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Introduction

There is no single, valid, assessment device or strategy that determines a student’s vocational interests, abilities, and aptitudes.  Vocational evaluators, educators, and educational teams, therefore, should consider and use a combination of valid devices, tools and strategies, including, where appropriate, situational assessments. For many students, situational assessments are essential to comprehensive vocational assessments. Rather than the traditional pencil and paper tests, situational assessments entail a systematic process of observing and summarizing student performances of real work under a variety of real work conditions in integrated community businesses. The variety of community businesses used in situational assessments can offer students conditions typical of most work settings such as varying levels of supervision, interruptions to routine, distractions, and a variety of co-worker interactions.  In addition, they provide accurate reflections of student work performances in actual jobs. Effective assessment results describe a student’s generic work habits, attitudes, learning style(s), levels of support needed, strengths, alternative performance strategies required, and performances on job-specific tasks (c.f., Berkell & Brown, 1999). As important, situational assessments allow students to explore interests in job duties and environments.  Partnerships for EdExcellence’s Situational Vocational Assessment is intended to be a comprehensive but simple situational assessment tool.  It consists of three parts: (a) Appropriate Work-Related Social Skills, Habits, and Attitudes, (b) Worksite Inclusion, and (c) Job Supports. 

WORK-RELATED SOCIAL SKILLS, HABITS, & ATTITUDES


Lack of appropriate, work-related social skills is perhaps the single most frequent reason why individuals do not obtain or maintain employment (c.f., Kagan, 1994). The Appropriate Work Habits Data Sheet (AWHDS) is used to record student performances on work-related social skills, habits, and attitudes considered most important for employment in each work site sampled.  Its data is used for ongoing assessment, monitoring and evaluation of progress. The AWHDS is intended to serve as a starting point in the ongoing situational assessment process. Initial data collection is used as (a) a pretest and (b) a criterion-referenced assessment from which to target specific skills for instruction. Final data collection at each job site is used as a posttest and documentation of performance after a given amount of time in a work experience. There are thirty generic work habits and skills on the AWHDS. These are listed and numbered from the bottom of the page to the top. Note that the order of the items follows a fairly typical order encountered throughout a workday. For example, Step 4, “Appropriately greets co-workers and/or supervisor,” typically occurs before Step 5, “Clocks/signs in appropriately”, which, in turn, typically precedes Step 6, “Goes to break/lunch at appropriate time”.


There are five major steps or phases in using the AWHDS.  First, the person responsible for conducting the situational assessment meets with the employer or supervisor of the business hosting as an assessment site before the student begins the assessment at the business.  The purpose is to review the AWHDS to ensure it is accurate, complete, and valid to that specific place of business. It is important to interview a person who is in a decision-making position in order to get valid responses based on the employer’s expectations.  Since the skills and habits on the AWHDS are not specific to a particular business, there may be one or more skills or habits that an employer or supervisor (hereafter referred to as the supervisor) considers (a) unimportant or not needed by employees at his/her place of business, (b) important to his/her place of business, but missing from the AWHDS, and/or (c) out of order from the typical order encountered throughout the workday at that place of business. Based on the interview with the supervisor, delete the work habits deemed unimportant or invalid, add skills or habits the supervisor expects from his/her employees that were not already on the AWHDS, and/or revise the sequence of habits and skills as needed or suggested by the supervisor.


Second, collect baseline (“pretest”) assessment data at the business after the student has experienced 3-5 days of orientation by asking the immediate supervisor to meet with you to answer some questions. (The teacher or vocational evaluator may be the student’s “supervisor” on the job in certain cases.  If this is the case, proceed through this process with the teacher or vocational evaluator answering the questions him/herself.) Ask the supervisor to think of 3 to 5 specific employees who do the same or similar job. Then, ask the supervisor if the typical employees always, usually, sometimes, or rarely to never demonstrate the first skill/habit. Record the supervisor’s response in the “pretest section” of the AWHDS under the column labeled “co-workers”. Note if the supervisor provided a range of responses for his/her typical employees. For example, if the supervisor noted that one employee always demonstrates a skill but two other employees usually demonstrate the same skill, note an A, and two U’s on the data sheet. Next, ask the supervisor if the student always, usually, sometimes, or rarely to never demonstrates the first skill/habit. Record the supervisor’s response in the “Pre-test” section under the column labeled “student”. Continue this process through the list of work habits and skills. Do not abbreviate or skip the step of asking about typical employees’ performances as this gives a valid foundation for the student’s evaluation. This data also serves as a reliability check with the supervisor's perceptions as to whether the list of work habits and skills are accurate and complete.  


Third, after interviewing the supervisor, review the information collected and summarize according to (a) the habits the student always or usually exhibited, (b) the habits the student sometimes exhibited and (c) the habits the student rarely to never exhibited. Use the back of the AWHDS to summarize this information. In the “pretest” column labeled “Always/Usually Does the Following”, list all of the habits that the student always or usually exhibits, as reported in the baseline interview. Consider listing the work habits or skills by number or single word, e.g. “10” or “sanitary habits”. In the “pretest” column labeled “Sometimes Does the Following”, list all the habits that the student sometimes exhibits. Finally, in the “pretest” column labeled “Rarely to Never Does the Following”, list all of the items that the student rarely or never exhibits. If a student has an Individualized Education Plan (IEP), note whether the work habits that the student rarely or never exhibited are included in the current IEP or if they need to be considered for future instruction. If the work habits included in the student’s current IEP are not valid, consider amending the IEP to include the valid work habits deemed appropriate by the supervisor.


Fourth, at the end of the assessment period, once again, interview the supervisor with respect to the student’s performance of the appropriate work habits. (NOTE:  If the situational assessment period occurred over 10 days or less, this is, more than likely, the only assessment point.  There is no “baseline” measure, just a “post-test” measure.)   Assuming the assessment period occurred for over 10 days, conduct the “post-test” interview.  Ask the supervisor to think of his/her typical employees doing the same or similar job. Suggest that the supervisor, again, think of 3 to 5 specific employees.  Keeping in mind the past ten days/work opportunities, ask the supervisor if the student always, usually, sometimes, or rarely to never, demonstrated the first skill/habit during the past 10 days/ work opportunities. Record the supervisor’s response in the “Post-test” section under the column labeled “student”. Continue this process through the list of work habits and skills. Note any comments the supervisor makes about the student’s performance. 


Fifth, after interviewing the supervisor for end of assessment, “post test” data, review the information collected, and, once again, summarize according to (a) the habits the student always and/or usually exhibited, (b) the habits the student sometimes exhibited and (c) the habits the student rarely to never exhibited. Use the back of the AWHDS to summarize the student’s performance at the end of the situational assessment experience. Repeat step three, above, this time reporting information shared by the supervisor in the columns labeled “post-test”.  The purpose of the summary sheet is to get a quick overview of the student’s performance of those critical generic work habits and skills.  The post-test summary can also be used to document a student’s learning over a specified amount of time.

APPROPRIATE WORK HABITS DATA SHEET

Student: ___________________ Assessment Site: __________________________________

Job Responsibilities: ____________________________________________________________
	PRIVATE 
CODE:

 A = always   U = usually   S = sometimes    R = rarely to never
	Co-workers
	Pretest

Student
	Co-workers
	Post-test

Student

	
	
	
	
	

	30.  Clocks out/signs out appropriately and on time
	
	
	
	

	29.  Cleans work area/puts materials back observing safety rules
	
	
	
	

	28.  Works without breaking or tearing work materials, tools, or supplies
	
	
	
	

	27.  Exhibits appropriate safety behaviors around materials/equipment/supplies


	
	
	
	

	26.  Continues working during distractions
	
	
	
	

	25.  Works on acquired job/parts of jobs without direct supervision
	
	
	
	

	24.  Works steadily at assigned job
	
	
	
	

	23.  Responds appropriately to corrections/feedback
	
	
	
	

	22.  Follows instructions appropriately
	
	
	
	

	21.  Attends to instructions, refrains from interruptions
	
	
	
	

	20.  Notifies appropriate person when work is finished
	
	
	
	

	19.  Notifies appropriate person when needs assistance
	
	
	
	

	18.  Notifies appropriate person when directions unclear
	
	
	
	

	17.  Notifies appropriate person when materials are needed or broken
	
	
	
	

	16.  Communicates appropriately the need to use restroom
	
	
	
	

	15.  Secures person’s attention appropriately
	
	
	
	

	14.  Conducts self appropriately during break/lunch
	
	
	
	

	13.  Uses appropriate manners (excuse me, please, thank-you, etc.)
	
	
	
	

	12. Maintains appropriate social interactions/contacts with supervisor(s), 

        co-worker(s), and/or other(s)
	
	
	
	

	11.  Uses restroom appropriately
	
	
	
	

	10.  Uses appropriate sanitary habits (washes hand, blows nose, etc.,)
	
	
	
	

	9.   Grooms appropriately (hair, teeth, nails, clothes, etc.,)
	
	
	
	

	8.   Dresses age and work appropriately
	
	
	
	

	7.   Returns from break/lunch at appropriate time
	
	
	
	

	6.   Goes to break/lunch at appropriate time
	
	
	
	

	5.   Clocks in/signs in appropriately and on time
	
	
	
	

	4.   Greets co-workers and/or supervisor appropriately
	
	
	
	

	3.   Notifies office within 30 minutes prior to being late or absent
	
	
	
	

	2.   Arrives at work prior to scheduled time
	
	
	
	

	1.   Prepares to go to work on time
	
	
	
	

	                                                                DATES:
	
	
	
	


Summary of Appropriate Work Habits
(See front for raw data)

Student: ______________________ Assessment Site: ___________________________

	Always/Usually does the following
	Sometimes does the following
	Rarely to never does the following

	Pretest
	Post-test
	Pretest
	Post-test
	Pretest
	Post-test

	
	
	
	
	
	


WORKSITE INCLUSION 


In order to be a full member of a work place, students must take part in at least some of the social customs established by the employees (Hagner, 2000). EdExcellence recommends assessing how, and with what supports, the student participates in work place social opportunities and customs. From this assessment, specific goals and objectives can be generated to address teaching and/or supporting these essential skills for job satisfaction and maintenance. The first step to collecting assessment data on the student’s worksite inclusion is to interview the student’s worksite mentor and 2 – 3 co-workers before the student begins his/her situational assessment at the business. The person responsible for conducting the situational assessment should ask the employer or supervisor for the opportunity to speak with these employees to ensure that the Worksite Inclusion Data Sheet (WIDS) is valid, accurate, complete, and relative to the social customs and opportunities of the place of business. Since the skills and behaviors on the WIDS are not specific to a particular business, there may be one or more skills or habits that co-workers consider (a) unimportant or unused and/or (b) used frequently but missing from the WIDS. Based on the interview(s) with the co-workers, delete the skills or behaviors deemed unused or invalid and add skills or habits considered important that were not included on the WIDS.


At the end of the assessment period, ask to speak with 2-3 (if possible) of the student’s co-workers. For each question on the WIDS, ask the co-worker(s) if the student always, usually, sometimes, or rarely to never evidenced the worksite social interaction or capitalized on the social opportunity. Record each co-worker’s response in the “student engagement” box.  If the student engaged in the interaction but needed one or more accommodations or supports, note the supports in the box labeled “supports/ideas for improving”. If the student had no opportunity to engage in a social interaction, note “no opportunity” in the box with the statement.  For all items that were marked “rarely to never”, ask the co-workers for ideas to improve the likelihood that the student engages in the social interaction or social custom in the future. 


After completing the WIDS write a plan for including the student in more social aspects of the job. Include in the plan who (by position) would need to do what, when and where. By writing the plan, ideas shared between a student’s worksite mentor, co-workers, and the support personnel will be documented for future use.  

WORKSITE INCLUSION DATA SHEET

Student: ___________________ Assessment Site: ___________________ Date(s): __________

Job Responsibilities: _____________________________________________________________ 

           Pretest                  Post test
	Student Engagement Code:

A = always   U = usually   S = sometimes    R = rarely to never
	Student Engagement
	Supports/Ideas for Improving

	21. Does the student work on some tasks together with one or more co-workers?
	
	

	20. Does the student’s job include those tasks at work that almost everyone does?
	
	

	19. Are co-workers available or close enough to give help or support if the student has a problem?
	
	

	18. Does the student’s work schedule match that of others in the work area or department?
	
	

	17. Does the student work during times when it is easier or more likely for workers to talk socially?
	
	

	16. Does the student have access to “gathering places” at appropriate times?
	
	

	15. Does the student eat lunch (or other meal) with co-workers?
	
	

	14. Does the student share break times with co-workers? 
	
	

	13. Does or did the student participate in formal orientation provided by the company for new workers?
	
	

	12. Does or did the student receive training by being paired with a co-worker, or other typical arrangement?
	
	

	11. Does the student know and use the special worksite terms or language?
	
	

	10. Does the student have items typically issued to students (e.g., locker, key, uniform, tools, etc.)?
	
	

	9. Does the student’s job include using the equipment that workers share?
	
	

	8. Does the student follow the same code of dress/ appearance as others?
	
	

	7. Is the student’s name included on mailboxes, doors, posted on schedules, etc.?
	
	

	6. Is the student’s workspace personalized in some way?
	
	

	5. Does the student sometimes talk socially with one or more co-workers during work time?
	
	

	4. Does the student follow informal worksite social customs (such as taking turns making coffee)?
	
	

	3. Does the student attend and/or participate in staff or student meetings?
	
	

	2. Does the supervisor formally review the student’s job performance in the same way as others’?
	
	

	1. Does the student participate in workplace celebrations such as birthdays?
	
	


Plan(s) for Increasing Student’s Interactions with Co-workers

Student: __________________Assessment Site: ___________________ Date(s): _________

Job Responsibilities: __________________________________________________________

	Co-worker Interaction 1

Goal for student:

What will be done?

Who will implement?

When will it start?

Where will it be implemented?

How will it be evaluated?



	Co-worker Interaction 2

Goal for student:

What will be done?

Who will implement?

When will it start?

Where will it be implemented?

How will it be evaluated?



	Co-worker Interaction 3

Goal for student:

What will be done?

Who will implement?

When will it start?

Where will it be implemented?

How will it be evaluated?




JOB SUPPORTS

In order for most people to do their jobs, certain accommodations and/or supports are needed. Each of us uses supports and/or accommodations on our jobs without even thinking about it. Many people who work in offices use chairs on wheels to assist them in moving around the workspace without having to get up and walk. People who work in manufacturing plants are often required to wear steel-toed shoes to ensure that they do not get hurt around heavy equipment. A secretary wears head phones to answer calls without having to stop the task he/she is doing with his/her hands. Many of us ask a co-worker to remind us to do something either work-related (e.g., Don’t let me forget to call Mr. Smith after 4:00 today.) or personal management-related (e.g., The zipper in my pants broke while I was just in the bathroom. I have pinned them with a paper clip. Let me know if you see that my pants are not pinned together.) In addition to these examples, we often rely on our co-workers to provide a service for us. This is something that has not been formally arranged; rather, it naturally evolves and becomes an everyday part of our job. Some examples of these supports are (a) a co-worker always reminds you to add money to the coffee tin at the end of the week, (b) the boss gives you three tasks to complete before you leave and gives you a choice of the order in which to complete them,  (c) a supervisor sets a timer and tells you that you have X amount of time to complete the tasks, and (d) your co-worker offers to work the late or early shift when your child is sick. Everyone needs and uses accommodations to do his or her job. In some cases job accommodations increase our enjoyment of the job or efficiency in performing a job.  With some individuals the job accommodations are necessary to perform the job.   Although the Americans with Disabilities Act (1990) opened up many employment opportunities for countless individuals with disabilities, there are still many businesses that are unaware of the “reasonable accommodations” individuals with disabilities might need to perform their jobs.  The purpose of this section of the situational assessment is to identify the job accommodation(s) a student needed to perform the variety of job responsibilities experienced during the assessment period in order that he/she might both readily share the support needs with potential employers and, where needed, advocate for his/her job support needs.  It is the opinion of Partnerships for EdExcellence that providing information about the needed accommodation(s), will increase employment outcomes for individuals with disabilities.   


The Partnerships for EdExcellence has developed a data collection tool, “Support Needs Data Sheet,” (SNDS) to assist teachers, job coaches, transition coordinators, worksite mentors, and others who teach and support individuals with disabilities on the job.  The purpose of the tool is to document the supports and/or accommodations an individual needed during the situational assessment process to be successful on each specific job. At the top of SNDS is a space to write the student’s name, the assessment site, and a brief description of the job responsibilities. The data collection form is designed with a list of possible accommodations and supports in the left column. The categories of supports are:  (a) employer supports, (b) environmental modifications/supports, (c) worker (person) supports, (d) behavior supports/accommodations, (e) co-worker supports, (f) instructional supports, and (g) assistive technology supports.  By direct observation and/or interview, throughout the assessment process, document all accommodations, modifications, or supports the student used to perform each of his/her job responsibilities to the satisfaction of the employer. Note whether each accommodation, modification, and/or support was essential or helpful by putting an “X” in the appropriate space. Record unlisted supports in the blank spaces provided. Record any comments or ideas in the far right column. 


Job Support Needs Data Sheet

Student: ___________________ Assessment Site: ___________________Date(s): __________

Job Responsibilities: _____________________________________________________________

Directions: Place a check mark in the box next to the accommodation/modification/support you observed while the student was working. Record any comments or ideas in the far right column.

	Employer Supports
	Essential
	Helpful
	Comments

	Worksite mentor
	
	
	

	Company videotape training
	
	
	

	Co-worker training or monitoring
	
	
	

	Company sponsored computer accommodation program
	
	
	

	Employee assistance program
	
	
	

	Restructuring job duties
	
	
	

	Scheduling flexibility
	
	
	

	Supervisor prompting or monitoring
	
	
	

	Job duty checklist provided by employer
	
	
	

	Supervisor and co-worker advocate
	
	
	

	Frequent, short breaks
	
	
	

	Flexible time limits
	
	
	

	Shortened work day
	
	
	

	Adapt rules, dress code, etc.
	
	
	

	Incentive pay to a co-worker to provide transportation
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Environmental Modifications,         Job Adaptations, Supports
	Essential
	Helpful
	Comments

	Ramp
	
	
	

	Elevated table
	
	
	

	Electric cart
	
	
	

	Painted walkway
	
	
	

	Color coding (please describe)
	
	
	

	Pictorial directions
	
	
	

	Pictorial rules
	
	
	

	Audio-taped directions
	
	
	

	Audio-taped rules
	
	
	

	Braille signs, identifiers, etc.
	
	
	

	Watch with timer/alarm
	
	
	

	Light bulbs to accommodate specific physical needs
	
	
	

	Checklists
	
	
	

	Disappearing red clock
	
	
	

	Faucet/Door handles
	
	
	

	Light cues
	
	
	

	Ergonomic chair
	
	
	

	Arm and head rests on chairs/benches
	
	
	

	Colored overlays
	
	
	

	Work space outlined with paint/tape
	
	
	

	Pre measured materials
	
	
	

	Key guard
	
	
	

	Macros
	
	
	

	Signature guide
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Worker (Person) Modifications
	Essential
	Helpful
	Comments

	Electric cart
	
	
	

	“Extend a hand”
	
	
	

	Grabber
	
	
	

	Magnifying glass(es)
	
	
	

	Velcro glove
	
	
	

	Talking watch
	
	
	

	Wheelchair, cane, walker, etc. specific to environment
	
	
	

	Wrist rest
	
	
	

	Wrist immobilizer
	
	
	

	Irlen Lenses
	
	
	

	Cheap Talk, Easy Speak, etc.
	
	
	

	
	
	
	

	Behavior  Supports/Accommodations
	Essential
	Helpful
	Comments

	Valued role within group (e.g., coffee maker, time keeper for breaks, etc.)
	
	
	

	List of tasks to be accomplished with choice of order to perform
	
	
	

	Social skills reminders (e.g., don’t swear, wipe your nose, say thank you/please, use your anger control cards, etc.)
	
	
	

	Frequent verbal reinforcement 
	
	
	

	Frequent token 
	
	
	

	Routine choice of reinforcers 
	
	
	

	Crisis intervention strategy
	
	
	

	Self-management tools (written, pictorial, objects, auditory)
	
	
	

	Daily Schedule
	
	
	

	Rules of business posted in communication mode of worker
	
	
	

	
	
	
	


	Co-Worker Supports
	Essential
	Helpful
	Comments

	All co-workers know and can implement crisis intervention strategy
	
	
	

	Break and/or lunch buddy
	
	
	

	Encourager
	
	
	

	Teach/prompt about workplace culture
	
	
	

	Accommodate movement difference by helping person get started, stopped, and/or to continue
	
	
	

	Uses Privacy, Eye Contact, and Proximity when prompting/correcting
	
	
	

	Job sharing
	
	
	

	Transportation sharing
	
	
	

	Self-help assistance
	
	
	

	Phone call to get up in the morning
	
	
	

	
	
	
	

	Instructional Supports
	Essential
	Helpful
	Comments

	Tasks broken down into simple steps
	
	
	

	Physical prompt
	
	
	

	Gestural prompt
	
	
	

	Modeling cue
	
	
	

	Verbal cue
	
	
	

	Within stimulus prompts
	
	
	

	Enlarged print items
	
	
	

	
	
	
	

	
	
	
	

	Assistive Technology Supports
	Essential
	Helpful
	Comments

	Electronic talking organizer
	
	
	

	Braille writer


	
	
	

	Talking Software


	
	
	

	Switch(es)
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