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Assessing the Impact bCareer Resources and Supportcaoss the Employability Dimensions

Oct 1c Nov 16 For each client:

Conduct Employability Needs Assessment and completen Planner
Invite client to participate in research

Have client complet€onsent Form

Have client completénitial Survey

Assign client to independent or supported condition

wSO2NR (GKS NBONHzA PpStRipatng ElisnfliisRa y I YS
For clients assigned to thedependentcondition:

A Orient clientto the Career Resource Guider their employability need and the
Tracking Sheetthey are asked to completé&nsure they have a copy of their
Action Plan

A Set appointment to check in by phone in approximately 1 week and to meet in
approximately 5 weeksaappointment card3

For clients assigned to tteupported condition:

A Orient clients to theCareer Resource Guider their employability need and the
Tracking Sheetthey are asked to complete

A At the initial session, get the client started on their GuiBesure they have a
copy of theirAction Plan

At the end of each week

A Send your updateéarticipating Client List, Checklists for Employability
Assessment Interviewand copies of all completedonsent Formand nitial
Surveyso CCDF (use envelopes pradil

RECRUITMENT
(INITIAL SESSION)

i i Tt T T I
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Oct8- Dec 14 For clients assigned to thedependentcondition:
A Make phone contact one week following recruitment to chétland ensure they

RESEARCH are OKCompleteExit Interviewif client is NOT continuing in the research
M= Eteksr | For clients assigned to thepported condition:

RIEC RUILAENY A Meet faceto-face with the client as neel over the 4 week period following
recruitment (approximately 2 times), using th&ollow-up Session Protocas
your guide

A For EACH client contact, complet€hecklist for Followup Sessions

At the end of each week

A Send all complete&xit Interviewsand Checklists for Follovwup Sessionso CCDF
(use envelopes provided).

Oct 29¢ Decl14 A Conduct final interview with all clients (5 weeks after recruitment)
CLOSURE A Have the client completEinal Survey

A Advise client that some may be contacted by télepe by CCDF for a follewp
(FINAL SESSION) interview

A Give honorariumcertificateand thank you letter; get client signature for receipt
A Send alFinal Surveysind Tracking Sheet®o CCDF (use envelopes provided)
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Assessing the Impact of Career Resources and Support across the Employabilitgnensions

In May 2012, Human Resources and Skills Development Canada (HRSDC) launched a national
NBaSINOK F3SyRI G2 o6SGGSNI dzyRSNERUOFIYR GéoKI G o2
that was approved under this initiative. It is anhbnth prgect focused on determining the

differential effect of independent and consultastipported use of career/employment

resources on clients at varying levels of attachment to the labour market.

The project team is comprised of:

1 TheCanadian Career Development Foundation (CCRdfeena Hopkins & Donnalee
Bell);

91 Dr. Dave Redekoppife-Role Development Groupd);

91 Dr. Bryan HiebertGanadian Research Working Group on Evid&8ased Practice in
Career Developmeintand

1 YOUW Career/Employment offices across Alberta and Manitoba have volunteered to
participate as part of the research team. You have alydsped to shape the content
of the Career Guides and the development of the research protocols. You will be
leading client recruitment and gathering all critical data for analysis. We hope that this
experience will be an opportunity to learn from sowery wellknown researchers in
Canada; and we also expect that we will learn immensely from you.

BACKGROUND

This project is an extension of previous research conducted by CCDF d@ahthdian Research
Working Group on EvideneBased Practice in Career Development (CRW@grtnership with
provincial Career/Employment Services in New Brunswick and Saskatchessaisging the
Impact of Labour Market Information (LMB0092012). For those interested, all thesearch
reports from this bilingual study are availablevavw.crwggdrc.ca This current study moves
substantially beyond theMI Impact study.

THSPROJECT IN A NUTSHELL
A In this study, we will be tracking thmpact of the two delivery modes (independent and
consultant supported) and two participant conditions (strongly or weakly attached to the
labour market) for clients with needs across the four key Employability Dimensions around
which most Career DevelopmeServices (CDS) delivery across Canada have adopted:
o Career Exploration and Decision Making
o Skills Enhancement
o Job Search


http://www.ccdf.ca/ccdf/
http://www.life-role.com/
http://www.crwg-gdrc.ca/index.html
http://www.crwg-gdrc.ca/index.html
http://www.crwg-gdrc.ca/crwg/
http://www.crwg-gdrc.ca/crwg/
http://www.crwg-gdrc.ca/

o Job Maintenance
For each client, consultants will conduct a formal employability needs assessment and
identify those who have a priary employability need in one of these four dimensions.
Consultants will orient clients to the research and invite clients to participate in the study.
All participating clients must sign a consent form, complete questionnaires at the beginning
and end ofthe study (week 1 and week 4) and track their activity throughout threeék
active research period.
Each client will receive a Career Resource Guide consistent with their need; half will then
pursue their career/employment goal independently using tl@&iride and half will receive
your coaching and support to help them make best use of their Guide and achieve their
career/employment goal;
Followup interviews will be conducted by CCDF with a select number of clients to explore
their learning in more detdi
A full report will be prepared on the research, its results, what has been learned and the
implications for service delivery.

RESEARCH QUESTION & HYPOTHESES

Our research question and our hypotheses are as follows:

If clients are given a comprehensieeds assessment to determine their employability need(s),
what is the differential effect of independent and consultanpported career and labour

market information/resources on clients who are weakly attached to the labour market versus
those who are rare strongly attached to the labour market?

With respect to the main effects from the data analysis, we have four hypotheses:

1.

2.

Regardless of participant condition (weakly or more strongly attached to the labour market)
or delivery mode (independent or consultastipported), positive client change will result.

We hypothesize that stronger results will be seen among those chembsare more

strongly attached to the labour market, regardless of delivery mode. In other words, both
groups will change, but clients who are more strongly attached will change more than
clients who are weakly attached.

Regardless of participant conditi (weakly or more strongly attached to the labour

market), differential treatment effects will be seen across the two models of delivery. More
specifically, we anticipate that the counsebsupported mode will result in more significant
client change tan the independent mode of delivery.

For those clients who are assessed to be weakly attached to the labour market, the
differential effect of the two delivery modes will be more pronounced than for the more
strongly attached group. In other words, itasticipated that the weakly attached client
group may be less able to setfanage and benefit from independent ssHrvice.



ANTICIPATED LEARNING
The study will help us to better understand:
A TFHOU2NER GKIFG KSt LI 2N KAYR&N2/mpOymensgodl Q& O L.
independently;
A client outcomes that result from the use of career resources; and
A client outcomes that result from access to career services.
This is a unique opportunity for researchers and frimé¢ consultants to learn from eamther
and pool our collective expertise to strengthen our base of evidence, inform policy and
strengthen practice.

IMPORTANT INFORMATION FOR ALL STAFF IN YOUR OFFICE

Although youmaybe the only staff in your office participating directly in this stuglyyr

colleagues need to be aware of the research, the impact it has on your role AND the
importance of respecting the research protocol if they have any contact with your clients. Since
we are trying, for the duration of the research, to control the extehservices a client

receives, it will be important for all staff not in the research to limit the assistance they provide.
They mayof course answer questions about how to access a particular website or resource

but they cannot do tasks for clientach as help them write their resume or help them to call
employers to ask for a job interview. As in any research howevewygfibeing of the client

comes first and foremost. If your colleagues notice that one of your clients is really struggling,
they should advise you and you can discuss with the client if they wish to remain in the study or
not.






RESEARCH MANUAL

PART 1: RECRUITMENT
October ENovember 16

Initial Sessionwith Client
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Assessing the Impact bCareer Resources and Supportcaoss the Employability Dimensions

This is not a protocol in the strict sense of the word. We recognizeptiaatitioners have

different styles for conducting an interview ardther than provide a script, we have identified

GKS FFO0G2NA GKIFIG &aK2dZ R 0SS SELX 2NBR Ay 2NRSNJ
of the employability dimensions. A etklist of poinsto cover appears at the end of this section

of the research manual.

Generally speaking, the interview will follow the three steps below and address the content
itemized in the table at the end of this document. A checklist of the maintpdo cover is
attached to the end of this document

Step 1: Establish A Collaborative Relationship
1 Greet client and determine client objective
1 Establish the purpose of the interview
1 Confirm motivation and client commitment

Step 2: Gather employability i nformation
1 Gather data on employability of the client
o Career/employment goal
o Occupational requirements
o0 Ability to look for work
0 Ability to maintain work (including potentially unresolved job
readiness issues)
1 Verify client perspective
1 Obtain agreement ondentified needs

Step 3: Develop an action plan

1 Come to agreement on a goal to be achieved
#1 1T A O ACOAAT AT O 11T xEAO OOOAAA(Q
Come to agreement on first steps to take towards the goal
Check client commitment

Closeinterview

T
T
T
1
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Assessing the Impact bCareer Resources and Supportcaoss the Employability Dimensions

CAREER DECISION MAKINIg yet clear about work/learning goaleeds to
understand personal skills, interest, values gedsonality and more about
different potential occupations in order to develop a vision for a preferred future

SKILLS ENHANCEMERNAds career goal, but needs to explore skills and
gualifications needed for the work they want and how to acquire them

JOBSEARCHHas career goal and necessary skills/qualifications for desired work;
needs skills, strategies and tools necessary to conduct a successful job search

JOB MANTENANCHas difficulty keeping worknay need to address

personal/life issues (e.g. higa, behaviour, transportation, child care) or may

need to work on the skills/attitudes required for success at work. The last part of
this Guide is appropriate for someone already working, but wanting to improve
their chances of keeping the job.

CAREER DECISHUNKING

N

JOB MAINTENANCE
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JOB SEARCH
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Assessing the Impact bCareer Resources and Supportcaoss the Employability Dimensions
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Thiink?
Challenges?

Aggets?
Others?

End Game?

\9

When discussing an employability issue with a client we need to gather sufficient information
G2 0SS +tofS (G2 RSUSNNAYS gKAOK SyLX2&loAftAde R
situation. The 7 Clarification Questiocean help

Think What does the leent think about their employability issue?

Feel What does the client feel about their employability issue?

Othersy 2 K2 | NB (G(KS AAIYyATFTAOFIYy(d 2GKSNBR Ay (KS
by their employability need?

ResponsibilitiesWhat does the client need to do and who must they look after?

End GameWhat does the client hope to achieve; what is their goal?

AssetsWhat skills, supports, strengths and resources does the client bring with them?
ChallengesWhat are the some of thehallenges and limitations they face?

= =4 -4

= =4 -4 -

! canadian Career Development Foundati@areer Development Foundations Colfdevernment of Nunavut,
Department of Education, September 2009).

12
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Assessing the Impact of Career Resources and Support across the Employability Dimensions

Career Decision | Client needs support in one or more of the following areas:

Making 1 Understanding personal strengths and skills

1 Making connections between strengths, skills and career and
work decisions and choices

1 Researching opportunities for work using a variety of methods
(internet, networking, interviews)

1 Seeking out and using laboumarket information

1 Accessing community resources and services related to career al
employment issues

1 Setting an employment goal

1 Develop an action plan with appropriate steps to begin to take
that goal forward

Skills Client needs support in one or more of the following areas:

Enhancement 1 Exploring and undertaking learning activities to support learning

and increased employability (remedial classes; literacy;
numeracy; basic computer literacy skills);

1 Demonstrating key interpersonal skills for workplace success
including the ability to receive and learn from appropriate
feedback;

1 Understanding requirements and how to quality for and access
(education, licence, certification) specific skill training;

1 Demonstrating self-management skis for workplace success
(time management; work organization; problemsolving; decision
making; conflict resolution);

1 Exploring and identifying skills and knowledge which are
transferable from one work role to another;

1 Exploring and accesmg skill building opportunities (job training,
employer sponsored training; reimbursement programs);

1 Setting both short term and longer term plans for education,
training and learning;

1 Understandng how change influences knowledge and skill neede
to succeed,;

1 Demonstrating skills to manage financial resources.

13



Job Search

Client needs support in one or more of the following areas:

T

E g = =4

E R

T
)

Using past experience and seknowledge to inform current
decisions

Identifying transferable skills

Preparing an appropriate résumeé , coveletter and other self
marketing tools

Using appropriate selfmarketing skills

Tailoring work search tools to specific opportunities
Developing/improving appropriate interviewing skills
Demonstrating effective work attitudes and behaviours while job
seeking

Identifying job openings and work opportunities

Using networks and support systems during job search to sustain
motivation

Using decision making skills to assess job offers

Recognizing and accurately assessing employment opportunities

Job Maintenance

dient needs support in one or more of the following areas:

T
T

E g ]

= =4
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Identify ing obstacles to acquiring and maintaining employment
Articulating what is needed or wanted from service providersto
help address obstacles

Usng the Internet to research and connect with resources and
service providers

Persisting in the face of difficulty or setbacks

Seeang how present opportunities contribute to a preferred future
Knowing how to develop and demonstratebasic skills required for
work

Usng effective negotiation techniques

Knowing how to develop and demonstratebasic attitudes
required for work

Tracking personal progress inthe development of skills and
attitudes

Identifying and prioritiz ing the responsibilities of a job

Defining acceptable performance standards at work

Taking responsibility for and initiative in job orientation

Taking charge of workplace learning

Identifying ways to contribute to workplace objectives
Applying personal organizational techniques at work

Exploring advancement and change opportunities at work

14
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Assessing the Impact bCareer Resources and Supportcaoss the Employability Dimensions

Goal

Action steps Do this by

Evidence

Finished
(check)

Possible barriers to overcome

Plan to overcome the barriers

l2¢g LQtt adreée Y23AQlF 0SSR

Reward for completing goal

15
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Assessing the Impact bCareer Resources and Supportcaoss theEmployability Dimensions

Client:

Practitioner:

Office:

Date of Employability Assessment Interview:

Duration of Employability Assessment Interview:

Employability Dimension: A Career Decision Making A Skill Enhancement
A Job Search A Job Maintenance

Not Sort of | Done

STEPS done | done | well

STEP 1: Establish a Collaborative Relationship

1 Greet client and determine objective A A A
1 Establish the purpose of the interview A A A
1 Confirm motivation and client commitment A A A
STEP A5ather Employability Information
1 Gather information on client job readiness issues A A A
o [/ t A $narci@ dieeds (mortgage, public transit, day care, etc.) A A A
o / t A Pafsdor@ldneeds (physical disabilities, mental health issues| A A A
etc.)
o / t A $&whivafon, confidence, optimism, etc.
1 Gather employability information relevant to Career Decision Making A
o / £ A S y-kn@edgad Glfilifes, interests, values, personal A A A

characteristics)

o/ fASyGQa (y2e6fSR3IS 2F OF NBSNJ A A A

o/ fASYylQa FoAfAGe G2 NBaSk NDK A A A

o/ fASYyliQa 1y2¢tSR3IAS 2F 20t f A A A

o/ ftASyliQa OFNBSNI gAarzykSyYLX2e| A A A
1 Gather information on whether client has necessary skills to be emplo] A A A
in desired occupation

o/ tASyilQa bddetaRingladiyti€s3o sapygort learningand| A A A

increased employability (remedial classes; literacy; numeracy; ba
computer literacy skills)

o/ fASY(Qa dzy RBduietndntg & od to Aublity@oan( A A A
accesgeducation, license, certification) specific skill training

16



STEPS

Not
done

Sort of
done

Done
well

o / £ A Sy Qi#lentifyskills and Knowle@ge which are transferab
from one work role to another

o/ f A Sy Qaéaxploredahd akcéss skiil Kuilding opportunities (jok
training, employer sponsored training; reimbursement programs)

o/ f A Sy Qset both shértkefimandilghger term plans for
education, training and learning

o/ ft ASy(Qa dzahénIhaRgé infilidhdey howkdye and sk
needed to succeed

9 Gather employability information relevant to Job Search

o/ fFNAGe 2F OtASyidiQa SYLX 2eYSy

o/ tASYiQa ySSR F2NJ I LILINRBLINRLIGS
professional pitch)

/I fASYdQa | 0Af Ale ndividrksijQolinmiw skl

/| £t ASy G Qa appiopriatk seBnmarkefing slzflsS

I £ A Sy { Qtailodwork gedrah Eolsit®specific opportunities

/| tASyGQa YIadSNE 2F AYyGSNIBASs

O|O0O|O|O|O

I £ A Sy i Qdembnétratéefieitive wWork attitudes and behaviou
while job seeking

i | | P

i | x| P

i | x| P

o / £ A Sy ( Q#@entifyarid fadcuiadely Bsgess job openings and w
opportunities

>

>

>

o/ ftASY Q& netdvdiks dnd supparesysezasIiuring job sear
to sustainmotivation

o/ tASydQa FroAatAle G2 FraasSaa Sy

>:

>:

>:

TDF G KSNJ Ay T2 N)abililymaigtainzayob Of A Sy (i Q&

>

>

>

o/ tASyGQa | gob feddiness issuds thatnSed to beF &
addressed in order tacquire/maintain employment

o/t Aéy(]Qé FoAf AlGE 1y2e6 g KL G 1A
identifiedissuesand to use the Internet to research and connect wi
resources and service providers

I tASyiQa FoAfAGeE (G2 LISNBRAAG A

/ £ A @bty o demonstrate the basic skills and attitudes for wor

I £ A Sy i Qtiack-pérdofiahpiogressi 2

O|O0O |0 |O

/ £ A Qbility  d@lentify and prioritize the responsibilities of a job
and cefine acceptable performance standards at work

| | | P

i | | D

i | | D

o / f A Sy i Qakelrespbrisihililydor aninitiative in job
orientationand take charge of workplace learning

>

>

>

o/ tASyGQa FoAfAdGE 2N YIylI3S NB
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o / £ A Sy i Qadapt and grokv dréthe joB A A A
1 Verifyclient perspective A A A
| Obtain agreement on identified needs A A A
STEP 3: Develop an Action Plan
9 Come to agreement on a goal to be achieved A A A
1/ 2YS G2 F3INBSYSyl 2y 6KI G &adzo

will look like

1 Come toagreement on first steps to take towards the goal A A A
I Check client commitment A A A
1 Close interview A A A

If you do not cover a major step above, please explain why:

Did you add an additional step? A Yes A No

If yes, whastep and please explain why:

18
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Assessing the Impact of Career Resources and Support across the Employability Dimensions

Our office is participating in a research study to try to understand how to serve our clients
better. The study is taking place in employment offices in Alberta and Manitoba. It is looking
specifically at what kind of resources and supports help cliente successful in achieving

their career/employment goals.

91 Career DecisioitMaking: You araeady to explore what kind of work is best for

e 2 dDRD @
1 Skills EnhancementYou areeady to look at building the skills you need for work h w
Job SearchYou ae ready to start looking for wobk h w

1 Job MaintenanceYou are ready twork on issues that may be getting in the way of you
keeping work

=

XFyR L ¢g2dA R tA1S (2 AYy@AiGS @2dz 42 0SS LI NI 27
you candecide if you would like to participate. Is that OK?

Here is how the study works.

If you agree to participate | will give you a package of resources that will hekpxptore what
kind of work is best for yoDRIlook at building the skills you neeat fivork ORstart looking for
work ORwork on issues that may be getting in the way of you keeping.work

This is what the package looks like (show it very briefly).

If you agree to participate, | will walk you through the package in detail so ybbewil
comfortable with it and | will answer any questions you may have.

The study lasts for about 4 weeks. There will be two groups of clients in the study. Both groups
will get a resource package and full use of the Resource Centre. One groupongkialo work

1-1 with me(assisted condition)Xhe other group will work on their own without seeing me
(independent condition) If you agree to participate, you will not know in advance which group
you will be inlf you end up being in the independetdndition you also must agree not to seek

any additional professional help, such as workshops or seeing a caresultant, until the

project is over, i.e., in about 4 weekl.you are in the independent condition and you find you
need more help or mar service, you can drop out of the study at any time and access all
available services. Of course, you will not receive the $100.00 for having participated in the
research.

19



If you agree to participate, there will be a few forms to completeform saying you agree to
participate and an initial survey (that will take about 10 minutes to complete).

You will also be asked to keep trackofv you use the Guidéhe other resources you use, the
number of times you use the Resource Centre and people you may talk with about your career
and employment goal (maybe about 15 minutes in total). You will be given a sheet to make it
easy to keep track of these activities.

At theend of the study (abou# weeks from now), you will be asked to come back and
complete a final survey (maybe 16 minutes) and yomaybe asked to take part in a
telephone interview with one of the researchers.

If you participate to the end of the stydyou will receive $100.00 as a thaydu for helping us
to understand how to improve services to clients.

The researchers will publish the results of the study but you will not be identified by name in
any of the reports on this research and any imfiation you give on the surveys will be
confidential and used only for the research.

At the end of the study, you will be able to access any of the other services we offer, for
example workshops or-1 employmentservices But, while you are part of th&tudy, you are

asked not to access any other workshops or employment counselling services. Again, you can
use the Resource Centre as much and as often as you wish.

Are you interested in participating?

If no, thank the client for listeningindicate to the client that it is quite likely that you will need
to refer him/her to another practitioner for followap during the coming 4 weeks as you will be
working primarily withclients in the research study.

If yes, thank the client for agreeiragnd ask if he/she has any questions before filling out the
forms.

Consent Form:

The researchers need to confirm that you agreed to participate and that you are very clear
about what you are agreeing to. Here isomsentform for you to sign; you may aburse keep
a copy if you would like to.

It really covers what | just explained to you and it reassures you that your participation will be
confidential.

20



(Quickly walk through each paragraph highlighting its main corggumsét a few words per
paragaph)

A ~

tfSFAS NBFIR AlG FyR Fail Fye ljdSadAazya &2dz KIF @S
Are you fine with the form?
Please sign.

If client wants a copy, please make a photocopy; make sure two copies are signed; give one to
client; put second one in envelope provided.

Initial Survey :

For research purposes, the researchers need to collect some information from you now, before
you start using th&uide The first partis pretty straightforward; it just asks you a bit about

you and youreducation/employmenbackground. Please completenow and of course ask

any questions you may have.

The next part (the big tabldjas a series of statements about yo(ou are asked to indicate
how true each statement is for you:

Not at all

Not much

A little

Quite a bit

A lot

= =4 4 -4

Walk through one exame)] giving an opportunity for questions if the client has any.

Invite the client to continue on their own and mention that you also have a form for the
researcherswhich you will be completing while they are doing the survey (Employability
Assessment Checklist) BUT that you are available to answer any questions or help them as they
completetheir survey

21
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Assessing the Impact of Career Restces and Support across the Employability Dimensions

Please read the Informed Consent Information belowsiBying your namet the end of this
document, you indicate that you have read and understand the nature of your participation in
this study, andhat you voluntarily agree to participate as follows:

f L FAINBS (2 LINIAOALIGS Ay GKS addzRé SyidaAaidf SFK
GKS 9YLIX 28l 0AfAle 5AYSyaArAzyaés dzyRSNI GKS RAN
Redekopp and Dr. Bryatfiebert and the Canadian Career Development Foundation (CCDF).

1 lunderstand that the purpose of the study is to gain a better understanding of the
effectiveness of different ways of deliveringreer resourceand also to better understand
what level of asistance clients find most helpful

1 I acknowledge that my participation in this study will consist of:
o Participating in ainterview to help identify my needs;

o Completing an initial survey covering some background information about me and
my career ad employment experiences to datdt is expected that this survey will
take approximately 1415 minutes to complete

o Being randomly assigned to either an independent group or a supported group,
both designed to help meanhy employabilityneeds;

0 Usinga tracking form to record the resources | use/people who help me;

o If I am assigned to the supported group, meeting with my consultahtithes over
the next 4 weeks;

o If I am assigned to the independent group, working with the resources on my own
and not accesing other career/employment supports (attending employment
related workshops or individual or group employment counselling) for the duration
of the study.

o Atthe end of 4 weeks, completing a final survey (about 20 minutes) about my
experiences;

o |If seleced, participating in a final interview (over the telephone) to further explore
my experiences

1 Upon completion of the survey, | understand that | will receive an honorarium of $100.00.

22



1 lunderstand that the information | provide will be kept confidentiatldhat my name will

not be linked in any way to the responses | provide in the survey. | also understand that the

analysis of the data will be included in a report of the study findings that may be presented
at meetings and professional conferences, ablished in professional publications,
newsletters and academic journals.

1 lunderstand that | may refuse to answer any of the questions on the survey or during the
telephone interview. In the event that | respond only to select questions, | acknowledge
that those responses will be used in the study.

1 Iam confident in the assurances provided by the researchers that the information | share
will remain strictly confidential. | understand that anonymity will be assured in the following
manner:

o Answers | provid will be stored in a secure location on a computer;

o There will be no link between answers to specific questions and demographic
informationthat may identify me;

o Only the senior research team at the Canadian Career Development Foundation
will have accesw the consent form and actual data.

1 Upon completion of the data analysis, the files may be retained for a period up to two
years, after which they will be destroyed.

| am aware that | may keep a copy of this Informed Consent for my records.

| understand that if | have any questions about the conduct of the study, | may contact the
Office Manager who is responsible for this study.

| understand that if | have any questions about the conduct of the study, | may contact:
Sareena Hopkins, €xecutive Director, Canadian Career Development Foundation,
(613) 7296164, ext. 203 ORhopkins@ccdf.ca

| have read the above material, understand the nature of my participation in this study, and |
voluntarily agree to participate.

A Yes, | agree to the above statement.

Name (please print):

Signature:

Date:
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Assessing the Impact of Career Resources and Support across the Employability Dimensions

Please provide the background information requested below. This information will help us
evaluate the effectiveness of the services we are providing. You may omit any questions that
you feel uncomfortable answering, however, it will be most helpful if goswer all questions
Your answers will be sharedNLYvith the researchers for this project

Name:

Gender: A Male A Female

Culturalfethnic background (check g A Aboriginal A Visible minority A Immigrant
that apply)

Year of Birth (yyyy:

Current city of residence

Current province of residence

Name of agency offering you servic

Please indicate your education qualifications

Education Level Year obtained

Less than a High School Graduation Certificate

High School Graduatiddertificate

Trade or Technical Certificate

College Diploma

University Bachelor degree (name of degree + major)

University graduate degree (name of degree + specializat

Other (please specify)

Please indicate your Employment History

How many different jobs have you had in the last 5 years?

If you were unemployed in the last 5 years, please estimate the
number of months you were unemployed during the last 5 years.

Please provide a general idea of the kind of work you have dotinein
last 5 yearsd.g.retail, construction, manufacturing, forestry, etc.)

Please indicate the type of work you are hoping to find.
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PleasecheckONEof the following thatBEST applie® your current work situation

Employment Status

Current workstatus
A not currently working A part-time work A full-time work

Which statemenBEST applie® you?

| am not employed and | am not looking for work becausei am a student
A | am retired
A | am a stayat-home parent
A Other (Please specify)

| am looking for work but am not available to work right now

| am not employed, | would like to be employed and | am looking for work

| am temporarily laid off but am expecting to be called back

| am underemployed (I want ioe working more hours at the same type of job)
| am underemployed (I am qualified to do more skilled, better paid work)

i >t I I P

Which statemenBEST applie® you?
A | have never been employed
A | have had some jobs for short periods (weeks or months)iate
A | have had fairly steady employment in the past

LT @2dz  NE OdzNNByidfe NB SYLX 28SRXI R2 &3
A a poor fit for you A an okay fit for youA a good fit for you

Other relevant factors

Are you a citizen or permanent resident@anada? (i.e., legally entitled to work in Canada)
A Yes A No

Do you have a criminal record? A No A Yes

Currently, do you have a health problen] A No A Yes

Are you a single pareft A No A Yes, w?th rel.iable child (.:are |

A Yes, with chileare that is not reliable

A A physical disability
A A learning disabilit

Do you have (check all that apply): A Mental hSaIth issqu
A None of the above

Did ane or both of my parents receive |A No A Yes

social assistance whegmu were growing

up?
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Whenyou weregrowing up youlived: In social housing
In other housing
On areserve

LQY y20 &dz2NB

Currently,youlive: In social housing
In other housing
On areserve

LQY y20 &dz2NB

Dt P | PP P P

Have you previously participated in other career programs or accessed individual employ
counselling?

A Yes A No

If yes, please describe the kind of services you participated in (e.g., job search workshopg
training programs, indivigal employment counseling, life skills workshops, financial plannir
workshops):

If you are currently looking for work, what are you doing (check all that apply t&@you)
A Looking at job ads

Answering jolads

Using a public Employment Centre

Checking with employers

Asking relatives and friends for help

Using other method¢please specify)

> D > P

Primary area you are working on:
A Career DecisiciViaking
A Skills Enhancement
A Job Search
A Job Readinesor Job Maintenance (circle which one)
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Please indicate how well the following items describe using the scale below:

Not at Not A little Quite Aot
all much a bit
1. | When | was growing up, | had positive thoughts and A A A A | A
feelings about work
2. | When | was growing up, | had positive thoughts about| A A A A | A
getting an education
3. | Right now, | view work positively A A A A | A
4. | If the right work became available for me, | think | woy A A A A | A
be successful at it
5. | My friends would rate mas reliable A A A A | A
6. | | am seldisciplined A A A A | A
7. | When | was in school, | was very involved in school A A A A A
activities
8. | | found school to be a positive experience A A A A | A
9. | 1 am willing to move to find work A A A A | A
10. | I amconfident that | can do what | need to do to find A A A A | A
suitable work
11.| I really want to change my current circumstances A A A A A
12. | | generally do what | say | am going to do, even if | jus A A A A | A
say it to myself
13. | If my life is going tahange for the better, | am the one | A A A A | A
who will change it
14. | Holding steady employment is an important goal form A A A A | A
15. | | don't want to find work A A A A | A
16. | 1 want to make more money A A A A | A
17. | I'll feel better about myself ifget work A A A A | A
18. | I have goals that | would like to reach A A A A | A
19. | I want to be successful A A A A | A
20. | I like working when I'm doing the right work A A A A | A
21. | Right now my career goals are things | really want for| A A A A | A
myself, and not theesult of others pressuring me to do
it
22. | Getting my career on track is mostly a matter of learni| A A A A | A

how to go about it
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Not at Not A little Quite Aot
all much a bit

23. | When | set an important goal for myself, | atspto A A A A | A
deliberately track my progregewards the goal

24. | When | set an important goal for myself, | also setup i A A A A | A
plan to keep myself motivated and interested in workir
on achieving my goal

25. | When | set an important goal for myself, | also establis A A A A | A
way to reward myself for sticking tay plans

26. | When | set an important goal for myself, | break down| A A A A | A
the overall goal into a series of steps where each step
brings me closer to achieving my ultimate goal

27. | When | set an important goal for myself, | make sure | A A A A A
very specific, to the extent that someone who did
know what the goal was could tell whether or not t
goal had been reached

28. | The goals | set for myself are realistic, not too high an{ A A A A | A

not too low
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Assessing the Impact of Career Resources and Support across the Employability Dimensions

The assessment interview will have determined whether the principal need of the client is in
Career DecisioMaking, Skills Enhancemeidfb Search or Job Maintenantée want to
recruit about an equal number of clients to each of these for groups.

Within each of the 4 groups, we want about an equal number of clients assigned to work
independently and to be supported.

To assign clients tone of thesetwo groups, for EACH need simply alternate, going back and
F2NIK FNRY AYRSLISYRSYy(d G2 &dzLJLl2NIL SR® {2 AT

Client # 1¢ assign tandependent CDM

Client # Z; assign tosupported CDM

Client # X assign tandependent CDM

Client # 4 assign tosupported CDM Y R &2 2y X ®

= =4 -4 A

The above plan may need to be adjusted a bit to take into account peoplalmwipeout. Keep

in mind that he goal is to have the same number of participasimpleting each delivery
condition. So if 2 people discontinue in the independent condition, then we need to assign the
next 2 clients to the independent condition so that the numbers in each group remain the same
(or close to the same). Our goal is thaiiach office there should be no more that2 people
differences in the numbers of people in each delivery condition.

Follow the identical procedure for Skills Enhancement, Job Search and Job Maintenance.
Our goal is to recruit a total of 180 clients iritee study from across the province.

Be sure you record the name of the client and askHeir contact information so they can be
contacted if they are selected for an-depth follow-up telephone interview.

MAKE TWO COPIES OF YOUR FINAL LISTIOPRARIG CLIENTS. ONE IS FOR YOUR
RECORDS AND THE SECOND MUST BE RETURNED TO CCDF IN THE ENVELOPE PROVIDED.
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Assessing the Impact of Career Resources and Support across the Employability Dimensions

RESERCH PRACTITIONER:

OFFICE:
CAREER DECISION MAKING
INDEPENDENT SUPPORTED
NAME OF CLIENT NAME OF CLIENT
1. 2.
Telephone: Telephone:
e-mail: e-mail:
=), 4.
Telephone: Telephone:
e-mail: e-mail:
5. 6.
Telephone: Telephone:
e-mail: e-mail:
7. 8.
Telephone: Telephone:
e-mail: e-mail:
9. 10.
Telephone: Telephone:
e-mail: e-mail:

, EOO(

Contact information is requested so that the researchers can contact a select
number of clients for a followp telephone interview at the end of the study.
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Assessing the Impact of Career Resources aBdpport across the Employability Dimensions

RESEARCH PRACTITIONER:

OFFICE:
SKILLS ENHANCEMENT
INDEPENDENT SUPPORTED
NAME OF CLIENT NAME OF CLIENT
1. 2.
Telephone: Telephone:
e-mail: e-mail:
3. 4.
Telephone: Telephone:
e-mail: e-mail:
5. 6.
Telephone: Telephone:
e-mail: e-mail:
7. 8.
Telephone: Telephone:
e-mail: e-mail:
9. 10.
Telephone: Telephone:
e-mail: e-mail:

Contact information is requested so that the researchers can contact a select
number of clients for a followp telephone interview at the end of the study.
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Assessing the Impact of Career Resources and Suppoct@ss the Employability Dimensions

RESEARCH PRACTITIONER:

OFFICE:
JOB SEARCH
INDEPENDENT SUPPORTED
NAME OF CLIENT NAME OF CLIENT
1. 2.
Telephone: Telephone:
e-mail: e-mail:
3. 4.
Telephone: Telephone:
e-mail: e-mail:
5. 6.
Telephone: Telephone:
e-mail: e-mail:
7. 8.
Telephone: Telephone:
e-mail: e-mail:
9. 10.
Telephone: Telephone:
e-mail: e-mail:

Contact information is requested so that the researchers can contact a select

number of clients for a followp telephone interview at the end of the study.
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Assessing the Impact of Career Resources aBdpport across the Employability Dimensions

RESEARCH PRACTITIONER:

OFFICE:
JOB MAINTENANCE
INDEPENDENT SUPPORTED
NAME OF CLIENT NAME OF CLIENT
1. 2.
Telephone: Telephone:
e-mail: e-mail:
3. 4.
Telephone: Telephone:
e-mail: e-mail:
5. 6.
Telephone: Telephone:
e-mail: e-mail:
7. 8.
Telephone: Telephone:
e-mail: e-mail:
9. 10.
Telephone: Telephone:
e-mail: e-mail:

Contact information is requested so that the researchers can contact a select

number of clients for a followp telephone interview at the end of the study.
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Assessing the Impact of Career Resources andpport across the Employability Dimensions

A Point out the sections on the first page in whatever package the client is using.

A Inform them that they may not need to do all the sectiq@ NJ Ay G KS 2NRSNJ (K
presented; they should do them accordingvihat they need most. Show them the
GOKSQE G GKS o0S3IAYyYAy3a 2F SIOK aSOuAzy (2
start.

A Walk through the package briefly, pointing out the broad content and structure.
A Point out that there are references to other msces they can access online.
A Make sure they know they can have copies made of any handouts they want.

A Point out that an Action Plan is encouraged so they can keep track of progress. Show
them the Action Plan in their package.

A Encourage them to use ¢hpackage and other resources in the Resource Centre/online.

A Make sure they know that staff in the centre will happily help them find additional
information or answer questions at any time.

A Show them theTracking Sheeat the front of their package. Empkize how important
it is to the research that they keep track of what they use, people they talk to and
anything else they do to help them reach their goal. Point out that they are only asked
to tick off what they used and that doing this will take vettye time. Emphasize that
these will be collected at the end of the study.

A If the client is in the independent group, arrange for time you can call them in 1 week to
check in and see how they are doing AND for a meeting in 4 weeks (at the end of the
study) to complete the final survey and give them their honorarium.

A If the client is in the supported group, help them to get started right away with their
package. Work out together the best place for them to start. Complete an activity
together (as apprpriate) and/or map out what they will do in the first week. Make an
appointment for approximately 1 week after this initial session so you can continue your
work together.
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Assessing the Impact of Career Resources aBdpport across the Employability Dimensions

Please help us by keeping track of what resourcgscfions of your Guideyebsitesand people) you
use to help you with your career goals throughout the research project. You will be asked for this

sheet at the end of the study. Many thanks in advance!

YOUR NAME:

Put a chek mark beside anyresource you use. Add checkmarks for each time
you use it.

VvV

Career Cruising- www.careercruising.com

Job Bank www.jobbank.gc.ca

ALIS z http://alis.alberta.ca

CAREERInsite http://careerinsite.alberta.ca/careerinsite.aspx

MB Career Development http://www.manitobacareerdevelopment.ca

Working in Canadaz www.workingincanada.gc.ca

Sector Councilsg www .councils.org

Monster z www.monster.ca

Manitoba Workinfonet z www.mb.workinfonet.ca

Youth Employment Informationz www.youth.gc.ca

Essential Skills Profilesg
http://www.hrsdc.gc.ca/eng/workplaceskills/LES/profiles/profiles.shtml

Skills Canada www.skillscanada.com

Career Destination Manitobaz http://www.careerdestination.ca

Canadian Apprenticeship Foruny www.caf-fca.org

Career Directionsz http://www.ccdf.ca/ccdf/wp -
content/uploads/2010/12/Career_Directions_profiles.pdf

MB Labour Market Informationz www.gov.mb.ca/lim

National Occupational Classification www5.hrsdc.gc.ca

CanLearn- www.canlearn.ca

Websites- Education Institutions or Apprenticeship Information

Other Resources (please tell us which ones)
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Put a check mark besidany person with whom you spoke about your career
goal. Please add a checkmark for each time you connected with this person.
Please also give us a8 word description of the topic(s) discussed.

VvV

Friends

Prospective Employers

Family Members

Information Interviews

Past Employers

Referrals from any of the above to a source of information or a prospect
for work

Other

Any other sources of help or support or information  you used? If yes,
please indicate below what or whom. Put a check mark for each time you
used these sources

VvV

Put a brief description of any other sources of help in the boxes below
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Assessing the Impact of Career Resources and Support across the Employability Dimensions
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Section 1: Know ourself

In working hrough Section 1,
to what extent have you
completed the following
activities?

How useful did you findl the exercises?
In responding, please use a tygtep process.

(A)decide on whether the degree of usefulness w

acceptableor unacceptable then
(B) assign the appropriate rating:
(0) unacceptable,
(1) not really acceptabl, but almost there,
(2) minimally acceptable

(but still OK otherwise it would b@&or 1),

(4) exceptional or

(3) somewhere between minimally acceptable

andexceptional

5 A R Sort of Did it

Unacceptable =~ Acceptable
| ] ] | |

Activity doit | didit | thoroughly L
i 1T « 2 3 4
Section 1: Know Yourself
1 Is this section really for you assessment A A A A A A A A
f Values Worksheet A A A A A A A A
1 Personal Characteristics Worksheet A A A A A A A A
1 Abilities Worksheet A A A A A A A A
1 Interest Worksheet A A A A A A A A
1 Personal Profile Worksheet A A A A A A A A
1 Occupations of Interest A A A A A A A A
1 Job and Sector Matrix Charts A A A A A A A A

37



Section 2: Know the Labour Market

In working hrough Section 2,
to what extent have you
completed the following

activities?

How usefuldid you find the exercises?
In responding, please use a tygtep process.
(A) decide on whether the degree of usefulness wa
acceptableor unacceptable then
(B) assign the appropriate rating:
(0) unacceptable,
(2) not really acceptable, but almost there,
(2) minimally acceptable
(but still OK otherwise it would be 1 or 2),
(4) exceptional, or
(3) somewhere between
minimally acceptable and exceptional.

5 f i Unacceptable : Acceptable
ALY 5do itR ! ?j?;t i? tho[r)clnuglgthly | : ' : : :
2 T« 2 3 4
Section 2: Know the Labour Market
1 Is this section really for you assessment A A A A A A A A
1 What | Found OuiVorksheet A A A A A A A A
1 Your NexResource: Direct Occupational A A A A A A A A
Information
1 Where to Find People to Interview A A A A A A A A
1 Informational Interview A A A A A A A A
1 Interview Notes Worksheet A A A A A A A A
§ Comparison Chart A A A A A A A A
1 Where to go for whayou want (lists of web sites) A A A A A A A A
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Section 3: Put it all together

In working through Section 3,
to what extent have you
completed the following

How useful did you findl the exercises?
In responding, please use a tygtep process.

(A)decide on whether the degree of usefulness w

acceptableor unacceptable then
(B) assign the appropriate rating:
(0) unacceptable,
(1) not really acceptable, but almost there,
(2) minimally acceptable
(but still OK otherwise it would be 1 or 2),
(4) exceptional, or

activities? (3) somewhere between
minimally acceptable and exceptional.
X BY S . oid Unacceptable : Acceptable
ALY 5do it { d(i):i? thor;u;hly : : ' : : :
Q 1T« 2 2 4
Section 3: Put it all together

1 Is this section really for you assessment A A A A A A A A
1 Decision Making Worksheet A A A A A A A A
1 Setting a Career Goal and Planning Action A A A A A A A A
1 Action Plan Template A A A A A A A A
1 Web sites of educational institutions and A A A A A A A A
apprenticeship information _ _ ) ~ ) ) ) _
1 Page finder A A A A A A A A

39



40



RESEARCH MANUAL

PART2: RESEARCH
October8-Novemberl6

Follow~up Sessionsvith Client
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Assessing the Impact of Career Resources and Support across the Employability Dimensions

The purpose of this short interview is to get an idiea reasons why you decided that you
could not continue in the research project that you initially agreed to participate in.

1. In your own words, please tell us why you decided to opt out of the project.
Probe for the specific reasons.g., no time, not alel to work independently,

resource guide was too difficult tollow, wantsindividual help from a
practitioner/consultant, etc.

2. What sorts of things could we have done differently that would have resulted in you
staying in the project?

3. What plans do you have now for continuing to make progress toward your employment
goal?

42

O



001 OT Al ‘IN—@EE'D O3 Zs&c'l)c‘l)é'l"rT><c')~ xEOQE
30pPT OOAA ' O1 Ob

Assessing the Impact of Career Resources and Support across the Employability Dimensions

STEP 1: Restablish relationship and discuss client progress

A Welcome the client and restablish rapport.
A Review goals and steps agreed ugicom the last session.
o [SiQa t221 oFO1 4 6KIFIG 6S RA&AOdzaasSR f I
move closr to your goal.
A Find out about the activities the client has undertaken since you last met.
o0 What have you been able to do since we last met?
A Review client tracking shegPractitioner should have blanks on hand as many clients
may forget theirs and thegan be completed together)

o [SGdQa 221 G @2dz2NJ GNF O1Ay3 akKSSa G2 oS
STER: Explore learning/difficulties
A Explore what the client has learned.
0 2KFG KIF@S @2dz £t SINYSRK !'a e2dzlastKAy 1 |02

meeting, what stands out to you as important?
A QELX 2NB GKS AYLIX AOFGA2y&a 2F (GKA& fSINYyAyS3
0 How has this learning helped you so far? How has this learning helped you move
toward your goal?
A Find out if the client has encountered artyatienges or obstacles.
o Since we last met, what parts have been difficult or challenging? Have you had
any unexpected issues come up?

STEP 3: Clarify client priorities for this interview

A Identify section(s) of the resource guide which client wants ¢okaon jointly during

interview

o0 Are there specific sectienf the guide that you would like to work on in our time
together today?

A22N] O2fftlo2NrGA@Ste 2y &aLISOATAO aSOUuAzyoa
A ldentify any other issues not in the resource guide witigént wants to work on jointly

during interview

o0 Are there any other pressing issues that you would like to discuss during our time
together today?
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STEHM: Map out next steps
A Help the cliento take a step back and look at their goal in the context of their progress
to date.
o How much closer are you to your goal now?
A Explore whether the Guide is helping the client to move forward.
o Is this material helping you? What are you finding most helpful?

A Explore any gaps that may need to be filled by other supports/resources.
o 2KIG StasS ¢2dd R KSfL) 82dzK 52 @&2dz FSSt f
are there other supports/information that would help you to move forward? Is
0§ KSNB | yeé i K dytagetierindefGuidedddyd 0 2

A Map out the next action steps toetaken between now and the next session.
o What do you need to do nex¥¥hat steps can you take between now and our
next session to help you to move even closer to your goal?

A Action plan for between now and next session.
o [ SG4Qa NBGdzNYy (R dIRING $ OXNK 232 LA kIya F G Qa
be doing to help you move closer to your gdaan you tell me in your own
words what you want to do between now and when we meet next time?

STEP 5:1@sure
A Remind client to use their Tracking Sheets
o Just a reminder of the importance of your tracking sheétsi Q&4 (G KS 2yt e g
researchers are going to be able to get data they can use in this study.

A Set next appointment
ol 2g ft2y3 R2 @&2dz ySSR (2 R2 (KS | @QiADAGA
plan? When should we meet againtochack’ | yR LI Iy &2 dzNJ ySEI
an appointment card with all the detaitsplease remember to contact me if you
need to change our appointment for any reason.
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Assessing the Impact of Career Resources and Support across the Employability Dimensions

Client;

ResearchPractitioner:

Office:

Date ofFollowup Session:

Duration ofFollowup SessionA Less than 30 mins A 30t 60 mins A More than 60 mins

PART 1

STEPS done | done | well
STEP IReestablish relationship and discuss clieptogress

Greet and reestablish collaborative relationship A A A
Review goals and steps agreed ugiam the last session A A A
Invite client to report on what he/she has done since the last A A A
session

Ask to eview client tracking shedif not done, complete it A A A
together; f done, review what s/he has dope

STEP 2Explore learning/difficulties : ) )
Expbre what the client has learned A A A
Explore the implications of this learnitgi KS Of A Sy G Q| A A A
Explore anyghallengeAlifficulties client has encountered A A A
STEP 3: Clarify client priorities for this interview

Identify section(s) of the resource guide which client wants towq A A A
on jointly during interview

Work collaboratively on specific section(s\af A Sy i Q& O A A A
Identify any other issues not in the resource guide which client A A A
wants to work on jointly during interview

22N)] O2fflo2Nl G0A@Stfe 2y &aLISOX A A A
STEP 4: Develop Next Steps of Action Plan

Helpthe client to take a step back and look at their goal in the A A A
context of their progress to date

Explore whether the Guide is Ipiig the client to move forward A A A
Explore any gaps that may need to biélby other A A A
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STEPS done | ‘done | well
supports/resource

Agree on next stepw be takeno @ Of ASy G G2 Yz2( A A A
forward

Confirm client understanding and commitment A A A
STEP 5: Closure ) ) )
Remind client to use their Tracking Sheets A A A
Schedulenextinterview A A A

PART2

If you worked collaboratively on a section(s) of tbareerDecision Making Guidduring the interview,

indicate what section(s) were covered and how well thoroughly they were covered:

To what extent were the
following topics covered in the
participant hterview?

How thoroughly did the
participant complete the
following topics prior to the

interview?
Appointment Agenda Participant task completion
Activity 5 A RY Sort of Did it 5 A Ry Sortof Did it
do it didit | thoroughly | doit did it thoroughly
Section 1: Know Yourself
T Is this section really foryou| A A A A A A
assessment
1 Values Worksheet A A A A A A
1 Personal Characteristics A A A A A A
Worksheet
1 Abilities Worksheet A A A A A A
1 Interest Worksheet A A A A A A
1 Personal Profile Worksheet| A A A A A A
1 Occupations of Interest A A A A A A
1 Job and Sector Matrix Char{ A A A A A A
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Section 2: Know the Labour Market

1 5 A Ry Sort of Did it 5A Ry Sort of Did it
do it didit | thoroughly | doit did it thoroughly

1 Is this section really foryou | A A A A A A
assessment

1 What | Found Out Workshee| A A A A A A

T Your Next Resource: Direct | A A A A A A
Occupational Information

1 Where to Find People to A A A A A A
Interview

1 Informational Interview A A A A A A

1 Interview Notes Worksheet | A A A A A A

1 Comparison Chart A A A A A A

1 Where to go for what you A A A A A A

want (lists of web sites)

Section 3: Put It All Together

1 Is this section really foryou| A A A A A A
assessment

1 Decision Making Worksheeff A A A A A A

1 Setting a Career Goaland | A A A A A A
PlanningAction

1 Action Plan Template A A A A A A

1 Web sites of educational A A A A A A

institutions and
apprenticeship information

PART 3
If you worked collaboratively on client issug®Tincluded in theCareerDecision Making Guide, please
indicate briefly what issues were explored during the interview and how thoroughly they were covered:

5 A RY Sort of Did it

Activi
ivity do it did it thoroughly

Client Issues Explored (not in Guide)

1

1 > > >
> > > >
> > > >

1
1
1
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Activi 5 A RY Sortof Did it
Y do it did it thoroughly
1 A A A

Is there anything elsthat occurred during this interview that the researchers should know? Please
describe briefly below:
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Client;

Research Practitioner:

Office:

Date ofFollowup Session:

Duration ofFollowup SessionA Less than 30 mins A 30t 60 mins A More than 60 mins

PART 1

STEPS done | done. | wan
STEP 1Reestablish relationship and discuss client progress

Greet and reestablish collaborative relationship A A A
Review goals ansteps agreed upofrom the last session A A A
Invite client to report on what he/she has done since the last A A A
session

Ask to eview client tracking sheif not done, complete it A A A
together; if done, review what s/he has done)

STEP 2Explore learning/difficulties : ) )
Expbre what the client has learned A A A
Explore the implications of this learnifigz (1 KS Ot ASy| A A A
Explore anyghallenge&lifficulties client has encountered A A A
STEP 3: Clarify client priorities for thigterview

Identify section(s) of the resource guide which client wants towg A A A
on jointly during interview

22N)] O2fftlFo2NrdA@Ste 2y aLISOxf A A A
Identify any other issues not in the resource guide which client A A A
wants to work on jointly during interview

22N)] O2fflo2Nl GA@Stfe 2y &aLISOX A A A
STEP 4: Develop Next Steps of Action Plan

Help the client to take a step back and look at their goal in the A A A
context of their progress talate

Explore whether the Guide is pghg the client to move forward A A A
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oot | Somor | one
Explore any gaps that may need to bkeélby other A A A
supports/resources

Agree on next step® be takeno @8 Of ASy G (2 Y2( A A A
forward

Confirm clienunderstanding and commitment A A A
STEP 5: Closure ) ) )
Remind client to use their Tracking Sheets A A A
Shedulenextinterview A A A

PART2

If you worked collaboratively on a section(s) of 8kills EnhancemerBuideduring the interview,
indicate what section(s) were covered and how well thoroughly they were covered:

To what extent were the
following topics covered in the
participant interview?

How thoroughly did the
participant complete the
following topics priotto the
interview?

Appointment Agenda Participant task completion
Activity 5 A RY Sort of Did it 5A Ry Sort of Did it
do it didit | thoroughly | doit did it thoroughly
Section 1Confirm my Employment Goal
1 Is this section really for you| A A A A A A
assessment
1 Confirming your A A A A A A
employment goa({Career
Wheel Worksheets)
1 Useful Websites A A A A A A
Section 2Chamse my Learning Option
9 Is this section really for you
assessment
f Kinds of Training A A A A A A
9 Training Fit Worksheet
1 Identifying the steps needed A A A A A A
to access training
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To what extent were the How thoroughly did the
following topics covered in the | participant complete the
participant interview? following topics priotto the
interview?

Section 3: Prepare for Success

5 A Ry Sort of Did it 5A Ry Sort of Did it
do it didit | thoroughly do it did it thoroughly
1 Is this section really foryou| A A A A A A
assessment
1 Knowhow you learn best A A A A A A
1 Tackle obstacles before they A A A A A A
tackle you
1 Brush up your study skills A A A A A A
Section 4: Manage my Learning
1 Is this section really foryou| A A A A A A
assessment
1 Challenge Worksheet
9 Dealing withChallenges

PART 3
If you worked collaboratively on client issues NOT included ifsiilés Enhanceme@uide, please
indicate briefly what issues were explored during the interview and how thoroughly they were covered:

Activi 5 A RY Sortof Did it
Y do it did it thoroughly

Client Issues Explored (not in Guide)

=a |—a|=a|=a|=a
> > > > >
1> > > >
> > > > >

Is there anything elsthat occurred during this interview that the researchers should know? Please
describe briefly below:
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Client;

Research Practitioner:

Office:

Date ofFollowup Session:

Duration ofFollowup SessionA Less than 30 mins A 30t 60 mins A More than 60 mins

PART 1

STEPS done | done. | wan
STEP 1Reestablish relationshipand discuss client progress

Greet and reestablish collaborative relationship A A A
Review goals and steps agreed ugiam the last session A A A
Invite client to report on what he/she has done since the last A A A
session

Ask to eview clienttracking sheetif not done, complete it A A A
together; if done, review what s/he has done)

STEP 2Explore learning/difficulties : ) )
Expbre what the client has learned A A A
Explore the implications of this learnifigz (1 KS Ot ASy| A A A
Explore anyghallenge&lifficulties client has encountered A A A
STEP 3: Clarify client priorities for this interview

Identify section(s) of the resource guide which client wants towg A A A
on jointly during interview

Work collaboratively on specific SOt A2y 6a0 2F Of A A A
Identify any other issues not in the resource guide which client A A A
wants to work on jointly during interview

22N)] O2fflo2Nl GA@Stfe 2y &aLISOX A A A
STEP 4: Develop Next StepsAation Plan

Help the client to take a step back and look at their goal in the A A A
context of their progress to date

Explore whether the Guide is pghg the client to move forward A A A
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STEPS done | done. | wan
Explore any gaps that may need to bkeélby other A A A
supports/resources

Agree on next step® be takeno @8 Of ASy G (2 Y2( A A A
forward

Confirm client understanding and commitment A A A
STEP 5: Closure )

Remind client to use their Tracking Sheets A A A
Shedulenextinterview A A A
PART2

If you worked collaboratively on a section(s) of flub SearclGuideduring the interview, indicate what
section(s) were covered and how well thoroughly they were covered:

To what extent were the How thoroughly did the
following topics covered in the | participant complete the
participant intervew? following topics prior to the
interview?
Appointment Agenda Participant task completion
Activity 5 A RY Sort of Did it 5 A Ry Sortof Did it

do it didit | thoroughly | doit did it thoroughly

Section 1Check For Fit

~ ~ ~ ~ ~ ~

f Isthis section really foryou| A A A A A A
assessment

1 Map your work goals A A A A A A
worksheets

T Assess your skills, interests| A A A A A A

values, and personal
characteristics guidelines

1 Assess the kind of work A A A A A A
conditions ancenvironment
that is right for you
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Section 2: Get Ready

1 5 A RY Sort of Did it 5 A Ry Sort of Did it
do it didit | thoroughly | doit did it thoroughly

1 Is this section really for you| A A A A A A
assessment

1 Create a résumé A A A A A A

1 List jobrelated skills A A A A A A

1 Lists of jobs and related skill A A A A A A

1 Transferable skills worksheq A A A A A A

1 Choosing the best kind of A A A A A A
resume for you

1 References A A A A A A

1 Career pitch A A A A A A

Section 3: Search for Work

T Is this section really foryou| A A A A A A
assessment

1 Prospect tracking workshee| A A A A A A

1 Prospect information A A A A A A
worksheet

1 Networking tips A A A A A A

1 Guidelines for making cold | A A A A A A
calls

1 Tips for effective application, A A A A A A
forms

1 Sample application forms A A A A A A

1 Composing cover letters A A A A A A

1 Preparing for an interview A A A A A A

1 Interview tips A A A A A A
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Section 4: Get a Job

1 5 A Ry Sort of Did it 5A Ry Sort of Did it
do it didit | thoroughly | doit did it thoroughly
1 Is this section really for you| A A A A A A
assessment

>
>
>
>
>
™

9 Assessing if the job is a goo
fit for you

>
>
>
>
>
>

1 Negotiation tips

>
>
>
>
>
>

9 Job search websites

PART 3
If you worked collaboratively on client issues NOT included iddheSearcluide, please indicate
briefly what issues were explored during the interview and how thoroughly they were covered:

5A RY Sort of Did it

Activi
ctivity do it did it thoroughly

Client Issues Explored (not in Guide)

=a|=a|—a|=a|-a
> > >t > >
1 > > >y >
1 > > > >

Is there anything elsthat occurred during this interview that the researchers should know? Please
describe briefly below:
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Client;

ResearchPractitioner:

Office:

Date ofFollowup Session:

Duration ofFollowup SessionA Less than 30 mins A 30t 60 mins A More than 60 mins

PART 1

STEPS done | done | well
STEP 1Reestablish relationship and discuss clieptogress

Greet and reestablish collaborative relationship A A A
Review goals and steps agreed ugamm the last session A A A
Invite client to report on what he/she has done since the last A A A
session

Ask to eview client tracking sheif not done, complete it A A A
together; if done, review what s/he has done)

STEP 2Explore learning/difficulties : ) )
Expbre what the client has learned A A A
Explore the implications of this learniigz G KS Of A Sy | A A A
Explore anyhallengeslifficulties client has encountered A A A
STEP 3: Clarify client priorities for this interview

Identify section(s) of the resource guide which client wants towq A A A
on jointly during interview

Work collaboratively on specific section(s\af A Sy i Q& O A A A
Identify any other issues not in the resource guide which client A A A
wants to work on jointly during interview

22N)] O2fflo2NrdGA@Ste 2y aLISOxf A A A
STEP 4: Develop Next Steps of Action Plan

Helpthe client to take a step back and look at their goal in the A A A
context of their progress to date

Explore whether the Guide is Ipiig the client to move forward A A A
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STEPS done | done | well
Explore any gaps that may need to b&edliby other A A A
supports/resources

Agree on next stepw be takeno @ Of ASy G G2 Yz2( A A A
forward

Confirm client understanding and commitment A A A
STEP 5: Closure

Remind client to use their Tracking Sheets A A A
Schedulenextinterview A A A

PART2

If you worked collaboratively on a section(s) of flab MaintenanceGuideduring the interview,

indicate what section(s) were covered and how well thoroughly they were covered:

To what extent were the
following topics covered in the
participantinterview?

How thoroughly did the
participant complete the
following topics prior to the

interview?
Appointment Agenda Participant task completion
Activity 5 A Ry Sort of Did it 5A Ry Sortof Did it
do it didit | thoroughly | doit did it thoroughly

Section 1Assess Possibtébstac

S

~ ~ ~

~

f Is this section really foryou| A A A A
assessment
1 Seltassessment afbstaclss | A A A A

Section 2Connect with Resources

9 Is this section really for you
assessment

! FindingCommunity Service | A A A
Agencies

1 Assertively Seakg Out the A A A
Help Ybu Need

1 Stickngwith the A A A
Program/Service Until You
Se Results you Want

9 Useful Resources and A A A
Websites

57




To what extent were the
following topics covered in the
participantinterview?

How thoroughly did the
participant complete the
following topics prior to the
interview?

5 A RY Sort of Did it 5 A Ry Sort of Did it
do it didit | thoroughly | doit did it thoroughly
Section 3Prepare for Success
1 Is this section really foryou| A A A A A A
assessment
T Your Work and Life A A A A A A
¢ CommunicatiorSkills A A A A A A
1 Building Relationships A A A A A A
1 Managing Work and A A A A A A
Home/Stress
1 Time Management A A A A A A
1 Problem solving A A A A A A
1 Negotiation skills A A A A A A
M Information skills A A A A A A
1 Money Management A A A A A A
1 Anger Management A A A A A A
1 Reliability and dependability] A A A A A A
1 Honesty and Integrity A A A A A A
1 Commitment A A A A A A
1 Courtesy and care A A A A A A
M Tolerance A A A A A A
1 Initiative A A A A A A
1 Risk taking A A A A A A
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Section 4: Get a Job
1 5 A Ry Sort of Did it 5A Ry Sort of Did it
do it didit | thoroughly | doit did it thoroughly

1 Is this section really for you| A A A A A A
assessment

1 Clarifying expectations A A A A A A

1 Selforientation A A A A A A

1 Managing your work and A A A A A A
your learning

1 Adding value A A A A A A

1 Creating work aids A A A A A A

1 Building a career path at A A A A A A
work

PART 3

If you worked collaboratively on client issues NOT included in the Job Search Guide, please indicate
briefly what issues were explored during the interview and how thoroughly they eerered:

5 A RY Sort of Did it

Activi
ctivity do it did it thoroughly

Client Issues Explored (not in Guide)

=a|—a|—a|-a|-a
1> >t > >
1 > >t > >
> > > > >

Is there anything elsthat occurred during this interview that the researchers should know? Please
describe briefly below:

59



60



RESEARCH MANUAL

PART3: CLOSURE
October29-December 14

FinalSession with Client
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One week before your final session, pleasemil Marie-Anne Bédard
(m.bedard@ccdf.caso she can have the cheques and certificates prepared and
mailed to youroffice.

1. Have on hand: Final Surveys and sharpened pencils with erasers, Certificates of
Participation, Cheques, Receipts, extra Tracking Sheets, and Thank You Letter.

2. Greet the clients (or client if an individual meeting).
3. Review why they are there and express appreciation for their participation.

4. Collect their Tracking Sheets. If anyone has forgotten to hhieigs, ask them to fill out
a blank one to the best of their memory and make sure to collect it before they leave.

5. Explain thafilling in the Final Surveag a very important part of the study. The survey is
similar to the one they did in the first session and will take abouB@@ninutes to
complete.

6. After the survey is done you will be presenting them with aifieate of Participation,
which they may want to put in their portfolios, and a cheque for $100.00. If a group exit
interview, inform them that some may take longer to complete than others but it is
essential that they all stay so the certificates andares can be presented and receipts
signed.

a. Then go to theScript for the Final Survey in your research manqaise this as
an intro to and explanation of the survey. The script suggests doing 1 exgmple
please feel free to do 2 or@do it until you believe the clients are comfortable
answering. Invite questions or requests for clarification. State that yibu w
answer any questions they have on any item as they go through the survey.

7. Once all surveys are completed, present the clients with their certificates and cheques.
Get a signed receipt from each client for their cheque. Reinforce how important their
contribution has been to helping improve services. [If someone has dropped out, return
the voided cheque to CCDF.]
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8. Inform them of the followup to the study andhat some may be contacted for
telephone interview. If they are, they will be askedotrticipae in a followup phone
interview of 20-30 minutes approximately-3 weeks after completion of the project for
a more indepth exploration of their experiences during the research projechis will
be very helpful to the researchers but thisai$ollow-up only and they now have total
access to all servicesat all times.

9. Also before they leave, ask participants whether they want any other seryioces-to-one
counselling, group workshops, external services, etc. and tell them how to proceed with
that.

10.Put Surveys, Signed Receipts, Consent Forms, Tracking Sheets and any Voided Cheques to
CCDF.
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p>]

p>]

p>]

Greeted clients

Thanked them for coming

Collected Tracking Sheets from clients

Conducted survey with themintroduce and walk them through the first3 questions
Collected surveys

Handed out Certificates and Cheques

Obtained signed receipts

Informed the clients of the followap to the study and how they could participate
Handed out and collected the Consent Forms for foligw

Inquired whether any participants want any other servigesie-on-one counselling,
group workshops, external services, etc. and told them how to proceed

Thanked them again

Emailed the name, phone number and email address (if given) to CCDF ofuhegrs
for the followup

Mailed to CCDF Surveys
Signed Receipts
Consent Forms
Tracking Sheets

Voided Cheques (if any)
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This study has tried to find outhat really helps clients like you &chieveyour career goals

andbe successful. You have been patrticipating in the study for four weeks and we are very
grateful for your participation.

There is one final survey the resehers need you to complete. You may remember you filled
out a survey at the beginning of the study; this one is somewhat similar in content but the scale
is different. | would like to walk you through a couple of examples to be sure the instructions
areclear before you begin.

Hand out the surveyspecific to their employability needd the client(s).

This surveysks you your opinion on a five point scale and you are asked to respond in two
stepsc the first to decide whether each statement is adetpi@OK) or not adequate (Not OK)
and then to decide how OK or how Not OK using the five point scale.

What you are asked to do for this survey is to remember back to the beginning of the study and
knowing what you now know, to rate what you knewfelt before this study started and then
to rate what you knowvor feelnow at the end of the study.

,2dz YIe fa2 FAYR AG dzaSFdzZ (2 dzaS 'y SOSNERI
record but you have never taken a course in driving in icy conditjoyes just always do it

well. However you decide to take the course just out of interest and you discover a lot of
helpful tips you never knew before. If you had been asked before the course if you knew about
how to drive in icy conditions, you likelyowld have given yourself a very high ratigfter all,

you have been accident free for many years. After the course however, you think back to what
you thought you knew before the course and realize that you did not know all there was to
know. Knowingvhat you know after the course, you might have given yourself only a medium
rating before compared with what you know now. Of course sometimes you are as good as you
think you are and there may be no difference. Thinking about before and after a learning
experience helps bring out some useful information. This survey asks you to think about where
you were at the beginning of participating in this study and where you are now.
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The first item says:

G!  CubdSrktandling of what | need to do to move forward inmy caskeer Yy 2 gAYy 3 gKI {
know now about having a clear understanding of what you need to move forward, where were
you at the start of the study?

Step 1: Were you Not OK or OK with respect torgaai clear understanding? (Invite the client
to answer).

Step 2: If you were not OK, use the scale to decide how ngDQ@idicating not adequate and
1 indicating almost OK; If you were OK, use the scale to decide ha (Kt barely OK, 4
exceptonal or 3 somewhere in between 2 and 4.

Have the client(s) enter their response in the Before columns.
Step 3:
Now repeat the same process but rate yourself now at the end of the study.

G! Of SFNJ dzyRSNEGIFI YRAY3I 27F ¢gKcarderél (PR gledzA R &R
rate yourself now with respect to having a clear understanding? Again:

Step 1: Are you now Not OK or OK with respect to having a clear understanding? (Invite the
client to answer).

Step 2: If you are not OK, use the scalddgoide how not OKO indicating not adequate and 1
indicating almost OK; If you are OK, use the scale to decide ha qust barely OK, ¢
exceptional or 3 somewhere in between 2 and 4.

Have the client(s) enter their response in the After columns.

One examplemaybe enough for the clients to get the idea correctly. Of course provide
additional coaching if and as needed.
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Name:

Location where you received service:

Date:

First Some General Questiorgout Your Career Planning

You agreed to participate in a Research Study abawgeks ago. We would like to know what has
happened over thesé weeks. Below are seversthtements.For each statement, we are asking you to
do two things Keeping in mind what you know nowboutmanaging youcareer, please think back ®
weeks ago and indicate in the BEFORE column how OK you were with reghedtitement at that

time. Next, think of NOW and in the AFTER column, indicate how OK you are now with respect to the
statement.

To help you provide a more accurate answer, please use thestepdecisiormaking process described below whe
responding.
(A)decide on whether the characteristic in question wasditequate (OKpr not adequate (Not OK)then
(B)assign the appropriate rating:
(0) not adequate,
(1) not really adequate, but almost OK,
(2) adequate, but just barely (still OK otherwise it veblé O or 1),
(4) exceptional,
(3) somewhere between minimally OK and exceptional.

. : : NotOK 1 oK
Graphically, the scale looks like thi :O i } |
o 1!l 2 3 4
Before After
Knowing what you know novaboutmanaging youcareer, rate ND”J"i ., Uk NETUH; , oK
) . 1 1 L I |1 1 L |
yourself before tis projectand rate yourself now. I 1 | 1|1 1 | 1

1. | I had/have a clear understanding of what | need to do t
move forward in my career

>
>
™
>
>
>
™
>
™
>

>
>
>
>
>
>
>
>
>
>

2. | I had/have a clear vision of what | want in my career fu

>
>
>
>
>
>
>
>
>
>

3. | I had/haveclearly identified my career goals

>
>
>
>
>
>
>
>
>
>

4. | | was/am motivated to achieve my career goals

67



Before After
Knowing what you know nowaboutmanaging youcareer, rate Nm@f ok NDTC”*: oK
. . | 1 1 ]
yourself before tis projectand rate yourself now. I T 1 1 | | 1 : :
oo 2 3 4 |0 23 4
5. | I was/am confident in my ability to achieve my careerg/ A |A |A |A | A |A |A |A |A | A
6. | | was/am optimistic about what lies aheadterms of U I R e i N D
L A|lA|A|A|A A|lA A |A A
achieving my career goals
7. | I had/have a clear understanding of my own values, A VR R ~ U RV R ~
. - . A|lA|AA| A |AIAJA|A]|A
personal characteristics, abilities and interests
8. | I had/have a clear understanding of the kind of workthy . | . | . | - ~ T e ~
. A|lA|A|A|A A|lA A |A A
could be gyood fit for me
9. | I had/have awareness of how labour market trends and . | ~. | ~ | - ~ U N O -
. . A|lA|A|A|A A|lA A |A A
events can impact my career options
10.| | was/am confident in my ability to make informed careq . | - | - | - ~ U T ~
.. A|lA|A|A|A A|lA |A|A A
decisions
11. | I had/havethe capacity to find and effectively use careel . | . | -~ | ~ U IV N T ~
- A|lA A A A A|lA|A A A
help me move toward my career vision
12. | I had/haveresearch skills to gather relevant information| . | - | - | - U I T T e ~
. . _ A|lA|A|A|A |A|A|A|A|A
about career options from people, print and online sour
13. | I had/havecommunication skills to connect with people| . | . | -~ | » U IV T T ~
. . . . . A|lA A A A AlA|A A A
get direct, firsthand information about career options
14. | I had/havea list of possible options that may fit withwhg . | . | . | . ~ S RV U ~
. A|lA|A|A| A |A|A|A|A]|A
want in my career future
15. | I had/havea realistic action plan with steps thatwillmoy -~ | - | - [ - | ~ | ~ | ~ | ~ | ~ | =«
— A|lA|A|A|A A|lA A |A A
me toward achieving my career goals

16.To what extent would you say that any changes in the ratitgs/eare the result of your
participation in this project, and tarhat extent were they a function of other factors in your life?

mostly other | somewhat uncertain somewhat thig mostly this
factors other factors project project
A A A A A

17. Do you have an action plan for implementing the information you have obtained?

Yes A No A
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If you answered yes to the above questipdoes your plan include:

[No Maybe Yes

17a. | Continuing to use the Resources you were given in this stud A A
17b. | Requesting individual or group employment counselling whel % %
S A A
the study is finished?
17c. | Requesting to attend a workshop offered by the employmen| X X X
office when the study is finished?

18. Which parts of your Action Plan have you implemented?

19. If you answered No to question 16vould you find it helpful to gedissistance in forming an action

plan? Yes A No A
20. Are you currently workingYes A No A Namf , UK
————t—
o 1,2 3 4
21. If you answeredyesto the above question, A A A A A

to what extent does this work fit with your career vision?
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Assessing the Impact of Career Resources and Support across the Employability Dimensions

Name:

Location where you received service:

Date:

First Some General Questiorgout Your Career Planning

You agreed to participate in a Research Study abawgeks ago. We would like to know what has
happened over thesé weeks. Below are several statemerfter each statement, we are asking you to
do two things Keeping in mind what you know nowboutmanaging youcareer, please think back ®
weeks ago and indicate in the BEFORE column how OK you were with reghedtitement at that

time. Next, think of NOW and in the AFTER column, indicate how OK you are now with respect to the
statement.

To help you provide a more accurate answeeagke use the twestep decisiormaking process described below whe
responding.
(A)decide on whether the characteristic in question wasditequate (OKpr not adequate (Not OK)then
(B)assign the appropriate rating:
(0) not adequate,
(1) not really dequate, but almost OK,
(2) adequate, but just barely (still OK otherwise it would be 0 or 1),
(4) exceptional,
(3) somewhere between minimally OK and exceptional.

Graphically, the scale looks like this:

. . Before After
Knowing what you know novaboutmanaging youcareer, rate

yourself before tls projectand rate yourself now. MatoK * oK Nat 0K Ok

1. | I had/have a clear understanding of what | need to do t
move forward in my career

>
>
™
>
>
>
™
>
>
>

>
>
™
>
>
>
™
>
™
>

I had/have a clear vision of what | want in my career fut

>
>
>
>
>
>
>
>
>
>

| had/have clearly identified my career goals

>
>
>
>
>
>
>
>
>
>

| was/am motivated to achieve my career goals

>
>
>
>
>
>
>
>
>
>

alrlwnN

| was/am confident in my abilityo achieve my career gos
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Knowing what you know novaboutmanaging youcareer, rate

Before

yourself before tits projectand rate yourself now. Mot OK ok Mat OK oK
I
———— | ———
01 2 3 4 |0 1 3 4
6. | | was/am optimistic about what lies ahead intermsof | . | -~ | ~ | ~ | ~ |~ [~ | » | ~ | =
L A|lA|A A A A|lA A |A A
achieving my career goals
7. | I knew/know different ways to enhance my skills A|lA|A|A|A |A|A|A|A|A
8. | I could/can keep track of mgarning A|lA|A|A|A |A|A|A|A|A
9. | I had/havea good sense of what | know A|lA|A|A|A |A|A|A|A]|A
10. | I had/havea list or inventory of my transferable skils |A |A |A |A | A |A |A |A |A | A
11.| I knew/know what skills | need to achieve my careergg A |A |A |A | A |A |A |A |A | A
12. | | knew/know how to find training/upgrading courses an{¢ . | - | ~ | - U T T T ~
. A A A A A AlA A A A
opportunities
13. | | could/can choose training that matches my skills,valy . | . | -~ | » T T e ~
. . . . A|lA A A A AlA A A A
interests and life situation
14. | | could/can choose training that matchesrrent and U T U T T e ~
A|lA|A|A|A|A|A|A|A|A
future labour market needs
15. | | could/can fill out training applications successfully A|lA|A|A|A |A|A|A|A]|A
16.| | knew/know how | best learn A|lA|A|A|A |A|A|A|A|A
17.| | could/can identify barriers to learning A|lA|A|A|A |A|A|A|A|A
18.| | had/have strategies to overcome barriersto learning |A |A |A |A | A |A |A |A |A | A
19.|L O2dzf Rk Ol'y o62dzyO0S o1 01 1A |A|A|A|A |A|A|A|A|A
20.| | had/have allies who can support my learning A|lA|A|A|A|A|A|A|A]|A
21.| | had/havestrategies to motivate myself to study A|lA|A|A|A |A|A|A|A]|A
22.| I knew/know what causes me to procrastinate A|lA|A|A|A |A|A|A|A]|A
23.| I knew/know how to overcome procrastination A|lA|A|A| A |A|A|A|A|A
24.| | had/have strong study skills A|lA|A|A| A |A|A|A|A|A
25.| | had/have good time management skills A|lA|A|A|A |A|A|A|A]|A
.| I was/am confident that training/upgrading/learning | U OV T U T ~
26 . .g Pg g g AlA AIAA|AIAA|IA A
choose to do will help me achieve my career goal
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