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A COMPARISON OF BEHAVIORAL INCENTIVE SYSTEMS
IN A JOB SEARCH PROGRAM
Louise Smith Rogers, M.A.

Western Michigan University, 1981

This research involved a comparison of two approaches for implementing
a point system in a job search program, using a between-groups design.
The experimental group (a) received precise instructions concerning
back~up coutingencies, (b) attended weekly feedback sessions, and (c)
graphed daily points earned. The control group did none of the above;
however, they received the same initial instructions concerning per-
formance standards and point values for behaviors. The control
group's instructions included only a vague statement concerning back-
up contingencies, not directly relating contingencies to point values.
The experimental group earned 34% more points. Due to variability in
each subject's program duration, the experimenter conducted an analysis
of covariance (p«.02, F = 6.54), the covariant being the number of
days in the program. These findings indicate that there are several
important considerations for managers when implementing behavioral

incentive systems.
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CHAPTER I

Introduction

Many organizations adopt established formats for behavior manage-
ment, only to find that what worked well in one orgamization or study
does not work quite as well in their own organization. For example,
several research studies substantiate the effectiveness of incentive
systems based on points earned (Allyon & Azrin, 1968; Bourdom, 1977;
Dillon, Kent, & Malott, 1980; Gant, Dillon, & Malott, 1980; Miller,
1977). However, these studies do not specify the variables deter-
mining the effectiveness of the points--especially those varilables
which may contribute to success across settings. Two possible vari-
ables which may contribute are (a) the extent to which there is a
relationship between points, the desired performance objectives, and
contingencies for performance, and (b) the extent to which feedback
occurs consistently on this performance--either directly on performance
or indirectly through points earned.

Only one of the above studies examined variables affecting point
system effectiveness. Dillon, Kent, & Malott (1980) withdrew back-up
consequences for earning points, which resulted in subjects earning
less points while in this conditiom.

A formal feedback system, which consists of quantified information
on performance, may be one essential component for the success of a
point system. Feeny (1973) and Stone (Note 1) showed that when sub-
jects graphed their own performance, their performance improved.

1
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These two studies indicate that it may be more efficient if the
individual keeps track of his or her own performance record rather
than the manager, as this method produces behavior change yet frees
the manager's time for other activities. However, managers should
probably monitor employee self-graphing to insure behavior mainten-
ance.

Point systems can serve many useful management functions. Several
authors emphasize the importance of quantifiable, accomplishment;based
performance objectives in evaluating performance (Gilbert, 1978; Laird,
1978; Mager, 1975; Odiorne, 1970), and point systems allow managers to
assign quantifiable values to a varieﬁy of accomplishments which may
otherwise be difficult to equate. Also, point systems enable the
manager to be flexible in individual goal assignmen;. For example,
Miller (1977) used a point system to equate performance requirements
for salespersons in different sales market conditions. Finally, point
systems are valuable as they leave a permanent performance record for
evaluation of long-range trends--trends which are often useful for
identifying gradual changes in performance.

The present study compared two approaches to the utilization of
a point system, attempting to determine the effect of a behavioral
intervention package. The present study manipulated the specification
of back-up contingencies and the presentation of information concerning
achievement of performance objectives. In one group, subjects (a)
graphed their points earned, (b) discussed individual performance
objectives with-their supervisor in a weekly evaluation session, and

(c) received information concerning the back-up contingencies and
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their relationship to points. The other group received the same
initial instructions, but did not graph points, attend evaluation

sessions, or receive information concerning contingencies.
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CHAPTER II

Method

Subjects and Setting

Nineteen individuals served as subjects while enrolled in a job
search program in a Vocational Rehabilitation Center in Southwestern
Michigan. Sixteen males and three females participated. Their ages
ranged from 20 to 48 years, with an average of 27; 13 subjects were
Black, 4 White, and 2 Hispanic. All were curfently unemployed and
several had unfavorable job records (e.g., job discharges, prison
records, etc.).

Prior to entering Job Search, subjects participated for 3 to 5
weeks in programs including: (a) a vocational guidance and counseling
program, (b) a work assessment program, in which subjects took clerical
tests and various mechanical aptitude tests, and (c) a job-seeking
skills program, involving how to prepare resumes, write letters of
inquiry, £ill out job applications, and conduct themselves properly in
a job interview.

Subjects had to meet the following entrance criteria for Job
Search. First, they had to be judged as "competitively employable" by
the staff, and second, they had to emit positive verbalizations indi-
cating interest in pursuing at least two "reasonable" job objectives.
Staff members subjectively judged subjects as "competitively employable"
if they exhibited proper working behaviors during assessment (worked at

4
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a pace considered near or at standard for piece~-rate work, attended
regularly, dressed properly, etc.). Staff judged subjects' job
objectives as reasonable if the subjects' skills and qualifications
were equal to or exceeded the skills necessary for the job of
interest.

The directors of the agency originally modeled their Job Search
program after a behavioral.procedure developed by Azrin, Flores, and
Kaplan (1975). Therefore, staff members had had some experience with
behavioral technology prior to the implementation of this research

project.

Experimental Design

The experimenter used a between-groups design and randomly
assigned individuals to either the experimental group or the control
group as they entered Job Search. Groups of 3 to 10 subjects entered
approximately once every 2 weeks. The final number of subjects for
each group was: 9 control, 10 experimental.

The agency was obligated to provide job placement services for
both the experimental and control groups. Therefore, the control
group received treatment similar in some respects to the experimental
group. For a description of Job Search and common variables between

the two groups, refer to Appendix I.

Independent Variables

The independent variables consisted of (a) a precise statement of
the back-up contingencies related to points, (b) a weekly evaluation

and counseling session, and (c) daily self-graphing of points earned.
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Statement of back-up contingencies. Both the experimental and

control groups received a contract which specified 10 points as the
minimum acceptable performance standard. Additionally, however,
when an experimental subject entered Job Search, the experimenter
explained the back-up contingencies related to earning points,
including both positive and negative consequences for performance.
Experimental subjects learned that obtaining a weekly point average
lower than 5 points resulted in: first, a call and a negative
performance report to the subjects' referral.agency, and second,
termination from the program and loss of public assistance funds

if the subjects maintained that low average for 2 consecutive weeks.
Subjects also learned that maintaining a daily point total of 10 or
above consistently throughout one week, with perfect attendance,
resulted in their being able to take off Friday afternoon of that

week while still receiving pay.

Weekly evaluation and counseling session. All subjects met

individually with the Job Search counselor on a daily basis to turn
in their self-report data; however, experimental group subjects had
an additional meeting with the Job Search counselor once a week to
discuss performance. This once-a-week meeting served two purposes.
First, each subjec; discussed the relationship between their indi-
vidual job objectives and the frequency of each job-seeking behavior.
Thus, this meeting provided an opportunity for the Job Search coun-
selor to make positive or negative comments and make suggestions for
next week's activities. For example, a counselor might ask a subject

to decrease the total number of phone contacts, but increase the total
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number of applications submitted. Second, the Job Search counselor
reminded the subjects of the back-up contingencies concerning points
and informed them of their current status with respect to those

contingencies.

baily self-graphing. Experimental subjects graphed their points

on individual charts in a room from which all subjects made job
search phone calls. Following their daily meeting, both the subject
and the Job Search counselor would go to the phone room, where the
Job Search counselor would make positive or negative comments while
the subject concurrently graphed the previous day's data point. The
counselor pointed to the graph and made remarks concerning the direc-
tion of the data and also whether or not the subject had met the goal

of 10 points for the previous day.

Dependent Variables

The major dependent variable was points earned each day. The
behavioral contract specified 10 points each day as the acceptable
minimum performance standard. The staff determined the point value
for each job-seeking behavior on the basis of (1) difficulty or
length of time required for completion, and (2) the probability of
success in finding a job given that activity (i.e., going to an
interview seems to have higher job-finding success rate than making
a phone call, according to the placement staff). Both the experi-
mental and the control subjects earned points for a variety of job-

search behaviors, as shown in Figure 1.

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



Both groups completed self-report forms at the end of each day
indicating the number of points earned; these forms were collected

at the daily meeting the next day.

Reliability

The experimenter calculated reliability for each activity in
Figure 1. The subjects acted as primary observers, turning in written
self-reports at daily meetings. The rehabilitation center's telephone
operator acted as the secondary observer by logging the number of
telephone calls made by individual subjects on reliability forms. For
the remainiﬁg behaviors listed in Figure 1, the experimenter obtained
reliability data by verifying permanent products such as: letters,
signatures, or company stamps. A staff member kept separate meeting
attendance records which were compared to the experimenter's records
to determine meeting attendance reliability. Additional reliability
information is in Appendix II.

The experimenter calculated the percent of reliability checks
taken for each subject, which ranged from 257 to 100%Z, with a group
average of 797. Of those checks, the percent agreement between self-
reports and secondary observer reports ranged from 73% to 100Z for

each subject, with a group average of 937 agreement.

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



Figure 1. Behavioral contract specifying points and performance
standards.
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10

JOB SEARCH REQUIREMENTS

Each day you must earn 10 points from the following list of activities.
Any combination that equals 10 points is acceptable. You are required
to attend a daily meeting, at ____ , in which you will discuss suc-
cesses and problems with a Placement Staff Member. If you are unable
to attend a scheduled meeting, you must notify the Staff by 8:30 on

the day of the meeting.

ACTIVITY POINTS

Telephone Call

Buddy Telephone Checklist (no more than one)
Follow-Up on Previous Application
Follow-Up on Lead

Check with MESC (In Person)

Check with CETA (In Person)

Letter of Inquiry and Resume Sent

Thank You Letter (For Previous Interview)
Job Application Accepted

Interview

Meeting

MR WNNNDNDERERYWY

Your Job Search activities should result in at least 10 points daily!
Failure to maintain this daily point average will result in a reassess-

ment of your participation in the program.

I agree to honor this contract.

Name Date

Placement Staff Member Date
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CHAPTER III
o Results

The experimental group earned 34% more points than the control
group (see Figure 2). The groub means were 9.23 and 6.10 points per
day, respectively. Due to variability in the length of stay in the
program, the experimenter conducted an analysis of covariance (p< .02,
F = 6.54), the covariant being the-nuﬁber of days in the Job Search
program. The results of the hémogeneity of regression slopes test
were nonsignificant (p< .05, F = 2.32), indicating ghat treatment
effects are the same regardless of'the length of intervention (c.f.,
Huitema, 1980).

The experimenter also obtained self-report data from staff_
members who evaluated the experimental program subjectively. Staff
membgrs reported spending slightly more time supervising Qith the
new point system. However, the staff also reported that the new
system was "clearly superior" to the old system, giving them more
quective performance.evaluation data. Of the independent variables,
they reported the most satisfaction with the individual counseling

~and evaluation sessions, saying that these sessions provided the
édditional structure needed to insure that individualized feedback

sessions occurred.

The agency considered this program cost effective, as it did not

require additional staff members. The program also helped the organ-
ization meet accredidation standards for federal funding (c.f.,

11
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Figure 2. Weekly group means of average daily points earned/subject.

12
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Standards Manual for the Accredidation of Rehabilitation Facilities,

Note 2).
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CHAPTER IV
Discussion

The superior performance of the experimental group suggests that
for a point system to be effective in controlling behavior, one or
more of the following must occur: (a) managers must hold frequent
(weekly) evaluation sessions, (b) employees must self-record points,
and (c) managers must state precisely how points relate to other con-
tingencies in the work enviromment. However, further research is
necessary to determine the importance of each.

An important issue to consider is why these independent variables
did in fact control the behavior of the experimental subjects, especi-
ally since each independent variable involved a delayed consequence.1
For instance, in the present study, experimental subjects received
corrective feedback for Monday's performance on Friday during the
weekly evaluation session, resulting in a four day delay. Subjects
graphed points on a daily basis, yet these were points earned during
the previous day's job-search activities. The experimenter explained
the back-up contingencies relating to points upon the subject's entry

into the program; however, only one experimental subject contacted

lMalott (Note 3) proposes an alternative terminology. In order
to more clearly delineate between the effects of immediate events and
delayed events, he suggests that the term '"consequence" be used only
when referring to immediate events that can function as rewarding or
aversive stimuli, directly strengthening or weakening the preceding
response. The term "outcome" should be used for delayed events that
are too remote from the preceding response to directly reinforce or
punish it.

15
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16
those contingencies, four weeks later. Since all of these conse-
quences were delayed, none could control behavior directly as rein-
forcing or aversive stimuli in the same manner displayed in most
basic experimentation. Animal research reveals that after a matter
of a few seconds, consequences do not control the animal's behavior
(Pierce, Hanford, & Zimmerman, 1972; Skinner, 1969). However, human
behavior may occur under the control of rules (guidelines or instruc-
tions) which specify delayed consequences (Malott, Note 3; Malott,
Tillema, & Glenn, 1978, pp. 123-133; Skinner, 1969; pp. 133-171).

Our tendency to follow rules is determined by contingencies of rein-
forcement for following those rules in the past. For example, an
employee might state the following rule: "If I go to work today, I
will get paid." To ascertain tbe role of rule-governed behavior in
humans, future research might include recording or documenting
individuals' overt or covert responses to determine if subjects are
stating rules.

The control subjects probably engaged in some type of rule-
following behavior as well, as they also earned some points in the
absence of immediate conseggences. What then accounted for a signi-~
ficant difference in the number of points earned between groups?

One of the independent variables, precise statement of consequences,
may account for some of the observed differences. The experimental
subjects received precise instructions concerning delayed consequences,
while the control subjects received only vague instructions.

The experimental subjects also discussed the relationship between

consequences and point totals in their weekly evaluation and counseling
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sessions. These sessions may have served to increase the number of
rule statements the experimental subjects made, thus differentially
affecting the total number of job-seeking behaviors. A separate,
but related issue, may also account for some of the differences
between groups. The control group may have originally formulated a
rule of this nature: "I should earn 19 points or I will be repri-
manded." However, as each control subject dropped below 10 points,
and discovered an absence of negative consequences, they may have
reformulated the rule to state: "Since nothing happened to me when
I dropped below 10 points, I may slack off a bit." "Perhaps as
humans, we are much better at following rules that specify reliable
outcomes, delayed though they may be, than unreliable outcomes"
(Malott, Note 4).

There were no significant differences between groups in rates
of job placements. Two confounding variables made actual job place-
ments an inappropriate dependent variable. The degree of organiza-
tional control over job placements was affected by (a) the local job
market conditions, and (b) frequent "job trips" from referral agencies,
irrespective of the subject's performance in the program. However,
this system provided a method for ongoing performance evaluation and
isolated some variables relevant to effective implementation of point

systems within any organization.
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APPENDIX 1

The Job Search Program

All subjects had to conform to the following requirements when
admitted to the Job Search component: (1) a written attendance
policy, (2) a behavioral contract based on a point system, and
(3) attendance at a daily meeting. These three requirements served
several important functions for purposes of program evaluation and

for implementation of the experimental procedure.

Attendance Policy

While in Job Search, subjects spent their day independently
searching for a job. Previous agency programs used a structured
classroom training format. Therefore, to compensate for the lack
of structure, the attendance policy insured regular attendance by

specifying additional contingencies.

Behavioral Contract

The behavioral contract, based on a point system, served two
major functionms: (1) it served as a means for comparing and eval-
uating subject performance, even when subjects engaged in different
job-~seeking behaviors, and (2) it provided enough consistency to
develop overall program objectives, yet provided enough flexibility

to develop differing individual subject objectives.

19
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Daily Meeting

The daily meeting or appointment with the Job Search counselor
set the occasion for subjects to give self-reports on their job-
seeking activities from the previous day. This meeting was essential
to data collection for experimental purposes, as clients gave more
accurate reports when questioned on a daily rather than weeklir .basis.

Subjects were considered "absent'" for the day if not present for this

meeting.
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APPENDIX II

PROCEDURES MANUAL
FOR
JOB SEARCH PLACEMENT SPECIALIST

Developed by Loulse Rogers
for Goodwlll 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 lmplemented, objectively evaluated, and of benefit
to both the staff and clients served at Goodwill Industries of South-
western Michigan. Staff should consider this manual as a working docu-
ment pmvidmg guldelines 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
& system which can be objectively evaluated.

If implemented, the procedures outlined in this manual will provide
the Placement Specialist with 1) daily feedback on individual client
performance, 2) an ongoing objective means of evaluating program
effectiveness, 3) documentation necessary to revise a.nd/or establish
program policies and standards, and 4) an evaluative tool to establish
and review individual client job objectives on & 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 informetion 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 Specilalist on a dally 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 24
tardiness and absenteeism are dealt with in such a manner that clients
develop proper working environment behaviors.

The following meterial 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 1) gives clients and staff a method of. estab-
lishing program criteria, 2) allows each client to engage in a variety
of job-seeking behaviors as listed on the contract, and 3) specifies
a daily sppointment time where clients meet and discuss their progress
with the Placement Specialist. Ttems are weighted botﬁ in terms of
difficulty (the amount of time required) and in terms of the prob-
ability of success in finding & Job given that activity. Most indivi-
duals find that going to an interview is a more successful venture in
terms of finding & Jjob than merely filling out an application. There-
fore, going to an interview has a higher point value than filling
out an application. Each activity 1s 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 points/dey as the
minimum standard for program participation. The polnt system pro-
vides a program-wide means for comparing client performasnce. 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 ihe individual
objectives are the end product of a mutual agreement betwéen the
client and the placement Specialist; this contract provides for the
establishment of realistic client goals by virtue of the Placement

Specilalist's involvement.
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In order for the contract to function effectively, clients must 26
attend their meetings on a daily basis, receiving feedback on the
number of points earned for the previous day. The'following a.béence
policy addresses the attendance requirements for program participation.

‘ .
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JOB SEARCH REQUIREMENTS

Each day you must earn 10 points from the following list of activities.
Any combination that equels 10 points is acceptable. You are required
to attend a daily meeting, at , in which you will discuss
successes and problems with & Placement Staff Membter. If you are unatle
to attend a scheduled meeting, you must notify the Staff by 8:30 on the

day of the meeting.

%

ACTTIVITY

Telephone Call

Buddy Telephone Checklist (no more than one) )
Follow-Up on Previcus Application

Pollow-Up on Lead

Check with MESC (In Person)

Chack with CETA (In Person)

Letter of Inquiry & Resume Sent

Thank You Letter (For Previous Interview)

Job Application Accepted'

Interview
Meeting

= oE W DD DT O N o

Your Job Search activities should result in at least 10 points daily!
Failure to maintain this daily point average will result in a reassess-

ment of your participation in the program.

I agree to honor this contract.

Name Date

Placement Starf Date

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.
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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, classroam setting and who seem ready
for competitive employment do not perform well in the less structured
job=-search program. By developing strict absence policies, similer to
those policies in the working environment, the Placement Specialist can
readily ascertain 1) 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 similer program) for addi-
tional counseling.

To enable the Placement Specialist to keep track of client's
points earned and attendance records » & client data summary sheet

was developed (see following section).
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Absence Policy

The primary reason for this policy is to provide you with responsibilities
aimilar to those of the working world.

You are expected to attend the daily meeting at your scheduled appointment
" time. If you &re late (mors than 2 mimutes) you will not receive a point
that doy for meeting attendance. Being prcrmpt also requires that you
have all forms completed and in your pocsessica. Dailly forms to be com-.
pleted include (1) a points form, (2) a dally diary, and (3) a leads form
which has all activities for the previcus day accurately and completely
recorded,

To ba excused from a meeting, you ruat notify the placeuent staff by
8:30 A.M, of the day you do not attend. An 2bgenze i3 excused for only
two reescns: (1) sickness, or (2) an appointzent for an interview. You
should not miss more than 2 neetings in any wes< dus to interview appolate-
oents.
Too unexcused absences are grounds for termination in the program.
you are aosent SOr any reason other than the two reagons sentioned atcve
more than one tine during the entire program, you will te required to
meet with Bob where you will discuss issues concemins future jartici-
pation in Job search. Any more than three days (total) of unexcused
absences will result in termination from the program.

I have reed the above informatizn and understand these policies, I
understand that any ncnccmpliance or failure to meet stundards will
result in termination from Jjob search.

Client Date
Witness Date
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Client Data Summary Sheet ' 30
(Form C)

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 Plac;éﬁenf Specialist logs
in the points earmed under each of the categories, rather than the
actual frequencies of each activity. For example, going to an in-
terview is worth 4 points; theréfore , 1f the client reported going
to 2 interveiws, the Placement Specialist would log in 8 points under
the "interview" category for the previous day. This summery sheet
is also useful for keeping track of meeting attendance and each
client's a.veragé point totals throughout the program.

Occasionally, clients will earn an adequate number of points,
but will not display appropriate job-seeking behaviors. For instance,
& 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
Speciallst can circumvent this type of problem by conducting a progress

interview, as explained in the following section.
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JOB SEARCH
CLIET DATA SUMIARY SHEET

Date Started Job Search
P attended
0 unexcused

X excused

Date Completed Job Search

Meeting Attendance

Date

# Telephone Cells

Buddy Telephone

Follow-Up on Contact

Check with HESC

Check with CETA

Letter Inquiry/Resume

Thank You Latter

Application Accepted

Intervievs

Total Daily Points

Av.:rage polnts

1€



32

Progress Interview
(Form D)

In a progress interview, the client and the Placement Specialist
review client performence in the program. This interview insures
that both the client and the Placement Specialist review client Jjob
objectives and evaluate overall progress on & weekly basis, and also
insures that the client is kept well informed as to his/her status
in the program. If the client is 1) not earning enocugh points, 2)
not attending reguslrly, or 3) engaging in en inordinate amount of
some types of Job search activities and not engaging in other
activities, this informetion should be discussed in the progress
interview. .

This interview is important since it gives the Placement Specilalist
and client a chance to evaluate individual objectives and to reach
& 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 werrants 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, tenninatioh, 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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JOB SEARCH_PROGRAN
PROGRESS INTERVIEW

ACTIVITIES PROCRAM
WEEK #
Phone Calls

Buddy Check

Application Follow-up

MESC

CETA

latters

Job Application

Interviews .
e e e e e e
Avorage Points
lato oxcused
ATTENDANCE UNeXeysea
° Ab excused
unexensed
Job Ob;]ectivcs Staff [|Client [Act-
Initdalf Initial]lion®
J Ordiginal Objectives: 1) 2) ’

Reviews: 4L

2
3
b
5
6
?

# 3 action codes: C = continuo, T+ or T- = tormination (positive or nemative),

P = placed
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Graphs 34
(Forms E-1 & E-2)

Graphs provide both the Placement Specialist and the clients
with a pictorial representation of job search progress.

Average Points (Form E-1)

Clients' average points per day are posted on & megnetic board.

The Speclalist may establish a minimum averasge for program participetion
and indicate this average on the boaxrd. Clients compare thelr averages
to other clients' averages; thls action tends to produce & 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
glve them a chance to become a.ctiveiy 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 éraphing
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 37
(Forms F-1 - F-5) .

Upon entering Job Search, each client recelves a booklet con-
taining several forms, examples of which follow. The purpose of
these forms is to aid clients in self-repérting their Job seeking
activities.

Dally Points Form (Form F-1)

Clients record their job seeking activities on & daily points form.
This form helps clients determine the number of points earmed and also
serves as a second check or source of verification for job seeking
activities outlined in more detail on the leads form.

Daily Leads Form (Form F-2)

The daily leads form enables clients to keep track of pertinent in-
formation concerning all activities .a.nd 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
Plecement. 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 sction.
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Buddy Checklist (Form F-U) ‘ ' 38

When clients attend the Job Seeking Skills Program,.they are taught how
to use the telephone properly, learning to obtain all the necessary in-
formation for a successful job contract. The Buddy Checklist serves to
remind clients of the proper menner in which to meke & phone contact.
As the name implies, clients pair into twos ("buddies"), and give feed-
back to each other on their telephone skills.

After Interview Checklist Form (Form F-5)

Like the Buddy Checklist, the After Interview Checklist gives clients
information as to the adequacy of their job seeking skills. Immediately
following a job lnterview, clients complete this checklist. This
checklist functions as & socurce of feedback for clients, providing in-

formation which helps them enhance their interviewing skills.
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DAILY JOB SEARCH PODNIS

NAME
DATE
POINT

fervree : VALWE WG

'_'Delepl;ona Call 3
Baddy Telephons Checklist (no more than 1) 'y
Poubw-llp on Previous Application 1
Follow-Up on Lead 1
Check with MESC (in person) 2
Check with CETA (in person) 2
Ietter of Inquiry & Resume Sent 2
Thank You Letter {for previous interview) 2
Job Application Accepted 3
Interviev I
Feeting - 1
TO0TAL DAILY POINIS TOTAL HOURS

6¢



Name of Organization: Activity:

pParson Talked to: Points:

Phone: Qutcome:

Address: -
Requires Further Action?
Yes No

Name of Organization: Activity:

Person Talked to: Points:

Phone: Outcome.

Address:
Requires Furthner Action?
Yes o

Name of Organization: Activity:

Person Talked to: Points:

Phone: Cutcome:

Address:

Requires Further Action?
Yes No

Name of Organizestion: Activity:

Person Talked to: Points:

Phone: Outcome:

Address:
Requires Further Acticn?
Yes Ro

Name of Organization: Activity:

Pcrson Talked to: Points:

Phone: OQutcome:

Address:

Requires Further Action?
Yes No
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. JOB SEARCH
. LEAD FOLIOW-UP

Neme Date

E3

Nems of Organization:

Agency Representative Contacted:

Phone No:

Address:

Date of Original Contact:

Suggested Call Back Date:

' Action Taken

' Date Results

Date Results

Neme of Organization:

Agency Representative Contacted:
Phone .Jo: ’

Address:

Date of Original Contact:
Suggested Call Back Date:

Action Teken
Date Results
Date Results

Nene of Organization:
Agency Repreaenu‘tive Contacted:
Phone No:
Address:
Date of Original Contact:
Suggested Call Back Date: . . .
Acticn Taken .
Date _ Results

Date Results
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BUDDY'S TELEPHONE CHECKLIST

Caller's Name: Buddy's Name:

F4

Company Called: Date:

Did the callepr:

o 1) Speak clearly?
2) State his/her name?
3) State position applying for?
4) State referral source?
5) Ask for an interview?
6) Ask who to see at the interview?
7) Ask when the interview is scheduled?
8) Ask where the interview will be held?
9) Record all information on leads form?

ARRRRRRREY:
NERRERRENL.

10) Thank the person for his/her help?
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Your name
Your Interviewer's name
Company naze

AFTER INTERVIEWN CHECKLIST

Date:

E5

First Call Back Date

TO BE FILLED OUT IMMEDIATELY AFTER INTERVIEW

10.
11.
12.
13.

14,
1s.
16.
17.

18.

19,
zo.

21.
22,

23.
z"
2s.

Did you arrive on time? .....................................Yes
What did you wear?

Nq___

Were you friendly with the people you came in contact with? Yes
Bid you introduce yourself to the interviewer?...c.cceececes Yes
Did you state vour qualifications?....c..eccevvvccveecacncecs YOS

If yes, what qualifications did you mention?

.\0
___No
_No___

Did you give him a copy of your resume’..... N 1
Did the interviewer go through your resume?...c.ceevsseceee YeS
Did he discuss anything from your personal background?..... Yes

If he did, what points did he talk about?

No
No
No

Nas it On yoUr TesuUmMe?...ccecesrasesscseaccscsancscaccace TS
Did the employer comment on any of your skills?......cc.... Yes
If he did, what did he say?

i

No
o

Were those skills included as skills on your resume?.... Yes
What was the employer's general imprescion of your resume?

|./. I

1

Did he comment on your letters of recommendation?.......... Yes
If so, what did he say?

Pd

o

Did you offer the interviewer a rirm handshakel.c..ccoveoe. Y€S__

Did the interviewer discuss any special problems you may

have, such as handicaps, transportation problems, etc... Yes_ !

If yes, what problems were discussed?

Pd

No

Did you look at the interviewer when you spoke to him?..... Yes
Did you show good posture and no nervous mannerisms?....... Yes
Did you mention who referred you or if you know sozeone

working at the company?...cccccecccecnccvcascsccnsccsneses Y€S

Did you state your desire for work and interest in the

CORPANYT s aeeorsnoscscsstosonasosasossaccarscsscsnvences YOS
If yo': were feeling sure that you would not get the job

you wers being interviewed for, did you inquire about

other position openings for yourself or friends?........ Yes__ !

W¥rite any job openings you heard about while at this
compiny

NO

—v ——
N

N

NO

No___

No.__.

Did you state your interest im part-time or temparary employ-

ment if no full-time employment is possible?............ Yes_ !

If nothing is available at this place, did you azk if he
knows of any job openings at any other company?......... Yes
What was discussed the most?

No___

.\'c—

Was there anything the employer disliked?...c.ecceenasessse YO3__ 0
I1f so, what?

NO

What did he seem particularly interested in?

Did you remember to use the call back ending?....c.eeceeeeee Yes_ |
Did the 1ntervieuer seem o like you?...ccesuescncncecsenae Yes

No

No___

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

43



Reliability . ' 44
(Forms G-l - G-3)

Rationa.le-

In order to evaluate individual performance, periocdic rellability
checks are essential, Rellabillty checks allow the Placement Spe-
cialist to assess the accuracy of client reports and also demonstrete
to clients that the system does not allow cheating (i.e., falsification
of records). The rellability checks also indicate staff interest in
the clients' behaviors beyond the classroom situation.

Phone Calls (Form G-1)

In order to get an outside telephone line, clients must identify
themselves to the switchboard operator. The switchboard operator
mainteins a cumulative daily record of each client's telephone calls.
This record can be checked with theclients' 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 £illing ocut appli-
catlons 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 employer. Third, the letter provides addi-
tional publicity and information as to the type of services and clients
*  of Jenkins Center (a division of Goodwlll Industries).
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Letter of Inquiry/Resume (Form G-3) . 45

The accompanying form helps the Placement Specilalist keep track of the
letters and resumes which clients mail out. By asking clients to show
all letters and resumes to the Placement Speclalist, the Specialist in-
sures thet client reports are accurate, and also insures that the letters
are wriltten 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 Jjob-seeking activities.
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T0: Employers
SUBJECT: Verification of Employment Seeking Activities
Goodwill Industries of Southwestern Michigan is evaluating the
effectiveness of its new Job Seeking Skills training program.
If the bearer of this letter hes:
’ A filed an application with your organization,
B received a job interview, or
C followed up on a Job application .
our placement staff would appreciate verification of this activity.

Adequate verification would consist of: your Company name or stamp
and phone mmber, your signature and title, and date of activity.

The spplicant will return this letter to us at his/her next
gscheduled appointment.

We may follow up with a phone call to confirm your verification.
Thank you for helping us with ocur program eveluation.

or
Coxpany Bame Conpany Stamp
Your Sigpature & Titlie Date

Follow-up on
Applicetion Interview Applicatian

“Personnel Phone Number
(Circle Appropriate Activity)

The bearer hereby authorizes release of this information to Goodwill
Industries.

Client's Signature

A Urvled Way Agency
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RESUME OR LETTER OF INQUIRY SENT

DATE 7O WEOM

UNABLE TO ATTEND SCHEDULED MEETING:

Name Time Called:
Date Reason

Name Time Called:
Date Reascn

Name Time Called:
Date Reason

Nene Time Called:
Date Reason
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Client Performence Statistics 49
(Form H) :

The Client Performance Statistics f'orm provides the organization
with information concerning the quality of Job placements. By com-
paring each client's exjected 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-

catlonal counseling program.
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CLIENT PERFORMANCE STATISTICS

Neame

Date Placed

Duration to Placement

Total Points Earned
Average Dally Points
Vocational Objective
Expected Wage
Employer
Job Title

Wage Received
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