Draft July 2013

NC PHCAST Curriculum: 4. Coping Skills

	Teaching Methodologies and Steps
	Advance Preparation and Handouts



North Carolina PHCAST

INTRODUCTION TO DIRECT CARE WORK 

Module 8. Applying for Direct Care Work 

(or Other Employment)

Goals

The goals of this module are to help participants to:

· Explore assumptions made during a job interview by the employer
· Identify what they need to do to apply for employment
· Review job search sources
Time

1 hour and 15 minutes
	Activities

	Teaching Methods
	Time

	1. Applying for a Job
	Individual and large-group exercise, interactive presentation, small-group work, small-group reporting, and go-round

	1 hour and 15 minutes


Supplies

· Flip chart, markers, and tape ( may use instructor prepared PPT in lieu of prepared flip chart)
· Paper and pencils

	Activity 1. Applying for a Job [1 hour and 15 minutes]



	Learning Outcomes:  By the end of this activity, participants will be able to:
· Identify the steps participants need to take to interview for a job as a Personal Home Care Aide (PHCA).
· Identify sources of information about available jobs in direct care work.


	Advance Preparation:
Prepare the following flip chart pages: 

· “Learning Agenda” (Step 1)
· “Applicants” (Step 5)
· “The Interview” (Step 10) 


	Individual and Large-Group Exercise [15 min]

1. Introduce the module and review the learning agenda.  This intent of this module is to examine the steps they need to take to apply, interview and get a job as a PHCA.  The information in this module will also be helpful and transferrable to those who have decided to follow a different career path.  Also during this module, participants will take a closer look at pre-employment requirements and job search sources for PHCAs.  Post and review the flip chart page, “Learning Agenda.”
LEARNING AGENDA: 

Getting Ready for Direct Care Work (or Other Employment)
· Look at the elements of a successful hiring process
· Review job search sources for PHCA jobs

	

	2. Introduce assumptions exercise.   Introduce this exercise by noting that it is normal to make assumptions about people, that is, to take small pieces of information about a person, and fill in the rest, based on our past experiences. Your future employer will be doing this about you before during and after an interview.   Explain that we will explore how this happens by asking them to pretend they can choose to hire a person, based on a few simple facts.

	

	3. Distribute handout. Distribute Handout 8.1and explain that, based on the information given, they will number the statements one through three. They will choose the person they would most likely hire for a direct-care job as “number one” and least likely to hire as “number three.”  

	Handout 8.1: Who Would You Hire?

	4. Read paragraphs out loud.  Ask for a volunteer to read the information about Applicant A to the group.  Continue until all three paragraphs about applicants have been read out loud by volunteers. Then allow 3-5 minutes for participants to rank the applicants.   

	

	5. Record answers. After three minutes, ask participants to raise their hands if Applicant A was their first choice to hire and record the number. Ask for volunteers to share what drew them to placing this applicant first. On a flip chart, briefly note their reasons for choosing Applicants A. Do the same for Applicants B and C.  

Applicants
A.  __

B.  __

C.  __


	

	6. Reveal the truth about the three applicants. Thank everyone for sharing, and then reveal to the participants that the statements were all written about the same applicant.  Ask:
How can these statements all be about the same person?

After a few responses, explain that these statements are examples of information that might be gained at different points during the hiring process.  Emphasize that employers do not know the whole story when they hire and therefore piece together details they hear, smell, and observe. Based on those details, they form an impression of the person’s ability to be a successful employee.

	

	7. Explore ways to make a good impression during an interview. Refer back to the flip chart with the list of reasons for choosing a particular applicant.  Let them know that in the next exercise they will explore the interview process and how to make the good impression that leads the employer to positive assumptions about them.

	

	Interactive Presentation [10 minutes]
8. Introduce next activity.  The job interview can be a stressful time for anyone seeking a new job.  It is important for those seeking employment to understand the many opportunities they have during the interview to make a good impression.  During the next 30 minutes the group is going to explore four areas of opportunity related to the job interview; what documents they need, how they should prepare, what they should do during, and what they should do after.

	

	9. Distribute and review Handout 8.2.  Starting with the job application, review what it is and the tips for completing a successful one.  It is important for participants to see examples of each of the documents they will need for an interview.  The instructor should provide examples for the class to pass around and review before each type of document is reviewed.  Repeat this with all four different documents needed for an interview.

	Handout 8.2. What Documents Do I Need for an Interview?
Trainer should provide examples of each type of document suggested in the handout


	Small-Group Work [15 minutes]
10. Give instructions.  Divide participants into 3 small groups.  Distribute Handouts 8.3, 8.4, and 8.5 to each participant. Assign one of the three handouts to each group to review.  Explain that the groups will read each handout and discuss the two questions on the flip chart in regards to their assigned area. The group should select a reporter for the large-group discussion that will take place after the small-group discussion.  Ask the group to discuss the following questions.  
THE INTERVIEW
· Why is your topic important to a successful interview?
· What stands out to you as either new or important information about your topic? 

	Handout 8. 3. What Should I Do to Prepare for an Interview?
Handout 8. 4. What Should I Do during the Interview?

Handout 8. 5. What Should I Do After the Interview?

	Small-Group Reporting [20 min]

11. Have each group’s reporter share answers.   Ask participants to turn to Handout 8. 3 and have that small group report their findings.  Do the same for the groups that reviewed Handouts 8.4 and 8.5.  

	

	Interactive Presentation [10 min]

12. Review pre-employment requirements more deeply.   Distribute Handout 8. 6 and review the key points.  It is important for participants to know that every organization has their own policies and procedures when it comes to exactly what pre-employment requirements they as a new hire must meet.  The handout is a list of the most common ones and the ones required by regulations.  Allow for question and answers from the participants after review of the handout.

	Handout 8. 6. Pre-employment  Requirements for PHCAs


	13. Review job search sources.   Distribute Handout 8. 7 and review the key points.  It is important for participants to know local/regional sources for locating open positions as a PHCA.  The handout is a list of internet sites that provide job information for the various direct-care settings.  Allow for question and answers from the participants after review of the handout.

	Handout 8. 7. Job Search Sources
Trainer should have printed information about job sources available, if participants will not have access to the internet.

	Go-round [5 min]
14. Ask each participant to quickly answer:

How has this module helped you decide what you need to do in order to be ready for getting a job?
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� Materials adapted from Providing Personal Care Services to Elders and People with Disabilities, PHI 2009, � HYPERLINK "http://phinational.org/training/resources/pcsc" �http://phinational.org/training/resources/pcsc�; NC PHCAST management team made adjustments as needed.





� This curriculum is an open source document, licensed under the Creative Commons Attribution-Noncommercial-Share Alike 3.0 Unported License (� HYPERLINK "http://creativecommons.org/licenses/by-nc-sa/3.0/legalcode" \t "_blank" �http://creativecommons.org/licenses/by-nc-sa/3.0/legalcode�). Individuals and organizations are free to use and adapt this curriculum, in whole or in part, for noncommercial use, as long as there is full attribution to PHI (� HYPERLINK "http://phinational.org/" \t "_blank" �http://PHInational.org�) and other original authors. You may distribute the resulting work only under the same or similar license to this one. 
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