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FOREWORD 

Vocatlonal evaluatlon and work ad_lustment services have a long 
hlstory in the fleld of vocatlonal rehabilitation. It has not 
been unt• developments of the last four or flve years9 however• 
that these services have received the attention they deserve. 
Natlonally the priority of manpower agencies to serve d•sadvan- 
raged Indlv•duals and enactment of Section 15 of the Vocational 
Rehabllltat•on Act (although th•s Section has never been funded) 
combined to generate much of th•s added •nterest. More recently• 
proposed Welfare Reform leglslat•on and the enacted Talmadge 
Amendments recognize merlts of these services. Many programs 
conducted •n relation to the DHEW ob]ectlve of rehabilitating 
substantially greater numbers of d•sabled publlc assistance 
applicants and recipients utll•ze such serwces. All of these 
developments• In addlt•on to the growth of our general programs• 
are dramat•cally •ncreas•ng demands for vocational evaluation 
and work adjustment serwces. 

Th•s document establishes basic concepts and prowdes a resource 
for better understanding the nature and scope of vocational 
evaluation and work adjustment serwces •n relatlon to the total 
rehabilitation process. It contains very valuable •nformatlon 
for both State agency and fac•llty staffs on how to •mprove the 
use and effectiveness of these services. 

 dward Newman 
CommlSSloner 
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ABSTRACT 

The key to the proper ut111zatlon of vocatlonal evaluation and work 
adjustment services by the vocational rehab•lltat•on counsel or Is 
hls ability to select the rehab•lltat•on facility which can provlde 
the programs whlch most nearly meet the needs of the c1•ent. Th•s 
guide •s •ntended to provlde assistance to the rehabilitation 
counselor In making appropriate selection and use of vocational 
evaluation and work adjustment programs. The Fourth Institute on 
Rehab• 11 tat•on Services developed Gu•dellnes for Orqanizing Voca- 
tional Evaluation Units. Th•s material has been extended to 
include work adjustment, and •s presented from the perspective of 
the vocational rehab11•tation counselor. This guide defines the 
essential elements of vocational evaluatlon and work adjustment 
programs, •dent•f•es problems experienced by state vocational 
rehabll•tat•on agencies in obtalnlng h•gh quality vocational 
evaluation and work adjustment services, and provides guidelines 
to assist vocational rehab11•tat•on counsel ors to develop a better 
understanding of the proper utilization of vocational evaluation 
and work adjustment serwces. 

Vocatlonal evaluatlon and work adjustment are closely related in 
the total rehabilitation process and, although they are d•fferent 
processes, are often confused wlth one another. The chapter on 
Mutual Relat•onshlps d•scusses some of the sources of confuslon 
and suggests that vocational evaluation •s primarily an assessment 
process whlch can serve to •nd•cate the treatment or training 
needed •n a work adjustment program. 

Vocatlona] evaluatlon Is v•ewed as an assessment process, beg•nnlng 
w•th a referral for evaluation and ending wlth a recommendation for 
further services needed by the lnd•v•dual. Evaluation •s goal- 
orlented w•th the goals being developed from comprehenslve referral 
•nformat•on and awareness of the counsel or-cl•ent objectives. 
Guidelines for selectlng c1•ents for referral are presented, 
•nclud•ng the types of •nformatlon which should be forwarded to 
the evaluation unlt and •nformatlon on or•entlng the client for 
evaluation. The common techniques of vocational evaluation are 
described and presented •n relation to the need for •nd•vlduallzed 
client program•ng during evaluation. 

Work adjustment •s v•ewed as a treatment and/or traln•ng process 
which utilizes work or work related act•wt•es. The chapter on 
work adjustment presents guidellnes for referral to work adjustment, 
and a dlscuss•on of some of the common types of program•ng. An 
emphas•s is placed upon the types of •nformat•on and serwces the 
vocational rehabilitation counselor should expect to receive from 
a work adjustment unlt. 
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The problem of effective communlcatlon between the counselor and 
the faclllty can be resolved by effective reporting. The 
referring counselor should ask specific questlons and the fac•l•ty 
reports should answer those questions as well as provide other 
slgnlf•cant informatlon. Both •nformal and formal reports should 
present an orderly sequence of facts and •nterpretat•ons whlch 
lead to spec• f• c conclusions and recommendations. 

The chapter on personnel dlscusses some of the key roles and func- 
tions of vocational evaluation and work adjustment staff. The 
quality of serwce provlded by the fac• l•ty •s dependent upon both 
the qual•f•catlons of the staff and on the staff-cllent ratio. 
Guidelines for qual•f•catlons of the various levels of staff •n 
vocational evaluatlon and work ad3ustment programs are presented• 
along w•th gu•dellnes for staff-client ratios which will permit 
the delivery of qual•ty serwces. 

The prowslon of effective vocational evaluation and work adjust- 
ment serwces to clients involves a number of mutual responslb•l•- 
ties between the state rehabilitation agency and the rehab•l•tatlon 
fac•llty. These mutual responslb•l•t•es exist at a number of 
levels. Methods of insuring coord•natlon and communication at al 
levels are d•scussed, with an emphasls upon the need for communl- 

cat•on and coord•natlon between the state agency counselor and the 
faci1•ty staff• both of whom come in d•rect contact w•th the cllent. 

The mutual responsibilities between the state rehab111tat•on agency 
and the rehab•lltat•on facility extend •nto the areas of cost and 
payment for serw ces. Rehab• tat•on facl lt•es should be prepared 
to document the cost of each service and to dlst•ngulsh between the 
costs of production and rehab•lltatlon. At the same t•me the state 
rehabilltat•on agency should be prepared to provide payment based 
upon the actual costs of the serwce and not expect the fac•llty to 
subsld•ze services to state agency cllents out of other funds. 

The f•nal chapter pulls together many of the points made •n th•s 
guide •n the form of two checkl•sts• one for vocational evaluation 
and the other for work adjustment. The checklists summarlze the 
condltlons• programs• and practices generally considered essential 
for quality vocational evaluation and work ad]ustment servlces. 
These checklists can be used by state facilities speclallsts to 
develop facl ty dl rectories• by rehab• tat•on counsel ors to 
determine whether a fac• l•ty can meet the needs of an •nd•wdual 
cllent• and by rehab111tat•on fac•llt•es for self-evaluation and 

program mprovement. 



PREFACE 

The purpose of the 1972 IRS Prlme Study Group Ill was to develop 
materlals to be used •n traln•ng counselors and other rehab•l•ta- 
tlon personnel in the effective selection and ut•l•zatlon of 
vocational evaluation and work ad3ustment services •n rehab•ll- 
tat•on facilities. The dlff•cult•es •nherent •n attemptlng to 
define and structure concepts as complex as vocational evaluatlon 
and work ad3ustment services were quickly reallzed at the Prime 
Study Group Ill organizational meetlng. Members of the Prime 
Study Group called upon their experlence, previously written 
materials, and group d•scusslon •n preparing the rough draft for 
presentation to the Full Study Committee at the Annual RS 
Meeting •n M1nneapol•s. The Full Study Commlttee came prepared 
to cr•tlque• and they prowded the Prime Study Group w•th valuable 
suggestions for •mprovement of th•s document. 

A document of thls nature required the contributions of many 
ded• cared and knowledgeable people. Recognition should be g•ven 
to the followlng •nd•wduals for their major wr•tlng contribution 
to each chapter: 

Chapter Introduction Loerance Deaver and Ted W•tham 
Def•nltlons Paul Hoffman 

Chapter II Paul Hoffmal 

Chapter Ill James Vail 

Chapter IV Darrell Coffey 

Chapter V Robert Mayes 

Chapter VI B. Doug R•ce 

Chapter VII Herb Gragert• Harry McGu•re9 and Lou•s Stephens 

Chapter VIII M•ke Doln•ck 

Chapter IX Ray Sankovsky 

Behlnd the scenes of each chapter are hard working support staff. 
Valuable assistance •n researching prewously written materials 
was provided by Warren B•rch• Graduate Asslstant at the University 
of Wisconsin Stout. Jean Barnard of the Iowa Rehabilitation9 
Educat•on• and Serwces Branch provided the notes and valuable 
taping of the organlzat•onal meeting. The defln•tlons were 
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developed by Paul Hoffman wlth the asslstance of the staff of the 
Department of Rehab• l• tat•on and Manpower Serwces• especial ly 
that of Dennls Dunn. Much of the clerlcal and l•a•son act•wt•es 
were provlded by Susan McNamara and Yvonne Kutcher, and the flnal 
editing was done by Dennis Dunn and Sharon Reynolds• all wlth the 
Unlversl ty of WI scons• n Stout. 

The Prime Study Group recognized the •mposs•b11•ty of creating a 
document acceptable to everyone. Rather• •t developed a basic 
document to be read• d•scussed• and critiqued. Most of all• •t 
developed a document to be used for the purpose of developing a 
better understandlng and utll•zatlon of vocational evaluation and 
work ad]ustment serwces •n rehab•l•tatlon fac•l•t•es. It •s a 
document •ntended to stimulate the reader •nto functlonal 
act•v•tles which could •mprove• update• and adapt the vocational 
evaluation and work adjustment serwces prowded to each state 
rehab•l•tat•on agency. No greater trlbute can be pal d to the 
effort and dedication shown by the Prlme Study Group and the 
Full Study Committee than the transfer of the material •n th•s 
document •nto action. 

David L. M111s, Chairman 
Prime Study Group Ill 
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"THE CHARGE WAS COMPLICATED BY SEVERAL FACTORS..." 



CHAPTER 

INTRODUCTION 

Vocatlonal evaluatlon and work adjustment programs are •mportant 
components of the rehabilitation process. Thelr potential, 
partlcularly as related to the newer cllent populatlons now belng 
served by the State/Federal VR Program, has not been developed to 
a level which •s •nherent w•th•n the conceptual bas•s of evaluatlon 
and work adjustment. 

If the potential of work adjustment and vocational evaluation •s 

to be achieved, more than just recogn•tlon of their inherent value 
•s needed. Equally essential Is the understanding by the counselor 
of the components of a good program, what can or cannot be reason- 
ably expected from the programs, and the criteria by which to 
•dentlfy and appropriately use the facility. 

The key to the proper utll•zat•on of serwces by the counselor •s 
the degree to which he is able to select that facility which can 

prow de the program hawng the capab• lity to deliver those 
evaluation and adjustment services which w•11 most nearly meet the 
client's unique requirements. Th•s substantial responsibility, 
placed upon the counselor at a crucial stage in the rehabilitation 
process, requires not only a sensitivity to the client's needs but 
an understanding of fac11•t•es and their programs and serwces. 

The Fourth Instltute on Rehab•l•tat•on Serwces in 1966 dealt 
with the subject of Vocational Evaluation and developed "Gu•de- 
1•nes for Organizing Vocational Evaluation Unlts" (HEW, 1966). 
The need at that tlme was to asslst fac•11t•es •n their develop- 
ment of evaluation units. The efforts of th•s study group are 
intended to prow de a llnkage with the previous document and to 
assist the VR counsel or •n making appropriate selection and use 
of vocational evaluation and work adjustment programs. 

To accompl•sh th•s, the followlng charge was accepted by the 
study group: 

I. To dent• fy problems exper• enced by State VR Agencies in 
obtaining or prowd•ng h•gh quality vocatlonal evaluation 
and work adjustment services from rehab11•tatlon fac11- 
•tles. 

2. To delineate the essential elements of vocational evalua- 
tion programs. 



3. To outline the fundamental components of work ad]ustment 
programs. 

4. To provlde guldellnes that w111 assist VR Agencies to 
better understand vocational evaluation programs and 
services. 

5. To prow de guidelines that w•ll asslst VR Agencies to 
better understand work ad]ustmert programs and serwces. 

The charge was complicated by several factors. Primary among 
these was the lack of clarity and uniformity in the termlnology 
used to describe the program concepts of vocatlonal evaluatlon 
and work adjustment. The first task undertaken by the Prime 
Study Group was the development of a set of def•nlt•ons for 
vocational evaluation and work adjustment which would adequately 
portray these services as they are provided •n contemporary 
rehab11•tat•on practice. 

DEFINITIONS 

Vocational evaluation and work adjustment have no commonly 
accepted defln•t•ons. There are many defln•t•ons for both 
concepts. In addition, there are other terms which are •nter- 
changeably used for both vocatlonal evaluation and work adjust- 
ment. The terms as defined •n th•s document follow. Each 
definition is broken down •nto •ts components wlth an explanation 
included. It w•ll be noted that vocational evaluation and work 
evaluatlon are used as equlvalent terms. 

Vocational (Work) Evaluation: 

Vocational (work) evaluation •s a comprehensive process that 
systematically utilizes work• real or s•mulated• as the focal 
point for assessment and vocatlonal exploration, the purpose of 
which •s to assist •ndlwduals in vocatlonal development. 
Vocational (work) evaluation •ncorporates medical, psychological, 
soclal• vocational, educational, cultural• and economic data In 
the attainment of the goals of the evaluation process. 

I. "Vocatlonal (work) evaluation..." Th•s equates the two 
terms and nd•cates that they can be used •nterchangeably. 
The fact that the word "vocational" •s used flrst and 
outside the parentheses •nd•cates that it •s the prefer- 
able term. 

2. "... is a comprehensive process..." Vocational evaluation 
is not a s•ngular or s•mple process, but it is truly a 

comprehensive one. The comprehensiveness of the process 
w•ll be •llustrated •n thls document. 

3. "... that systematically ut•1•zes work, real or s•mulated, 
as the focal polnt..." The d•fference between vocational 



evaluatlon and other evaluatlve processes• such as psychologlcal testlng• Is the fact that work• real or 
s•mulated• •s the focal point for evaluation. It does 
not ellm•nate the factor that vocational evaluation 
also utilizes some psychologlcal tests• b•ograph•cal 
data• etc. If vocatlonal evaluation •s to be a separate 
ent•ty• •t must be d•fferent from other types of evalu- 
atlon. That difference •s •n work• e•ther real or 
s•mulated. The word "systematlcally" •n the defln•tlon 
•nd•cates that there •s a formal process •n evaluat•ng• 
through the ut11•zatlon of work• real or slmulated. 

4. "... for assessment and vocational exploration..." 
Vocational evaluation assesses such factors as voca- 
tional strengths and weaknesses (personality factors, 
apt•tudes• •nterests• dexterltles• work hab•ts• physical 
tolerance, etc.) and also assists the •nd•wdual •n 
vocational exploration. That •s• it prowdes not only 
the evaluator w•th •nformat•on about an ind•v•dual• but 
when ut•llzed properly, can help an •ndlwdual learn 
about h•mself and explore vocational opportunities. The 
•nd•wdua] •s assisted in the process of matching h•s 
potent•als• interests• etc.• w•th various vocations and 
learning the requirements and rewards of those vocations. 

"... to asslst •nd•wduals •n vocatlonal development..." 
Vocational evaluation may work w•th groups• but the 
emphas•s •s on the •nd•wdual. The goal of vocational 
evaluation •s to assist an •ndlv•dual to reach h•s max•- 

mum vocat• onal development. 

6. "... Vocational (work) evaluatlon •ncorporates medical, 
psychologlcal• soc•al• vocat•onal• educat•onal• cultural• 
and economic data to asslst •n the attainment of the 
goals of the evaluative process." Earl•er defln•tlons 
have stated that vocational evaluation was a process of 
med•cal• psychologlcal, social, vocational, educatlona1• 
cultural• and economic evaluation. Th•s •nterpretat•on 
required the involvement of professionals or experts •n 

various areas. Here the definition states that vocation- 
al evaluatlon •ncorporates data from these areas as part 
of the vocatlonal evaluation process. Thls •s what the 
psychologist or social worker does, for example, w•th 
data from the medical fleld when he makes an evaluatlon 
•n h•s respective professional area. The d•fference may, 
at first glance• seem subtle. However• •t •s a crucial 
polnt •n definition and process. In th•s def•n•t•on• the 
vocational evaluator may Incorporate data collected by 
other professionals. In the old def•n•t•ons• specialists 
are required from the various areas to conduct an 
evaluatlon approprlate to their professional areas. 



Work Adjustment: 

Work adjustment s a 
treatment/tram 

nl ng process utl 11 zm ng 
individual and group work, or work related actlwtles, to assist 
ind•wduals •n understanding the meaning, value and demands of 
work; to modify or develop attltudes, personal charactermst•cs, 
and work behavlor; and to develop functional capacities, as 
required, mn order to assmst mndlv•duals towards their optimum 
level of vocational development. 

I. "Work adjustment Is a 
treatment/training process..." 

The dual concept treatment/training ind•cates that •n 

some s•tuat•ons work adjustment •s a treatment process, 
whlle •n others it is a traln•ng process. For example, 
when the procedure to mod• fy working behawor utl zes 
reward as the change agent then the process can be 
classified as a treatment process. On the other hand, 
when work behavior •s belng changed or •nst• led through 
the use of •nstruct•on, the process is a tra•nlng process. 
It would also be a training process when f11ms were being 
utilized in work adjustment. 

2. "... ut•l•z•ng •ndlwdual and group..." Th•s phrase 
•nd•cates that the s•tuat•ons whlch are ut•llzed for 
work adjustment can be both •nd•v•dual and group. Thus 
the treatment/training process might be wlth one partic- 
ular •nd•v•dual In a work type of act•wty, or it m•ght 
be w•th a group of •ndiwduals. 

3. "... work or work related actlwt•es..." Work act•v•tles 
are actual work s•tuat•ons, whether they occur In a 
sheltered workshop, some other type of vocatlonal 
rehab•l•tat•on facility, in the community, or elsewhere. 
The situation may or may not involve remuneration for the 
work, but often does. Work related act•wt•es •nvolve 
such things as the use of f11ms related to the world of 
work, v•deotape activities, role playing around work 
related problems, etc. The use of work or work related 
actlwt•es separates work adjustment from other adjust- 
ment processes. 

4. "... to assist ind•wduals..." Work adjustment may 
involve groups. As •nd•cated earl•er •n the definition, 
the emphas•s •s on asslst•ng the •nd•wdual. 

5. "... In understandlng the meaning, value, and demands of 
work..." Work adjustment has a number of objectlves, as 
•nd•cated by th•s def•nlt•on. The f•rst of these listed 
•s to understand the meaning, value, and demands of work. 
Untll an •nd•vidual is able to do so, he is severely 
hampered •n vocational development. 

6. "... to modify or develop attltudes, personal character- 
•stics, and work behavior..." Work adjustment •s 
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concerned with modl fy•ng or developing these factors 
according to lnd•vidua] needs. Th•s part of the 
def• n• t1on ref]ects the fact that, w• th some nd• v• dual 
it may be a matter of modifying current attitudes, 
personality factors, and/or work habits, wh•]e in other 
•ndlwduals (such as a retarded person who has never worked)• it may be concerned w•th developing appropriate 
att•tudes• persona] characterlst•cs and/or work behavior. 

7. "... and to develop functlonal capac•tles..." The word 
here mlght be "physical capacities" rather than 
"functional". The concept implied •s that work ad3ust- 
ment is concerned wlth helping individuals to develop 
the physical capac•tles and physical tolerance necessary 
for work, w•th the emphas•s on the capacity to function 
at work. 

8. "... as required..." Th•s short phrase •ndlcates that 
work adjustment •s concerned w•th factors only as they 
are required •n order to assist an •nd•v•dual In voca- 
t• onal development. 

9. "... •n order to assist •ndlviduals toward thelr optimum 
level of vocational development." Th•s last part of the 
definition recognizes that not all •nd•vlduals w•ll be 
capable of complete economlc self-sustainment and that 
ind•v•duals w•l] vary •n the level of vocational develop- 
ment. It •ndlcates that the goal of work ad]ustment •s 
to assist the •ndlv•dual towards h•s optimum level of 
atta• nment. 
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CHAPTER II 

RELATIONSHIPS 

Although vocational evaluatlon and work adjustment are dlfferent 
processes they are closely related In the total rehab•lltat•on 
process. An understandlng not only of the two processes• but of 
their relatlonsh•p• w•11 fac•1•tate a counselor's ability to 
]udge the quality and effectiveness of programs offered by 
rehabilitation fac•l•tles. 

SOURCES OF CONFUSION 

There are rehabilitation fac•llties whlch fail to carefully 
delineate the d•fferences between vocational evaluatlon and work 
adjustment servlces. Some facilities w•ll even maintain that 
they are not separable and are conducted concomitantly. Thls 
failure to be able to d•st•ngulsh between the two programs 
appears to be due to three ma•n sources of confusion: (I) s•m•- 
arlt•es between the two processes• (2) the fact they are not 

mutually exclusive, and (3) the evaluative process w•th•n work 
adjustment programs. 

The fact that there are slm•larlt•es between vocational evalua- 
tion and work adjustment leads some people to the conclusion that 
the two processes are equated. Leshner (1970) and Barton (1970) 
noted that both are concerned w•th the same behavioral var•ables• 
wlth d•ff•cult•es encountered •n the work s•tuatlon• are under- 
taken •n a reallst•c work enwronment• and •nvolve a counseling 
process. However• wh•le noting slm•lar•t•es• they also stressed 
differences that separate rather than equate vocatlonal evaluation 
and work adjustment. They stated that vocational evaluation and 
work adjustment do deal with the same behaworal variables• but 
that vocational evaluation is concerned w•th a wlder range of 
these variables. They further noted that the two processes are 
admln•stered dlfferently and are usually perceived d•fferently 
by clients. It may also be stated that a comprehensive vocational 
evaluation program tends to ut•llze a greater number of work 
stations. 

The second cause of confusion •s often created by the fact that 
vocational evaluation does take place durlng work adjustment and 
work adjustment durlng evaluation. Hoffman (1971, p. 20) wrote: 

"Although work (vocational) evaluation and work adjustment 
are d•fferent processes• they are not necessarily mutually 



excluslve. Work evaluatlon does and should go on durlng 
work ad]ustment• and adjustment does and should occur durlng 
work evaluation. 0bservat•on and notation of behavior 
s•gn• f•cant to vocatlonal development should be made when 
occurring durlng the work adjustment process. By the same 
token• a work evaluator would be doing a d•sservlce to a 
client •f• durlng work evaluatlon• he fa•led to take 
advantage of an opportunity to effect positive change •n a 
cllent. It Is the s•tuat•on where no dlfference •s made 
between the two processes that leads to •nherent danger of 
•neffective programs. The two processes are not mutually 
excluslve• but they are separate ent•t•es. During work 
evaluation the emphasls should be on assessment and during 
work ad]ustment on treatment." 

The f•nal cause for confusion appears to stem from the fact that 
there •s an evaluative process •n work adjustment. Th•s evalua- 
tlve process tends to be confused w•th vocational evaluation 
Itself; however• they have different objectives. The objective 
of vocatlonal evaluatlon •s to assess a w•de range of factors and 
to make recommendations for rehab• 11 tat•on. Such recommendatlons 
may •nclude: (I) d•rect placement; (2) education; (3) on-the-job 
training; (4) work adjustment; (5) placement in such programs as 
extended sheltered employment• work act•wty• or day care; or 
(6) not feaslble for continued vocational rehabilitation serwces. 
The ob]ectlve of the evaluation process during work adjustment •s 
to: (I) observe behawor and performance, (2) determine progress 
towards the goals of the adjustment program, and (3) recommend 
needed changes• or term•natlon• when work adjustment Is completed. 
Factors noted during work adjustment may be s•gn•f•cant to further 
program•ng after work adjustment• but th•s does not negate the 
prlmary focus of th•s particular evaluative process• nor does •t 
equate vocational evaluation wlth work adjustment. 

RELATIONSHIPS 

It has been establlshed that vocational evaluation and work adjust- 
ment are separate but related processes. There are a number of 
s•gn•f•cant factors •n thls relatlonsh•p. 

.0bject•ve and Scope 

Vocational evaluation and work adjustment are related •n that both 
are concerned w•th human behav•or• functional capacltles• and 
vocational development. However• •n relation to human behav•or• 
vocational evaluation is concerned w•th a broader range of behawor 
than work adjustment. Th•s •s one of the ma•n d•fferences that 
separate the two processes •nto d•st•nct ent•t•es. 

Vocational evaluation •s concerned w•th the assessment of both 
vocatlonal strengths and weaknesses• wh•le work adjustment •s 
primarily concerned wlth vocational weaknesses• even though to a 
l•m•ted degree, Vocational evaluatlon deals w•th vocatlonal 
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strengths and weaknesses relating to skills, dexterlt•es, atti- 
tudes, •nterests, personality factors, work habits, performance 
rate, and physical tolerance. Work adjustment is lnd•cated only 
where change or development •s required. It •s mainly concerned 
w•th such factors as work habits, performance rate, personality 
factors related to work, and physical tolerance. If, for example, 
the determined vocational weakness is primarily a Jack of 
then the treatment would be vocational training. If the weakness 
was reading sk• then the treatment would be remedial education. 

To claim that work adjustment •s concerned w•th a narrower range 
of human behawor than vocational evaluation is not to imply that 
it •s less complex. Nor does •t •mply that a less qualified 
person •s needed to conduct work adjustment. 

T• me Sequence 

Whereas vocatlonal evaluation has assessment as a primary objec- 
tive, treatment or training Is the primary objective for work 
adjustment; •t then follows that assessment should precede the 
adjustment process. 

Too often a client Is referred to work adjustment w•th a slmple 
request for work adjustment services. Th•s •s not an effective 
procedure. It leads to hit-or-m• ss work adjustment programs 
which are too often effective despite the program and not because 
of •t. 

As Campbell and 0'Toole (1971) lndlcate in thelr monograph, the 
type of work adjustment program required depends upon the work 
adjustment problems and behavior to be changed. Use of production 
charts or wage •ncrease mlght be employed to overcome lack of work 
confidence. Praise or role playing m•ght be used to •mprove self- 
esteem. A planned program of specific reaction by the work 
adjustment counselor may be used to treat a particular personality 
problem. Techniques of treatment are not excluslve to particular 
problems; however, wlthout an •dent• f• cat•on of the problem, a 
planned program of adjustment cannot be undertaken. 

It •s necessary not only to •dentlfy the problem or behawor to 
be changed, but also to determine the degree to which the 
maladapt•ve behavior exists. What Is the base l•ne of maladapt•ve 
behawor? It •s not sufficient to state that a worker is d•s- 
tracted from h•s work. How often Is he d•stracted? Does he look 
away, does hls attention wander; or does he walk away? For 
example, if he walks off, how often does he do so? The assessment 
program should also attempt to determine what goal should be set 
for developing adaptive behawor. 

The completion of an assessment prior to work adjustment does not 
mean that In every •nstance all problems w•ll be determined at this 
time. However, •t does mean that the key work adjustment problems 
w•ll be ident•f•ed and a basis prowded for developing work 
adjustment programs. 



Staff 

Some rehab111tat•on facilities conduct only vocatlonal evaluation 
or work adjustment; however, the majority attempt to offer both. 
When both processes are offered the more effective rehab•lltat•on 
fac•lltles malnta•n separate staff who •nteract closely but who 
have separate respons•b•llt•es. Th•s reduces role confusion on 
the part of cl•ents and staff. However, not all fac•l•tles can 
afford separate staff, and dual roles must be played. In such a 

case It •s even more •mportant for the fac11•ty to carefully 
del•neate •ts programs. There needs to be ewdence that the 
staff •nvolved In the dual role are able to dlscern whlch hat is 
being worn when they are conductlng vocatlonal evaluation and work 
adjustment. Competenc•es of the staff for conducting both 
vocational evaluation and work adjustment must be clearly shown. 

.Physical Space and Equipment 

Some rehab•lltat•on fac11•t•es conducting both vocatlonal evalu- 
ation and work adjustment maintain a complete separation •n space 
and equipment. On the other extreme are rehab•l•tatlon fac•llt•es 
which ut11•ze exactly the same physlcal space and equipment for 
both processes. 

There •s a problem •n rehabilitation fac•lltles which maintain no 
separatlon of physical space and equipment. W•thout at least a 
partial separation •t •s d•ff•cult for clients to •dent•fy which 
process they are •n. Thls •n turn affects thelr attitudes and 
frame of reference, factors which are important to both vocatlonal 
evaluation and work adjustment. 

Rehabilitation facilities which offer no separation in physical 
space and equipment w•11, for the most part, be l•mlted •n thelr 
vocational evaluation program. They w111 not be able to conduct 
a comprehensive vocational evaluation program which requires a 
large number of work statlons related to many vocational areas. 
Such rehab•l•tat•on facilities w•ll tend to be capable only of 
evaluatlng behaworal varlables, functional capacities, a few 
sk111s, and other llm•ted variables. They w•ll be restrlcted in 
evaluating such variables as •nterest, aptitudes, and sk•lls for 
a wlde range of occupations. 

Programs W•th•n a Facility 

When a rehab11•tat•on facility maintains both vocational evalua- 
tlon and work adjustment programs, neither one should have status 
over the other. Each program should be an establlshed program 
w•th•n the fac•1•ty wlth qualified heads who report to the same 
level of authority. In addition, the rehab11•tatlon facility 
should be able to: (I) show an operational chart for the fac•l•ty 
ind•catlng where vocational evaluation and work adjustment flt 
•nto the total program; (2) indicate how each program •s carried 
out •n relation to •ntake, establlsh•ng a client's program, and 
term•natlng a program; and (3) describe the relationship of both 
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vocational evaluation and work adjustment w•thout blending them 
•nto •nseparab]e entitles. 

Rel atl onshl p n Total Rehab• tat• on Process 

The relatlonsh•p of vocational evaluation and work adjustment in 
the total rehabl 1•tation process was descrlbed by Hoffman (1971). 
The chart developed by Hoffman is reproduced below. The term 
"work evaluatlon" used •n the original chart has been changed to 
"vocatl onal eval uatl on" in thl s chart, 

A word of explanatlon s n order for readlng the chart. The 
rectangular boxes represent processes• such as vocational 
evaluation• work adjustment• and training. The d•amond shaped 
boxes represent decision points. If the question •s answered 
in the pos•tlve• then the next appropriate step •s in the direct 
d•rect•on of the Y. If the answer is in the negative, then it 
•s in the dlrect•on of the N. Y stands for "yes" wh•]e N stands 
for "no .• 

The f•rst question to be considered in vocational evaluation is 
whether or not an •nd•wdual •s generally employable. The factor 
of general emp]oyab•llty •s dependent upon the degree of develop- 
ment of social factors• work personal•ty• work methods• work 
habits• physical tolerance and basic academic sk•]]s. If a client 
Is found to be generally employable• then spec•flc employab•l•ty 
factors are assessed and the indlwdual referred for schooling• 
on-the-job tra•n•ng• or placement. If the ind•wdual Is not 
generally employable• then referral to a program for behavior 
change is required to overcome the vocational weakness. Thls 
referral to a program of behavior change •s shown by the arrow 
labeled "no," leaving the "generally employable" box. 

After •t has been determined that an •ndlvldual •s not generally 
employable• the f•rst questlon asked Is whether or not the 
•ndividual's social development •s sufficient for vocational 
development. Lack of social development w•ll be encountered 
mainly with the mentally retarded. If social development 
tralnlng •s required• it •s provided at th•s point. If this is 
not the problem• or if the problem has been allev•ated• the 
•ndlvldual •s then referred to the treatment process requlred• 
such as (but not l•m•ted to) counsellng, work adjustment• basic 
academlc educatlon• or a combination of all four. After referral 
to one or more of these latter processes• the question of general 
employab•l•ty •s again asked. If the ind•wdual •s st•ll not 
generally employable then alternatives of referral to a special 
treatment program or sheltered employment• work actlv•ty• day 
care or •nstitutlonal•zatlon must be considered and dec•ded upon. 
If the l nd•wdual has been brought to a level of general employ- 
ab•l•ty• the need for further evaluatlon for specific employab•lity 
factors must be determined. In many •nstances where an •nd•vidual 
Is not generally employable• It is •mposs•ble to adequately assess 
specific employab•l•ty factors untll necessary behawor changes 
have been made• and the •nd•vldual should be referred to work 

11 



P•IOR RE 
NABILITATION 

PNOCESS 

NEED SOCIAL 
DEVELOPMENT 
TRAINING 

N 

SELECT SPECIALIZED 
TDEATMENT PBOGBAM 

(SUCR AS) 

WORK 
ADJUSTMENT COMBINATION 

N 

II 

Y 

ADOITIOIML 
EVALUATION 

VOCATIONAL 
OR JOB 
TRABIING 

GENERALLY 
EMPLOYABLE 

N 

SPECIAL 
gilT 

N 

SNELTENE| EMPLOIlllENT 
WOiK ACTIVITY 
NAY CARE 

INSTITNTIOIIAI•E 

DETERMINE REASON N AND RE ENTER CLIENT PERIODIC 
SU C C INTO SYSTEM AT REEVALUATION 

NECESSARY POINT 

RELATIONSHIPS OF VOCATIONAL EVALUATION, 
WORK ADJUSTMENT, AND THE REHABILITATION 

PROCESS 



evaluatlon. If addlt•onal •nformat•on •s not requlred, the 
•nd•wdual Is referred into processing for traln•ng or dlrect 
pl acement. 

RECOMMENDING WORK ADJUSTMENT 

Th•s chapter has stressed the need for assessment prior to work 
adjustment •n order to refer only those Ind•v•duals who need and 
can profit from work adjustment. Prior assessment also fac•l•tates 
better program•ng for a client In work adjustment. In relation to 
prescrlb•ng work adjustment, •t •s stated •n Chapter V on Reports 
that: (I) the evaluation report should be spec•flc •n delineating 
variables needlng change, and (2) a base 1•ne of maladapt•ve 
behawor should be established. 

There Is one problem not uncommon to rehab•l•tat•on counselors who 
work wlth rehabll•tat•on fac•l•tles that conduct both vocatlonal 
evaluation and work adjustment. Th•s •s the problem of the 
fac11•ty referring the majority of clients from •ts vocational 
evaluation to its work adjustment program. In such a s•tuatlon 
the rehab•lltat•on counselor should f•rst examine the clientele 
he refers to the facility. It may be that all cllentele are 
severely hand•capped, low level In potential, and/or lacking •n 
general employab•l•ty factors. Many fac11•t•es have a legitimate 
complaint when they say: "All the counselor ever refers are very 
low level cllents, and then he wonders why we refer them to work 
adjustment." However, •f th•s •s not the case, then the counselor 
needs to confer w•th the staff of the facility and carefully 
explore the problem. If the counsel or st111 feels that the 
fac• ty s referring too many cl •ents to ts own work adjustment 
program he must take other actlon. One such action m•ght be to 
refer some clients to a vocational rehab•l•tatlon facility that 
conducts only vocational evaluation, •f such a facillty is 
available. Th•s will enable the counsel or to determine •f h•s 
cllents can be referred to programs other than work adjustment 
when vocational evaluation •s complete. If such a facility •s 

not available and there are questions as to the validity of 
referrals to work adjustment, then an outside expert should be 
brought In to examine the s•tuat•on. Th•s can be done through 
the Technlcal Assistance Program of the Rehabilitation Services 
Administration. Information on this program • s ava• able from 
the vocational rehabllltat•on agency of each state. 
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OBSERVATIONS DURING WORK SAMPLES 
CAN PROVIDE AN INDICATION OF AN 
INDIVIDUAL'S ABILITY TO PERFORM 



CHAPTER III 

VOCATIONAL EVALUATION PROCESS 

Vocational evaluation •s a process whlch begins w•th the referral 
of a cllent to a fac•l]ty for servlces. It proceeds through the 
major steps of •ntake and orlentat•on, ind•v•dual programlng, 
evaluating, dlagnosing, recommendlng a treatment plan and follow- 
up. The counsel or should be knowledgeable of the procedures and 
involved •n the various steps whlch require the referrlng person's 
full or partlal partlclpatlon. 

INTAKE AND ORIENTATION 

The referring counselor should provlde, or make provlslon for, 
referral data. Wh•le each state has policies and procedures for 
referra]s, the materlal should mln•mally cover counselor 
objectives, cllent objectlves and personal data. The counsel or 
and cllent objectlves provlde questlons which are baslc to the 
outline of client evaluation goals. The referrlng counselor 
should state h•s objectives, whlch include elther general or 
speclflc questlons. Cllent objectlves should •nclude expressed 
•nterests, l•m•tatlons, and assets for future planning, e.g., 
fam•]y status, ab111ty to travel or relocate. Complete adm•sslon 
data •s desired by the facility to avoid duplication of Investlga- 
t•on on personal data by the evaluator. Incluslon of full data 
prevents feedback of informatlon whlch Is prevlously known to the 
referrlng counselor. Referral information should include reports 
or observations regardlng medlcal and psychlatrlc factors which 
are vocatlonally l•m•tlng; emergency medical •nformat•on; 
psychological informatlon descrlb•ng •ntellectual and emotional 
factors; levels of achievement and aptitudes; and soclal infor- 
matlon whlch may reflect on work performance, such as educatlon, 
home, school or job problems. 

The rehabl tatlon facl 11 ty should have a wr• tten procedure for 
admlsslon. The crlteria for the procedure is to admlt only those 
clients whose needs are consl stent wlth the servlces provlded. 
The pre-adml ss•on procedure of each facl 11 ty wl d• ffer, and 
these guidelines should be made known to the referrrlng counselor. 
The fac111ty crlterla probably w111 •nclude such factors as a 
stab•llzed medical condlt•on and the control of social behavior 
so that a cllent w111 not d•srupt programing for other cllents. 
The fac•llty should have a pre-adm•ss•on commlttee, or person, 
to review the referral data. It Is desirable that the referrlng 
counsel or attend the pre-admi ss• ons proceedings, • f posslble. 



Notlflcatlon to the counselor of acceptance or re]ectlon •s an 

important communication step. Such notification should usually 
•ndlcate the acceptance and starting date. There may be a 
deferment until receipt of addlt•onal •nformat•on or clar•flcat•on 
of certain referral •nformat•on. On occasion a cllent referral 
may need to be rejected. In such cases correspondence should 
•nclude the stated reasons and, •f known, alternate plans. The 
fac11•ty should share respons•b•l•tles w•th the referring 
counselor on procedures of scheduling and •nform•ng the cl•ent 
of acceptance. 

Inlt•al orientation Is begun prior to the starting date through 
preparation of the client by the referrlng counselor. Orientation 
•n the rehab•l•tatlon facility •s an essential serwce and must be 
provided accordlng to the unlque needs of the cl•ent. The f•rst 
day of vocational evaluation should include a formalized orienta- 
tion program. Someone should be available to greet each new client. 
The group of new persons should be g•ven an overwew of what is to 
follow. Th•s m•ght •nclude use of audiovisual materlals, followed 
by a tour of the fac•llty. Ind•wdual •ntake •nterwews by the 
fac11•ty staff are the f•nal orientation step. Among the areas 
covered should be goals and methods of vocational evaluatlon, 
facility serwces, specific rules and regulations, safety, hours, 
allowances and remuneration, •ntroductions, and travel. Follow-up 
orientation must be provlded to those persons st•ll •n need of 
additional assistance. 

PROGRAMS OF SERVICE 

Rehabi 11 tat• on facl t• es general y ut• i ze the fol ow• ng tech- 
niques of vocatlonal evaluation: work samples, s•tuat•onal 
assessment, psychological testing or a lob tryout approach. 
Whlle the fac•llty m•ght emphasize one approa,ch or technique, it 

•s desirable that it has available two or more of the techniques 
•n order to evaluate d•sabled and d•sadvantaged •nd•v•duals. 
Each approach or technique has common characterlst•cs. Each must 
rely on the vocational evaluator as an observer and •nterpreter 
of behavlor and work hablts. Each technique has assets and 
l•m•tations which requlre the use of at least one• and often most, 
of the approaches to evaluate a client •n wew of h•s Ind•wdual 
needs. The ava• lab• l•ty or the emphas•s of the techniques used 
will be largely determined by the program dlmens•ons of the reha- 
b•lltat•on facll•ty. D•mens•ons •nclude factors, such as whether 
the fac•llty •s •n-pat•ent or out-patient, a community or govern- 
mental agency, whether or not •t provides serwce to multlple or 

s•ngle d•sab•lity groups and has a medical or vocational orienta- 
tion; and the scope of the supportlve staff avallable to the 
evaluator. Each technique should be utilized selectively to 
•ndividualize evaluation serwces. The four basic work evaluation 
technlques are as fol lows: 
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Work Sample 

A work sample 15 a close slmulatlon of an actual Industr•al task• 
business operatlon or a component of an occupational area. It can 
be ut•llzed by the evaluator to determlne an •nd•v•dual's work 
aptitudes and ab•llty to function within a variety of related 
vocational areas• wh•le provld•ng the client w•th the dlrect 
feedback relative to his performance •n these areas. Hence• thls 
•nformat•on gathering and feedback process includes aspects of 
vocational exploration. The client becomes •nvolved in self- 
assessment and mod•flcatlon of self concept through feedback and 
the Interpretation of performance provided by the evaluator. 

In some cases work samples are taken directly from a job and 
represent the actual work processes• lnclud•ng the dut•es• equlp- 
ment and tools of that area. Some samples are created by an 
evaluator and are not directly extracted from a lob but still 
simulate the tasks which approximate available cornmun•ty jobs or 
spec•flc jobs not previously represented. Other lob samples are 
designed to measure an isolated trait or comb•natlon of tra•ts 
•nherent •n several jobs or job groups. Batterles of work 
samples are available to fac111t•es. The best known batterles are 
the TOWER system• the Jewish Employment and Vocational Service 
(JEVS) system and the SINGER/Graflex system. Rehabilitation 
fac•lltles may ut•11ze one or more batteries and/or 

a variety of 
locally developed work samples which meet thelr specific needs. 
The work samples usually cover areas ranging from slmple routlne 
jobs to those •nvolvlng more complex demands. These samples might 
represent such occupational areas as servlce• technlcal• cler•cal• 
commerc•al• industr•al• mechan•cal• process•ng• bench work• struc- 
tural• and graphic arts. 

The work sample results can •nd•cate job tryouts and sltuat•onal 
tasks that would be most appropriate and meaningful for a more 
specific evaluatlon• hence specific occupations. Observatlons of 
cllent performance durlng work samples can provide other types of 
•nformatlon• such as an •ndlcat•on of an •nd•v•dual's ab•llty to 
perform w•th•n the l•mlts of a structured s•tuatlon. Such •nfor- 
matron may not be available from other sources. 

The major assets of work samples •nclude: the practlca1• hands-on 
experience of work samples; the •mmediate and direct feedback to 
the c11ent •n terms of performance and vocational exploration; 
allowance for personal •nvolvement to a s•gnlflcant degree; the 
hlgh degree of approximation to work and the concrete• meaningful 
nature of the tasks• and the performance aspects whlch lead to 
more effective measurement of clients w•th verbal l•m•tat•ons. 

L•mltat•ons of work samples •nclude: the expenslve nature of 
develop•ng• malnta•nlng and administering work samples; the need 
to continuously reconstruct and standardlze samples; and the fact 
that some cllent groups• such as the adult offender• may perceive 
transparency and reject the relevance of s•mulated tasks. 
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Sl tuatl onal Assessment 

Behawor observation Is stressed •n the s•tuat•onal technlque of 
evaluation. The client is placed •n a vocational sltuat•on that 
w111 el•c•t spec•flc behawo-s which the evaluator w•shes to 
measure. It should be noted that there are numerous s•tuat•ons 
whlch can be utilized to observe behaviors. Work samples, too, 
are vocational s•tuat•ons but m•ght be employed for broader 
measurements, such as productlwty and aptitudes. The client 
at lunch, at home, on the bus, etc. •s •n s•tuatlons which have 
vocational relevance and elicit specific behawors. S•tuatlonal 
assessment •n vocational evaluatlon is usually carried out •n the 
rehab•l•tatlon workshop or •ndustr•al vestibule. 

L•ke the work sample approach, s•tuat•onal assessment is based on 

an effort to slmulate actual working condlt•ons. Whereas the 
orientation of the work sample is toward the assessment of 
specific work sk•lls, the or•entatlon of the s•tuatlonal approach 
focuses on what •s called "the general work personality": the 
meaning of work to the •nd•wdual, the manner In which he relates 
to persons on the lob, h•s attitudes to supervisors, peers and 
subordlnates, and the roles he f•nds congenial to play. The 
basic a•m of s•tuat•onal assessment •s to restructure the ordinary 
workshop setting so that certain important features of unprotected 
employment are more closely slmulated (Neff, 1968). 

S•tuat•onal tasks confront the client w•th physical and mental 
demands of work and offer an opportunity for behavior observation 
and measurement. Many critical vocatlonal behawors, which m•ght 
not otherwise be d•splayed, are elicited and operate s•multaneously 
during sltuat•onal assessment. The evaluator •nterprets the work 
behavior to the client so that the cllent may modify h•s self 
concept. The client •s encouraged to change his habits through 
appropriate reinforcement to prepare hlm for e•ther work adjust- 
ment or an actual work s•tuatlon. Behawor rating forms are 
generally used by the evaluator to note s•gnif•cant behawors and 
to help •n interpret•ng their vocational s•gn•flcance. 

The assets of the s•tuat•onal assessment approach •nclude the 
opportunity for the evaluator to •nteract •n the sltuat•on and 
•nterpret the behavior responses that are elicited, and for the 
client to express h•mself vocationally within a realistic, but 
protected, env• ronment. 

A llm•tat•on of this technique often •ncludes the repllcat•on of 
only a small range of 3obs and s•tuat•ons that the client may 
encounter in employment. In addition there are llm•tatlons in the 
current sclentif•c technology of s•tuat•onal analysts. 

Psychological Test•nq 

Psychological testing, •f properly used, can assist the vocational 
eva]uator in his understanding of each c]iento Psychological 
testing m•ght be conducted prior to the referral for evaluation, 
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durlng the in•tlal or later stages, or follow•ng the evaluatlon as 

an additional resource •n plannlng the c1•ent's vocational goals. 
The testing component m•ght be completed in the rehab111tation 
facility or through outside resources. Testing can •nclude a 
battery of tests or selected psychometric •nstruments, accordlng 
to the needs of the cllent. The tests most frequently used are 
those which assess •ntell•gence• aptitude, achievement, •nterest, 
personallty, dexter•ty• and level of adjustment. 

Psychological tests can assist •n the overall evaluatlon program 
by provldlng objective measures of the c11ent's ab•l•tles or 
llmitat•ons. Testing results may suggest appropriate and 
meaningful evaluatlon tasks and procedures. They can also 
provide supplementary •nformat•on to support or negate evaluator 
observations or reports obtalned from outside resources. 
Psychological testing •s a relatively qu•ck, •nexpens•ve, and 
ob]ectlve technique to determine the cl•ent's general ab11•tles 
and •m• tat•ons. 

The referring counselor should be aware of the l•m•tat•ons of 
psychological testlng. L•m•tat•ons •nclude some •napproprlate 
norms or s•gn•flcant data applicable to the severely d•sabled or 
the d•sadvantaged populatlons; the •rrelevance of most test 
Instruments to the actual lob s•tuat•on; emphasls on maximum 
functions rather than average; the anxiety provoking nature of 
most test sltuat•ons; and the lack of ind•ces of fatigue or 

mot• vat• onal changes. 

Job Tryout 

Placement of the cl•ent in existing vocational traln•ng programs, 
occupatlons •n the community, or in the facility usually constitute 
the lob tryout. Job tryouts are designed to prow de the vocational 
evaluator w•th an indlcat•on of the cl•ent's ability to contend 
w•th the real•tles of the ]ob or traln•ng program •n question. The 
ut•llzat•on of a work statlon in an •nst•tut•on or •n a rehabll•ta- 
t•on facility to observe general work behavior •s not considered a 
job tryout technique. The goal in using the work station, then, 
•s for s•tuat•onal assessment of the client's work behaviors or 
general skills, rather than to determine his actual aptitude for 
that partlcular job. 

The lob tryout •s utilized to assess the client's total capacity 
to function In a prewously determined real work situation that •s 
consistent w•th h•s speclf•c vocatlonal goal. The results would 
be supplemental information provided by a supervlsor or •nstructor 
whose ma]or function and responsibll•ty •s outside the realm of 
vocat• onal eval uat• on. 

The assets of the job tryout include the direct relationship of 
the task to a specific occupation which is considered appropriate. 
The real • st1 c nature of the cl • ent s exper• ence • n a tra• n• ng 
program or in work which exists in the community labor market •s 

directly related to a potential vocational plan, While the 
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opinion of an outside resource is an asset• •t may be a 11m•tatlon 
•n that the foreman or •nstructor's reaction may not be typical of 
competitive supervision, Other 11mltat•ons include the lack of 
available 3ob tryout sites and the amount of coordination required 
to maintain effective 3ob tryout evaluation. 

INDIVIDUAL CLIENT PROGRAMING 

The accumulation of client data allows the fac11•ty staff to 
establlsh the •n•t•al plan of objectives and goals. Wh•le the 
client's program Is in progress• the facility staff utml•zes 
both •nformal and formal staff•ngs to revlse or maintain the 
client's goals. The bas•s of a good vocational evaluation 
program lles •n the contlnuity and •ntegrat•on of the serwces. 
The manner •n which these services are planned and coordlnated 
•n each cl•ent's case determlnes the value and efficiency of 
that particular evaluation. 

Pre-pl ann• ng 

The initial plan •s formulated on the bas•s of the •nd•v•dual 
needs of the client as determined by the available data, Th•s 
plan •s ln•t•ated in the pre-adm•ss•ons process and verified 
during the intake •nterwew. The goals established will vary 
and might •nclude evaluation of the client's aptitudes• •nterests• 
work personal•ty• attitudes and work habits, The ob3ectlves m•ght 
be to verify and validate known •nformatlon• predict the client's 
potent•al• or help h•m to understand h•mself through vocational 
experiences and vocational counseling. When goals and ob3ect•ves 
are formulated• •nclud•ng the special requirements of the 
handlcap(s)• the vocational evaluator can then schedule the cl•ent• 
utilizing one or as many of the vocational evaluation techniques 
as are available •n the agency. 

As previously noted• there are numerous techniques for evaluatlon• 
and each has •ts l•mltatlons and assets. The scheduling will be 
in terms of matching the needs of the cllent w•th the assets of 
the available technique. The entry point •n a procedure should 
not be the same for each client. For example• not all clients 
should begln evaluation •n psychological testlng. The client 
should be changed from one assessment to another according to 
h•s needs and not maintained •n a component beyond h•s ab•llty 
to be assessed at that activity. The selection of the assessment 
components s the bas• s of the •ndlv•dual zed program. 

Staff Conferences 

Communication •n evaluation •s cruclal to the efflc•ent operation 
of the program of services. In smaller units the total staff may 
attend the conference• whlle •n larger units only a port•on of the 
total staff m•ght produce the most effective stafflng. Methods of 
conductlng staff conferences vary among the rehabilitation 
facilities. 
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Staff conferences should vary according to the particular needs 
of reviewing each client's progress, program, and potential. 
Starlings are both formal and •nforma]. Each facility should 
notify the referring counselor of the formal staff conference 
schedule. Frequent, often dally, informal conferences go on 
between the facility staff members in order to maintain ongoing 
appraisal of events •n the client's program. Informal staffing 
by phone with the referring counselor helps to maintain effective 
cornmunlcatlon for the same reasons. Immediate problems or 

emergencies will often result in an •nforma] staffing. The final 
staffing is usually formal and is held at a regularly scheduled 
time so that the referring counselor may attend. This staffing 
may have the goal of determining the initial recommendation for 
a treatment plan. The referring counselor •s a key person •n 
the formal and informal stafflngs. As such, he should •nvo]ve 
himself as a member and utilize the stafflngs to monitor the 
client's program. The communlcat•on between the rehabilitation 
facility and the referring counselor, and among the facility 
staff, is a primary vehicle for •ndlv•dualizlng serwces to the 
c] ent. 

RECOMMENDATIONS AND FOLLOW-UP 

The results and recommendatlons are developed during the program 
of evaluatlon and are formallzed •n the flnal report. The f•nal 
step--the recommendatlon for future rehab111tatlve serwces and 
alternatlves--comprlses the ma•n content of the evaluatlon report 
to the referring counselor. 

The recommendatlon is usually prognostic in nature and requires 
follow-up informatlon to determlne the pred•ctlve value of the 
vocational evaluator's declsions. The facility staff shou]d 
share respons•b•llt•es w•th the referrlng counsel or on procedures 
of follow-up. Follow-up is essential to the ongolng assessment 
of the effectiveness of the fac•llt•es' vocatlonal evaluatlon 
program. 
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THE REFERRING COUNSELOR SHOULD BECOME 
FAMILIAR WITH THE PROCEDURES THAT 

ORDINARILY OCCUR IN WORK ADJUSTMENT 



CHAPTER IV 

WORK ADJUSTMENT PROCESS 

Work adjustment Is a systematlc treatment/training process ut•llz- 
•ng •ndlwdual and group work or work related actlwt•es to asslst 
•nd•wduals to understand the meaning, value and demands of work; 
to modlfy or develop attitudes, personal characteristics and work 
behawor; and to develop functional capacities, as required, •n 
order to assist •ndlwdua|s toward their optimum level of voca- 
t• onal development. 

Referring counsel ors and work evaluation fac11•ty staff regularly 
face the dlff•cult problem of selecting the appropriate work 
adjustment fac•l•ty for their cl•ents. Th•s d•ff•culty stems 
from the facts that: (I) many objectives and programs have varied 
names and hazy defln•t•ons, (2) cl•ent objectives and procedures 
to attain these objectives are often unclear and (3) staff train- 
ing and functlons are inconsistent. The above def•nlt•on should 
help remedy the f•rst of these dlff•cult•es, wh•le a study and 
understanding of work adjustment fac11•t•es and their program•ng 
w•ll help to remedy the other d•fflcult•es. The referring 
counselor and facility spec•al•st w•ll need guidelines to help 
make th•s study; some guidelines and program evaluation procedures 
fol low. 

The study of the facility offering work adjustment servlces should 
cover: (I) the overall purpose and objectives of the program; (2) the accumulated knowledge, sk•lls, training and team makeup 
of the work adjustment staff; (3) techniques and procedures 
avallable to staff and clients In the facility; (4) adequacy of 
staff tra•nlng• objectives, t•me and caseload; and (5) rewew and 
feedback that can: (a) help to move the fac•l•ty and clients 
toward objectives, and (b) help to evaluate programlng prior to 
developlng new d•rect•ons and objectives as needed for both the 
client and the fac•llty. 

The referrmng counselor, •n evaluating the work adjustment fac•1- 
•ty, w•ll need to consider the fact that the facility may not be 
able to provide, or not need to prov•de• a comprehensive program 
of client servlces. It •s far better that a facility prow de a 
few key serwces of quality rather than many poor qualmty services. 
The basic program w•ll revolve around work and focus on •mproved 
work behawors and functioning. This w•ll include serwces of 
counseling on and about work and the job, and the change of work 
and work related behavior. The trend and need, however, •n work 



adjustment programlng is to add the minimal concomitant serwces 
of: (1) personal adjustment focusing on the client's personal 
prob]erns which h•nder or prevent him from functioning effectively 
•n work or work related act•wtles; (2) social adjustment which 
focuses on •mprowng the ability of the client to relate to 
others; and (3) physical conditioning which focuses on helping 
the client to •ncrease work related physical tolerances and 
funct] on1 ng. 

Other related programs may also be found in a rehab•lltat•on 
facility and should be evaluated by the referring counselor 
•n the same way that the work adjustment program •s evaluated, 
by looking at program and client objectives, procedures and 
staff •n the light of client needs and changes. 

INTAKE AND ORIENTATION 

Intake and or•entatlon •n work adjustment necessitates there 
being a h•gh level of easy communication between the referring 
counselor, the fac•llty specialist, and fac•llty staff; the 
counsel or and h•s client, and the fac11•ty staff and the client. 
The cl•ent enterlng work adjustment w•ll be the least well 
•nformed of the three, so It w•ll be the responsibility of the 
counselor and of fac11•ty staff members to initiate and main- 
tain cllent communication on a meaningful and respectful level. 

F• rst contact, however, wl be between fac• l•ty work adjustment 
staff and key DVR staff whlch w•ll •nclude the counsel or and 
facility's speclal•st. Thls should be a get-acqualnted and 
general d]scusslon meeting to determine the overall work 
adjustment needs of the DVR counselors for their cl•ents and 
to help the facility set up programlng objectlves, staffing, 
techniques, and act•vlt•es that w•ll enable the facility to 
meet these needs. 

Contact wlth a cllent, or wlth a family about a spec•flc cllent, 
w•ll ordinarily be •n•t•ated by the referring counselor after 
he has studled the client, or •nformat]on about the client, and 
Is familiar wlth fac•]Ity objectives and program•ng; the counsel or 
w111 be aware that h•s client has needs or l•mltat•ons that w•ll 
create problems for hlm •n the labor market. If the counselor •s 

aware of communlty resources, he w111 also know that h•s cl•ent 
cannot or has not responded appropriately to eas•er 

and/or 
more 

economical community training of adjustment technlques. A 
detailed facility service manual descrlb•ng program objectives, 
procedures and staffing is helpful to the referring counselor 
at th•s point and w•ll help assure that appropriate services 
w111 be available and selected for a client. G•ven thls s•tua- 
t•on, the counselor may dec•de to refer the client to a work 
adjustment program. 

The referrlng counselor and the work evaluator regularly face 
the problem of whom to refer for work adjustment serwces. Two 
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broad general questions can be helpful in dec•dlng whether or not 
to refer a client for work adjustment: (1) •s this client's 
funct•onlng or behavior such that he would experience serious 
adjustment problems •n the labor market, even w•th selective 
placement, and (2) does •t appear that this funct•onlng or ]eve] 
of behawor can be changed? 

The referring counselor's objective at the t•me of referral w•ll 
be to fac•lltate the transition to employment of th•s vocatlonally 
hand•capped person. Focus of the referring counselor w111 be on 

•mprowng the client's ability to secure and hold appropriate 
employment and adapt to the _lob or to function more effectlvely 
on the job. General objectives of facility staff w•th each cllent 
•n work adjustment w•ll be to work systematically, and primarily 
on-the-job, •n helplng the cl•ent to: (I) •dent•fy and study hls 
problems •n vocational behavior and functioning, (2) make rea1•stlc 
plans and dec•slons about vocational and related behavior change 
and functioning, (3) in•t•ate action that w111 promote client 
change to •mprove h•s employab11•ty and job satisfaction. 

Adequate referral nformat•on about a client referred work adjust- 
ment w•l] save facility staff and client t•me and help the client 
to attain or maintain a h•gh level of motivation for work adjust- 
ment services. It •s highly desirable that referral •nformat•on 
•nc]ude as much of the following as possible: 

1. Vocationally limiting and emergency medical •nformat•on. 

2. Psychological informat•on describing •ntellectual, verbal, 
performance• emotional, achievement and aptitude problems 
and levels of functlon•ng. 

3. Social lnformat•on describing situations that may reflect 
on work performance, e.g., education, home, school and/or 
job problems. 

4. Vocational evaluatlon •nformatlon describing: 

a. Vocational •nterests, strengths and weaknesses. 

b. Long and short range work and training goals. 

c. Vocational problems that may be d•fflcult to change 
and should therefore likely be circumvented. 

d. Specific vocational and vocationally related problem 
areas, stated in behavioral terms (Mager, 1962), that 
have need and potential for change. 

e. Vocational ly relevant target behaviors stated in 
objective, observable, positive, measurable, behaworal 
terms. 
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f. Suggested work adjustment or conditioning techniques 
that appear to have good potential for bringing about 
des• rable change. 

Entrance crlterla wlll vary from fac•llty to facility9 depending 
upon stated objectives of the fac11•ty9 staff ava•lab•llty and 
competence• fac•l•ty caseload and work avallab•l•ty. Some 
general client entrance crlter•a are: 

1. There is ample reason to believe that a client cannot 
function or adjust adequately •n su• table employment 
because of physical, psychological, soclal• cultural, 
or vocational problems. Th•s •nformatlon w•ll come 
from the referring counselor and the work evaluation 
nformat• on and recommendat• ons. 

2. Vocational and related social problems are not amenable 
to other less expensive approaches in vocational problem 
so]wng• such as vocational counseling. 

3. Physical problems have reached a point of stability so 
that a client is able to look beyond hls •mmed•ate 
physiological needs toward physical and/or behavioral 
growth needs. 

4. Clients hawng unstable or medical problems w•ll be 
under medical supervls•on. 

5. Control of social behavior •s such that a client will 
not disrupt program•ng for other clients or be a danger 
to himsel f. 

In a facility that has both vocational evaluation and work adjust- 
ment programs• screening for work ad]ustment w111 occur over a 
period of t•me during work evaluation and even during early work 
adjustment. Screening w•11 then involve •dent•fy•ng client 
problems and determln•ng whether or not the facility and •ts staff 
are prepared to help a client in the solution of these problems. 
Identif•catlon of client problems w•11 occur primarily during the 
client's work evaluation. However• the referring counselor should 
have some •nput •nto th•s s•nce he w•11 l•kely already have 
ldent•f•ed client problems from contacts w•th previous employers• 
the client's family9 and from the client h•mself. 

More spec•flcally• client problem areas that can be handled 
effectively •n work adjustment are: 

1. The client demonstrates anxiety or d•scomfort when under 
superw si on. 

2. The client experiences difficulty in accepting and 
profiting from instruction or criticism. 

3. The quality of work •s below mln•mum industrial standards. 
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4. The client has dlfflculty understandlng, accepting, or 
actlng •n the role of a worker. 

5. Product•vlty •s below mln•mal •ndustr•al standards. 

6. The client does not socialize poslt•vely, appropriately, 
or adequately w•th co-workers. 

7. The client does not cooperate adequately w•th others on 
work tasks. 

8. Interpersonal relations are •nadequate or •napproprlate. 

9. The c1•ent responds •nappropr•ately to unpleasant jobs 
or to unpleasant aspects of jobs. 

10. The c1•ent experiences d•ff•culty communicating wlth 
h•s supervisor. 

11. The client experiences dlff•culty •n organizing h•s work 
effect vel y. 

12. The client does not present a good self-lmage to others. 

13. The client experiences d•ff•culty •n the family, commun- 
ty and neighborhood. 

14. Soclal pressures or factors •n the home or community 
reduces client job or training effectiveness. 

15. The client lacks strength, stamina or physical capacity 
to work at appropriate jobs or tasks. (Adapted from 
Research Utl]lzat•on Laboratory, 1971) 

The screening committee and the referrlng counselor should slt 
down together where posslble and look at the cl•ent and hls 
referral •nformat•on •n the l•ght of these factors. 

Screening of work adjustment clients may be by a commlttee which 
meets weekly and matches client problems and needs w•th facility 
program•ng and capabilities. For efficiency, this cornm•ttee 
should be relatively small and made up of two or three people 
who are aware of aspects of human behawor, the labor market, 
communlty serwces and services offered by the facility. A 
larger commmttee may want to s•t in review of cllents about whom 
there Is a questlon of acceptance. This larger committee w•ll 
use the same entry criteria as the smaller comrn•ttee but •t w•ll 
be made up of staff from each major professlonal d•sc•pl•ne in 
the faci lty. 

If the screenlng commlttee accepts the referred client, the 
decision should be cleared w•th the referring counselor, •f he 
has not been In attendance• and the client contacted by the 
counselor. An acceptance letter from the facility should follow 
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the counselor's contact wlth the cllent about h•s acceptance. 
Th•s acceptance should be brief but should: (I) indicate 
startlng date and tlme for arrlval, (2) •nd•cate probable 
length of program•ng, (3) g•ve details of dress, housing, and 
meals, (4) explain how to get to the center and (5) brlefly 
explaln what w•ll happen at the fac•llty. 

If the cllent •s rejected by the screenlng committee, and the 
referring counselor has not been present, the counselor should 
be not•fled by the facility program d•rector and glven a clear 
explanatlon for the rejection. The counselor should then contact 
the client to prudently explain the rejection. 

Orientation to the work adjustment program provides an opportunity 
to gain rapport w•th cllents and to make the work adjustment more 
meaningful and effectlve. Information g•ven •n or•entatlon can 
help to get the client •nvolved because he feels the enthusiasm 
of the work adjustment staff and because the relationships of 
work adjustment program•ng to h•s end goal of optlmal job place- 
ment and adjustment have been made obwous to h•m. Or•entatlon 
starts with the referring counsel or and •s continued by fac•1•ty 
staff even before the cllent arrives at the facility. The 
referring counselor, as much as possible, should asslst •n th•s 
orlentat•on, for •n dosng so he w•ll get to know the cllent 
better, w•ll make the cl•ent's task easler, and will help to make 
the work adjustment program more effective. Orientation should 
•nform clients of day-to-day •nformatlon such as fac11•ty rules, 
hours of work, break periods, lunch, smoklng rules, use of the 
t•me clock, safety, f•re and emergency procedures, supervisors 
and superv•slon, off-l•m•t areas, problem areas and pay. A 
client handbook covering these same topics •n deta•l is essential 
•n or•entatlon, although •t must also be explained •n e•ther 
group or ind•vsdual sessions. 

PROGRAM OF SERVICES 

Work •n and of •tself may have a beneficial effect for cllents; 
however, work alone cannot be considered work adjustment. There 
must be, •n addition, clearly stated general program objectives, 
speclf•c wrltten client objectives and appropriate work adjustment 
procedures which are planned by behav•orally trained and/or 
medically tralned consultlng or superwsory staff and mediated 
by skilled work adjustment technicians. 

Work adjustment services in a rehab•l•tatlon facility have as an 
overall goal the modification or change of cl•ent behavior and/or 
physical and mental functlonlng relevant to •mprovement in seek- 
•ng, holding and/or adjusting to a job (Baker & Sawyer, 1971). 
The referring counselor w111, however, understand that there are 

numerous factors over which the work adjustment staff often has 
little or no control, so that adjustment counselors and referring 
counselors need to work around these factors, e.g., the labor 
market, client motivation, home and family pressures, geographical 
]•m•tations, client age, etc. 
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The choice and effectiveness of a behavioral change approach will 
depend greatly upon the philosophy, ob_lect•ves, structure and 
support offered by the facility and its management. D•scuss•on 
w•th the dlrector of the facility and a study of general fac•l•ty 
objectives w•ll help ind•cate to the referring counsel or how well 
thls has been achieved. 

A description of the work adjustment program must be available to 
the referring counsel or and should include: 

I. A printed statement of program purpose describing, •n 
practical language, the reasons for and a•ms of each part 
of the program. 

2. Speclf•c objectives written •n behavioral language for 
each work adjustment cllent. These objectlves w111 
suggest work adjustment procedures that w•ll help to 

move clients toward specific goals. 0bject•ves for 
cllents and for fac•l•ty program•ng must be clear and 
lead to speclf•c action by the •nd]wduals responsible 
and •nvolved. Thls means that each objective must 
ncl ude: 

a. A description of action to be taken. 

b. An object of the action. 

c. The expected results of the action. 

d. The tlme span over which outcomes are expected. 

e. Measurable character• st•cs. 

The factor "measurable characteristics" •s •mportant In 
work adjustment because there are so many client and 
sltuat•onal variables which may stymie a particular 
work adjustment procedure. Procedures that may be qu•te 
effective for one client may be complete]y •neffectlve 
with another client who, on the surface at least, 
appears to have s•mllar problems. W•th a careful watch 
kept on measured cllent character•stlcs, •t •s possible 
to quickly detect change or lack of change and follow 

up w•th other procedures. 

It is important to know when a cl•ent •s making sat•s- 
factory progress. Th•s may be measured by comparing 
measurable client character•stlcs wlth (I) industrlal 
standards and (2) the client's own level of functioning 
at the beginning of work adjustment. Industrial 
standards are sometimes dlfflcult to obtain, or it may 
be d•ff•cult to relate cllent performance •n one work 
adjustment area to standards •n a related •ndustry or 

buslness. A comparison of a client's progress w•th 
h•s own performance at the beginning of h•s work 
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adjustment is easler and w•ll often be less traumatic to 

many as they beg•n work adjustment. To fac•lltate th•s 
comparison •n•tlal performance must be measured and th•s 
used to establish a base l•ne against whlch to compare 
later performance. Base 1•nes must be established for 
each c1•ent objective where change actlon •s planned. 

An •mportant tool •n measurement which can be used is a 
graph that w•ll quickly and p•ctor•ally show to staff, 
referrlng counselor and client the change, •ts d•rect•on, 
and Its amount. 

3. Curriculum or program outlines developed to f•t the 
content and structure of the educatlonal part of the work 
adjustment program. Each outllne must contain: 

a. Purpose, wlth spec•flc behaviorally stated objectives. 

b. Course content mater•al. 

c. Procedures for attaining the l•sted objectlves. 

d. Lesson plans describing, at a glance, toplcs or sub- 
ject areas for each session or objectlve. The lesson 
plan should state the objective of each session, 
materials needed, content or subject matter, suggested 
methods and act•wt•es and means of evaluating effect- 
•veness of the content, methods and progress of the 
student. 

Because of the complexity of client problems, there must 
be a team of professlonal people ava•]able to help •n 
planning the work adjustment of clients. The team should 
include at a m•n•mum medical, psycholog•ca], social, 
educatlonal and vocational workers w•th other specialists 
available as needed. 

The effectiveness of a work adjustment procedure w•th a speclf•c 
client w•ll vary wlth the client problem, the tra•nlng of the work 
adjustment staff and the relative pressures and •nfluences 
operating in and on the client. Th•s means that, although the 
cllents may appear to have s•m•lar problems, completely d•fferent 
procedures may be required •n brlng•ng about improved work adjust- 
ment. The work adjustment staff should, for th•s reason, be 
people w•th training •n social learning, cultural d•fferences 
(especlally as they concern work), theories of personality, and 
techniques of changing behavior. 

The work adjustment staff must be a very flexible one, thoroughly 
tralned In work adjustment ph•losophy and numerous work adjustment 
procedures so that •t can assist cllents to cope, grow and develop 
vocationally. It •s essentlal that there be enough flexibility •n 
staff and the program to hold a client and to move h•m toward 
vocatlonal objectives; at the same tlme, the program needs adequate 
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stability so that clients w111 be able to settle into desirable 
patterns of work and work related functioning. 

Some of the more common work adjustment techniques are •nd•v•dual 
counseling, •ncludlng stand-up or on-the-job guidance and 
counseling, group counseling and d•scuss•on, behawor modlf•cat•on, 
social adjustment tra•nlng, personal adjustment training, role 
playing, job mod•f•catlon9 modeling, contingency contracting and 
desensitization. Expertise in most of these areas must come from 
•ntenslve study and supervised practice. For th•s reason facility 
management has a responslb•l•ty for either h•r•ng adequately 
trained staff •n these areas or h•rlng and utll•z•ng trained 
consultants for weekly supervls•on. Referral counselors also have 
respons•bll•ty at this point: (1) they should help •n stabilizing 
fac•11ty caseload and thereby •n stabilizing facll•ty staffing, 
and (2) they should not ask a facl]Ity to offer serwces for which 
staff lacks competenc•es or t•me to handle. 

Staff conferences in work adjustment w•ll be concerned w•th client 
progress and planning. Staff conferences may be any one of three 
kinds: (I) •nformal or •mmed•ate, (2) cllent scheduling (sem•- 
formal) or (3) formal. The •nformal or immedlate conference w•ll 
be unscheduled and w111 occur at the t•me a client's immediate 
problems become crlt•cal. Th•s conference w•ll ordinarily be 
held •n prlvate near the work area and w•ll consist of •nvolved, 
key people who are available. Such a conference may be called to 
handle emergencies, such as overt dlsrupt•ve behavior, conflicts 
of •nterests or behaviors, obwous mlsplacements, discipline and 
the •ke. The cl •ent schedul ing conference w• 11 •nvolve •n-house 
staff who w•]l review each cl•ent's program and progress or lack 
of progress toward speclf•c cl•ent objectives and set up program 
plans for the near future. If cl•ent progress has stopped, facl]- 
•ty staff will recommend a formal conference. The formal confer- 
ence w•ll •nclude all professional staff •nvolved wlth the cl•ent. 
They w•ll review cllent progress• client program•ng, and change 
of program. The referring counselor or h•s representative should 
try to attend and partlc•pate •n the formal conference. 

INDIVIDUAL CLIENT PROGRAMING 

Selecting the most appropriate procedures and programlng for a 
particular client wlll be dependent upon several factors: (I) 
client needs• (2) the number of clients wlth s•m•lar needs• 
(3) the structure and system already operational •n a facility, 
(4) the orientation and tra•nlng of staff responsible for 
procedures, and (5) avallab•l•ty of tools, materials and work 
at the moment of client need. The referring counsel or• being 
aware of these factors• may f•nd that at times he can select 
or refer clients that flt better •nto the work adjustment 
program. 

The referrlng counselor also should become fam•1•ar w•th the 
th•nk•ng and procedures that ordlnar•ly occur •n work adjustment 



w•th a client. He w•ll then be better able to pre-orlent the 
c] lent concernl ng what may happen at the facl 11 ty and prow de 
s•gnlf•cant feedback to facility staff. The th•nk•ng of the 
work adjustment staff can be gulded by a toplcal outl•ne, and 
such an outllne should also be of value to the referring 
counselor. The outline could be developed from w•shes, 
pract•ces• and blases of the local labor market; from physical 
medicine recommendations for condltlon•ng and/or from sources 
such as Krantz's l•st (1971), which •ncludes details of crlt•cal 
vocational behawor for job ob]ect•ves, job seeklng and job 
keep• ng. 

Structurlng •s essential for effective learning and for work 
adjustment; some steps have been suggested to be followed •n 

any and every type of adjustment (work, soclal, personal) or 

training: 

I. Identifying and descrlb•ng the problem •n behavioral 
language (not d•agnosls or •nterpretat•on). These 
problems should be l•sted and evaluated as to their 
vocatlonal relevancy• observab•l•ty, changeab•l•ty 
and measurab• 11 ty. 

2. Setting measurable behavioral goals. Goals w•11 be 
set to overcome problems or to help clients reach 
optlmal levels of functioning important •n adjustment 
to work. These goals too should be l•sted and 
evaluated according to the factors l•sted •n number 
one above. 

3. Qont.lngency analys•s (behaworal maintenance). What 
is planned to reduce undeslrable behawors or perfor- 
mance and what rewards are planned to bring about and 
maintain desirable behavlor or functioning. 

4. Training breakdown and sequenc•nq. Thl s •nvolves 
setting attainable and compatible short term goals and 
llst•ng appropriate procedures. 

5. Consistent and easy feedback to the client and staff. 

6. Program modlf•cat•on to meet the needs of clients or a 
specific cllent (Baker &- Sawyer, 1971). 

Very helpful •n steps f•ve and s•x •s the graphical presentatlon 
of client progress toward goals compared to •nlt•al (base l•ne) 
behawor or functlon•ng. Specific details for making thls 
structure functional are the responsibility of the work adjust- 
ment staff •n the fac11•ty. The referring counselor should• 
however• be able to ask •nclsive questions about th•s. He 
should be aware of these steps •n relation to h•s cl•ent• for 
many tlmes It w•ll be possible to offer valuable •nput for any 
or all of these steps. 
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PROGRAM EVALUATION 

Contlnual program evaluatlon is a key to qual•ty work adjustment 
programlng. Clear, behaworally stated objectives, expressed •n 
measurable outcomes for both cl•ents and the fac•11ty work adjust- 
ment program w111 help to make for more effective evaluation. 

Graphical presentation of measured cl•ent behavioral or functlonal 
change over a period of t•me has been found to be an excel lent way 
to show •nd•v•dual progress. Client work adjustment reports should 
be structured and presented to counselors so that the counselor is 
able to easily see th•s progress. Such graphical presentation w•ll 
be valuable in both monthly and critical-point client reports. 

Similar graphical presentation of degree of attainment of faclllty 
rehab•l•tat•on program goals will also be valuable •n studying the 
overall work adjustment program. Thls total program evaluation 
w111, however, be over a longer period of time and w•ll be 
influenced by numerous and less easily controlled outslde factors. 
For th•s reason the program evaluators may need to be far more 
Imag•nat•ve •n studying program progress in making real•stlc 
recommendations to •mprove future work adjustment program•ng. 
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IT IS THE REFERRING COUNSELOR'S RESPONSIBILITY 
TO COMMUNICATE WITH THE FACILITY IF HE 
DOES NOT UNDERSTAND THE REPORT 



CHAPTER V 

REPORTS 

The purpose of a report is to convey flndlngs regarding tested and/or observed behavlor, •dent•fy services prowded, •nterpret 
data and make recommendations in relation to the client's current 
and potential placement •n employment. 

The report should be used as a tool which the referring counselor 
w•ll combine wlth other data to determine what seems to be the 
most approprlate rehab•l•tatlon plan w•th each •ndlvldual c]•ent. 
S•nce the report may be the only source of communication between 
the referrlng counselor and the report writer, the report must 
contain •nformat•on useful to the recipient. 

Smith (1971) lists slx current problems of work evaluation 
reports: (I) they present an excess of m•nut•ae so that one Is 
not able to draw any conclusions when he •s f•n•shed reading a 
report; (2) they g•ve a vocatlon objective, w•thout any reason 

or 1og•c ind•cat•ng why that objective was chosen; (3) the 
s•ngle vocational ob3ectlve g•ven •s frequently unfeasible for 
a very basic or obwous reason; (4) when th•s occurs there are 

no alternative vocational object•ves; (5) the vocational 
ob3ect•ve •s frequently not t•ed in w•th ex•stlng vocatlonal 
training opportunities and employment opportunlt•es; (6) the 
vocational evaluation fa•Is to take •nto account the aspects of 
transportation which can be a severe problem for the physically 
d•sabled, the mentally retarded, and the hand•capped who llve 
•n remote geographic areas not served by bus llnes. 

FORMAT OF REPORT 

Currently, there Is no standardized format for report wrlt•ng. 
Information contalned •n a report w•ll vary w•th the function of 
the facility, the Informat•on desired by the referring counselor 
and the wr•tlng characteristics of the facility and its •nd•v•d- 
ua]s. 

It •s possible for a referrlng counselor to request evaluations 
from a number of •nd•wdual dlsc•pl•nes or to refer a client to 
a facility that offers a number of d•sclpl•nes w•th•n •ts own 
structure. In the case of a comprehensive facility offerlng 
many dlsc•pl•nes, the referring counsel or should expect a packet 
of informat•on which would •nclude ind•wdual reports from each 



of the dl sclpl nes prow d• ng serw ces to the cl ent. The coun- 
sel or should also expect that one member of the fac11•ty staff 
be responsible for summarizing these Indlwdua] reports •nto a 
short• conclse, and meaningful summary of the services provlded• 
•ncludlng recommendations. Th•s summary should prowde the 
referring counselor w•th the flndlngs and recommendations of 
each of the d•sc•pllnes •nvolved w•thout going •nto all the 
"whys and hows". If further and more detailed informat•on •s 
sought by the referring counse]or• he can examine the •ndlv•dua] 
reports. 

TYPES OF REPORTS 

A facility can use a variety of d•fferent types of reports. Each 
has an appropriate role to play In the vocational evaluation and 
work adjustment processes. Some of the common types of reports 
are described •n the followlng sections. 

Da•ly Log 

Because serwces prowded by a rehab•l•tatlon facility often 
extend over a period of weeks or months• the referring counselor 
should be partlcularly aware of the means by which the rehabili- 
tation facility staff keeps dally records of each cl•ent. Th•s 
•s particularly •mportant slnce •t prowdes a "da•ly log" of the 
plannlng and progress of the client. Thls •nformat•on w•ll later 
be used •n writlng all reports. 

Interlm Reports 

When an evaluation or ad]ustment program extends over several 
weeks or months• the referring counselor should expect a progress 
report from the rehab•lltat•on fac•llty. Thls report m•ght be •n 
the form of a telephone call, •nvolvement of the referring coun- 
sel or in the facility staffing of h•s cllent• or a written report. 
Regardless of the means of communication, the •nformatlon should 
relate to the progress of the client as well as the current 
program planning. The purpose of th•s report •s to keep the 
referring counselor abreast of developments •n the client's 
program. 

Vocational Evaluation Rep,o.rt 

The vocational evaluatlon report •s a summation of the s•gn•flcant 
vocational f•ndlngs of the facility. It Is a formal written 
report and should be a freestanding document. 

The content of the report w•ll •nclude ident•fy•ng •nformatlon 
about the client such as'. name• address• age• marital status• 
educatlon• work exper•ence• disab•l•ty and the enrollment and 
d•scharge dates at the fac11•ty. 

The body of the report should contain only s•gn•flcant vocational 
f•nd•ngs that have been separated from the tr•wal or unessential 

38 



informatlon. The report w111 dlscuss a c1•ent's strengths and 
weaknesses, referral questions, learning problems, and general 
adjustment problems. It w•ll make general vocatlonal predictions 
which may •nclude •llustrat•ons and dlscuss•on of how well a client 
f•ts requirements for appropriate D•ctlonary of 0ccupatlonal T•tles 
Worker Tra•t Group Arrangements. The report may also d•scuss the 
relationship of the c1•ent's tra•ts to a spec•flc job. The report 
should relate to the probability of success In specific jobs or .lob 
areas, d•scuss problems that may be encountered in training or at 
work, and the type of assistance that may be helpful to the client 
•n overcoming these problems. 

Recommendatlons from the vocational evaluation report may •nd•cate 
a need for work adjustment serwces. The vocational evaluation 
report should delineate the behaworal varlables which need to be 
changed •f the client •s to acquire acceptable work behaviors. A 
recommendatlon whlch s•mply says that work adjustment •s needed 
shou]d not be accepted as the bas•s for referral to work adJust- 
ment. The behavior that required change, •f the client is to 
become generally employable, must be specified. The target 
behaviors should be stated •n objectlve, behavioral terms. The 
report m•ght also contain suggested techniques that appear to 
have a good prognos•s in bringing about the desirable change. 

The degree of the maladapt•ve behavior (base llne) should also be 
speclfled. A report that ind•cated work adjustment •s needed 
because the cllent tends to be absent two or three t•mes a month 
and tardy two to four t•mes a month establ•shes the problem and 
base l•ne of maladaptlve behavior. Th•s greatly enhances setting 
up a work adjustment program that can set reallst•c goals. 

Work Adjustment Report 

Once a cl•ent •s •n work adjustment, concise, perlod•c reports 
should be made to the referring counselor. These reports should 
prowde •nformat•on concerning the cl•ent's progress, any 
problems encountered, and recommendatlons. Recommendations for 
contlnued work adjustment, e•ther •n the same program or a 
changed program, should be supported by reasons. A report that 
s•mply states "continued work adjustment •s recommended" •s 
Insuff•clent •nformat•on for the counselor. 

Once the work adjustment program has been completed a report 
should be prepared •dent•fy•ng the extent to whlch the behawor 
was changed, or the maladapt•ve behawor st•ll exists, and the 
relationships these changes or remalnlng behaviors have toward 
successful vocational placement. 

COMMUNICATION AND REPORTS 

Although communlcat•on between the fac•11ty, the family--when 
appropriate--and the referring counselor should have been an 

ongoing process throughout the evaluation, •t •s in the f•nal 
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days of the evaluatlon that communlcat•on becomes an absolute 
must. Thls w•ll allow the famlly and the referring counselor to 
gain an understanding of the serwces provided and the resultlng 
recommendations. It w111 also encourage continuous client 
services and enhance the •mplementatlon of the rehab11•tat•on plan. 

The fac•l•ty should compile all the reports •n an orderly fashion, 
Includlng the f•nal summary w•th specific recommendatlons, and 
return the completed f•le to the referring counselor •mmed•ately. 
The referring counselor's ab•1•ty to understand the content 
determl nes the success of the report. It Is the referring 
counsel or's respons•b•1•ty to communicate w•th the fac•llty •f 
he does not understand and/or questlons the content or recommen- 
datlons of the report. 

SUMMARY 

Reporting formats w•ll vary w•th each rehab•l•tat•on fac•llty. 
Communication between the rehab•l•tat•on fac111ty and the 
referring counselor should •nclude •nformal •nterlm reports 
relating to cl•ent progress and plannlng• as well as the formal 
narrative report relating to spec•flc vocatlonal objectives. 
The formal report should contain specific facts, as observed or 
tested by the evaluator• and deductions from these facts. It 
must be written In a manner that w•ll allow the reader to 
decipher the meaning w•thout hawng the sk111s •n evaluation 
or adjustment and should lead the reader through an orderly 
sequence of facts and •nterpretat•ons to a concluslon and/or 
recommendation. The report should answer those specific 
questions the referrlng counselor has asked as well as other 
s•gn•f•cant data obtained. 
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MOST FACILITIES ESTABLISH THEIR OWN 
EMPLOYMENT STANDARDS 



CHAPTER V 

PERSONNEL 

This fol owlng chapter w111 focus on the role and function of the 
vocatlonal evaluator• a suggested evaluator-cl•ent ratlo and 
m•n•mum qualifications for vocatlonal evaluators and work ad3ust- 
ment specialists. 

THE ROLE AND FUNCTION OF THE VOCATIONAL EVALUATOR 

The primary responslb•l•ty of the vocatlonal evaluator, regardless 
of hls work sett•ng• •s to determine the rehabilitation cllent's 
vocational potential. In order to achieve this goal and to 
recommend the most approprlate serv•ces• vocational evaluators 
must f•rst dent•fy the rehabilitation problems and gain an understanding of the rehab11•tat•on needs of each •nd•vldual 
client. They must then determine the specific types of rehab•l•- 
tatlon services that are essentlal to allewate or reduce the 
hand•capplng or restrictive effects of these problems (R•ce, 1972). 
If the vocational evaluator Is to meet th•s respons•b•l•ty• he 
must present the cllent w•th meanlngful• real or s•mulated• work 
act•wt•es •n order to observe• assess• analyze• and predlct future 
work performance. Moreover• he must determine f an Inadequate 
performance by the c11ent •s due to physical or mental l•m•tat•ons• 
emotlonal or behavioral problems• •nappropr•ate work hab•ts• lack 
of work sk111s or experiences; and whether or not he should pre- 
scribe rehab•l•tatlve servlces that w•ll mln•m•ze these problems. 

Regardless of the technique or approach utilized •n vocatlonal 
evaluat•on• •t •s the vocational evaluator who •s a key to the 
success or failure of the vocatlonal evaluation process. In 
relation to th•s respons•b•l•ty• the vocatlonal evaluator has four 
ma3or objectives: 

I. To determine the client's readlness for work• tra•n•ng• 
or the need for other rehab•lltat•on serwces; 

2. If the client •s ready for services, to identify those 
servl ces 

3. If the cllent •s not ready for serwces• to document the 
reasons why; 



4. To develop a recommended or prescrlptlve rehabllltat•on 
plan to brlng about the needed change •n order for the 
client to make a real•st•c vocational decls•on (Roberts• 
1970). 

The vocational evaluator should not assume total respons•b•l•ty 
for assessing the cllent's vocational potential. He should share 
th•s responslb•l•ty w•th medical spec•allsts• psychologlsts, 
psychiatrists or other professional staff. The need for a group 
decision is reflected •n the fact that many rehab•l•tatlon clients 
are beset w•th feelings of •nadequacy and Infer•or•ty during 
vocatlonal evaluation. Thus• the various evaluatlve components 
must be assessed in relation to their contr•butlon to the total 
•nd•vldual rather than isolated emot•onal• mental• social and 
physical elements. The relevance of group partlc•pat•on and 
team decision •s especially slgn•f•cant •f spec•flc or complex 
problems are •nterfer•ng w•th• or preventing, optlmum performance 
by the cllent. 

The vocational evaluator •n numerous rehabilitation fac•l•tles 
must wear many hats• •.e.• he must function •n a variety of roles 
•n addltlon to that of vocatlonal evaluator. Additional roles 
could •nclude psychometr•st, case-coordinator and/or vocational 
counsel or. However• referring counsel ors should be aware that 
vocatlonal evaluation personnel do not favor a sltuat•on of th•s 
nature. Th•s •s not deal• but •t exlsts and must be recognized 
by referral sources• and more spec•f•cally by the referrlng 
counsel ors. 

In more exact terms the primary functions of the vocational evalu- 
ator pertaln to the areas l•sted below. 

Knowledge of Background Information 

The vocational evaluator should become thoroughly fam•llar w•th 
the handicapped individual's social• family• educational and 
vocational h•story provided to h•m by the referring counselor in 
order to plan a meaningful vocational assessment program for the 
client. 

Intake Or• entatl on 

I. The client must be prowded w•th an •ntake orientation 

program• w•th emphasis on the purpose• procedures and 
rules of the vocatlonal evaluation unit. The vocational 
evaluator should assume the responsibility for the 
cllent's •ntake orlentatlon. 

2. The vocational evaluator must explain h•s role •n the 
evaluation process regarding reasons for selection of 
particular work act•vltles• real or s•mulated• and how 
these actiwt•es will be lnterpreted• •ntegrated• and 
analyzed according to the final recommendations. 



Client Observation and Serwces 

I. The vocational evaluator must synthesize •nformat•on 
from all the various sources into a meaningful and 
practical vocational assessment program. 

2. The vocational evaluator must observe, assess and 
record the client's work performance, psychological 
tra•ts, and personal and social behavior. These 
factors must be •nterpreted and a prediction made as 

to their effects on future performance by the client 
•n training or employment. 

3. The client's performance w•th regard to quantity and 
quallty •n various work sltuat•ons must be measured •n 
terms of the actual requirements of real work s•tuat•ons. 
If adaptatlons are made in particular work act•wt•es, 
the exact nature and extent of adaptation must be duly 
noted by the vocational evaluator. 

4. The client's performance must be evaluated and analyzed 
in relatlon to real work s•tuatlons, the D•ct•onary of 
0ccupat•onal T•tles and/or other related sources of 
occupational •nformatlon. 

The vocational evaluator must make optlmum use of 
aux•l•ary personnel where professional assistance •s 
needed, rather than attempt to provide servlces outside 
h•s realm of competenc•es. 

Conferences or Staff•nqs 

The vocational evaluator must participate in •nformai or formal 
staff conferences to assess the effectiveness of the serwces 
provided and plan and outline future services for the cllent. 

Reporting 

The vocatlonal evaluator must prow de the referring counsel or w•th 
an •nd•wdual•zed and comprehensive report regardlng the client's 
work performance, behawor, work character•st•cs• •nterests, 
relationship w•th co-workers and supervlsors• and other pertlnent 
•nformat•on durlng the vocational evaluation process. Included 
•n the report should be the results of work sample tests• s•tua- 
tlonal tests and lob tryouts as well as conclusions, summary, and 
recommendations for future rehab• l•tat•ve serwces. The compre- 
hensive f•nal report should •nclude •nd•v•dual servlce reports• 
such as• psychological, medical, soc•al• recreatlonal, dormitory, 
etc., which could enhance the referring counsel ors' knowledge of 
the client and •mprove future plannlng. One person must be 
delegated the responsibility of sending the comprehenslve report 
to the referring counselor, preferably w•thln three weeks after 
the client has completed the evaluation program. As a professional 
member of a rehab• • tatl on fac• ty, the vocatl onal eval uator s 
obligated to keep •nformat•on pertaln•ng to the client confidential. 
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THE VOCATIONAL EVALUATOR-CLIENT RATIO 

It •s difficult to specify an •dea] vocational eva]uator-rehab•l•- 
ration client ratio that w•]] •nsure an adequate performance by 
the vocational evaluator and a valid vocational evaluation of the 
client, To compound the prob]ern vocational evaluation facilities 
d•ffer in goa]s• ob3ect•ves technlques• staff qua]lflcat•ons• 
resources• and clientele served, A practical caseload for the 
vocational eva]uator• neverthe]ess• is a necessity under any 
condlt•ons •f a quality vocational assessment of the client is to 
be realized. Although it •s not •dea]• the caseload of the voca- 
tional eva]uator may •n many cases be determined by the facility 
administration rather than by superwsory personnel of the voca- 
tional evaluation facility, There are several factors that must 
be taken •nto cons•deratlon to determine an efflc•ent vocational 
eva]uator-c]•ent ratio, Some of these factors fnc]ude: 

1. The processes or techniques used by the vocational eval- 
uation facl]•ty; 

2. Type of clientele served (general rehabl]ltat•on cl•ents• 
deaf• b]•nd• mental retardates• etc.) by the rehabilita- 
tion facility; 

3. Quallf•cat•ons and competenc•es of vocational evaluation 
personnel; 

4. Amount of time the vocational evaluator devotes to other 
required duties or assignments outside the actual realm 
of vocational evaluation (psychometr•st• coord•nator• 
etc.); 

5. Average length of the vocational evaluation period for 
the rehab•l•tatlon facility; 

6. Comprehensiveness of the actual vocational evaluation 
program w•th reference to the number of work sample 
tests• situational tests• or ]ob tryouts; 

7. Type of rehabilitation facll•ty• workshop• comprehensive 
rehab•]ltat•on center• evaluation center• etc.; 

8. Number and accesslbl lty of aux• lary personnel to the 
vocational eva] uator, 

The results of a national survey conducted by Sankovsky (1971) 
•ndlcated that 45% of the sample of the vocational evaluators 
completed between seven and n•ne evaluations per month, However• 
n•ne percent of those surveyed reported more than twenty clients 
evaluated per month. It •s possible to make some recommendations 
regarding maximum caseloads in order to •nsure a valid vocational 
assessment of the client. In a work sample oriented evaluation 
facl]lty• the vocational eva]uator's caseload should not exceed 
six clients. On the other hand• the eva]uator using the 
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sltuatlonal assessment process typlcally found •n sheltered 
workshops should not attempt to evaluate over twelve c1•ents at 
a g•ven time, Larger numbers than these w•11 decrease the 
vocatlonal evaluatorts effectlveness due to the varied• complex• 
and complicated nature of the evaluation process• as well as the 
demands made by c11ents, •4hen the caseloads •ncrease above those 
recommended• the vocational evaluators must devote too much t•me 
to unsk•11ed act•v•tles• such as d•spens•ng work sample tests• 
assigning work actlwt•es• scorlng and recording tests results-- 
rather than synthes•z•ng• obserwng• and analyzing Indlvidual 
c1•ents. A reasonable vocational evaluator-c1•ent ratio must be 
ma•ntalned so the vocatlonal evaluator can observe how the c11ent 
arrives at h•s f•nal product. The way a c1•ent progresses through 
a work or work-related act•wty Is sometlmes more meaningful to 
the vocational evaluator than the end result. Observlng• synthe- 
sizing and analyzing the performance and behavlor of the rehab11•- 
ration client are the major elements of any vocational evaluation 
process, These important factors must be kept constantly in mind 
to •nsure the vocational evaluator an adequate• yet practical and 
manageable• caseload, 

QUALIFICATIONS OF THE VOCATIONAL EVALUATOR 

Individuals employed as vocatlonal evaluators come from varied 
backgrounds• sncludsng •ndustry• the sk•11ed trades• business• and 
education, The fact that vocational evaluators are employed In a 
variety of fac•11tles with different goals and objectlves further 
comp1•cates the formation of personnel qua1•flcatlons, Most 
fac•11ties currently estab1•sh their own employment standards w•th 
regard to education and work experience, 

Efforts are belng made to profess•ona]ize the vocational evaluators 
•n rehab•litatlon, Ross (1971) cites as examples the formation of 
the Vocational Evaluatlon and •/ork Adjustment Assoclation (VE•/AA) 
pub1•catlon of a professional journal• graduate programs •n voca- 
tlonal evaluatlon• in-servlce tralnlng• and varlous research 
projects, Sankovsky (1971) found that approximately 87 percent 
of the evaluators surveyed possessed at least a Bachelor's degree 
in such f•elds as •ndustrlal arts• psychology• and soclal science 

or related programs, Further• 28 percent of the vocational 
evaluators reported an advanced degree, Accordlng to Egerman 
and G•Ibert (1969)• advanced degrees were in such areas as 
rehabi 11 tatlon counse1•ng• vocational guidance or counse1•ng• 
psychology• and education. 

Vocational eva]uators are becoming recognized as professionals 
among rehabl]•tation personnel. Significant in th•s movement are 
university sponsored graduate programs in Vocational Evaluation 
at the Un•verslty of Arlzona• Auburn University and University of 
Wi sconsl n Stout, n add• tl on many nstl tutl ons ot h• gher 
learning have developed or are planning to establish undergraduate 
programs in social and rehabilitation serwces. W•th th•s con- 
s•deratlon and other s•gnl flcant developments •n the area of 
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vocatlonal evaluatlon, the follow•ng recommendations are offered 
as m•n•mum requlrements for employment of vocational evaluators. 
As the majority of vocational evaluation fac111t•es or units 
employ three levels of vocational evaluators (vocational evaluatlon 
superwsor or chief vocatlonal evaluator, vocational evaluator and 
vocational evaluator a•de), the recomrnendatlons regarding qualify- 
cations are d•rected at these pos•t•ons. 

Vocatlonal Evaluation Supervisor (Chlef Vocational Evaluator) 

The primary role and function of the chief vocational evaluator 
•s, in most cases, rehabilitation facll•ty administration, •.e., 
overseeing, supervls•ng and traln•ng other vocatlonal evaluators 
and vocational evaluator a•des. In addition to adm•nlstratlve and 
supervisory duties, the •nd•wdual in th•s poslt•on is responsible 
for work samp]e test development, dev•slng sltuat•onal tests, 
obtaining job tryouts and remaln•ng knowledgeable w•th new and 
nnovative evaluation techn• ques. 

As th•s Is a very responsible and demanding poslt•on, the person 
•n th•s capacity should have a Master's degreee in Vocational 
Evaluation, Rehabilitation Counsel lng, Psychology, Sociology, 
Education, Industrial Arts, or related areas. The "related 
areas" have always been vague and, as a result, indlv•duals have 
been employed in this crlt•cal posltlon w•thout consideration for 
understanding and knowledge of the problems of hand•capped clients. 
Specl f• c requ• rements should •nclude knowledge of human behavlor 
theories of learning, personallty theory, occupatlonal •nformat•on, 
vocational counseling procedures, psychological and vocatlonal 
aspects of d•sabil•tles, theories of work, knowledge of the 
D•ctionary of Occupational Titles and other related tools, work 
assessment methods, and report wrlt•ng. In addlt•on, the vocation- 
al evaluation supervisor should have at least one year of experi- 
ence as a vocatlonal evaluator or, at a minimum, completion of a 
superwsed practlcum or internship •n vocational evaluation. 

Vocatl onal Eval uator 

The vocational evaluator, sometimes referred to as "floor evalu- 
ator," should have at least a Bachelor's degree in Rehabilitation 
Services, Psychology, Sociology, Education, Industrial Arts, or 
related areas. Tralnlng and knowledge of human behavior, person- 
al•ty• counsellng, psychological assessment methods, occupational 
•nformatlon or interpersonal relations are consldered related 
areas. Although knowledge in spec•allzed areas such as mechanics 
bus•ness or electronics is desl rable •t should not be mandatory. 
Evaluative skills can be developed, provided the potential 
vocational evaluator is versed In the above-listed areas, as 
well as motivated to upgrade h•s knowledge and expertise. 

Vocational Evaluator A•de 

The vocational evaluator a•de should have post-high school train- 
lng, preferably two years of college and actual work experience in 



vocatlonal areas dlrectly related to vocational evaluation. The 
vocational evaluator a•de must be capable of followlng •nstruc- 
t•ons, establishing rapport wlth rehab•l•tatlon clients, and must 
have the ab•llty to work under supervls•on. Client observation, 
scoring and reporting results of various evaluative procedures 
under superws•on are other v•tal elements of the vocational 
evaluator alde's duties and responslb11•t•es. 

Prior to the vocational evaluator a•de's d•rect Involvement w•th 
rehabilitation clients •n the vocatlonal evaluation process, •t 
should be mandatory that the vocational evaluator alde undergo an 
•ntens•ve •n-serv•ce training program w•th concentrated emphasls 
on the evaluative technlques ut•l•zed, methods of client observa- 
tion, recording and reporting cllent work performance and behawor. 
A strong recommendation •s presented for in-serwce training •n 
the areas of human relations w•th emphas•s on •nterpersonal sk•lls. 
The vocational evaluator alde should be encouraged to attend 
short-term traln•ng institutes or conferences in the area of 
vocational evaluation as well as those that have a d•rect rela- 
tionship to cllent serwces, •nclud•ng counseling and •nterpersonal 
relatlons. 

WORK ADJUSTMENT PERSONNEL 

The work adjustment program •n rehab•l•tatlon is closely related 
to vocational evaluatlon. Hoffman (1971) reported that work 
adjustment serwces are d• rected toward removal of cl•ent •nade- 
quac•es rather than vocational assessment, although evaluation 
and adjustment occur •n both programs. As a result of thls 
relatlonsh•p, staff organization and qual•f•cat•ons are slm•lar. 

Work adjustment staff should be competent •n the areas of 
modification of behawor, vocatlonal counsel•ng, learning theory, 
occupations, interpersonal sk•lls, and personality. Since work 
adjustment facil•t•es employ three levels of staff--work adjust- 
ment superwsor, work adjustment spec•el•sts, and work adjustment 
a•des or ass• stants--the fol lowlng recommendations are dl rected 
at these pos•t•ons. 

Work Adjustment Superwsor 

The work adjustment superwsor should hold a Master's degree in 
Vocational Evaluation, Vocational Rehabll•tat•on, Counseling, 
Industrial Arts• Rehabll•tat•on Counseling, Psychology, Education 
or related areas. 

Prior work experience in work adjustment• vocatlonal evaluation 
or other f•elds of rehabil•tation• such as counseling of at least 
one year should be required. A satisfactory completion of practl- 
cum or internship in the area of work adjustment or vocational 
evaluation should be the m•nimum for consideration of employment. 
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Work AdJustment Speclallst 

Work adjustment staff prow dlng d•rect treatment services to 
clients should meet similar requirements of the vocational evalu- 
ator, 1.e., Bachelor's degree •n specified areas •n add•tlon to a 
workmng knowledge of mod• f•catlon of behawor techniques. 

Work Ad.]ustment Aides (Assistants) 

The work adjustment a•de should have post-high school tra•n• 
preferably two years of college and d•rect experience •n areas 
related to work adjustment servlces. This person should be 
capable of following dlrectlon, developing rapport w•th clients, 
and able to work under supervision. The recornmendat•ons presented 
for the evaluator a•de would apply to the work adjustment a•de 
or assistant. 

Thls brief descr•ptlon of work adjustment staff qualifications 
must not be •nterpreted to mean vocational evaluators should be 
batter qual•fled than work adjustment personnel. Work adjustment 
requires skil and knowledge to bring about des• red behavior change 
•n the cl•ent. It is re-emphaslzed that work adjustment staff and 
vocational evaluation staff should be on the same level. In other 
words, a definite and close relationship must exist between the 
two, as adjustment •s part of vocational evaluation and vocatlonal 
evaluatlon •s a wtal element •n a rehab•lltat•on client's work 
adjustment program. 
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TWO WAY COMMUNICATION WILL INSURE 
THAT THE CLIENT DOES NOT BECOME CAUGHT 

BETWEEN CONFLICTING POLICIES 



CHAPTER VII 

MUTUAL RESPONSIBILITIES 

The provlslon of effectlve serwces to clientele of state reha- 
bi tat• on agencies by rehabl 11 tat1 on facl tl es nvol yes mutual 
respons•bi1•ties among (I) the fac11•ty spec•a1$st of state reha- 
b111tat•on agencles and counselors of the same agencies, (2) the 
state rehabi1$tation agencies and rehab11•tatlon fac•1•t•es, and 
(3) counselors of the state rehab111tat•on agencies and counselors 
of the rehabi1•tation fac•1•t•es. The latter include shared 
respons•b11•t•es for the preparation of the c1•ent. 

MUTUAL RESPONSIBILITIES 
BETWEEN FACILITY SPECIALIST AND COUNSELORS 

OF STATE REHABILITATION AGENCIES 

The counselor is the final determlner of client eligibility, of 
client program, of cllent placement; •n essence he carries the 
total responsibil•ty for the rehabilitation of the client. To 
meet this respons•b11•ty the counsel or needs tools and asslstance, 
and both must be provided h•m by the state agency. The agency as 
a whole provides funds, operatlng methods, client referrals, 
office space, clerical help, professional assistance, and other 
related serwces; but the tools of the trade l•e in the counselor's 
know-how and the spec•allzed tools of the facility. Each state 
agency employs a fac11•t•es specialist to deal w•th fac•llty 
development; he and the counsel or, working together, are responsi- 
ble generally for the sharpening and ut•l•zatlon of the spec•al•zed 
tool• the fac11•ty. 

To accompllsh the rehab11•tation goal, the fac•l•t•es specialist 
must maintain close contact wlth the f•eld counselor; he must know 
and understand the counselor's needs• and he must then comrnun•cate 
these needs to the fac$1$t•es and assist them in necessary program 
development and/or program modi fi catl on. 

Conversely, the counselor has a responsibility to maintain contact 
with the facility and keep in close communication w•th the fac11- 
ities specialist. The counsel or should keep the fac11•tles 
spec•a1•st informed as to relationships with the fac•1•ty, problem 
areas, what might be done to correct the problems, and any new 
ideas for program development. 

The facllitles spec•allst •s responsible to the counselor to main- 
tain the facility •n a viable conditlon through use of grant monies, 
fee structure• application of standards, and other means to •nsure 
hi gh qua] lty program• ng for the c] lent. 



The fac111tles speclallst should develop a d•rectory of facilities 
for counselor usage and •nsure that the d•rectory is kept up to 
date. He should prow de guidance and dlrect•on for the counselor 
•n use of facl]•tles and crlter•a on se]ectlon of clients for 
facl]•tles services. 

The specialist and the f•eld staff should work together harmoni- 
ously in determining rehab111tatlon need in a g•ven area and •n 
the establlshment of fac•l•tles and prescription of serwces to 
be offered in facmllt•es. 

Communication and cooperation between the fac•l•t•es specialist 
and the counselor are the requisites for a functlon•ng, meaningful, 
and productive facilities program w•thln the state structure of 
servi ces. 

MUTUAL RESPONSIBILITIES 
BETWEEN STATE REHABILITATION AGENCIES AND 

REHABILITATION FACILITIES 

Mutual responslb•lit•es of the state agency and the fac•llty are 
often implied and lust as often m•sunderstood by all four parties 
to the contractual arrangement that provides rehabll•tatlon 
serwces to handicapped persons. The four parties are state 
vocational rehab•lltatlon agency, facility, counselor, and client. 
As a result of a survey conducted •n a state agency and twelve 
evaluation and tra•nlng fac•l•t•es• the following points were 
listed as of primary •mportance. 

The prime area of mutual respons•bll•t•es according to both sets 
of respondents lay •n the area of communication. It was general ]y 
the feeling that central office, field office and facility needed 
to keep the lines of commun•catlon open •n regard to changing 
philosophies and practices, ln-serwce training, f•sca] changes, 
agency program changes and new needs, and commun•catlon of 
facilities programs to f•eld staff. 

Another area of mutual responsibility lay •n •nsur•ng a quality 
program of serwces. The •nsurance can be accomplished through 
referral of an adequate number of clients, an appropriate fee 
structure, monitoring of program by the state vocational rehabili- 
tation agency, and •n-serwce training of facility staff and 
counselors. Th•s represents a constant effort on the part of the 
state vocational rehabilitation agency, cooperation on the part 
of the facility, close communlcat•ons, and the development of an 
harmonious working re]at•onshlp. 

The state vocational rehabilitation agency has a respons•billty 
to assist the faci t• es in creat• ve growth through encouragement 
of grant applications for development of new programs or expansion 
and •mprovement of presently existing ones. When such grants are 
made the facility has great responslb•]Ity for carrying out the 
terms of its agreement as stipulated •n the grant. 
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The state vocatlonal rehab11•tat•on agency and the facility should 
plan together in establlshlng programs that are meanlngful in 
terms of the community employment p•cture. It •s useless to train 
a hand•capped person for a job that does not exist; •t Is also 
unrealistic to train a client if he •s unwilling to go where the 
3obs are. Agaln, communication and counseling are of paramount 
mportance. 

The mutual respons•b•litles of the state vocational rehabilitation 
agency and the facility •nvolve delegatlon and accountab•llty. 
The state vocational rehab•l•tat•on agency, through •ts field 
staff and its operatlonal procedures, delegates certain responsi- 
b•lltles to the facility in respect to the welfare of the client. 
The state vocational rehabll•tation agency must stand ready to 
provide all necessary asslstance to the facility •n meeting state 
agency and client needs. The fac11•ty •s accountable to the state 
vocational rehab•l•tatlon agency •n respect to the client and thls 
•nvolves all of the ram•f•catlons attendant to program, services, 
etc., but •n the larger sense, ultimate accountability for the 
client and the statewlde program of facility serwces rests w•th 
state vocational rehabilitation agency and •f it abrogates its 
respons•b•11ty, then the loser •s the client, 

MUTUAL RESPONSIBILITIES 
BETWEEN STAFF OF STATE REHABILITATION 

AGENCIES AND OF REHABILITATION FACILITIES 

The establ•shment of a partnership between the referring counselor 
and the rehab•lltat•on fac•llty •s the f•rst step •n dlscharging 
mutual responsibilities that are necessary for working together to 
achieve a common goal of provld•ng the most benef•clal vocational 
rehab•lltat•on serwces for the hand•capped Ind•wdual. 

This partnership creates some inherent respons•b•11t•es that are 

common to the vocational rehabilitation counselor and the 
facility's staff, The following concepts are considered to be 
some of the mutual respons•b•l•tles: 

Commun• cati on 

Two-way communlcat•on between the vocatlonal rehab•l•tat•on coun- 
sel or and the facility staff •s the most important responslbil•ty 
•n achieving the goal of providing the best serwce for the 
hand•capped Ind•vldual. The vocational rehab•l•tat•on counselor 
and the rehab11•tat•on facility staff should continually d•scuss 
pollc•es regarding the scope of serwces offered, legal limita- 
tions and obllgat•ons, as well as fee schedules that exist between 
the two of them. Th•s w•ll insure that the client does not become 
caught between conflicting pol •c•es of the two agencies or unlts 
of the same agency. The respons•b• l•ty of two-way communication 
should be accepted in a manner which allows for open and frank 
d•scusslon w•th mutual trust and respect. 



Liaison Between the Rehabllltat•on Aqenc•. and the Rehab•11tat•on 
Facl ty 

The vocational rehab• •tatlon counsel or should become thoroughly 
aware of the programs, staff and operations of the rehab•]ltat•on 
fac•llty. The facility should prowde the counselor with the 
means of doing this, including defln•t•ons of program terminology 
and program objectives so that the counselor can make an •nte]l•- 
gent choice from the variety of serwces offered. It is also the 
respons• b• ty of the rehabl i tat• on counsel or and the facl ty 
staff to work in a manner that w•]l allow the most effective 
services to be received by the hand•capped individual. The problem 
of estab]•shlng an effective ]•a•son can be reduced by: 

• Better understandlng of the l•m•tatlons of both the state 
vocatlonal rehab11•tat•on agency and the fac•1•ty. 

• Active partlc•patlon of the state vocational rehab•l•tatlon 
agency's counselor on the fac•]lt•es rehab•]ltatlon team. 

• Preparation of a serwce manual detailing the services 
offered by the fac11•ty, 

• Preparation of a comprehensive referral report to the 
fac• • ty. 

• Planned periodic visits to the facll•ty w•th scheduled con- 
ferences with various fac• lity staff members. 

• Providing the fac11•ty wlth •nformat•on regarding the state 
vocational rehab• tat• on agency s authorl zat• on, bi 111 ng, 
and reporting requirements. 

Spec• f• c Responsib• itl es as Purchasers and Prov• ders of Serw ces 

As purchasers and prow ders of serwces for hand•capped •nd•wd- 
uals• the vocational rehab•11tation counselor and the facility 
staff have some specific respons•b•l•tles, 

The counsel or has the specific respons•b• 11 ty of dec•d•ng whom to 
refer to the facility based on: 

• nabil• ty to resolve problems of vocational adjustment 
through counseling interwews and formal test results, 

• The need for an early decision on client's feasibility. 

• Utilization of the facll•ty's expertise to assist •n arriving 
at an appropriate decls•on, 

• The need to test cl•ent's physical capacities and tolerance 
for industrial-type pressure. 

• The need for a tentative vocational ob]ective. 



• The need for an evaluation of the seemingly "non-feasible" 
cl ent. 

• The type of services the facm llty offers and prlor experiences 
wroth the facility. 

The vocational rehabll•tat•on counselor's role after the decision 
is made to refer the cllent should be: 

• To thoroughly prepare the cl•ent for referral. 

• To ma•ntaln follow-up contact w•th the fac•llty and the client 
by personal v•s•ts, telephone, and written contacts. 

• To clarl fy and fol low-up recommendations made by the fac• ty. 

• To provide counsellng and other necessary supportive serwces• 
such as maintenance allowance and physical restoration, and 
act as a resource person to the fac11•ty when necessary. 

• Provide feedback on client rehab•1•tat•on results to the 
fac11•ty so that the facility can evaluate the effectiveness 
of •ts program. 

The facll•ty's staff should be responsible for: 

• An early decision on acceptance or non-acceptance of the 
referral. 

• Enrollment of the cl•ent '•n the shortest possible period of 
t• me. 

• A dec•slon regarding the cl•ent's vocational potential as 
qulckly as possible. 

• Providing •nformatlon regarding the facll•ty's procedures 
standards and capacity to effectively work wlth the client 
problems as outl•ned •n the referral. 

• Ready access•b•l•ty for consultation and part•clpat•on •n 
conferences. 

• Prowd•ng the necessary comprehensive and qualitative serwces 
to •nsure adequate vocational evaluation or adjustment of the 
cl•ent. 

• Malnta•n•ng a flexible and •nnovatlve service attitude. 

• Providing a clear, comprehensive and reallst•c report on the 
program results as quickly as posslble following completlon 
of the program. 
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MUTUALLY SHARED RESPONSIBILITIES FOR CLIENT PREPARATION 

Adequate preparation of the cllent for vocational evaluatlon and 
work adjustment services and the acceptance of these services by 
the client Is essentlal for the eventual success of these programs. 
The state agency counselor and the facility staff have a mutually 
shared respons•b11•ty for adequate preparation of the client. 

Preparation of the Client for Vocational Evaluation and Work 
Adjustment by the Counselor 

When a decls•on •s reached that a cl•ent's needs can be served 
Jest •n a rehab•l•tatlon fac•llty, •t •s an obligation of the 
rehabilitation counselor to prepare the cllent to understand and 
accept th•s phase of the vocational rehab•lltat•on plan. In 
orienting the client towards acceptance of vocatlonal evaluation 
or work adjustment, the counselor should be thoroughly familiar 
w•th the particular fac11•ty to which he is referring h•s client. 
F•rst-hand knowledge of the facility's serwces, programs, and 
personnel w•ll •n•tlally enable the counselor to explain to the 
client, and •n many •nstances to the family, why he Is enrolling 
the client •n the fac•llty and what the fac•l•ty can offer h•m. 
For example, the counselor may point out that the rehab•lltat•on 
facility •s able to provide a number of special•zed services 
w•thln a slngle settlng whlch can assist in the assessment of the 
client's residual capacities, evaluate h•s potential for gainful 
employment, or provide needed tralnlng or work adjustment. The 
counselor should also anticipate and be prepared to answer 
questions concernlng transportatlon, lodging, or special serwces 
that may be requlred to meet the needs of severely d•sabled and 
l•m•ted •nd•wduals. If c•rcumstances permit, •t would be 
deslrable for the client to visit the fac•llty prior to his 
starting date. 

Although preparation of the client for entering a vocational 
evaluation or work adjustment program will occur most often w•th- 
•n the context of the counseling relatlonshlp between the voca- 
tlonal rehab•l•tat•on counsel or and the client, other approaches 
may be appropriate, depending upon resources available to the 
counselor. Counselor-a•des, for example, who have socloeconom•c 
backgrounds s•m•lar to that of the cllent may be utilized to 
motivate and effectlvely •nform h•m about rehabilitation facility 
serwces (U.S. Dept. of Health, Educatlon, and Welfare, 1968). 
In some •nstances the a•de m•ght accompany the client to the 
fac111ty for the f•rst tlme and answer questions that may ar•se. 

Another approach for the counselor to consider would be to arrange 
for a group orientation of several clients whom he wishes to 

prepare for vocational evaluation or work adjustment (Ayers, 1971). 
Thls method can be of significant value •n encouraging and pro- 
moting indlwdual cllent acceptance. Here again, good use may be 
made of counsel or-a•des and of experienced cl•ents who have 
successful ly completed vocational evaluation and/or work adjust- 
ment programs (Campbell and O'Toole, 1971). 
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...Preparatlon of the C11ent for Vocational Evaluation and Work 
Adjustment by the Fac• l•ty 

Rehab•lltatlon fac11•tles should establish and follow definite 
procedures for orlentat•on of new cl•ents. These may •nclude 
goals and specific evaluative procedures; fac•llty regulations or 
rules and cllent respons•b•llt•es; and the deslgnat•on of a staff 
member who can manage each client's program and prow de counsel •ng 
(U.S. Dept. of Health, Education, and Welfare, 1966; Institute for 
Crippled and Disabled, 1960). These •ntake and orientation pro- 
cedures should be written and available to referring sources. A 
cl•ent handbook may be developed and used as a resource whlch w•ll 
prow de referring counsel ors and cl•ents w•th useful •nformatlon 
such as servlces provlded, what to bring or leave home, basic 
conduct, workshop related informat•on, recreation, and transporta- 
tlon. 
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LOW PRICES AND POOR QUALITY ARE 
FREQUENTLY CLOSELY RELATED 



CHAPTER Vlll 

COST CONSIDERATIONS 

The specialized f•nanclal and cost aspects of state-operated 
rehab•]ltat•on facl]•t•es w•]] not be discussed •n th•s chapter, 
even though state-operated fac•Ilt•es are the principle resource 
for vocational evaluation and work adjustment serwces •n a 
number of states. There are two primary purposes for establish- 
ing a f•nanc•a] relationship between a state agency and a private 
rehabilitation Facility. These are: 

I. To effect •ncreased, •mproved• and dlvers•fled services 
to hand•capped •nd•wduals who are the responsibility 
of both the state agency and private rehabll•tat•on 
facl 1"• t•es; 

2. To develop a cooperatlve relationship which allows for 
3o•nt plannlng and sharing of respons•b•l•tles (Galazan, 
1967). 

t s not posslbl e n th• s short d• scuss• on to analyze the merl ts 
of the various methods of payment to facilities for the purchase 
of serwces. Essentlally, the three basic methods are: (I) the 
budget plan, where the state agency guarantees a specific gross 
amount based on a budget for a program offering a varlety of 
serwces and includes a specific l•st of staff and other expendl- 
tures; (2) the fee plan, where fees are pa•d on a per day, per 
week• or per month bas•s for specific services where fees are 
arrived at by ]olnt negotlat•on between the state agency and 
•nd•v•dual fac•l•t•es or are set uniformly by the state agency; (3) a plan of Indlvldual fees combined w•th a program of grants 
to subsidize special staff. 

Regardless of the flnanc•ng method employed• the true cost of 
the serwces purchased must be consldered •n arr•wng at a proper 
base for establishing a sound flscal relationship. 

The rehab•l•tatlon profession as a whole has been slow to accept 
the phllosophy of relating fees to actual costs. In a survey 
conducted •n 1955, only 8 out of 50 respondents who were members 
of the Conference on Rehabilitation Centers •nd•cated that the 
factor of cost had played a role •n the settlng of fees (Doln•ck, 
1956). Although there has been progress, •n thls respect s•nce 
1955, the idea of payments in relation to cost •s st111 not 
universal ly accepted. 



Quality vocational evaluation services are expensive. As with 
other serwces or commod•tles• low prices and poor quality are 
frequently closely related. The often prevalent policy •n state 
agencies of dr•wng hard bargains and purchasing the lowest 
priced serwce ava•lab]e• coupled with the belief that the actual 
cost of serwce need bear no relationship to the fee that the 
state agency w•]] pay• has resulted •n many instances •n the 
perpetuation of poor services that hardly deserve to be dlgn•f•ed 
by the t•tle of "vocational evaluation" or "work ad3ustment." 
H•gh fees alone w•l] not •nsure quality serwces• but an •nf]ex- 
•b]e position by state agencies that the cost of a serwce need 
not be a factor •n determln•ng •ts price w•]] most certainly 
•mpede the development of quality services. 

The state agency should assume the responslb•]lty to pay all 
reasonable costs of serwng clients who have been referred for 
service. The state and federal governments have allotted funds 
to the state agency for the purpose of prow d•ng serwce to 
clients; it •s not reasonable for the state agency to expect 
community programs, often supported by donations, to cover the 
costs of these serwces. The services needed by state agencies 
for vocational rehab•]ltat•on d•ffer •n some respects from the 
services prowded to other sheltered employment clients. State 
agencies, for example, may need evaluation serwces to assist 
them •n determln•ng an applicant's el•g•bl]•ty under the Social 
Security Act. These types of evaluations are usually not 
included in the objectives set by the governing boards of most 
community workshops. The state agency should be responsible for 
costs associated w•th establlsh•ng and operating these particular 
serwces if they are established and operated at the request of 
the state agency. 

Conversely• unreasonable requests for payment by facilitles and 
fee schedules that attempt to recover far more than the actual 
cost of rehab•lltat•on services w•ll further damage relat•onshlps. 
Facilities that expect state agency fees to cover all overhead 
costs• includ•ng costs not related to the rehab11•tat•on serwces 
being purchased• are l•kely to f•nd that they have prlced them- 
selves out of the market. 

As a m•n•mum• fac•llty d•rectors should be able to d•st•ngu•sh 
between rehab•lltat•on costs and production costs. They should 
be able to document the cost of each service prow ded by their 
fac•llty. They need th•s •nformat•on not merely for the 
establ•shment of a basls for an equitable rate schedule• but 
also for planning and administrative policy setting. 

There is no longer any reason for a fac11•ty to be unable to 
determine •ts actual cost of providing serwces. Assistance in 
developing and instal Ing adequate accountlng systems is aval fable 
through the Federal Technical Assistance program or by contacting 
the state facilities specialist. 
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IS THE AREA ASSIGNED FOR USE 
FREE FROM ARCHITECTURAL BARRIERS ? 



CHAPTER IX 

CHECKLIST GUIDES 

Thls Checkllst can be beneficial to state fac•1•ty speclal•sts or 

supervlsors In rewew•ng the k•nds of serwces offered by fac111- 
t•es w•th•n the state. Referring counsel ors often w•ll not have 
the tlme to study each facility. Should the fac•llty specialist, 
however, have rewewed the facility program, the referring coun- 
selor can consult• or work along w•th, the fac•l•ty speclal•st •n 
order to ident•fy those fac•llt•es that could provide the appro- 
priate and the most beneficial servlces for clients. 

The purpose of th•s guide •s to provide a method of systemat•cally 
determining what types of Vocatlonal Evaluatlon and Work Ad_lust- 
ment Services are furnished by rehabilitation or related programs. 

The Checkllst, which accompanies th•s guide, •s not •ntended as 

an evaluative tool, but more as a log•stlc and exploratlve 
instrument. Th•s caution •s essential, for there are as yet no 
fully documented research studies to support a specific set of 
standards for the operatlon of a vocational evaluation and work 
ad.lustment serwces program. There are guidelines, however• as 
establ•shed by the Fourth Institute on Rehabllltat•on Servlces 
(1966), as well as some preliminary standards establ•shed by 
other organ•zatlons or groups. 

Various other •nd•wduals and programs have put forth crlter•a 
for prowd•ng vocational evaluation and/or ad]ustment services. 
Many of these criteria have been revlewed and selected •tems have 
been incorporated into the structure of the Checklist Guide to 
Vocational Evaluation and Work Adjustment Serwces. 

The primary function of the checkllst •s to supply an instrument 
that could be used to study the elements and structure of a 

vocational evaluation and adjustment serwces program, and to 
enable the rewewer to log or record the components of the 
servlces. 

The effective and appropriate ut•llzat•on of the checkllst •s 

based on several assumptions." 

I. That no one facility prow des all the best vocational 
evaluation and adjustment serwces. 

2. That the referring counselor, evaluator, or responslble 
•ndlwdual Is motivated to prow de the best possible 
services for h•s cl•ent. Thls •s reflected by: 



a. HI s effort to dent• fy some of the cl ent's ma]or 
obstacles to rehab•l•tatlon• such as: •nab•l•ty to 
get along w•th others• poor soclal habits, poor work 
hablts• no vocational sk•lls. 

b. His effort to study the program of service avallable. 

c. His effort to effectively match those programs that 
provide the serwces which w•ll best meet the 
•dentlfled needs of the client. 

The checklist, then, •s l•ke a map. The responsible Indlv•dual 
Ident•f•es what he would l•ke to accomplish wlth his client, and 
the checklist w111 d•rect h•m to the center or program where the 
probab•llty for success •s greatest. 

In some instances there may be only one center or facility ava•l- 
able for use. The need for a checkl•st In th•s s•tuat•on •s even 

more essential. It behooves the referrlng agency to know that 
certain types of serwces are not available, and the checklist 
prowdes for a systematlc study of the program. 

In the event that there are a s•zable number of services and 
programs available, the referring counselor need not study them 
all. Several •nd•vlduals could each study one or two programs 
and then exchange nformat•on •n the checklist format. 

An additional caution should be noted. The checkl•st should not 
be presented as an evaluative tool designed to determine the 
quallty of the services. Its very nature, however, should enable 
the referrlng counselor and the program director or evaluator to 
communlcate more effectively regarding the types of serwces 
desired and those available. A natural consequence of th•s 
d•alogue would lead to the evaluation of the effectiveness of 
these serwces. One alternative would be to have the evaluator 
and the referring counselor complete the checklist independently, 
and then cooperatively d•scuss their f•ndlngs. 

As the nd• v• dual becomes fami lar w• th the checkl st, he may 
wish to establish certain patterns of services llsted so as to 
correspond to s•mllar problem cases. For example• a mentally 
retarded client who has some personal and social adjustment 
problems would fare better •n a center or facility that prow des 
the appropriate psychological •nstruments to assess hls intellec- 
tual potential, aptitudes, and •nterests. Appropriate diagnostic 
•nstruments in th•s case include psychologlcal tests that do not 

requl re a high reading level. Unfortunately it •s not uncommon 

to f•nd vocational evaluation programs that routinely prowde a 
battery of psychological tests, without flrst determining •f the 
client has the appropriate readlng level for these tests. 

L1kew• se, th• s same mental ly retarded cl•ent should have the 
opportunity to develop good personal and social adjustment, and 



the fac111ty or center selected should have a program of ad.lust- 
ment servlces to meet th•s client's needs. If at all posslble• 
specific adjustment problems should be •dentlf•ed so that the 
appropriate serwces in the fac•llty or center can be p•npo•nted. 

Frequently• when all the serwces needed for the cllent are 
•dent•fled• there •s no one program or center that can f•ll all 
the needs. The process then becomes one of selectlng the most 
appropriate program of serwces available for a particular client. 

The checklist should be as dynamic as the program it represents. 
New or expanded programs and new staff should be added to update 
the program of services. 

About th•s t•me• the referring counselor or another responsible 
Ind•v•dual mlght ask• "Is •t really necessary to go through all 
th•s trouble of making checklists and studying programs of 
serwces? I've been getting some good results w•th the centers 

use." Questions llke th•s are dlff•cult to answer• especially 
when most counselors are already overloaded and lUSt don't have 
the t•me for addlt•onal extra-curr•cular actlwt•es. Perhaps the 
best way to answer th•s questlon takes us back to the second 
assumption: that the referring counselor• evaluator• or respon- 
sible indlwdual •s motivated to prow de the best possible 
serwces for hls cl•ent. 

The fol lowlng questions or statements should be reviewed and 
evaluated by the referring counselor. Based on h•s analysls• he 
may or may not w•sh to use an approach such as a checkllst to 
•mprove h•s understanding of a program of vocational evaluation and/or ad]ust•ve serwces. 

I. Generally when a cl•ent •s referred for vocational 
evaluatlon all other attempts outside of a center or 
facility have e•ther been unsuccessful or unfeasible. 
Frequently the fac•llty or center program Is the 
cl•ent's last chance. It should be the best possible 
one. 

2. Has your follow-up or follow-along of clients been 
thorough enough to determine the effectlveness of the 
serwces you prow de for the clients? 

3. Do you frequently f•nd that a vocational evaluatlon 
program does not provide you w•th the lnformat•on you 
need; or that an adjustment services program does not 
provide for the needs of your cl•ents• 

4. Are you aware of all the serwce ava•lable in vocational 
evaluation and adjustment at the fac•llt•es where you 
normally refer your cl•ents• 
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USE OF THE CHECKLIST 

Although the checklist was originally designed for use by coun- 
se]ors referring clients to rehab•]ltat•on fac•l•tles• •t can 
also be used as an in-house review of serwces offered in 
vocational evaluation and work ad]ustment, 

The checkllst has been so designed that an affirmative response 
•ndlcates a desired or beneficial aspect of the program. Certain 
questlons• however• are not clear-cut and need to be •nterpreted 
•n l•ght of the assets and l•m•tatlons of the facilities and/or 
their staff. In add•tlon• the •tems on the checkl•st do not 
carry equal weight; some are more critical than others. There 
are as yet no generally accepted specific standards as to what 
constltutes an adequate vocatlonal evaluation or work adjustment 
program; and unto] such standards are established and accepted• 
the weight or value of a serwce component cannot be arbitrarily 
ass• gned. 
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CHECKLIST GUIDE TO VOCATIONAL EVALUATION 

Counsel or 

Name of Fac111ty: 

Locatl on 

Date: 

GENERAL CHARACTERISTICS 

I. Is there an area w•thln the facility designated exclusively 
for prowd•ng vocational evaluation serwces? 

Is the physical s•ze of the evaluatlon unit adequate to 
handle the number of clients assigned to evaluat•on• 
(Average 100 sq. ft. per client) 

3. Is a prlvate office available for the evaluator to speak 
confidentially to cllents or to consultants• 

4. Is the evaluator's desk arranged to that he can readily 
observe c11ents at the various work stations? 

5. Is the area assigned for use •n evaluation free from 
architectural barrlers• 

6. Is there sufficient l•ghtlng •n the vocational evaluation 
area• 

7. s a soundproof or qu• et test• ng room ava• able f psycho- 
logical tests are administered? 

8. Are the cllent case records and data sheets used by the 
evaluator kept •n a secure place when not •n use? 
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9. Are psychological tests, manuals, scoring keys and related 
material stored under lock and key? 

POLICIES AND PROGRAM 

10. Does vocational evaluation have the same adm•nlstrat•ve llne 
status as other programs •n the fac•l•ty• 

11. Are the objectives and goals of the vocatlonal evaluation 
program stated in wr•tlng• 

12. Does the facility have a flow chart or plan of serwces that 
clearly speclf•es serwce components, and demonstrates how, 
and •n what sequence, vocational evaluation serwces are 
performed? 

13. Have criteria for accepting cl•ents •nto the evaluatlon 
program been establ•shed based on the facility l•mltat•ons 
and assets • 

14. Is there evidence that only those c|•ents who are w•th•n the 
capab11•t•es of the program are accepted into vocational 
eva ua t on • 

15. Is access to client records l•m•ted to professional staff 
prowd•ng dlrect servlces to the cl•ent• 

16. Is there ewdence from the case f11e that the coordination 
and management of each cllent's program •s conducted •n a 
systematic and comprehensive manner• 

17. Is there ewdence that the overall vocational evaluatlon 
program is rewewed periodically so as to •ncorporate new 
strateg• es? 

18. Are adequate funds available to the evaluatlon unlt for 
purchasing approprlate psychologlcal tests or for the 
development and construction of work or job samples• 
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19. If the fac•llty •nd•cates the avallab•11ty of evaluation 
services for the follow•ng llsted hand•capp•ng condltlons, 
•s there any ewdence of special psychological testing or multiple strategies for evaluatlng: 

A. D•sadvantaged 
B. Bl•nd 
C. Deaf 
D. Mentally Retarded 

20. Is there at least one full-t•me vocational evaluator •n the 
program• 

21. Does the evaluator have responsibilities other than voca- 
tional evaluatlon, e.g., placement, admlnlstrat•on, workshop 
supervision, etc.• 

22. Is there at least one fu11-t•me vocational evaluator for 
every s•x clients •n evaluat•on• (Thls •s not a standard 
f•gure• but •s relative to the client population and the 
technique of evaluatlon emphasized.) 

23. Are evaluator aldes used to perform the more routine 
act•wt•es •n vocational evaluatlon? 

24. If there is more than one evaluator (full or part t•me), is 
there a supervisor •n charge of the vocational evaluation 
program• 

25. Does the evaluation staff meet the standards as recommended 
by the state agency• 

26. Has the evaluator received formal academic training in 

eva ua t on ? 

27. Is there an organized, •n-serwce traln•ng program for new 
evaluators• 

28. Have job descriptions for all staff in vocatlonal evaluation 
been prepared• 

29. Is there a structured formal system w•th•n the fac•llty for 
rating the effectiveness and performance of the vocational 
eval uatlon staff? 
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30. Is adequate tlme prowded for vocational evaluators to revlew 
current l•terature and research •n vocatlonal evaluat•on• 

31. Are vocational evaluatlon staff free and encouraged to partlc- 
•pate In local or regional conferences related to vocational 
eval uat• on? 

32. Do the evaluators belong to the Vocatlonal Evaluation and 
Work AdJustment Assoc•at•on• 

33. Are the staff of the vocational evaluation unit fam11•ar w•th 
the code of ethics regarding testing and conf•dentlal•ty of 

n fo rma t on • 

INFORMATION PRIOR TO EVALUATION 

34. Does the evaluator establish a case f•le for each client 
asslgned to vocational evaluat•on• 

3•;. Does the policy of the fac•llty •nsure that adequate referral 
Informatlon •s obtained prior to admitting the client to 
eval uatl on? 

36. Does the evaluation unit request the following referral data 
prior to accepting the cllent or beginning the evaluat•on• 

A. Purpose or ob]ectlves of evaluatlon. 
B. Specification of prlmary and secondary hand•capp•ng 

condl t• ons. 
C. General medical examination. 
D. Informatlon on social and family background. 
E. Prewous work h•story. 
F. Psychol og• cal examl nat• on. 
G. Information on behaworal problems. 
H. Prewous educational records (school transcrlpts, 

m•l•tary training, trade or technlcal school, on-the- 
job tra•nlng, etc.) 

I. 

37. Is a standard data sheet used to store basic •nformatlon on 
the client •n evaluat•on• 
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VOCATIONAL EVALUATION PROCESS 

38. Is an orlentatlon to vocatlonal evaluatlon services routinely 
prowded for new c1•ents• 

39. Does each cl lent have an ntake nterv• ew• 

/40o Are staff conferences routinely conducted to revlew cl•ent 
progress and problems? 

/41. Is •nformat•on on meetlngs, staff•ngs, and cl•ent progress 
routinely recorded •n the client's file? (Check "dally log" 
record in case file.) 

/42. s there evidence in the evaluator's report that cornmun• cat• on 
and cooperation with other programs •n the facility (when 
appropriate) have been established? 

/43. Are referral counselors •nv•ted to part•clpate in case 
conferences? 

/4/4. Does the evaluator maintain a continuous record of the 
client's performance, behaviors, and other factors that could 
relate to vocational potential or objectives? 

/45. Is there evidence that, throughout the evaluation process, 
the client •s •nvo]ved •n the decls•on-maklng process• 

Does the vocational evaluation program provide for the 
•nvolvement of the fam• ly? 

47. Are the cl•ent's social sk111s evaluated• (Ability to get 
along wlth others, •nterpersonal sk•lls, etc.) 

48. Are the cl•ent's reading ab•l•tles evaluated prior to adm•n- 
•sterlng paper and pencll tests• 

49. Is the client's tolerance for work or physical capacities 
eva]uated• (Standing, stooping, bending, walking, lifting, 
etc.) 

73 



50. Are the client's baslc educatlona] problems and the need for 
remedial education •dent•fled? 

51 s the cl lent s att• tude toward work dent• f• ed? 

Are the client's personal adjustment problems •dentlfled? 
(Grooming, hygiene, sex •nformat•on, etc.) 

53. Is the client in evaluation fully aware of h•s program goals? 
(It may be necessary to talk to a few clients to answer th•s.) 

54. Is there evldence that orlg•nal referral •nformat•on is used 
in developing the cllent's program of serwce• 

55. Are the client's assignments related to the establshed plan 
and goals of the evaluat•on• 

56. Prlor to any change •n the client's status, are the reasons 
for the change f•rst reviewed w•th the referrlng counselor 
and the cl•ent• 

57. Are clients who are assigned to evaluation on a full-t•me 
bas•s under continuous superws•on wlth•n the evaluation unit 
or •n other areas where their evaluation •s being explored? 

58. Are there periods of time in the evaluation program set 
aside for the referral counselor to talk w•th h•s cllent 
and/or vocatlonal evaluator• 

59. L•st the standardized psychological tests or •nventor•es 
commonly used •n the vocational evaluation program: 

Intelligence Tests: 
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Aptitude Tests 

Personallty or Behavloral Inventorles: 

Interest Inventories: 

Dexter• ty Tests 

60. Do all new cllents recelve a standard or core battery of 
psychological tests• 

61. Does the evaluator have the necessary training and cornpe- 
tencles to •nterpret the psychological tests routinely 
administered in the evaluation program? 
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62. List the job or work samples avallable w•th•n the evaluation 
unl ts. 

63. Are job samples admlnlstered and scored •n a standardized 
manner? 

64. Do the job samples used in the evaluation program have 
relevance to the major occupational •ndustr•es or buslnesses 
of the area or region? 

6•;. Is there ewdence that an attempt •s made to account for the 
physical capab•llt•es of the client •n relation to hls perfor- 
mance on job samples or related act•vltl 

66. Are the evaluators trained •n the use of the D•ctlonar), of 
0ccupat•onal Titles? 

67. Is there ewdence that the evaluators use the D•ct•onary of 
0ccupat•onal T•tles? 

68. Is an occupatlonal •nformat•onal llbrary available for cllent 
use? 

69. Which of the followlng serwces are prow ded as part of the 
overall program or on a consul t•ve bas•s? 

A. Phys• cal Medicine 
B. Psych• atrl c 

C. Psychological 
D. Speech & Hearing 
E. Nursing 
F. Occupational Therapy 
G. Physical Therapy 
H. Social Work 
I. Counseling 
J. Vocational Evaluation 
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K. Adjustment Serv• ces 
L. PIacement 
M. Remed• a Educat• on 
N. Vocational Instruction or Training 
O. Workshop Employment 

70. List the areas of vocational •nstruct•on or training offered 
by the fac•l•ty: 

71. Is there evidence of the use of vocational training areas 
w•th•n the fac111ty for job tryout evaluation? 

72. Is there evldence of on-the-job evaluations outside the 
fac•1•ty• (Service stations, grocery, etc.) 

73. Is a formal evaluation report submitted to the referral 
agency or counselor by the evaluator• 

74. Does the referring counselor or agency receive an evaluation 
report w•th•n three weeks after the evaluatlon •s completed• 

75. Does the evaluation report prowde answers to the basic 
questlons raised by the referring counsel or• 

76. Are there periodic written reports to referrlng counsel ors 

•n long term or extended evaluat•ons• 

77. Does the evaluation report routinely provlde recommendations 
for 

A. Soclal Adjustment Serwces 
B. Personal Adjustment Serwces 
C. Work Adjustment Servlces 
D. Vocational Training 
E. On-The-Job Training 
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PIacement 
Remed• al Education 
Workshop Emp| oyment 

78. Is follow-up informat•on by the referrlng counselor or agency 
routinely prowded to the evaluation unlt• 
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CHECKLIST GUIDE TO WORK ADJUSTMENT SERVICES 

Counsel or 

Name of Faclllty: 

Locat on 

Date: 

GENERAL CHARACTERISTICS 

I. Does the policy of the program insure that only those clients 
are accepted •nto work adjustment serwces who have specific 
•dent•fled problems to resolve (based on prescription or 
informat•on obtained from vocational evaluation report or 

case conference)? 

2. Does the fac•llty have an overall flow chart or plan of work 
adjustment services that clearly specifies: 

A. Servl ce components 
B. Interdepartmental rel at• onshl ps 
C, Sequence of adjustment serwces 

3. Are there designated programs w•thln the facility that prowde 
work adjustment serwces? (If yes, llst these programs.) 

4. Does each of the areas just l•sted have a written description 
or curriculum outline of the specific adjustment services 
offered? 
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5. Is there a full-tlme staff member in charge of coord•natlng 
adjustment servl ces? 

6. Does the coordinator of adjustment serwces (or client coun- 
selor, case manager• etc.) establish and maintain a case 
f11e on each client rece•wng ad]ustment serv•ces• 

7. Is the client informed on the nature and reason for the 
adjustment serwce provlded• 

8. Are staff conferences conducted per•od•cally to review cllent 
progress or problems? 

5). Is Information from meetings, staffmngs, or case conferences 
routinely recorded •n the cllent's case fmle? 

10. Has some standardized form for rating client change or prog- 
ress wh• le •n adjustment serwces been developed or adopted• 

11. Are production records malnta•ned and available to document 
client's progress• 

12. Are adjustment serwces staff represented •n vocational 
evaluation case conferences ? 

13. Is an adjustment services flnal report written on each cllent? 

14. Does the adjustment serwces program provide for the •nvolve- 
ment of the family? 

15. Is •ndlwdual counseling used as a technique In ad]ustment 
servl ces • 

16. Is small group counseling used as a technique •n adjustment 
servl ces? 
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17. Is a form of the behavlor change process (behawor modifica- 
tion) used •n adjustment services? (If yes, please speclfy 
type or types.) 

18. Is there ewdence that a program of services •s outllned or 
wrltten for each client once he is accepted for adjustment 
servl ces? 

19. s there evidence n the case folder that the outl 1ned or 
written program of servlces for the client •s belng followed • 

20. Is there a per•odlc rewew of the adjustment services program 
so as to •ncorporate new strategies or to develop, modify, or 
delete portlons of the servlces• 

21. When essential, do all staff •nvolved w•th a particular 
cllent's adjustment problems participate •n the case confer- 
ence? (e.g., an attitude therapy program) 

22. Does the program of adjustment services provide for the 
development of the cllent's physical tolerances and capaci- 
ties? (e.g., extend range of motion, tolerance for s•ttlng• 
etc. 

23. Does the adjustment service program provlde any of the 
following educational serwces: 

A. Remedial education (English, math, reading, language, 
art, etc.) 

B. Adult education (Basic) 
C. H•gh school equlvalency preparatlon 

24. Does the adjustment serwces program provide for •nformat•on 
or training in any of the followlng areas of personal adjust- 
ment 

A. Grooming and cleanliness 
B. Sex educat• on 
C. Health and hygiene 
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D. Clothlng and dress 
E. Motlvat•on 
F. Other 

25. Does the adjustment services program provlde for part•c•patlon 
informat•on or training •n any of the followlng areas of 
social adjustment? 

A. Etlquette and manners 
B. Getting along w•th others 
C. Dating 
D. Recreat• on (organized) 
E. Soclal events (plcnlcs, partles) 
F. Other 

26. Does the adjustment servlces program provlde for •nformatlon 
or training in any of the followlng areas of lfe adjustment? 

A. Communl ty resources 
B. Budgetlng 
Co Transportat• on 
D. Legal rlghts and the law 
E. Banking and checklng accounts 
F. Taxes (•ncome, state, other) 
G. Lelsure tlme actlvlt•e• 
H. Food and nutrlt•on 
I. Buylng and sell•ng (auto, home, etc.) 
J. Safety 
K. Other 

27. Does the adjustment servlces program provlde for informat•on 
or tralnlng in any of the followlng areas of work ad3ustment • 

A. Job readiness (intervlew•ng, completing job appl•- 
catlons, etc.) 

B. Work hablts (promptness, punchlng •n and out9 etc.) 
C. Attitude toward work 
D. Developing work skl Is (workshop or other settlng) 
E. Developlng work tolerances (concentratlon, etc.) 
F. Abll•ty to follow dlrectlons 
G. Ability to get along wlth fellow employees 
H. Ability to get along wlth employer 
I. Other 

28. Are audlovlsual materlals used in the ad.lustment servlces 
program to fac• 11 tare communlcat•on• 

29. Are techniques such as role playing or s•mulatlon used •n 
the ad3ustment services program? 
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30. Is cllent follow-up Informatlon routinely prowded to the 
staff •n ad_lustment services? 

31. Is there evidence that follow-up informatlon •s used •n 
ad.lustment services to modify or •mprove the program• 
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