GOAL: OBJECTIVE:

ar.

S
- ,

cn.

6-2

-:

a`"

04
re
...$

As

4.40
17.P

a
0
o
..4
1.4

co

.14
0
=

o
.

-

...4

0
0
ca

_._

0
...1

0a
0.0

i__..

TASK: Converses with/asks questions of the parents concerning their evaluation of the mentally retarded
child, observes child, obtaining information about the child's functional level and behavioral
progress in accordance with agency guidelines in order to recommend educational programs for the ,
child.

----------.-

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

data in

put people
ease
of data

to

in

regulations

.

DESCRIPTIVE:
complete, based on all

friendly to parents and
ease.

reasonable amount of

parents complain about the

in a valid, appropriate

. Evaluation is accurate and
available data.

. Worker is courteous and
child and puts them at their

. Interview if completed in.a
time.

NUMERICAL:

. How to
diagnostic

. How to
who are

. How to

. How to
effect

. Skill

SPECIFIC:

question/observe/evaluate social
home visits

be courteous and friendly and
to be interviewed, at their

draw conclusions from a mass
relate observed and shared information
a social/educational diagnosis

in interpersonal relationships

of parents and child
of existing educational programs
and/or community

of agency guidelines and

e Not more than X number of
worker's manner.
X% of the interviews result

'
recommendation.

. Knowledge

. Knowledge
the agency

. Knowledge

PERFORMANCE STANDARDS TRAINING CONTENT 1-I
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Data [People 1 Things Data 1 People 1 Things-- Reas. 1 Math. 1 Lang.

W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

4 1 4A . 1 lA 25 1 70 1 I - 4 4 I 1 A 4 SWCA 9

GOAL: OBJECTIVE:

TASK: Talks to/discusses with client his need for service, clarifying methods of overcoming barriers to his
use of agency services, explaining various options client might take in dealing with these barriers,
offering advice using own evaluation of client's situation and knowledge of agency services available,
in order to enable /encourage client to use services.

PERFORMANCE STANDARDS TRAINING CONTENT

DESCRIPTIVE: FUNCTIONAL: 0
re

. Worker's advice/explanations demonstrate good judge- . How to give advice ,..

Li ment, accuracy and thoroughness. . How to relate social data, developing/evaluating 'a

'-' . Worker's manner is respectful. options to provide data on which client can base 11

decisions
4.4

NUMERICAL: . How to present alternative options. objectively c
-

g . Over X period of time, no more than X number of com- . How to involve client in resolving his own tr

N-1 plaints are received from client about workerts problems -
...J V.
0 advice, information and/or manner. *T:
61 a
C*r.1 SPECIFIC:

. .

a
. Knowledge of client and his situation

o . Knowledge of agency services available for
client's use

. Knowledge of barriers which prevent client from
.. using these services

r4
o
0
C9

o
...I

44
u
o,-
0.0

PERFORMANCE STANDARDS TRAINING CONTENT
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Data Ire:vie 1 Things Data 1 People 1 Things Reas. 1 Math. 1 Lang.

W. F. - LEVEL W. F. - ORIENTATION

85 _Fici 5

INSTR.

4

G. E. D.

4 1 I 1 4

TASK NO.

Ebr.A.104 1 11 i 1 lA

GOAL: OBJECTIVE:

z
I-
D)
-o

s-

to:

51

1,2

TASK: Reviews information obtained from client, examining interests/needs of client in relation to programs
offered by the agency, in order to prepare for meeting with client in which service options will be
discussed.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

data

to client

DESCRIPTIVE:
with data.

which will best meet

considered.

list of appropriate
time.

suggestions of service

. Conclusion is consistent

. Decision reflects good judgement.

. Worker decides upon programs
needs/interests of clients.

. All factors/variables are

NUMERICAL:

. Now to draw conclusions from examining

. Knowledge of human behavior

§PECIFIC:
. Programs available at the institution
. Needs/interests of specific client
. Knowledge of service options available

-

. Supervisor agrees with worker's
service options X% of the
Clients agree with worker's
options X% of time.

PERFORMANCE STANDARDS TRAINING CONTENT
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W. P. « LEVEL W. P. « ORIENTATION INSTR. G. E. D. TASK NO

4 I IA 1 IA 90 1 5 1 5
.

5 S 1 l 1 4 SW A. 11

SOMA OBJECTIVE:

gi

o-
w:

11

5,;

.-
-.c

PI

z1.-
ii:

c

TASK: Evaluates requests for services from clients/intake unit and/or diagnostic unit, assessing client's
situation and the programs available for client, using knowledge of Social Services programs and
regulations, in order to determine what recourses are available to aid the client.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

and

in a problem

course of

assist client

DESCRIPTIVE:
for client's

client's goals.
a reasonable amount of

least X period of time.
aid was not

,

.

. Proposed solutions are appropriate
situation.

. Proposed solution benefits
. Determination is made in

time.

NUMERICAL:

. How to recognize/evaluate social problems
determine possible solutions

. How to apply rules and regulations
solving situation

. How to select the most appropriate
action among many alternatives

. Knowledge of social work theory/practice
.

SPECIFIC:
. Evaluation is made in at
. Less than X% of cases, recommended
appropriate. . Knowledge of request for services

. Knowledge of client's situation

. Knowledge of programs available to

. Knowledge of Social Services regulations

.

t PERFORMANCE STANDARDS
.

TRAINING CONTENT ._.1
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F. F. - LEVEL

a I People I Things Data I People 1 Things

W. F. - ORIENTATION
8996 t 1C94 j 5%

Rees. I Math. 1 Lang.
--.,

INSTIL C. E. D.

5 1
TASK NO.

GC47..1.: OBJECTIVE:

fT

M.A. 12 s.

Svalustes/assesses information about individual's situation (from individual, agency record, if any,
1 1

etc.), considering nature /urgency of situation, individual's statement of need/request for Iservice/4e
and alternate ways of dealing with situation, in order to determine course of action to be taken I i

(follow-up, refer to another worker who is or, has been involved with indiVidualifemay, or referral i 1

to another agency which has jurisdiction or is able to provide needed services, terminate, etc.). ; 1

i

DeSCRIPTIVE:

PERFORMANCE STANDARDS
-

Worker's assessment is complete, thorough,
accurate.
Completed within reasonable length of time.

11S1MERICAL:

Proper course of action determined in at least
3 4 of cases needing services.

1- All (100%) pertinent information concerning the
1

case is considered in determining disposition
0 of the case.

17

TRAINING CONTENT

FUNCTIONAL:

. Knowledge of human behavior.

. How to select pertinent information from a
mass of data.

. How to organize information..
Bow to synthesize.

. How to recognize relationships.

. Discretion.
Diagnostic techniques.
Dynamics of environmental factors
relationship with, human behavior.

SPBODIC: 1

and

. Skill inmakingrapid, independent and
appropriate decisions.
Scope of agency services/fUnctions.
Professional expertise.

. 'Awareness of available resources.

. Knowledge of specified individual's
situation.

Inter-

PERtORMNCE STANDARDS T RA I N1 NG a :T
r
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! Data !People I Things

- LEVEL
i j 1: '2 I lA

GrAL:

Data 1 People I Things
W. F. - ORIMITATION INSTR.

6c% 1 3% 1 5%

LaReas. 1 Math. ng.

4 4
G. E. D. f TASK NO.
I 1 I 3 l SW. A. 13

t

OBJECTIVE:

TASK:

I

= Questions are stated clearly and concisely.
Questions asked are pertinent.

GO
I
I . All necessary and available information is- obtained.

Ca
'IF

ilq

Alike questions/listens to responses of intake worker concerning referral of individual, in order
to gather additional/clarif information about the individual and the problem for which he/she is
being referred.

DOSCRIPTIVE:

PERFORMANCE STANDARDS

NUMERICAL:

. Additional information is obtained in all (1000
CMOs where Information provided is incomplete.

. No more tWan'Ivalid complaints received within
]C period of time sboutianSumb.

TRAINING CONTENT

FUNCTIONAL:

. How to ask questions in clear and concise
manner.

. Listening skills.

. How to select relevant information,

. How to organize information.
Knowledge of social/emotional problems and
their resolution.

SPECIFIC:

Knowledge of agency guidelines as related
to task.

. Knowledge of what information is needed.

PERFORMANCE STANDARDS TRAINING COa:NT
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1 Data $ ?people I Things

W. F. - LEVEL

! 3B I 2 IA

Data I People 1 Things

W. F. ORIENTATION

506 1 40% I 596

INSTR.

Reas. 1 Math. _1 Lang.

G. E. D.

4 4 1 1 1 4
TASK NC.

GOAL:

1

I I1 TASK:

OBJECTIVE:

Discusses with individual/family advantages of assistance/service provided by other agency/resource
pereoinel, in relation to presenting problem, answering questions, explaining procedures, in order
to effect referral of individual/family to other agency/resource which can alleviate/resolve
situation.

PERFORMXNCE STANDARDS

-I DESCRIPTIVE:

-
. Explanation is clear, concise, accurate, complete.

C.43 z :-
5;

I7ACA

ci
EUMERICAL:

!

. No more than X valid complaints received within
X period of time about worker.

i

.7

PERFORMANCE STANDARDS

TRAINING CONTENT

PONCTIONAL:

. Communication skills.
. Motivational techniques.
. How to organize information.
. Organizational, management skills.
. Knowledge of social work practise.

SPECIFIC:-

. Knowledge of agency services-.

. Knowledge of community agencies and
resources.

TRAINING CONTENT
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i 1 32 1 2
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Data 1 People I Things

W. F. ORIENTATION

70% 2596 1 596

Rees. 1 Math. I Lang.

INSTR. ". G. E. D.

4 4 I I If 4
OBJECTIVE:

TASK NO.

swa.15

Discusses with/asks questions of supervisor and/or previous caseworker about newly assigned case
(if not armrest:se), after reading case record, in order to gather more detailed and/or clarify
information about the case and/or interpret information in referral.

-

MESCSUMMI.

PERFORMANCE STANDARDS

Questions are clear, concise.
. Worker is thorough in obtaining information.

liTEIERICAIst

Determines need for
I:referrals.
Contacts supervisor
at least out of I
Obtains at least g1
information.

action in at least X out of .

and/Or previous caseworker in
cases where need exists.
of needed and available

PERfORMANCE STANDARDS

TRAINING CONTENT

FUNCTIONAL:

How to organize information.
How to ask questions in clear, concise
manner. -

How to determine relevant/irrelevant
information.
Knowledge of social case work.

SPECIFIC:

. Knowledge of agency guidelines.
. Knowledge of case record contents.

TRAINING CONTENT

7

1
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Data !People 1 Things Data I People 1 Things Rees. 1 :lath. I Lang.

W. F. LEVEL W. F. - ORIENTATION

3B I is l it 85% 1 5%

INSTR. G. E. D.

3 3 1 3 1 3

TASK NO.

W.A. 16

G:AL: OBJECTIVE:

I

TASn Writes/completes referral forms, using all relevant information from case record and knowledge of
case, following agency procedures, in order to prepare forms for transmittal/refer case to proper
worker/agency.

I I

I

141

!C.

1E'

5
At;

PER STANDARDS

.ANNALMPErWR:

. Information is accurate, pertinent and complete.

. Form is filled out completely.

. Completed within reasonable length of time.

NOINRICAL:

. Referral forme are completed in all (1000 oases
where appropriate.

. Referral forms are completed within X working
days of decision to refer case.

TRAINING COXTENT

FUNCTIONAL;

. Row to follow instructions.

. Row to determine relevant, irrelevant
information.

SPECIFIC:
f.`t

. Knowledge of agency policy, guidelines.

. Knowledge of referral forms - where forms
are located and how to fill forms out.

PERFORMANCE STANDARDS TRAININC CONTENT
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Rees. 1 Math. 1 Lang.
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2 2

1
1

1
2

TASK NO.

SLAA7
OBJECTIVE:

ITASK: Calls/Writes letter/completes form for referring agency about decision on case referred, according
to agency procedure, in order to inform the agency that the case will/Will not be accepted for
service and plans for subsequent action.

! I

f=.1r

F.4

1 ;

; I

V I

V; t

PERFORMANCE STANDARDS

DESCRIPTIVE:

Notification is accurate, complete.
. Completed within reasonable length of time.

NUMERICAL:

Response is made to referring agency in all (100%)
Oases.
Response to referring agency is made within X
working days of receipt of referral.

TRAINING CONTENT

FUNCTIONAL:

How to use telephone.
How to follow instructions (form).
Verbal and written communication skills.

SPECIFIC:

Knowledge of agency procedure, guidelines.
Knowledge of content and purpose of form.
Knowledge of the decision concerning a

.

specific ease. r

I

;

711

Yr

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

a
F.,
r4

to

1...

Z"I
P

-
TASK: Talks to/discusses with client his problem and the solutions available, answering questions, clarify-

ing the situation and the alternative remedies, using own knowledge of client's situation and commu-
nity resources, agency service programs/policies, in order to enable the client to decide upon a
course of action.

...

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

persons of

easily

and discrim

and tech-

and

policies,

DESCRIPTIVE:
and objective with

accurate, and complete.
of the stress

with client.
decision making process.

more than X% of worker's
manner and information.

of clients are able to
action.

finds that in X%
decided upon was appro-

4 Worker is respectful, attentive,
client.

. Information given is clear,

. Worker demonstrates an understanding
client is under and etphathizes

. Worker includes .client in

NUMERICAL:

. How to
various

. How to
understood

. How to
inate

. General
niques

. Knowledge

SPECIFIC:

communicate effectively with
backgrounds and education

give information so that it is

analyze a client's situation
between alternatives

knowledge of counseling theory
and behavioral science

of social service process

of client and client's situation
of, available community resources

remedies
of agency service programs,

. Over X period of time, no
clients complain of worker's

. Over X period of time, X%
decide upon a course of

. Over X period of time, supervisor
of cases, course of action
priate.

. Knowledge

. Knowledge
alternatiire

. Knowledge
and procedures

PERFORMANCE STANDARDS MINING CONTENT
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Data IPeople I Things ' Data I People I Things

W. F. - ORIENTATION

I

I1'STR.

leas. T Math. I Lang.

G. E. D. TASK NO.W. F. - LEVEL

4 I 4A I IA . 45 1 50 1 5 5 5 [ 1 i 4 Sid. lt- 9

GOAL:

. I

OBJECTIVE:

.

.-i

-1

en

...,

or:

TASK: Summarizes, explains, questions, listens to client telling of situation, using own knowledge of
clients' situation and knowledge of community resources, in order to assist the client to determine
which problem should be dealt with first in the social service process.

.

------
PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

persons of ;:

discriminite

procedures
environ-

DESCRIPTIVE:
of clients' situations/

judgments from infor-

finds that in X%
decided upon was appro

X7. of clients complain
of their prob-.

. Awareness and understanding
problems,

. Communicates clearly.

. Makes realistic and reliable
motion known.

NUMERICAL*

. How to
various

. Knowledge

. How to
between

. Knowledge

SPECIFIC:

communicate effectively with
backgrounds and education
of behavioral science

analyze clients' situation and
alternatives.
of social service process.

service program, policies, and
of the client(s) background,

problem(s), etc.

;

.

. Over X period oftime, supervisor
of cases, course of action

epriat.
Over X period, less thant

of worker's attitude/interpretation
lems.

. Agency

. Knowledge
went, present

t

PERFORMANCE STANDARDS TRAINING CONTENT
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F. - ORIENTATION

14

GC;* :

INSTR.

14

OBJECTIVE:

Rees. r Math. I Lang.

G. E. D.

4 1 3 1 4
TAS:: NO.

MIL 10

I

7.ASK: Interviews parents or other relatives of patients seeking services, asks questions about county of
residence, insurance, financial situation and employment of patient/parents/relatives and records
responses, in order to determine if county assistance is required and/or arrange for payment for
services rendered to the patient by the institution.

PERFORMA&CE STANDARDS

MESCNIPTIVZ:

. Worker is courteous, but businesslike during
interview with patient's relatives.

. Worker helps family consider all options
available to them.

. Worker accurately records information provided
by client.

NUHERICAL:

. In I time payment schedules worked out by worker
prove correct and feasible at least a6 of time.
In I time, fewer than I number of inaccuracies

in recording county of residence, insurance
information, etc. are noted by supervisor.

. In X time, fewer than X complaints are received
from patient's relatives concerning worker's
manner/assistance provided.

TRAINING CONTENT

FUNCTIONAL:

How to elicit specific information in an
Interview situation.

. Haw to relate options available to a
specific case.

. How to record information accurately.

SPECIFIC:

Information needed from client.
Expected treatment cost for patient.
What information is needed for insurance
claims.
Under what conditions the min* will pay.

PERFORMANCE STANDARDS TRAINING CONTENT

4.4
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OBJECTIVE;

TASX NO.
.SW.B. 11

Am:lista/guides client in filling out application forms for
the client, providing the proper forms, clarifying for the
certain information'is needed, checking the completed form
all necessary appropriate forms are filled out.

various services requested
client difficult questions
for omissions, in order to

or needed by
and the reasons
assume that

I

-I

..
PERFORMANCE STANDARDS

DESCRIPTIVE:

Provides the appropriate forms for the program
client is applying for.
Clearly and accurately explains the reasons for
information requested.
Respects the confidential nature of information
requested.
Carefully checks the form for omissions.

NUMERICAL:

Over X period of time, fewer then X clients
receive the wrong form to fill out.
Over x period of time, processing of fewer than
X forms is delayed because worker failed to
notice omissions.
In X time, fewer than X complaints from clients
about worker's manner in explaining the forms.

TRAINING CONTEST

FUNCTIONAL:

Row to establish rapport.
Row to clearly explain what is needed on
a tore. ,

How to scan material for completeness/
appropriateness of response.

SThCIYIC:

1:1

What forms are needed for specific services.
Why the information is necessary. t

Agency/office rules concerning confidential 1 ";

material.

PERrORMANCE STANDARDS TRAINING CONTENT
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W. F. .k LEVEL

3B

GOAL:

W. F. ORIENTATION

1 Rees. I Math. 1 Lang.

INSTR.

OBJECTIVE:

G. E. D.
4

TASK NO.

SW. C . 1

TASK: Collects/brings together all information pertaining to a case, including case record, if any, and
all conversations/interviews about case, in order to gather information for assessment (reassessment;
of service needs.

PERFORMANCE STANDARDS

MESCR/PTIVE:
4.1

:g . Compilation is accurate, complete, thorough.
. Completed within reasonable length of time.

r.

0

a

a NUMERICAL:

11.

1-14.

1 0

01 -12
s

. No more than X valid complaints received within
X period of time about data compiled.
Compiles at least a6 of available data.

7l

TRAINING CONTENT

JUNCTIONAL:

. How to organize information.

. How to recognize data relationships.

. How to record information.

. Knowledge of significance of data as it
relates to understanding human motivation.

SPECIFIC:

Knowledge of agency guidelinesas related
to task.
Possible sources of information and how
to obtain.
How to use case ecords.

PERFORMANCE'STANDAADS TRAINING CONTENT
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33 1 2 1 l 606 I 35% 1 % 3 3 1 1 1 3 SW. C. 9

GOAL: OBJECTIVE:

TASK: Talks with individual at home or in office, asks questions/listens to /records responses to
specified questions on consent form, obtains needed medical documentation about individual and
explains need for form, in order to enable worker to obtain signed consent form.

-r:

PERFORMANCE STANDARDS

MOTIONAL:

TRAINING CONTENT

.

from

right to

as related

is kept.

MOSCUPTIVIs

.

6

are stated clearly and

complete, and pertinent.
individual's responses.
completley and accurately.

in all (10096) cases where
been obtained.
oouplaints received within
worker.

Questions and information
concise]'.
Information is accurate,
Listens carefully to
Information recorded

NONCRICAL:

. Communication skills.
Listening skills.

.4 Now to select pertinent information
. a MEMO of data.

. Now to organize information.
Understanding of individual's
privacy.

112V2LID .

. Knowledge of agency guidelines
to task.

. Knowledge of forn and where supply

, .

Information is provided
consent form has not
No more than valid
X period of Om about

0

ke00
IT
ta
! PERFORMANCE STANDARDS TRAINING CONTENT
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1

TASK: Reads/cheeks over /corrects new casework material, following agency guidelines where applicable,
in order to maintain accurate/current case records.

PERFORMANCE STANDARDS

PrONOTTONAL:

TRAINING CONTENT

(basic

behavior.

should be

1 b
Iv

1 1
1
9
..1

,

DINCRIPTIVE:
-

is accurate, thorough.
reasonable length of time.

reviewed in all (10C90 cases
of new material.

are agreed to by
of instances.

, Review of casework material
. Review completed within

NUMBNIONI:

. Witten communication skills.

. How to write clearly and concisely
grammar and punctuation).

. Knowledge of case recording skills.

. Knowledge of dynamics of human

SPECIFIC;

. Knowledge of agency policy/guidelines.
e Knowledge of what information

included in case record.

. Casework material is
following dictation

. Corrections/changes/deletions
originator worker in0

PERFORMANCE STANDARDS
- TRAINING CONTENT
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GOAL: OBJECTIVE:

.

TASK: Writes/dictates narrative or sursoaryprepatory to closing cave, including elements specified by
agency S.O.P. with particular emphasis on the client's response to services offered and the extent
of achievement toward goals, in order to prepare a summary of win* done/services offered tothe
client for agency use in future contacts with client.

.e
pi

..,.,

PERFORMANCE STANDARDS

MOTIONAL:

TRAINING CONTENT

worker
-

model.

summary.

-----

.
MBSCRIPTIVB:

.
.

accurately reflects the
progress of client.
clear and descriptive.

with reasonable speed.

number of oases closed
closing summaries within
closing.
supervilor agrees that
accurately reflect

progress.

.

.

. Summary is thorough,
efforts of worker, the

. Wording of gummy is

. Summaries completed

NUMERICAL:

. How to ;trite case summaries.

. How to briefly, clearly state
efforts, client progress. .

. How to follow standard format.

. Xncrrledge of human dynamics.

SPECIFIC:
.

. full time, fewer than
torian*Aw do not have
X amount of time after

. In X time, upon rev -isv,
at least Ni of SUMMIZIOS
worker efforts, client

. Awareness of the Social Service
. Agency objectives, use of summary.

.

. Agency S.O.P. for writing closing

. How to gauge, report "efforts/client

/

PERFORMANCE STANDARDS TRAINING CONTENT
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OBJECTIVE:

3 1 i 1 MD. 7
GOAL:

TASK: Talks to physician, reporting observations concerning behavior/complaints of patients, answering
physician's questions, based on own knowledge and institutional records concerning behavior /complaints
of patients, in order to inform physician of physical/mental condition of patient since physician'i
last visit.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENt

from a mass

theh

where

DESCRIPTIVE:
clear, concise, complete.

of time, fewer than X come
information was inaccurate

. Information is accurate,

NUMERICAL:

. How to convey information

. How to select pertinent information
of data .

AVECIFIC:
. Condition of specific patient

d l f. How to gather data to adequately inform
doctor.

.

. Procedures for reporting information

. Knowledge of institution's records and
they are located

. Over a specified period
plaints were received that
unclear, incomplete.

.

w
3
.1.,

o
o.1)

sa
c)

PERFORMANCE STANDARDS TRAINING CONTENT
am.
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°CAL: OBJECTIVE:

Teaks with/consults other agency/resource personnel on basis of
discusses case history/situation of individual/family referred,
infoulation In, record, following agency guidelines, in order to

consent agreement by client,
using own knowledge, other
coordinate actions on case.

PERFORMANCE STANDARDS

rem E:

. Information is accurate, complete, pertinent.

. Worker is tactful, discreet, diplomatic.

. Worker's statements are clear and concise.

Mani&
. No more than X valid complaints received within

period of time about worker .lack of knowledge/
preparation.

. Referrals are always approved by client prior to
astica.

PERFORMANCE STANDARDS

TRAINING CONTENT

FUNCTIONAL:

. Verbal communication skills.

. .8eIationabip skills.

. How to organise information.

. Row to determine relevant information.

. Knowledge of behavioral sciences.

. Knowledge of social work practice.

Knowledge of own agency, other agincies
and resources.

. Understanding of ethical considerations in
relation to use. of information obtained.

TRAINI NC CONTENT

1;..1

I E.

f

I
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GOAL: OBJECTIVE:
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TASK: Discusses /explains treatment plan as established for a new referral during initial staff meeting,
describing patient history, behavioral characteristics, attitude, and physical condition; specifying
the Prescribed elements of the treatment Plan and delineating the discretionary elements; reviewing
such medication orders as are necessary (responding to questions from the treatment team as they
arise) in order to ensure that the treatment staff understands the treatment plan and its implemento-
nprt ertu+sance_

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

.

presenta-

of a treat-
theory.
of under-

of

of staff.

meeting.

DESCRIPTIVE:

articulate,

characteristics are
staff.

of lack of comprehension

courteously and
,

casplai6ts from staff that
confusing, or

instances of staff members
a failure to understand

implementation.

. Explanations are comprehensive,
reasonably brief.
Significant mental /physical
carefully described to

. Worker is alert for signs
or, confusion in staff.

. Worker answers questions
patiently.

. In X time, fewer than'
presentation vas incomplete,
condescending.

. In I time, fewer than%
subsequently demonstrating
the treatment Planate

How to organize factual material for
tion at a staff meeting.

. Row to explain. the implementation
meat plan/associated psychological

. Row to recognize and reinforce signs
standing during the presentation.

. Knowledge of behavioral science.

. Professional knowledge of medicine.

SPECIFIC:

'. Lines of responsibility for implementation
treatment.

. Background /attitudes /competencies

. Treatment facilities available.

. TM of follow up from initial staff

TRAINING CONTENTPERFORMANCE"STANDARDS
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GOAL: OBJECTIVE:

TASK: Evaluates/assesses information gathered about the case, considering all relevant/pertinent
information, using personal knowledge and agency guidelines pertaining to data /information needed,
in order to determine what additional information/contacts, if any, are needed.

PERFORMANCE STANDARDS TRAINING CONTENT

IIESCRIPTIVEs FUNCTIONAL:
AA
..4

g . Nvaluation is thorough, complete, accurate . Row to organize information
.. . Completed within reasonable length of time . Row to recognise data relationships

o
. Knowledge of psycho-social relationships
.. Knowledge of human behaviorc.

w
g EIRMAW . SPECIFIC:

.
.

,.. . Correctly determines need for additional data/ . Knowledge of community and resources
o contacts in at least out of X cases . Knowledge of agency guidelines as .related to

. Assessment is made within X days of assignment 'task

m- . Possible sources of information and how to
obtain

0

u
v4
i.a

.

4.0

14:

i
C

i PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Discusses with employers problems they may be having with their employees who are participating in
the rehabilitation program, giving advice as to how these problems could be handled, based on own
knowledge of the purpose and goals of the rehabilitation program and specific problems of clients,
in order to improve employer/client relations.

PERFORMANCE STANDARDS . TRAINING CONTENT

DESCRIPTIVE: , FUNCTIONAL:
. Worker shows empathy/firmness/sensitivity with
employer.

. Advice is feasible and related to the problems as
stated by the employer.

NUMERICAL:

. How to convey information to a specific audience

. How to give advice

. How to listen to and reflect clients' interprets-
tions of problems

SPECIFIC:

. Over a specific period of time, fewer than X com-
plaints areteceived from employers concerning
worker's manner.

. Less than X% of employers' report that meeting with
worker did not help them in their relationships
with their employees.

.

. Work'related problems; how to deal with them

. Knowledge of specific problems of clients
formerly in institutions

. Knowledge of specific client's work situations,
work.history and case history.

. Where to obtain needed information

. Knowledge of purpose and goals of rehabilitation
program

4

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:
. .

OBJECTIVE:

VA

Zti

5;)
,-3
6.<
M

zI-'
I

(:)

m

TASK:Interprets juvenile's behavior to him/clarifies the behavior that is expected of him/advises him hop
to make his behavior more socially acceptable at individual and group sessions, using personal knowl-
edge of juvenile, evaluation of data concerning juvenile, knowledge of group and Reality Therapy
techniques, and following team treatment plan, in order to increase juvenile's awareness of the
significance of his behavior.

PERFORMANCE STANDARDS

FUNCTIONAL:

'RAINING CONTENT

therapy

and data

techniques

DESCRIPTIVE:
of juvenile on his own
expectations.

when advising

X number of clients demon-
of their behavior.

no more than X number of
concerning worker's manner.

.

. Worker focuses attention
behavior problems, social

. Worker uses tact and understanding
juveniles.

NUMERICAL:

. Knowledge

. General
techniques

. Knowledge

. Skill

SPECIFIC:

of behavioral science
knowledge of psychology and

of group dynamics
in interpersonal relationships

of juvenile's personality
his behavior

team's treatment plan
and goals of program

of group and Reality Therapy

.

. Over X period of time,
strate increase awareness

. Over X period of time,
complaints are received

.

. Knowledge
concerning

. Knowledge:of

. Purpose

. Knowledge

PERFORMANCE
...-

STANDARDS TRAINING CONTENT 1
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W. F. LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
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GOAL: OBJECTIVE:

I=

ca

-
o:

-

TASK: Discusses /talks to/listens to family members concerning problems/progress of client, explaining ways
of relating to client in a manner which would contribute to self-help efforts, using own knowledge of
of the specific problems/concerns of the client and the purpose and goals of the agency program, in
order to gain their cooperation in relating to the client in a positive, helpful manner.

. PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

audience
other people

of client
(family

i

feelings

1

DESCRIPTIVE:
and relevant to the

to discuss problems/client.
positive attitude

members.

i isatisfaction with
over X period of time.
than X instances in X days
is unclear/illogical.
X number of families

relationships with

.

. Discussion is clear, logical
situation.

. Family members feel free
. Worker expresses a friendly,

toward client's family

NUMERICAL:

. Knowledge

. Counseling

. Row to

. How to

SPECIFIC:

of behavioral science
skills and how to apply them

convey information to a specific
listen to and empathize with

of specific problems/concerns
f hiof case history of client
situation, etc.)

of family members' attitudes,
client
and goals of agency program

. Knowledge
K ld. Knowledge
background,

. Knowledge
toward

. Purpose

. X of members express% f fil b
worker's attitude/manner

. Super visor notes no more
where worker's discussion

. Over of X period of time,
demonstrate positive, helpful
client.

- _

PERFORMANCE STANDARDS _
.TRAINING CONTENT
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GOAL: OBJECTIVE:

>

p.

.4

3!
..*

...z
-Is
P

TASK: Counsels client about (mutual) decision to terminate, discussing client's strengths/progress that
support decision to terminate, demonstrating empathy, helping/encouraging client to work through
problem areas, in order to enable client to understand/better accept termination decision and to
function independently.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

01

as

of specific

_

A

MENCLIPTIVN:
.

.

empathetic .

concise and accurate

discussed in all 0.43(06r

to termination of case

X complaints from clients
the reasons for

. Worker is understanding,

. Comments are clear,

KCAL:
.

. Decision to terminate
cues where appropriate

. Dia011881011 is held prior
in all (100$) cases

. In X time, no more than
that they did not understand
termination

. Nigh level of interviewing and communication
skills

. Knowledge of human behavior and 'relationships

. Principles of counseling and guidance

fj=2:

. Knowledge of agency policy, guidelines

. Knowledge of commit, standards

. Awareness of cultural and ethnic grouPi
related to community/individual

'. Knowledge of strengths/weaknesses
client .

- .

1
PERFORMANCE' STANDARDS

.

TRAINING CONTENT



www.manaraa.com

Data 1 People 1 Things Data 1 People 1 Things J Reas. I Math. I Lang.

W. F. .... LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK NO.

4 T 4A 1 lA 55% i IA i 06 1 5 1 1 i 4 sw.11. 211_

GOAL: OBJECTIVE:
1

v.'

VII

...4

m
...

utt.m

,

AJ
...,

2
o
o
2
zo
e
ii

uo

L-

-
r4

o

F.'
LI

g

8

TASK: Discusses with/encourages/supports client(s) during the implementation stage of problem oriented
action plane, evaluating Chanel situation and discussing alternatives or changes in strategy
with client(s), helping client(s assess the situation logically and realistically in order to
coordinate the implementation of action plans designed to cope withspecific barriers.

.

.

PERFORMANCE STANDARDS

FUNOTIONAi:

TRAINING CONTENT

.

of a

it to client

oriented

dialogue

ISSCUPITMR:

. Worker strives to be
decisions, assessments
force

. Assessments of the situation
problem oriented

. :Ort:Iss attitude, manner

NUMERICAL:

supportive of client roles,
rather than the primary

are realistic,

with olient is

complaints from clients
did not fulfill

instances there client
carrying out BOW stage

. Now to recognize the emotional state
olient

. Now to assess a situation, relate
. objectives/verbalize current situation

. How to encourage rational, problem
thought processes

. Now to relate to a client in one-to-one
situation

. Row to engage olient in meaningful

SPECIFIC:

. In X time, fewer than'
that worker was unsupi7rtive,
commitment

. In I time, fever than'
reacts irratdonallyvirle
of on action plan

. Agency policy =worker involvement

. Client, community attitudes

. Agency resources available

.. .

/

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
1

TASK: Discusses with/asks and answers questions of/listens to responses of individuaramily member(s)
(togeth .erand/or separately) about relationship problems, emphasizing positive constructive ways of
resolving/deaLing with problems, using knowledge of interpersonal relationships/human needs/behavior,
in order to enable individual/family member(s) to better understand Causes of the breakdown in the
relationship and ways of resolving /dealing with problems.

PERFORMANCE STANDARDS

MOTIONAL:

TRAINING CONTENT

with

case.

DESCRIPTIVE:
.

clear and concise
and pertinent

and in-depth

.

.

reached in at least X out of

methods are approved by
members.

. Worker's statements are
. Information is accurate
. Discussion is thorough

imanca.:

,

. Communication skills of high order
How to organize information

. Knowledge of human behavior, relationships
.. How to diagnose and resolve or deal

relationship problems

SPECIFIC:

. Ilet:ter understanding
X cases

. Worker's attitudes anda of clients/family

. Knowledge of community

. Knowledge of background of specific

.

.

.

1 PERFORMANCE. STANDARDS
.

TRAINING CONTENT .
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GOAL: OBJECTIVE:
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TASK: Assesses /analyzes case records concerning identified barriers to the achievement of client goals;
evaluating the vulnerability of each barrier, considering the effectiveness of client abilities and
_interests, weighing the appropriateness of alternative procedures, applying own imowledge of the
social work process, in order to develop action plans dealing with specific barriers.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

this to

solutions.
related*skills

.

to gain

_._.

DRECRIPTIVE: .

are realistic, effectively

the client, his interests and

assessment of each barrier. -

of action plans developed

X complaints from clients
them work on

.

. Action plans developed
challenge barriers.

. Plans are suited to
abilities.
Worker makes careful

NUMERICAL:

. How to assess social problems, relate
a specific individual.

. Now to develop action plans to deal-with
client's problems.

. How to decide between alternative

. Knowledge of social case work or

EPECIFIS:

. In X time, at least
are later judged successful.

I. In X time, fewer than
that worker was not helping
probiems.

. Client situation, commit, attitudes.

. Agency resources, time commitments.

. Agency policy an involvement.

. Knowledge of case records and how
access to them.

-

/

PERFOIMOCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Reviews/diecusses progress client has achieved, eliciting feelings of confidence, strength, recalling
earlier problems /attitudes, helping client assess current situation, in order tc help client make
plans to terminate.

4

PERFORMANCE STANDARDS

DESCRIPTIVE:

Disengagiment Is well planned, gradual.
Client's needs are considered, discussed with biz
Worker is keenly aware of the knowledge base
desired by and valuable to the client.

NOVIERICAL:

. Ia X time, fewer than X disengagements when
client is not properly' prepared.

TRAINING CONTENT

70NCT/ONAL:

Bow to identify/reinforce client's feeling
of confidence.

. How to disengage from a case.

. Skill in interpersonal relationships.

SPECIFIC:

. Caseload realities, resources available.

. Supportive services available.
Applicable regulation.

. Agency policy on disengagement.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Evaluates terminated case records, assessing the methods used to aid the client and/or the services
utilized by the social worker in relation to the methods and services available to him, using own
knowledge of Social Services and related agencies as well as own knowledge of counseling techniques in
order to determine if worker handled the cases effectively:

.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

and

available
case

agencies

DESCRIPTIVE;
based on all available data.

accurately and com

amount of time.

more than X number of
from social workers as to

and secured,' of

X period of time

. ,

. Evaluation is objective,

. Terminated case is-evaluated
pletely.

. Case is evaluated in a reasonable
I,.

NDMERIC&L:NUMERICAL*

.Knowledge of social work; its theories
practices

. Nov to evaluate data

. General knowledge of counseling techniques

SPECIFIC:
. Knowledge of specific terminated case
. Knowledge of the methods and services
to a social worker to deal with this

. Knowledge of Social Service and related

.

. Over X period of time, no
complaints are received
the objectivity, completeness
vorkerfs evaluation.

. Each case is evaluated within
following termination.

.

,

PERFORMANCE STANDARDS
-

TRAINING CONTENT
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GOAL: OBJEtTLVEs

TASK: Determines format for/writes articles to be included in a pamphlet containing specific information
about the local program, stating the offerings of service agencies in relation to the goals of each
agency locally, in order to increase understanding of clients (potential and'actual) community per-
sons /caseworkers about the local program.

.

PERFORMANCE STANDARDS .

.-

FUNCTIONAL:
TRAINING CONTENT

for a specific z
for printed 44r

...
er
<
r4=

:0a
.

material

DESCRIPTIV;
pamphlet is. relevant,

logical.

complaints from users of
did not explain their pro..

that pamphlet did not
of the agency.

that at least X% con-
achieved its purpose.

. Information included in
accurate and complete.

. Explanation is clear and

. Uses good literary style.

NUMERICAL:

. How to
audience

. How to
material

SPECIFIC:

communicate in written form

organize and develop format

.

program orientation
program objectives, procedures

available for use in developing

agency requirements and use of

....
In X time, fewer than X
pamphlet that,material
'grams/objectives clearly.

. No complaints from supervisor
express the orientation

. Follow-up with users shows
sidered that the pamphlet

.

. Local

. Local

. Resources
pamphlet

. Local

PERFORMANCE STANDARDS TRAINING CONTENT j
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-
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GOAL: OBJECTIVE:d.
7,
..

.4
p.
te

i."

C

TASK: Discusses/encourages part-time employment for residents, with businessmen, farmers, professional
people in the community, stressing the benefits for both prospective employer and residents, using/
own knowledge of the needs of prospective employees and their availability for part-time work, in
order to encourage prospective employers to provide part-time employment for the residents of the
community.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING cOMENT ;

of the come 6-

audience

into the
community
prOgram

for part-time

their

DESCRIPTIVE:

to residents' and

benefits.
.

are made available to
of time.
made over X period of time.

.

. Worker is persuasive.

. Worker is tactful and sensitive
employer's needs.

. Worker clearly explains

NUMERICAL:

. Now to
nity

. How to

SPECIFIC:

relate positively to members

convey information to a specific

of how part-time work fits
goals and objectives of the
of the specific institution's

of residents' availability
-

of prospective employers and

. Knowledge
purposes,

. Knowledge
and purpose/goals/objectives

. Knowledge
jobs.

. Knowledge
needs

' X number Of part-time jobs
residents over X period

. X number of contacts are

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Conceives alternatives and new approaches to a problem, discusses them with leadership cadre of a
group, making suggestions and soliciting input from all involved, seeking and reinforcing commitment
to the group and its objectives, in order to achieve a consensus style approach to decision making.

.

.

PERFORMANCE STANDARDS r TRAINING CONTENT

consensus

on

.

.

DESCRIPTIVE:
, .

open and frank comment

cynicism, doubt, resistance

to reinforce
to the group.

.

X complaints from group
was imposed rather than

X complaints from group
dominates the meeting.

FUNCTIONAL:

. Worker encourages /solicits
by all.

. Worker is sensitive to
in the growl).

. Worker is alert for opportunities
the commitment of individuals

NONERICALt

How to encourage the development of
style leadership.
How to make suggestions, focus attention
specific problems without being dominant.

. How to reinforce commitment.

. Knowledge of group dynamics.

SPECIFIC:

. Inx time, fewer than
members that a decision
arrived at by consensus.

. /az time, fewer than
members, that worker

. Knowledge of people in the group.
.. Status of movement. in community.
. Resources available.to group.

,

/

1 PERFORMANCE'STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

ol
.-v

Eg
il
.1

PI

P

TASK: Considers/examines a problem area, asking questions of people involved on both sides of the issue
and exercising professional judgement, establishing such facts as length of time the problem has
existed, trends or prognosis, historical and sociological setting, etc. in order to define the
problem for subsequent action. .

PERFORMANCE STANDARDS

FONCTIONAAts

TRAINING CONTENT

accurately.
-- -

process.

.

.....
.--.

teschipripE s
.

is clearly stated,

professional Judgement in
views.

and objective.

I problems defined are

inaccurate.
X complaints that statement
wordy, or slanted.

.

. Definition of the problem
accurate.

. Worker exercises good
I selecting between alternate

. Analysis is reasonable

NUMERICAL:

. How to investigate and assess a problem.

. How to state findings clearly and

. Now to conduct interviews. .. -

. Some knowledge of the social work

SPECIFIC: .

. In X time, fewer than
clearly shown to be

. lax time, fewer than
was vague, incomplete,

. Agency policy on advocacy.

. Caseload realities.
Agency reference sources.

, .

/

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
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GOAL: OBJECTIVE:

TASK: Discusses community or group problems with the involved clientele, evaluating their interest (real
or potential) in, and commitment toward solution of the problems, apaying]nnwledge of the social
process, group dynamios, and institutional change, keeping in mind agency purpose, prooeduxe, policy,
in order to decide whether or not to invest agency and personal time and resources in the cause.

4

.4

PERFORMANCE STANDARDS TRAINING CONTENT

and

.

DESCRIPTIVE:
.

a thorough examination of
involved.

to find community"or group
26.

knowledge of the

of groups in which worker
prove effective as agents

at least Ng correlation
mood end spirit of the

JUNCTIONAL:

. Decision is based upon
the problem and the people

. Worker actively seeks
spirit thesp among people.

. Worker effectively applies
various dynamics.

NUMERICAL:

. How to evaluate people /groups of people.

. How to assess real/potential interest
commitment.

. Now to correlate social/group/institutional
dynamics and process.

SPECIFIC:

. In I time, at least D6
decides to invest time
of social chaz:ge.

. Upon separate review,
in evaluation of the
.people.

. Community involved.

. Agency time, resources involved.

. Personal prejudice.

i

PERFORMANCE'STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

...I
In

94<
tr.

.,

TASK: Writes/draws up a report including a statement of the problem, possible solutions, and methods of
implementation, being as specific as possible, indicating who should act, organizational structure
needed, personnel and resource requirements, methods and procedures, probable costs and how they
can be defrayed, in order to request official written approval framthe agency, if possible, for
anticipated action.

PEREONANCE STANDARDS - TRAINING CONTENT

and

DESCRIPTIVE:

reflects worker's
situation.

as possible, but include&
data-

estimated costs are

when community level

always within of actual

.

MOTIONAL:

. Report submitted accurately
understanding of the

. Report stated as briefly
all available and pertinent

. Analysis of the problem,
realistic and reasonable.

RICALNUNN:

. Row to write reports.

. How to estimate cost needs, personnel
resource requirements.

. How to plan for social'ection.

Row to conceive organizational structures
required.

SPEOIWTO:

. Report always submitted
advocacy is planned.

. Monetary estimates are
needs.

Lines of decision in agency.
. Uses of report. .

. What will happen if request is denied.
Own caseload, agency resources available.

.

I

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK= Beads printed information (pamphlets, brochures, etc.) about community social service resources,
noting services as they relate to needs of individuals, in order to obtain/maintain information
about community resources.

PERFORMANCE STANDARDS .

.

NECTION4/4

TRAINING CONTENT

--- --

related to

--.
_.......

111:10RIP/PIE: .

pertinent, complete.
.

and material updated, if
X dam

.

.

-

*

.' Information is accurate,
-

RMEMBICs

Information is reviewed
necessary, at least every

t

. How to select pertinent information.

. How to organize information.

. How to record information. .

IC:SPECIFIC:

, Knowledge of agency guidelines as
task.

. Knowledge of needs of individuals..

. Know edge of community resources.

. Knowledge of information needed. .

/

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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TASK: Decides /determines (usually in conjunction withthe leadership cadre) most effective Community
organization approaches and preferred methods for investigation of the problem; olarifying technical
points of the discussion; suggesting surveys, research, committee work, determining if additional
information is needed, in order to mobilize available resources effectively toward the solution to
the problem.

ili=
P

11

PERFORMANCE STANDARDS

SIUNCTIONALs

TRAINING CONTENT

for

to a group

be obtained.
development

MESCRIPTIVEs
.

of personal leadership

is accurate and usable.
organization are operationally'

I complaints from leader-
that worker is playing too

X instances when worker
information or advice to the

. Worker adjusts the degree
assumed by the cadre.

. Technical advice given
. Styles of community

801VICI and practical.

NUMICAL:

. How to effectively organize a movement
community action.

. How to present Information/advice
for consideration.

. How supplemental information can

. Considerable knowledge of community

SPECIFIC:-
. In' time, fewer than

ship cadre of group
active a role.

. In X time, fewer than
provides inaccurate

group.

. Level of the leadership cadre.

. Resources available to the group.

. Information pertinent to the problem.

- .

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:

106 5°'

!OBJECTIVE:

1

G. E. D. TASK Nu. :

4 1 2 1

TASK Confers with/informs/exchanges information with supervisor, delineating his own self-involvement
difficult perional feelings concerning specific oase, in order to sharpen/increase his awareness
of how to serve the best interests of the client in a professional/objective manner.

at
0

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker speaks honestly and self-critically and
tries to present entire picture.

. Worker takes criticism with constructive
attitude.

. Worker profits by supervisor's insights.

. Worker defends own viewpoint effectively.

NUMERICAL:

. Lees than 116 of cases discussed blowup due to
the decision made at this conference.
Less than X minutes -per day are required, to
complete worker supervisor conference on one
case:

TRAINING CONTENT

FUNCTIONAL:

. Ability to articulate his own real feelings
(even when worker is doubtful of their appro-
priateness and his instinct is to defend his
own ego by dissembling). -

. Ability to out through superficial appearance
and get to heart of matter.
Ability to take guidance from person in super-
visory position without resentment.
Ability to defend his own viewpoint/his own
case convincingly if he feels strongly and
there is a difference of opinion.

SPECIFIC:

. Knowledge of specific case.
Knowledge of one's own self-Involvement (some
background in personality theory helps in the
")snow thyself" process.

. Knowledge of agency criteria of what consti-
tutes appropriate supervisory conference
discussion.

1:21

1.

PERFORMANCE STANDARDS TRAINING CONTENT

1'
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GOAL: OBJECTIVE:

teas. }lath. Lana.

C. E. D. 1 TASK NO.

3 1 3 S.V.J.2 I 1

TASK: Oonsults with supervisor, discussing work assignments/problems/unexpected barriers to accomplishment,
sharing pertinent information, exchanging ideas, in order to define/clarify aspects of the situation,
keep supervisor informed of progress and solicit ideas.

jo

4. 8

N

en

ua
C.

PERFORMANCE STAtIOARDS

DESCRIPTIVE:

. Clear and ooncise in explanation of situation.

. Adaptable, flexible in thinking.

. Accepting of suggestions.

. Less than D6 of data is considered unclear and
inadequate.

TRAINING CONTENT

FUNCTIONAL:

. Ability to convey information olealkv.

. Ability to think through problems.

. Ability to accept new ideas.

SPECIFIC :

PI

Knowledge of agency's use of conference.
Knowledge of time and place of supervisory
conference.

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. LEVEL W. F. 4b ORIENTATION G. E. D. TASK NO.
4 LA LA

.
90% 5% 5% 4 2 4

GOAL: OBJECTIVE:

TASK: Receives /reads /analyzes all manual material related to categorical programs, noting changes, filing/
inserting new/revised material into manual, in order to be knowledgeable about programs and to keep
manuals current.

IERIORNANCR STANDARDS TRAINING CONTENT

material.
read.

specified

manual

programs.

DISCRIPTIVE: .

.
. Reads with comprehension.
. Accurately interprets all manual material.
. Reads with reasonable speed.
. Reads material promptly.
. Files/Inserts materials in manual in appropriate

SOCtiOnS.

NUNBRICAL:

. Less than Z of material read is interpreted
inaccurately. _

. Less thimaiof material read is not comprehended.

. Reads material within E days after receipt.

. Required no sere than 1 hours to read and analyse
OW material.

. New/revised material is filed in X time after
receipt.

. All manuals are kept current.

FUNCTIONAL:
. .

. Ability to interpret manual material.

. Ability to absorb and retain written

. Ability to determine relevancy of material

. How to record information :accurately.

. How to evaluate data in relation to
criteria,

SPECIFIC:
.

. Knowledge of method to change/insert
material.

. General knowledge of total categorical

PERFORMANCE STANDARDS TRAINING CONTENT .



www.manaraa.com

Cn

Data !People I Things Data 1 People 1 Things

W. F. - LEVEL

39 u f 11

W. F. - ORIENTATION

85% i 5%

INSTR. 1 G. E. D.

Rees. Math.

3 3 1

J Lang.

TASK NO.

SW. J.

! GOAL: OBJECTIVE:

I

TASK; Reviews case records/data about current duties, noting questions/issues which should be considered,
in order to prepare for regularly scheduled conference with supervisor.

1SCR1PTIVEs

-J

211

&I
tF1

c

T$

PERFORMANCE STANDAiDS

Preparation for supervisory conference is
thorough and pertinent.
Preparation is completed within reasonable
length of tine.

EIRIERICAL:

. AU (100) relevant material is reviewed priok
to each supervisory conference.

TRAINING CONTENT

FUNCTIONAL:

. How to select pertinent information.
How to organise information.

SPECIFIC:

. Knowledge of local office procedure as
related to task.

'Encmaedge of case records.

PERFORMANCE STANDARDS TRAINING CONTENT
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4 1 4A 1 lA 50_1 40 _i_ 10 4 4 1 1 1 4 SW.J. 5

GOALS OBJECTIVE:

r...

CA

14
1.4<
to

=-
Ti
-':

TASK: Talks to /listens /discusses with Central Office administrators, reports/notes relating to needs/desires
of field workers, using own observation and discussion with field workers, in order to interpret needs
of the field to Central Office staff.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

personnel

to

DESCRIPTIVE:
accurately/clearly/

worker relayed their needs/
Office staff in x% of

. Needs/desires are communicated
logically.

.

NUMERICAL:

. How to

. How to

. How to

. Knowledge
operations

SPECIFIC:

analyze, correlate data
present a logical discussion
discover needs by observation

of turbulence indicators in

1

of S.O.P. in presenting material

of source material for determining
of workers in agency

r

. Field workers state that
desires accurately to Central
instances.

.

..-

. Knowledge
Central.Office

. Knowledge
needs/desires

PERFORMANCE STANDARDS TRAINING CONTENT
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SUPERTISORX

(s)

A. Induction/Orientation
B. Providing On-the-Job Training
C. Conducting/Attending Staff Meetings
D. Making Issigoments/Work Ploy Planning
E. Consulting with Subordiliates
P. Performanoe Evaluation/Maintaining production standards
G. Reporting
H. Leave, Hours
I. Terminations
J. Mediating Disputes

35"

62
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GOAL: .
OBJECTIVES .

.
te
=I,

iv

TASK: Consults with/advises agency director concerning abilities/qualifications of prospective
employees, =brine on own knowledge of federal /State /agency selection criteria acid require- .:
ments, in order to recommend which applicant should be hired. .

.

. PERFORMANCE STANDARDS

BNINCTIONAL:

TRAINING CONTENT .

. .

2185Mga.Worker es advice /recommendations are accurate/ .

oomplete/thorough.
. Worker completes task with reasonable speed.
. Worker's advice/reaommendationm refloat

knowledge of applicants' abilities/qualifications
1 and agency selection criteria/requirements.

AMIIIII4k s
. Less than ad of prospective employees selected

prove to be unsatisfactory.
. Less than ad of Information presented on

prospective employees is inadequate/unclear/
erroneous.
Agency director eelectithiree;14 of applicants
recommended by worker.

. .

Ability
". Ability'

SPECIFIC:

to summarise information.
to communicate information.

of staff unit and manpower needs.
of candidates' abilities /qualifi-

of Federal/State/agency selection
and requirements.

.
-

.

.

'Knowledge
knowledge
cationm.
Knowledge
criteria

..

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: 1OBJECTIVE:
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TASK: /Isabela/demonstrates to subordinates various techniques of modifying behavior of patients in ward,
using ward setting as appropriate, and encourages the application of appropriate action (within
ths structured design of the ward) following specific instructions left by the charge nurse/doctor, "
drawing upon own knowledge of techniques of behavior modification, desired behavior in/objectives
of the ward/hospital, in order to increase the ability of the nursing staff to react appropriately
to Patients' behavior.'

..-.

PERFORMANCE STANDARDS TRAINING CONTENT

out".
of

demands.

used

of
.

.

;OSCUPTIVBs
. Selection of de6onstration techniques is based

upon realistic assessment of staff needs.
. Teohniques.tmoght are consistent with treatment

plans of patients.
. Worker is carefMl to emphasize flexibility',

discourage rigidity in staff.

BEM&.94 . In X time, fewer than :X: number of complaints

from staff doctors, nurses that workers are
reacting inappropriately to behavior acted out
by patiente.

. In X time, fewer than X number of_criticiams
from subordinate that they received insufficient
training in techniques of responding to patient

acting °I4'

.

FUNCTIONAL:
. Row to respond,to patient "acting
. Ekmrto teach/demonstrate techniques

behavior. modification. .

. How to assess staff needs/workload
.

MOD=
. Behaviors desired/forbidden in ward.
. Techniques of behavior modification

at the hospital.
. Objectives of the ward hospital.
. Recent comments/directives/instruction

, professional treatment staff.

-

r- PERFORMANCE STANDARDS
.

TRAINING CONTENT I
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TASK: Gives advice/offers suggestions/discusses with line workers' concerning training for foster parents,
clarifying state/agency policy, planning/budgeting procedure/discussing training in techniques in
one-to-one and group training situations and demonstrating techniques in actual training sessions, in
order to increase line worker's ability to respond to the trainintneede of foster parents.

PERFORMANCE STANDARDS XRAINING CONTENT;

.

.

of one-to-

-workers.

..

.

.

DESCRIPTIVE:

.

.
. .

.

clearly and

interpretation of state/

to needs of line
foster parents.

X number of complaints
training was confusing

X number of instances of
given to line

-

.
.

.
. ,

i'UNCTIONAL:

. Advice, suggestions are'given
courteously.

. Worker makes accurate
agency policy.

. Training is clearly related
workers in relation to

IHNERICALs

. In X time, fewer than
from line workers that
or unclear.

. In X time, fewer than
incorrect advise/suggestion
workers.

-
k

. How to give advice/offer suggestions.

. How to train people it techniques
one or group involvements.

. How to demonstrate-training techniques.
. Teaching skills.

.

.

.

SPEC/FIC: .

. Training needs of foirier parents/line
-. Obje.ctives of the Poster Care Program.
. Facilities fox desionsteating techniques.
. Knowledge of the Social Service model.

.

.

-

.

PERFORMANCE STANDARDS
-0.

TRAINING CONTENT
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GOAL: OBJECTIVE:
.

r-
9,

rn

R.

1'

TASK: Evaluates/reviews/discusses with the Director each new staff member, upon completion of
orientation, considering performance, attitude, and sick leave, in relation to agen0y goals
and. objectives, applying own knowledge of agency work performance standards, in order to
recommend necessary on-the-job training. .

PERFORMANCE STANDARDS TRAINING CONTENT

DSSOUPTIVE: .

-job training for a.

possible on-the-job

like.

.

are approved by
of time. .

.

.

BIONOTIONAL:
. Becommendatians.for on-the

new worker are substantiated.
. Worker recognizes soy

performance problems.
Worker's manner is business

NOKORICAlas

Current methods and proceduies.
Row to evaluate a new employee's performance
in orientation to predict future an -the -job
performance.
Row to recognize when a new worker is competent
to handle a task.

SPECIFIC:of worker's recommendations
Director over X period

. .

Specific individual employee's performance,
attitude and attendance.
Usual procedures fox starting new work.
Knowledge of agency /unit's goals and
objectives.

Knowledge of agency work performance
standards.

.

.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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N. F. » LEVEL W. F. » ORIENTATION INSTR. G. E. D. TASK NO.
3E i AA j 1A 55% i 35% 1 BD% 4 4 j 1 1 4 S.C. 3

GOAL: OBJECTIVEt

TASKS Participates in Administrative Staff meeting, listens to/questions/discusses pt;oblems/receives
instructions and clarification re policies and procedures in order to solve program problems.

...

I

AA

"4

=
"4

o
.61

2
.4
a
f
t

a
r
E.)

ri.

.
0
...1

420

'RFORMANCE STANDARDSL

FUNCTIONAL:

TRAINING CONTENT
.

I

DESCRIPTIVE:

'

.

problems.
problems.

-

per year about attitude of
interaction.
adequately informed.

are duly implemented.

: Worker is articulate.
Thoroughness in presenting

0 Conciseness in reporting

NUMERICAL:

. How to ask/answer questions.
4. How to concisely describe problems.

.

'

SPECIFIC:

. Fewer than X complaints
worker pertaining to group
I% of staff feel they were
X2 of policy /procedures

.

. Awareness of co-worker interaction.
4. Agency policies/procedures.
. Rules of order for meetings.
. Flexibility in discussion.

,

.

.

PERFORMANCE STANDARDS 'RAINING CONTENT
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I
Mr, F, - LEVEL W, P. - ORIENTATION. I INSTR. G. E D.

. . .2.2, i 2 1 Li 5066 WA 5% i 1 1

GOAL: iOBJECTIVE: .

.

!

TASK NO.

S.C. 4

TASK: Discusses with workers, decide. upon mutually acceptable dates
using 5.0.P., upon general instructions from administrator, in
schedule.

and times for case conferences
order to draw up a supervisory

PERECRMANCE STANDARDS

DESCRIPTIVE:
.. Works efficiently.
. -Schedule is orderly and thorough.

NUMERICAL:
7-1K7of Zcheduled consultations are met.

OZ
. All case conferences are "scheduled.

CD
. Supervisory schedule is completed 111X time.

1.

.4.

c7

TRAINING CONTENT

FUNCTIONAL:
. Now to organize and schedule consultatp*.

time for several subordinates.
Knowledge of methods of supervision..

SPECIFIC:
Work flow of workers and supervisor.
Agency 8.0.13. for scheduling case
conferences.

PERFORNANCE STANDARDS TRAINING CONTENT

2
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W. P. - ORIENTATION INSTR.

Reas. I Math. , Lang.

G. E. D. . TASZ NO.

/

--

W. P. - LEVEL

4.1
ol
0a
...

0
c

...,.2

t's

iiNUMERICAL:

s.
oi

°

..4

t,

;s.i
1044

le

5 B 1 5
1 lA , 50% 1 4 5 % 1 5% , 4 . 4. 1 1 1 4 S.D. 3

GOAL:
.

.

OBJECTIVE:
,

20

)-3

<m
-;z
..4a

,

TASK: Controls, directs the sequencing of events during a briefing session involving several psychiatric
evaluations, insuring that significant individuals are available at appropriate times, modifying
procedures or schedules as conditions require, actingon own initiative or in concert with consult-
ing psychiatrist or other significant individuals, in order to conduct evaluation sessions as effi-
ciently as possible.

.

-

. .

.:

.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

many

process.

evaluations.
proce -

evaluation

at

.

DESCRIPTIVE:

operate smoothly and

is pleasant /cooperative.
with crisis situations.as

. .

individuals are present

no more that X complaints
psychiatrists that

and/or procedures were

conducted within agency

. .

Worker assures that sessions
.

efficiently,
. Worker's manner/attitude
. Worker is able to cope

they arise.

. All (100%) significant
at appropriate times.

4 Over X period of time,
are received from consulting
modifications of schedules
inadequate/unnecessary.

. Evaluation sessions are
time limits XX of the time.

. Row to
. activities

and involving
. How to
. Knowledge

SPECIFIC:

coordinate a meeting. 'involving
programmed to occur sequentially

a number of people.
cope with crisis situations.

of psychiatric evaluation

.

.

of S.O.P. for psychiatric
determine when and how to modify
and schedules for psychiatric

individuals who most be present
sessions.

. Knowledge

. Row to
dures
sessions.

. Specific
evaluation

PERFORMANCE STANDARDS TRAINING. CONTENT t
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TASK NO..
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D.

3B 1 2 1 Lk 502 1 . 452 i 52 3 3 I 1 1 4 S.D. 5

GOAL: OBJECTIVE:

m

=
..1

m

TASK:. Plans/schedules psychiatric evaluation session at agreed upon times, in appropriate setting with
necessary equipment, notifying counselors to prepare/arrange for inmates participation at specified i:
times, following agency S.O.P., in order to arrange for psychiatric evaluation of inmates.

PERFORMANCE STANDARDS TRAINING CONTENT
.

into

-

.

.

DESCRIPTIVE:

regarding names and.
.

time, place, equipment
promptly.

3C:emissions due to worker
supervisor.

evaluation sessions are
time limits.

.

-

FUNCTIONAL:

; All counselors are notified
times for inmate evaluations.

. Arrangements regarding
for briefings are made

NUMERICAL:

.

. !Um to schedule a series of briefings.

. Now to communicate routine instructions..

. Knowledge of role of psychiatric input
correctional rehabilitation.

SPECIFIC:

. Over X time, fewer than
oversight, are noted by

. All (1002) of psychiatric
scheduled within agency

.

. Agency S.O.P. for briefings.
. Knowledge of which counselors to notify.
. Specific inmateS to be evaluated.

PERFORMANCE STANDARDS TRAINING CONTENT
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1 Data t Pedple I Things Data I People I Things Revs. I Math. Lang.

W. F. LEVEL W. r. ORIENTATION IINSTR. G. E. D. TASK NO.

3B 1 2 I lA 601. 351. i 51. 4 1 S.D. 10

GOAL: OBJECTIVE:

TASK: Notifies /requests selected counselors/psychologists to prepare summary material on inmates scheduled
for psychiatric evaluation, stressing that material must be concise, complete, and pertinent, follow v
in agency S.O.P., reviewing and critiquing submitted materials, in order to provide a written sum-.
nary, for the consulting pyschiatrist, on each inmate scheduled for evaluation.

PERFORMANCE STANDARDS

DESCRIPTIVE:

7 .. Briefing material is requested courteously and .

:-.4
with sufficient specificity to insure understand
ing.

c . Worker assures that materials developed adequately
C

n.4
0 reflect history and current status of each inmate

05 43
C scheduled for evaluation.W 4 . Worker reviews and critiques materials submitted

o

1i 'within agency time limits.

$.

NUMERICAL:

a

0
41
00

0

In no more than X.instances per year, counselors/
psychologists complain that directions given were
unclear/arbitrary.

. In not more than X% of instance's, consultant
rejects Submitted 'material as irrelevant,
incomplete, inaccurate.

. Written summaries are provided for all (10014)
inmates scheduled for evaluation.

TRAINING CONTENT

FUNCTIONAL:
1 r-'

Knowledge of psychiatric evaluation process; i.":'

evaluate written summaries for social/

..'.

information needed to effect correct 51
--:

psychological content. 741

Supervisory skills. I-1

SPECIFIC:
r-,1
A

Knowledge of specific inmates scheduled for
psychiatric evaluation and their case history.
Knowledge of S.O.P. for psychiatric evaluations.
Which psychologists /counselors to notify.

PERFORMANCE STANDARDS TRAINING CONTENT
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W. P. - LEVEL W. F. . ORIENTATION INSTR. G. E, D. . TASK KO.

4 4A lA 696 30% 96 5 5 3. 4 S.B. 2

GOAL:

:

. .

OBJECTIVE:

.

<

.

---:

TASK: Examines /evaluates /discusses with other institutional staff, a request to have a person admitted
to the Security Medical Facility, considering the stated need for diagnosis/treatment, the
facilities available to help the person, and the technical legality of the steps followed in
initiating the request, in order to decide whether or not to accept the person for admittance to

' the institution. .

.

PERFORMANCE STANDARDS .

MOTIONAL:

TRAINING CONTENT

.

.

staff
available
diagnosis/

here

specified

etc.,

on

and

for

DESCRIPTIVE: .

decision takes into
factors and represents

information presented.
bounds of institutional.

are denied admission for
as determined by Bureau

X complaints are received
;tart concerning worker's

. .

Worker assures that the
consideration all relevant
a clear analysis of the
Decision is within the
policy and regulations.

NONERICAL:

. Now to
should
Facility
specialities,
in relation
treatment.

. How to
followed,
within

. Now to
criteria.

SPECIFIC:

.
.

decide whether or not an individual
be admitted to a Security Medical

considering the, types of
equipment, and space

L the stated needto

decide whether or not procedures
for requesting admission,

the bounds of the law.
evaluate data in relation to

for the scheduling, agenda,
meeting.

background information
case.
of staff specialities equipment

available in the Institution.
of procedures necessary
admission.

.
. No more than X persons

reasons,
Director/judge/etc.

. In X time, no more then
from other institutional
manne r.

.

. S.O.P.
of this

. Any relevant
.. a specific
. Knowledge

space
. Knowledge

requesting

. PERFORMANCE STANDARDS TRAINING CONTENT
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.

W. F. - LEVEL W. F. - ORIENTATION JINSTR. G. E. D. TASK NO.

4 1 1 __I IA- 1 25 1 70 1 S 4 4 1 1 1 4 S.E. 6

GOAL: OBJECTIVE:
.

TASK: Clarifies /interprets work procedures to clerical subordinates when normal procedures are not appli-
cable, and discusses/explains daily work assignments related to maintenance of employment and salary
histories of Department employees, in order to coordinate and supervise the work activities of
clerical subordinates.

PERFORMANCE STANDARDS . TRAINING CONTENT
DESCRIPTIVE: , FUNCTIONAL:
. interpretations/assignments are clear, concise. . How to explain/describe tasks to subordinates
. Performance requirements are within range of Now to relate and compare performance require- r,,,,

'A subordinates' capabilities and take work loads meats to tasks to assessment of worker capabil- sa
into consideration. ities 5;4

'4 <. Worker is considerate, tactful. -.

o SPECIFIC: r::

"A NUMERICAL:
.:.

. Work load, capabilities of subordinates 5
ri . Less than A complaints over X period of time from . Department supervisory guidelines and standards enN

o
..4 subordinates that interpretations/assignments were . How employment and salary histories are
0 unclear or unrealistic. maintained

o
to
*.. . Fewer than X complaints in X period of time from . Procedures ,for completing specific clerical

staff that employment and salary histories of tasks
Department employees were inefficiently maintained.

...4

go
0
0

o
> ,

44
4.)
V
-I,
A

PERFORMANCE STANDARDS TRAINING CONTENT 1 I

0
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Dets iPaaple I Things Data People

U. F. LEVEL W. F. - ORIENTATION :INSTR.

4 lA 5096 5% ! 4
GOAL:.

g Rees.

I

4

Math. Lang. ,

G. E. D. TASic

4 S.E.

OBJECTIVE:

TASK: Discusses with staff the origin and development of preiiat organizational qr operational problems
in order to increase workers' understanding of and sensitivity to problems and provide an
information base for developing alternative solutions.'

PERFORMANCE STANDARDS

.

DESCRIPTIVE:
Completely/thoroughly/acourateliezilains
organizational/operational problems.

. Worker is aware of/sensitive to/understands
subordinates' organizational or operational
problems.

NUMIRIOAL:
Less than 206 of workers complain material was
presented in negative manner.
Workers are able to understand problems and
make constructive recomendations for solution
of problems in pc of cases.

. Less than NI6 of workers complain they cannot
work within system.

TRAINING CONTENT

MOTIONAL:
. Ability to develop alternate plans.
. Supervisory Skills.
. Ability to communicate information.

SPECIFIC:

Knowledge of all interfaces that bear on
problem.

. Knowledge of agency organizational/operational
problem.
Knowledge of background information on specific
issue.

PERFORMANCE STANDARDS TRAINING CONTENT
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I GOAL: OBJECTIVE:
t .

ITAsx: Discusses problems with /advises /gives direction to lower level specialists within a specified
I unit of the agency, using own knowledge of policies/procedures established for the specific

. program and the organization, in order to coordinate the activities of the unit within the

icy.
Ii

1

PERFORMANCE STANDARDS

DESCRIPTIVE:
Unit's activities are efficiently coordinated.
Direction/consultation is consists t
with established policies/procedures and

.organisational structure.

NUMERICAL:
No more than X instances. arise in X days
where unit's activities are not coordinated.
No more than X complaints in X period of
time from lolier level 'specialists that
worker consultation is unclear or illogical.

1
TRAINING CONTENT

MOTIONAL:
Now to eve clear direction /supervision
that does not conflict with established
policy /procedure.
Knowledge of Business Administration.
Purpose of the agency.
Supervisory

SPECIFIC:
Extensive knowledge of policies /procedures
involved in the specific program.
Organizational structure of the mit.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:

TASK:

OBJECTIVE:

Encourages/persuades line workers to make visits to all foster children/foster homes, as frequently
As possible for each case, being cognisant of caseload responsibility and immediate priorities, as
Well as service needs of foster children/foster parents, in order to increase the frequency of line
worker contacts with foster families.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Worker is persuasive but uses common sense in
knowing how hard to push.

. Worker makes realistic assessment of worker
caseload and priorities.
Clearly, logically points out the reasons that
frequent visits to foster families are needed.

NVPIESICALs

In X time, at least i%6 of line workers make at
least X visits to all foster children and foster
bones assigned to them.
In X time, fewer than X number of oomplainta from
line workers that worker is overbearing,
demanding, unreasonable.

TRAINING CONTE::T

FUNCTIONAL:

Bow to encourage/persuade someone to practice
certain standards of work.
How caseload size and priority interrelate
with foster care cases.
How to make presentation clearly, briefly.

SPECIFIC:

. Purpose of visits to foster families.
Caseload responsibilities and priorities:

. Objectives of foster care.

. Knowledge of the Social Servioe Model.

PZ3FORMAXCE STANDARDS TRAINING CONTENT.
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GOAL : OBJECTIVE:

TASK: Determines /advocates general philosophy for the placement of children in foster homes and their
subsequent return to natural home/retention in foster care/placement in institutionvdeveloping
(or assigning development to subordinate) general guidelines for these decisions according to
professional knowledge and experience, in order to develop consistent state level standards for
foster care decisions for guidance of line workers.

W 14
0)
co .g

0

, PERFORMANCE STANDARDS

niSCRIPTIVEs

Philosophy realistioally provides for defined
needs of children currently being provided foster
care in the state.

. Yorker considers the needs of children not
currently being served.
Guidelines developed (or assigned) relate
direct]; to the philosophy, but recognise
realistic field variables that line workers
must contend with.

Numeme:

. Ia X time, fewer thanXnulber of complaints ,

from line workers that guidelines are inconsiii7
tent with philosophy, confusing.
In." time fewer than X oomplaints from line
workers that standards are unrealistic.

TRAINING CONTENT

FUNCTIONAL:

Thorough understanding of Social. Services.
. How to develop an agency philosophy.
. Nov to develop guidelines to implement or

encourage *philosophy to become general
practice.

. Now to apply professional knowledge and
experience to agency policy decision.

. How to integrate directives of a service pro-
gram on a statewide basis.

SPECIFIC:

. Needs of children in the state.
Facilities, services available.

. Manpower, budget realities.

. Alternatives to foster care.

. Realistic assessment of line worker interaction
with County Boards.

41.=,

PERFORMANCE STANDARDS TRAINING CONTENT
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0

GOAL:

ritTa-s.Fiach.--1 Lan-. ----'

INSTR.--I G. E. D. 'MSS NO.
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OBJECTIVE:

TASK: Reads/reviews case folders of clients who have been in short term foster care for maxisses
time, evaluating current situation against alternatives of lass term foster care /return to
natural parents/adoptive placement, providing consultation/advice to caseworkers, using own
knowledge and skill and relying on agency guidelines in order to insure that each foster care
case is properly serviced.

PERFORMANCE STANDARDS

DESCRIPTIVE:
Alternatives to short-tem foster care are
care:14 explored for difficult cease.
Possible inputs to worker Skills are
tharaNday examined.
Reviews are completed periodically and with
reasonable speed.

NUMERICAL: ,

Case folders for Foster Care cases are
reviewed at least X times per X period
of time.

. In X time, fewer than X complaints from
line workers that advice given by worker
does not apply to case.

TRAINING CONTENT

JUNCTIONAL:
Row to review written documents.
How to recognize knowledge or Skill needs
of subordinates specific to existing oases.
Knowledge of foster care principles and
practices.

. Knowledge of human dynamics.

SPECIFIC:
. Where Foster Care folders are located, what

the component parts are.

. Objectives of Faster Care, alternative
program.

. Line worker's qualifications, experience.
Training facilities available.
Agency policy for servicing foster care.
Knowledge of Social Servicie

PERFORMANCE STANDARDS TRAtNrNG CONTENT

Or
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GOAL:

TASK:

Reas. Math. ! 1

0.
Lang.

____

INSTR. G. E. D. TASK NO.

h h. 1 4 pa. 3
OBJECTIVE:

Discusses/counsels employee about poor quality of work performance, examining task outcomes
against stated criteria and discussing assessment with worker, following agency S.O.P., in order
to advise of agency expeotations, -extending opportunity to improve performance and/or alerting
worker of possible disciplinary action /dismissal during probationary period/termination if
performance continues unsatisfactorily.

PERFORMANCE STANDARDS

. DESCIMETIVEs

.Worker aocurately/completely/thoroughlradvises'
c subordinata..about work performance standards

and policy on disciplinary action/probation/
termination.

C4^ .6 . Worker demonstrates flexibility /adaptability in
dealing with subordinate:

.; Worker demonstrates uniformity in dealing with
=. this stbordinateyhther subordinates.

. Worker As aware of/sensitive to/understands
c problems/weaknesses of subordinate concerning

performance of job tasks.

r NUMERICAL:

. Less than ;s0; of workers complain supervisor
applies different standards to different staff

L-- members.
Less than a6 of poor work:p erformance is not
identified by supervisor.
No original appointed worker with overall
unsatisfactory performance during probationary
Period gains permanent employee status.

.

TRAINING CONTENT

FUNCTIONAL:

Ability to communicate inforMation.
Supervisory

SPECIFIC;

Knowledge of agency standards of work
performance.

. Knowledge of agency policy on disciplinary
action /probation /termination.
Knowledge' of specific worker's performance
of job tasks.

PERFORMANCE STANDARDS TRAINING CONTENT
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W.I.N.

(w) 65

A. Criteria/Procedure for Selection of. Trainees
B. Identification/Screening of Clients
C. Selection/Referral to W.I.N.
D. Support Services for Trainees
E. Counseling
P. AdminstrationAkuleigesent of Program

372
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W. F. - LEVEL W. F. ORIENTATION INSTR. G. E. D.

4 I-3-1 i

TASK NO.

W.A. 54 1 la 1 lA 9014 1 ig--1 906 4

GOAL: OBJECTIVE:

1-

m
p
z
7:,:

TASK: Determines/describes/identifies details of training program desired by client, identifies services
the agencntommmnatridll provide, makes arrangements for payment of training and services, and
checks for accuracy and consistency of the report, following agency/departmental policy and guide-
lines for "Individual Training Plans", in order to develop an "Individual Training Plan" for
approval by supervisor and state office. ,

PERFORMANCE STANDARDS

FUNCTIONAL:

f TRAINING CONTENT

planned

be needed

schedules.

various

.

DESCRIPTIVE:
,

Plan" is clearly identified,

clearly outlined.
cost involved,

payment
.

.

D6 of plans submitted by
supervisor because of

of state-

X number of payment
by suprevisor for

. "Individual Training
accurately described,

. Services necessary are

. Worker accurately describes
responsibility for its

EIMERICAL:

. How to clearly identify/describe
activity.
Bow to identify services which will
to implement a plan.

. Row to work with budgets/payment
Now to read/interpret policy.

SPECIFIC:

. In X time, fewer *an
wirier are returned by
vagueness or inaocuracy/inconaistencr
meats. .

. In Z time, fewer than
schedules are rejected
violation of agency policy.

.

. Agency/Departmental. policy for "Individual
Training Plan".

I o Row approval for plan is obtained.
1 . Reasonable costs for the area for
a services which must be provided/purchased.

. Training plan/costs.

1

i

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Assessei/asks questions of client /observes /evaluates the needs of client otherwise tentatively
adjudged eligible for an "Individual Training Plan", for supportive casework, exercising judgement
based on training and experience in order to determine the extent and nature of services needed
by client to complete a particular training program.

PERFORMANCE STANDARDS

ISSCRIPM113:

. Assessment of client's needs for service is based
CA extensive contact, conversation, andobsexva-
Um of client's functioning.
Uses good sense and judgement to discover needs
which will impede client progress toward goals.

NIROMMAL:

. In X time, fewer than .X number of persons
approved for an "Individual:Training/Ian" need
major additional service not foreseen by worker.

. fewer than X number of complaints from
clients about worker's attitude or mariner.

PERFORMANCE STANDARDS

FUNCTIONAL,:

TRAINING CONTENT

;

1 ;

gi
. How to assess client's need

I

in relation to a 1:-...

given plan. I--.

. 3101wto ask questions to io ioit information 1 :7

i tabout specific subject.
:1
....4

1

How casework services contribute to agency i-/

objectives.
1

1,..-.

:1
/

.
Knowledge of casework principles.

SPECIFIC:

L.. Purpose of "Individual Trsi Plan" program.
. Services available.
. Background of individual.
. Demands of the training prokram.'

TRAINING CONTENT
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W. F. - LEVEL W. F. - ORIENTATION !INSTR. G. E. D. TASK NO
2 1 11

.

5596 f 4096 1 06 i 3 3 1 3 w. B. 12

GOAL: IOBJECTIVE$

3
i

I

.

.

TASK: Explains/describes/clarifies client's educational objectives and general educational background
during personal or telephone contact with officials of educational institution or local contact with
the Department of Publicjzstruction, in order to verigy that client can be matched up with desired
training program.

,4
,--.

r1
04

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

information.
to a client's

*alio

DESCRIPTIVE:

describes client's objec-

in injecting information
which may be pertinent

program.
toward training programs

X number of capes where
Training Plan" approved

into program.
X number of complaints from
did not clearly state his

. Accurately, clearly
tives.

. Uses good judgement
about client's background
to the match-up of client/training

up On an leads
mentioned during contact.

NOMORiCALs

. How to clearly state a request for

. How to relate a training program
educational objective.

SPECIFIC s

. In 1 time, fewer than
°limit has an "Individual
but later oaratot get

. In X time, fever than
conTacte", that worker
request.

. Agency policy for contact with Educational
Institution.

. Whom to contact at Department of
Instruction.

L
PERFORMANCE STANDARDS TRAINING CONTENT

IL i
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GOAL: OBJECTIVE:

F...: Searches Declaration form/Food Stamp affidavit/application of applicant/client for adult males and
. children age 16 and over and not in school, applying own knowledge of agenornederal guidelines for

WIN program referral, in order to identify persons uho-fit criteria for mandatory referral to VIE
program.

PERFORMANCE sTANOAROS

DESCRIPTIVE:

. Accurately identifies, eligible fOr
referral to WIN program.
Completely/thoroughly searches specified forms/
affidavite/Spplimations.

. 'Works with reasonable speed.

IMENRICAL:

All WIN eligibles are identified for referral to 1

WIN Program within agency time limits.
/ mesa than a6 error in identification of those i

persons eligible for mandatory referral to WIN
program.

TRAINING CONTENT

FUNCTIONAL:

. Ability to select pertinent information from
specified forms.

. Ability to read names and numbers.

SPECIFIC:

Knowledge of agency and Federal guidelines for
Program referral.

Knowledge of content/location of specific
forms /affidavits /applications.

PERFORMANCE STANDARDS TRAININC CONTENT
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I 4 1- 2 1 U 60% 1 359 1 5% 4
isAL: OBJECTIVE:

4 1- 3 1 4 W.D. 5

v

i
I

t

[TASK: Assesses the availability of community or other non-agency resources which could be applied toward
the funding oeclients training program, contacting the appropriate referral agencies/persons and
following up an any leads discovered in these contacts, applying agency guidelines and own knowledge
of financial needs of the training program, agency resources, and client resources, in order to
determine if client and, agency resources cantle supplemented by other resources.

EERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker is resourceful, uses good judgement in
attempting to locate non-agency resources.

. Worker accurately determines whether or not out-
side resources can be applied to client's train -

ing Program.
. Worker is courteous, but purposeful sal, profess

sional in contacts ;ith other agencies/persons.

NUNBRICAL:

In I period of time, fewer than I number of oce-
munity or area resources are overlooked by worker.
In X time, fewer than 31 number of complaints from
referral persona about worker's manner, attitude.

r

1

PERFORMANCE STANDARDS

TRAINING CONTENT

FUNCTIONAL:

. How to relate programs, resources to casework
needs.
How to contact referral agencies/persons.

. Now to recognise follow-up on clues for
resource possibilities mentioned during con-,
tact.
Row to budget, determine needs of client.

SPECIFIC:

Needs of client, prepared client budget.
Agency list of referral sources.
Maeda of the training program (financially).
Client background.

o ri

TRAINING CONTENT
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GOAL: OBJECTIVE:

i

d
1

:I

rn,

Or
1

TAU: .Assesses client resources/agency resources, using information obtained from client and own knowledge
of agency budget/resources and Investigates the possibilities of supplementing client's income/
resources through part time vomk/soholarships, following agency S.O.P., in order to determine
whether or not training can be funded by client/agency resources.

_...

. PERFORMANCE STANDARDS TRAINING CONTENT

a

manual

can

persons.

MESCUPTIVE:

are accurately

needs during the train-I
budgeted. i

of client income,

are thoroughly investi-:

of errors in
income and cost

.

X number of instances when .

axe not accurately

I

i

FUNCTIONAL:

. Agency and client resources
recorded and assessed.

. Costa of training, client
ing period are accilrately

. Additional possibilities
scholarship possibilities
gated.

NUMERICAL:

. How to compute budgets.
! How to determine eligibility from

specifications, agency policy.
. Row supplementary income, scholarships

be scoured by clients.
. How to establish client motivation.

I SPECIFIC:

. In % time, fewer the:IX:number
computing budget, recording
'figures.

. In X time, fewer than
available agency resources
determined.

w . Client background, income, resources.
. Agency resource potential.
. Scholarship, information, resource
. goats of training.
. Agency budgeting policy.

1
.

PERFoRNAUCE STANDARDS ,
TRAINING CONTENT
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COAL:

.

OBJECTIVE:

,

.0i

,J
).

r.4 4

Ai

i.,
.

zmo
.

TASK: Investigates the potential of the agency to provide remedial training or otherwise assist the client
in overcoming educational barriers to entrance into a training program, drawing upon the knowledge
and experience of supervisor extd program specialists, as necessary, in order to utilize available
agency resources in removing barriers to client's employability.

PERFORMANCE STANDARDS 1

FUNCTIONAL:

TRAINING CONTENT

of others.

emplqyment

I

MESORIPTIVE:

Worker exhausts agency potential to provide . Now to investigate agency resources.
assistance in the removal of barriers to entrance . How to define the problem.
into a training program. . Now to use the experience/knowledge

. Supervisoi/progrwx specialists are used as
resource persons in determining agencyi dt ii if n
resources exist:

. Barriers to the training program are accurately ,

defined. 1

NUMERICAL: SPECIFIC:

In I time fewer than X instances where agency. time,
resources are availabl; but not identified by

. Specific problem of client.

. Options available to client.
worker. . Requirements of the training program.
In X time, fewer than X complaints from super- . Agency objective, policy regarding
visor that barrier to entrance to training services.
program was incorrectly defined.

t

1

1

1
.

1

PERFORMANCE STANDARDS .
TRAINING CONTENT II
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OBJECTIVE:GOAL:

I

TASK: Writes/enters data on Certification Record, specifying
the client, and that such services have been provided
will receive services as part of the Work Incentive

services with which the agency will assist
or arranged, in order to certify that client

Program CWIN).

TRAINING CONTENT
[

.

PERFORMANCE'. STANDARDS

DESCRIPTIE:

i

i

i
authorise services for which !

to provide. '

plan developed for the '

reasonable time. t

..

i

are arranged or already t

]C number of complaints from
that services ?

i

i

;

;

;

I

.
I

i

.

FUNCTIONAL:

. Worker is careful to
the agency has the capability

. Worker refers to service
client.

. . Work completed within

NUMERICAL:

. How to read /write /fill out forms.

. How to verify that service has been planned/
provided.

i
SPECIFIC:

. All services certified
provided.

. In X time, fewer then
Eniloynent Office personnel
certified were not provided.

. Servioes the agency can provide.

. Responsibilities of the agency int/IN Program.

. Vees of the certification record.

. Where records on client axe kept, how to
retrieve.

.

If

PERFORMANCE STANDARDS TRAINING CONTENT
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i

baby-sitting
with

determine

!GOAL: 'OBJECTIVE:

.... 1

TASK: Evaluates initial reaction of client to braining environment, assesses feasibility of
and transportation plans, supports/counsels client in crisis situations, based on consultation
client's supervisor and personal observation of the client at the job site, in order to
WIN client's progress toward achievement of established goals.

DESCRIPTIVE:

r______
PERFORMANCE ST&NDARDS

i

TRAINZO CONTENT

toward his'

to

crisis

of a

- sitting,

objective

pos-

1

I FUNCTIONAL:
, .

. Worker evaluates progress client is making toward I . How to evaluate client progress
goals objectively and professionally. , goals. .

. Carefully examines plans designed to combat I . Now to systematically remove barriers
specific barriers (baby-sitting, transportation) client progress.
for signs of problems that may divert client from . . Now to support/counsel client during
his main goals.

.

,
situations.

. Observes client objectively, talks to supervisor i . General knowledge of the evidences
i

at job site, searching for client problems in sound employeer.employer relationship.
adjusting to the work environment. f . Knowledge of behavioral science.-

.

NUMERICAL: . SPECIFIC:

. In I time, fewer thanInnmiber of clients suddenly; . Alternative possibilities for baby.
develop severe job problems without worker being transportation plans.
aware of this situation:
Separate review of case by worker's supervisor

! . Client background, strengths, goals,
of WIN program.

reveals client is SUOCOSSflair workingW toward
.
. Alternative local training, employment

his goals in at least 1g6 of worker's caseload. ( sibilities.

I

i

I

1

PERFORMANCE STANDARDS TRAINTNO CONTENT
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GOAL: OBJECTIVEi

TASK: Informs applicint/client of mandatory referral to WM program, explains in a general way the
provisions of theITIN program including allowances, incentive opportunities, requirements, tailoring
the discussion to the individual response of the applicant/client, exercising judgement based on
experience and knowledge of agency/Federal golidelines for WM program referral, in order to assure
that a particular applicant/client is aware of the necessity for participation and understands the
140 fizuktianfit_

PERFORMANCE STANDARDS TRAINING CONTENT
I

.

guidelines

-

guidelines for

?3

i-0
/
DS,

1-),,..1

I

MESCRIPTIVE:

speed.

speaks objectively/

concise and consistent with"
I

e

1

1

regarding inadequate/
/explanation.
regarding worker's

receive explanation prior
to WIN program.

i

1

$

.

1

I FUNCTIONAL:

. Works with reasonable

. Worker is patient/tactful.

. 'Worker is articulate,
persuasively.

. Information is clear,
agency and Federal ;IMO-Ines.

NUMERICAL:

i . Ability to communicate information.
i

. How to interpret agency and Federal

r SPECIFIC:

. Less tWonjgcomplaints
insufficient information

. Less than BK complaints
attitudebuumer.

. All applicantablients
to mandatory referral

t . Knowledge of agency and Federal
i WM program referral.

1
r

:

i

PERFOMANCE STANDARDS Tili, cm WWG CONTENT
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OBJECTIVE:

Data 'Pea Thin s

W. F. - LEVEL

3B 2 11

GOAL:

TASK: Attends Ifni orientation session for EN enrollees to provide input to the group as an agency
representative, explains DI program, (ie, 'budgeting procedures, limitations, etc), responding to
enrollee questiops, following agency S.O.P. and applying knowledge of the WIN and Income Maintenance
Programs, in order to inform enrollees of effect of employment on monthly grant.

pERFORKANCE STAUB:ULM

DESCRIPTIVS:

, Information is clear, concise, and
Menai pOliCar.

. Discussion is relevant to the topic under
cossideratiOn
Kanner is pleasant, tactful.
Attitude is positive, helpful.

-

consistent Wit

MUMBRIOAL:

I... than X amber of colplaints that worker's
explanation is irrelevant, unclear.
Less than X number of oomplainte regarding
worker's manner/attitude.

PERFORMANCE STANDARDS

i

I

TRAINING CONTENT

FUNCTIONAL:

Ability to 'speak in public. ."

Ability to comsamicate information.
Nov to function in small group settings.

. How to interpret, relate, respond to questions
in an open group situation.

SPECIFIC:

. Knowledge of agency DI programs.

. Snot:ledge of WIN program.

TRAINING CONTENT

2:
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I

.

.

VI

0.

F
0

TASK. Clarifies/didcusses with/answers questions of client who has requested training which the agency
cannot approve, stating the basis of the denial of services and helping the client identify poten-
tial areas of training based on client interest and abilities, 'following agency policy, in order to
make the client aware of opportunities available to him (bothin the agency and outside).

PERFORMANCC STANDARDS c
I

FONCTIGELL:

TRAINING CONTENT

DESCRIPTIVE:

i

.

I
1

I
basis of rejection are frank,

-
1

client are clearly stated, I

feelings/Preferences/ i

explored. i

non - threatening.
.

.
i

i

X number of complaints .

attitude. :

% of the clients counseled!
programs are able to select,
or goals. i

.
;

1

i

A

. Explanations of the
forthright, and clear.

. Options available to
worker listens to client's
fears.
R.. eferral potential is

. Worker is courteous,

NOMERICAL:

. Dow to Olarify/discuss client's question in
stressful situation.

. How to function in one -to-one situation.

.

SPBCIPIC:

. In X time, fewer than
from clients about worker's

. Over time, at least
about denied training
alternative training

.

. Background
requested.

. Options

. Agency
requests

L

of client; training program

available to client.
policy on counseling clients whose

have been denied.

.

a

.

,

PERFORMANCE STANDARDS TRAINING CONTENT
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COAL:

.

OBJECTIVE:

41

TASK: Niacuases with /clarifies advantages /disadvantages
,trainimirprogram for, which low employment prospects
client consider such problems as the difficulty
of moving, family attitudes, etc. using own knowledge
increase client's awarenessof the meaning of relocatiOn
relocation.

of relocation
in the

of interviewing
of

f

"MOTIONAL:*

1 . iNow
. ROW

situation.
. How

1 problems,

i
. How

situation.
. Knowledge

/
1

i IMVIED

. where,
likely
Background

! Agency,
I . Length

client

to clients who are considering
immediate area are forecast,

at a distant location,
agency policy and resources,

and establish client's attitude

TRAINING CONTENT

a
helping
the expense
in order to

toward

the family

to specific

an interview

are

of year

PERFORMANCE STANDARDS

DESCRIPTIVE:

is to the point, instruc-

(indications of
fears).

to problem areas f

indicate would most likely

negative, but asks client to'

of clients who axe I
are unable to relo- :

over because of personal I

I number of complaints from
unduly negative.

to relate in a one-to-one interview.
relocation can put stress on

to direct cl'ient's attention
ideas,,or consideration.

to assess client attitudes in

of behavioral science.

how far away employment prospects
to exist fOr specific client.

of client.
0

resources, policy.'
of training program (time
will be seeking employment).

Discussion with client
tive, clearly 'stated.
Worker is alert for feedback
uncertainty, doubts,
Yorker relates particularly
which previous contact
affect client.

. Worker is not unduly
be realistic.

NIMICAL:

In I time, fewer tbanlErmmber
counseled about relocation,
sate when training is
problems.

. In X time, 'fewer than
client that worker war

,..._______-
PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

.0

7

"

TASK: Advises students on job-seeking skills, discussing job application processes, explaining procedures
for withholding Social Security and income tax, clarifying job applications, as well as discussing
the techniques and attitudes necessary to obtain and hold a job, using dummy forms, lectures and
educational equipment (overhead projector, etc.) to sharpen the students' understanding of work and
work related expeiiences they are likely to encounter.

PERFORMANCE STANDARDS
FUNCTIONAL:
. How to
is understood

. How to

. A general

. knowledge
the students

SPECIFIC:

TRAINING CONTENT

so that it

and '

DESCRIPTIVE:
are correct, appli-

by students.
equipment skillfully.

more than X complaints
they do not understand

more than X complaints
advice, explanation

.

give advice, share information,
by students

operate educational machinery
knowledge of counseling techniques
of work and work related experiences

are likely to encounter

of. students, their abilities

.

of materials available
of how to operate office equipment

. Worker's advice and explanation
cable, clear and understood

. Worker operates educational

NUMERICAL:
. Over X period of time, no
are voiced by students that
subjects worker discussed.

. Over X period of time, no
are received as to worker's
and/or operation of equipment.

. Knowledge

expectations
. Knowledge
. Knowledge

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

6-1

::41

er
i1

0

TASK: Advises /encourages client as he oompletes application procedures required for entrance into a
training program, clarifying information needed on forms and stressing the availability of the
agency during orisis situations, in order to assist the client with the application prooess.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

work

or

training

.311631.MPUTB:

I

1

assists only as client 1

or discouragement
client and encourages him. ;

ion fem. ,
i

1

.
.X: number of forms completed

contain errors.
I number of complaints from :

overbearing, argumente

I

1

1

i

. Voldowr is vnestamaing,
. requests assistance.
. Walker in alert to confusion

in client, reinforces
. Accurately explains entries

NUMERICAL:

. Row to read and interpret forms.

. How application procedures to institution
in general practice.

. Hew to recognise/react to con1ueion
discouragement in client.

. Now to advise inobtrusirelp

aminc:
. . lax time, fewer than

in the presence of worker
In I time, fewer than
clients that worker was

1 tive, or rude.
.

ft,

P

. Application procedures for local
centers.

. Agency service capability.

. PERFORkANCE STANDARDS TRAINING CONTENT
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:OBJECTIVE:

i

T I- 1 3
GOAL:

TASK: Describes/clarifies training program propbeed by client during contact with Employment Service
worker, referring to worksheet of client interview, in order to verify the demand for specific
skills locally or in some other area.. .

, PERFORMANCE STANDARDS

PONCTICIUMs

TRAINING CONTENT

programs
contact

specifically.

demand

to related

nECRIPTIVE:

accurately and

relating particular skills
situations.

g4 of clients complete a
unable to secure jobs

their availability at

X member of complaintO
workers that worker's

/training program is ,

t

!

Describes client's program
briefly.

. Uses good judgement in
to training program /employment

NUMERICAL:

.. Noe to relate skins/Jobe/training

. How to secure information in one-to-one
by phone/in person/by letter/by memo.

. How to state request clearly and

SPECIFIC:11
0 In time, fewer thanN

traininglAso6 and are
when worker has verified
the start of the program.

. MnI time, fewer than
from Employment Service

. description of jobs /skills
inoongeteinialeadindetc.

. Who to contact id employment service.

. What criterion exist for acceptable
levels for specific skills.

. Agency policy for transfer of skills
employment situation.

.-
PERF0R?rANCE STANDARDS TRAtNiNG CONTENT
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GOAL: OBJECTIVE:

TASK NO.

TASK: Composes new /modifies existing departmental rulel ocatomming Project Work Incentive Program NW,
in accordance with state law and the agency manual of procedures, following agency
coaceniing modification of rules, in order to clarify existing state laws concerning Project WM.

PERFORMANCE STANDARDS

4.= DESCRIPTIVE:VE:

5= . Rules ate acticsbLe, to-the-point, and easy. to I

..4 understand.e
O . Rules axe consistent andRl nitt with state law th
..4 department manual of procedures. b

,
G9i0 . Rules are modified in a reasonable amount ofN

IC10-4 'time. ..

L

co

c
t0 m

1.4 NOMIRICAL:0

1

. FUNCTIONAL:

. At least 1i of the modified rules are accepted by!
i

. Knowledge of state law and departmental
thebeparteeut.

i
procedures, as they apply to Project WIN.

. Over I: period of time, no more than! number of f Knowledge of the departmental S.O.P.

-4'

3
rules a concerning modification of rules.are found to be inconsistent with either .?

state law or the Department manual of procedures. i

m

At least I number circles are modified law
more thank hours.

i

i i

I1 PERFORMANCE STANDARDS TRAINING CONTENT

TRAINING CONTENT

. How to write logically, simply end. precisely.

. Row to understand, simplify and apply state
law and departmental procedures.

SPECIFIC:
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W. F. - LEVEL W. F. - ORIENTATTAK 'INSTR. .1 G. E. D.

GOAL: -OBJECTIVE:

r.0

4:1

4J

TASK:

TASK NO.

W.F. 7

Modifies-policy and procedbres for Project Work Incentive Program (WIN) in employees' manual, using
evaluation of /adore' and State regulations, following S.O.P. in order to update manual.

1
0

PERFORMANCE STANDARDS

ISISCRIPITiEs

Manual is up-to-date, easy to understand and
precisely written.
Manual is modified in a reasonable amount of
time.
Manual is consistent with Federal and State
regulations

NIMMKOAIss

Over X period of tine, no more than X number of
cow:ante are received as to manual's obsoles-
cence, cosplicated expressions and/or vagueness.
Over X period of time, no more than X number
of inconsistencies with Moral endgor State
law are found in manual:
Mutual is modified in *more than x number of
working hours.

I

1

1

TRAINING CONTENT

PONOTIONita

. How to write clearly, simply and precisely.

. How to modify what has already been written.
Sow to understand and apply State and Federal
regulations to employees' procedures.

SPECIFICS

Knowledge of State and Federal regulations as
they apply to procedures of NIA Project.

. Knowledge of employees' needs for procedural
clarification.
Knowledge of employees' manual.

. Knowledge of departmental S.O.R. for manual
revision.

PERFORMANCE STANDARDS TRAINING CONTENT
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61* 3,6 1 34---'4 1 2 1 11 4 E 4 1 w F 8
. COAL : 'OBJECTIVE:

--

-4

.

TASK: Participates (gives verbal reports assesses client progress toward goals/assesses relation to Work
Incentive Program (WIN) guidelines at teas Destines, persuasively presenting client's strengths,
wishes, needs, drawing upon knowledge of clients and program objectives, in order to determine
whether or not to terminate client participation in WM program.

PERFORMANCE STANDARDS TRATNTNG CONTENT

about

be tenni-
for a client.
made.

at the team

or

IgaRLZM
. Termination of client's

program lade on objective
program's further ability

. Speaks persuasively to
client's attitudes, goal

. Understands V program
assess whether or not
best be served by the

BUNERICAL4

participation in 11DI
assessment of the
to help client.

the group about the
orientation, etc.

guidelines. well enough to
the needs of the client can
WIN program.

supports worker decision

X number of oomplainte from
does not give clear, i

her clients at the team i

FUNCTIONAL:

. Nov to give clear, descriptive reports
a client's progress.

. How to establish the needs of an'individual
% against established program guidelines.

. low to function in wan group settings.

. Bow to speak objeotively, but persuasively.

-

SPECIFIC:

In X time, team decision
at least 216 of the time.

. In I time, fewer than
team members that worker
Incisive reports about
meetings.

. Under what conditions a programs can
naiad (negatively or positively)

. How the decision to terminate is
. What types of information are used

meeting to make 'termination decisions.
. Lines of responsibility, alternatives

supplemental. programs for client.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Reviews/assesses (in conjunction with a client's team) progress toward goals through participation in
WIN Mork Incentive Program) programs drawing upon knowledge of client's case history and participa
tion in the WIN program, using standards and guidelines for WIN program, in order to determine whether
to terminate or continue client's participation in WIN program.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

social

be terminated

the team

or supple-

for WIN

I
-.
va,H
r
s-

0:

i-,

'n0

DESCRIPTIVE:
participation in WIN program

of the program's further

group about the client's
etc.

guidelines well enough to
needs of the client can
program.

.

supports worker decision at

number of complaints from
does not give clear, inci

at the team meeting.

. Termination of client's
made on objective assessment
ability to help client.

. Speaks persuasively to the
attitudes, goal orientation,
Understands WIN program
assess whether or not the

servedbest be served by the WIN
-

NUMERICAL:

. How to evaluate/report on client related
data

. How to evaluate the needs of an individual
against establiihed program guidelines

. How to function in small group settings

. How to speak objectively, but persuasively

SPECIFIC:

. Under what conditions a program can
(negatively or positively) for a client

. How the decision to terminate is made

. What types of information are used at
meeting to make termination, decisions

. Lines of responsibility, alternatives
mental programs for clients

. Knowledge of standards and guidelines
program

. In X time, team decision
least X% of time.

. In X time, fewer than X
team members that worie'r
sive reports about clients

r-

v

40
U

41

PERFORMANCE 'STANDARDS
_

.
TRAINING CONTENT
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-
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GOAL: OBJECTIVE:

TASK:Talks to/consults with county caseworkers about potential WIN (Work Incentive Program) referral clients1
discussing client case records, insights each worker has developed, evaluating potential alternative
referrals, etc., in order to determine the best program available to client.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

-its a

i

.

:

R

11

<1-.
V3

V.
073

P

DESCRIPTIVE:
caseworker is oriented toward
pertinent to placement of

case records, asks for
portions.

for client at meeting
viable..

files from case.-
.

. Discussion with county
developing information
client in a program.

. Worker reviews existing
clarification of any unclear

NUMERICAL:

. How to

. How to
client's

SPECIFIC:

evaluate social data
determine which progra. P

qualifications

programs available to client
records available
of co- workers
referral sources for client

.

. Service

. Caseworker

. Personality

. Atternative
. In X time, program determined
with, caseworker proves

. Worker always obtains available
worker.

-
-

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK NO.

4 1 IA 1 IA 90 1 5 1 5 5 4 1 1 1- 5 W.F. 11

GOAL: OBJECTIVE:

TASK: Determines format for/writes or approves articles to be included in a pamphlet containing specific
information about the local Work Incentive (WIN) program stating the offerings of social service aryl
employment services agencies, in relation to the goals of each agency locally, in order to inereape
understanding of clients (potential and actual)/community persons/caseworkers about the local WIN
program.

PERFORMANCE STANDARDS .

ONCTIONAL:
. How to
for general

. How to

SPECIFIC:

TRAINING CONTENT

about programs

and

Securities

-

r.

A

DESCRIPTIVE,:
pamphlet is.oriented to the

each program clearly

using language levels
in explaining all programs

complaints from workers in
did not explain their

from supervisor that
the orientation of the

write clearly and logically
distribution

organize and print a pamphlet

program orientation
program objectives, procedures

available for use in developing
a pamphlet

of WIN program and Employment

. Information included in
objectives of each agency.

. Worker is careful to explain
and logically.

. Uses good literary style,
appropriate to audience,

NUMERICAL:

. Local

. Local

. Resources
istributing

. Relation

feverf. in X time, ewer than X
both agencies that worker
programs/objectives clearly.

. In X time, no complaints
pamphlet did not express
agency.

PERFORMANCE STANDARDS TRAINING CONTENT
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4 4A i i 5 4 4 1 1 1 4 W.F. 12

GOAL: OBJECTIVE:

A
to
44

;
-1
t-<tr
t-=m
.

TASK: Discusses /explains the Work Inceitive (WIN) Program and action plans (i.e., office procedures, lines
of responsibility, clerical work, filing procedures, acess to files, etc.) with individual County
Directors and members of eligibility staff, being alert for feedback and sensitive to local proce-
dures and facilities, in order to encourage cooperation between WIN personnel and eligibility staff.

PERFORMANCE STANDARDS
PUNCTIQB140

TRAINING CONTENT

of support

dis-

WIN staff

of

DESCRIPTIVE:
are clear and

county directors.
the types of

from the counties,

county office
support, but firm

occur.
.

-

with county directors,
support problems

number of complaints from
is unreasonable, dia-

.

. Worker is courteous, explanations
concise when talking to

. Worker is thorough in explaining
administrative support needed
access to files, etc.

. Worker is flexible in permitting
latitude in process of providing
in requirilm that support

NUMERICAL:

. How to analyze/explain complex data
,. How to recognize alternative methods

which will work as well
. How to be clear, accurate in explanations,
cessions with individuals

. How to speak persuasively/logically

SPECIFIC:
. Particular support needs of WIN
. Relationship, needed/desired between
and county staff

. Background, attitudes, special problems
county directors.

. In X time, after discussion
fewer,that X number of recurring
where county staff is uncooperative.

. In X time, fewer than X
County Directors that worker
courteous.

PERFORMANCE STANDARDS TRAINING CONTENT
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DtRECT SERVICEB

(D)

A. Interviewing
B. Translating/Bilingual
C. Coaching
D. lefarral.
E. How Management
B. Reporting/Hecording/Prooessing
G. Housing

393

58



www.manaraa.com

1 Data I Puople 1 Things Data 1 People i ;;rings

W. P. - LEVEL

Rcas. 1-117ith. 3.an3.--1 1

W. F. - ORIENTATIOX INS': R. G. E. D. 1 TA5K X0.
1909C-T---11 3 3 1 1

1 3 !D.F. A
1

GCAL: OBJECTIVE:

TASK: Copies/writes nuMber and kind of supplies needed by laundry and maintenance crew onto supply orders,
wins supply requisitions and State and institutional forms, following agency 8.0j., State and
institutional regulations, In order to record and verify supply orders.

PERFORMANCE STANDARDS

DESCUPTIVN:

Information is written legibly, transcribed
accurately, and oompletely.
Information is transcribed in a reasonable amount
of time.

/11112210

Over' period of time, fever than It of orders and
verifications are incomplete and /or inaccurate.
Information is transcribed onto each form in no
more thsnI minutes.

TRAINING COVENT

FUNCTIONAL:

How to copy accuratelyi legibly and completely.
HHow to read State and institutional orders and

forms.
Now to 1;taderstand State and institutional regu-
lations.

QCs
Knowledge of supply orders.
Knowledge of supplies.
Knowledge of S.O.P.
Knowledge of State and institutional regulati
as they apply to supply orders.

PERFORMANCE STANDARDS TRAINING CONTENT

IC
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GOAL: OBJECTIVE:

2 1

Lang.

2

TASK NO.

D.P. 5

TASK: Estimates total number of linens (sheets, towels, yeah cloths) on hand, compares estimated numbers
with institutional lists of linen that must be kept on bawl, following institutional guidelines,
in order to determine /record the number of each to order.

O
0

0

PERFORMANCE STANDARDS

1111SCHIPTIVII:

. Worker is accurate.

. Estimate is completed rapidly.

KCAL:
. No more than X nmber of errors per X estimate.
. Completes X estimates per I period of time.
. In A time, no more than X complaint* are reoeived

concerning number of linens ordered.

TRAINING CONTENT

RINCTIMILL:

. Arithmetic: skills.

. Hoy to read.

MrdWas

. for recording linen to be ordered.

. Where linen supply is located.
. Knowledge of institutional lists of required

linens.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

0

...,

r.
1.-.

.
....
2:9

.61

TASK: Maintains a record of items available for loan (crutches, walkers, etc.), listing items, and dates
and intervals of time of loans, in order to list for worker's information items which are currently
available for loan.

PERFORMANCE STANDARDS TRAINING CONTENT

as related

be listed.

complete. -

reasonable length of

every I working days or

over X time that list

JUNCTIONAL:_____'I9$:

. List is accurate and

. List is completed within
time

II:

. Now to.reoord information.

812011FIC:

List is updated at least
as requested.

. No more than X complaints
is inaccurate or incomplete.

. Knowledge of local office procedures
to task.

. Knowledge of what information should

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Writes/completes specified form (report/requisition) for obtaining gas/oil/antifreeze for vehicle,
following agency S.O.P., in order to request an adequate supply of gas/oil/antifreeze for vehicle.

4.4

0

R.

4.1

0

PERFORMANCE STANDARDS

1311BORIPTIVE:

. Writes legibly.

. Accurate information in ordering for proper
vehicle.

HOHERICAL:

. Less than ]C tines per day/month/year, requisitions
are not legible.

. Lees than 214 of time, font contains incorrect
information.

TRAINING CONTENT

RINCTIONAM

See G.E.D.
How to follow directions in filling out a form.

SPECIFIC:

. Knowledge of agency forms (S.0 4P P4P)o

Knowledge of when to complete the form.
Irowiedge Of where to deposit torn after it is
oompleted.
How task relates to euboYstela goal.
Knowledge of gas mileage, oil consumption of
specific vehiole.

I !P

0

PERFORMANCE STANDARDS TRAINING CONTENT
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W. P. - LEVEL W. P. ORIENTATION osTa. 1 G. E. D. , TASK O.
'

!

313 11 21 9C86 596 SIX 2 i I 1 D.P. 8
GOAL:

[
.

OBJECTIVE:

j

1.4'.

I F.1

PI
' q

Ain
i

ZI
'T:0

TASK: Writes/records the readings on the gauges, thermometers, etc., filling out the chart as prescribed,
in order to keep a running record of the boiler plant's functioning.

.... .

.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

etc.

ANSCRILVIVE:

. Readings are accurate.
. leadiuga are made at
. Record is **replete and

SUPIELICALs

the prescribed time.
legible.

once every hour.
no more than X complaints

no sore than X °Emissions

.

. Now to read gauges and thermometers.

. How to till out a chart.

SPECIFIC:

. Records the readings
. Over X period of time,

that handsriting is illegible.
. Over X period of tine,

or obvious error,.

. Wen to take what readings.

. Location of blank charts, pencils,

.

.,

-

1 . PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

P
se r0

r

1 4
TASK KO.

D.P. 9

TAM r,. inns requests for supplies, equipment, and repairs submitted by department heads, checking
specifioations and price lists, contacting initiator of request for validity, priority, and immediacy
approving/disapproving individual items in accordance with agency policy and guidelines, in order to
process requests for repairs /purchase of supplies.

PERFORMANCE STANDARDS

Disclinvins

. Worker's examination of supply requests is
thorough, oonforms with agency policy.
Items are approved on an individual basis,
according tb immediacy and priority.

NONERICAL:

. In X time, fewer than 1C number of supply requests
are not approved/disapproved within X time.

. In X time, supervisor notes fewer tlaniEnumber
of items with low priority ordered without
sufficient justification.

TRAINING CONTENT

FUNCTIONAL:

Now to evaluate requests in terms of given

Now to check specifications and price lists.
How to establish 'validity, immediacy of requests
in personal contacts.
Knowledge of procurement process.

SPECIFIC:

. Institution policy, procedures for ordering
supplies.

. Budget realities, item priority.

. Needs of each department.'

. Location of specifications/price lists.

PERFORMANCE STANDARDS TRAINING CONTENT
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OBJECTIVE

1.1;

ari

TASK: Inspects/looks over property being offered for rent to applicants/clients of the agency, checking
for general health and/or safety hazards, in relation to Board of Health standards/Housing Code and
agency policy, in order to determine whether property is suitable for rental and to notify the
Board of Health for approval or Housing Code enforcement.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker is thorough, attentive to detail.

. Worker completes inspection in a reasonable
amount of time.

EUMERICALs

. Worker accurately recognizes all hazards to
health and safety.
Nor':period of time, no more than X residences
referred to Health Department are approved by
that department.
Over X period of time, no more than X residences
approved by worker are later condemned by Health
Department, with no significant changes occurring
in the interim.

TRAINING CONTENT

FUNCTIONAL:

. How to recognize obvious hazards to health
and safety in a dwelling.
General knowledge of construction techniques.

SPECIFIC:

General understanding of the Board of Health's
standards.

. Agency policy for inspecting rental properties.

. Nature of any complaints about the property.

PERFORMANCE STANDARDS TRAINING CONTENT
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OBJECTIVE:

TASK: Examines /evaluates completed housing rehabilitation projects in relation to agency housing standards
checking for client satisfaction, the.quality of workmanship and adequacy of repairs and installa-
tions, in order to approve/authorize payment for satisfactorily completed housing rehabilitation
projects.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Uses good judgement in approving finished
projects.

. Carefully considers client's comments.
Approved rehabilitation projects are consistent
with agency standards.

NUMERICAL:

. Never approves payment for unsatisfactory or
incomplete projects.
In X time, fewer than X complaints from
contractors that criticisms of work completed
were inaccurate/invalid.

. In X time, fewer than X complaints from clients
that worker approved incomplete/shoddy repair
work.

TRAINING CONTENT

FUNCTIONAL:

. Communication skills.
Housing standards that must be met.
Thorough knowledge of construction principles
practices.

. Ability to make value judgements regarding
relative importance of observed defects.

SPECIFIC:

Knowledge of what was to be repaired in each
specific case.

. S.O.P. for approval of repair jobs.
. Now to register criticism/request for improve-

ment to contractor before payment is made.

cr

z

PERFORMANCE STANDARDS TRAINING CONTENT
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OBJECTIVE:

D.G. 3 .

TASK: Scans property records, searching for information about a specific property, following the County
Records Offices rules for the use of their materials, in order to obtain the name of the owner
of the property.

1.2

11;
0
0

14J

._

0
ta

w

GJ
CI

4!)

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker is thorough, yet minimizes wasted effort.
Finds the information as quickly as possible.
Careful to follow rules of County Records Office.

NUMERICAL:

. Worker finds the name of the owner of a specific
property fn X amount of time.

. No complaints from the County Records Office
that worker was discourteous or not careful with
their materials.

TRAINING CONTENT

FUNCTIONAL:

. How to find information in a reference book.

. How to read property records.

SPECIFIC:

. S.O.P. for cooperating with the County Office
of Records.

. How to find out who owns a specific piece
of property.

PERFORMANCE STANDARDS TRAINING CONTENT
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OBJECTIVE:

HTIFF lA I Lk 75% 1 20% j 5%'
W. F. - LEVEL NTATION

1 GCAL:

TASK: Maintains lists of available housing, obtaining information through newspapers, observation and
phone calls, in order to provide information on available housing to meet needs of individuals/
agency clients.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Information is accurate, pertinent and complete,
. Information is recorded within reasonable length

of time.

NUMERICAL:

. All (100X) information is recorded.

. Information is recorded within X working days of
receipt.
In X time, no more than X complaints are
received from individuals/clients that the
information provided by the worker was
inaccurate /incomplete.

TRAINING CONTEXT

FUNCTIONAL:

. How to select pertinent information.

. How to record information.

SPECIFIC:

. Knowledge of agency and local office guide-
lines as related to the task.

. Knowledge of community/housing resources.

. Knowledge of housing needs of specific
individuals/agency clients.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: .OBJECTIVE:
.

tr.

)-

..1

FilC
.

TASK: Writes /copies the addresses of dwellings that are available for rent, as well as information needed
to contact the owner /manager and other significant information, following agency S.O.P. for recording:
thoinformation, in order to maintain a record of available housing.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT
.

to

should

record
etc.).

.

.

.

DESCRIPTIVE: .
.

and completely recorded.
-

at least X. of listings 'of
found to be accurate upon

no more than X complaints
that

.

e Information is accurately
Worker writes legibly.

NUMERICAL:

How to
another.
How to

SPECIFIC,.

copy information from one source
-

follow written/oral instructions.

-

information concerning a dwelling

S.O.P. for maintaining this
where to record it, format,

.

. .

. Over X period of time,
available housing are
review by supervisor*

. Over X period of time,
are received from co.-workers/supervisor
worker's writing is illegible.

.

. .

What
'be recorded.
Agency
(i.e,,

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE;

M.

15;
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g
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tz3

,..z
ill

TASK: --Canvasses community, seeks/notes location of vacant apartments and houses which maybe suitable/
avaiilable for rental to agency clients, using own knowledge of agency housing standards, in
order to identify Additional available housing for inclusion on agency housing lists.

PERFORMANCE STANDARDS TRAINING CONTENT

of a

a rental
rent by agency

for housing

DESCRIPTIVE:

quickly identifies vacant

the location.

dwellings in Xamount of

no more than I instances
note the correct location.

,

FUNCTIONAL:

. Worker is alert and
houses and apartments.

. Worker accurately remembers

NUMERICAL:

. How to determine the location/address
dwelling.

. How to determine whether or not
property would be suitable for
clients.

SPECIFIC:

. Worker spots X vacant
time.

. Over X period of time,
when worker fails to

,

. The needs of the agency's clients
(e.g. multiple bedroom homes, etc.).

. Knowledge of the community.

. Knowledge of agency housing standards.

/
. PERFORMANCE STANDARDS TRAINING CONTENT
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C. Assignment Supervision
D. Referral
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GOAL: OBJECTIVE: .
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I

TASK: Telephones specified house-bound clients on daily basis, working from a not of such individual/9
visiting briefly with then, asking questions/listening to their responses, following agency M.P.:
in order to determine if they have immediate /Special. needs.

_.----

Z

IIISCILTP2IVIB:

PERFORMANCE STANDARDS

k

PONCTIONLIss

TRA NING CONTENT

as related

available.

...... --
.

concise.
as required.

used to capacity.
In meeting expressed needs

phoned every working day.
of worker's manner.
situations/needs go

.

.

. Questions are clear,
Calls are completed
mantum ie friend1y/helpful.
Agency's resources are
Good judgement is used
with limited resources.

NEMERICAL :

How to
. Communication

HOW to
further
How to

SPECIFIC:

.

use telephone.
skills.

select pertinent information/elicit
clarifying data in verbal conversation.

make priority judgements.

of local office procedures

of persona to be called.
of alternative resources

.

(
s4,

'.10

.

All (1006) clients are
Power than 36 complain
Fewer than 0 of crisis
vnreoognised/unanswered.

Knowledge
to task.
Knowledge
Knowledge

-

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Responds to emergency referrals at direction of supervisor, utilizing agency/community resources
(moves clients, transports clients to doctor, etc.) following agency guidelines/procedures, in
order to provide services to meet emergency needs of clients.

PERFORMANCE STANDARDS

INSCRIPTIVE:

Response is made to all emergency referrals.
. Response is mode within reasonable length of time.

Kanner is warm /empathetic.

AO

U NUMERICAL:

Response is made to all (lOON) emergency
referrals.

. Response to emergency referrals is Immediate.

. Fever than A6 of,clients complain of worker's
Manner.

TRAINING CONTENT

FUNCTIONAL:
,..

Row to drive a car.
Row to reassure /provide emotional support.
How to recognize/deal with unusual eituatiozul/
circumstances. .4

SPECIFIC:

Knowledge of agency and local office guidelines
as they relate to the task.
Knowledge of ccommnity.
Knowledge of resources.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:
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141

TASK: Talks with resource representative for service agency, inquiring as to action taken on referral of
individual to agency, following agency S.O.P., in order to obtain and record information for
worker.

. .'

.
_

PERFORMANCE STANDARDS TRAINING CONTENT,

guidelines

113011PTIVE:
4

.

'

is accurate, pertinent and

within reasonable length

is obtained.
within 5 working days

.

.

JUNCTIONAL:

Information obtained
oomplete.
Information is obtained
of time.

NUMERICAL:

Communication skills.
How to record information'.

SPECIFIC:

Knowledge of agency and local office
as they relate to task.
Knowledge of referral.
Knowledge of specific service agency.

. Knowledge of information needed.

.

..

/

.

All 40) needed information
. Information is obtained

of receipt of request.

1 .

PERFORMANCE STANDARDS TRAINING CONTENT .
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A. Agency Pair Bearings
B. Employee Grievance
C. Compliance tense
D. Contracts

.

413
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GOAL: - OBJECTIVE:

*
W.,

M
I-1

alal.

piPi

g
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21

'."''

.

A
1

*TASK: Composes /writes a monthly report of the appeal proceedings, following agency S.O.P., focusing on
specific problems and recommending plans to alter/revise policy in order to inform the Cotanissioner/
of work accomplished in the previous month/new problems/possible solutions to the problems. /

p

PERFORMANCE STANDARDS .

FACTIONAL:
TRAINING CONTENT

possible

in the report

specifi-

for

.

DESCRIPTIVE:

and relate to the problems.
amount of time,

.

in the new month.
of time, fewer than X com-

concerning unclear,

of time, X% of reports, are
available data.

.

.

. Report is accurate/clear/informative/thorough.

. Suggestions are feasible
Report is made in a reasonable

NUMERICAL:

. Knowledge

. How to
solutions

SPECIFIC:

of legal process/procedures
identify problems and determine

,

of work of the agency
information to be included
of routing procedures
of capabilities of the agency,
area of stated problem(a)
of agency policy and procedures
of resources/options available

with problems

.

. Report is made by X date

. Over a specified period
plaints from. Commissioner
incomplete information,

. Over a specified period
found to be consistent with

. Knowledge

. Specific

. Knowledge

. Knowledge
pally in

. Knowledge

. Knowledge
dealing

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

z
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-
2:1
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c)

TASK:Visually examines records of an agency within the Department, using own knowledge of legal process,
in order to insure that the decision on the appeal, as aporoved by the Commissioner, was followed
up by appropriate action.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

infor-

Commissioner

on

records

DESCRIPTIVE:
in a

after decision was

X time after decision

more than X instances
goes unreported/undetected

.

. Records are examined efficiently/thoroughly
reasonable amount of time
finalized.

NUMERICAL:

. How to
nation.

. General

SPECIFIC:

examine records to obtain/evaluate

knowledge of legal process

of the decision approved by
specific appeal.

of appropriate follow-up actions
-

get access to the apecified agency:

.

. Records are examined within
was finalized.

. Over X period 0ftime, no
where71nappropriate action
by worker.

. Knowledge
on the

. Knowledge
decisions.

. Row to

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

S

1-1

0-3

0-3
1-1

<
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CY
.

TASK:Talks to/writes client/client representatives, following S.O.P., in order to gather/obtain data about
appeal and arrange for date/place for appeal.

/

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

appeal.

.
4

.

DESCRIPTIVE:
information.

of time, fewer than X
concerning worker's manner.
in X time.
more than X clients/client

be contacted again because
information.

.

,

. Worker is courteous in gathering

NUMERICAL:

. General

. How to

. How to

SPECIFIC:

knowledge of legal process.
obtain relevant information.
conduct business correspondence

for obtaining information.
information required for an

.

.

.

. Over a specified amount
complaints are received

. Information is gathered

. Over X period of time, no
representatives need to
worker failed to get sufficient/relevant

. S.O.P.

. Specific

.

PERFORMANCE STANDARDS TRAINING CONTENT ,

/
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OBJECTIVE:

4 1 1, 1 4 , L.A. 15

GOALS

TASK: Discusses/reviews the recommended decision on an appeal with the commissioner, clarifying any ques-
tions, delineating ramifications of/support for the decision, in order to inform the commissioner
of the rationale for the decision.

u
Aam
7.:

.
..4

4
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c

[
e
.,4

ar
0
e
"M.,A0

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

as

at they

support

DESCRIPTIVE:
.

and to the

knowledge of the

fewer than X complaints
clarity or lack of

. Discussion is clear, comprehensive
point.

. Explanation reflects thorough
appealappeal.

NUMERICAL:

, Answers all questions.
, Over ]C period of time,

from the commissioner about
support for the decision,

4, Communication skills.
. Knowledge of Federal and State regulations

they pertain to social services.
.

; .

SPECIFIC:

. Departmental policies and procedures
apply to appeals.

. Knowledge of the basis for the particular
decision.

. Legal ramifications of decisions and
for decision.

1 PERFORMANCE STAMM __ _TRAINING CONTENT._._ - --
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GOAL: OBJECTIVE:

0tn
Py

"*4
....

I-1=

TASK: Presents/explains/clarifies a recommendation for disposition of case on appeal to the appeals review
committee, delineating the factors which led to the decision, citing Federal and State rules/require-
ments and departmental/bureau policy, as necessary, in order to advocate a recommended decision to
the review committee.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT,

support

specific

regulat-
services.

procedures.
the decision.
specific

DESCRIPTIVE:

clearly and is

applicable sections of
regulations.

complaints from appeals
recommendation was unclear

supported.
X complaints from other
worker's position was

.

. The recommendation is presented
well-supported.

o Worker accurately cites
Federal/State/departmental

,

NUMERICAL:

. How to present a recommendation and
for the recommendation.

. How to read/interpret legal terminology.

. How to evaluate data is relation to
criteria.

SPECIFIC:

. In X time, fewer than X
review committee that the
and/or unsubstantially

. In X time, no more than
committee members, that
untenable.

. Knowledge of State/Federal/departmental
Lions /laws as they apply to social

. Knowledge of Hearings and Appeals

. Knowledge of factors which led to

. Knowledge of background/history of
case.

. .

PERFOOMANCE TANDAIDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Writes /composes /prepares a report explaining the reasons the review committee rejected the decision
of the Fair Hearings Officer on appeal, in order to support and explain the review committee's deci-
sion to the commissioner.

-_,

.;

.

PERFORMANCE STANDARDS TRAINING CONTENT .

apply

.

.

p9liey.
regula-

.

DESCRIPTIVE:

a recommendation is factuall

comprehensive.
conflicting points of

accompany every rejected

complaints from the
was difficult to follow
the denial of a decision

FUNCTIONAL:

. The decision to reject
supported.

. The report is clear and

. Worker carefully explains
view.

NUMERICAL:

. How to prepare a position paper.

. State and Federal regulations as they
to social services.

. Written communication skills.

.

SPECIFIC:
k
c>

-40
el
to

AIu
42

. A report is prepared to
recommendation.

r In X time, fewer than X
commissioner that a report
or insufficient to support
made on an appeal.

. Thorough knowledge of departmental
, Thorough knowledge of State and Fedetal

tions as they apply to each appeal.
. Knowledge of the appeal and the ramifications

of the final decision.

1

PEE __TM/NINO wow_ _ _STANDARDS I I
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GOAL:

...

OBJECTIVE:

TASK: Records conversations held with client and other information regarding an appeal, using a recording
machine (tape recorder, etc.) and following S.O.P., obtaining client's permission to record and
explaining in detail how the recording is to be used, in order to have a verbal record available
to support a decision on the appeal.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

DESCRIPTIVE:

clear.
is recorded.

care.

of time, fewer than X
those needing information
not recorded or that
or audible.

repairs are required
mishandled.

. Recordings are audible,

. All important information

. Handles the machine with

.

NUMERICAL:

. How to use a recording machine.

. How to record a conversation.

. See G.E.D.

SPECIFIC:

. Over a specified period
complatnts received from
that the information was
recordings were not clear

. Over J: period of time K
because the recorder was

;

. How to use office recording machine.

. Specific information to record.

. S.O.P. for recording information.

V .

TRAININGPERIPOIMMILIE STANDARDS . ___
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GOAL: OBJECTIVE:
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TASK: Examines/evaluates/reviews the recommendation made by the Fair Hearings Officer concerning disposi-
tion of an appeal, considering departmental policy, State and Federal regulations and the merits of
the case presented, in order to accept or reject the recommended decision.

DESCRIPTIVE:

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

stated

Hearings.

their

to

policies,

of the

by

.

factors.
if decision

policy.

fewer than X% of

X time after recommen-

'

. Carefully examines all
Uses good judgment in determining
conforms to departmental

NUMERICAL:

. Now to
departmental'

. Now to
'policy

. Knowledge

SPECIFIC:

read/interpret/apply Federal/State
policy and regulations.

evaluate data in relation to
guidelines.

of law as related to Fair

of State and Federal programs,
and procedures, as they pertain

services.

of the specific bureau's
rules and regulations.

of the ramifications

/
of the recommendations made

Officer.

4.

.

Upon review by the commissioner,
the dedisions are not upheld.
Decision is reached within
dation was presented,

,
.

. Knowledge
policies
social

..Understauding
procedures,

. Understanding
decisions.

. Knowledge
Fair Hearings

TAEGU= TRAINING CONTENT
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GOAL: OBJECTIVE:
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TASK: Critiques/reviews/examines suggested policies/plans of agencies within the agency, using a knowledge
of capacities/functions of agencies in the Department and legal base for agency operation, in order
to determine if agency policy/plan is feasible/applicable/legal.

PERFORMANCE STANDARDS . TRAINING CONTENT

DESCRIPTIVE:
with data
in a reasonable amount

of time, X% of decisions

.

FUNCTIONAL:
. Conclusion is consistent
..Determines status of plan
of time.

NUMERICAL:

. Now to review/evaluate a complex document

SPECIFIC:
. Knowledge of legal base for agency operation
. Functions/capacity of specific agency
. Department policy- how to analyze policy. Over a specified period

are agreed with the Commissioner.
Determines status in X time.
.'

.

.

PERFORMANCE STANDARDS TRAINING CONTENT
.
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JUNCTIONAL JOB ANALYSIS

A. Obervation/Interriew
3. Analysis
C. Recording/Pilling out Ports
D. Job Restructuring
11. Consultation

423
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Data 1 People 1 Things
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GOAL: OBJECTIVE:

>
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TASK: Examines, evaluates information from worker interviews, observation of work, literature of the field
and other available sources, using Functional Job Analysis methods and techniques to categorize
gathered information, in order to write applicable and appropriate task statements in specified area
of work with attendant training content requirements, performance standards and functional levels.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

methods and

scales and

easily

from a mass

of work

DESCRIPTIVE:
and meet the standards

statement is representative
within agency or

.

editing criteria.
skilled in task analysis

1 point in one or two areas/

areas assigned in stated or

. Task statements are completed
of FJA.

. The content of the task
of a feasible work situation
department.

NUMERICAL:

. Knowledge
techniques

. Now to
standards

. How to
understood,

. Knowledge

. Nov to
of data

SPECIFIC:

of Functional Job Analysis

use and apply the guidelines,
of FJA in writing task statements

write in a grammatically correct,
concise style

of sources of available information
extract pertinent information

of general purpose and function
and analyzed

. Each task statement meets

. A rating by another person
diffirs by no more than
scales.

. Completes analysis of all
negotiated time limit.

. Knowledge
being described

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. « LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
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OBJECTIVE:

3 1 3 V 5 F.B. 4

GOAL:

TASK: Refines, edits, catalogues, absorbs /adapts new tasks, applying knowledge of ETA techniques and McBee
Keysort system, distributes, to task bank users, new or corrected tasks on a continuing or intermittent
basis, in order to manage the task bank.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

statements

criteria

effectively

bank
the agency

DESCRIPTIVE:
is effective and results

throughout the agency.
are effective and rapid.

that information is not

amount of time are
.

.

. Management of the task bank
in up-to-date task banks
Procedures for distribution

NUMERICAL:

. How to
using

. Bow to

. Knowledge

. How to

SPECIFIC:

edit, catalogue and correct task
ETA techniques
analyze data against a set of

of McBee Keysort technique
organize a system to operate

of agency routing procedures
of agency S.O.P. for task

of task bank users in

.

Less than X% of complaints
being received promptly.

. Less than X ,tasks per X
inaccurately written /scaled.

. Knowledge

. Knowledge

. Identification

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

4 1 4A 1 lA 45 1 55 1 10 5 5 1 3 I 5 PD
GOAL:

.

OBJECTIVE:
.

F.,
CA
04

paI.
PIPI

ii

TASK:Guides manager in designing/restructuring jobs, using PJA techniques and tools as they relate to
effective manpower utilization principles and theories, suggesting or advising varied/different /
approaches, keeping in mind or promoting worker needs, in order to help manager to design/restructure
effective, productive and worker-satisfying jobs in his section.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

and tools
and

for

to
others
principles,

and manager
section

of

DESCRIPTIVE:
related to the situation.

and interested.
is achieved

received regarding
approaches or methods.

are received regarding

jobsshows thatpof
with their jobs.
of the managers report

,
in greater produc-

.

. Suggestions are clear and

. Worker is sensitive, perceptive

. Purpose of consultation

NUMERICAL:

. Thorough

. Knowledge
theories

. How to
helping

. How to
meet the

. How toanalyze
theories,

,

'SPEC/Pk:

knoWiedge of EJA. techniques
of manpower utilization principles

ask questions to obtain information
others to identify problems

present information and suggestions
needs and solve problems of

data againsta set of
etc.

of specific work situation
of worker needs in specific
of purpose, goals, and objectives
section/agency

.

. Less than X complaints are
worker's inability to suggest

. Less than X; of complaints
worker's manner.

. Evaluation of restructured
the workers are satisfied

. Over X period of time, X%
that restructured jobs resulted
tivity.

. Knowledge

. Knowledge

. Knowledge
specific

PERFORMANCE STANDARDS TRAINING CONTENT___
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N. F. LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK NO.

SA 4A 1 IA 55% 40% 1 5% 5 1 F.E. I

GOAL: OBJECTIVE:

TASK: Consults (gives advice /suggestions} with/to departmental administrative personnel regarding the use
of Functional Analysis in departmental subsystems/work units, using own knowledge of Functional
Analysts methodology and social service process, in order to devise effective procedures/policies
for worker training, evaluation, recruitment and career development.

5
1-1

g
1.4=
01:

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

and

light of

policies/
unit.

DESCRIPTIVE:

well though; out, planned
problems administra

Functional Analysis
use of Functional Analysis

are in line with overall.

administrative/supervisory
advice/suggestions

contrary to departmen..

in X amount of

. Advice/suggestions are
to solve particular personnel
for may have.

. Advice /suggestions incorporate
principles, make maximum
information.

. Policies/procedures devised
Departmental policy.

. Thorough
social

. How to

. How to
Functional

SPECIFIC:

knowledge of FUnCtional Analysis
service process.
communicate ideas effectively.
devise policies/procedures in

Analysis.

problems in specific subsystem/work

conditions related to devising
in specific subsystem/work

Personnel
unit.
Reality
procedures. No than X number of

personnel report that worker's
were inappropriate, unclear,
tal policy in X time.
Worker devises policies/procedures
time.

PERF' , STANDARD TRAINING CONTORT
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G. S. D. TASK NO.W. F. LEVEL V. F. ORIENTATION

4 1 4A F A 40% f 55% 1 J7. 4 4 I I_ F.E. 2

GOAL: OBJECTIVE:

TASK: ExplainsIdefinesicierifieS to administrative personnel the parameters, integration and mechanics of
Functional Analysis as it applies to specific programs/work units/departments, demonstrating the
application of FUnCtiOnal AnnlYgin to the program process and giving advice/suggestions about its
implementation, in order to increase understanding and acceptance of this administrative tool among
administrators.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

Analysis.
process.

applies

.

1-1

u:

a
1.4=
,wi

f)

DESCRIPTIVE:

complete and presented
manner.

for the work /unit

process is stressed

talked to indicate that
pertinent and understand-

1

is given. '

The explanation is clear,
in a clearly understood

. Suggestions are appropriate
department.

. Integration. of social service
where applicable.

NUMERICALf

Thorough
Understanding
How to

. How to

SPECIFIC:

understanding of Functional
of the social service

communicate ideas.
think analytically.

of bow Functional Analysis
specific work unit.

_

Knowledge
to the

At least Mof personnel
worker's explanations are
able.

. No incorrect information

-
.TIAIMING CONTENT_ .MADVINANCR STANDARDS ___

ti
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_ W. F. - LEVEL
r

W. F. ... ORIENTATION INSTR.
4

G. E. D. TASK NO.

, 4 1 4A I lA 60X I 257. I 197. 5 5 I 1 1 S Fa. __3_

GOAL:

4

.OBJECTIVE:

.

TAU: Examines /evaluates /unifies information from various interviews and written sources regarding a spe-
cific subsystem within the Department, in relation to the steps involved in a process, interrelation-
ships within the process, the need for each seep, and the social service philosophy or over-riding
policy, using own knowledge of systems procedures and drawing upon other agency resources as neces-
sary, pictorially diagramming the subsystem, in order to compose a flow chart.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

of
information,

pie-

may pos-

has been

for the

__

DESCRIPTIVE:

the varied viewpoints
that best reflect an
process.
reflects the informs-

and written sources.
chart pinpoints or elimi-

and those activities in

easy to follow and is not

worker averages spending
up a flow chart of agency

.

. Worker selects from among
that sequence of events
efficient social service

. The flow chart accurately
tion derived from interviews

. Where possible, the flow
nates wasted activities
conflict with philosophy/policy/etc.

. Choice of words is appropriate.

. The flow chart is clear,
easily open to misinterpretation.

NUMERICAL:

How to
activities
being
torial

. Now to
sibly

SPECIFIC:

draw up a flow chart of a subsystem
based on a diversity of

flexible as to the most appropriate
representation.
determine what stepi/components

be unnecessary.

obtain the information that

Department philosophy/policy

on flow Chart design.

. How to
gathered.
Specific
subsystem.

. Limitations
. Over X period of time,

X amount of time to draw
subsystem.

1

.

PERPORMkNCE STANDARDS _TRAINING CONTENT
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W. F. - LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK NO.

--.

4a.

sl

Z'
rill

cc

1-1H
A

4 1 IA I lA 90% I 5% 1 5% 5 5 r l 1 4 F.E. 4
1

GOAL: OBJECTIVE:

TASK: Examines/reviews Task Analysis worksheets from agency task bank with respect to a specific flow chart,
using own knowledge of Task Analysis methodology and specified flow of activity within the agency,
deciding whether or not the worksheets provide an accurate analysis of activities described on the
flow chart, making necessary changes on the worksheets, noting on the flow chart those tasks that
ate valid, in order to determinq which pyeviously written tasks are acceptable and which steps on
the cnart require the writing ot new teams.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

for

it for
the

under

agency.

DESCRIPTIVE:

to the chart and.

explores all avenues in
be appropriate to the

according to Functional

no fewer than X% of tasks
accepted upon review.

worker finds X: number of

d

. Tasks selected are appropriate
prove valid upon review.

. worker is thorough and
selecting tasks that may
hcart.

. Tasks selected are accurate,
Task Analysis technology.

. Over X period of time,
selected for a chart are

. Over X period of time,
tasks in X amount of time.

. How to
a specified

, How to
a flow
meaning

. Knowledge

SPECIFIC:

.
.

recognize a task that is acceptable
flow of activity.

change a Task Worksheet to adapt
chart without drastically changing
or harming the technology.

of Task Analysis methodology.

and meaning of the flow chart

flow Of activity within the
of agency task bank.

.

. Contents
consideration.

. Specified

. Knowledge

PIRFORNANCS
_ .

TRAINING couresT.... _ .STANDARDS _______ ---
*
1

r-



www.manaraa.com

(C)

A. Record Keeping/Verifying, Bookkeeping, Accounting
B. Writes/1413s in Forma
O. Typing/Office Machine Operation
D. Stenographic/Shorthand
R. Filing/Aaseabling Materials
F. Mailing/Routing
C. Communications /Receptions
R. Data Collection /Compiling
I. Inventories /Acquisitions
J. Secretarial/Office Managerial

431

137
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W. F. - LEVEL W. F. - OR/ENTAT/ON INSTR. C. E. D. TASK NO.

Ta 90 5 5 4 4 3 4 C.A. 17

GOAL: OBJECTIVE:

TASK: Examines /evaluates case records of clients deceased during current audit period, checking whether
proper consideration was given to available assets, based on knowledge of program and official
auditing procedure for cases of deceased, in order to determine if correct benefits were paid.

PERFORMANCE STANDARDS
DESCRIPTIVE:
. Examination is complete, accurate and thorough.

Rumination is consistent with proper auditing
procedure for 0/18013 of deoeased clients.

. Examination is completed within a reasonable
amount of time.

NUMERICAL:
. less than X number of complaints from County

Director that examination was incomplete and/
or inasourate.

. Upon a recheck of the same cases at a later
date, lees than X 96 of the reoorde are found to
be in violation of policy and prooedure.

TRAINING CONTENT
FUNCTIONAT4

How to perform financial audit of case records.
. How to recognize errors and deviances from

official policy and procedure. 1-3

SPECIFIC,
How to locate case records of deceased for each
county.
Row to determine amount of money allocated for *4

each case.
Knowledge official policy and procedure regardin;
the audit of cases of deceased.

PERFORMANCE STANDARDS TRAINING CONTENT
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Data I People I Thin s Data 1 People 1 Things ; I Reas. T Math. ) Lang.

W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. , TASK NO.

3B ( IA 1 IA 80 1 10 I 10 3 3 1 3 1 3 C.A. 18.

COAL: OBJECTIVE:

3.

g
4
col

04

;H
P',c

rz

r

i-1

TASK: Checks/corrects payroll printout from central office, preparing proper forms which indicate overtime,
undertime, sick -leave and annual leave to accompany ;he printout, gathering the required information
from institutional time cards/sheets following agency S. O. lc in order to compute and inform central
officef the correct amount due to employees for each pay period.

,......---..-....-...---. ....

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

based on

--

DESCRIPTIVE:
appropriate forms to accom-

printout for discrepaucie
speed.

X errors in the payroll
forms and information

.

.

. Accurately completes
paw payroll printout.

. Carefully checks payroll
. Works with reasonable

.

NUMERICAL:

. How to analyze/interpret routine statistical
data.

. How to use a calculator.

SPECIFIC;
. Proper forma to fill out.
. Where to locate time cards.

'ow.

. When information mu be complete.

. S. 0. P. for routing, etc.

. How to compute amount due employee
time and attendance records

.

. In X timer fewer than
because of inaccourate
submitted by worker.

.

i PERFORMANCE STANDARDS _ TRAINING CONTENT
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.

T
W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. / TASK NO.

2 4 lA 1 2B 75 1 5 1 20 2 2 1 2 a 2 C.A. 19

GOAL: OBJECTIVE:

ill

...

co
$4

g
p.<

5
Ni

°

TASK: Writes/types/transcribes/tallies admission information from files to prescribed statistical forms
(key sort fife cards, fact sheets, using typewriter as necessary) in order to maintain accurate
reports for statistical reference and for billing purposei.

PERFORMANCE STANDARDS . TRAINING CONTENT

and

work

..

DESCRIPTIVE:
is correct,. complete, and

reasonable speed. .

-

from users of information
or illegible per

is transcribed (100%

FUNCTIONAL:
. Transferred information
legible.

. Transfers information with

NUMERICAL:

. How to read admission forms, selecting/recording
pertinent information.

. How to use statistical forms

. How to type

SPECIFIC:. No more than X complaints
that.it is incomplete, inaccurate
x amount of time.

. All necessary information
accuracy).

.

. How to use institution typewriter

. Knowledge of what information to transcribe
how to transcribe it

., Knowledge of disposition of completed

.

.

.

.
.

PERFORMANCE STANDARDS .... TRAINING CONTENT
r

t
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

3A 1 10. 1 2B 65 1 5 1 30 3 3 1 3 1 3 , C.A. 20

GOAL: OBJECTIVE:

H

tr.

P.4

te
=3o

TASK: Computes and checks figures concerning client's debts to State, using calculator/account books/running
record sheets/accounting department sheets/county figures, according to S.O.P. and Federal regulations
in order to make an accurate record of monies owed by client to the State..

PERFORMANCE STANDARDS . TRAINING CONTENT

.

checkidg

.

DESCRIPTIVE:
.

and accurate.
completed and/or checked

time.

more than X number of
are discovered on

figures.

FUNCTIONAL:
. Record is accurate and complete.
. Check of figures is thorough
Figures and/or records are
in reasonable amount of

NUMERICAL:

. How to compare/compile figures on statistical
form

. How to compute decimals

. How to use a calculator

SPECIFIC:
. Over X period of time, not
inaccuracies. and /or omissions
the records or the approved

. Knowledge of office calculator

. Knowledge of of figures

. Knowledge of S.O.P. for computing and
figures

.

ri:

o
..4
1.1
U0

.0.4
.00

PERFORMANCE STANDARDS /RAINING CONTENT 1 1
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W. F. - LEVEL W. P. - ORIENTATION INSTR. G. E. D. LTASK NO.

ii 1 11 1 11 i' F 5_ 1 20 it II I 3 I 3 I C A 91

GOAL: OBJECTIVE:

TA9K;Essmines and evaluates all orders from agencies/ institutions using monthly inventory sheet /warehouse
commidity sheet, in relation to Federal State regulations and following S. 0. P., in order to
determine whether order is within prescribestlegal bounds, and can be filled.

PERFORMANCE STANDARDS TRAINING CONTENT
2r

DESCRIPTIVE: FUNCTIONAL: g
. Orders are evaluated accurately and completely. . How to read, understand and apply federal regula V

3, . Order is evaluated within a reasonable amount *ions. o-w
..4 of time. . How to read/interpret forms and figures. I-1

. How to compare figures, from different forms.
1-3.4 NUMERICAL: . See G. E. D.. P.'ts <

All orders are evaluated. 03o
.,:: . Over X period. of time, federal representatives SPECIFIC: =I-,to discover no more than 3C:umber of orders which . Knowledge of pertinent forms and figures. r,,
62

..4 are illegal and can not be filled.. . Knowledge of pertinent Federal /State regulations :-=
to . Knowledge of S. 0. P. for evaluating order.to
§...0

P-- .

.4
ts00

0
..4000
Sri .

,

0
1 PERFORMANCE STANDARDS _ TRAINING 03NTENT
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

k

2 1 lA i LA 80 i 5 1 15 3 . 3 1 3 1 3 C.A. 22

COAL: OBJECTIVE:

1

11

1-1
ch
04

I-.

LT:

.
=
*w)o

TASX: Writes/enters/transcribes quantity, size, type of Item, etc., from department purchase order to
purchase requisition, double-checking costs and quantities and referring to code charts, in order
to prepare purchase requisition for use by Central Warehouse.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT
DESCRIPTIVE:

subtracted.
is legible.

and complete.

time that requisition was
illegible.

.

. Figures are correctly added,

. Information transcribed

. Information entered is accurate

NUMERICAL:
. Only X complaints over X

incomplete, inaccurate or

. .

. How to

. How to
another

. See G.E.D.

. How to

. How to

SPECIFIC:

analyze/interpret routine statistical data
transcribe information from one source to

read/interpret code charts/requisitions
use a calculator

to enter,
use and interpret institution's purchase

read/interpret charts involved

. What information

. How to
forms

. How to

. PERFORMANCE STANDARDS TRAINING CONTENT 1
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W. F. - LEVEL W. F. - ORIENTATION
2

I lA

? Rees. 1 Math. 1 Lang.

INSTR. G. E. D.

90% 1 536 1 5% 2 1 1 2

TASK NO.

C.A. 23

OBJECTIVE;

Posts /records personnel transaction information (i.e., Merit pay increases) for individual employees
On card files from file sources, recording review dates, whether approved or disapproved, and all
other pertinent data, so as to maintain current, readily accessible transaction files on area,
county and Central office employees for future reference.

PERFORMAXCE STANDARDS

imosamt;irm

Information recorded is accurate and complete.
Information is recorded on correct cards.
Information is recorded with reasonable speed.
Information recorded is legible.

IIINERIOALs

An pertinent data is recorded.
Less than X complaints over period of time, that
information recorded is incomplete, inaccurate or
illegible.
Information is recorded on individual cards within
X period of time.

TRA/NINC CONTENT

FUNCTIONAL:

Legible handwriting.
Knowledge of posting procedures.

SPECIFIC:

Where to record information.
What Information to record and which files
to use.
Knowledge of personnel transaction inform- i

tion, meanings of 'codes, abbreviations, etc.
Familiarity with personnel transaction
information, i.e., what certain oodea stand

1

I

for, etc.

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. LEVEL

Data E People Things Rees. Math. Lang.

W. F. - ORIENTATION

6% 1 5% 1 306

INSTR.

2

OBJECTIVE:

G. E. D.

3 1 3 1 2

TASK NO.

C.A. 24

Posts on each resident's account card the amount deducted from the account for the resident's share
of his monthly support, using &posting machine, checking the voucher which lists the resident's
share of support, in order to record the amount deducted and indicate the amount remaining in the
patient's account.

I

I

I

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker adjusts and sets the posting machine to
prepare it for posting the proper information.
Accurately posts the amount deducted from the
patient's account,

NEKERrCIL:

. ?ever than X account cards are incorrectly posted
because of inaccurate adjustment of the posting
isaolaine in X time.

. Lees than X errors in posting are found in X
aumbei of accounts In X time.

PERFORMANCE STANDARDS

TRAINING CONTENT

FUNCTIONAL: 1.2
v4

. How to operate a posting machine. 5.
. NOW to post numbers with few transcription .

-
errors.

1;1"

1 4

It

SPECIFIC:

. Now to operate specific posting machine.

. to follow for posting residents'
accounts.

TRAINING CONTENT IJ
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2 1 IA_

I CCAL:

1

TASK:

I Things

LIVE.

Data 1 People i Things

W. F. - ORIENTATI ON
lA 806 1 5% 15%

it

INSTR.
2

OBJECTIVE:

Transfers necessary data regarding monthly grant figure
sheet in order to record and inform the payroll unit of amount of client's monthly grant.

Roas. I Math. I Lang.

2 T 3 2 C.A. 25

TASK NO.G. E. D.
1 1

from case record of client to action

PER: MANCE STANDARDS

BESCILIPTIVE:

Accurately transfers data to action sheet.
. Works with reasonable speed.

Transfers/writes data legibly.

Inmemium

. Makes less than X errors in transferring
necessary data to action sheet.
Completes task within X amount of tine.
Leas than q6 of forms are illegible/incomplete.
All necessary data is transferred to action
sheet (10096 complete).

PERFORMOICE STANDARDS

TRAINING CONTENT

FUNCTIONAL:

. Ability to accurately transfer numbers.
How to compute balances /totals.

SPECIFIC:

. Knowledge of use of budget worksheet/action
worksheet.

. Knowledge of specific data to be recorded.

TRAINING CONTENT
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'Z. F. LEVEL
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W. F. - ORIENTATION

85% 1 596 I 1096

Reas. I Math. I Lang.

INSTR. C. E. D.

2 2 F 3 1 2

TASK NO.

C.A. 26

!

.

GOAL: OBJECTIVE:

TASK: writes out/types a check for the balance
patient is being discharged, in order to

OS

in patient's account when notification is received
transfer money in patient's account to patient.

=

that

I

121
1=

1c

iC

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Check is written correctly - information is '

entered in appropriate place.
. Check is written for correct amount.
. Works with reasonable speed.

. Check routed to appropriate person for signature.

NUMERICAL:

. No more than X instances in X time when check is
for wrong amount, made out to wrong person, etc.

. Check is made out within X amount of time from
notification of patient's discharge.

. Unauthorized checks are never made out.

TRAINING COZENT

FUNCTIONAL:

. Now to write a check -'all information
required, etc.

. Bow to compute simple totals/balances.

SPECIFTC:

24.

4I4

. Office S.O.P. for finding total/balance of I

patient's accounts.
i :

. To whom check should be routed for eignature4 !

. Procedures for obtaining and recording check4 !

written.
1

i

1

I

t .

I iPERFORMANCE STANDARDS ;RAINING CONTENT
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Data People Things Data j People 1 Things J Rees. 1 Math. I Lang.

W. F. LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK NO.
1 f IA 1 1B 35 I 5 i 60 1 1 f 1 . V C.C. 3

GOAL: OBJECTIVE:

1E

vil

o-3

6-3

o-,

ca

.4

.1.:0

TASK: Inserts magnetic tape cartridge into selectric typewriter, using correct tape, following operating
instructions and tape log, so that the tape responds correctly when the selectric typewriter is
operated.

.
.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

typewriter

tape

.

DESCRIPTIVE:

and securely.
into the machine.

'

the tape is inserted
X number of times.

the incorrect tape is
X number of times.
least X minutes.

. Tape is inserted correctly

. The correct tape is loaded

NUMERICAL:

. Row to load a magnetic tape selectric

. Row to read a tape log

SPECIFIC:
. Over X period of time,
incorrectly not more than

. Over X period of time,
inserted no more than

. Machine is loaded in at

.

. Knowledge of operation of office magnetic
selectric typewriter

. Office tape log and%its location

. Location of tape cartridges
.

PERFORMANCE STANDARDS TRAINING CONTENT



www.manaraa.com

"'

=
.-4
m
o
171

e
0

0

.-.

0

Data People Things Data People Things Reas. Math. Lang.

W. F. LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

2 T 1A .I 28 50 1 5 1 45 2 2 1 1 II 2 C.C. 4
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TASK: Types from dictating machine summaries/notes/reports, using specified format for each report, in
Order to have a written record of these reports. ./

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

machine

kind

machine

DESCRIPTIVE:

typed.
is followed.

neatly and report

are received from
transcribed incorrectly

. Reports are neatly and accurately

. Proper format for each report

. Typing errors are corrected
is legible.

NUMERICAL:

. How to type

. How to transcribe from a dictating

SPECIFIC:
. Knowledge of specific format for each
of report

. Knowledge of bow to operate dictating

. Knowledge of location of supplies

. Report is completed by deadline.
* All typing qrrors are corrected.
. No more than X complaints

dictator that report was
over X period of time.

m

7.7

o
o
..1

O
PERFORMANCE STANDARDS TRAINING CONTENT
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-
I Reas. I Math. 1 Lang.

W. F. - LEVEL W. F. - ORIENTATION INSTR.

2 _t

OBJECTIVE:

G. E. D. TASK NO.

2 1 1 12 1 C.C. 5

Z
us.
-i

11

tea

2:
1-0

on

2 1 lA 1 2B , 60 1_5 1 15

COAL:

TASK: Types case progress reports/face sheets/narratives/discharges/miscellaneous correspondence following
agency S.O.P.Is and referring to manuals for format, checking for completeness and accuracy of infor-
mation as needed in order to prepare accurate, legible copies of handwritten documents.

. PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT,

DESCRIPTIVE:
prescribed formats for each

with reasonable speed.
format and content require-
that worker can catch gross

number of complaints from
words, format errors,

manual sources for each

4

. Types accurately using
type of document.

. Completes each document

. Is familiar enough with
ments for each document
errors of omission or inaccuracy.

NUMERICAL:

. How to

. How to

. How to
instructions

SPECIFIC:

type
read manual typing instructions
identify gross departures from manual

manuals apply to each form/other documents
office secretaries
of,forms, paper, supplies t

to follow when omissions, inaccuracies
are suspected/identified

. Which
used by

. Location

. Procedures
on forms

.

. In X,time, fewe
ssr

than X
office staff about misspelled
or typing errors.

. Worker correctly identifies
form at least X% of time.

'
.

PERFORMANCE STANDARDS TRAINING CONTENT 1
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TASK:
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W. F. - LEVEL W. F. - ORIENTATION

5596 I 596 I 4096

Data 117ec;le. i Things Reas. j Math. l Lang.
INSTR.

2

G. E. D.

2 1 1

TASK NO.

C.C. 6

OBJECTIVE:

Types lists of names and addresses/letters, memos, etc. on a magnetic tape selectric typewriter,
pressing or turning the appropriate. keys, buttons, or dials which activate the machine, following

1

/

the operating instructions and the format for various types of communications, so that the
1

communication (letter, memo, list, etc.) is recorded on the tape correctly, or is transferred
from the tape to the machine's typed communication accurately and/or is addressed to the specified 1

individuals_

PERFORMANCE STANDARDS

DESCRIPTIVE:

Information is recorded accurately, skillfully and
thoroughly.
O perates the machine skillfully and knowledgeably.

. Information is transferred in a reasonable amount
of time.

NU/CRICAL:

. No errors or omissions axe discovered by super-
visor on either the tapes or the typed communi-
cations.
Over X period of time, the worker causes the
machine to malfunction no more than X number of
timee.

I lines of information are transferred onto tape
on X number Of typed sheets in X amount Of time.

TRAINING CONTENT

FUNCTIONAL:

Row to operate a magnetic tape selectric
typewriter.
How to determine if a. magnetic tape
selectric typewriter is functioning
properly.
How to remedy any errors on the tape and/or
on the typed communication.

. How to type accurately at 60 works per
minute.

SPECIFICS

. Knowledge of operation of office magnetic
tape seleotrio iorpewriter.

. Information which should be recorded on tape
and/Or typed communication.

. "Format for various types of office communi-
cations.

PERFORMANCE STANDARDS TRAINING CONTENT

!
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TASK NO.

C.C. 7
.

2 I li I 2B 65% 1 5% 1 30h 3 3 3 L 4

GOAL: OBJECTIVE:

a
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z

1.7:
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TASK: Types and edits letters, forms, memos, and/or manual pages from a dictaphone, rough draft, form
letter and/or information from account books, referring to a dictionary, and working from a knowl-
edge of appropriate word usage, sentence structure and punctuation, in accordance with S.O.P. and/or
Director's instructions, in order to prepare memos, manuals, forms in final form.

4

DESCRIPTIVE:

. .

PERFORMANCE STANDARDS TRAINING CONTENT

and

accurately and

within a reasonable

etc., transcribed, a
transcribed within X

complaints from people
of inaccuracies or

FUNCTIONAL:

. Letters, etc., are transcribed
neatly.

. Letters, etc., are transcribed
amount of time.

NUMERICAL:

. How to type 60 words per minute.

. How to use a dictaphone.

. Knowledge of word usage, sentence structure,
and rules of punctuation.

SPECIFIC:

.

Of the X number of forms,
minimum of 2:number are
minutes.
No more than 3:number of
receiving letters, etc.,
illegibility.

.

. Knowledge of office typewriter, dictaphone,
form letters, account book and/or dictionary.

. Knowledge of Director's handwriting
instruction.

. Knowledge of S.O.P. for transcription.

_ ___PERFORMANCE STANDARDS TRAINING CONTENT_ ,
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D.

.

TASK NO.

.

2 1 lA 1 2B OK 1 5% i 35% 2 2 1 1 1 2 C.C. 8

GOAL:

TASK:

OBJECTIVE:

Types/transcribes personnel information concerning class title, position number, salary step and
grade, effective date, pay review date, etc. from file sources to specified Personnel forms,
acting upon requests from Central office and county offices, double checking completed forms,
in order to complete and forward forms to Merit Employment office for approval of personnel
tcanaactiOns.

*-
PERFORMANCE STANDARDS

..

I

DESCRIPTIVE:

...

. Information is typed and transcribed accurately
I and thoroughly.

tiP 51 . Information is typed/transcribed in reasonable
6!

iii time.
1:1-4
,7,1 . Specified personnel forms are legible and neat.

at,: 1

ali. ca.L:1

F1

Q
1I5

i 1 ...

I

i '> I

ill

1:E1

1 1 PERFORMANCE STANDARDS

All code nuabers, dates, etc. are accurately and
completely transcribed.

. Information is transcribed within X amount of time

TRAINING CONTENT

FUNCTIONAL:

. How to type forms/documents.

SPECIFIC:

, The information to be transcribed.
. Where to locate files.

Familiarity with personnel forms and infor-
mation to be placed on them (special codes,
etc.).

TRAINING CONTENT
I
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TASK: Starts, feeds, stops, adjusts, operates a copy machine, insuring that the correct amount of paper is
in the machine and following S.O.P. in order to make, upon written or oral request, the necessary
number of copies of forms, reports, news articles, or workbooks.

/

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

dupli-

copy machine

.

i

DESCRIPTIVE:
made available within

copy machine.

ruined per 100 copies

than X complaints
copies.

. Correct number of copies
reasonable time.

. Efficiently operates the

. Alert to machine malfunctions.

NUMERICAL:

. How to operate.a copy machine

. Knowledge of collating, assembly

SPECIFIC:
4 Knowledge of agency S.O.P. for ordering
cating services

. Knowledge of the particular office

. Knowledge of size of paper needed

. Knowledge of storage for supply materials

. No more than X copies are
because of operator error.

. Over X amount of time, fewer
about incorrect number of

PERFORMANCE STANDARDS TRAINING CONTENT I
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,
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GOAL: OBJECTIVE:
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TASK: Records data from a written draft onto a magnetic tape, using a magnetic tape selectric typewriter,
making corrections if necessary, following operating instructions and the established formats for ,he
various types of communications, in order to "program" or transfer data onto the tape. /

.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAIN/NC CONTENT

per minute
type-

onto tape

etc.

.

L
--

DESCRIPTIVE:
tape is accurate and

format.
tape section, is operated

and in accordance with

in a reasonable

on tape. .

the machine is mishandled
times.

at least X number of lines

-

. Data transferred onto the
consistent with the established

. Machine, especially the
skillfully, correctly,
operating instructions.

. Transfer of data is completed
amount of time.

.

NUMERICAL:

. How to

. How to
writer

. How to

SPECIFIC:

type accurately at 60 words
operate a magnetic tape selectric

read

of data to be transferred
format for that type of communication
of office magnetic tape selectric

of supplies, tapes, paper,

. Knowledge

. Specified

. Operation
typewriter

. Location
. No errors are discovered
. Over X period of time,
no more than X number of

. Over X period of time,
are transferred onto tape.

PERFORMANCE STANDARDS TRAINING CONTENT
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-

1 lA lA 65 5 30 2 2 I 1 I 2 C.C. 11

COAL: OBJECTIVE:
I
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TASK: Assembles/collates various pages of typed/duplicated reports, attaching pre-printed front sheet when
applicable, and checking to see that there are enough copies of each report in response to order, and
following S.O.P. in order to ensure that the reports are complete and in an easy-to-handle form.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

.

- printed

and attaching

assembled
report

report

DESCRIPTIVE:
order,

of report
in prescribed manner.

a reasonable amount of

are received that there
or that report is not

amount of time.

.

.

. Pages are assembled in numerical

. Al; copies have all pages

. Retorts are attached together

. Reports are assembled in
time.

NUMERICAL:

. How to collate pages in numerical order

. How to attach pages together

. See G.E.D. -

SPECIFIC:
. Knowledge of what reports require pre

front sheet
. Knowledge of S.O.P. for assembling
pages of report

. Knowledge of when report has to be

. Knowledge of disposition of assembled

. Knowledge of required number of each
4*
I,

.

All reports are complete.
. No more than X complaints
are pages missing from report
attached together correctly.

. Report is collated in X

PERFORMANCE STANDARDS TRAINING CONTENT T
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.

TASK: Routes
agency
filing

W. F. - ORIENTATION
13096 1 596 1 159G

Rees. I Math. 1 Lang.

INSTR.
1 1

OBJECTIVE!

C. E. D.

1 1 1 2

TASK MO.

C.F. 14

budget worksheet, computations and action sheet to supervisor/payroll/files,
B. in order to provide data necessary to process for approval, payment,
of data in client's case record.

:3 I,

1

PERFORMANCE STANDARDS

DESCRIPTIVE:

Works with reasonable speed.
Accurately routes materials.

NOXIIELICALs

Budget worksheets, computations and action
are routed to appropriate personnel/Office
of the time.
Worker routes materials promptly 306 of the

sheet
20096

time.

TRAINING CONTENT

FUNCTIONAL:

following
and for

How to prepare material for routing.
See G.ED.

SPECIFIC:

Agency S.O.P. for routing specified
materials.

Knowledge of Whidb, forms are routed to
specified units.

.'I

1

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:
-

OBJECTIVE:
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TASK:Schedules/makes appointments by phone for patients, to be x-rayed at the institution and elsewhere,
considering the length of time required for each x -ray and the Problems involved, allowing time
for persuading anxinvs patients, following S. O. P. in order to arrange the day's appointments for
maximum use of time.

. PERFORMANCE STANDARDS . TRAINING CONTENT

x-rays

x-ray.

MESCRIPTIVE:
each x-ray requested
on the phone.

in scheduling appointment.

overlap in -X: period of,

of telephone manner
.

FUNCTIONAL:

. Allows enough time for

. Courteous when speaking

. Orderly and dependable

NUMERICAL:

. How to schedule appointments
. Telephone manners.
. Length of time required for taking

SPECIFIC:

. 'Fewer than x appointments
time,

. Fever than x complaints
over x period of time.

. Knowledge of time needed for specific

. How mush time is needed between appointments.
-.". Row to budget time.

. How to schedule around emergencies.

.

. PERFORMANCE STANDARDS TRAINING CONTENT I
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TASK: Telephones for hotel/motel accommodations or transportation reservations in response to requests of
staff members, and records expenses, following S.O.P. for price guidelines, use of telephone, etc.,/
in order to make travel arrangements for staff members. /

---__
PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

reserva

reservations

guide-

i

.

.

DESCRIPTIVE:
for reservations well

i are noted.
are followed, where

.

of complaints from
were not made,

number of instances where
expenses.

4

. Worker makes calls, telephones
in advance, as possible.

foror rooms, transportation
. S.O.P.'s for price guidelines
possible.

NUMERICAL:

. Techniques of proper telephone communication

. How to make motel/hotel/transportation
tions

. How to interpret expense guidelines
,

SPECIFIC: -

. Agency guidelines for expenses

. Agency, regulations for use of telephoney.

. Staff members authorized to request

. How expenses are recorded

. What to do if expenses exceed the normal
lines

.

. In X time fewer than X number
workers that requested reservations
or made incorrectly.

. In X time, fewer than X
worker has failed to record

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Calls/talks to registration clerk, providing identification information of recent applicants for
service in order to check for previous contact with the agency. .

o..,

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

desired

clearing for

.

.

DESCRIPTIVE:
in a polite manner.

conveyed to registration

within X period of

arise in X days that
information in request..

.

t

. Worker requests information

. Correct information is
unit.

NUMERICAL:

. Good telephone manners

. How to relate information as to services

SPECIFIC;
. Telephone numbers to use
. Client's name and request
. S.O.P. for calling registration and
previous contact with agency

.

. Registration unit is contacted
time.

. No more than X complaints
worker provided inaccurate
ing file search.

.

w
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u
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_ PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
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GOAL: OBJECTIVE:

KI
42
p.
Cq

-1
ii<
M

ftl

0

TASK: Calls in/telephones press releases to the area newsmedia (radio/newspapers) reading the prepared
statement to the proper personnel, following agency S.O.P., releasing only specified information as
directed by supervisor in order to provide information/satisfy demands for information.

.

1

PERFORMANCE STANDARDS TRAINING CONTENT

releases

DESCRIPTIVE: FUNCTIONAL:
. Worker is pleasant and courteous. '.

. Carefully follows directions releasing only prepared
and approved information.

. Speaks clearly.

. Written release is legible.

NUMERICAL:

. Technique in proper telephone communication

. How to speak clearly and distinctly

SPECIFIC:
. Knowledge of agency S.O.P for press
When and to whom to release information

.

Never releases unauthorized information.
. I-nx period isftime, fewer than X valid complaints
about worker's manner.

4

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Searches files, checks, pulls records of eligibles for employment, according to score, residence,
geographic area of availability, class, and employment status, in accordance with S.O.P. in order to
prepare the list to be typed and mailed to the agency.

..--------.---....
PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

manual

quickly

card as

DESCRIPTIVE:
complete,.correct.
in reasonable time.

per 100 during first
second six months, and

of order, resulting in
candidate.
or transfer errors.

.

.

. Cards/lists assembled are

. Cards/lists are assembled

NUMERICAL:

. How to
material

. How to

. How to

SPECIFIC:

read and understand complicated

scan and pick up information
use a map

of information to be typed
of how order of names is determined

translate information on register
to certification

. Names are out of order 2.times
six months; 1 time per 100
thereafter, no names out
the hiring of an ineligible

. No more than X typing errors

. Knowledge

. Knowledge

. How to

.

applies

PERFORMANCE STANDARDS TRAINING CONTENT
/
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
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GOAL: OBJECTIVE:
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TASK: Records /notes /updates changes on the table of organization for the agency/institution, changing
classifications when notified of reclassification by Merit, adding and deleting positions as they
are allocated, upon notice, following agency S.O.P., in order to maintain an accurate record of all
allocated positions, Table of Organization (TO) for the agency/institution.

.

PERFORMANCE STANDARDS TRAINING CONTENT

,

DESCRIPTIVE:
717;;;ITTaccurately makes

they occur.
Works with reasonable speed.

NUMERICAL:

changes on the T.O. as

X period of time after

than X errors are found

.

,

FUNCTIONAL:
. How to maintain accurate records.

SPECIFIC:
. Location of work materials
. Official notification of changes
. How to reflect changes on T.O.
. Knowledge of agency S.O.P.

. Changes are made within
notification.
In X period. of time, fewer
on The T.O.

i

PERFORMANCE STANDARDS -. TRAINING CONTENT N
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W. F. - LEVEL W. F. - ORIENTATION

1
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-
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GOAL: OBJECTIVE:
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TASK: Posts all changes in manuals as they are received, checking posting monthly against master change list
and ordering any changes which check reveals are not posted accurately, or at all, in order to main-
tain the current regulations in the manual.

PERFORMANCE STANDARDS : TRAINING CONTENT

for

manuals
inserts

office

.

DESCRIPTIVE:
.

manuals within reasonable

posting changes in correct
in manual.

for omissions from
month.

no changes posted

within X number of days

FUNCTIONAL:
. Worker posts changes in
amount of time after receipt.

. Worker exercises care in
manual, at correct place

. Checks master list carefully
posting completed in last

NUMERICAL:

. How to read, interpret regulatory material,
deleting, substituting current issuances
superceded material

. How to read critically

SPECIFIC:
. Location of manuals
. Instructions for posting changes in
. How to.order missing, incorrect change
. Knowledge of how manuals are used in

.

.'Review by supervisor reveals
incorrectly.

. Changes are always posted
of receipt.

'PERFORMANCE STANDARDS TRAINING CONTENT t
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TA"- Gathers/arranges reports/outside information/files working from a schedule, concerning inmates
scheduled to appear before the parole board, arranging each file in a specific order, and arranging
the complete files in the order of inmates' appearance before the parole board in order to provide
al'l available information when making documents available for Parole Board deliberations.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

parole

parole

meet at

parole board

DESCRIPTIVE:
on each inmate containing

available.
order the parole board

each time the parole board
was not available, or
not in order.

.

when the parole board

.

. Prepares a complete file
all meaningful information

. Arranges the files in the
prefers.

. Works with reasonable speed.

NUMERICAL:

. How to

. See C.E.D.

. How to

SPECIFIC:

research files for specific data

respect confidential material

to find information/reports for
use

inmates who are scheduled for

parole board is scheduled to

arrangement preferred by the

. Where
board

. List of
hearing

. When the
the institution

. Piling

,

. Fewer than X complaints
meets that all information
that file arrangements were

. Always has materials ready
meets.

f PERFORMANCE STANDARDS TRAINING CONTENT
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S Data !People 1 Things Data 1 People 1 Things

1

v. F. - LEVEL W. F. - ORIENTATION

3B I IL I 3A 8096 I 10% i 1096

GOAL:

'teas. I Math. I Lang.
J

INSTR. G. E. D. I TASK NO.

3 3 1 1 3 !c. a. 11

OBJECTIVE:

TASK: Gathersicollectsdata on area and county employee performance evaluations, entering data on card
file, noting/listing employees for whom current evaluations axe not available, in order to initiate
necessary action by supetvisors.

PERFORMANCE STANDARDS

DESCRIPTIVE:

1-
Task is Performed with reasonable speed.

. Data collected la accurate and complete.

o
NUMERICAL*

.141 Only X number of administrators complain aboixt
being requested to send in information already
submitted.
Over X period of time, no more than X overdue are
not noted by worker.

iv

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

21-9.

7!4

How to use card file.
. Sow to perform routine clerical functiona.

SPECIFIC:

I

Agency requirements for employee performanoe
evaluations.
Agency S.O.P. for indioating action to be
taken by employee supervisors.

I i

I

TRAINING CONTE'IT
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Data !People 1 Things Data 1 People 1 Things Reas. Math. Lang.

W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D.

2

TASK NO.

C.H. 12

.1.1

..4
C=
-.

6
..1

a.;

«..1

cil
ca

r;
o0

IC
III

Q
0

2
It

1

2 1 1L 1 lA 8596 ir---396 7 i 1094

GOAL: OBJECTIVE:

...i

=
P

TASK: Enters new data maintains resource handbooks (YMCA handbook of clubs and organizations and inter-
agency handbook), in order,to provide information on available resources.

PERFORMANCE STANDARDS TRAINING CONTENT

.

.

related to

they

.

tf

.

.

DESCRIPTIVE:
.

pertinent and complete.

information is entered.
within :X. working days of

FUNCTIONAL:

. Information is accurate,
. Information is current.

NUMERICAL:

How to select pertinent information.
. How to organize information.

SPECIFIC:

. All (10096) appropriate

. Information is entered
receipt.

. Knowledge of agency guidelines as
teak.

. Knowledge of resource handbooks, what
contain.

. Knowledge of resources.

.

.
.

. - TRAINING CONTENTPERFORMANCE'STANDARDS
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TNSTR. ]

2

C. E. D. TASK NO.

I 1 1 2 -IC.H. 13

OBJECTIVE:

TASK: Maintains up-to -date map of school districts in the county, showing locations of foster homes, in
order to provide assistance in locating foster homes in specific areas.

as

00

as
ct

PERFORMANCE STANDARDS

DESCRIPTIVE,:

Information used on map is accurate, complete
and pertinent.
Map is kept up-to-date.

NUMERICAL:

. Map shows oorreot looation of at least X out
of X foster homes.

TRAINING CONTENT

FUNCTIONAL:

. How to follow instructions.
. How to select pertinent information.

How to chart information on a map.

SPECIFIC:

. Knowledge Of geographical larouthochooll+lis-
tricte/locatione of foster homes in coaramitY/
oounty.

PERFORMANCE STANDARDS TRAINING CONTENT
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Data 1 People ( Things Data 1 People 1 Things Reas. 1 Math. I Lang.

W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

2 1 lA 1 2B 80 1 5 1 is 2 2 1 1 1 2 C.I. 9

GOAL: OBJECTIVE:

TASK: Writes/types/transcribes data/code numbers on the allocation list of all positions in the agency,
adding new employees/positions/deleting retirees/vacant positions, listing new allocations from
personnel forms, adjusting pay grades as employees advance, in order to provide the correct coding
for Data Processing needs.

PERFORMANCE STANDARDS . TRAINING CONTENT
DESCRIPTIVE: FUNCTIONAL:
. Accurately inserts the correct code number in the . How to accurately copy multiple digit numbers

4,
-01 .

correct location on the list.
Is thorough/complete in coding all available or

. Knowledge of coding procedures

. Minimal knowledge of ADP procedures/processes

Z1
-i

= known changes. . How to type
. H

1g . Works with reasonable speed. <-
8

...., NUMERICAL:
SPECIFIC:

numbers
tn

1.4. Departmental S.O.P. for changing code
. In X time, less than X incidents of information (i.e.,.how, Wien, and where) fti

...' reliction by the computer due to incorrect code . Allocations list format for the proper listing
:el. numbers and positions. of all changes
It; . All changes are coded in X time after receiving . Some understanding of how this information is

notification of the change. to be used by Data Processing

r.-

00

0

.o.)

0
0

..--)

11F PERFORMANCE STANDARDS
.

TRAINING CONTENT
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Data I People 1 Things Data 1 People ( Things Rees. Math. Lang.

W. F. .. LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK NO.

1 1 1A 1 1A 65 1 5 1 30 2. 2 1 1 1 2 C.I. 10

GOAL: OBJECTIVE:

--,

1-

C.4

,...

m
=
P

TASK: Locates equipment and furniture, checking the inventory list for the proper location, changing the
inventory list as necessary, to reflect equipment and furniture transfers to different areas in the
agency/institution, checking the location of all equipment and furniture on the inventory list in
order to verify the inventory.

PERFORMANCE STANDARDS . TRAINING CONTENT

with a

it is not
inventory
search)
equipment

when

DESCRIPTIVE:
the inventory.

is accounted for at

an inventory, less than
furniture is not in the
inventory sheet.

in X diys.

.

.

FUNCTIONAL:
. Completely/thoroughly checks
. Works with reasonable speed.

NUMERICAL:

. How to read/interpret a list of data
number of variables

. See G.E.D.

SPECIFIC:. All equipment and furniture
the completion of the inventory.

. Upon a spot check after
X% of the equipment and
location as listed on the

. Completes the inventory

. How to locate furniture, etc., when
found in the location listed on the
list (i.e., the most logical place to

. The specific method of identifying the
and furniture in the institution

. S.O.P: for institutional inventory (i.e.,
priority of procedures, etc.)

.

.

,

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. -. LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
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GOAL: OBJECTIVE:

,
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R
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TASK: Notifies staff members dame dates of actions or reports, referring to current tickler file,
as due dates approach according to office procedure in order to ensure that the workers are cognizant

of the due date of actions/reports.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

pending

in

how

position

''. 1
.

DESCRIPTIVE:
or by central office,

dates, fixture
members.

to the front of
reports are

appropriate persons.

fewer than X
required of

included in tickler file.
X workers are

due dates.

. When notified by staff
enters in file all report
actions required of staff

. Current actions are rotated
the file, notices of actions,
placed on. the desks of

NUMERICAL:

. How to organize a rotating file of
_ recurring actions/reports.

. How to tactfully remind staff of
actions.

SPECIFIC:
. Rotating file used by office.
. What areas of responsibility to include

file.
. How staff members wish to' be reminded,

long in advance.
. What to do if staff member is absent,

vacant, or on vacation.
.

. Review, by supervisor shows
number of recurring reports
staff members are not

. Over X time fewer than
not notified of approaching

_ __FERVOR/RACE STANDARDS TRAINING CONTENT....
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Data People Things Data People Things Ream. Math. Lang.

W. F. LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK 1410.

is i a I IA 70 1 25 1 5 4 4 1 1 1 4 C.J. 2

COAL: OBJECTIVE:

.

TASK: Examines/evaluates problems for which people wish to schedule an appointment with the Commissioner,
using own knowledge, agency S. O. P. and commnication direction in relation to urgency/nature of

problem and other agencies of the Department equipped to handle problems, in order to determiile which
Problems need the personal attention of the Commissioner and/or which could be referred to other

staff.

PERFORMANCE STANDARDS . TRAINING CONTENT
ISL1MPTIVE: FUNCTIONAL:

. Conclusion is consistent with data. . How to evaluate a porblem in order to

4, . Decision is made in a reasonable amount of time. determine proper referral.
-I
0 Referral reflects good judgement. How to determine urgency of problem.

P Worker is courteous to those requesting
.-. an appointment. SPECIFIC:

. Knowledge of which problems should be handled 4;0
NMERICAL: by the Commissioner.

. Knowledge of what agencies are equipped to handle lii

t
0 . Over a amino period of time, fewer than
-al . X complaints' are received from referred staff specific problems. P
0 member that referral did not reflect good judgment. . Knowledge of referral Procedures.

0
U3
k . Over a specific period of time, fewer than

X complanints are received from clients
concerning attitude/manner of worker.

6-- . Over a specified period of time, fewer than
X complaints are received from Commissioner con-

....

0 cerning referrals.
00

0
A
.0 . .

0
0or, .
.0 .0

PERFCeMANCE STANDARDS TRAINING CONTENT i
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V. P. - LEVEL W. F. - ORIENTATION INSTR. G. E. D.

4 4 1 4

TASK NO.

c.j., 34 2 lA 75 1 20 I 5

GOAL: OBJECTIVE:

ti

fri

1-,

tt:
,--i

m:mo

TASK: 'Verbally makes/writes commitment for Commissioner to attend appointments/conferences/meetings,
using discretion as to which the Commissioner would be interested in/which would be of concern/
importance for the Department, or as directed by the Commissioner, in order to maintain appointment
schedule for the Commissioner.

PERFORMANCE STANDARDS TRAINING CONTENT

decisions

business

in

would

1

DESCPIPTIVE:
judgement.

in a reasonable

making/rejecting

whidh are directed by

of choice of commitments
(

of time, fewer I

received from those
concerning

.

FUNCTIONAL:
. Commitments reflect good
. Commitment made/refused

amount of time.
. Worker is courteous in

connitments.

NUMERICAL:

. How to discuss/ask questions/make
regarding importance of coming events.

. How to write appropriate/courteous
letter.

. How to handle telephone inquiries
courteous, firm manner.

SPECIFIC:. All comitments axe made
- Commissiciet.

. Commissioner approves
V of the time.
Over a specific period
than X complaints are
requestifig commitment
manner of worker.

. Knowledge of which meetings, etc.
be of interest/importance to the Commissioner/
Department.

. Knowledge of agencr S.O.P., commitment
procedures.

. TRAINING CONTENTPERFORMANCE STANDARDS
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

5B 1 5 1 lA 50 1 45 i 5
i

4 4 I 1 1 4 C.J. 4

GOAL: OBJECTIVE:

c
El
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0...C
tr

1Z
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F
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TASK: Assigns tasks/gives direction to (clerical) staff in Commissioner's Office, explaining methods of
completing task and performance requirements, based upon prior assessment of operational flow, work
load, and workers' capability, in order to insure that staff/time/facilities are used effectively/
efficiently.

PERFORMANCE STANDARDS . TRAINING CONTENT

assignments
performance

DESCRIPTIVE:
are clear, concise.

used in a most effective/

the range of workers'
.

staff.

time, fewer than X com-
staff, concerning manner

assigned were not reason-
unclear instructions

from Commissioner over X
inefficient/ineffective

.

FUNCTIONAL:
. Directions and explanations
. Time/staff/facilities are
efficient manner.

. Tasks assigned are within
capability.

. Pleasant manner toward clerical

NUMERICAL:

. How to evaluate work volume/flow; make
to subordinates, establish and track
standards

. How to assess workers' capabilities

. Knowledge of office procedures

SPECIFIC:
. Knowledge of specific office procedures
. Knowledge of standards of office
. Knowledge of capabilities of subordinates
. Knowledge of work flow/work load

. Over a specific period of
plaints are received from
of worker, or that tasks
able or realistic, or that
were given.

. Fewer than X complaints
period of time concerning
use of time/staff/facilities.

.

.

. .

PERFORMANCE STANDARDS TRAINING CONTENT
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Data People Things Data People Things Rees. Math. Lang.

W. F. - LEVEL W. F. P ORIENTATION INSTR. C. E. D. TASK NO.

3B 1 2 1 IA 60 J 25 I 15 14 14 1 4 C.J. 5

GOAL: OBJECTIVE:

=

ra

TASK: Gathersbollelyolassifies/excerpts information needed by the Commissioner for use at meetings/for
public speakin for-projects using the resources of all the agencies of the Department (staff/
manuals/reports/etc.) in order to obtain all the available information needed by the CommieSioner
on a subject.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

informa,

/files

DESCRIPTIVE:
is obtained in

time.

of time, fewer than
from commissioner

/unclear /incomplete

in X amount of time.
of time, fewer

received from staff
manner of

information.

. All relevant information
a reasonable amount of

. Information is accurate/clear/concise/
complete.

NUMERICAL:

. How to gather infromation.
. How to classify information.
. How to use reference sources.
. How to ask questions to obtain information.

SPECIFIC:

. Over a specific period
Lcomplaints are received
concerning inaccurate
inforimstion.

. Information is obtained

. Over a specific period
then X complaints are
of the Department concerning
worker obtaining needed

. Knowledge of where to obtain specific
Lion within the Department.

. Knowledge of information needed by
commissioner.

. Knowledge of how to classify information
specifically for the Commissioner.

. Knowledge of haw to use manuals /reports
of the Department.

PERFORMANCE STANDARDS _. TRAININGTRAINING CONTENT_.A . -
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W. F. - LEVEL W. F. - ORIENTATION

1 2 1 2 J lA

COAL:

0 Reas. Math. 1- Lang.

INSTR. t C. E. D. iv is NO.

2 2 C.J. 6

OBJECTIVE:

TASK:

Contacts /talks with individuals who have inquired about foster care program,
in order to arrange an appointment at the agency for group or individual
intake.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Worker is considerate, courteous in
making arrangements.
Arrangements are mutually convenient.

NUMERICAL:

Appointments are made with at least I out
of X individuals expressing interest in
foster home program.
No more than X valid complaints received
during X period of time about worker's
manner.

. Appointments are made in X time after the
initial inquiry.

TRAINING CONTENT

FUNCTIONAL:

How to use telephone.
How to arrange appointments.
How to conduct simple business
conversations.

SPECIFIC:

Knowledge of agency guidelines regarding
appointments.
Local office procedure for making
appointments.

PERFORMANCE STANDARDS TRAINING CONTENT

St
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Data # Peo?Ia j Things Data I People I Things Rees. 1
Math. Lar:g

W. F. LEVEL
1

CAlL T :

IA f la
W. F. - ORIENTATION

131:*6 5% 1 15%

INSTR. G. E. D. TASK NO.

2 3 1 1 1 3 ,
c, J. 7

OBJECTIVE:

TASK: Proofreads/checks typing of other office secretaries and/or on spot check basis, looking for
typing errors, misspelled words, and format mistakes, referring as necessary to dictionary and
agency manuals, in order to increase the quality of typing done by office secretaries.

a
.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Worker accurately scans typing for errors,
misspelling, lack of neatness which do not meet
agency standards.
Consults dictionary, agency manual when uncertain
of spelling, format.

NUMERICAL:

c'
. In X time, fewer than X: number of errors found in

imaterial proofread by worker.

i-- . In X time, fewer than X number of complaints from
office supervisor about format errors.

PERFORMANCE STANDARDS

TRAINING CONTENT

FUNCTIONAL:

How to use dictionary, reference books.
How to scan material rapidly and accurately.

. How business correspondence should look,
format, typing, erasures, etc.

SPECIFIC:

Agency standards for format, spelling,
erasures, typing

. Agency manuals for format, style.

. When to make spot checks.

TRAINING CONTENT

:1

r.,

111.

I
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Data 1 People I Things

W. F. - ORIENTATION
96 l -3036 1 5'

Ii
Reas. I Math. I Lang.

INSTR. G. E. D.
2

OBJECTIVE:

2 1 1 1 2
TASN NO.

C.J. 8

TASK: Obtains signatures on forms/documents, as requested,
order to facilitate completion of forms /documents.

explaining need/answering any questions, in

PERFORMANCE STANDARDS

DESCRITTIVE:

Explanation ie clear, concise.
information is accurate, pertinent and complete.

. Signatures obtained within reasonable length of
time.

NUMERICAL:

Signature ie obtained in all (10090 requests.
Signature is obtained within X working days of
request.

TRAINING CONTENT

FONCT/ONAL:

. How to convey information clearly, and
concisely.

. How to select pertinent information.

SPEOMO:

. Knowledge of agency guidelines as related
to task.
Knowledge content and use of form:

rn

I
ss

PERFORMANCE STANDARDS TRAINING CONTENT --
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W. F. - LEVEL V. F. - ORIENTATION
2 I IA I 1A 85% 5% 106

INSTR. 1 G. E. D.

Reas. I :tack. I Lang.

2 2 1
TAS::. O.

I 2 C.1.9
a3ALI OBJECTIVE:

TASK: Maintains appointment book/tickler file, as needed/Appropriate, following agency S.O.P., in order
to maintain a record of appointments/case review dates/narrative dictation due dates.

Entries
Entries

NUMERICAL:

PERFORMANCE STANDARDS

are accurate and complete.
are madewithin reasonable length of time.

Records are kept in all (100%) of eituationsas
required by supervieor or local office policy.

TRAIN/NC CONTENT

FUNCTIONLI4

. How to select pertinent information
amass of data.
How to record information..-.

SPECIFIC:

j
11.1

7.1

Knowledge of agency and local office guide- I

lines as related to task:

4

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
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,GOAL: OBJECTIVE:

TASK: Schedules usage/repair of state vehicles, assuring that cars are serviced/repaired, as necessary,
and are available when needed, following agency and local office S.O.P., in order to maintain
vehicles for use of staff members.

PERFORMANCE STANDARDS
1

FUNCTIONAL:

TRAINING CONTENT

policy

by the

DESCRIPTIVE:

properly. .

for persons involved.
within reasonable

.

is completed In all

in X period of time.
when needed IM of the time.

,

+_

. Vehicles are maintained

. Schedule is convenient
Service/repairs obtained
length of time.

NUMERICAL:

. Communication
. Now to
. Supervisory
. Knowledge

procedures.

SPECIFIC:

skills.
arrange schedules.

skills.
of automotive mechanics/service

of agency and local office
to the task.

of specific vehicles owned

Coordihation of usage/repair
situations as assigned.

. Cars are serviced/repaired

. Vehicles are available

, Knowledge
as related

6, Knowledge
agency.

PERFORMANCE STANDARDS TRAINING CONTENT .- 1.
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ntcons M&INTtANCE /ASSISTANCE MONTS (APA)

(I)

A. Reception/Intake
B. Data Control
C. Obtaining Information/Collateral
D. Explaining Need for /Scheduling Special Appointments
E. Determine Eligibility/Status of Case/Amount/Grant
P. Inform Client' of Eligibility/Status Grant
G. Reporting/Completing Forms
R. Pair .Reaxingo
I. Community/Outreach

J. Food Stamps
L. Quality Control

475

150

I
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3 . 1.0,12

Analyzes/evaluates applicant/client's application form(s)/responses for inoonsistencies, conflicting
information, lack of clarity and intentional omissions in order to identify specific items which
need verification/clarification.

77.a::.:%::ANCr.

DESCRIPTIVE;

. Worker accurately identifies items which need
verification/clarification.

NUMERICAL:

. % of verifications of information confirm that i

worker correctly identified conflicting informs,-
tion/inconsistencies.
In0 of oases, worker is able to differentiate
between poor communication skills and intentional
omission of information.

5Tk"ArAh S

6,4, PI " n41:I a... ,,Ir ,.....m.

FUNCTIONAL:

. How to read.

. How to evaluate informatidn.

SPECIFIC:

Knowledge of agency guidelines of eligibility
for financial assistance/Medical assistance
Food Stamp Program.

. Knowledge of content and. purpose of application
form.

r
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OBJECTIV::

a a 0.

a:

ii

Telephones/visits District Attorney or delegated representative,
in order to obtain a legal opinion on a specific case problem or development regarding collection ofi
monies due agency.

asks questions/presents infordation

PrRFORENNCE STANDARDS

DESCRIPTIVE:

Worker is articulate.
. Worker's statements are clear and ConciSe.

NUMERICAL:

Less than of contacts with District Attorney's
office are considered superfluous.

. Provides District Attorney's office with all
necessary information,during one contact of
time.

TRAINING Cr;N:=7

FUNCTIONAL:

. Ability to ask specific questions.

. Ability to present specific information and
make appropriate responses.

SPECIFIC:

Knowledge of specific case problem or develop-
ment.
Knowledge of supporting docubents required/
S.O.P. for requesting a legal opinion.

PERFORMANCE STANDARDS TRAINING CONTENT
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OBJECTIVE:

Talks with/asks questions/records responses of applicant for financial assistance, encourages
applicant to identify absent parent(s) and address, if known* in order to obtain information/
complete form, "Notice to Law Enforcement Officials Concerning ADO Furnished Abandoned Children",
for forwarding to the District Attorney's Office for action in pursuing support payments.

0

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker records information accurately/legibly.

. Worker is articulate/persuasive.

. Statements are clear and concise.

. Works with reasonable speed.

. Worker is understanding/Sensitive to the feelings
of the applicant.

NVNERICAL:

. Worker completes NOLEO forma on all applicable-
financial assistance applicants.
Lees than %6 of applicants complain about worker's
attitude /manner.

. Less than %6 of NOLEO forms are found to be in-
adequate /incomplete /illegible.

I TRAINING co:!::N

FUNCTIONAL:

Ability to elicit information from potentially 11;
hostile persons.

. Skill in interpersonal relationships.
Interviewing skills.

SPECIFIC:

O
PERFORMANCE STANDARDS

1

. Knowledge! of NOLEO procedures, forms, etc. 1

TRAINING CO::::."E"7
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OBJECTIVE:

TASX: Talks with/listens to/explains computationsiaiks and answers questions of person
Protective Payee for client in order to reach agreement on plan objectives,
and reporti4 procedures required by agency.

designated as
specific responsibilities!

t
.$

f

...1

.1

....1 :5
.

c.4,
...1
--

NUMERICAL:.
17
.- Less than a6 of Protective Payees complain they

do not understand objectives of plan/specific
responsibilitiesireporlangprecedures.

. Worker orients Protective Payee to designated
role prior to' receipt of first Protective ftyient
in all cases.

DESCRIPTIVE:

PERFORMANCE STANDARDS

1

Promptly informs Protective Payee of specific
responsibilities/objectives of plan and reporting
'procedures.
Worker is courteous /understanding /tactful.
Worker's statements are accurate/clear/concise.

r-

L
i

IG

C
PERFORMANCE STANDAL S

1

TRAINING CONTENT

FUNCTIONAL:

. Communication skills.

. Skill in interpersonal relalhiships.

. Arithmetic skills.

SPECIFIC:

. Knowledge of
Knowledge of

. Knowledge of
Payee.
Knowledge of
the iagency.

client's specific need.
specific objectives for client.
agency expectations for Protective)

reporting procedures required by

TRAINING CONTENT
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1OBJECTIVE:

Reviews /evaluates information gathered on protective payment/Vendor
to agency guidelines and decides whether arrangement is appropriate
authorization for protective payment/vendor payment arrangement.

DESCRIPTIVE:

PERFORMANCE STANDARDS

Works with reasonable speed.
Evauluations/decisions reflect understanding/
sensitivity.

. Decisions are consistent with agency guidelines.

NUMERICAL:

Less than 06 of decisions on protective /vendor
payments later prove to be erroneous.
Less than of decisions are not made within
agency time limits.

. Authorization for protective /vendor payments are
issued within X number of days after reaching
deoision on proteotive/vendor payments.

PERFORMANCE STANDARDS

FUNCTIONAL:

payment arrangement in relation
for client in order to issue

TRAINING CC:rrn

. Ability to make objective decisions regarding
data with several variables.

SPECIFIC:

zi

. Knowledge of agency policy regarding protective /1
vendor payments.
Knowledge of oaae history of specifto client/
vendor payment arrangements made.

TRAINING CONTEXT
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OBJECTIVE:
1

1
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TASX: Talks with/listens to/asks and answers questions of client, makes suggestions concerning Protective
Payment/Vendor Payment arrangement, in order to reach agreement with client about the person to be
designated as Protective Payee for client/necessary arrangements regarding monthly grant on Vendor
Payments.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker's statements are accurate/clear/concise.

. Worker is articulate.

. 'Suggestions are logical/meet agency requirements.

NONERICAL:

In less then ;516 of cases, worker and client fail
to reach agreement on person to be designated as
Protective Payee/necessary arrangements regarding
monthly grant on Vendor Payments.
Lees than ti of oLtents complain about Worker's.
attitude/manner.

TRAINING CONTSZZ

FUNCTIONAL:

Ability to explain specific information.
Ability to help client to examine alternative
choices.

. Skill in interpersonal relationships.

. Verbal communication skills.

SPECIFIC:

. Knowledge of specifics of case situation.

. Knowledge of agency guidelines for Vendor
Payments.

PERFORMANCE STANDAL S TRAINING CONInT
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OBJECTIVE:
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- I
51
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7.s..!

NI NUMERICAL:..,

81

TASX: Contacts/notifies client of overpayment of monthly grant, answers questions concerning amount/reason 1 I

for overpayment and explains the consequences of failure to refund the money, in order to encourage
the client to voluntarily refund the amount of the overpayment to the agency.

i
'r 1

Il

!:;t:

I .4.

rn,

:1

PERFORMANCE STANDARDS

INSCRIPTIVE:

Worker is articulate/persuasive.
Worker promptly notifies client.
Worker demonstrates sensitivity /awareness/under-
standing.

C

Client is contacted within X number of days after
discovery of overpayment.
Less than 716 of clients complain that worker
threatened, coerced, or intimidated them into
returning overpayment.

. In sample of cases contacted, all clients stated
worker disc:mot reason for overpayment and
encouraged client to voluntarily refund overpay-
ment.

TRAINING CONTENT

FUNCTIONAL:

. Ability to be straightforward with clients.

SPECIFIC:

Knowledge cf consequences to client of failure
to refUnd monies.

TRAINING CONTEri!PERFORMANCE STANDARDS
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OB.ECTIVE:

IbrAmines/evaIustes information obtained during home visit concerning the situation in the home,
; checking for indications of child abuse/neglect, using own knowledge of agency guidelines, in order

to determlne whether or not amendatory referral to Protective Services is warranted.

. a

a . e

4...

. . .

5 4 1 a. c.

PERFORMANCE STANDARDS

TESaRIPME:

. Evaluation is thorough /complete.

. Evaluation is consistent with agency guidelines.

MMENBICALs

. 2p6 of referrals to Protective Services are found
to be justified.
No children die/are hospitalized because worker
failed to observe/report child abuse/neglect.

TRAININC CONTENT

FUNCTIONAL:

. Ability to make accurate observations.

. Ability to evaluate information against agency
guidelines.

. Knowledge of behavioral science.

SPECIFIC:

. Knowledge of guidelines that identify. child
neglect /abuse.

. Knowledge of ease history/background of specific
client.

PERFORMANCE STANDARDS TRAINING C=TEXT

I ".

P.
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OBJECTIVE:

TASK: Advises/informs client of availability of legal services for representation in court of law in order
to help client prepare for/participate in fraud action. hearing.

PERFORMANCE STANDARDS

ISSCELPTIVE:

. Statements are accurate/clear/concise.
Worker is courteous/understanding/patient.

NOICRICAL:

Les. than Eg of clients complain they were not
informed of availability of legal services.
Less than JEK of clients complain worker was not
helpful.

TRAINING CONTENT

FUNCTIONAL:
1 Z-

Knowledge of client's rights.
Ability to communicate simple concepts.

SPECIFIC:

. knowledge of availability of legal services-

. Knowledge of standard operating procedure for
referral to legal services.

PERFORMANCE STANDAL S TRLINING CCNTE.:I
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OBJECTIVE t

p

Worker composes/writes letter to collateral sources requesting information concerning suspected fraud;
in order to obtain information necessary for determining what action should be taken in instances of I I

suspected fraud.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Works with reasonable speed.
Information gathered is accurate/complete/
relevant.

. Letter is written in clear/concise/easily under-
stood style.

1113/411RICAL:

Less than 0 of clients complain about worker's
attitude/manner, as reflected in the correspon-
dence.
Worker gathers information from all appropriate
collateral sources.
Less than ]D6 of information gathered is incom-
plete/inaccurate/Invalid.
In all cases, agency guidelines on confidential-
ity are followed.

TRAINING CONTENT'

FUNCTIONAL:

. Letter writing and, composition ability.

. Knowledge of grammar/punctuation.

SPECIFIC:

Knowledge of standard operating procedure for
contacting collateral sources.
Knowledge of agency guidelines
ity.

Knowledge of identity/location of collateral
sources.

ri

on confidential--

tj

1

I

I I

1 tPERFORMANCE STANDARDS TRAINING CONTEST
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1

I TASK;

1

1

DESCRIPTIVE:

1.2 Review of completed forms is thorough, but
completed with reasonable speed.

iS Thoroughness of inspection based upon good
judgement in evaluating worker capabilities and
experience.

I .-
tcl NUMERICAL:

In X time, fewer than Ds of the reports signed
are discovered to contain errors.
In X time, fewer than X number of reports are
authorized in conflict with agency policy.

Inspects, signs /approves all Change of Status requests, Family Unit reports, Record for Determining
Assistance reports, Notice of Decision, and Referral and Request for Clearance reports, checking
for accuracy and consistency in order to authorize action as specified in these reports.

PERFORMANCE STANDARDS TRAINI= CS::XENT.

FUNCTIONAL:

. How to scan reports fOr significant data.

. How to evaluate reports for internal consis-
tency.

. How to apply regulations, policy to specific
situation.

SPECIFIC:

Applicable agency policy.
. Use of each of the forms.

Background, experience of workers submitting
reports.

PERVORNANCE STANDARDS TRAIN:NG CONTEI:S:
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GCA L: OBJECTIVE:

TASN: Writes/enters client's name, address, date of contact, etc.,
ilumudiately upon contact with applicant, forwarding one copy
make a written record of the application.

f

Li

,0

I

I

on standard Application Notice form
i

of notice to State Office in order to I

I

4

ZU
1 =1

FUNOTICalla 1-

PERFORMANCE STANDARDS

DESCRIPTIVE:

Form is accurately completed.
Worker works with reasonable speed.

EUNICEICIL:

Zn X time, fewer than I number of instances
here copy of Application Notice is not sent to
State Office within X days.
Zn I time, fever than 2: names, addresses are
found to be incorrect

TRAINING CONTENT

How to record names/addresses.
How to prepare multiple copies.

SPECIFIC:
1 Si

...1f-1

Forms used by agency/where they are located. v.--

Where to send copies.
What information is required.
Use of Application Notice.

I

;

I I

PERFORMANCE STANDAR S IRAININC CONTENT
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1 r e .t . . .
i 1.: if... s 'OBJECTIVE:

1

I

I 'IASI:: Talks with/contacts a service worker, explaining specific public assistance client's
1

. order to notify the service worker of the client's need/desire for service.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker's discussion is clear and concise.
Need/desire is related with reasonable speed.

NINER/CALs

. No more than X complaints from service workers
over is period of time, that a client was
referred to them who had no need/desire for
service.

. A service worker is notified of this need within
X period of time, after it is discerned.

PERFORMANCE STANDARDS

CONTENT

FUNCTIONAL:

1 (

1

situation, in

,

: 1

i 1

,-%

te.

t

71a
. How to relate to fellow workers. a

How to discern a need for service. I

t

a .

SPECIFICS

Service worker to notify when a need is
discerned.

Client's situation and why he needs /desires
service.

I

I 1

TRAINING CONTEXT
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I.O. 27

OBJECTIVE:

TASK: Explains to applicant client possible benefits from, and entitlement to, given resources noted on
IM application form(s), (i.e., Social Security, railroad retirement, veterans' benefits, maritime
and union, etc.), and requests/elicits applicant /client's signature on consent form, in order to
secure written consent to verify availability of benefits for applicant /client.

_
PERFORMANCE STANDARDS

DESCRIPTIVE:

Statements are clear, concise and accurate.
Works with reasonable speed.
Completely/thoroughly explains entitlement/
benefits from various sources noted on applica-
tion.
Worker is patient, tactful.

NUMERICAL:

. In a4 of cases, worker is able to secure sighed
consent form from applicants /clients.

. Lees than of applicants/clients complain
about worker's attitude/manner.

. In all applioable cases, worker identifies/
reviews with applicant /client possible benefits
and entitlements.

TRAINING CONTENT

FUNCTIONAL:

. Verbal communication skills.

. Skill in interpersonal relationships.

. Ability to interpret simple data on a form.

. Knowledge of range of possible benefits
available from Social Security, reilroAd
retirement, veterans benefits, maritime and
union, etc. and eligibility requirements.

SPECIFIC:

. Knowledge of use of agency consent form.

. Knowledge of agency MR application form.

PERFORMANCE STANDARDS TRAINING CONTENT
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2 '''t3 v. Writes/dictates

PERFORMANCE STANDARDS

i
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NUMERICAL:

. Summary is accurate /complete.

Summary is clear/concise.
. Works 4th reasonable speed.

. Worker completes summary within)tnnmber of days

Based on initia3. summary, District Attorney's

Less than A96 of summaries are found to contain

office is able to evaluate /give suggestions for

inaccurate.
Based

investigation.

information which is inadequate/incomplete/

further action in of cases.

'

representative,
suggestions for

..

0

r.

PERFORMANCE STANDARDS

:, L. .

3 1 1 1 14 I.E.2

summary of suspected fraud findings in letter to
following agency S.O.P., in order to request his
further action.

. ,

District Attorney or his delegated
,

evaluation of the findings and
0

1

I

TRArn:::c CCXTE::T i

I 7'.

FUNCTIONAL:
I.

:7;

I

e

SPECIFIC: g
Knowledge of standard operating procedure for

%requesting Court evaluation.
. Knowledge of the findings in the specific case.!

1 I

. Ability to summarize.

. Ability to write/compose lettere.

TRAINING CONTENT I
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OBJ:CTIVE:

I

Appears/gives testimony at judicial hearing, making sure all facts are accurately reported, in order;
to provide the judge with information upon which to base a decision on fraud action.

PERFORMANCE STANDARDS

DESCRIETIVEs

Worker is articulate.
Statements are accurate/clear/concise.

NUMERICAL:

Lem than 34 complain that worker'. testimony- was
inaccurate incomplete.
Less than 06 complaint about worker's attitude/
manner as inappropriate at judicial bearing.
Worker is always on time for judicial hearing.

TPAINIO C:=ENT

FUNCTIONAL:

Ability to be objective.
Ability to summarize information and present
information in a clear, verbal manner.

. Verbal communication skills,

SPECIFIC:

r..

7 Vi

Knowledge of standard operating procedure for 1

judicial hearing.
Knowledge of taste in the specific case.
Knowledge of agency guidelines on confidential...!
ity.

PERFORMANCE STANDARDS TRAININC CON:ENT
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3

Math. I Lang.

1

.. .

C. E. D. TASK O.

1 3 1 3 I.E.20

TASK: Checks records in Assessor's office, if client owns property, for legal description and year
purchased, locates Deed (or Lends) Book for that year and copies wording of Deed in contract for
later typing on standard form; checking status of taxes,martgagea, etc., following S.O.P., in
order to validate the legal status and value of the property.

-

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker's check of the Assessor's office is
thorough and accurate.:

. Accurately copies wording of Deed.

. Legal status, taxes, value are accurately
recorded.

NUMERIcAL:

In x time, fewer than LC number of
errors.
In lC time, fewerithan X number of
establishing tax or legal status,

transcription

errors in
property value.

TRAINING CONTENT

FUNCTIONAL:

. Sow to search file&for information.

. How to transcribe ox oration for later use.

. Mow to establish tax end legal "status of
property, value.

SPEUM:

Purpose of search of Assessor's files.
. Need for accurate copy of wording of Deed.
. Location of Assessor's records.
. Oiganisation, cross-indexing of Land.. Book.

Specific instruction for determining property
value, status, taxes.

PERFORMANCE STANDARDS TRAINING CONTENT

MP'
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OBJECTIVE:

TASK: Checks /reviews court probate files, 'noting whether an estate has been opened, in order to determine
if steps must be taken to open an estate for the state to collect the amount of the lien against a
deceased client's estate.

PERFORMANCE STANDARDS

INSCRIPTIVE:

Carefully checks the probate files for evidence.
that a deceased client's estate has been opened.
Initiates appropriate steps to open an estate
when necessary.

NUMERICAL:

. In X time, fewer than X cases where the state hie
failed to check if an estate bad been opened.

TRAINING CONTENT

FUNCTIONAL:

. Familiarity with estate opening.
Legal implications and requirements of estate
opening.

SPECIFIC:

When and where to check probate files.
How to initiate steps for opening an estate.

. How the task contributes to the subsystem
purpose.

PERFORMANCE STANDARDS TRAINING CONTENT

Aro

lei
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0
C9

GOAL:

TASK:

OBJECTIVE:

Beviews/searchee records of county clerk's office of deaths ocouring during past month, noting names,
dates of birth and death, in order to gather information for completing Probate Estate report.

PERFORMANCE STANDARDS

IIESCREPTIVE:

. information is accurate, pertinent and complete.
Completed within reasonable length Of time.

. /nformationis obtained monthly.
. All (10090 needed information is obtained.

TRAINING CONTENT

MOTIONAL:

Now to select pertinent information.
Now to record information.
How to use a filing system.

SPECIFIC:

. Knowledge of agency guidelinee as they
relate to the task.

. Knowledge of what information is needed.

. Knowledge of where to obtain information.

PERFORMANCE STANDARDS TRAINING CONTENT
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03JaCTIVE:
I

1

TASK: Examines/evaluates/reviews the final report of an estate, checking for unauthorized payments and/or
1

1

i '
overpayments, notifying the estate attorney when unauthorized claims/overpayments have been made,
retrieving as much owed to the State as possible, in order to release the lien.

1 I

1
i 1

i

I

PERFORMANCE STANDARDS

DESCRIPTIVE*

Catefully and thoroughly checks the final
reports.

! . Notifies the estate attorney of inconsistencies
within a reasonable amount of time.
Consistently catches unauthorized payments.

u

I

s

NUMERICAL:

. Examines the final report and notifies the estate
attorney within K tine after receipt of the
report.
Upon routine review, gt6 of unauthorized payments
are discovered.

TRAINING =TENT

FUNCTIONAL:

. Haw to evaluate a report.

. Knowledge of estate[lien/mortgage

SMCIFIC:

. Knowledge of payments and amounts.thlit can be
paid before the State claim can be paid.

. Protocol for notifying. estate attorneys for
overpayment of fees and unauthorized payments.

. Knowledge of reasonable attorney fees.

PERFORMANCE STANDARDS

t
ww

TRA:NING CONTENT I
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COAL: 'OBJECTIVE: : i

1

! i

: I

TASK: Receives/reviews response from State location Service, and writes/composes letter to District
1 1

. Attorney or delegated representative, in order to provide him with information for further .

processing.

1

PERFORMANCE STANDARDS

DEISGRIPTIVEt

Information is accurate/complete.
. Works with reasonable speed.
. -Reports are clear/concise/easily understood..

0

NDMERICALs

Responses referred to District Attorney's office
within X number of days upon receipt of
information.
Leas than of information predented is unclear/
incomplete/inaccurate.

c

C.

7").

PERFORMANCE STANDAR S

TRA/NIXO CONTENT

FUNCTIONAL:

. Ability to summarize information.

. Ability to write letters.

. Knowledge of language usage/grammar.

SPECIFIC:

. Knowledge of standard operating procedures
regarding court evaluations.

i=,

TRAINING CONTENT
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GCAL: OBJECTIVE:

i5

71

It NUMBRICAL:

D.-tt i Peop..0 ; I sta.?. . I .. .
AA

a' a

I.8.25

TASX: Initiates/prepares Order to Show Cause for specific action, (i.e., person not paying Court- ordered
support), and forwards to Court in order that Courtney review and issue Order.

PERFORMANCE STANDARDS

MESCRIPTIVE:

Report is accurate/Complete.
Works with reasonable aimed.

!7-1

Lees than 0 of forms are returned because they
are Inaccurate/incomplete.

. Initiates Order according to agenCy standard
operating procedure in 20 of cases where
individual is not making Court-ordered support
payments.

TRAINING CONTE:;T

FUNCTIONAL:

Ability to work with Court.
Knowledge of legal procedure.
Knowledge of AFDC requirements.

SPECIFIC:

Knowledge of how to prepare Order to Show
Cause for specific action.
Knowledge of how to route materials to Court.
Agency &Oa. as it relates to the task.

PERFORMANCE STANDARDS TRAINING CONTENT

1

I
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28 79% 9% 1 20%

C. E. D.
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GOAL: 1 OBJECTIVE:

1"CK:

L.

Determines/Writes shelter allowance for home-ownership cases, computes percentages, (manuany or by
machine), using client's tax receipts, mortgage and property insurance receipts, minor upkeep and
repairs receipts and agency guidelines, establishing whether or not an amount exceeds the maximum
home - ownership allowance, in order to arrive at a home - ownership allowance entry on the budget
worksheet /action sheet.

PERFORMA.NCE STANDARDS

DESCRIPTIVE:

Computations are accurate.
Works with reasonable speed.
llriting is legible.

NUMERICAL:

Hakes less than Bpi error in transferring amount
to budget worksheet/action sheet.

. Makes less than % error in mathematical
computations.

. Completes task within X time.
Less than ]%6 of forms are illegible/incomplete.

TRAINING CONTEXT

FUNCTIONAL:

Ability to coordinate data from several
. Ability to compute percentages.

Ability to use calculator.
Ability to evaluate information, (i.e.,
receipts, etc.).

SPECIFIC:

. Knowledge
ownership
Knowledge
sheet.

I

sources.
4

tax

of agency guidelines limiting home-
allowance.
of use of budget worksheet/action

PERFORMANCE STANDAR'S TRAINING CONTENT 1
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F. -

3B

I GOAL:

TASK:

! 1

I 1

I I

1

IDESCRIPTIVE:

. Information gathered is accurate/complete/
thorough.

Ti- t Answers all inquiries promptly.
0,

Wk.
711 NUMERICAL:

1
. All information is gathered within agency timee

is inadequale/unclear/erroneous.
In less than of cases, information gathered

,

ORIENT L=0:1

75% 1 06 1 20$

; .%.,, -1--"-.1,
.

. -

.

I: ...,.us ., i . , .i.. I .. ,

2

OBJECTIVE:

3 1 3 1 3 I I.E.27

Massive* inquiry from Quality Control concerning action taken on cases, scans case
requested information and reviews financial dictation in order to gather requested
reviewed. cases.

PERFORMANCE STANDARDS

PERFORMANCE STANDARDS

1files for
information on I

1

1

P

1TRAINING CONTEIn
.Ztj

:

FUNCTIONAL:
I El

. Mow to use case files.

. HoW to select pertinent information from a masa,
of data.

aPECIFIC:
11

. Knowledge of agency S.O.P. as it relates to 1-$
I

the task. 1 :;

1'

1 I
;

1 I

TRAINING CONTENT 1 I
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OBJECTIVE:

F.
3B

C

TASK:

LEVEL

2 li
vs. F. - ORIENTATION

5096 4596 1 596

C. E. D.

Consults with supervisor, discussing data oollected from case records and facts gathered from
collateral sources, concerning suspected fraud, sharing pertinent information and exchanging views,
in order to establish an agency plan of action.

1

F-

PERFORMANCE STANDARDS

ItESCREPTIVEs

Information presented is accurate/complete.
Worker is articulate,
'concise.
Completes task in reasonable amount of time.

statements are clear/

NUMEaCALs

. N6 of suspected fraud findings are dismissed with
supervisor within X number of days, unless time
extended by unusual circumstances.

. Less thanal of data /facts /materials presented
by worker are later found to be erroneous.
Dataftacte/matemials presented by'voiker.aze
sufficient to arrive at a plan of action in Di
of oonsultations.

TRA.rsim coNTENT

FUNCTIONAL:

Ability to summarize data.
Ability to present pertinent information.

SPECIFIC:

. Knowledge of case records.

. Knowledge of
conferences.

agency S.Q.P. for supervisory

1

er4
4%.%

I I

PERFORMANCE STANDAlk S TRAINING CCU:TENT ) I t
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W. F. LEVEL W. r." - ORIENTATION INSTR. G. E. D. . TASK NO.

:t4

::1

2
0

*1.4

4"4a
*A

g
:3,

0

.4
a
ca

ts

vi
4.100
4-$
.00

4 1 14 1 1A ' 80% 1 10% 1 10% 4 4 1 3 1 4 I.E. 29

GOAL:
.

.

.

OBJECTIVE:
.

:

<
.03

Pi
,p

TASK: Examines and evaluates resident's' file periodically, ascertaining whether or not requirements have
been met to enable resident to request Federal funds/benefits (Social Security, Medicare, etc.),
referring to Federal. rules and regulations in these programs, -in order to determine whether residents
should apply for Federal funds/benefits.

.-

-
. . .

.

DESCRIPTIVE:

PERFORMANCE STANDARDS -

FUNCTIONAL!

TRAINING CONTENT

.

availaUlt

conclusionsA

use, etc.

in
.

of the
Medicare,

for

.

.

and with care.
in his determination.

for all programs

'
,

more than X instances
should have applied

from residents, that they
benefits they should be

.

knowledge of Federal
all (100%) cases,

.

Worker examines file thoroughly
i . Worker uses good judgment

4 Worker recommends application
for which resident is eligible.

NUMERICAL:

gnowledge
for residents.
How to

SPECIFIC,

. .

of Federal programs/benefits

evaluate data in order to draw

file for benefits -- forms to
locate resident's file.
locate required information

file.
of eligibility requirements

programs (Social Security,

of Federal rules and requirements
programs.

'

How to
now to
Row to
resident's
Knowledge
various
etc.).
Knowledge
the various

.

.

Supervisor discovers no
over X time, where resident
for benefits but did nut.
No more than X complaints
are not receiving all the
receiving.
Decisions reflect a through
rules and regulatibns in

. PERFORMANCE STANDARDS TRAINING., CONTENT .
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Data I People 1 Things Data I People 1 Things Reas. 1 Math. Lang.

W. F. LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

4.

.Z.
'

o.

:44
.cs

(4:

+4

o
cm

c

0.4

c
o
t.)

r.4

ls.1c.,

.-,

11;

1

3331 lA i lA 9096 _I 596 1 596 3 3 1 3 1 4 I.G. 8

GOAL: OBJECTIVE: 1

TASK: Prepares/writes up the state's claim against an estate, listing allowable claims and using the proper
format, in order to file the claim with the Clerk of Court.

I

1.4
1 !.1:.'

77-

1--

I+4

I...

...;

It

PERFORMANCE STANDARDS TRAINING CONTENT

informaiT:

I

teohniquesizl

prepare the

of Court.

MESCR1P2IVE:
.

county.
and comprehensive.
a reasonable amount of time

X time after the estate is

X claims are inaccurate.
.

.

it

FUNCTIONAL:

Files claim in the proper
. The claim is complete

Piles the claim within

NUMERICAL:

. How to review file data for specific
tion.

. How to organize/collate data.

. How to perform routine socquntiag

.

SPECIPIC:

. Niles the claim within
opened.

. Won review, fewer than
.

. Where to file the claim.

. Where to gather information to
total amount of the claim.

. The proper format of a claim.

. How to file a claim with the Clerk

.

#

i

PERFORMANCE STANDARDS TRAINING CONTENT II
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W. F. - LEVEL W. P. - ORIENTATION. INSTR. G. E. D. TASK NO. 1--
3B I IA i IA 90% I 996 i 9% 3 3 1 3 1 4 I.G. 12

GOAL: OBJECTIVE:
....

1;
=
....

o
...
1.0

a
.Aa
0
c=

4
1;
0o

o
NI
1.0
U

F.
1

TASK: Composes/writes-up correspondence concerning the review and sale of property, preparing Prelim
releases, arranging for the auction date and terms/options, in order to arrange for the sale of
state owned proper*.

,..

i4

1g
1:11
5;

7i

Ri
...i

20
'M I

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

with many

-

property.

to publicize

ISSCRIFTIVE:
-

comprehensive.
are completed well

notified.

.

X complaints from the public
of an impending sale.

for a sale are complete
sale.

. Correspondence is clear,
. Arrangements and publicity

ahead of time.
. the public is 'sufficiently

PHICRICALs

. TAX time, fewer than
about lack of notification,

. Arrangements and publicity
by X time before the

. Now to arrange publicity.

. How to organize a public event
variables/intangibles.

SPECIFIC:

. Requirements for the sale of state

. When the property must be sold.

. Who to contact In various areas
the sale.

- .

.

-

PERFORMANCE STANDARDS TRAINING CONTENT
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O
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4"o
o

2 li IA 9094 1 916 I 5% 2 i 2 1 I 1 2 i I.G.14
GOAL: OBJECTIVE:

=
.:i-

.4

vl
.-

TASK: Files completed Assignment of Support form with the Clerk of Courts in order that client's support
payment may. be credited to the agency's account and AFDC recipient.

PERFORMANCE STANDARDS TRAINING CONTENT

DBSCRIPZIVE:

forms filed with Clerk of
of days of completion.

axe filed with incorrect/
information.

1

FUNCTIONAL:

Form is completed accurately.
. Form is legible.

BISIMICAL:

. Understanding of legal procedure surroundin
support payments.

.

SPECIFIC:

. Assignment of Support
Courts within X number
UAW than N-4 of forme
illectbitAncompleto

. Knowledge of location of Clerk of Court's
office.

. Knowledge of how to file legal papers.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK NO,

61

11

cm
0-4z
.^.

.

W. F. -LEVEL W, F. - ORIENTATION INSTR, G. E. D.
14 1 2A 1 11 90A -I 96 1 596 2 1 2 1 3 1 3 . I.G.15

GOAL: OBJECTIVE: .

TASK: Initiates "Incapacitation Report" on receipt of assistance application and approves assistance pay-
ment on basis of available medical information abovit AFDC imcapaoitated parent, and agency S.O.P.,
In order to enable the applicant/client to receive immediate assistance payments.

I
PERFORMANCE STANDARDS TRAINING CONTENT

to

Report."
to

.

ABSCRIPTIVE:

. Form is completed accurately.

INIMERICALs

worker makes inappro-
available medical

is completed for all
ant/clients.

is completed within agency

'

FUNCTIONAL:

. Ability to read.
. . Ability to fill out report forms.

. Row to evaluate information in relation
specified criteria.

SFEOMO: c>

. In less than 294 of cases,
priate

applicable AlEC
. "Incapacitation Report"

time limits.

. Knowledge of how to complete "Incapacitation
Report. 4,-

. Knowledge of content of "Incapacitation

. Knowledge of agency S.O.P. as it relates
the task.

.'

PERFORMANCE STANDARDS TRAINING CONTENT .
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TASK NO.

1.0.16

-1
.1

.7..-

,-,
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,..,q

rn
I

-T-1
c;

7

W. F. - LEVEL W. F. - ORIENTA.TION INSTR.

2 I LI I U 8014 1 gd I 1596 2
OBJECTIVE:GOAL:

TASK: Upon receipt of report of incapacitation -which excludes a person from mandatory um referral, worker
fills? out referral form to Division of Vocational Rehabilitation, according to agency 3.0.P., in
order to refer incapacitated applicant/client/family member for rehabilitation.

- ,
I

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

form.

Pr°"-

ZIESCRIPTIVE :

forme contain information'

.

. Referral form is accurate/Complete.

NUMERICAL:

. Ability to record information accurately.

SPECTFIC s

Less than 36 of referral
Authatreirserraisincomparelete/ouncompieleartediewirrothinneousege.

limits.

. Knowledge of location/use of specific

IndULWifettereofferralageriVtOaDVIttandard.
operating

.

.` .

- PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. F. ORIENTATION INSTR. G..E. D. 1 TASK NO.

1 IA I u 8% I 59 I 10$- 2 2 3 I.C.17

GOAL: OBJECTIVE:
,

..,..1

vs

11
zig

.

.

Eih
-.Iof

TASK: Records/enters figures on standard change forms, reflecting the amounts of grants certified for
clients, based on provisions for special needs, including client's name and identifying information,
in order to prepare a form notifying State Offioe of a temporary change in the amount of client's
grant.

...

PERFORMANCE STANDARDS TRAINING CONTENT

DESCRIPME: FUNCTIONAL:

. Entries are accurate.
!Crd is complete, in:it:do:ay certified entries.

r

NUMERICAL:

. Row to till out a form.

. Are to work with numbers.

SPECIFIC:

In X time, fewer than X nudber of errors in forms
sea to State Office.

. In X time, fewer than X number of forms omit
essential information.

.

. Standard form for speciaLcase actions.

. Viere to obtiin any needed identifying informs',
tion.

. How the fora is used/Where supply is located.

. /in to correct errors on form.

. Aver, S.O.P. for notifying State Office of
temporary change in amount of client's grant.

,
.

1

PERFORMANCE STANDARDS TRAINING CONTENT . _
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W. F. - LEVEL

Data 1 Peo ?ie Things Rees.

14, 1 Lk
W. F. - ORIENTATION INSTR.

906 1 96 J 9% 3

I Math. / Lang.

G. E. D. TASK NO.

3 1 3 1 3

GOAL: OBJECTIVE:

TASK: SUmmarizes/irites/dictates pertinent data for inclusion in case narrative, when responsible rela-
tives cannot or will not assume financial liability, as determined by worker, or does not respond
to notification, marking required number of copies of confidential report and file of correspondence,
with responsible relative for inclusion, in order to submit a report to the Board of Supervisors for
adjudication of financial-responsibility.

.44

5
0

..4

04
co

0

0

r-

PERFORMANCE STANDARDS

DESCRIPTIVE:

Beport accurately reflects worker's understanding
of the situation.

. Report is as brief as possible, avoids duplica-
tion, but includes all data essential to a sound
understanding/decision.
Copies of correspondence/confidential reports
are clearly marked for inclusion with the
information sheet.

NUMERICAL:

In X time, fever thmiXnumber of requests from
Board of Supervisors for additional information
which was available to worker, but not in report.

. In X time, fewer than I number of oomplaints
from supervisor, Board of Supervisors about
duplication, wordiness.

TRAINING CONTENT

FONCTIONAls

How to summarize case narratives, collateral
information into a brief statement of fact.

. How to assemble records for delivery.
Row to convey own impression of a situation.

SPECIFIC:

Agency policy for report to Board of Supervisors
Conditions that reqUire the filing of report.

. Information required; availability.
Purpose of the report.

. Specifio situation, extenuating circumstances.

PERFORMANCE STANDARDS TRAINING CONTENT
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1 GOa: 'OBJECTIVE:

1 I 1

1

1 ! .
, 1

I
I

i .

!

. i

I

1

1 I

TASK: VOon notification of overissuance of Food Stamp bonus, bonus stamps fraudulently received, or
misrepresentation of eligibility and/or issuance information, writes /composes letter to client
in order to inform client of discrepancies/violations /amount of money due agency and consequence of/
failure to cooperate/Make reimbursement.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Sttitements are accurate/clear/Concise.
Letter is written promptly upon notification.

Client is contacted within :X: number of days after
discovery of discrepancy in Food Stamp issuance.
Less than ;g6 of clients complain that agency
letter wan inaccurate /unclear /did not explain
consequences of situation.
Out of a sampling of X cases, no more than X
clients state that they were not informed of
overiesuance/disorepancrniolation.

TRAINING C6TENT

FUNCTIONAL:

Ability to write/compose letter containing
speoific information.

. Eby to organize materials.

SPECIFIC:

Knowledge of agency standard operating pro-
sedum for recovering overissuance of Food
Stamp., etc.
Knowledge dfspeoific discrepancieshiolationst I

amount of money due from specified clients. :

I

i

PERFORMANCE STANDARDS

1

TRAINING CONTENT / 1 1
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GOAL:

2 1

TASK NO.

OBJECTIVE;

TASK: Records /routes client's name/address/notice of denial /change /acceptance to clerical staff for action
. according to standard operating procedure, in order to ensure client gets written statement of agency=

action within prescribed time limit.

PERFORMANCE STANDARDS

MESCR/PTIVE:

. Information is copied accurately.
Works with reasonable speed.

. Materials are routed in accordance with agency
routing procedures.

NUMERICAL:.

. Less than at of materials are routed incorrectly.
. All materials routed;within agency time limits.

TRAINING CONTENT

FUNCTIONAL:

. Now to copy information accurately.

SPECIFIC:

. Knowledge of agency

. Knowledge of agency
the task.

. Knowledge of agency

routing procedures.
S.O.P. as it relates to

time limits for completing
task.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Writes/dictates report of investigation/facts/conclusions and agency's action on complaint, in order
to make a record of agency's handling of the complaint.

PERFORMANCE STANDARDS TRAINING CONTENT

and neces-

for

/agency's

DESCRIPTIVE:

speed.
and concise.

X number of days
on complaint.

are found to contain

4

FUNCTIONAL:

. Report is accurate/Complete.

. Works with reasonable

. Statements are clear

NUMERICAL:

.

. Ability to record all appropriate
ataxy information and conclusions.

. Verbal communication skills.
.

SPECIFIC:

. Report is completed within
following agency's action
Less than % of reports
information that is inaccurate/incomplete/
inadequate.

. Knowledge of standard operating prOcedure
reporting final action on oomplaint.

. Knowledge of findings /conclusions
action concerning complaint.

-

.

_
PERFORMANCE STANDARDS TRAINING CONTENT _
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GOAL:
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INSTR. G. E. D.W. F. - ORIENTATION

3

OB3ECTI IE:

606 1 1 596

TASK: Appears/gives testimony at Fair Nearing, making
-- provide Appeals Officer with information upon whi

TASK NO.

1.11.12

sure all facts are accurately reported, in order to
ch to base a decision.

0

44
4.10
yyA0

nMP1ANCE STANDARDS

DESCRIPTIVE:

Worker is articulate, statements are clear /con-
cise/easily understood.

. Information presented is accurate.

NUMERICAL:

. Less than complain that worker's testimony was
inaccurate incomplete.

. Less than X96 complain that worker's attitude/
manner was inappropriate at Pair Rearing.

. Worker is always on time for Pair Hearing.

TRAINING CONTENT

JUNCTIONAL:

. Ability to be objective.

. Ability to summarize information and present
information in a clear, verbal manner.

. Verbal communication skills.

SPECIFIC:

Knowledge of Court expectations in giving
testimony.

. Knowledge of background/history of specific
case.

. Knowledge of Fair Bearings /legal process.

.4..
PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Cheeks client's ID cards, receives, money for stamps and hands correct amount of food stamps to client,
using the Individual Participation Record and making change as necessary, in order to sell food
stamps to client.

PERFORMANCE STANDARDS TRAINING CONTENT

stamps dos
Perucipa-

.

MESCUPTIVEs FUNCTIONAL:

. Client receives food stamps in exchange for cub
within a reasonable period of time.

. worker's manner is pleasant, courteous.

NUMERICAL:

. Row to make change.

. How to verify identification.

SPECIFIC:

. than ]C mistakes in making change occur
r X period of time.

. Client receives correct amount of food steppe
in 196 oases over I period of time.

. How to determine amount of food
each client by using the Individual
Lion Record 84d. identification card.
Agency 5.0.1.. for sale of food stamps.

,

PERE+ SCE ST P " , TRAINING CONTENT
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GOAL: MEM IE:

TASK: Talks with/listens to/asks and answers questions of client owing monies to agency through discrepan-
cies in Food Stamp issuance, following agency S.O.P. for recovery of funds, in order to reach
agreement with client on method of repayment of monies due agency.

,

7

,

..,

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

procedure on
Program.

acceptable

.

DESCRIPTIVE:
.

persuasively..

.

worker fails to arrive
method of repayment of

complain about worker's
to discussion/method

-

-

. Worker is articulate/speaks
. Statements are clear/concise.
. Worker is understanding/courteous/tactful.

NUMERICAL:

. Communication skills.

. Skill in interpersonal relationships.

. Arithmetic skills.

SPECIFIC:

. In less than ]06 of cases,
at mutually acceptable
monies with client.

. Less than ]a6 of clients
attitude/Manner in regard
of repayment.

,

. Knowledge of standard operating
recovery of funds in Food Stamp

. Knowledge of specific case.

. Knowledge of agency standard. on
adjustment.

. Knowledge of amount /reason for discrepancy.

.

PERFORMANCE STANDARDS
.....

_TRAINING CONTMT
. _... A i
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W. F. - LEVEL J. F. - ORIWTATION usTa. G. E. D. TASK NO.

33] 11 1 u 6096 1 596 i 2 1 2 1 3 1 2 LAT.3
GOAL: OBJECTIM:

LI

0
z
01
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si
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TASK: Counts /inventories supply of stamps on hand, checking previous use records, in order to obtain
information necessary to maintain supply inventory.

PERFORMANCE STANDARDS TRAINING COhxENT

stamps.

.

information

lantan-

DESCRIPTIVE:
.

/complete /accurate.
speed.

Inventory of Food Stamps on

is always accomplished to
to process order.

M OTIONAL:

. Inventory is thorough
. Works with reasonable

NUMERICAL:

. Ability to count, balance cash/food

. Ability to compare information.

SPECIFIC:

. Less than 20 error in
band.

. Food Stamp inventory
allow sufficient time

.. Knowledge of specific inventory
required.

. Knowledge of agency S.O.P. for taking
tort'.

.

,...
PERFORMANCE STANDARDS TRAINING CONTENT_.

- ,
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Data I People I Things Data 1 People Thin:s Rees. 1 Math. U Lang.

W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
33 i 3A I 1A 89$ [ % 1 1' . 2 2 I 3 I 2 I.J.0

GOAL: OBJECT?/E:

TASK: Maintains perpetual inventory/record of cash floW/Pood Stamp issuance and balance on hand, in order
to record/provide required information for Food Stamp Program.

.

..;

...

PERFORMANCE STANDARDS TRAINING CONTENT

to balance

to be

record keep-

for Food

_

DESCRIPTIVE:
.

speed.

perpetual inventory/record
issuance and balance on

updated daily.

FUNCTIONAL: ...

. Records axe accurate /complete.

. Works with reasonable

CAL:NUMERI

. Ability to maintain inventory records.

. Knowledge of bookkeeping/ability
books.

SPECIFIC:

. Less tban 0 error in
of cash flow/Food Stamp
hand.

. Inventory/record is always

-..

. Knowledge of location/specific fate
used.

. Knowledge of agency etandarda.for
ing.

. Knowledge of information requirements
Stamp Program.

.

.

PERFORMANCE STANDARDS _ _ TRAINING CONTENT .-
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Data 1 People 1 Things Data t People .1 Things

W. F. - LEVEL W. F. - OR/E1FATION INSTR.

GOAL:

Rees. 1 Math. Lang.

G. E. D. TASK NO.

'a 5
OBJECT3 fl:

TASK: Idds, totals-cash rreceived-for the day*abOrtWipon books sold during the day, reconciling the totals
of each and entering figures on daily tally sheet and deposit slips, in order to determine the total
amount of food stamps issued for the day and to balance can receipts.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker is accurate, comprehensive, and works with
reasonable speed.

. Figures on daily tally sheet are legible, clear.

/11ThLEIEMil

. Cash receipts balance N6 of the time.

. No more than X instances where supervisor finds
Inaccuracies in additions over X period of time.

TRAINING CONTENT

/P13NCTIONAL:

. How to compute and periOrm aritImidtic opera-
tions.

. How to record figures legibly.
Row to balance cash receipts.

=Ma:
. How to fill out daily tally sheet and bank

deposit slips.
. How to determine amount of food stamps and

coupon books issued for the.day.

TRAINING. CONTENT
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Data I People I Things Data I People 1 Thi s Rees. I Math. I Lang. 4
W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D.

1
TASK NO.

38 f it 1 it 70 1 194 I 12 4 74 1 3 1 3 z.z.6

GOAL: OBJECT? /Et _ _ -:

4,

...

,
_.

4.
..4a=.aa0...
4.1
0
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TASK: Deposits cash received for the day into bank account, receiving a receipt for the deposit and
processing necessary paper work (deposit slips, daily tally sheet, receipts, etc.) in order to
Insure safety and accountability for cash received.

PERFORMANCE STANDARDS TRAINING CONTENT

account.

receipts,

SSCRIPTIVIEs

figures on paperwork are

with reasonable speed and

for each day.
receipts are kept up-to

from bank officials tha
Xare illegible over

FUNCTIONAL:

Worker is thorough,
legible.
Paperwork is processed
accuracy.

IC114

. Now to deposit money into a bank

. Knowledge of arithmetic and bookkeeping
principles.

SPECIFIC: ,
.

111 money is accounted
. Daily tally sheets and

date each day,
. No more than X complaints

figures on deposit slips
period of time.

. How to fill out daily tally sheet,
etc.

. Where money is to be deposited.

.

PERFORMANCE STANDARDS
i

TRAINING CONTENT
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W. F. LEVEL
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GOAL:

Data 1 People j Thin s

W. F. - ORIENTATION

8%
I

% 1

Rees. 1 Math. 1 Lang.

INSTR.

3

OBJECTI/Es

G. E. D. TASK NO.

3 I.J.7

TASK: Prepares "Report of Claim Determination" on client improper], issued bonus Food Stamp "oouponii,
recording necessary information, in order to inform State agency of action and to make recommenda-
tions on particular client's case.

PERFORMANCE STANDARDS

MOSCUPTIVB:

Report is accurate/complete.
. Works with reasonable speed.

Report is prepared promptly upon notice of
improperly issued Food Stamp Coupons.

NUMERICAL:

o
. All "Report of Claim Determination" forms are

completed/Submitted to State agency within
agency time limits.

. Less thang of "Report of Cl/Am Determination"
forms are. inadequate/incomplete/erroneous.

4
0

0

a.)

O

.....+. -

TRAINING CUNTeNT

FUNCTIONAL:

. Ability to record information accurately.

. Communication skills.

SPECIFIC:

Knowledge of location/use of "Report of Clain
Determination,"

. Knowledge of agency eligibility guidelines for
Food Stamp Program.
Knowledge of background. of specifio case.

PERFORMANCE S dARDS TRAINING CONTENT
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Dat;t iPeople { Things Data I- People -I Things Reas. I Math. I Lang.

W. F. - LEVEL ti, F. » ORIENTATION INSTR. G. E. D. TASK NO

2 I lA I lA 8596 I 596 a 106 2

OBJECTIVE:

2 1 3 1 3 I.3.8

COAL:

TASK: Completes and routes Report of Reduction/Termination of Food Stamp Benefits to State/WSES agencies
. in order to report reduction/termination of client's Food Stamp benefits.

_

PERFORMANCE STANDARDS

12MOUNALv

. Ability
. Ability

SPECIFIC:

TRAINING CONTENT
.

reporting
benefits

Stamp benefits

DESCRIPTIVE:

accurately.
speed.

contain incorrect/incom-

worker fails to inform
of reduction/termination of

benefits.
are routed incorrectly.

to record information accurately.
to follow simple routines.

..

. Forms are completed
. Works with reasonable

t

NUMERICAL:

. loess thanigi of forms
plete/Unclear information.

. In less thanigi of cases,
appropriate agencies
client's Food Stamp

. Less thmalg4 of reports

. Knowledge of agency routing procedures.
. Knowledge of form location/me for

reduction/termination of Food Stamp
to State agency.

. Knowledge of which clients' Food
have been/will be reduced/terminated.

.

PERFORMANCE STANDARDS TRAINING CONTENT ..,.
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W. F. .. LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.

3B 1 IA 1 IA 6516 I 596 1 _3 i 3 I.J.9

GOAL: OBJECTTIE:

>
N
M
MI
-§

Fi

0

TASK: Keeps'Acathly record of beginning inventory/shipmenta/returne/transfere/ending inventory and book
valuev.of Food Stamp books together with a summary of sales, collections and deposits made, in order
to prepare /provide the Federal Food and Nutrition Service with a report containing necessary infor-
mation on the agency's Food Stamp Program.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

.

all agency
Program.
Food

for Food

.

DESCRIPTIVE:

and Nutrition Service is
time limits.

report to Federal Food
is inadequate/incomplete/

always up-to-date.

. Reports are accurate/complete.

. Records are legible.

. Report to Federal Food
completed within agency

NUMERICAL: SPECIFIC:

.

. Ability to record information accurately.

. Knowledge of bookkeeping procedure.

. In lees than 106 of cases,
and Nutrition Service
contains errors.

. Monthly records axe

. Knowledge of interrelationships of
forms and records used in Food Stamp

. Knowledge of specific use of Federal
Stamp forms.

. Knowledge of information required
Stamp reports.

.

PERFORMANCE STANDARDS ,TRAINING CONTENT
. ___
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W. F. - LEVEL

f lA f IA

GOAL:

W. F. - ORIENTATION

15% 1 5% :1 2

Reas. 1 Math. I Lang.

INSTR. G. E. D. TASK NO.

2 2 1 2_

OBJECTI/E:

TASK: Won receipt of new shipment of Food Stamps, checks/inspects/records serial numbers and quantity
received in order to verify that order has been properly filled.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Inspection is thorough/complete.
. Accurately verifies data regarding shipment.
. Works with reasonable speed.

NUMERICAL:

Less than ]_g6 error in recording of serial
numbers of Food Stamps.
Serial numbers are recorded 7_g6 of time prior
to issuance of Food. Stamps.

TRAINING CONTENT

FUNCTIONAL:

. Ability to compare information and specific
numbers.
Ability to record information accurately.

SPECIFIC:

. Knowledge of location of serial rmibers and
location/use of form to record information.

. Knowledge of quantity of Food Stamps ordered.

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL
3A. 1 3L I 1L

W. F. - ORIENTATION

14986 55% 1 5%

GOAL:

INSTR.

3

OBJECTIVE:

G. E. D. TASK NO.

3 f 4 1.5.11

TASK: Makes home visit/talks vithlaakesnote of those clients vho are housebound/feeble/physically handi-
capped/otherwise disabled and unable to.prepere meals following agency S.O.P., in order to suggest
to client a referral to Social Services unit for "Non-profit meal delivery service."

eb0

4.1

0

PERFORMANCE STANDARDS

DESCRIPTIVE:

Worker is articulate, statements are clear and
concise.

. Worker is observant /patient /tactful.

NUMERICAL:

/ less than14 of clients who appear to need
service do not receive suggestion that service is
availibld/are not referred to Social Services.

TRAINING CONTENT

FUNCTIONAL:

. Ability to ask questions.

. Ability to evaluate informitim in relation to
specified criteria.

. How to draw conclusions from personal observe,.
Lion.

SPECIFIC:

knowledge of eligibility requirements for "Non-
profit meal delivery service."
Knowledge of standard dperating procedure for
referral.
'Knowledge of case history of specific client.

.

PERFORMANCE STANDARDS TRAINING CONTENT

1
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IT6ta { People 1 Things Data 1 People 1 Things Rees, I Math. 1 Lang.

INSTR. G. E. D. TASK NO.W. F. - LEVEL W. F. - ORIENTATION

3A 1 lA 1 ii SOX 1 _91 1 1) 2 2 i_3 t 3 I. J.12

GOAL: OBJECT1lEs

4
*4

kr1

04

TASK: Reviews Food Stamp coupon requests received by mail, makes necessary computations and determines
coupons allotaliportion requested, recording amount and value in client's file/stamp register/cash
flow record, in order to assure that client is entitled to/receives requested Food Stamp coupons.
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PERFORMANCE STANDARDS TRAINING CONTENT

.

Food Stamp

allotted

-

DESCRIPTIVE:

promptly.

in mailing correct allot-
within agency time limits.

register /cash flow record is

Stamp coupons mailed are
of inaccurate/incora-

FUNCTIONAL:

. Computations are accurate.

. Determinations are made

NUMERICAL:

. Ability to organize materials.

. Ability to record accurate information.

. Ability to perform arithmetic computations.

SPECIFIC:

Leas than of error . Knowledge of agency guidelines regarding
mailing of Food Stamp books.

. Knowledge of agency guidelines for
Program.

. How to determine number cf coupons
to client.

.

.

.

to client
. Client's file/stamp

always current.
. Less than ,36 of Food

returned to agency because
pieta/Unclear address.

PERFORMANCE STANDARDS _ TRAINING CON' ENT . ..._

O
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W. F. - LEVEL W. F. ORIENTATION INSTR. O. E. D. TASK NO.

2 1 it 1 is 90% I 5% 5.. 2
I-

Taal
GOAL: OBJECTI/E:

TASK: Addresses/stuffs envelopes with scheduling form and form letter, to clients whose purchasing date
has expired, explaining Food Stamp procedures, and delivers to appropriate location for pick-up,
in order to send this information to appropriate Food Stamp Program participants.

PERFORMANCE STANDARDS TRAINING CONTENT

44
MESCRIPTIVE: FUNCTIONAL:

11

..1
.

P . Proper address is put on envelope and correct . Now to address and stuff envelopes. -

«a forms are enclosed.o
a . Works with reasonable speed.0
..
44
o NUMERICAL: SPECIFIC:N
...1

W.

.

W . Over X period of time, only X incorrect addresses . S.O.P. for sending out forms.a
o$.4 placed on envelopes. . Clients to whom these forma should be sent.

. Over X period of time, no more than X complaints Clients' addresses.
from recipients that they received incorrect or . . Mail pick -up location.
incomplete information.

1.4

4
00 .

0 .

wpi

44
U .

wn
420

4--
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I PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. - LEVEL W. F. ORIENtATION INSTR.

3 I

G. E. D. TASK NO.

I4 1 lA i IL 7596 1 5% 1 2 3 1 3 i 3 1.4.14
GOAL: OBJECTVE:

4'0

,

TASK: Examines, assesses, evaluates, computes from information on Food Stamp application form, verificationd
and documentation provided by applicant, along with information gathered during interview, in rela-
tion to eligibility requirements as stated in agency guidelines, in order to make initial determina-
tion of applicant's eligibility/ineligibility for Food Stamp Program.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

-
DESCRIPTIVE: .-----

speed.

-

deter inations are later

are made within agency

. Computations are accurate.

. Works with reasonable

NUMICAL: .

. How to assess/coordinate data from several
sources.

. Ability to evaluate information in relation-
to agency guidelines.

. How to perform arithmetic computations.

SPECIFIC:

. Less than AK of initial
found to be erroneous.

. All initial determinations
time limits.

. Knowledge
Program.

. Knowledge
located.

. Knowledge
Stamp

of agency guidelines for Food Stamp

. .

of case records, where they are

of eligibility requirements for Food
program.

. . ..

1
TRAINING CONTENTPERFORMANCE STANDARDS
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INSTR. G. E. D.

=WE NM= =EMI
OBJECTI/E:

TASK NO.

1.3. 1

5-1
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W. F. . LEVEL W. F. - ORIENTATION

I: I lA I it 9696 1 596 1 s
GOAL:
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TASK: Reviews/evaluates, makes computation on basis of additional information on income, resources, and
family composition supplied by applicant/client in relation to prior agency decision, (i.e., eligi-
bility fox Food Stamp Program, amount of coupon allotment), using agency guidelines as necessary,
in order to make decision as to whether or not change is warranted.

PERFORMANCE STANDARDS TRAINING COMSAT

relation

.

Food Stamp

for the

concerning

DESCRIPTIVE:

speed.
with agency guide-

are later found

made within agency time

.

FUNCTIONAL:

. Computations are accurate.

. Works with reasonable
. Decision made is cbnsistent

lines/requirements.

NUMERICAL:

. Ability to evaluate information in
to specified criteria.
Knowledge. owledge of arithmetic procedure.

SPECIFIC:

. Less than 7,g6 of determinations
to be erroneous.

. All determinations are
limits.

. Knowledge of agency guidelines for
: Progmeme.

. Knowledge of eligibility requirements
Food Stamp program.

. Knowledge of prior agency decision
cases.

.

PERFORMANCE STANDARDS TRAINING CONTENT. ____ 1
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W. F. - LEVEL W. F. ORIENIAITON INSTR. G. E. D. TASK NO.

2 2 1 . 3 1 2 1 I.J.0.6
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GOAL: OBJECTI/E:

TASK: Types/J.88mi "Authorization to Purchase" (ATP) card to eligible client, showing purchase requirement
and amount of coupon allotment, in order to enable client to purchase Pood Stamp coupons from agency.

-

41

PERFORMANCE STANDARDS TRAINING CONTENT

DESCRIPTIVE:

promptly.
.

is accurate/complete.

receive "Authorization to
within agency time limits.

contain erroneous

.

.

.....

FUNCTIONAL:

. ATP cards are issued.

. Information on cards

.

NUMERICAL:

'. Now to type.
. How to select pertinent information from a

mass of data.

.

SPECIFIC:

0 All eligible clients
Purchase" (ATP) card

. Less than D6 of ATP cards
information. '

.

. Knowledge of standard operating procedure for
issuance of "Authorization to Purchase" (ATP)
card.

. Knowledge of agency eligibility guidelines for
. Food Stamp Progral.

; Knowledge of content of card /where supply' is
located.
Knowledge of source of information needed to
issue card.

.

. .

.

-

.

_

PERFORMANCE STANDARDS TRAINING CONTENT,_ .
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W. F. - LEVEL
2

GOAL:

it (

W. F. ORIENTATION

8596 5% 1

Reas. 1 Math. 1 Lang.

INSTR. -1 C. E. D.

2 2 1 1

OBJECTI/E:

TASK NO.

1.3.17

TASK: Completes/types the "Notice of Adverse Action" to client, within agency time limits, when client's
change in status increases the purchase requirement or reduces the coupoil allotment, or valeta client'
eligibility for Food Stamps is terminated, in order to advise client of reason(s) for change/termi-
nation and right to request a Fair Rearing.

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker is articulate, statements are clear and
4 concise.0
a . Report is accurate /complete.

.rd
A.
O NUMERICAL:

*.4

. All "Notices of Adverse Action" are mailed to

o clients within agency time limits.
. Lees than of clients complain they did not

understand meaning of "Notioe of Adverse Action"
and/or right to a Fair Hearing.

. mi =ar

TRAINING CONTENT

FICTIONAL:

. Written communication skills.

. How to type.

SPECIFIC:

. Knowledge of standard operating procedure for
change status in Food Stamp Program.

. Knowledge of which clients should receive
"Notice of Adverse Action."
Knowledge of sources of information required
to complete "Notice."

. Knowledge of standard operating. procedure for
Pair Hearing.

=,.. *0 We* WM.

PERFORMANCE STANDARDS TRAINING CONTENT
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W. F. LEVEL W. r . - ommrAnom INSTR. G. E. D. TASK NO.
2 1 2 I 28 35% 1 506 i l 2 2 I l 1 3 I4,18

GOAL: OBJECTI/E:
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. 00

TASK: Completes/types fora for transfer of client's case records to another jurisdiction, discussee.fora
with client, explaining the purpose/Use of form, following agency S.O.P., in order to assure that
client is eligible for Food Stamp coupons in the county to which he is moving.

.

PERFORMANCE STANDARDS TRAINING CONTENT

-

for
-

transfer of
Stamp Program.

.

DESCRIPTIVE;
.

speed.
-

are inaccurate/incomplete.
do not understand use of

of applicable clients are
time limits.

FUNCTIONAL:

Farm is completed accurately.
. Works with reasonable
. Worker is patient/understanding.

NUMERICAL:

. Ability to fill out forms.

. Ability to copy information accurately.

. How to type.

. Verbal communication Ocilla.
r.. ..

SPECIFIC:

. less than ig6 of forms

. Lees than 2$ of clients
form.

. Au forms for transfer
completed within agency

.

. Knowledge of standard operating procedure
completing form for transfer.

. Knowledge of agency guidelines for
oLieht to another county in Food

. Knowledge of content/purpose of ,fcrms/whErre
supply is located.

i

.

-

.

PERFORMANCE STANDARDS TRAINING PORTENT. --.
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W. F. LEVEL W. F. ... ORIENTATION INSTR.
2

G. E. D.

2 1 1 1 3

TASK NO.

1 J 192 1 2 1 2B 2586 1 60% ][. 106

GOAL: OBJECTI/E:

_.
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TASK: Types/issues "Nail Issuance Bequest" fora and explains use of fora to client in order to enable
client to request 700d Stamp books by

.---.......

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

.

.

.

prooedtres
.

IssuaOce

.

DESCRIPTIVE:

speed.
statements are clear and

.
.

complain they did not
of useage of

form.
clients availability of

. 703214 is accurate/Complete.

. Works with reasonable

. Worker is articulate,
concise.
Worker is courteods/patient/tactfUl.

NUMERICAL:

. How to type.

. Verbal communication Skills.

SPEC/FIC:

. Less thamOorclients
understand worker's explanation
"Nail Issuance lietueit"

. Worker exPlaingio all
Food Stamp hooka by mail.

. .

,

. Ability to explain form use/mailing
for Pood Stamp 1100163.

. Knowledge of locati0n/Use of -"Nail
Reques" Iowa.

. . Knowledge of agency guidelines regarding.
aiiling of Pood Stamp books.

_

1

PERFORMANCE STANDARDS .. TRAINING CONANT _ __.-ar
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1W. F. LEVEL

lA 1

W. F. ORIENTATION

8% I- 9% I 1096

INSTR. G. E. D. TASK NO.

1

GOAL: OBJECTIVE:

TASK: Checks /verifies name of client against names on file following agency S.O.P., in order to identify
persons actually participating in Food Stamp program.

41

0
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a
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0
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0

PERFORMANCE STANDARDS

IIESCRIFTIVB:

. Accurately identifies persons participating in
Food Stamp program.

. Works with reasonable speed.
Pile of persons participating in agency Food
Stamp program is kept up-to-date.

ICAL:NU/4531

. Ali clients ,ate verified against agency file.

TRAINING CONTENT

FUNCTIONAL:

. Ability to compare information.

. How to use filing system.

SPECIFIC:

. Knowledge of location of Food Stamp files.
. Inowledge of agency checking procedures.

PERFORMANCE STANDARDS TRAINING CONTENT

fe.
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GOAL: OBJECTIVE:
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TASK: Verifies the status of Food Stamp program for specific clientcapplyin for categorical
assistance, clearing record with Food Stamp Unit file clerk, and soliciting information from
client, in order to determine what action worker must take, pertinent to client's eligibility
for Food stamps.

DESCRIPTIVE:

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

people

Unit.
to
program.

cheok the status of
Stamps Unit. .

pleasant, courteous, helpful

X number of cases in which
assistance, client

still receiving. non-Pdhlic

:X number of complaint*
was discourteous.

. Worker is careful to
applicants with the Food

. Worker's attitude is

NUMERICAL:
'fewer

. How to request specific information
clearly and courteously.

. How to conduct simple interview with
of varied eocial/oultaral backgrounds.

SPECIFIC:.

'
.

In time, than
worker processes categorical
is later found to be
Assistance Food Stamps.,
MX time, fewer than
from clients that worker

. Food Stamp program regulations.

. Who to contact in the Food Stamp

. Worker action necessitated according
current status of client's Food Stamp

PERFORMANCE STANDARDS TRAINING CONTENT 1
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GOAL: OBJECTIVE:
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TASK: Transfers client eligibility for food Stamp Program from non Public Assistance to Public Assistance
program, proceaaing/completingneceseazy forms according to S.O.P in order to certify client for /
receipt of food stamps according to Federal regulations.

1

.
.

PERFORMANCE STANDARDS .

FUNCTIONAL:

TRAINING CONTENT

basic

Assistance

for

Stamps.

for receipt

-

DESCRIPTIVE:
. Certification is complete,
. Worker follows S.O.P.

forms.
. Worker is careful to cancel

Public Assistance PoodStamps.

NUMERICAL:

accurate, and timely.
in preparation of necessary

eligibility for non-

X number of cases submitted
because of errors,

.

.

. How to fill out forms.
. How to add, subtract numbers, including

the use of decimals.
. How to read understand/interpret

instructions.

SPECIFIC:
. In X time, fewer than

by worker are returned
omissions.

.

. Forms to use in certifying non - Public
Food Stamps.

. Forms to use in certifying client
Food Stamps.

. Eligibility requirements for Food

. Location of supplies /farms.

. Knowledge of Federal regulations
of Food Stamps.

PERFORMANCE STANDARDS TRAINING CONTENT
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OBJECTIVE:

TASK: Examines/evaluates policies and procedures involved in Quality Control programs in relation to state
and Federal social service guidelines, in order to recommend adjustments/changes in the policies/
procedures Which will make them consistent with established guidelines.

41
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PERFORMANCE STANDARDS

INSCRIPTIVE:

Evaluation is comprehensive, complete, and
objective.

. Adjustments to the programs are consistent with
state and federal social service guidelines.

NUMERICAL:

. No instances of a conflict between established
guidelines and policies, procedures are over-
looked by worker.
Evaluation of one program completed within X
period of time.

TRAINING CONTENT

FUNCTIONAL:

How to analyze programs in relation to estab-
lished rules and regulations.

SPECIFIC:

Content, purpose goals, objectives of Quality
Control programs.
State and Federal rules/regulations that apply
to Quality Control program.
Knowledge of state and Federal social service
guidelines.

PERFORMANCE STANDARDS TRAINING CONTE

14
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1 3 I 4
TASK NO.

Ia. 2

OBJECTIVE:

1-i

0
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0

0
1
0
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TASK: Eit4amines/decides on policies and procedures for implementing/operating the Quality Control program
in the state, amending policies as new situations require, in order to write/compose a plan for the
operation of Quality Control using own knowledge of the established Quality Control program and
program development and knowledge of Income Maintenance.

PERFORMANCE STANDARDS

DESCRIPTIVE:

plan is clear, logical, comprehensive.
. Final Plan is consistent with established federal,

state, end bureau guidelines.
. Plan is completed in a reasonable amount of time.

NUMERICAL:

. No more than X instances in X days where policies/
procedures are found to be illogical or impractica
to carry out.

. Plan is completed in X amount of time.

TRAINING CONTENT

FUNCTIONAL:

. Program development.
How to decide on policies/procedures which
will accomplish/establish goals and objectives.

. Knowledge of Income Maintenance.
Knowledge of Quality Control.

SPECIFIC:

Purpose, goals, objectives of Quality Control
unit.
Established Federal, State and Bureau guide-
lines concerning the operation of Quality
Control program/income maintenance program.
Manpower and financial resources available
for program.

of

9

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE: .

.

TASK: Reviews/evaluates/examines Quality Control worksheets and schedules subordinatehame completed in
order to recommend better procedures and work methods.

n
=1

$
...;

4

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

format

4

MESORZETIVE:'
.

worksheet impartially and

in a reasonable amount

worksheets in X time.
no more tharX complaints

biased or improper evalua-
worksheets or scheduling.

. Examines and evaluates
analytically.

. Worksheets are evaluated
of time.

NUMERICAL:

". How to
. Knowledge
. See G.E.D.

SPECIFIC:

evaluate subordinates.
of Quality Control.

of subordinates responsibilities.
of worksheets used and agency

and scheduling.

.

. Examines/evaluates X

. Over .X period of tali',
from subordinates of
tions of subordinate

. Knowledge

. Knowledge
for worksheets

.

PERFORMANCE STANDARDS TRAINING CONTENT 1
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TASK: Analyzes/evaluates/examines statistical and general data submitted by social worker III's concerning
errors made in income maintenance by an employer or client detecting major problem areas, relying
on o knowledge of Income Maintenance program policy, guidelines, and agency S.O.P., in order to
recommend subjects/areas to which Bureau of Income maintenance staff should direct their Immediate
attention.

o

PERFORMANCE_STANDARDS TRAINING CONTENT

assessment.

income main-

income

.

DESCRIPTIVE:

mi is unbiased in eval-

amount of time.
areas/subjects easily and

*A...
A time.
fewer than X Social Worker

the data they submit is not

always reflect major

.

FUNCTIONAL:

. Analyzes data. to
cation of it.

. Analyzes data in a reasonable
Detects major problem
with speed.

NINNERIOAL:

How to examine and analyze data for
. Knowledge of Income Maintenance.
. How to recognize problem areas of

tenance.

SPECIFIC:

-

. Analyzes X data within

. Over X period of time
III's complain that
being properly checked.

. Recommended areas/subjects
problems.

. Types of errors which are made in
maintenance.

. How to recognize problem areas.

. Mbat types of problems warrant immediate
attention.

.

r4
4J
U
r.).0,
.00

PERFORMANCE STANDARDS TRAINING CONTENT.
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GOAL: OBJECTIVE:

TASK: Writes/types requested information on field investigation section of Quality Control worksheet,
using information received from client and/or collateral interviews, in order to identify method
and source of verification of all appropriate factors of eligibility, payment and civil rights.

4
Vey

N

I

II;

1
1

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

from a

Control

completing

of verifies,.

----
.

DESCRIPTIVE:

method and source of veri-

a reasonable amount of time.

entries per Quality Control

within agency time .

method and source of
in all cases.

. Accurately identifies
fication of data.

. Task is completed in

NUMERICAL:

. How to type.

. General knowledge of Quality Control.
. How to select pertinent information

mass of data.

SPECIFIC:

. Less thanaliearor in
worksheet.

. All worksheets are completed
limits.

. Worker is able to identify
verification of information

. Knowledge of content/purpose of Quality
worksheet.

.6 Knowledge of agency time limits for
task-

. How to identify method and source
tion of information.

PERFORMANCE STANDARDS TRAINING CONTENT
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Data People Things Data People Things Reas. Math. Lang.

W. P. .- LEVEL W. P. ORIENTATION INSTR. G. E. D. TASK NO.
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GOAL:
f

OBJECTIVE:
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,-,

21

4d

6-1ii
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.

,

.

TASK: Talks to/listens/asks'client questions, using scheduled report form, to gather information needed in
order to verify eligibility for Public Assistance, that the correct amount of assistance is being
certified, and that the civil rights of recipients are being protected.

m-----

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

factors

of data

and
i

in

DESCRIPTIVE:
description of

with reasonable

with given information.
towards client.

and prompt in securing

complain of worker's
in questions.

reports X% of time.
cases, fewer than X% show

conclusions of worker and
of information, or error

. Worker provides clear, accurate
procedures.

. Interview with client completed
speed.

. Conclusions are consistent

. Pleasant, accepting manner
. Worker is precise, thorough,
needed information.

NUMERICAL:

. Basic

. How to
policies,

. See G.E.D.

. How to

SPECIFIC:

interviewing skills
relate information secured concerning

procedures, and eligibility

relate/interpret/evaluate a mass

knowledge of eligibility factors

problems most frequently encountered
review

contributes to subsystem objective

. Thorough
policy/procedures

. Types of
eligibility

. How task
. No more than X% of clients
manner and lack of clarity

. Worker meets deadline for

. In direct review of sample
inconsistencies between
information, an oversight
in interpreting information.

s PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Evaluates statistical analysis froth Quality Control, considering the existing worker training programs,
manual directives, and the actual phasing in the manual, basing judgment on experience in Income
Maintenance field and knowledge of Bureau procedures and objectives in order to pinpoint the causer :)
of repeated errors in use of Income Maintenance and eligibility forms.

.....-

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

and trans-

Bureau
for

of

DESCRIPTIVE:
in determining adequacy of

Bureau policy and possible
of manual

.

of field operations
areas.

causes of errors.

results
.

data by supervisor
with worker's results.
causes isolated by worker

. Exercises good judgment
teaching programs for workers.

. Objective in reassessing
interpretations (misinterpretations)
directives.

. Applies experience and knowledge
to gain insight into problem.

. Accurately 4etermines the

NUMERICAL:

. How to

. How to

. How to

. How to
late to

. Extensive

SPECIFIC:.

interpret statistical analysis
evaluate training programs
interpret/evaluate manual directives
develop/interpret Bureau policy
manual form

knowledge of Income Maintenance

of use of Bureau Manual
of policies/objectives of
of existing training programs

errors frequently being made
of information, once causes

have been determined

.

. Knowledge

. Knowledge
.. Knowledge

field workers
. Types of
. Disposition
errors

. In X time, review of same
in at least X% correlation

. In X time, at least A% of
can be shown to reduce errors.

,

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

Al
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TASK: Discusses data regarding patients with fellow physicians at staff meetings, exploring treatment
problems, giving/receiving advice, using own professional knowledge, laboratory, social history
findings in order to arrive at treatment plan and to increase staffs awareness and possible
solutions.

.
PERFORMANCE STANDARDS . TRAINING CONTENT

at the level

reports

colleagues.

treatments

P. for meet-

INSCRIPTIVE:
and show good judgement.

of problems and possible

in time to alleviate the

courteously, according to
for meetings.

20aworker's recommenda-
-

no more than X number of
foam the staff *a to

.

FUNCTIONAL:
. Recommendations are useful
. Staff is made more aware

solutions.
. Recommendations are made

problem.
. Recommendations are made

institution's S. 0. P.
.

NUMERICAL:

. Professional knowledge of medicine
of physician.

. How to dismal, give advice and give
to peers/subordinates.

. How to accept and apply advice from

SPECIFIC:
. Knowledge of patient records.
. Knowledge.of institution's available
. Knowledge of medical reports given.
. Knowledge of institution's S. O.

tags.
.

. Over .X. period of time,
tions are put into effect.

. Over i period of time,
complaints are received
solutions to their problems.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL:
.

OBJECTIVE:

TASK: Decides vaccine andclosage for, initiates and oversees immunization program, using. nursing
staff according to standard hospital procedure and patient's need, on order to immunize a number
of people.
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DESCRIPTIVE:
PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

at the

P. for

threatening

prevented .completely from
residents/personnel.
is well organized.
is completed in a:

no more than X number of
reported in the

no more than X number of
as to the immunization

is completed talc
need for it was first

.

L

. A particular illness is
infecting institution's
The immunization program

. The immunization program
reasonable amount of time.

NUMERICAL:

. Professional knowledge of medicine
level of physician.

SPECIFIC: .

. Knowledge of each patient' s allergies.

. Knowledge of nursing staff.

. Knowledge of institution's S. 0.
immunizations.

. Knowledge of contageous illnesses
area.

.

.

.

.

.

Over X period of time,
oases of the illness are
institutiom
Over X period of time,
complaints are received
program's organisation.
The immunization program
number of days from when
recognized.

.p!
'i

PERFORMANCE STANDARDS TRAINING CONTENT .
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GOAL: OBJECTIVE:

TASK: Talks to/converses with nursing staff, expressing an open, non- oritioal attitude toward any lack
of professional knowledge, in order to promote and develop a positive learning climate.
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PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

to level

in
staff.

.

DESCRIPTIVE:
attitude when discussing

staff.
toward any lack of

X period of time about

nursing supervisors
in X nursing staff

conversations.

. Has pleasant, positive
leaming.;with nursing

. Has non-critical attitude
knowledge,

NUMERICAL:

. How to maintain supportive/non-judgemental
attitude when dealing with other workers.

. Professional knowledge of nursing
of registered nurse.

_SPECIFIC:

. Only X complaints over
worker's manner.

." OvEr3Cperiod of time,
note attitude improvements
members, due to worker's

. Specific staff attitudes/trainingneeds.
. The best location/emotional atmosphere

which.to have, discussions with nursing

.
PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK.: Examines/evaluates social/medical history, clinical data concerning client's physical/mental condi-
tion in relation to urgency, special treatment that may be needed, using own knowledge of treatment/
therapy facilities available in order to determine disposition of case for treatment.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

information

at the

DESCRIPTIVE:
with data.
are considered.

A7. of referrals.
time, fewer than X com-

were not considered.

. Conclusion is consistent

. All factors and variables

. Referrals reflect good judgment.

NUMERICAL:

. Knowledge

. How to

. How to

SPECIFIC:

of Social Services
evaluate social/medical history
evaluate clinical data

/therapy facilities available
/institutions
case material

to obtain needed information
make a referral

. Institutions/hospital accept
. Over a specific period of
plaints that 611 factors

'.

. Treatment
hospital

. Specific

. Where

. How to

PERFORMANCE STANDARDS _TRAINING CONTENT__ II
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OBJECTIVE:

5 1 1 1 5 M.A. 5

GOAL:

r

TASK: Examines a patient, asking questions, noting symptoms, employing laboratory tests and using various
instruments, as needed,. conflating patient's medical record, and evaluation information received
from examination, in order to identify /diagnose patient's ailment and prescribe a remedy for it.

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

of phYsician-E
ill

and

to

I

ISSGRIPTIVE:
is thorough and skillful.

objective and

prescription are accurate.

no more thipm4 of worker's
to be faulty or super-

no more than ;S4 of
as to worker's manner.

no more than ;N4 of worker's
are found to have

harmful to the patient.

,

. Worker's examination

. Worker's manner is soothing,
respectful toward patient.

. Worker's diagnosis and

NUMERICAL:

. Knowledge of medicine at the level

. How to put a person who is physically

. at their ease.

SPECIFIC:
. Knowledge of the patient, his symptoms

personality.
. Knowledge of drugs and/or treatment

prescribe for a specific patient.
.

. Over 2: period of time,
examinations were found
ficial.

. Over X, period of time,

complaints are received
Over .X period of time,

diagnoses and/or prescriptions
been inaccurate and/or

1 PERFORMANCE STANDARDS .
TRAINING CONTENT I
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TASK NO.
3B 3B lk s..

,
1 MBA. 6

GOAL: OBJECTIVE:

TASK: Discusses client's condition with-nursing home manager/owner, emphasizing the client's progress/
improved condition and hie ability to function outside the nursing home, in order to encourage the
manager /owner to cooperate in releasing the client from the nursing home.

M

2
;
1

:-

e:

1

1

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

-

of-his

.. I
.m.O.

DESCRIPTIVE: ,

yet pleasant.
for patient in his
home manager.

talked with cooperate
of time.

over X period of time
notes the worker not

interests of his client
nursing home manager.

.

'

. Worker's manner is persistent,

. Worker exhibits. concern
discussion with nursing

N.13.521116neAll:

. Some

. How to

. Function

. Knowledge

SPECIFIC:

knowledge of Social Work.
be convincing.

of nursing homes.
....

of health care praotices.

present health and the extent
to function independently.-
nursing home manager's personalities

.

.

.

nursing home managers
with worker over X period

. No more than X instances
arise where supervisor
considering the best
when talking with the

. Client's
ability

. Specific
and past.

,

PERFORMANCE STANDARDS . TRAINING CONTENT
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GOAL: OBJECTIVE*

-,

44

TASK: Talks with /discusses an individual's situation with oonoerned relatives and/or friends, assuring
them that the person is capable of taking care of himself and does not need am additional services
(nursing home care, homemaker, etc.) in order to convince them that the individual does not need
In-Patient Treatment and Care.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

.

skills.
in the

notifying

and his

are involved

1

DESCRIPTIVE:

.

.

sympathetic.
worker's reasons for
treatment and care.

agree with worker's
of time.
about worker's mariner/

of time.

. Worker is understanding,
. Relatives/friends understand

advising against in-patient

NUMERICAL:

'. How to
. How to
. Awareness

state.
e Knowledge

SPECIFIC:SPECIFIC:

be convincing.
apply oonseling/sooial work

of medical services offered

of health care practice/Principle,.

relatives/friends have for
of a need for medical services.

medical, social situation
arrangements.

services, goals and objectives
Treatment and Care.

.

.

. In E6 cases, family/friends
suggestions over,[period

. No more than X complaints
attitude over :X period

. Reasons
worker

. Individual's
living

. What
in In,Patient

..

PERPORMANCEMANDARDS . TRAINING CONTENT
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Data 1 People 1 Things Data 1 People I Things ' Rees. I Math. I Lang.

W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. . TASK NO.

1.- L.B.40 I 2A 20 [ 0 1 20 3 4. i i 1 3 1

GOAL: OBJECTIVE:
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TASK: Gently inserts catheter into patient's urinary tract and bladder, as prescribed by physician,
reassuring and calming patient, using professional medical knowledge, and following hospital
S. O. P. for urinary catheterization so as to aid the patient's excretory process.

PERFORMANCE STANDARDS .
k TRAINING CONTENT

DESCRIPTIVE:
painlessly, as possible.

and respectful.
a reasonable amount of

.functions correctly.

no more than X number of
as to pain, bleeding

by catheter.
no more than D6 of patients

no more than X number of

.

FUNCTIONAL:

. Catheter is inserted as

. Worker's manner is calming

. Catheter is inserted in
time.

. Once inserted, catheter

NUMERICAL:

. Profesitional knowledge of nUrsingto the
level of Registered Nurse.

SPECIFIC:
. Knowledge of physician's prescription.
. Knowledge of patient.
. Knowledge of hospital S. O. P. for urinary

catheterization.

_

. Over X period. of time,
valid complaints are received
or an infection caused

. Over X period of time,
complain of worker's manner.

. Catheter is inserted in
minutes.

,

PERFORMANCE STANDARDS TRAINING CONTENT
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Data [People. I Things Data I People 1 Things -,:, 1 Reas. 1 Math. 1 Lang.

W. F. - LEVEL W. F. - ORIENTATION INSTR. G. E. D. TASK NO.
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GOAL: OBJECTIVE:
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.

TASK: Attaches/places electrodes on patient's chest using a jelly type adhesive, following S. 0. P. for
electrocardiograms, in order to connect the patient to the machine for the electrocardiogram teat.

PERFORMANCE STANDARDS .

FUNCTIONAL:
TRAINING CONTENT

electrodes

to electro-

.
jelly).

.

DESCRIPTIVE:
to the proper area of the

patient.
precautions for

the electrodes are

and rest by the scheduled

Electrodes axe attached
chest. f

. Worker is gentle and

. Mbrker exercises necessary
=ming accurate tests.

NUMERICAL:

.. Requirements for the placement of
for an electrocardiogram.

. Technical knowledge as it applies
cardiograms.

SPECIFIC:
. S. O. P. for electrocardiograms.
. Location of work aides (i.e., adhesive

.

-
. On a spct.check by supervisor,

always properly attached.
. The patient is prepared

testing time.

.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: . OBJECTIVE:

4J

lg.

lg.

o
"-InUMERICAL:

TASK: Removes intravenous apparatus from patient upon prescription of physician, carefully removing adhesive
from patient's forearm and gently withdrawing needle from vein, applying antiseptic and bandage to
puncture using professional medical knowledge, in order to discontinue intravenous feeding.

itl

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT .

intravenous

. .

.

tal

11-
z
ca
14

-i

...."

0
.

ESCRIPTIVE:
removed from patient's arm

removed correctly and

applied consistently.

more than X number of
performed incorrectly and/or

are applied after every

. Intravenous apparatus is
as painlessly as possible.
Intravenous apparatus is
speedily.
Antiseptic and bandage are

. How to comfort a patient

. How to remove intravenous apparatus

. How to apply an antiseptic and bandage

SPECIFIC:
. Knowledge of S.O.P. in hospital for
removal

. Knowledge of physician's prescription

. Knowledge of patient
13.

-4

Lk

TA,

..4

m
0o

0
..4

4J
4
6r-i
43C

Over X period of time, no
intravenous removals are
carelessly.
An antiseptic and bandage
intravenous removal.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

.

re;

i-o

.r.

..-:

:C"

Cri

TASK: Encourages /persuades client to follow physician's prescription/treatment plan, resolving client's
worries and eliminating any minor barriers, using own knowledge of client and his situation and
referring to doctor'eprescription and plan, in order to convince client to follow physician's advice.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

prevent a
advice.

.

a specific

DESCRIPTIVE:

ease and persuades him

and tactful with client.
judgement in eliminating any
client.

no more tMmigg of worker's
manner.

no more than 6
doctor's advice due

worker's

eliminate. .

.

.

. Worker puts client at
successfulli.

. Worker is respectful
. Worker exercises good

barriers which trouble

NUMERICAL:

. How to persuade people.

. How to solve minor problems whioh
person from following a physician's

SPECIFIC:

. Over X period of time
1 clients complain of worker's

2172 Tall!toafollow
barriers worker falled+to

I

. Knowledge of specific patient.

. Knowledge of barriers confronting
client and how to overcome them.

.
.

M

..

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Talks to client about his physical health and/or living arrangements, encouraging him to seek a
physician's/public health nurse's opinion regarding these areas in order to convince the client
to seek aid in revolving problems concerning physical health or living arrangements.

PERFORMANCE STANDARDS

YONCTIONALs

TRAINING CONTENT

specific

available

h.e has not
with

_..

ISISCILITTIVEs
.

in client's situation.
and his discussion

in a positive manner.

over X period of time,

period of time, express an
a professional opinion,
worker.

.

. Shows concern and interest
Worker's manner is pleasant
is easy to comprehend.

. Discussion is presented.

NTIMORICAL:

. How to encourage soneone to take a
course of action.

. How to help others without being authoritative.

. Knowledge of social work principles.

SPECEFIC:

. No more than X complaints,
concerning worker's manner.
a6 of clients, over X
interest in obtaining
after consulting with

Medical services/living arrangements
to client.

. Nature of client's problems, reasons
sought medical services prior to contact
the social worker.

..

. .

.

.

co

..4
A.>
U
0..'i

A0
PERFORMANCE" STANDARDS . TRAINING CONTENT .
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GOAL: OBJECTIVE:

TASK: Talks to/discuases with a client residing in a nursing home his improved condition, ability to
function with less care, encouraging self reliance and discussing benefits of foster/family life/
home living in order to persuade the client to seek an alternative living arrow:salt.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Worker is friendly, pleasant and tactful.
Worker is encouraging and assuages clients fears.
Clearly describes the benefits for the client.
in clearly understood manner.

NUNERIOLL:

In X time fewer than X complaints from nursing
home personnel that the client was unduly upset
after the discussion.
Over X period, 20 of clients are persuaded to
try adult foster care.

TRAINING CONTENT

!MOTIONAL,:

Eau to work with and encourage elderly people.
Knowledge of social work as it relates to
older clients.
Knowledge of health care principles/Practices.

*mat
Knowledge of the purposes and objectives of
Adult Foster Care.
Knowledge of the client's capabilities, person-
ality, his particular problems and health.
Knowledge of alternate living arrangements
available to the client.

PERFORMANCE STANDARDS RAINING CONTENT

Pi
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TASK: Talkskoistens/discusses with client, the possibility of residence a nursing home/convalescentin
home spital, emphasizing and explaining the positive aspects of a change in living arrangements
for the client, in order to encourage client to consider in-patientcare.

. i

20

2
x
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14,
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PERFORMANCE STANDARDS TRAINING CONTENT
)

specific

clients.

for

..-1

DESCRIPTIVE:
.

in client's situation.
is reliable.

presented in &positive

'

over Xperiod of time,
in-patient care to

notes no more than
of time, where worker was

concerns.
period of time, entered

home or hospital
worker.

.

FUNCTIONAL:
.

. Shows concern and interest

. Worker's information

. Discussion is clear and
Banner.

pliRRIffAL:

. No more than X instances,
where worker misrepresented
a client.

. Upon review, supervisor
instances, in X period
indifferent to the client's
06 of clients, over X
a nursing home, convalescent
after consulting with

. How to enoourage someone to take a
oouree of action.

. How to relate to, and empathize with

. knowledge of health cars services.

SPEOIFIC:

. Resources/services available to olient.

. Client's situation; positive reasdns
considering in-patient oare.

.

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Asks questions/discusses medical problems of prospective clients with doctor, following agency S.O.P.
In order to obtain information on which to base a decision concerning referral of clients for home-
maker services.

PERFORMANCE STANDARDS

DESCRIPTIVE:

Worker is pleasant and courteous.
Worker explains fully why such information is
needed.

. Worker respects the confidentiality of the
information.

NUKSRICALs

No more than X complaints are received from
doctors over X period of time concerning worker's
manner.
No more than X compl,ints from clients over X
period of time that worker did not respect
confidentiality -of information.

TRAINING CONTENT

FUNCTIONAL:

. Bow to ask questions in a courteous manner.

. Knowledge of Homemaker Services - ite functions
and limitations.
Knowledge of other agencies in Department of
Sooial Services.
Knowledge of health came.

SPECIFIC:

. Knowledge of client's doctors.

. Knowledge of how to refer clients to another
agency.

. Knowledge of agency rules concerning confiden-
tial information.

PERPORMANCCETANDARDS TRAINING CONTENT
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1

TASK NO.
1 1M.D. 9

GOAL: OBJECTIVE:

TASK: Talks with and discusses medical situation with client, identifying and planning for the removal of
barriers which prevent the client from receiving medical care, using own evaluation of client's
situation, in order to assist client in applying for medical services.

C

PERFORMANCE STANDARDS

DESCRIPTIVE:

. Worker discusses client's situation thoroughly.
. Worker develops successful plans to overcome

barriers.
Worker is tactful and understanding.

NUMERICAL:

Over X period of time, no more than D6 of worker's
clients complain of neglect and/or lack of medical
services.
Over X: period of time, no more than l6 of worker's
clients complain about worker's manner.

TRAINING CONTENT

FUNCTIONAL:

. How to put people at their ease 00 that they
freely discuss their problems.

. How to help a person overcome minor difficul-
ties.

SPECIFIC:

Knowledge of client, his situation awl
barriers to medical services.
Knowledge of facilities/services available,to
overcome barriers.

PERFORMANCE STANDARDS TRAINING CONTENT
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1

TASX NO.

M. B. 10

I

OBJECTIVE:

Discusses /explains Early and Periodic Screening and Diagnosis to Aid to Dependent Children (ADC)
recipients, responding to questions in order to inform them of the availability /desirability of
this service.

r-
0

(0

PERFORMANCE STANDARDS

DESCRIPTIVE:

Explanation is clear, concise.
Worker's manner is pleasant.
Questions are responded to immediately or the
answers are provided within a reasonable period
of time.

NUMERICAL: 1

i

. No more than X instances over It period of time,
where worker does not relate inform.
tion to a qualified recipient.

. No more than X complaints over X period of time
concerning worker's manner or clarity of his
statements.

TRAINING CONTENT

FUNCTIONAL:

. How to explain a service in a clear manne*t

. How to respond to questions or find the thwers
to them.

SPECIFIC:

. Policies/procedures involved in Early and
Periodic Screening and Diagnosis.
Recipient's family situation, i.e., need for
Early and Periodic Screening and Diagnosis.

11

O

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Bands/gives patient prescribed medicine, assisting him as necessary, taking readings of patient's
temperature, blood, pressuis, respiration, noting changes outside acceptable range, in order to
carry out physician's prescription.

i

---
PERFORMANCE STANDARDSi

FUNCTIONAL:

TRAINING CONTENT
s-
cr
Li..

el

a
prescriptions,:!

.--i

...,rtt
:-1

i

of adminis- :

i

lalSCRIPTIVE:
i.

. Physician's prescription is carried out efficient-
ly, promptly, and accurately.

. Prescription is carried out in a reasonable amount
of time.

NUMERICAL:

. How to

. How to

. How to

SPECIFIC

check a patient's vital signs.
follow and/or read doctor's
assist patient in taking medicine.

:

of doctor's prescription.
of patient.
of location and methods

of medicine.

.

.

r X period of ti re t. ye peo ome, nomoha X number oO n numf
complaints are received from ithyeiciana that their
prescriptions are not being followed.

. Prescription is carried out in no more than X
number of minutes when first prescribed by doctor.

. Knowledge
. Knowledge
. Knowledge

tration

..

PERFORMANCE STANDARDS TRAINING CONTENT 1.1



www.manaraa.com

Data I People 1 Things Data 1 PeOple I Things r 1 Reas. I Math. I Lang. '
1

W. F. - LEVEL W. E. - ORIENTATION
_
INSTR. G. E. D. _ TASK NO. t

)

i

1

=
!I
UV

El

P
,

a
:-
A

:

l I 1B 1 it 206 J 506 I 30% 2 2 1 l
1 2 ML.it. 12

GOAL: OBJECTIVE: .

10

0=

1
s

...4

10
a
.4
N

oo
00

,--

Id
o

.
a

10
U
0$
450

TASK: Dispenses oral medications (pills, solutions), set up by nurse/assistant, to patients at specified
times during the day, following S.O.P. in order to insure that patients receive proper medication.

*

DESCRIPTIVE:

_
PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

are

to

patient
medication.

to proper patient -
before giving medi-

has an =offensive manner.
in a reasonable

medication /no patient

of patients complain of
amount of time.

.

.
0 Medication is dispensed

worker carefully identifies
cation to him.

. Worker is courteous and
Worker dispenses medications
amount of time.

NUMELICALI

. How to identify patients.
. Sow to be cheerful and Courteous.
. See G.E.D.
.

SPECIFIC:

.
.

.

No patient gets the wrong
gets medication not prescribed.
No more than X number
worker's manner in X

. Knowledge of specific times medications
to be dispensed. .

. Knowledge of where to find medications
dispense. ''

. Knowledge of what action to take if
does not appear for or refuses his

1..:

.

. .

PERFORMANCE STANDARDS TRAINING CONTENT
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GOAL: OBJECTIVE:

TASK: Delivers meal /snack trays to patient-inmates in hospital ward/collects trays after inmate has
finished eating, cheekily to insure that all utensils/dishes are on tray, in order to Serve
meal/snack to inmate-patient.

13ESCRITTIVE:
4.1

Proper tray is delivered to proper inmate-patient:
. Worker's manner is cheerful and courteous.
. Worker carefully checks for presence of all

utensils/dishes when picking tray up.
A.
a Worker delivers trays quickly so food does not

get cold.

a
NUNBRICCL:

All utensil/dishes are picked up with tray.
No more than X complaints are,received from
patients that food is cold due to incompetence
of worker, or that worker's manner is offensive
over X: period of time.
Proper trays are delivered to the proper inmate -
patient ,x% of the time.

PERFORMANCE STANDARDS

.-1

0

0

0n
O

TRAINING CONTENT

FUNCTIONAL:

Now to account for correct number
dishes on food tray.
How to deliver food trays.
How to serve bed patients.
How to be cheerful and courteous.
See G.E.D.

SPECIFIC:

Ii4

of utensils/ I

F,

I -1

Knowledge of how to match recipients and proper
food trays.
Knowledge of when to deliver meals.
Knowledge Of what to do if there is no tray for
patients.
Knowledge of institutional S.O.P. for utensils/
dishes in inmate's possession.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: selects prepared medications and places them in the proper patient bin on the medication cart,
checking the carder file for the medication and dosage for each patient in order to prepare the
cart for delivery to the wards.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

DESCRIPTIVE:

selected for each patient
bin.
carder file for correct

speed.

over X period of time in
the bins.

by X time for each

for all (100%) of
is placed on the

.

. Correct medications are
and placed in proper

. Carefully checks the
prescription. '

. Works with reasonable

NIROCRICAla

Knowledge
Now to
Sufficient

"irregularities

.

SPECIFIC:

of how to handle medications.
read a carder file for prescriptions.

knowledge of medications to reoognize
to prevent errors.

the various medications are located.
checking procedures for medications and

the medications must be sent to thewards.
of carder files and how to use them.

.

. No more than X errors
putting medications in

. The medications are ready
shift.

. Carder files are cbedked
patients for whom medication
oart.

Where
Cross
dosage.

Time
Location

,

PERFORNANCE STANDARDS TRAIN/1''G CONTENT
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TASK: Restocks shelves in pharmacy, periodically or as needed, with supplies (arugs/soations/pin
bottles/etc.) according to S.O.P. and phsrmacistis direction in order to keep a supply of
pharmaceuticals readily accessible.

.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRAINING CONTENT

for eaay

on

is usually

----- ....----

DESCRIPTIVE: .

la correct spot on shelf.
speed, but.is

are received from
failed to follow instruc-

in X amount of time.

.

.

. Worker places supplies

. Worker works with reasonable
careful.

NUMERICAL:

. How to arrange articles on a shelf
accessability.

. Familiarity with drugs and pharmaceutical
terms.

SPECIFIC:

. No more than X complaints
pharmacist that worker
tions.

. Worker restocks shelves

.

. Enowledge of how drugs are to be arranged
shelf.

. Knowledge of where supplies are kept.

. Knowledge of how much of a supply
kept on hand.

PERFORMANCE STANDARDS TRAINING CONTENT
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TASK: Discusses/explains d,the results of various medical tests and films for which worker is responsible
(i.e., electroencephalogram, echoencephalogram, etc.) with doctor following S. O. P. in order to
inform the doctor of the teat results.

DESCRIPTIVE:
.

.

.

NUMERICAL:

PERFORMANCE STANDARDS
FUNCTIONAL:

TRAINING CONTENT

technology
.

technique.

.

con-

results.

_

Supplies physicians with
Information is accurate,
Worker is prompt and

reliable. information.
concise, and complete.

courteous.

fewer than X complaints
the test results are unclear,

is always reported.

.

. Professional
to level

. Working'

. See G.E.D.

SPECIFIC:

knowledge of laboratory
of professional laboratory

knowledge of tests such as:
Electroencephalogram

. Echoensphalogran

. Electro- cardiogram

. X-rays

.

test results relate to patient's
P. for filing/reporting teat

.

.'

Over X period of time,
from physicians that
inaccurate.
All pertinent information

.

. Now the
dition.

. S. 0.

PERFORMANCE STANDARDS -_.- TRAINING CONTENT ,._/
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G. E. D. TASK NO.
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GOAL:

,

OBJECTIVE:

=I.
co
t-
g
IT,

up

IQ
Pr:

5)

.

TASK: Mixes proper ingredients (Solution concentrate and distilled water)/heats solution to proper.
temperature according to S. O. P.. in order to make a supply of required solution (boric acid,
renacedin) available for use.

PERFORMANCE STANDARDS
FUNCTIONAL;

TRAINING CONTENT

.

which mixture
and boy to

and
I

PESCMIPTIVE:
. Correct amounts of required
.- Solution is heated to

correct period of time.
. Worker makes correct
. Worker works in a safe

NUMERICAL:

ingredients are used.
correct temperature for

amount of solution.
mexeser.

.

of solution in X amount of

axe received form persons
was not prepared correctly:

. Knowledge

. General

SPECIFIC:

of basic laboratory procedures.
safety precautions.

of S. 0. P. relating to
when'to prepare them,

them.
of where to secure ingredients

to store solution.

. Knowledge
to prepare,
prepare

. Knowledge
where

. Worker makes Z mount
time.

. No more than X compaints
using solution that is

.

PERFORMANCE STANDARDS _. TRAINING CONTENT
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W. P. LEVEL W. F. ORIENTATION INSTR. G. E. D. TASK NO.
1 C IA 4.. 74.-. 1u. 2 2 1 2 M.D. 1

GOAL: OBJECTIVE:

TASK: Exercises (bends, flexes) joints/muscles of residents in the normal range of motion as prescribed by
supervisor, in order to provide exercise and prevent stiffness.

.

PERFORMANCE STANDARDS

FUNCTIONAL:

TRA/N/NO CONTENT

behavior.
motion

range of

for each

-,

.

DESCRIPTIVE:
.

-

in the normal range of

amount of exercise.

valid complaints (as judged
about worker being

the resident.
eto. as prescribed.

.

.

. Worker is gentle.
. Worker flexes/bends joints

motion.

,
. Worker follows the prescribed

NUMERICAL:

. How to work with elderly people.
. Understanding of elderly people's
. Knowledge of appropriate range of

exercises.

SPECIFIC:
.

. In X time fewer than K
by supervi9or) from residents
rough or over - taxing

. Worker exercises all joints,

.

cn

-...,

. Knowledge of which residents need
motion exercises.

. Xhowledge of the prescribed exercises
resident.

. Purpose of range and motion exercises.

.

PERFORMANCE STANDARDS TRAINING CONTENT


