
Western Michigan University Western Michigan University 

ScholarWorks at WMU ScholarWorks at WMU 

Masters Theses Graduate College 

4-1981 

A Comparison of Behavioral Incentive Systems in a Job Search A Comparison of Behavioral Incentive Systems in a Job Search 

Program Program 

Louise Smith Rogers 
Western Michigan University 

Follow this and additional works at: https://scholarworks.wmich.edu/masters_theses 

 Part of the Industrial and Organizational Psychology Commons 

Recommended Citation Recommended Citation 
Rogers, Louise Smith, "A Comparison of Behavioral Incentive Systems in a Job Search Program" (1981). 
Masters Theses. 1806. 
https://scholarworks.wmich.edu/masters_theses/1806 

This Masters Thesis-Open Access is brought to you for 
free and open access by the Graduate College at 
ScholarWorks at WMU. It has been accepted for inclusion 
in Masters Theses by an authorized administrator of 
ScholarWorks at WMU. For more information, please 
contact wmu-scholarworks@wmich.edu. 

http://scholarworks.wmich.edu/
http://scholarworks.wmich.edu/
https://scholarworks.wmich.edu/
https://scholarworks.wmich.edu/masters_theses
https://scholarworks.wmich.edu/grad
https://scholarworks.wmich.edu/masters_theses?utm_source=scholarworks.wmich.edu%2Fmasters_theses%2F1806&utm_medium=PDF&utm_campaign=PDFCoverPages
https://network.bepress.com/hgg/discipline/412?utm_source=scholarworks.wmich.edu%2Fmasters_theses%2F1806&utm_medium=PDF&utm_campaign=PDFCoverPages
https://scholarworks.wmich.edu/masters_theses/1806?utm_source=scholarworks.wmich.edu%2Fmasters_theses%2F1806&utm_medium=PDF&utm_campaign=PDFCoverPages
mailto:wmu-scholarworks@wmich.edu
http://scholarworks.wmich.edu/
http://scholarworks.wmich.edu/


A COMPARISON OF BEHAVIORAL INCENTIVE SYSTEMS
IN A JOB SEARCH PROGRAM

fay

L o u ise  Sm ith R ogers

A T h e s is  
S ubm itted  to  th e  

F a c u l ty  o f  The G rad u a te  C o lle g e  
in  p a r t i a l  f u l f i l l m e n t  o f  th e  

re q u ire m e n ts  f o r  th e  
D egree o f  M aster o f  A rts  
D epartm ent o f  P sycho logy

W este rn  M ichigan U n iv e r s i ty  
K alam azoo, M ichigan 

A p r i l  1981

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



A COMPARISON OF BEHAVIORAL INCENTIVE SYSTEMS
IN A JOB SEARCH PROGRAM

L o u ise  Sm ith R o g e rs , M.A.

W este rn  M ich igan  U n iv e r s i ty ,  1981

T h is  r e s e a r c h  in v o lv e d  a  com parison  o f  two ap p ro ac h es  f o r  im plem enting  

a  p o in t  system  in  a  jo b  s e a rc h  p rogram , u s in g  a  b e tw een -g ro u p s d e s ig n .  

The e x p e rim e n ta l g roup  (a )  r e c e iv e d  p r e c i s e  i n s t r u c t i o n s  c o n ce rn in g  

back -up  c o n t in g e n c ie s ,  (b ) a t te n d e d  w eekly  feed b a ck  s e s s io n s ,  and (c )  

g raphed  d a i ly  p o in t s  e a rn e d . The c o n t r o l  g roup  d id  none o f  th e  above; 

how ever, th e y  re c e iv e d  th e  same i n i t i a l  i n s t r u c t i o n s  c o n ce rn in g  p e r 

form ance s ta n d a rd s  and p o in t  v a lu e s  f o r  b e h a v io r s .  The c o n t ro l  

g ro u p 's  i n s t r u c t io n s  in c lu d e d  o n ly  a  vague s ta te m e n t c o n ce rn in g  back

up c o n t in g e n c ie s ,  n o t  d i r e c t l y  r e l a t i n g  c o n t in g e n c ie s  to  p o in t  v a lu e s .  

The e x p e rim e n ta l g roup  ea rn ed  34% m ore p o in t s .  Due to  v a r i a b i l i t y  in  

each  s u b j e c t 's  program  d u r a t io n ,  th e  e x p e rim e n te r  co n ducted  an  a n a ly s i s  

o f  c o v a r ia n c e  ( p < . 0 2 ,  F = 6 .5 4 ) ,  th e  c o v a r ia n t  b e in g  th e  number o f  

days in  th e  program . These f in d in g s  i n d i c a t e  t h a t  th e r e  a r e  s e v e r a l  

im p o rta n t c o n s id e r a t io n s  f o r  m anagers when im plem enting  b e h a v io ra l  

in c e n t iv e  sy stem s .
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CHAPTER I

In t r o d u c t io n

Many o r g a n iz a t io n s  a d o p t e s ta b l i s h e d  fo rm a ts  f o r  b e h a v io r  manage

m en t, o n ly  to  f in d  t h a t  w hat worked w e ll  in  one o r g a n iz a t io n  o r  s tu d y  

does n o t work q u i t e  a s  w e ll  in  t h e i r  own o r g a n iz a t io n .  For exam ple, 

s e v e r a l  r e s e a r c h  s tu d ie s  s u b s t a n t i a t e  th e  e f f e c t iv e n e s s  o f  in c e n t iv e  

sy stem s b ased  on p o in ts  ea rn ed  (A lly o n  & A z r in , 1968; B ourdon, 1977; 

D i l lo n ,  K en t, & M a lo t t ,  1980; G an t, D i l lo n ,  & M a lo t t ,  1980; M i l l e r ,  

1 977 ). However, th e s e  s tu d ie s  do n o t s p e c ify  th e  v a r i a b le s  d e t e r 

m in ing  th e  e f f e c t iv e n e s s  o f  th e  p o in t s — e s p e c i a l l y  th o s e  v a r i a b le s  

w hich  may c o n t r ib u te  to  su c c e s s  a c ro s s  s e t t i n g s .  Two p o s s ib le  v a r i 

a b le s  w hich may c o n t r ib u te  a r e  (a )  th e  e x te n t  to  w hich th e r e  i s  a  

r e l a t i o n s h i p  betw een p o in t s ,  th e  d e s i r e d  p erfo rm an ce  o b je c t iv e s ,  and 

c o n t in g e n c ie s  f o r  p e rfo rm a n ce , and (b ) th e  e x te n t  to  w hich feed b ack  

o c c u rs  c o n s i s t e n t ly  on t h i s  p erfo rm ance— e i t h e r  d i r e c t l y  on perfo rm an ce  

o r  i n d i r e c t l y  th ro u g h  p o in t s  e a rn e d .

Only one o f th e  above s tu d ie s  exam ined v a r i a b le s  a f f e c t in g  p o in t  

system  e f f e c t iv e n e s s .  D i l lo n ,  K ent, & M a lo tt (1980) w ithd rew  back -u p  

consequences f o r  e a rn in g  p o in t s ,  w hich r e s u l t e d  i n  s u b je c t s  e a rn in g  

l e s s  p o in ts  w h ile  in  t h i s  c o n d i t io n .

A fo rm al feed b a ck  sy stem , w hich c o n s i s t s  o f  q u a n t i f ie d  in fo rm a tio n  

on p e rfo rm a n ce , may be one e s s e n t i a l  component f o r  th e  s u c c e s s  o f  a  

p o in t  sy stem . Feeny (1973) and S to n e  (N ote 1) showed th a t  when sub

j e c t s  g raphed  t h e i r  own p e rfo rm an ce , t h e i r  perfo rm an ce  im proved.

1
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2

T hese two s tu d ie s  i n d i c a t e  t h a t  i t  may b e  m ore e f f i c i e n t  i f  th e  

in d iv id u a l  keeps t r a c k  o f  h i s  o r  h e r  own p erfo rm an ce  re c o rd  r a t h e r  

th a n  th e  m anager, a s  t h i s  m ethod p ro d u ces  b e h a v io r  change y e t  f r e e s  

th e  m anager’s tim e f o r  o th e r  a c t i v i t i e s .  However, m anagers sh o u ld  

p ro b a b ly  m o n ito r  em ployee s e l f - g r a p h in g  to  in s u r e  b e h a v io r  m a in te n 

an ce .

P o in t  system s can  s e rv e  many u s e f u l  management f u n c t io n s .  S e v e ra l 

a u th o rs  em phasize th e  im p o rtan ce  o f  q u a n t i f i a b l e ,  acco m p lish m en t-b ased  

perfo rm ance  o b je c t iv e s  in  e v a lu a t in g  p e rfo rm an ce  ( G i lb e r t ,  1978; L a i rd ,  

1978; M ager, 1975; O d io rn e , 1 9 7 0 ), and p o in t  sy stem s a l lo w  m anagers to  

a s s ig n  q u a n t i f i a b l e  v a lu e s  to  a  v a r i e t y  o f  accom plishm en ts  w hich may 

o th e rw is e  b e  d i f f i c u l t  to  e q u a te . A lso , p o in t  sy stem s e n a b le  th e  

m anager to  be  f l e x i b l e  in  in d iv id u a l  g o a l  a s s ig n m e n t. F or exam ple,

M il l e r  (1977) used  a  p o in t  system  to  e q u a te  p erfo rm an ce  re q u ire m e n ts  

f o r  s a le s p e r s o n s  i n  d i f f e r e n t  s a le s  m a rk e t c o n d i t io n s .  F i n a l l y ,  p o in t  

sy stem s a r e  v a lu a b le  a s  th e y  le a v e  a  perm anent p erfo rm an ce  re c o rd  f o r  

e v a lu a t io n  o f  lo n g -ra n g e  t r e n d s — tr e n d s  w hich a r e  o f te n  u s e f u l  f o r  

id e n t i f y in g  g ra d u a l changes in  p e rfo rm a n ce .

The p re s e n t  s tu d y  com pared two a p p ro ac h es  to  th e  u t i l i z a t i o n  o f  

a  p o in t  sy stem , a t te m p tin g  to  d e te rm in e  th e  e f f e c t  o f  a  b e h a v io ra l  

in t e r v e n t io n  package . The p r e s e n t  s tu d y  m a n ip u la te d  th e  s p e c i f i c a t i o n  

o f  b ack -up  c o n t in g e n c ie s  and th e  p r e s e n ta t io n  o f  in fo rm a tio n  co n ce rn in g  

ach ievem en t o f  p erfo rm an ce  o b je c t iv e s .  In  one g ro u p , s u b je c t s  (a )  

g rap h ed  t h e i r  p o in ts  e a rn e d , (b ) d is c u s s e d  in d iv id u a l  p erfo rm an ce  

o b je c t iv e s  w ith  t h e i r  s u p e rv is o r  in  a  w eekly  e v a lu a t io n  s e s s io n ,  and 

(c )  r e c e iv e d  in fo rm a tio n  co n c e rn in g  th e  b ack -u p  c o n t in g e n c ie s  and

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



t h e i r  r e l a t i o n s h i p  to  p o in t s .  The o th e r  g roup  r e c e iv e d  th e  same 

i n i t i a l  i n s t r u c t i o n s ,  b u t  d id  n o t  g rap h  p o in t s ,  a t te n d  e v a lu a t io n  

s e s s io n s ,  o r  r e c e iv e  in fo rm a tio n  co n ce rn in g  c o n t in g e n c ie s .
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CHAPTER II

Method

S u b je c ts  and S e t t in g

N in e te e n  in d iv id u a l s  s e rv e d  a s  s u b je c t s  w h ile  e n r o l le d  in  a  jo b  

s e a rc h  program  in  a  V o c a tio n a l R e h a b i l i t a t i o n  C e n te r  in  S o u th w este rn  

M ich igan . S ix te e n  m a les  and th r e e  fem a les  p a r t i c i p a t e d .  T h e ir  ag es  

ran g ed  from  20 to  48 y e a r s ,  w ith  an a v e ra g e  o f  27; 13 s u b je c t s  w ere 

B la c k , 4 W h ite , and 2 H is p a n ic . A ll  w ere c u r r e n t ly  unem ployed and 

s e v e r a l  had u n fa v o ra b le  jo b  r e c o rd s  ( e . g . ,  jo b  d is c h a r g e s ,  p r is o n  

r e c o r d s ,  e t c . ) .

P r io r  to  e n te r in g  Job S e a rc h , s u b je c t s  p a r t i c i p a t e d  f o r  3 to  5 

weeks i n  program s in c lu d in g :  (a )  a  v o c a t io n a l  g u id a n c e  and c o u n s e lin g

program , (b ) a  work a s se s sm e n t p rogram , in  w hich s u b je c t s  to o k  c l e r i c a l  

t e s t s  and v a r io u s  m e c h a n ic a l a p t i t u d e  t e s t s ,  and (c )  a  jo b - s e e k in g  

s k i l l s  p rogram , in v o lv in g  how to  p re p a re  re su m es , w r i t e  l e t t e r s  o f  

in q u i r y ,  f i l l  o u t jo b  a p p l i c a t i o n s ,  and co nduct th e m se lv es  p ro p e r ly  in  

a  jo b  in te rv ie w .

S u b je c ts  had to  m eet th e  fo llo w in g  e n tra n c e  c r i t e r i a  f o r  Job 

S e a rc h . F i r s t ,  th e y  had to  be  ju d g ed  a s  " c o m p e t i t iv e ly  em p loyab le"  by 

th e  s t a f f ,  and se c o n d , th e y  had to  em it p o s i t i v e  v e r b a l i z a t i o n s  i n d i 

c a t in g  i n t e r e s t  in  p u rsu in g  a t  l e a s t  two " re a s o n a b le "  jo b  o b je c t iv e s .  

S ta f f  members s u b je c t iv e ly  ju d g ed  s u b je c t s  a s  " c o m p e t i t iv e ly  em ployab le" 

i f  th e y  e x h ib i te d  p ro p e r  w orking b e h a v io rs  d u rin g  a sse ssm e n t (w orked a t

4
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a  p ace  c o n s id e re d  n e a r  o r  a t  s ta n d a rd  f o r  p i e c e - r a t e  w ork, a t te n d e d  

r e g u l a r l y ,  d re s s e d  p r o p e r ly ,  e t c . ) *  S t a f f  ju d g ed  s u b j e c t s '  jo b  

o b je c t iv e s  a s  re a s o n a b le  i f  th e  s u b j e c t s '  s k i l l s  and q u a l i f i c a t i o n s  

w ere  e q u a l to  o r  exceeded  th e  s k i l l s  n e c e s s a ry  f o r  th e  jo b  o f  

i n t e r e s t .

The d i r e c t o r s  o f  th e  agency o r i g i n a l l y  m odeled t h e i r  Job  S earch  

program  a f t e r  a  b e h a v io ra l  p ro c e d u re  dev e lo p ed  by A z r in , F lo r e s ,  and 

K aplan (1 9 7 5 ) . T h e re fo re ,  s t a f f  members had had some e x p e r ie n c e  w ith  

b e h a v io ra l  te c h n o lo g y  p r i o r  to  th e  im p lem en ta tio n  o f  t h i s  r e s e a r c h  

p r o j e c t .

E x p e rim e n ta l D esign

The e x p e rim e n te r  u sed  a  be tw een -g ro u p s d e s ig n  and random ly 

a s s ig n e d  in d iv id u a l s  to  e i t h e r  th e  e x p e r im e n ta l g roup  o r  th e  c o n t r o l  

g roup  a s  th e y  e n te re d  Job  S e a rc h . Groups o f  3 to  10 s u b je c t s  e n te re d  

a p p ro x im a te ly  once ev e ry  2 w eeks. T h e - f in a l  number o f  s u b je c t s  f o r  

each  g roup  w as: 9 c o n t r o l ,  10 e x p e r im e n ta l.

The agency was o b l ig a te d  to  p ro v id e  jo b  p lacem en t s e r v ic e s  f o r  

b o th  th e  e x p e r im e n ta l and c o n t ro l  g ro u p s . T h e re fo re ,  th e  c o n t r o l  

g roup  r e c e iv e d  t re a tm e n t s im i la r  in  some r e s p e c t s  to  th e  e x p e r im e n ta l 

g ro u p . F or a  d e s c r ip t io n  o f  Job  S earch  and common v a r i a b l e s  betw een 

th e  two g ro u p s , r e f e r  to  A ppendix X.

In d ep en d e n t V a r ia b le s

The in d e p e n d e n t v a r i a b le s  c o n s is te d  o f  (a )  a  p r e c i s e  s ta te m e n t  o f 

th e  b ack -u p  c o n t in g e n c ie s  r e l a t e d  to  p o in t s ,  (b ) a  w eekly  e v a lu a t io n  

and c o u n se lin g  s e s s io n ,  and (c )  d a i ly  s e l f - g r a p h in g  o f  p o in t s  e a rn e d .
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S ta te m e n t o f  b ack -u p  c o n t in g e n c ie s . B oth  th e  e x p e r im e n ta l and 

c o n t r o l  g ro u p s  r e c e iv e d  a  c o n t r a c t  w hich s p e c i f i e d  10 p o in t s  a s  th e  

minimum a c c e p ta b le  p e rfo rm a n ce  s ta n d a r d .  A d d i t io n a l ly ,  how ever, 

when an  e x p e r im e n ta l s u b je c t  e n te r e d  Job  S e a rc h , th e  e x p e rim e n te r  

e x p la in e d  th e  b ack -u p  c o n t in g e n c ie s  r e l a t e d  to  e a rn in g  p o in t s ,  

in c lu d in g  b o th  p o s i t i v e  and n e g a t iv e  con seq u en ces  f o r  p e rfo rm an ce . 

E x p e rim e n ta l s u b je c t s  le a rn e d  t h a t  o b ta in in g  a  w eekly  p o in t  a v e ra g e  

low er th a n  5 p o in t s  r e s u l t e d  in :  f i r s t ,  a  c a l l  and a  n e g a t iv e

p erfo rm an ce  r e p o r t  to  th e  s u b j e c t s '  r e f e r r a l  ag en cy , and seco n d , 

te rm in a t io n  from  th e  program  and lo s s  o f  p u b l ic  a s s i s t a n c e  funds 

i f  th e  s u b je c t s  m a in ta in e d  t h a t  low a v e ra g e  f o r  2 c o n s e c u t iv e  w eeks. 

S u b je c ts  a l s o  le a rn e d  th a t  m a in ta in in g  a  d a i ly  p o in t  t o t a l  o f  10 o r  

above c o n s i s t e n t l y  th ro u g h o u t one w eek, w ith  p e r f e c t  a t te n d a n c e ,  

r e s u l t e d  i n  t h e i r  b e in g  a b le  to  ta k e  o f f  F r id a y  a f te rn o o n  o f  t h a t  

week w h ile  s t i l l  r e c e iv in g  pay .

W eekly e v a lu a t io n  and c o u n s e lin g  s e s s i o n . A ll  s u b je c t s  m et 

i n d i v id u a l ly  w ith  th e  Job  S ea rch  c o u n s e lo r  on a  d a i ly  b a s i s  to  tu r n  

in  t h e i r  s e l f - r e p o r t  d a ta ;  how ever, e x p e r im e n ta l g roup  s u b je c t s  had 

an a d d i t i o n a l  m e e tin g  w ith  th e  Job  S ea rch  c o u n s e lo r  once a  week to  

d is c u s s  p e rfo rm a n c e . T h is  o n ce-a -w eek  m e e tin g  s e rv e d  two p u rp o s e s . 

F i r s t ,  each  s u b je c t  d is c u s s e d  th e  r e l a t i o n s h i p  betw een  t h e i r  i n d i 

v id u a l  jo b  o b je c t iv e s  and th e  fre q u e n c y  o f  each  jo b - s e e k in g  b e h a v io r .  

T hus, t h i s  m e e tin g  p ro v id e d  an  o p p o r tu n i ty  f o r  th e  Job S earch  coun

s e l o r  to  make p o s i t i v e  o r  n e g a t iv e  comments and make s u g g e s tio n s  f o r  

n e x t  w e e k 's  a c t i v i t i e s .  F o r exam ple, a  c o u n s e lo r  m ig h t a s k  a  s u b je c t  

to  d e c re a s e  th e  t o t a l  number o f  phone c o n ta c t s ,  b u t  in c r e a s e  th e  t o t a l
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number o f  a p p l i c a t io n s  s u b m it te d . Second, th e  Job  S earch  c o u n se lo r  

rem inded th e  s u b je c t s  o f  th e  b ack -u p  c o n t in g e n c ie s  c o n ce rn in g  p o in t s  

and in fo rm ed  them o f  t h e i r  c u r r e n t  s t a t u s  w ith  r e s p e c t  to  th o s e  

c o n t in g e n c ie s .

D a ily  s e l f - g r a p h in g . E x p e rim en ta l s u b je c t s  g rap h ed  t h e i r  p o in ts  

on in d iv id u a l  c h a r t s  i n  a  room from  w hich a l l  s u b je c t s  made jo b  

s e a rc h  phone c a l l s .  F o llow ing  t h e i r  d a i ly  m e e tin g , b o th  th e  s u b je c t  

and th e  Job S earch  c o u n s e lo r  would go to  th e  phone room, w here th e  

Job S earch  c o u n s e lo r  would make p o s i t i v e  o r  n e g a t iv e  comments w h ile  

th e  s u b je c t  c o n c u r r e n t ly  g raphed  th e  p re v io u s  d a y 's  d a ta  p o in t .  The 

c o u n se lo r  p o in te d  to  th e  g rap h  and made rem arks co n ce rn in g  th e  d i r e c 

t i o n  o f  th e  d a ta  and a l s o  w h eth er o r  n o t th e  s u b je c t  had m et th e  g o a l 

o f  10 p o in t s  f o r  th e  p re v io u s  day .

D ependent V a r ia b le s

The m a jo r d ep en d en t v a r i a b l e  was p o in t s  ea rn ed  each  d ay . The 

b e h a v io ra l  c o n t r a c t  s p e c i f i e d  10 p o in ts  each  day a s  th e  a c c e p ta b le  

minimum perfo rm an ce  s ta n d a rd .  The s t a f f  d e te rm in e d  th e  p o in t  v a lu e  

f o r  each  jo b - s e e k in g  b e h a v io r  on th e  b a s i s  o f  (1 ) d i f f i c u l t y  o r  

le n g th  o f  tim e r e q u ir e d  f o r  c o m p le tio n , and (2 ) th e  p r o b a b i l i t y  o f  

su c c e s s  i n  f in d in g  a  jo b  g iv e n  th a t  a c t i v i t y  ( i . e . ,  go ing  to  an 

in te rv ie w  seems to  have h ig h e r  jo b - f in d in g  su c c e s s  r a t e  th a n  making 

a  phone c a l l ,  a c c o rd in g  to  th e  p lacem en t s t a f f ) .  B oth  th e  e x p e r i 

m e n ta l and th e  c o n t r o l  s u b je c t s  ea rn ed  p o in ts  f o r  a  v a r i e t y  o f  jo b -  

s e a rc h  b e h a v io rs ,  a s  shown in  F ig u re  1 .
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B oth  g roups com ple ted  s e l f - r e p o r t  form s a t  th e  end o f  each day 

in d i c a t in g  th e  number o f  p o in t s  e a rn e d ; th e s e  form s w ere c o l le c te d  

a t  th e  d a i ly  m ee tin g  th e  n e x t day .

R e l i a b i l i t y

The e x p e r im e n te r  c a lc u la te d  r e l i a b i l i t y  f o r  each  a c t i v i t y  in  

F ig u re  1 . The s u b je c t s  a c te d  a s  p rim ary  o b s e rv e r s ,  tu rn in g  in  w r i t t e n  

s e l f - r e p o r t s  a t  d a i l y  m e e tin g s .  The r e h a b i l i t a t i o n  c e n t e r 's  te le p h o n e  

o p e r a to r  a c te d  a s  th e  seco n d a ry  o b s e rv e r  by lo g g in g  th e  number o f  

te le p h o n e  c a l l s  made by in d iv id u a l  s u b je c t s  on r e l i a b i l i t y  fo rm s. For 

th e  rem a in in g  b e h a v io rs  l i s t e d  in  F ig u re  1 , th e  e x p e rim e n te r  o b ta in e d  

r e l i a b i l i t y  d a ta  by v e r i f y in g  perm anent p ro d u c ts  such  a s :  l e t t e r s ,

s ig n a t u r e s ,  o r  company s tam p s. A s t a f f  member k e p t s e p a r a te  m ee tin g  

a t te n d a n c e  re c o rd s  w hich  w ere compared to  th e  e x p e r im e n te r 's  r e c o rd s  

to  d e te rm in e  m ee tin g  a t te n d a n c e  r e l i a b i l i t y .  A d d it io n a l  r e l i a b i l i t y  

in fo rm a tio n  i s  in  A ppendix I I .

The e x p e r im e n te r  c a lc u la te d  th e  p e rc e n t  o f  r e l i a b i l i t y  checks 

ta k e n  f o r  each  s u b je c t ,  w hich ran g ed  from  25% to  100%, w ith  a  group  

a v e ra g e  o f  79%. Of th o s e  c h e c k s , th e  p e rc e n t  ag reem en t betw een  s e l f -  

r e p o r t s  and seco n d a ry  o b s e rv e r  r e p o r t s  ranged  from 73% to  100% f o r  

each  s u b je c t ,  w ith  a  g roup  a v e ra g e  o f  93% ag reem en t.
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F ig u re  1. B e h a v io ra l c o n t r a c t  s p e c ify in g  p o in t s  and perfo rm an ce  
s ta n d a rd s .
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JOB SEARCH REQUIREMENTS

Each day you m ust e a rn  10 p o in t s  from  th e  fo llo w in g  l i s t  o f  a c t i v i t i e s .  

Any co m b in a tio n  t h a t  e q u a ls  10 p o in t s  i s  a c c e p ta b le .  You a r e  r e q u ir e d  

to  a t te n d  a  d a i ly  m e e tin g , a t  , in  w hich you w i l l  d is c u s s  su c 

c e s s e s  and prob lem s w ith  a  P lacem en t S t a f f  Member. I f  you a r e  u n a b le  

to  a t te n d  a  sch e d u le d  m e e tin g , you m ust n o t i f y  th e  S t a f f  by 8 :3 0  on 

th e  day o f  th e  m e e tin g .

ACTIVITY POINTS

T elephone C a ll  h
Buddy T elephone C h e c k l is t  (no m ore th a n  one) h
Follow -U p on P re v io u s  A p p lic a t io n  1
Follow -U p on Lead 1
Check w ith  MESC ( I n  P e rso n ) 2
Check w ith  CETA ( I n  P e rso n ) 2
L e t t e r  o f  In q u iry  and Resume S en t 2
Thank You L e t t e r  (F o r P re v io u s  In te rv ie w )  2
Job  A p p lic a t io n  A ccep ted  3
In te rv ie w  4
M eeting 1

Your Job  S earch  a c t i v i t i e s  sh o u ld  r e s u l t  i n  a t  l e a s t  10 p o in t s  d a i ly !  

F a i l u r e  to  m a in ta in  t h i s  d a i ly  p o in t  a v e ra g e  w i l l  r e s u l t  in  a  r e a s s e s s 

m ent o f  y o u r p a r t i c i p a t i o n  in  th e  p rogram .

I  a g re e  to  honor t h i s  c o n t r a c t .

Name D ate

P lacem en t S t a f f  Member D ate
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CHAPTER III

R e s u lts

The e x p e rim e n ta l group earned  34% m ore p o in t s  th a n  th e  c o n t ro l  

g roup  ( s e e  F ig u re  2 ) .  The group means w ere 9 .2 3  and 6 .1 0  p o in ts  p e r  

day , r e s p e c t iv e ly .  Due to  v a r i a b i l i t y  in  th e  le n g th  o f  s ta y  in  th e  

program , th e  ex p erim en te r conducted  an a n a ly s i s  o f  c o v a r ia n c e  (p <  .0 2 , 

F = 6 .5 4 ) ,  th e  c o v a r ia n t  be ing  th e  number o f  days in  th e  Job  S earch  

program . The r e s u l t s  o f  th e  hom ogeneity  o f  r e g r e s s io n  s lo p e s  t e s t  

w ere n o n s ig n if ic a n t  (p <  .0 5 , F = 2 .3 2 ) ,  in d ic a t in g  th a t  tr e a tm e n t 

e f f e c t s  a r e  th e  same r e g a r d le s s  o f  th e  le n g th  o f  in t e r v e n t io n  ( c . f . ,  

H uitem a, 1980).

The ex p erim en te r a l s o  o b ta in e d  s e l f - r e p o r t  d a ta  from s t a f f  

members who e v a lu a te d  th e  e x p e rim e n ta l program  s u b je c t iv e ly .  S ta f f  

members re p o r te d  spend ing  s l i g h t l y  m ore tim e  s u p e rv is in g  w ith  th e  

new p o in t  system . However, th e  s t a f f  a l s o  r e p o r te d  t h a t  th e  new 

system  was " c le a r ly  s u p e r io r "  to  th e  o ld  sy s tem , g iv in g  them more 

o b je c t iv e  perfo rm ance e v a lu a t io n  d a ta .  Of th e  in d e p en d en t v a r i a b l e s ,  

th ey  re p o r te d  th e  m ost s a t i s f a c t i o n  w ith  th e  in d iv id u a l  co u n se lin g  

and e v a lu a tio n  s e s s io n s ,  say in g  th a t  th e s e  s e s s io n s  p ro v id ed  th e  

a d d i t io n a l  s t r u c t u r e  needed to  in s u r e  th a t  in d iv id u a l iz e d  feed b ack  

s e s s io n s  o c c u rre d .

The agency c o n s id e re d  t h i s  program  c o s t  e f f e c t i v e ,  a s  i t  d id  n o t 

r e q u i r e  a d d i t io n a l  s t a f f  members. The program  a ls o  h e lp ed  th e  o rg an 

i z a t io n  m eet a c c r e d id a t io n  s ta n d a rd s  f o r  f e d e r a l  fu n d in g  ( c . f . ,

11
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F ig u re  2 . W eekly g ro u p  means o f  a v e ra g e  d a i ly  p o in ts  e a r n e d /s u b je c t .
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S ta n d a rd s  M anual f o r  th e  A c c re d id a tio n  o f  R e h a b i l i t a t i o n  F a c i l i t i e s ,

N ote 2 ) .
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CHAPTER IV

D is c u s s io n

The s u p e r io r  p erfo rm an ce  o f  th e  e x p e r im e n ta l g roup  s u g g e s ts  t h a t  

f o r  a  p o in t  system  to  b e  e f f e c t i v e  in  c o n t r o l l i n g  b e h a v io r ,  one o r  

m ore o f  th e  fo llo w in g  m ust o c c u r : (a )  m anagers m ust h o ld  f r e q u e n t

(w eekly) e v a lu a t io n  s e s s io n s ,  (b ) em ployees m ust s e l f - r e c o r d  p o in t s ,  

and (c )  m anagers m ust s t a t e  p r e c i s e ly  how p o in t s  r e l a t e  to  o th e r  con

t in g e n c ie s  in  th e  work en v iro n m en t. However, f u r t h e r  r e s e a r c h  i s  

n e c e s s a ry  to  d e te rm in e  th e  im p o rta n c e  o f  each .

An im p o rta n t i s s u e  to  c o n s id e r  i s  why th e s e  in d e p e n d e n t v a r i a b le s  

d id  i n  f a c t  c o n t ro l  th e  b e h a v io r  o f  th e  e x p e r im e n ta l s u b je c t s ,  e s p e c i

a l l y  s in c e  each in d e p e n d e n t v a r i a b l e  in v o lv e d  a  d e la y e d  co n seq u en ce .*  

For in s ta n c e ,  in  th e  p r e s e n t  s tu d y ,  e x p e r im e n ta l s u b je c t s  r e c e iv e d  

c o r r e c t iv e  feed b ack  f o r  M onday's p e rfo rm an ce  on F r id a y  d u r in g  th e  

w eekly  e v a lu a t io n  s e s s io n ,  r e s u l t i n g  in  a  fo u r  day d e la y .  S u b je c ts  

g raphed  p o in ts  on a  d a i ly  b a s i s ,  y e t  th e s e  w ere  p o in t s  ea rn e d  d u rin g  

th e  p re v io u s  d a y 's  jo b - s e a r c h  a c t i v i t i e s .  The e x p e r im e n te r  e x p la in e d  

th e  b ack -u p  c o n t in g e n c ie s  r e l a t i n g  to  p o in t s  upon th e  s u b j e c t 's  e n t ry  

in to  th e  program ; how ever, o n ly  one e x p e r im e n ta l s u b je c t  c o n ta c te d

*M alo tt (N ote 3) p ro p o ses  an  a l t e r n a t i v e  te rm in o lo g y . In  o rd e r  
to  m ore c l e a r l y  d e l in e a t e  betw een th e  e f f e c t s  o f  im m ediate  e v e n ts  and 
d e la y e d  e v e n ts ,  he  s u g g e s ts  t h a t  th e  term  "co n seq u en ce"  be  u sed  o n ly  
when r e f e r r i n g  to  im m ediate  e v e n ts  t h a t  can  fu n c t io n  a s  rew ard in g  o r  
a v e r s iv e  s t i m u l i ,  d i r e c t l y  s t r e n g th e n in g  o r  w eakening th e  p re c e d in g  
re s p o n s e . The term  "outcom e" sh o u ld  b e  u sed  f o r  d e la y e d  e v e n ts  t h a t  
a r e  too  rem o te  from th e  p re c e d in g  re s p o n s e  to  d i r e c t l y  r e in f o r c e  o r  
p u n ish  i t .
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th o s e  c o n t in g e n c ie s ,  fo u r  weeks l a t e r .  S in c e  a l l  o f  th e s e  co n se

quences w ere d e la y e d , none co u ld  c o n t r o l  b e h a v io r  d i r e c t l y  a s  r e i n 

fo rc in g  o r  a v e r s iv e  s t im u l i  in  th e  same m anner d is p la y e d  in  m ost 

b a s ic  e x p e r im e n ta t io n . Animal r e s e a r c h  r e v e a ls  t h a t  a f t e r  a  m a t te r  

o f  a  few se c o n d s , con seq u en ces  do n o t  c o n t r o l  th e  a n im a l 's  b e h a v io r  

( P ie r c e ,  H an fo rd , & Zimmerman, 1972; S k in n e r , 19 6 9 ). However, human 

b e h a v io r  may o ccu r u n d e r th e  c o n t ro l  o f r u l e s  ( g u id e l in e s  o r  i n s t r u c 

t i o n s )  w hich  s p e c i f y  d e la y e d  co nsequences  (M a lo t t ,  N ote 3; M a lo t t ,  

T i lle m a , & G lenn , 1978, pp . 123-133; S k in n e r , 1969; pp . 1 3 3 -1 7 1 ).

Our ten d en cy  to  fo llo w  r u l e s  i s  d e te rm in e d  by c o n t in g e n c ie s  o f  r e i n 

fo rcem en t f o r  fo llo w in g  th o s e  r u l e s  in  th e  p a s t .  For exam ple, an  

em ployee m ig h t s t a t e  th e  fo llo w in g  r u l e :  " I f  I  go to  work to d a y , I

w i l l  g e t  p a id ."  To a s c e r t a i n  th e  r o l e  o f  ru le -g o v e rn e d  b e h a v io r  in  

hum ans, f u tu r e  r e s e a r c h  m ig h t in c lu d e  re c o rd in g  o r  docum enting 

in d i v i d u a l s '  o v e r t  o r  c o v e r t  re sp o n se s  to  d e te rm in e  i f  s u b je c t s  a r e  

s t a t i n g  r u l e s .

The c o n t ro l  s u b je c t s  p ro b a b ly  engaged in  some ty p e  o f  r u l e -  

fo llo w in g  b e h a v io r  a s  w e l l ,  a s  th e y  a l s o  ea rn e d  some p o in ts  in  th e  

ab se n c e  o f  im m ediate  c o n se q u e n c e s . What th e n  acc o u n ted  f o r  a  s i g n i 

f i c a n t  d i f f e r e n c e  i n  th e  number o f  p o in t s  ea rn ed  betw een g roups?

One o f  th e  in d e p e n d e n t v a r i a b le s ,  p r e c i s e  s ta te m e n t o f  co n seq u en ces , 

may a c c o u n t f o r  some o f  th e  o b se rv ed  d i f f e r e n c e s .  The e x p e r im e n ta l 

s u b je c t s  re c e iv e d  p r e c i s e  i n s t r u c t i o n s  co n c e rn in g  d e la y e d  co n seq u en ces , 

w h ile  th e  c o n t ro l  s u b je c t s  re c e iv e d  o n ly  vague i n s t r u c t i o n s .

The e x p e r im e n ta l s u b je c t s  a l s o  d is c u s s e d  th e  r e l a t i o n s h i p  betw een 

co nsequences  and p o in t  t o t a l s  i n  t h e i r  w eekly  e v a lu a t io n  and c o u n se lin g
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s e s s io n s .  T hese s e s s io n s  may h ave  s e rv e d  to  in c r e a s e  th e  number o f 

r u l e  s ta te m e n ts  th e  e x p e r im e n ta l s u b je c t s  m ade, th u s  d i f f e r e n t i a l l y  

a f f e c t in g  th e  t o t a l  number o f  jo b - s e e k in g  b e h a v io r s .  A s e p a r a te ,  

b u t r e l a t e d  i s s u e ,  may a l s o  a c c o u n t f o r  some o f  th e  d i f f e r e n c e s  

betw een g ro u p s . The c o n t r o l  g ro u p  may h av e  o r i g i n a l l y  fo rm u la te d  a  

r u l e  o f  t h i s  n a tu re :  " I  sh o u ld  e a rn  10 p o in t s  o r  I  w i l l  b e  r e p r i 

m anded." However, a s  each  c o n t r o l  s u b je c t  d ropped  below  10 p o in t s ,  

and d is c o v e re d  an ab se n c e  o f  n e g a t iv e  c o n seq u en c es , th e y  may have 

re fo rm u la te d  th e  r u l e  to  s t a t e :  " S in c e  n o th in g  happened to  me when

I  d ropped  below  10 p o in t s ,  I  may s l a c k  o f f  a  b i t . "  "P e rh ap s  as  

humans, we a r e  much b e t t e r  a t  fo llo w in g  r u l e s  t h a t  s p e c i f y  r e l i a b l e  

ou tcom es, d e lay ed  though  th e y  may b e , th a n  u n r e l i a b l e  outcom es"

(M a lo t t ,  N ote 4 ) .

T here  w ere no s i g n i f i c a n t  d i f f e r e n c e s  betw een  g ro u p s in  r a t e s  

o f  jo b  p la cem e n ts . Two co n found ing  v a r i a b l e s  made a c t u a l  jo b  p la c e 

m ents an in a p p ro p r ia te  d ep en d en t v a r i a b l e .  The d e g re e  o f  o rg a n iz a 

t i o n a l  c o n t r o l  o ver jo b  p la cem e n ts  was a f f e c t e d  by (a )  th e  l o c a l  jo b  

m ark e t c o n d i t io n s ,  and (b) f r e q u e n t  " jo b  t r i p s "  from r e f e r r a l  a g e n c ie s ,  

i r r e s p e c t i v e  o f  th e  s u b j e c t ’s  p e rfo rm a n ce  in  th e  program . However, 

t h i s  system  p ro v id e d  a  method f o r  ongo ing  p e rfo rm an ce  e v a lu a t io n  and 

i s o l a t e d  some v a r i a b le s  r e le v a n t  to  e f f e c t i v e  im p lem en ta tio n  o f  p o in t  

sy stem s w ith in  any o r g a n iz a t io n .
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APPENDIX I

The Job S earch  Program

A ll  s u b je c t s  had to  conform  to  th e  fo llo w in g  re q u ire m e n ts  when 

a d m itte d  to  th e  Job S earch  com ponent: (1 ) a  w r i t t e n  a t te n d a n c e

p o l i c y ,  (2 ) a  b e h a v io ra l  c o n t r a c t  b ased  on a  p o in t  sy s tem , and 

(3 ) a t te n d a n c e  a t  a  d a i ly  m e e tin g . T hese t h r e e  re q u ire m e n ts  se rv e d  

s e v e r a l  im p o rta n t f u n c t io n s  f o r  p u rp o ses  o f  program  e v a lu a t io n  and 

f o r  im p lem en ta tio n  o f  th e  e x p e r im e n ta l p ro c e d u re .

A tte n d an ce  P o lic y

W hile in  Job S e a rc h , s u b je c t s  s p e n t t h e i r  day in d e p e n d e n tly  

s e a rc h in g  f o r  a  jo b .  P re v io u s  agency program s u sed  a  s t r u c t u r e d  

c la ss ro o m  t r a i n in g  fo rm a t. T h e re fo re ,  to  com pensate f o r  th e  la c k  

o f  s t r u c t u r e ,  th e  a t te n d a n c e  p o l ic y  in s u re d  r e g u la r  a t te n d a n c e  by 

s p e c ify in g  a d d i t io n a l  c o n t in g e n c ie s .

B e h a v io ra l C o n tra c t

The b e h a v io ra l  c o n t r a c t ,  b ased  on a  p o in t  sy s te m , s e rv e d  two 

m a jo r fu n c t io n s :  (1 ) i t  s e rv e d  a s  a  m eans f o r  com paring and e v a l

u a t in g  s u b je c t  p e rfo rm a n ce , even when s u b je c t s  engaged in  d i f f e r e n t  

jo b - s e e k in g  b e h a v io r s ,  and (2 ) i t  p ro v id ed  enough c o n s is te n c y  to  

d ev e lo p  o v e r a l l  program  o b je c t iv e s ,  y e t  p ro v id e d  enough f l e x i b i l i t y  

to  d ev e lo p  d i f f e r i n g  in d iv id u a l  s u b je c t  o b je c t iv e s .
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D a ily  M eeting

The d a i ly  m e e tin g  o r  ap p o in tm en t w ith  th e  Job  S earch  c o u n s e lo r  

s e t  th e  o c c a s io n  f o r  s u b je c t s  to  g iv e  s e l f - r e p o r t s  on t h e i r  jo b -  

se e k in g  a c t i v i t i e s  from  th e  p re v io u s  day . T h is  m ee tin g  was e s s e n t i a l  

to  d a ta  c o l l e c t i o n  f o r  e x p e r im e n ta l p u rp o s e s , a s  c l i e n t s  gave more 

a c c u r a te  r e p o r t s  when q u e s tio n e d  on a  d a i ly  r a t h e r  th a n  w eekly b a s i s .  

S u b je c ts  w ere c o n s id e re d  " a b s e n t"  f o r  th e  day i f  n o t p r e s e n t  f o r  t h i s  

m e e tin g .
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APPENDIX II

PROCEDURES MANUAL 
FOR .

JOB SEARCH PLACEMENT SPECIALIST

Developed by Louise Rogers 
for Goodwill Industries of Southwestern Michigan

June 1980
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Introduction and Rationale for Program Structure 23

This manual evolved in an attempt to develop a Job Search Program 
that could be easily implemented, objectively evaluated, and of benefit 
to both the staff and clients served at Goodwill Industries of South
western MLchigan. Staff should consider this manual as a working docu
ment providing guidelines and direction. As such, the manual will need 
revision as program evolution occurs. A major emphasis has been to re
late program goals, individual goals, and program accountability into 
a system which can be objectively evaluated.

If implemented, the procedures outlined in this manual will provide 
the Placement Specialist with l) daily feedback on individual client 
performance, 2 ) an ongoing objective means of evaluating program 
effectiveness, 3 ) documentation necessary to revise and/or establish 
program policies and standards, and 4) an evaluative tool to establish 
and review individual client job objectives on a periodic basis.

This manual does not replace the need for individual job coun
seling. Instead, the job search procedure supplements the counseling 
process by providing the Placement Specialist with an increased amount 
of information from which he/she can determine the degree of structure 
needed by each client to achieve individual job search objectives.

This program provides clients with additional structure and 
guidance in their job search, more closely simulating employment 
conditions. By structuring Job Search such that each client is re
quired to meet with the Placement Specialist on a daily basis, clients 
learn to be accountable and responsible for their own performance. In
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essence, the Job Search Program itself becomes a job, where excessive 
tardiness and absenteeism are dealt with in such a manner that clients 
develop proper working environment behaviors.

The following material presents each component of the Job Search 
Program along with explanatory text.
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Client Job Search Contract 
(Form A)

*

A contract, based on a point system, accomplishes several major 
goals. The contract l) gives clients and staff a method of. estab
lishing program criteria, 2 ) allows each client to engage in a variety 
of jo b - s e e k in g  behaviors as listed on the contract, and 3 ) specifies 
a daily appointment time where clients meet and discuss their progress 
with the Placement Specialist. Items are weighted both in terms of 
difficulty (the amount of time required) and in terms of the prob
ability of success in finding a job given that activity. Most indivi
duals find that going to an interview is a more successful venture in 
terms of finding a job than merely filling out an application. There
fore, going to an interview has a higher point value than filling 
out an application. Each activity is part of a sequence of behaviors, 
and the activities toward the end of the sequence are consequently 
worth more points.

The current program policy establishes 10 point s/day as the 
wvfTHTnnffl standard for program participation. The point system pro
vides a program-wide means for comparing client performance. Addi
tionally, it allows each client the freedom to structure his/her 
own job search activities to meet individual program objectives.

An underlying element to this contract is that the individual 
objectives are the end product of a mutual agreement between the 
client and the placement Specialist; this contract provides for the 
establishment of realistic client goals by virtue of the Placement 
Specialist's involvement.
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In order for the contract to function effectively, clients must 
attend their meetings on a daily "basis, receiving feedback on the 
number of points earned for the previous day. The following absence 
policy addresses the attendance requirements for program participation.
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JOB SEARCH REQUIREMENTS

Each day you must earn  10 p o in ts  from th e  follow ing l i s t  o f  a c t i v i t i e s .  

Any combination th a t  equals 10 po in ts  I s  accep tab le . You a re  requ ired

to  a tte n d  a  d a ily  m eeting, a t  ______________ , In  which you w i l l  d iscuss

successes and problems w ith  a  Placement S ta f f  Member. I f  you a re  unable 

to  a tten d  a  scheduled m eeting, you must n o tify  th e  S ta f f  by 8:30 on the 

day o f  th e  m eeting.

ACTIVITY POINTS

Telephone C a ll i

Buddy Telephone C heck list (no more than  one) £

Follow-Up on Previous A pplication  1

Follow-Up on lead  1

Check w ith  MESC (In  Person) 2

Check w ith  CETA (In  Person) 2

L e tte r  o f  Inquiry  & Resume Sent 2

Thank You L e tte r  (For Previous Ih te rv le v ) 2

Job A pplication  Accepted 3

In terv iew  **

Meeting 1

Your Job Search a c t iv i t i e s  should re s u l t  In  a t  le a s t  10 p o in ts  d a lly ! 

F a ilu re  to  m aintain th i s  d a lly  p o in t average w i l l  r e s u l t  in  a rea sse ss 

ment o f  your p a r t ic ip a tio n  In  th e  program.

I  agree to  honor th i s  c o n tra c t.
e

Name Date

Placement S ta f f  Date
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Absence Policy 
(Form B)

28

Due to the nature of job seeking, the program is less structured 
than most, other rehabilitation programs. Often, clients who have 
functioned well In the organized, classroom setting and who seem ready 
for competitive employment do not perform well in the less structured 
job-search program. By developing strict absence policies, similar to 
those policies in the working environment, the Placement Specialist can 
readily ascertain l) whether a client is capable of functioning in a 
less structured environment, or 2 ) whether the client needs to be 
referred to the work adjustment program (or similar program) for addi
tional counseling.

To enable the Placement Specialist to keep track of client's 
points earned and attendance records, a client data summary sheet 
was developed (see following section).
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B
Absence P o licy

The prim ary reason  f o r  tb i3  p o lic y  I s  to  prov ide you w ith r e s p o n s ib i l i t ie s  
s im ila r  t o  th o se  o f  th e  working w orld .

You a re  expected  to  a tte n d  th e  d a lly  m eeting a t  your scheduled appointm ent 
t i n e .  I f  you a re  l a t e  (more than 2  m inu tes) you w i l l  no t rece iv e  a  p o in t 
t h a t  day f o r  m eeting a tten d an ce . Being prompt a ls o  re q u ire s  th a t  you 
have a l l  forms completed and In  your p o ssess io n . Dally forms to  be com-, 
p la te d  Include (1} a  p o ln t3  form, (2 ) a  d a lly  d ia ry ,  and (3 ) a  lead s form 
which has a l l  a c t i v i t i e s  fo r  th e  p rev ious day a cc u ra te ly  and com pletely 
reco rded .

To be excused from a  m eeting, you must n o t ify  th e  placement s t a f f  by 
8 :30  A.M. o f  th e  day you do no t a t te n d . An absence I s  excused f o r  only 
two reaso n s : (1 ) s ic k n e s s , o r  (2 ) an appointm ent f o r  an In te rv iew . You 
should  n o t miss more th an  2 m eetings In  any vee.-c due to  In terv iew  app o in t
m ents.

Too many unexcused absences a re  grounds fo r  te rm in a tio n  In  th e  program.
I f  you a re  absen t fo r  any reason o th e r  tnan '.he two reasons mentioned above 
more th an  one tim e during  th e  e n t i r e  program, you w i l l  be req u ired  to  
meet w ith  Bob where you w i n  d iscu ss  Issu es concerning fu tu re  p a r t i c i 
p a tio n  I n  Job 3eareh . Any more th an  th re e  days ( t o t a l )  o f  unexcused 
absences v l l l  r e s u l t  In  te rm in a tio n  from th e  program.

I  have read  th e  above Inform ation  and understand  th e se  p o l ic ie s .  I  
u nderstand  th a t  any noncompliance o r  f a i lu r e  to  meet stan d ard s w i l l  
r e s u l t  I n  te rm in a tio n  from .lob s e a rc h .

C lie n t  Date

W itness ___________________________________  Date
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Client Data Summary Sheet 
(Form C) 30

In the daily meeting with each client, the Placement Specialist 
records all of the client's job search activities for the previous 
day on a Client Data Summary Sheet. The Placement Specialist logs 
in the points earned under each of the categories, rather than the 
actual frequencies of each activity. For example, going to an in
terview is worth b points; therefore, if the client reported going 
to 2 interveiws, the Placement Specialist would log in 8  points under 
the "interview" category for the previous day. This summary sheet 
is also useful for keeping track of meeting attendance and each 
client's average point totals throughout the program.

Occasionally, clients will earn an adequate number of points, 
but will not display appropriate Job-seeking behaviors. For instance, 
a client may spend an inordinately large amount of time making 
telephone calls without following up on the information received or 
without asking for appointments for interviews. The Placement 
Specialist can circumvent this type of problem by conducting a progress 
interview, as explained in the following section.
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JOB SEARCH 
CLIBH* DATA SUMMARY SHEET

H uge__________________________________________

Date S ta r te d  Jo b  Search _ _ _ _ _ _ _ _ _ _ _ _  Date Completed Job  Search

F a tten d ed

0  unexcused *

X excused

Meeting A ttendance

Date

§ Telephone C a lls

Biddy Telephone

Follov-Up on C ontact

Check w ith  H3SC

Check v l th  CETA

L e tte r  Inquiry/Resume

Thank You l e t t e r

A p p lica tio n  Accepted

In terv iew s

T o ta l Dally P o in ts

Average P o in ts



Progress Interview 
(Form D)

32

In a progress Interview, the client and the Placement Specialist 
review client performance in the program. This interview insures 
that "both the client and the Placement Specialist review client job 
objectives and evaluate overall progress on a weekly basis, and also 
insures that the client is kept well informed as to his/her status 
in the program. If the client is l) not earning enough points, 2) 
not attending regualrly, or 3 ) engaging in an inordinate amount of 
some types of job search activities and not engaging in other 
activities, this information should be discussed in the progress 
interview.

This interview is important since it gives the Placement Specialist 
and client a chance to evaluate individual objectives and to reach 
a consensus concerning client progress. If the original objectives 
are being adequately met, both the client and the Placement Specialist 
are in agreement as to the client's status in the program. A 
disagreement warrants re-evaluation of objectives. The Placement 
Specialist will take absences into account. The final step of the 
Progress Interview is determination of client disposition according 
to continuation, termination, placement, or re-entry into a prior 
Jenkins Center (a division of Goodwill Industries) program, such 
as Work Adjustment, Work Evaluation, or Job Seeking Skills.
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Kama D

ACTIVITIES

JOB SEARCH PROGRAM 

PROGRESS INTERVIEW

PROGRAM

Phone c a l l s

Buddy* Check

A p p lica tio n  Follow-up

MESC
i

CETA

L e tte r s

Job  A p p lica tio n

In terv iew s

Avorago P o in ts

La to  excused
ATTENDANCE uncxcusco

A bsent oxcur.co
uncxcusctl

Reviews: fl 

2 
3 

h

5
6 

7

Job O b jec tiv es 

s e t iv e s :  11 2)

s ta i r
I n i t i a l

C l ie n t
I n i t i a l

Act
ion*

•

#  3 a c tio n  cod es: C “  c o n tin u o , T+ o r  T- ■ te rm in a tio n  (p o s i t iv e  o r  n e g a tiv e ) , 
P •  p laced
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Graphs 
(Forms E-l & E-2)

34

Graphs provide "both the Placement Specialist and the clients 
with a pictorial representation of job search progress.
Average Points (Form E-l)
Clients' average points per day are posted on a magnetic board.
The Specialist may establish a minimum average for program participation 
and indicate this average on the board. Clients compare their averages 
to other clients' averages; this action tends to produce a spirit of 
competitiveness among clients.
Daily Points (Form E-2)
Clients graph their own daily points earned on individual graphs.
These individual graphs provide additional feedback for clients and 
give them a chance to become actively involved in the evaluation 
process. Many clients find these graphs useful and can understand 
the significance of the graphs-— "If I drop-below this line, I'm 
not doing as well as I should."

The Placement Specialist may need to help clients with their 
graphs. Graphing is most beneficial if it occurs immediately after 
the daily meeting. If the Placement Specialist encourages graphing 
and gives feedback (e.g., "Look, you really scored high today."), 
the clients are more likely to become involved in evaluating their 
own performance.
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Client Job Search Booklet 
(Forms F-l - F-5)

Upon entering Job Search, each client receives a booklet con
taining several forms, examples of which follow. The purpose of 
these forms is to aid clients in self-reporting their job seeking 
activities.
Daily Points Form (Form F-l)
Clients record their job seeking activities on a daily points form.
This form helps clients determine the number of points earned and also 
serves as a second check or source of verification for job seeking 
activities outlined in more detail on the leads form.
Dally Leads Form (Form F-S)
The daily leads form enables clients to keep track of pertinent in
formation concerning a n  activities and contracts. Clients should 
write down the name of the organization, the person contacted, the 
address and phone number for each job search contact. Clients should 
also record the type of activity (i.e., phone call or interview) to 
correspond with the activities on the points form. Both the points 
form and the leads form for the previous day are turned into the 
placement Specialist at the daily meeting.
Lead Follow-Up Form (Form F-3)
Frequently, employers will ask clients to call back or contact them 
later concerning a job opening. If a client has this type of lead, 
information can be recorded on a lead follow-up form; this form sup
plements the daily leads form and helps clients keep track of activities 
requiring further action.
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Baddy Checklist (Form F-b) 3

When clients attend the Joh Seeking Skills Program,; they are taught how 
to use the telephone properly, learning to obtain all the necessary in
formation for a successful joh contract. The Buddy Checklist serves to 
r em ind clients of the proper manner in which to make a phone contact.
Aa the name implies, clients pair into twos ("buddies11), and give feed
back to each other on their telephone skills.
After Interview Checklist Form (Form F-5)
T-iice the Buddy Check l i s t ,  the After Interview Checklist gives clients 
information as to the adequacy of their job seeking skills'. Immediately 
following a job interview, clients complete this checklist. This 
checklist functions as a source of feedback for clients, providing in
formation which helps them enhance their interviewing skills.
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W I I X  JOB 8EABCH P O M S  

HAKE_________________________________________________

DATE

tons
ACTIVm VALUE HUMBEK TOTAL HOURS

Telephone C all i

Baddy Telephone C hecklist (no aore than 1) i

Follow-Up on Previous Application 1

Follow-Up on Lead 1

Check with MESC (In  person) 2

Check with CETA (In  person) 2

L e tte r  o f  Inquiry St Beaune Sent 2

Thank You L e tte r  ( fo r  previous Interview ) 2

Job Application Accepted 3

Interview 4

Meeting 1

TOTAL UULT POUCS TOTAL HOURS



JOE SEARCH 
DAILY LEADS FORM

Haas:
Date:

Hame o f  O rganization: A c tiv ity :
Parson Talked, to : P o in ts :
Phone: Outcome:
Address:

Requires F u rther Action? 
le e  Ho

Name o f  O rganization: A c tiv ity :
Person Talked to : P o in ts :
Phone: Outcome.
Address:

Requires F u rther Action? 
Yes Ho

Hame o f  O rganization: A c tiv ity :
Person Talked to : P o in ts :
Phone: Outcome:
Address:

Requires F u rth e r Action? 
Yea Ho

Hame o f O rganization: A c tiv ity :
Person Talked to : P o in ts :
Phone: Outcome:
Address:

Requires F u rther Action? 
Yes Ho

Hame o f O rganization: A c tiv ity :
Person Talked to : P o in ts :
Phone: Outcome:
Address:

Requires F u rther Action? 
Yes Hoe
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JOB SEARCH 
LEAD FOLLOW-UP

Serna___________________________________   Bate

Nans o f  O rganization:
Agency R epresentative Contacted:
Pbone No:
Address:
Bate o f  O rig ina l Contact:
Suggested C a ll Back Bate:

Action Taken
Bate __________________________  R esu lts

Bate R esults

Name o f  O rganization:
Agency R epresentative Contacted: 
Phone Jo :
Address:
Bate o f  O rig ina l C ontact: 
Suggested C a ll Back Bate:

A ction Taken 
Bate R esults

Bate R esults

Name o f  O rganization:
a

Agency R epresentative Contacted: 
Phone No:
Address:
Bate o f  O rig ina l C ontact: 
Suggested C a ll Back Bate:

Action Taken .
Bate R esu lts

. -ea

Bate R esults

I
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C a l le r 's  Wame:_ 

Company Called:

Buddy's Name: 

Date:________

Did the  c a l le r :
Yes

1) Speak c lea rly ?  _____

2) S ta te  h is /h e r  name? -

3) S ta te  p o sitio n  applying fo r?______________________

U) S ta te  r e f e r r a l  source? _ _ _ _

5) Ask fo r  an in terv iew ? _____

6) Ask who to  see a t  the in terv iew ? _____

7) Ask when the in terv iew  i s  scheduled? .

8) Ask where the in terv iew  w il l  be held? _____

9) Record a l l  inform ation on lead s form? . .

10) Thank the person fo r  h is /h e r  help? _
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F5
AFTER INTERYIEW CHECKLIST

Date: ______
F irs t  C all Back Oate

Your name
Your In terv iew er's  name 
Company naae

TO BE FILLED OUT IMMEDIATELY AFTER INTERVIEW

1. Did you a rr iv e  on tim e?................................... ........................................Yes No
2. What did you wear?
3. Were you fr ie n d ly  w ith the people you Come in con tac t with? Yes N'o__
4. Did you in troduce y o u rse lf  to  the in terv iew er?_______________ Yes___No
5. Did you s ta te  your q u a lif ic a t io n s ?  Yes No

I f  yes, what q u a lif ic a t io n s  d id  you mention?

6. Did you give him a copy o f your resume?   Yes No
7. Did the in terv iew er go through your resume? Yes No
S. Did he d iscuss anything from your personal background? Yes No

I f  he d id , what p o in ts  d id  he ta lk  about?

Was i t  on your resume?.......................................................................... Yes_No
9. Did the employer comment on any o f  your s k i l l s ? .............................Yes No

I f  he d id , what d id  he say?
Were those s k i l l s  included as s k i l l s  on your re su m e? .... Yes No

10. What was the em ployer's general impression o f  your resume? ' '

11. Did he comment on your l e t t e r s  o f  recommendation? Yes No
I f  so, what d id  he say?______

12. Did you o f fe r  th e  in te rv iew er a firm  handshake?  Yes No
13. Did the in terv iew er d iscuss any sp e c ia l problems you may

have, such as handicaps, tra n sp o rta tio n  problems, e t c . . .  Yes No
I f  yes, what problems were discussed?

14. Did you look a t  the  in te rv iew er when you spoke to  him? Yes No
15. Did you show good postu re  and no nervous mannerisms? Yes No
16. Did you mention who re fe rre d  you o r  i f  you know someone

working a t  th e  company?   Yes No
17. Did you s ta te  your d e s ire  fo r  work and in te r e s t  in  the

company?     Yes No
13. I f  you were fe e lin g  sure th a t  you would not ge t the job

you were being in terview ed fo r , d id  you inqu ire  about
o th e r p o s itio n  openings fo r  y o u rse lf  o r  f r ie n d s? ..................Yes No-
W rite any job openings you heard about w hile a t  th is  
comp iny

19. Did you s ta te  your in te r e s t  in  p a rt-tim e  o r temporary employ-
ment i f  no fu ll- t im e  employment i s  p o ss ib le ? .......................... Yes No

20. I f  nothing is  a v a ila b le  a t  th is  p lace , d id  you ask i f  he
knows o f  any job openings a t  any o th e r  company?....................Yes  No

21. What was d iscussed  the most? __
22. Was th ere  anything the employer d is lik e d ?  Yes No

I f  so, what?
23. What d id  he seen p a r t ic u la r ly  in te re s te d  in?
24. Did you remember to  use th e  c a l l  back ending?............................... Yes No
25. Did the in terv iew er seen to  l ik e  you?................................................Yes No
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Reliability 
(Forms G-l - G-3)

44

Rationale
In order to evaluate individual performance, periodic reliability 
checks are essential. Reliability checks allow the Placement Spe
cialist to assess the accuracy of client reports and also demonstrate 
to clients that the system does not allow cheating (i.e., falsification 
of records). The reliability checks also indicate staff interest in 
the clients' behaviors beyond the classroom situation.
Phone Calls (Form G-l)
In order to get an outside telephone line, clients must identify 
themselves to the switchboard operator. The switchboard operator 
maintains a cumulative daily record of each client's telephone calls. 
This record can be checked with the clients' Leads Form Records to 
determine the accuracy of the clients' telephone reports.
Applications and Interviews (Form G-2)
A letter, signed by the agency Executive Director, is presented by 
clients to any employers the clients contact while filling out appli
cations or attending interviews. The letter serves several purposes. 
First, the letter serves as verification of client reports of their 
activities. Second, the letter serves as a client Release of In
formation Form should the Placement Specialist need to make any addi
tional contacts with that enployer. Third, the letter provides addi
tional publicity and information as to the type of services and clients 
of Jenkins Center (a division of Goodwill Industries).
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Letter of Inquiry /Resume (Form G-3) 45

The accompanying form helps the Placement Specialist keep track of the 
letters and resumes which clients mail out. ESy asking clients to show 
an. letters and resumes to the Placement Specialist, the Specialist in
sures that client reports are accurate, and also insures that the letters 
are written appropriately.
CETA & MESC ■
Whenever clients go to CETA or MESC, they should have their employment 
cards stamped and should show these cards to the Placement Specialist 
as verification of job-seeking activities.
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G2
Goodwill Industries of Southwestern Michigan

2 2 2 1  2700 N. Pitctur S t. Kdamuoo, Ml. 49007 (616)382-0490(616) 382-0490

TO: Employers

SUBJECT: V e rif ic a tio n  o f  Bnplqymant Seeking A c tiv i t ie s

Goodwill In d u s tr ie s  o f  Southwestern Michigan i s  ev a lu a tin g  th e  
e ffec tiv en ess  o f  i t s  new Job Seeking S k in s  tr a in in g  program.

I f  th e  bea re r o f  t h i s  l e t t e r  has:
A f i l e d  an a p p lic a tio n  w ith  your o rg an iza tio n ,
B received  a  job  in terv iew , o r 
C followed up on a  Job a p p lica tio n  

our placement s t a f f  would ap p rec ia te  v e r i f ic a t io n  o f  t h i s  a c t iv i ty .

Adequate v e r i f ic a t io n  would c o n s is t o f :  your Company name o r  stamp 
and phone number, your s ig n a tu re  and t i t l e ,  and d a te  o f  a c t iv i ty .

33ie ap p lican t w i l l  re tu rn  th i s  l e t t e r  t o  us a t  h is /h e r  next 
scheduled appointm ent.

Wa msy fo llow  up w ith  a  phone c a l l  to  confirm  your v e r i f ic a t io n .  

Ttumic you fo r  he lp ing  us with, our program ev a lu a tio n .

(C irc le  A ppropriate A c tiv ity )

The b ea re r hereby au th o rizes  re le a se  o f  th i s  in form ation  to  Goodwill 
Z hdustrles.

o r
Company Same Conpany Stamp

Your S ignatu re  & T i t le
Pollov-up on

A pplication  In te rv iew  A pplication

Bate

Personnel Phone Number

C lie n t 's  S ignature '

A United Way Agoncy
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RESUME! OR LESTER OF INQUIRY 3 EOT

NAME DATE TO WHOM

UNABLE TO ATTEND SCHEDULED MEETING:

Nana Tina C alled :

Date__________________ . R eason________________________

Wane Tine C alled :

Date_______________________ R easo n ________________________

Bane Tine C alled :

Date________________________ Reason________________________

w—*» Tine C alled :

Date________________________ Reason________________________
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Client Performance Statistics 
(Form H)

49

The Client Performance Statistics Form provides the organization 
with information concerning the quality of job placements. Py com
paring each client's expected wage with the wage received, and each 
client's vocational objective with the actual job title, the Placement 
Specialist obtains information as to whether the client's job-seeking 
activities and subsequent placement were congruent with his/her vo
cational counseling program.
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CLIEHT PERFORMANCE STATISTICS

Name _ _ _ _ _ _ _ _ _
Date P laced _________

D uration to  Placement 

T o ta l P o in ts  Earned _  

Average D ally  P o in ts  _ 

V ocational O bjective 

Expected Wage _ _ _ _ _ _

Employer _ _ _ _ _ _ _ _ _ _

Job T i t le  ___________

Wage Received _______
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