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INITIAL . ANNUAL

CHILDREN'S SERVICES WORKER

CATEGORY

DATE SKiLL LEVEL ATTAINED

MiN,

INT.

ADQ,

EXCER,

MONEY MANAGEMENT/CONSUMER AWARENESS

HOLBING

HOUSEKEERING

FOOD MANAGEMENT

HEALTH, PERBONAL WHYGIENE

EMERGENCY, SAFETY SKILLS

TRANSPORTATION

KNOWLEDRGE OF COMMUNITY RESOURCES

DECISION-MAKING Ai:\iD COMMUNICATION SKILLS

EDUCATIONAL/NVOCATIONAL FLANNING

JOB SEERING SKILLS

JOB MAINTENANCE SKILLS

LEGAL IRSBUES
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INITIAL ANMUAL

1. CATEGORY: HONCY MANAGEMENT AND CONSUMER AWARENESS

<1 A, HINIMAL

1. EKnows values of coins and currency.

2. Can make a transaction at a Jocal store and count change.

3. Has an un&erﬁtanﬁing of the difference between "luxuries" and
"recessities™ in food, transportation, clothing, housing, etc.

4. Understands the diffarence between "sale price" and "regular
price.¥

5, HKnows how to clip and use coupons.

B. INTERMEDIATE

i. Can open & checking or savings account.

2. Can write checks/make withdrawals and make deposits.

3.  Can record banking transactions {either checking or savings}.

4,  Can budget allowance to last for a week. (Shows some understand-
ing of the concept of saving.)

%. Has an understanding of the difference between gross wage and
take home pay.

16,  Can use a calculater to add, subtract, divide and muitiply.

L. ADEGUATE

1. With assistance can maks out a monthly budget covering regular
expenses for independent living.

2. Shows some "sales rasistance” to "something for nothing” adver-

: tizsing and "low weekly payment" credit plans.

3. Can read monthly bank statements, compare balances, make adjust-
ments as necessary {deduct service charges, check fees, adjust
for differences in the balance),

4. Understands the responsibiiity of filing a federal and state tax
farm. Knows the informatifon that is required for filing taxes
and knows whére to go to get assistance in filing taxes.

C5-3 16-89)



NITIAL AMMUAL

D. EACEPTIONAL

1. Budgets for unanticipated emergencies, seascmal bills, etc. P

2. Understands buying on credit, Joans, interest and late payment
pensities,

3. Understands payroll deductions, taxes, FICA, fnsurance.

4. Understands what a good credit rating is, how it can be obtained
and maintained,

5, Can complete a short tax form,

&, Can balance & checkhook.

7. Has regular savings program.

B0 BiG-2A0¢ (G-AR)




: INITIAL ANMUAL

11. CATEGORY: HOUSING

A, WINIMAL

1. Understands the concept of renting and knows the role of the
Tandlord.

B. INTERMEDIATE

1.  Can read want ads for vacancies,

2. Understands basic terms ({lease, sub-let, utilities, Studio,
efficifency, security deposit, reference, etc.).

3. Lan calquiate the costs associated with difference types of
housing,

€. ADEQUATE

1. Can identify type of housing that is within budget and meets
current housing needs.

2. Can zalculate "start up” costs. (Utility deposits, connection
feas, securily deposits, first month's rent, purchase of furni-
ture and a1l other housshold items.)

3. Carn complete a rental application.

4. Can ask the landlord about apartment to determine if aparthent
meets needg.;

3. Knows how to inspent the apartment to make sure appliances wark
and that the landicrd has supplied accurate information about %he
apartment and the neighborhood.

6.  Shows some concerns for the rights of other residents with regard
to properily dnd noisse. '

7. Understands the implications if the rights of other residents are
not respectad. '

8.  Understands the impTication of the security deposit,.

- |D.  EXCEPTIONAL

1. UDemonstrates the ability to get along with other residents and

the landlovrd.
2. Knows how ta get help 1f there 15 a conflict with the Tandlord. -
53 {B3G)
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ITIAL ANNUAL
311, CATEGORY: HOUSEKEEPRING
&, WINIWAL S
i. {an wash dishés adequately using soap and hot water.
12. Can change a 1ight bulb.
3.  Can make bead.
g, Knows how %o sweep floor and stairs, wash wood and 1inoleum
floors, wash windows, dust, poelish furniture, clean toilet, clean
bath *ub and sink.
5. Knows appropriate cleaning products to use for different cleaning
Jobs,
&. ¥nows how to dispose of garbage.
B. IMTERMEDIATE
1... Can use vacuum cleaner properly and change bags.
2.. Can changs bed linen.
3.  Knows how to prevent sinks and toilets from clogging.
. ADEQUATE
1. Krows how to stop 2 toflet from running.
7.  Knows how to use & plunger and unstop a toilet or sink.
3. Can defrost the refrigerator, if necessary.
4. Can clean a stove.
5. Knows what repairs a landlord should perform.
6. Knows how to conserve energy and water.
7. an read clothing labels and determine which clothes are to be
dry cleaned, hand washed and machine washed.
g. fan sort and machinme wash clothes at a laundromat using appropri-
ate temperatures, amounts of socap, bleach, etc.
g, Can dry clothes in a dryer using appropriate settings.
10. Knows approximate cost of dry cleaning and can arrange for dry
cleaning.
It
£5-3 15-85;
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INITIAL ANNUAL

11. Can hand wash items following the instructions om the label.
12. Can irem clothes.
13. Can sew on a butten and make minor clothing repairs.
0. EXCEPTIOHAL -
1.  Perform routine housecleaning té maintain the home in a reason-

ably ¢lean state,
2 Uses drawers and closets appropriatgiy for storage.
-3, Lan do minor household repairs.
4 is able to contact the ltandlord and réquest repa1rs.'
5. Can change a fuse or reset a circuit breaker.
6. Can measure a window for shades or curtains.
Ao Knows how tb rid of and avoid roaches, ants, mice, etc.

C35-3 5-89




1V, CATEGORY: FOUB HANAGEMENT

INTTIAL

AMNUIAL

. AL BAD-3AB (G837,

™
A MINIMAL :
1. an order in a cafeteria ar fast food restaurant.
2. [an set the table prepe?ﬁy,
N Knows name and use of cooking utensils.
B,I INTERMEDIATE |
1. Can order a meal from the menu in a family-style restaurant.
2. Can fix a breakfast for one.
13. Can fix a lunch foer one.
14, Can fix a dinner for one.
i h, ran make out a grocery shopping 1ist.
6. Can carry out a grocery shopping trip. {Selecting items on the
shopping 1ist and paying the cashier.)
7. fan use cocking utensils effectively and safely {knives, grater,
can opener, potato peeler, egq beater, etc.) A,
18, Can use kitchen appliances effectively and safely.
{. ADEQUATL
1.  Storves perishables under refrigeration.
2. Rerognizes signs of spoilage in food.
3.  Can follow the instructions for preparing canned or frozen foods.
g, Can use acceptabhle table manners,
5. Can plan weekly menu of nutritious meals.
6. Can shop for a week’s menu and stay within a food budget. | B
7. Can prepare all meals on & week's menu.
2 k
‘| _J
£5-3 16-B9)

o



INITIAL ANNUAL

D, EXCEPTIONAL

1. Lan fo??sw'fecipes from a cookbook.

z. Can adjust recipes to feed more or less people than is called for
in the recipes.

3. Understands how to use dates on food packages o prevent spoil-
age. '

4.  Takes advantage of specials, seasonal produce, coupons, farmers
markets, etc.

{5, Understands and can use unit pricing to comparison'shop.

MO B8 2404 (820
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INFTIAL ARNUAL
V. CATEGORY: HEALTH, PERSONAL HYGIENE
A. HINIMAL
1. Can open child preof container.
7. Knows not to fake someons eise’'s medication.
3. Knows that drugs, alcohol and tobacco may be harmful to your
health.
4. Knows parts of the body and sexual functioning.
5. Knows how prégnaﬁcy QCCUTS,
5. Can dress self {including underwear, socks, and tied shoes) 1a a
reasonably acceptable fashion.
7. Can bathe self,
8. Knows how to use socap, shampoo, decdorant, shaving cream and
ather'ccmmon_pa?SOHa? products appropriate to gender.
B. INTERMEUTATE
1. Can recognize and describe symptoms of colds, flu and other g
commnn health problems. k
2. Knows how to get emergency health care.
3. Knows what to do for a minor cut, a minor burn, a splinter,
4. Understands the risks of pregnancy and sexually transmitted
diseases.
5. Understands the risks of drug and alcohol abuse.
&. Showers ov bathes regularly.
7. Brushes teeth regulsrly.
8. Keeps hair clean and neat.
9. Dresses in reasonably clean clothing.
: éSwS {6-89;




SMTTLAL ANNUAL

€. ADEQUATE

11, Can take own temperature using an oral thermometer.

2. Can nurse salf through cold or Tiu,

3. Recognizes and makes correct use of "over the counter" drugs for
pain, stomach upset, diarrhea, Tever, cold/allergy symptoms.

4. Can call a doctor or dentist and schedule an appointment.

5. fan read a prescription label correctly and follow the instruc-
tions.

Can take medication without supervision.

Knows how to use what 1s fncluded in a First Aid Kit.

6

7. Knows how to dispose of drugs in a safe manner.
5 _

g

Has a vopy of persenal fsmunization records and medical history.

10. Knows methods of birth cantrol and how to obtain birth contro!
deyices. '

11. Knows how to prevent the spread of sexually transmitted diseases.

12. Has selected a doctor, dentist or clinic for regular health care.

0. EXCEPTIONAL

1. Is conscious of diet, exercise, good eating habits and other
preventive health measures.

2. Can determine when to go to an emergency room and when to make an
appointment w1th the family doctor or clinic.

3. Understands the {mportance of med1ca? insurance and how to obtain
it.
4. Knows the cost of and can budget money for special hair and nail

care {i.e., permanents, braiding, manicures, etc.)

5. Knows appropriate clothing to wear for almost all occasions,
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INETIAL ANMUAL
Y1, CATEGORY: EMERGENCY AND SAFETY SKILLS
A, MINIWAL E
1. Knows fuactioﬁs of police, ambulance and fire department. Can
reach each by calling the appropriate number.
2. Is trained ﬁo:evacuaﬁe the residence in case of fire.
3, Knows proper w§y of disposing of smoking materials, if smokes.
4, Knows how %0 jcck and unlock doors and windows. N
B. INTERMEDIATE
1. Understands basic fire prevention. {No smoking in bed, using gas
stove o heat, excessive use of extension cords, frayed electri-
cal cords, ste.) -
2.  Knows how to:check smoke alarm and how to replace battery.
3. Enows that iﬁpreper?g used app}iances-can cayse FTires. ?
4; {an recognize the smell of a gas leak.
5. Knows what td dg, wha to call if s/he smalls a gas leak. Y
n ADEQUATE
1. Krows how to use a fire extinguisher. :
2. Enows the different mathods for putting out different kinds of
fires,
3. Knows how to:prop@r?y store cleaning materials.
4.  Can usually determine when professional medical help is needed.
D, EXCEPTIONAL
1.  Has completed First Aid training.
'52, Haz completed CPR training. |
|
| ey
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INITIAL AMNUAL

YIl. CATEGORY: TRANSPORTATION
A, HBINIMAL
1. Knows amount of money reguired for bus fare.
2. Can make solitary trip em public transportation between two

designated points,
3. Can ride bicycle safely.
4, Knows what s required to get a driver's license.

1

8. INTERMEDIATE
1. Knows how to call a taxd and provide information needed.
2. Knows the approximate coszt of taking a taxi.
3. If given instructions, can make public transportation journey
o invelving several transfers.
‘4.  Can obtain monthly or student bus pass.
C. ADEQUATE
i. Can use information aon public transportation routes to get to any

tocation on public transportation system.

12, HKnows how to travel between cities by bus or train. (Knows how

to obtain travel information, make reservations, purchase tick-

ets, get to station, find train/bus, etc.)
3. Can arrange routine transportation to work or school.
0. EXCEPTIONAL
1. Lan read a map.
z. Has a driver's Ticense.
3. fLan give directions.
4, Can fix a bicycle.
5.  Knows how to do basic car maintenance.
5, Can estimate gost of owning and operating a car for a month/year. ‘

|
|
Poor
' 53 (605
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IMITIAL ANNUAL
VIII. CATEGORY:  KNOWLEDGE OF COMMUNITY RESOURCES
Ry
A, HINIMAL E
1.  Knows location of nearest post office and how to use it.
7. Knows how to get informatien by telephane.
1. dnows where neavest park is Jocated.
4, Knows where nearest supermarket or shepping district is located.
B. INTERMEDIATE
i. Knows where nearest laundromat is located.
2. Knows where personal bank 1s located.
4. Can use the vellow pages to obtain information.
C. ADEQUATE
1. Krows who to contact if lost, frightened, depressed, anxious,
sick, injured, out of food and money, utilities disconnected, or
heat gogs out. "
7. Knows where and how to register for selective service.
} 3. Knows where the nearest state employment office is Tocated.
; 4, Can ebtain a copy of birth certificéte and a duplicate social
| secyrity card.
0. EXCEPTIOHAL
1. Has awareness of "specialized” resources: mental health counsel-
ing, consumer counseling, VD clinics, student aid offices, tenant
groups, animal control, public recreation, etc.
2 Knows who elected representatives are and how to contact them.
3. Has obtained a Yibrary card.
4. Knaws what the Hetter Business Bureau does and how to coentact itl
S
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. INITIAL ANNUAL
IX, CATEGORY: DECISION-MAKING AND COMMUNICATION SKILLS
A, HINIMAL
1. €an respond to introductions and answer simple questions.
2.  Can identify personal strengths and needs (with assistance if
Necessaryl.
f. INTLCRMEDIATE
1. Looks others in the eye and shakes hands if other person offers.
2. Can make "small %alk™ {face to face).
3. Canp make introductions, Including approaching others to istroduce
seif.
4, QCan estab?ish a realistic goal to meet an identified persona1 )
need {with assistance 1f necessary).
L. ADEQUATE
1. Accepts invitations from others to be ifnvolved in social activi-
2 Makes avrrangements with peers for social activities,
3. Knows where to get help if unable to resolve interpersonal
conflicts alone.
g, Has some ability to resolve conflicts with others.
5, Refrains from physical violence as a means of soTving inter~
personal conflict.
6. Has practiced {in role play or mock situation) how to say "ao" to
a peer who $s trying to persuade him/her to do something wrong.
7. Can develop a realistic plan with appropriate steps identified tn
achieve goal.
8. Can carry out plan with some assistance provided.
g. (an describe the "best possible™ outcome i1f the goal is achieved
and the "worst possible™ outcome 1f the goal is not achieved.
10. Caa describe the relationship between actions and consequences.
. £33 (-85




MHITIAL ANNUAL

D. EXCEPTIONAL
1. Labels and expresses anger or other strong feelings appropriate- R

1y, "talks out™ problems rather than "acting them cut."
2. Has demonstrated the ability to say "no" to peers.
3. Can develop and carry out a personal plan for goal achievement

without constant supervision.
4. Can antigipate, with 1imited input from others, what consequences

might be associated with different choices. .
5. Knows when and how to send a written thank you note.

]
53 1688
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INITIAL ANNUAL

X. CATEGORY: FDUCATIONAL/YOCATIONAL PLANNING

A, HMININAL

1. Has a realistic view of his/her chances of completing high school
and/or seeking higher education.

8. INTERMEDIATE . |

1. If high school graduation s not realistic, understands whét_GED
is and how to obtain one,

Z. Qnderstanés fut&re pras?ects and probable Iiving.standafds
relative to specific levels of education and/or specialized
skills.

C. ADEQUATE

1. Can i1} out forms to enrcll in an educational program.

2. Has a general idea of what Job éfhe wants.

3. Has an appropriate educational plam for the job selected. |

4.  Understands aducatfonal/skill requirements.for Job selected.

5. Can d{scuss pducationgi/vocational plans with teachers?counse?or.

&, Is aware of &the cost of higher educat%on/vocatﬁona1 training.

7. Knows the differeﬁce between 3 loan and a grant,

2. Is aware of educational resources available in the community.

0. EXCEPTIONAL

1. H®Shops around® to fiad the best educational resources.

2. Knows where Lo find and how to access adult education or voca-
tional training in the community.

3.  Knows how to obtain financial ald/schelarships for additicnal
eduycation.

G52 (689
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NITIAL ANNUAL
¥I. CATEGORY: JOB SEEKING SKILLS
A. MINIMAL A
1. Has a reasarah?e idea of the types of jobs that will be ava11ab1e
to him/her.
2.  lKnows what tha minimum wage is.
B. INTFRMEDIATE.
1. Lan f111 syt a standard Job applicatien form.
2. Lan read thé want ads and find appropriate leads.
3. Can complete a mock interview givﬁng appropriate answers to
- potential questions
£. ADEQUATE
1. Has a completed job application/fact sheet to take on a job
intervisw,
2. L[an make apﬁaiﬁtment for & job interview.
3. Knows to prepare for a job interview. ﬁfﬁ%i
4.  Knows apprsﬁriata clothing to wear for the interview.
% Can complete a job interview.
£. Knows the function of and can contact the public employment
agency.
7. Enows the fﬁnéticn of ang cam contact private employment agen-
cies. Understands that private employment agencies charge fees.
B. fan identffy ads placed by private employment agencies.
0. EXCEPTIONAL
1. fLan write 3 resums.
£. Lan follow Qp an interview with a letter.
3. Is able to maturely weigh the advantages of one job over another.
4, Understands legal discrimination and where to sgaek help if I
discriminated against 1ilegally. P
C5-3 16-89;
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INFTIAL ANNUAL
1T, CATEGORY: JOB MAINTENANCE SKILLS
A, HBINIMAL
i. fdresses f@r:wark appropriately.
2. Rgperts to work on time.
3.  Knows job responsibilities and how to complete job tasks.
B. INTERMEDIATE
i. Knows how to read a pay stub.
2. Knows to contact employer when not able to go to work.
3. Knows what ﬁ@havior§ will get a person fired immediately.
&.  Knows how to ask for help with a problem on the job.
. ADEQUATE
i. Knows 1f eligible for sick time, vacation time or personal time.
2. Knows what a grievance procedurs is.
é? Knows what to do to get a raise.
4. Rnows when and when not to talk with co-workers.
5. Krnows appropriate way to talk to supervisor.
6. Has a plan fer handiing anger when angry at supervisor, ce-
warkers, or customers.
B. EXCEPTIONAL
1. Capn implement anger management bian in majority of cases.
2. Knows how to use company grievance procedure to resolve disagree-
' menis.
3. Knows campaﬁy’s *unwritten policies™ and can function within
them.
4. Know how to ask for a raise.
5. Knows what to do to be eligiblie for promotion.
6. Knows tegal ..rights as an pmployee.
£5-3 (55
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IMETYTAL ANMNUAL
XI1%, CATEGORY: LEGAL ISSUES
A. MINIMAL | o,
1. Would have the phone number of someone to call if arrested or
yictimized.
2. Understands Qenera??y what actions are against the Jaw and what
the conssguences are.
B. INTERMEDIATE
1. Knows rights of arrest.
2. Knogs what the fumctifon of a lawyer s,
3.  Knows legal age for buying alcohol and tobacco products.
4 Understands the meaning of "legal age" in legal terms. (What you
can do and what vou camnot de.)
S. Knows the Tagai requirements for marriage.
£. ADEQUATE
I. Knows responsibility for registering for selective service, if
male.
2. Aware of avatlability of fres legal services.
3,  Understands the consequences of signing a contract or 2 fease,
4, Knows cempafative seriousness of following offenses:
- Buying, possessing, selling and smoking marijuana and other
drugs, .
= BOTTRa ang drinking Beer.ang alcohol underage
- Trespassing,
= Shoplifting,
- Buralary,
- Posgession of stolen properiy,
= Traffic violations.
i, EXCEPTIONAL
1. Shows good citizenship and an understanding of the rights and
responsibilities of a citizen.
2. Knows how and where to register to vote.
3. Knows to go to vote.
4. Knows the difference between "felony" and *misdemeanor.”
. . (W’"’ |
_j'
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ENTTIAL ANNUAL
Other Issues Fffecting Youth's AbiTity To Become Selif-Sufficient:
i
f
i
! 1
| 1 :_
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