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As an employee of the Connecticut Community Colleges and a Health Career Advisor, 
I take pride in the role our 12 colleges play in providing career and technical education. Through much effort and years of experience, we have learned to meet the needs of our traditional and non-traditional students. Our institutions have led the way in helping students acquire the skills necessary to become strong and globally competitive employees. 

As retirement becomes inevitable for current healthcare providers and demographics shift to an older population, the need for high growth/high demand professionals grows stronger. Our colleges recognized this need and decided to take action. In 2005 and 2006, the Connecticut Community Colleges were awarded the Career Pathways to Nursing and Allied Health and the Bridges to Health Careers Grants from the United States Department of Labor. 

These grants were designed to assist Connecticut in addressing its healthcare shortages. The Health Career Advisors, who are funded through the grants, are key players in this initiative and their leadership is vital to its success. The Health Career Advisors have the connections and resources necessary to bring together an entire community for the shared purpose of building the healthcare professionals of the future, which our state so desperately needs. 

This handbook introduces and thoroughly explains the role of the Health Career Advisor. I compiled the pertinent information needed in order to ensure effectiveness. It widens dialogue, raises the bar, and calls for us to reach out to our communities farther than we have reached before. 

Welcome to your rewarding career as a Health Career Advisor!!!

China Wilson

Health Career Advisor

Connecticut Community Colleges
Board of Trustees
Community-Technical Colleges

61 Woodland Street
Hartford, CT  06105

860.244.7600 phone

860.566.6624 fax

www.commnet.edu
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THE Role

of the

Health Career Advisor
USDOL Community-Based Job Training Grant

Career Pathways Initiative in Nursing and Allied Health 

Grant Overview

▫
$2.1 million for three years (November 1, 2005-October 30, 2008) from the United States Department of Labor to the Connecticut Community College system with Manchester Community College as the fiscal agent

▫
The Initiative targets high growth/high demand healthcare industry—growth rates in healthcare occupations are among the highest in the state with shortages in a number of healthcare occupations projected to reach crisis levels during the next 15 years

▫
Primary goal of the Initiative is to produce a higher rate and number of graduates in Nursing and Allied Health by:

· Increasing instructional supports
· Enhancing curricula
· Targeting and enhancing academic and career counseling 

· Improving the academic readiness (i.e. math/science skills) of students entering the allied health pipeline
▫
The Initiative also creates an opportunity to advance strategic partnerships in industry, education, Workforce Investment Boards (WIBs), hospitals, Area Health Education Centers (AHECs) and other partners
▫
Targeted Degree Programs at the Community Colleges:

· Nursing

· Radiological Technology

· Respiratory Therapy

· Medical Assistant

· Physical Therapy Assistant
▫
Grant funds will support Allied Health Academic and Career Advisors, tutoring and online tools (eTutor and ePortfolio)
▫
Targeted general education disciplines for tutoring: mathematics, science and English 

▫
A one-year system-wide Allied Health Certificate program will be developed to improve the preparation of students entering the allied health fields  

▫
State-wide marketing materials will be developed, and high school and One-Stop Career Center counselors will be provided with information on nursing and allied health career pathways, programs offered by the Colleges, and the math and science skills needed for allied health

USDOL Community-Based Job Training Grant

Bridges to Health Careers Initiative

Grant Overview

▫
$2.174 million over a three-year grant period to the Connecticut Community Colleges with Manchester Community College as the fiscal agent

▫
Builds upon and expands partnerships and structure from the Career Pathways Initiative in Nursing and Allied Health by extending capacity building efforts to the Community College certificate programs
▫
Targets educationally underserved and non-traditional students

▫
Goal:  increase completion rates in healthcare certificate programs (by 921) and open pathways to degrees and higher-wage jobs 

▫
Eight Targeted Certificate Programs:
· Certified Nurse Aide

· Emergency Medical Technician (EMT)
· Phlebotomy Technician

· EKG Tech

· Pharmacy Technician
· Medical Coding and Billing Specialist

· Patient Care Technician
· Dental Assistant

▫
Estimated impact:  2,752 students participating in allied health continuing education certificates over the course of the grant

▫
Healthcare Career Academy—connecting continuing education (CE) and degree programs across the 12 colleges into a seamless allied health continuum and set of flexible career pathways that are accessible to both traditional and non-traditional students

▫
Tuition assistance, academic and social/emotional support to CE certificate students

▫
Permanent capacity-building investments in CE divisions including:

· Improved process and tools for advising to increase migration rate from noncredit to degree programs

· Stronger connections to degree programs

· Curriculum enhancements--new on-line courses and curriculum materials

· Enhanced developmental skills modules within programs

· Staff in-service training--teaching and supporting non-traditional students

· E-tutoring for certificate students 

▫
Three additional Health Career Advisor positions partially funded by WIBs
▫
Increase in early use of assessment tests

▫
Create pilot distance learning modules and expanded use of clinical simulations 

▫
Connecticut Community Colleges’ data collection systems expansion to track certificate-seeking students across enrollment, completion, job placement and job retention

Connecticut Community Colleges

Job Description

Health Career Advisor
Date Approved: May 2007

The 12 Connecticut Community Colleges received two U.S. Department of Labor (US DOL) grants, “Career Pathways Initiative in Nursing and Allied Health” and “Bridges to Health Careers Initiative.” The purpose of the grants is to increase the number of students completing targeted associate degree and certificate programs in healthcare programs to meet Connecticut’s healthcare workforce needs. Both projects seek to improve retention and credentialing rates by providing student academic and support services and building capacity in the Connecticut Community College system. The 12 Community Colleges will partner with hospitals and healthcare organizations, Workforce Investment Boards and education. 

Position Purpose
The Grant Partnership Coordinator/Health Career Advisor will be responsible for conducting outreach and training activities to build awareness of healthcare career training programs in Connecticut and providing assessment and advising services for students interested in pursuing healthcare careers. 

Supervisory and Other Relationships
The Health Career Advisor will report to the Grant Project Director. Leadership and guidance will be provided by the Grant Project Director. The grant project is organized around a Management and Policy Oversight Committee that will maximize the planning, accountability and outcomes through five work groups:  1) Recruitment and Preparation, 2) Curriculum Enhancement, 3) Retention and Credentialing, 4) Job Placement and Career Retention and 
5) Healthcare Career Academy. Work groups are comprised of representatives from colleges and partners. The Health Career Advisor will be responsible for interfacing and coordinating with the assigned Workforce Investment Board and the community colleges in that region. 

Major Accountabilities
The Health Career Advisor is accountable for contributing to the successful operation of the Career Pathways Initiative in Nursing and Allied Health and the Bridges to Health Careers Initiative through effective performance in the following functional areas:

· Regional marketing efforts

· Communication with partners

· Assessing and advising students

· Instructing guidance and career counselors

· Academic readiness of students

Examples of Essential Duties and Accountabilities
The following examples of duties and accountabilities illustrate the general range of tasks assigned to the position but are not intended to define the limits of required duties. Other essential duties may be assigned consistent with the general scope of the position.

A. Regional marketing efforts--The Health Career Advisor is accountable for providing effective marketing initiatives by:

· Creating electronic and printed statewide and regional marketing materials to support nursing and healthcare pathways and building awareness of programs in Connecticut

· Assisting with allied health career fairs

· Conducting presentations about health careers and pathways at One-Stop Career Centers, K-12 and Adult Education sites and hospitals and other healthcare employers

B. Communication with partners--The Health Career Advisor is accountable for promoting open communication by:

· Coordinating activities that will facilitate maximum effectiveness and utilization of grant resources

· Serving as the liaison between the assigned Workforce Investment Board, community colleges, public schools, state Department of Education and targeted employers

C. Instruct guidance and career counselors--The Health Career Advisor will support guidance and career counselors by:

· Developing processes which emphasize healthcare and nursing in coordination with the Workforce Investment Boards, community colleges and One-Stop Career Centers

· Developing training resources for middle school, high school and One-Stop Counselors on nursing and healthcare career pathways and available training programs in Connecticut

· Conducting appropriate training sessions for counselors

D. Academic readiness of students--The Health Career Advisor will be responsible for promoting the academic foundation necessary for a nursing or allied health education by:

· Promoting academic preparation in math, science and English in K-12 education systems, adult education and One-Stop Career Centers 

· Integrating online learning tools to provide a comprehensive approach to nursing and allied health preparation

· Using assessment tools to advise students about appropriate healthcare careers 

Professional Participation and Development
The incumbent is expected to maintain current in the position’s required fields of professional expertise and competencies. The incumbent is required to maintain complete confidentiality of student records and other information of a confidential nature.

Qualifications
Incumbents are required to have substantial demonstrated knowledge and abilities in these areas:
· Experience in or knowledge of healthcare fields and/or career pathways preferred

· Relevant experience in higher education, preferably to include community colleges

· Effective interpersonal skills

· Effective oral and written communication skills

· Experience in training and/or outreach activities preferred

· Experience in marketing preferred

· Ability to work effectively with diverse audiences

These skills and abilities typically are acquired through a combination of education, training and experience.

· Bachelor’s degree in counseling, education, health, human development or a related liberal arts or professional field and one (1) year experience; master’s degree preferred

Work Environment
The Health Career Advisor will be required to travel to all the CT Works One Stop Centers in the assigned workforce investment area, Connecticut community colleges and other sites. The position requires the ability to drive or to arrange for alternate transportation. Reasonable accommodation will be made for physical limitations.
Specific Duties of the Health Career Advisor

The five Health Career Advisors, located throughout the five workforce investment areas, will help clients navigate through the allied health educational and service continuum and will write individual education and career pathway plans. (See Appendix A for sample form). Advisors will hold a thorough knowledge of system-wide health career options and serve as a resource to all One-Stop clients as well as the public. Three ways in which the advisors will complete these tasks will be through the Health Careers Orientation, the HOBET Assessment, and one-to-one advising sessions. 
Health Career Orientation
Each workforce investment area will require all One-Stop Center clients who are interested in a healthcare career to attend the Health Careers Orientation. This session introduces the many career options within healthcare and is designed to give each client the information he/she may need in order to make better choices. All sessions are tailored for the specific region and are conducted at the regional One-Stop Centers and are also open to the public. Non-One-Stop Center clients are asked to complete the free registration process before attending the session. One-to-one orientation appointments are not common but are made on an as-needed basis.

HOBET Assessment
The Health Occupations Basic Entrance Test (HOBET) strives to support clients academically by providing diagnostic information about their basic academic and processing skills. The entrance test is not designed to keep clients out of school, but rather, it is designed to help the client identify which of  his/her academic skills must be sharpened before he/she can begin an advanced education.  There are seven components to the assessment; it is three hours in length and it is based on a 10th grade completion level.  The HOBET is conducted at the regional One-Stop Centers and community colleges. At the One-Stop Center locations, the HOBET is both mandatory and non-mandatory in many parts of the state due to regional workforce investment area decisions. 
Each client who finishes the HOBET assessment receives a one-to-one career advising session with the Health Career Advisor. The client will be given a career advising reminder card from the Health Career Advisor, which lists the location, date and time of their advising session. The client’s acceptance of this card serves as a confirmation of their advising session.  This session is designed to give the client an opportunity to go over his/her results and receive guidance in their quest for academic training. The client will receive an advising packet filled with their results as well as other great supplementary information. All services that come with the assessment are the same for all testing locations. 
Seven Parts of the HOBET Assessment
1. Basic Math Skills

2. Reading Rate

3. Science Reading Comprehension

4. Test-Taking Skills

5. Stress Profile

6. Social Interaction

7. Learning Styles

The Three-Step Process for Health Career Advisors
1. Conduct Health Career Orientations


~ Take & record attendance in Excel data system

2. Conduct HOBET


~ Take & record attendance in Excel data system


~ Give career advising reminder card to client
3. Conduct Career Advising Sessions


~ Record session in Excel data system
The Three-Step Process for Each Client
1. Attend a Health Careers Orientation 


~ Located statewide through the regional One-Stop Centers

2. Sign up & take the HOBET


~ Located statewide through the regional One-Stop Centers & Community Colleges

3. Participate in a career advising session using the data given by the HOBET

~ Client will be advised about appropriate paths to take in order to start training
Note:
Some advisors will be encouraged to share results and other important data with the client’s Case Manager (Employment Specialist). Employment Specialists are the case managers assigned to One-Stop clients who are seeking training funds from the Workforce Investment areas. Relationships with Employment Specialists will be established regionally on an as-needed basis. Upon working with the Employment Specialists, you will also record client attendance in the CTWorks, CT Workforce Investment area data systems, as well as the Excel database you maintain.
Outreach Services
And

Assessment

Orientation to Healthcare Careers

Two-hour Presentation 
Preparation Outline

Step 1: Design intake form for participants to fill out 

Step 2: PowerPoint Template (See Appendix B.)
Welcome/Presentation Objectives

Nursing and Allied Health Programs throughout the State

· Nursing and allied health programs available within the state of Connecticut
(specifically the Community Colleges and other agencies in your assigned region) 

· Cover both certificate and associate degree programs

· The Area Health Education Centers’ (AHEC) H.O.T Guide

· Website resources relating to healthcare programs

· Discuss Frequently Asked Questions (FAQs)
High Growth/High Demand Healthcare Need for Professionals

· Facts and figures about the high demand/high growth need for professionals in healthcare and its benefits

· CT Department of Labor information on healthcare professions and their growth expectancy

· Suggestions for Exploring Health Careers

· Qualities of Healthcare Providers
· What are the client’s choices/options?
· Address the importance of entering the healthcare field

· Share current job descriptions and use role playing to give examples

· Discuss skill standards needed for the healthcare field

· Explain level of commitment needed to successfully finish program and excel in the workplace
Salary and Job Placement Opportunities

· Give salary information for different healthcare professions

· Prospective employers and job sites 

· Provide job search tools (such as CT Job Bank & Careerbuilder.com)

Health Occupations Basic Entrance Test (HOBET)

· General overview of the exam. (Cover the seven components)
· Explanation of the exam and its relevance to their case manager
· The seven components of the exam and time intervals for each section
· Three-hour exam
· Rules and regulations (e.g..,. no cell phones, arriving early, etc.) 
· Results and exam interpretation along with counseling and advising opportunities 
· Steps to take after the HOBET exam 
Financial Aid Assistance

· FAFSA Financial aid availability for credit programs and how to apply
· Grant and loan opportunities (i.e. Pell Grants)
· Financial assistance through One-Stop services (WIA/JFES)
· Financial assistance through Allied Health Grant #2, Bridges to Health Careers
Supply Contact Information
8 Tips on Presenting

Here are helpful tips for giving a presentation:
Tip #1: Introduce yourself properly
Before beginning a presentation, introduce yourself to your audience. What is your name? What do you do for a living? Why do you want to talk to us about your subject? How can we contact you? Does your company/organization have a web site?
Tip #2: Make eye contact
Bear in mind that the audience came to see YOU. With that being said, PLEASE acknowledge this fact by at least looking at your audience. Don’t stare at the ceiling, the floor or the walls. Try not to stare at your PowerPoint slides as well. This takes practice, but the resulting impact on your audience is well worth the effort!

Tip #3: Talk with a smile
The human being is the only living being in Earth that can smile to express different emotions. There are hundreds of muscles and nerves that are being contracted when you smile. Yet it doesn’t hurt. In fact, smiling at an audience changes the atmosphere. 

Tip #4: Move around a little
The platform is yours, and you should feel free to walk on it so the whole audience can have a chance to feel your presence and to see you. Don’t stay near the computer just because you want to be there for clicking that button to go to the next slide. The computer is just a tool. Be sure to express high levels of energy and engagement throughout the presentation. Once participants get bored, you could spend the rest of your time trying to catch their attention again.

Tip #5: Carefully prepare your presentation
Take the necessary time and resources to prepare your material; watch out for grammatical errors, which can compromise your credibility.  Don’t go overboard with the information for a slide. Just like a good class design, your slide should be highly cohesive. What is your intent for a given timeframe? That answer should be reflected on your slide. Remember that participants will look at the slides to complement the vision or your intent, not to get a second understanding of what you just said. Another thing that is important to do is to make copies of the PowerPoint presentation available to everyone. That way, the audience can focus on you in a more relaxed manner because they know that your presentation is there for them to look at anytime.

Tip #6: Anticipate obvious questions that could arise, and prepare your answers
If your audience is at all interested in your subject, you can be sure that some people will ask you questions about it. For this, I like to imagine myself as part of the audience and see another projection of myself giving a talk. What kind of question could I ask the speaker right about now? Maybe something I said wasn’t clear or needed an example to better complete the picture. If participants are not eager to ask questions, you could ask a few to get the ball rolling. For some abstract or complex subjects, you can try answering some questions related to the 5Ws (Who? What? Where? When? Why? How?). You can also ask a friend what he thinks about your material. Prior feedback is always a good thing!

Tip #7: It’s okay to admit that you don’t know it all* 
This one is simple, but very hard to act on. If you are asked a question which you are unable to answer, just say these three little words: I don’t know. It doesn’t mean that you are completely ignorant. It just means that you don’t know. Don’t sacrifice your credibility and your professionalism by risking an incorrect answer or solution.

*However, do not use this as an excuse to come unprepared.

Tip #8: Have a Plan B in case something goes wrong
Prepare a second plan (or more) in case things don’t go as intended. For example, if you’re modifying a slide in front of your audience and your system crashes, you shouldn’t take time out of your presentation to fix the problem. You will lose your audience!!! Just scrap the slide and use the duplicate that you have as a backup.

This information was influenced by brianonsoftware.com

http://www.brianonsoftware.com/2007/03/16/8-simple-tips-to-improve-your-presentation-skills/
Each presenter has their own style and way of communicating. This process is an adventure and may take time to develop to the skill level you desire. Motivate yourself and aim for the best.  

Good Luck Presenting!!!!!!!!!!

Website Resources for Healthcare Programs

Connecticut Community Colleges 

www.commnet.edu
Connecticut Community Colleges – Health Careers Exploration

www.commnet.edu/healthcare
Connecticut League for Nursing

www.ctleaguefornursing.org 

Connecticut Technical High School System
www.cttech.org
Explore Health Careers

www.explorehealthcareers.org
Health Careers in Connecticut – CT AHEC

www.healthcareerinct.com
Middlesex Community College – Health Career Information

http://www.mxcc.commnet.edu/allied_health/index.htm
U.S. Department of Labor

www.careervoyages.gov
[image: image7.wmf]



Orientation to Healthcare


When:
December 3, 2007

Where:
Three Rivers Community College/Continuing Education


Thames Campus, Room 204A


574 New London Tpk.


Norwich, CT  06360

Time:
5:00 – 7:00 pm

All prospective and current non-credit students interested in an allied healthcare career are welcome to attend this free open house!

Each of the continuing education healthcare programs will be discussed in detail, including:

· Certified Nurse’s Aide

· Patient Care Technician

· Practical Coding and Reimbursement

High growth & high demand career opportunities in healthcare, salary & job placement opportunities, and financial aid will be focal points of discussion.

All participants will be eligible for career advising with the Health Career Advisor and Allied Health Instructors.

For general questions about Three Rivers Community College non-credit programs or to attend the Orientation to Healthcare, please contact the Continuing Education Office at 860-000-0000. 

Come and find out if a Healthcare Career is right for you!

Health Careers Orientations


Norwich CTWorks Office

Willimantic CTWorks Office
Tues., Dec. 11, from 10:00 – 12:00
Wed., Dec. 12, from 10:00 – 12:00


New London CTWorks Office

Danielson CTWorks Office
Tues., Dec. 18, from 1:00 – 3:00
Thurs., Dec. 20, from 2:00 – 4:00

During these sessions you will learn about:

· High Growth/High Demand Career Opportunities in Healthcare

· Nursing & Allied Health Programs throughout Eastern Connecticut

· Health Occupations Basic Entrance Test (HOBET)

· Salary and Job Placement Opportunities

· Financial Aid Assistance

All participants are eligible for an individual career advising session with the Health Career Advisor.

For more information about these sessions, please contact:

John Doe, Health Career Advisor, Eastern Connecticut


Office:
860-123-4567
Cell:
860-123-4567

Email:
jdoe@commnet.edu
To enroll in one of these sessions, please call or sign up at the front desk.

	Orientation to Health Careers Intake Form

	Date:

	
	 

	Client Information - Please Print
	
	 

	Name (first and last):

___________________________________
Address:

___________________________________
City:

___________________________________
Telephone Number:

___________________________________
Alternate Telephone Number:

___________________________________

	
	Last 4 digits of SS #

_______________________________
E-mail Address:

_______________________________
Career Interests:

_______________________________
_______________________________
_______________________________
_______________________________
Are you interested in taking the HOBET? (please circle one)
 

 YES            NO           I'm not sure


  

	HOBET Schedule

	Choose the date that works best for you
	First

Choice
	Second Choice

	
	 
	 

	
	 
	 


   
	  Comments

	

	Signature

	I understand that this information will be filed as a record. I give permission for this information to be released to appropriate parties when providing assistance to me. 

 

Please sign your name.

__________________________________________        ______________________

Client                                                                            Date



	Tunxis C.C. HOBET Registration


   

Testing Date: Wednesday, July 18, 2007
	Please check all that apply:


	[image: image2.wmf]I will receive funding through the 

      Workforce Investment Act (WIA)
	[image: image3.wmf]I am looking for ways to receive funding


	[image: image4.wmf]English is not my first language
	[image: image5.wmf]I am interested in receiving career advising


	Contact Information



	Name: ________________________________________________________

Address: _____________________________________________________

City/Zip Code: ________________________________________________

E-mail Address: ________________________________________________
Telephone Number: _____________________________________________
Cellular Phone Number: __________________________________________



	Comments


HOBET

Health Occupations Basic Entrance Test
7 Parts

Information retrieved from HOBET proctor manual
Essential Math Skills – 60 minutes
Basic arithmetic is a sequential dependent process. The HOBET carefully evaluates each student’s ability to sequentially perform basic operations for general mathematics through basic algebra. Performance on this section is based on math skills mastered by the tenth grade of high school. An individual who scores 80% or better on the total math section will probably have no problem dealing with the mathematics needed in a health occupations program.

Reading Comprehension – 30 minutes
The HOBET reading sections are at a tenth grade level of difficulty for both vocabulary and sentence syntax. This reading ability is considered the normal adult reading level for college applicants. A student who scores well on this subset should have no difficulty reading college-level material. A student who does poorly on this subtest will probably be unsuccessful with assigned science reading. There are three reference levels of reading aptitudes, which are frustration, instructional, and independent. The frustration level includes students who encounter difficulty in reading college textbooks, especially texts heavy in science content. The instructional level consists of students who should be able to effectively read assigned textbooks with assistance from faculty lectures. Lastly, the independent level includes students who should be able to successfully read assigned textbooks without the benefit of lectures.

Reading Rate – 1 minute
The normal rate of reading for the adult learner with at least a tenth grade reading ability is between 200 and 450 words per minute. The average student should be reading at least 225 words per minute. If a student is reading above 450 words per minute and establishes a low reading comprehension score, the student may be reading too fast. 

Test-Taking Skills – 20 minutes
The HOBET measures ability to use test-taking strategies when taking objective, essay and standardized exams. One of three proficiency levels in test-taking strategies is assigned to each student who completes the HOBET. The frustration level suggests inadequate preparation in expected test-taking skills for teacher-made and standardized tests. This student will encounter difficulty in successfully completing exams, especially multiple choice and true/false questions. The instructional level demonstrates acceptable mastery of test-taking strategies. The independent level demonstrates sophistication in test-taking skills.
Stress Level – 12 minutes
This inventory produces a self-perceived stress profile for five important areas in personal coping. High scores on this profile will indicate areas of personal stress which may cause difficulties for students as they progress through college.

Social Interaction – 10 minutes
This inventory provides insight into the passive/aggressive skills of an applicant. It is important for students to learn how to work within a group structure while striving for individual success. 
Learning Style – 20 minutes
While the learning styles of most students are a blend of all learning approaches, most students have very distinctive learning preferences. When the teaching/learning environment attends to the learning style preferences and strengths of the students, learning is enhanced, achievement goes up, and frustration comes down.

HOBET Testing Processes

HOBET Steps:

1) Sign In

It is helpful to bring a sign-in sheet with you on test day so you know who shows up. Including a space for the type of healthcare training the client is looking for will be useful later on to tailor your suggestions during advisement after test scores come back.
2) Pre-test Orientation

About 5 minutes before test time, you may want to talk to the folks in the room to get a sense of what they are looking for and to try to make sure they know what to expect when they take the HOBET.  Since many clients are registered by their Employment Specialist, they may not understand what they are about to do.  It may be helpful to clients if you provide a brief introduction to the seven sections and what each section measures.  
3) Answer Sheet 

Once you close the door and tell the receptionist that no more clients may be admitted into the test, go over the top part of the answer sheet.  It’s pretty basic:  name, address, social security number, test form (edition, copyright), and optional demographic information.

4) Test Begins 
Test time runs about three hours, including break and test instruction.
a) Section 1 – Math (60 minutes)

b) Section 2 – Social Interaction (10 minutes)

c) Section 3 – Stress Level (12 minutes)

d) *Break – 10 minutes 
e) Section 4 – Learning Style (20 minutes)

f) Section 5 – Reading Rate (1 minute)

g) Section 6 – Reading Comprehension  (30 minutes)

h) Section 7 – Test-taking Skills (20 minutes)

*HOBET creators suggest a 10-minute break, but if clients want to continue, that is acceptable.
5) Test Completed
Once all tests are in, enter information from the top of the score sheets into an Excel spreadsheet.  Look through the tests to make sure they look okay to run through the machine for scoring (basically looking out for any crazy bubbling in of answers that might cause a problem).

6) Mail Out Test Sheets

Complete the proper ERI form for mailing out the tests, add it to the answer sheets and mail all out to be scored.  

7) Test Scores Come In

You may choose either e-mail or mail-in results.  E-mail results are quicker, taking about five to six business days.

8) Advising Form 

Please see “HOBET Assessment Advising Form” on page 26.
9) Calling Clients 

Once you receive scores and have completed the advising forms, call the clients to set up advisement appointments.  Aim for a two-week turnaround time or less.
10) Advising

This is a learn-as-you-go process with the CT Works offices and the clients, so be ready for anything.  

Based on methods used by Erika Lynch, New Haven Health Career Advisor

(Gateway Community College & Workforce Alliance Board)

Career advisement

HOBET Assessment Advising Form

Name:

Advising Date:

Test Date: 

Categories



           Scores

< Essential Math Skills (Overall Score):
% 

*Whole Numbers:


%

Decimal Operations:


%


Fraction Operations:


%

Percentage Operations:

%


Number System Conversions:

%


Algebra Equations:


%
* For Certificate healthcare training programs, the whole number score is most relevant.
< For Associate Degree healthcare programs, a minimum of 80% in Essential Math Skill is needed.
Reading Comprehension:
Frustration Reading Level – suggests that textbook reading in a health occupation program would be difficult.  


OR


Instructional Reading Level – suggests that you will be able, with assistance from the lectures, to effectively read textbooks in health occupations.

Reading Rate:
### Words per Minute 

Instructional level is 200 words per minute 

Instructional suggests that with assistance from lectures, student can effectively read.

Critical Thinking Appraisal: The three areas evaluated: 

Inferential Reading

Refers to the ability to develop a conclusion from facts or premises.
Main Idea of the Passage

Picking out the main idea of what is read. 


Predicting of Outcomes 

Predicting overall conclusion of the story. 
Test-taking Skills: 
Instructional Test-Taking Skills – good test-taking skills, but it would not hurt to take a test-taking workshop to polish skills. 


OR


Frustration Level Test-Taking Skills – suggests that you will have difficulty moving through tests effectively.


~ Stress Level:
Your stressors in order from highest to lowest:


Money/Time
%

Family
%

Academic
%

Social 
%


Work Place
%

~ Indicators of stress over 50% should be evaluated before beginning a healthcare program.



Social Interaction Profile:


*Aggressive
%


+Passive 
%

* Being aggressive associates best with being assertive, which is to speak or act in a manner

    that compels recognition, especially of one's rights.
+ Being passive means to tend to not take an active or dominant role.  
^ Learning Styles:
Your learning preferences in order from highest to lowest:

Solitary Learner
%

Visual Learner
%

Oral Dependent Learner
%

Social Learner
%

Auditory Learner
%

Writing Dependent Learner
%

^ Please refer to learning style handout for further explanation.
Strengths:  

Weaknesses:


Suggestions:

Pre-Basic Level: Must be accomplished before beginning a healthcare training program.
Your current options are as follows:

Basic Level:  Next step to follow after pre-basic training is complete. (when applicable)

Options are as follows:

Intermediate Level: After basic training and some work experience.
Options are as follows:

Advanced Level: Future possibilities.

Options are as follows:
For more information about health careers, visit: http://www.mxcc.commnet.edu/allied_health/pa.htm

Levels of Recommendation
Each client that completes the HOBET will receive one of four recommendations suggesting the best action plan for them as they pursue higher education. The intention is not to deny a client for academic training, but rather give them advice that will guide them towards strength they will need in order to succeed in an academic program. The current level of recommendation is always in bold and outlined as the pre-requisite to all other levels. Clients are directly recommended into one of these levels, but are also given options to consider in the future for all other levels. 

Pre- Basic Level

Must be accomplished before beginning a healthcare training program

This level is designed for those who score low in reading comprehension, critical thinking, and/or overall math skills. Academic foundations in these academic areas are a key factor for success. Someone who scores weak in these areas will be referred to Remedial Courses, ESL training, Adult Education Centers, or tutors at the local library before pursuing any type of academic training.

Basic Level

Most common level of placement or next step to follow after pre-basic training is complete

This is the basic level for those who score satisfactorily in reading comprehension, math, and critical thinking. The individual’s scores may not be in the top percentile, but he/she possess the skills to pursue a basic certificate program without remediation.  This is usually the most popular placement level. Client’s who score in this level should only be referred to certificate programs, anything higher may be a challenge (i.e. CNA, PCT, and EMT). This decision should be made on a case by case basis.

Intermediate Level

After basic training or some work experience

This is the mid-level for those who score very well on the assessment. These individuals have very strong reading comprehension, math and critical thinking and in most cases have some healthcare work experience. The skill exhibited at this level allows the individual to consider a comprehensive certificate program as well as basic (i.e. Medical Assisting, Dental Assisting, and Mental Health Assistant).

Advanced Level

Future possibilities

Individuals that place at this level are ready for direct placement into a comprehensive degree program. Completion at this level shows that the client scored the highest level possible in math, reading comprehension, and critical thinking, thus making him/her capable of completing a rigorous program.
Learning Styles – Definitions

Auditory Learner is a person who learns from hearing words spoken.  You may vocalize or move your lips as material is read, particularly when you are learning new material.  This type of learner is better at understanding and remembering words or facts by hearing them.  Lectures for you will be one of the best ways for you to learn.

You may benefit from using a tape recorder to record lectures for review, by teaching other students or by talking with the instructor.  Interaction with other students on the related material will help you process new information.

Teaching Techniques:

Audio Tapes

Lectures

Class Discussion

Visual Learner is a person who learns from seeing words in books, on the chalkboard, charts, movies, videotapes, etc.  You may even write down words that are given orally in order to learn by seeing them on paper.  You tend to remember and use information better if given a chance to read it.

You will need time alone to read material before class, and you may also benefit from using a tape recorder to record lectures to help create better notes.  Written material is the best way for you to process new information.

Teaching Techniques:

Books

Worksheets & Workbooks

Social Learner is a person who strives to study with at least one other person and will not get much accomplished when studying alone.  Others’ opinions and preferences are valuable to you.  Group interaction for you increases learning and later recognition of facts.  

Teaching Techniques:

Study Groups

Team Projects

Solitary Learner is a person who gets more work done alone and thinks best and remembers more when learning alone.  You tend to care more about your own opinions than for the ideas of others.  

You will want to use the library to study, if possible, and try to avoid group study.  Group projects will be distracting, and you will want to avoid group learning as well.

Teaching Techniques:

Study needs to be alone in a quite place

Oral-Dependent Learner is a person who speaks fluently, comfortably, and seems able to say what he/she means.  After talking to you, a teacher may find that you know more than paper/pencil tests have shown.  You’re probably not shy about giving reports or talking to the instructor or classmates.  The muscular coordination involved in writing may be difficult for you.  Organizing and putting thoughts on paper may be a slow and tedious task.  As a result, written work (reports, themes, care plans, etc.) may appear carelessly done or incomplete.

You will do well in a class where reports and tests are given orally in front of the class.  Your written work may not reflect your knowledge of the material, and you may need to find alternative ways to present your knowledge.

Teaching Techniques:

Oral Reports

Writing-Dependent Learner is a person who learns best by experience and a combination of stimuli.  The manipulation of material, along with sight and sound, will make a big difference to you.  You will seek to handle, touch, and work with what is to be learned.  You tend to write fluent essays, care plans and good answers on tests to show what has been learned.  You may feel less comfortable, perhaps even stupid, when asked to give oral answers.  Thoughts are better organized on paper than when given orally.
You will need more than your required reading to get through your class.  Clinical and group study will enhance your learning.  

Teaching Techniques:

Reading

Writing – notes, handouts, and maybe even a journal

Externship – clinical, workshops, or anything where you are

interactive in your future working environment

	
	

	
	

	
	

	

	

	
	



Career Advising Packets

Handouts

Many handouts were found on www.howtostudy.com and www.careerbuilder.com

WHERE TO STUDY
WHEN TO STUDY

HOW TO HANDLE THE REST OF THE WORLD!

Advice: As you read the following tips, underline, circle or otherwise note the suggestions you think

you can use. Pick two or three techniques to use now. When they become habits and you do them

automatically, come back to this article and pick a few more.

WHEN TO STUDY

1.
Find out how you use and misuse your time before making any changes.

2.
Plan two hours of study time for every hour spent in class.

There are exceptions, but this is a good general rule. Students making the transition from high school or community college are often unaware of the increased workload expected of them. The benefits of following the rule will be apparent at exam time.

3.
Study difficult (or boring) subjects first.

If your chemistry problems put you to sleep, get to them first, while you are fresh. Most of us tend to do what we like first, yet the courses we find most difficult require the most creative energy. Save the subjects you enjoy for later.

4.
Avoid scheduling marathon study sessions.

When possible, study in shorter sessions. Three three-hour sessions are far more productive for most students than one nine-hour session. When you do study in long sessions, take a planned break every hour. Work on several subjects and avoid studying similar subjects back to back.

5.
Be aware of your best time of day.

Many students learn best in daylight hours. Observe yourself and, if this is true of you, schedule study time for your most difficult subjects when the sun is up. The key point is to determine your best learning time. If early morning doesn't work for you, find out what time is better.

6.
Use waiting time.

Five minutes waiting time for the bus, 20 minutes waiting for the dentist, 10 minutes between classes--waiting time adds up fast. Have short study tasks ready to do during these times. For example, carry 3x5 cards with equations, formulas, or definitions and pull them out anywhere. Also, use time between classes or breaks during work to review class notes or notes on reading. A solid review of a lecture can be completed in 15 minutes, and even five minutes can be valuable if you are prepared.

7.
Keep a calendar for the semester.

Keep track of all your assignments, tests, and papers.

8.
Make a weekly to-do list of important tasks and assignments that you need to complete.

Be sure to prioritize the list and to do the most important tasks first.

WHERE TO STUDY

1.
Use a regular study area.
Your body knows where you are. When you use the same place to study, day after day, your body becomes trained. When you arrive at that particular place, it will automatically sense that it's time to study. You will focus your concentration more quickly.

2.
Don't get too comfortable.

Put yourself into a situation where your mind is alert.

3.
Use the library.
Libraries are designed for learning. Entering a library is a signal to your body to quiet the mind and get to work. Most students can get more done in a shorter time at the library.

4.
Set up study groups.
A study group doesn't take the place of individual study, but it forces you to articulate concepts and makes a review more fun and productive. It also helps keep your review on schedule and avoid procrastination.

HOW TO HANDLE THE REST OF THE WORLD

1.
Pay attention to your attention.

Breaks in concentration are often caused by internal interruptions; your own thoughts jump in to tell you another story about the world. If this happens too often, perhaps you need to find a different study time or place.

2.
Agree with living mates about study time.

This includes roommates, wives, husbands, parents, and/or kids. Make the rules clear and be sure to follow them yourself. Make explicit agreements, even written contracts. Hang a "do not disturb" sign on your door. One student always wears a colorful hat when he wants to study. When his roommates see the hat, they respect his wish to be left alone.

3.
Avoid noise distractions.

Don't study in front of the TV. Turn off the stereo. Many students insist that they study better with music, and that may be true. Some students have reported good results with carefully selected and controlled music. The overwhelming majority of research indicates that silence is the best form of music for study.

4.
Notice how others misuse your time.

Be aware of repeat offenders. Ask yourself if there are certain friends or relatives who consistently interrupt your study time. If avoiding them is impractical, send a clear (but gentle) message. Sometimes others don't realize they are breaking your concentration.

5.
Get off the phone.

You don't have to be a telephone victim. Try saying, "I can't talk right now, I'm studying" or leave your answering machine on. Or avoid the whole problem by studying at the library.

6.
Learn to say no.

This is a valuable time saver for students, and a valuable life skill. Many people feel it is rude to refuse a request. Saying "no" can be done effectively and courteously. Others want you to succeed as a student. When you tell them that you can't comply with a request because you are busy educating yourself, 99 percent will understand.

Adapted from: Becoming a Master Student, by David Ellis. (College Survival, Inc. 1984)
MOTIVATING YOURSELF
PRACTICAL SUGGESTIONS
1. Spend time studying every day so the work does not pile up. 
2. As soon as you get an assignment. do some work on it right away.
3. Keep the momentum up.
· Don't start a project and then put it down for too long.
· Make sure you work on the project a little each day.
· Break big tasks into smaller tasks. 

· Make the small tasks accomplishable in a reasonable amount of time. 

· Mark off when you have accomplished each sub-task to show yourself your progress. 
· Every time you sit down to study, set a minimal goal and accomplish it. 
· Don't expect your initial efforts to be your final efforts. 

· Allow yourself the time to just get your ideas and thoughts down without having to make them pristine the first time. 

· Take the pressure off of yourself to get it perfect the first time, and you will be less reluctant to begin. 
· Reward yourself AFTER (not before) the study session by doing something pleasurable. 
· If you get stuck on an assignment, ask for help from an instructor, peer or tutor. 
· Always study when you are alert and plan study sessions during your ON hours. 
· Use Relaxation Exercises to put yourself into a positive mood before studying. 
· Make sure your study area and materials are accessible and organized. 

· Don't use cleaning as a means to procrastinate. 

· Always keep your study area and materials organized.
· Set aside some time each day to generate your "To Do" list for your next study session. 
These suggestions are adapted from Study for Success by Meredith D. Gall, Ph.D., with Joyce P. Gall, Ph.D.
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Managing Stress as a College Student
Good Stress, Bad Stress
Take a look at your napping cat (or dog).  That’s the picture of a stress-free life, and it’s probably not the life you aspire to.  Stress is the engine behind your ambition; it’s what got you where you are today.  Most of us perform at our best when we have a moderate amount of stress; it’s only when there’s too much stress that our bodies and minds begin to suffer.  

 

Turning the Heat Up or Down
Your goal in managing your stress is to use stress to your benefit.  That means monitoring your stress level and then either turning it up a notch or turning it down. If you’re slacking off at the start of the semester, increase your stress level by reminding yourself of the huge quantity of material you have to learn.  Later on, pull back on your stress by using some of the strategies listed below.

Symptoms of Excessive Stress
· Physical symptoms can include:  headache, stomachache, insomnia, muscle tension, a loss or increase of appetite, irregular heartbeats, etc.  

· Emotional/mental symptoms can include:  feeling overwhelmed or defeated, being irritable, crying often, having poor concentration and memory, etc.  

· Some people seek an escape valve for excessive stress by turning to alcohol or drugs (or other harmful behavior).

Strategies for Reducing Excessive Stress

 

Identify & Eliminate Some of the Stressors
· You can’t eliminate the biggest stressors in your life (the next exams coming up), but eliminating some of the smaller stressors can make is much easier to deal with the big issues.  Think hard about what the little stressors might be and try to eliminate some of them. 

· For example, if your commute is adding to your stress, move closer to campus next semester.  If a friend is calling too often, screen his/her calls.  If your pet is making you feel guilty because you’re neglecting him/her, ask a family member to “adopt” the pet for the semester. 

· If you’re feeling guilty because you’re not fulfilling your obligations to family, friends or organizations, discuss this with the people involved.  You might want to tell friends or organizations that you will be back in touch with them during semester break.  
Talk to Yourself

· Put things in perspective by bringing things down to size and reminding yourself of the reality of your situation.  For example, you might tell yourself, “I just have an exam coming up; there are people who were diagnosed with lung cancer today, and I’m not one of them.” 

· If you received a low grade on an exam, tell yourself that most students graduate from UIC with a low grade or two. 

· If you feel like you have way too much to learn and not enough time, tell yourself that everyone is in the same boat and you can’t learn everything.

· Be a friend to yourself.  Stop saying all those mean things you say to yourself but would never say to a friend.

Laugh!
· Both laughing and crying can do wonders for taking the edge off your tension.  Some people like to watch a good tear-jerker movie to de-stress; others prefer a comedy. 

· Surround yourself with funny people and try to laugh about your situation from time to time. 

· Laughing with your fellow sufferers (students in your class) can feel especially good.

Use Relaxation Techniques
· A few minutes of slow, counted breathing can really make a difference.  Inhale deeply to the count of 7 and then exhale to the count of 7.  (This sounds simple, but it works really well.) 

· Relaxing music and recordings of guided relaxation can be great.  (You can buy these at most bookstores.)  If you have trouble sleeping, listen to one of these recordings at bedtime. 

· A massage can be a great way to relax your muscles.

Take Care of Your Body
· Taking care of your body is not self-indulgent; it’s absolutely essential when you have a lot of stress.  Your body is more vulnerable to illness when you’re stressed.  So when you’re tempted to short-change yourself on sleep, remind yourself that if you come down with the flu because you’re sleep-deprived, you could miss several days of studying.  It’s simply not worth it to stay up too late. 

· Take the time to exercise regularly.  This relieves stress and also builds reserves of energy. 

· Eat nutritious meals. 

· Get enough sleep.  Research indicates that your ability to concentrate, remember and deal with stress is compromised when you do not get enough sleep.  Also, it doesn’t make any sense to stay up late studying when your concentration and productivity are at their lowest.  (This does not hold true for those students who are truly nocturnal.) 

· Avoid nicotine, excessive caffeine, and other stimulants. 

· Make an appointment at your school’s wellness center to discuss stress.

Have fun!  

Make sure you take time to have a little fun each week.  This doesn’t mean you should take a whole weekend off, but it does mean that having some fun is important in helping you deal with stress.

Friends & Family to the Rescue
· It can feel good to commiserate with your classmates!  Knowing you aren’t the only one who is stressed out or who did poorly on an exam can really help. 
· Talk to someone who thinks you’re smart and will make a great dentist, teacher, accountant, etc.  A little unconditional support can help when you’re feeling overwhelmed.

First Aid for Crunch Time
· Write up a list of everything you have to do within the next week or two.  Next to each item, write an estimate of how long it will take to complete that task.  (For example, you might write: 3 hrs to review 2 bio chem lectures.)  Now, add up the total number of hours you have on your list and compare this number to the number of hours you have available to study during the upcoming week (s).  Usually, you will find that you do in fact have enough time for everything.  (We’re not talking about doing everything perfectly.)  If your tally reveals that you don’t have enough time, you will have to make some hard choices and cut back on some of the items you listed. 

· While studying one topic, do not allow your mind to swirl with thoughts of all the other things you have to do.  Remind yourself that you wrote everything on your list, and you will get to each item in turn.  Keep telling yourself, “One thing at a time.  Right now I’m doing this.”

 

Reclaim Your Confidence
· It’s not uncommon for students who once felt smart and capable to begin to question their abilities when they are taking difficult courses.  The ugly truth is that nearly all your classmates have felt stupid from time to time. 

· Don’t give your performance on a test the power to define you.  An exam won’t tell you whether you’re brilliant or stupid.  Your performance mostly depends on your prior education, your preparation for the exam and your test-taking strategies. 

· Remind yourself that your school’s admissions office is not staffed by dim-witted people who admitted you out of the kindness of their hearts.  They’re smart people, and they admitted you because they know you have the ability to succeed. 

· Remind yourself of a time in the past when you handled twice as much work as you thought you could handle.  You can do it again!

 

Chronic Stress or Stress Overload
If your stress never lets up or begins to feel truly overwhelming, seek professional help.  
UIC Office of the Vice Chancellor for Student Affairs website
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Math Strategies
Mindset for College Math:
Although you took plenty of math courses in high school, you will probably have to adjust your approach for your college courses.  This is especially true if you have always been impatient about explanations, preferring simple instructions about how to work the problems.  In college, you will need to understand the why and how behind the formulas if you want to receive a decent grade.  This level of understanding is difficult to achieve and at times you are going to be confused.  Some students immediately shut down their brains when they’re confused, worrying that they will never “get” whatever is confusing them, but it’s important to recognize that confusion is normal with math (it even happens to professors).
If you find yourself struggling in a math class, don’t begin to doubt your ability.  It might be that your foundation in math is not as strong as it is for other students (regardless of how many math courses you took).  You may have been taught math as a matter of memorizing formulas, rather than understanding them or you may have neglected to study as much as you should have in earlier courses.  That’s history.  If you’re struggling, explore various kinds of resources such as review books, tutoring, help from the T.A. or professor, and/or help from a classmate.  Most importantly, increase the amount of time you spend on your homework.

How to Study in a Math Class:
1. Try to take your math courses back-to-back without skipping a semester.  Before starting a new course, review the math from your previous course.

2. Never let yourself fall behind.  If the class seems too easy, remember that all math classes start with some review.  But at a certain point, the classes kick into high gear and if you haven't been keeping up, you will quickly become lost. 

3. Read or at least scan the chapter before your lecture and read it again afterwards.  But don't read a math book with the goal of memorizing; instead, think of it as a reference book that will help you understand different kinds of math problems.

4. As you read your text, do the computations along with the book.  Work on the problems section by section as you read the text.

5. In your lecture, write down everything the professor writes down, and if he/she uses different colors of ink, do likewise.  Even if you think you understand a problem, write down each step!  You may find yourself confused two weeks later and need those notes for the test.

6. It’s fine to memorize math symbols and definitions, but try to understand the underlying processes and concepts.  When you look at a process, ask yourself the purpose for each step.  Think of analogies and try to visualize applications.  Finally, it may help to explain (or at least try to explain) a concept to a friend or family member.  Having to organize your thoughts and verbalize them deepens your understanding.

7. If you find yourself confused by a topic, try some of the following resources:  a review book, a high school textbook (your own or from the library), a tutor, the T.A., or the instructor.  Tutors can be extremely helpful, especially if you use them soon enough.  Don't wait until you get a D on an exam! 
Homework:
Nobody will be looking over your shoulder to see whether you’ve done all your homework, and it can be easy to talk yourself into thinking that you understand the material because you had it in high school.  And hey, if you’re planning on running in the Chicago Marathon, well, you’re in decent shape from your high school cross-country team and nobody’s going to check on whether you’ve been going out jogging five times a week   You get the idea:  if you’re getting ready for a competition (the test), you need to put in some practice time by doing plenty of homework problems.

1. Do your math homework as soon after class as possible while the concepts are still fresh.  If you find yourself confused, seek clarification right away by talking to a classmate or tutor.  Never wait to do your homework until after the next class, promising yourself you will catch up on the weekend.  (The weekend is a great time to write an essay, but during the week you should be keeping up with your math.).

2. Begin by reviewing your lecture notes.  Take a separate sheet of paper and try to work the example problems on your own, then check your answers with the ones in your notes.
3. Try sitting down with a classmate to do your homework, each of you working on your own but consulting with each other when you get confused.  At the very least, get a classmate's phone number so you have someone to call when you’re stuck.
4. Check your first answers in a given section before going on to do a whole set of problems.  When you make a mistake, determine the source of the error, and make a mental note of a method for avoiding that kind of error in the future (i.e. double check all positive and negative signs).  If you can't find your error for a problem after two tries or 15 minutes, don't get stuck.  Consult with another student or a tutor.
5. When working on homework, try to do all of the assigned problems; but in an emergency, do at least a representative sampling of each kind of problem.
6. Read each problem slowly and carefully, running a pencil under the words to make sure you notice and understand each word (i.e. find the length of the smaller leg of the triangle).
7. Summarize word problems by drawing a diagram or setting up the information in a table.  Sort out the problem into given, find, need. 
8. For a very difficult word problem or when you forget a formula, substitute simpler numbers.  Once you understand the nature of the problem, use the same process with the real numbers in the problem.
9. At the end of a homework session, mentally review the most important concepts you've just learned.
Studying For Tests:
1. Your first test will be easiest, but don't get overconfident and "blow it off."  You may need that A on the first test in order to offset lower grades later in the semester.

2. Remember that doing well on homework and/or quizzes is no guarantee of doing well on an exam.  Quizzes are often easier to finish in time and do not contain such a variety of concepts mixed together.  

3. Don't just memorize formulas; make sure you understand the concepts.  Concepts will stay in your memory longer and are less likely to be forgotten under the stress of a test.

4. Write up a summary sheet of key formulas and definitions.

5. Attend any review sessions that are offered and take plenty of notes.

6. Review all of your quizzes and rework the problems.

7. Study for your math test by working mixed sets of problems.   Use chapter reviews, old tests the professor has made available, and/or review books.  It's not enough to be familiar with the material; you should have worked so many problems that the material is now easy for you.

8. Do some timed practice tests or sets of problems.  Try to find some application problems with difficult or confusing wording (you will need practice in deciphering this kind of problem).  In other words, mimic the testing situation as closely as you can while you work on practice exams.

Important Note
Taking a math test without ever taking a practice test is like going into an important basketball game without ever playing a scrimmage game.  It’s not enough to work on your dribbling and shooting; you also need the experience of a practice game.  The same is true for math.

9. During your practice tests, check all results, just as you will during the test.  Use some of the following methods:

· Plug you answer back into the problem to make sure it works (this is particularly important for word problems).

· Estimate the answer to make sure your answer is in the right ball park.

· Double check and + and - signs.

· If time allows at the end of the test, rework some of the problems using an alternative method.

Taking Math Tests:
1. Get plenty of sleep the night before the test.  Sleep is essential for higher order thinking.

2. When you first get the actual test, write down any formulas you might forget.  Next, look at the number of points given for each problem and think about how to get the most points in the quickest amount of time.  Apportion your time and begin work on the easiest problems.  (If you do happen to run out of time, you don’t want to leave the easiest problems undone.) 

3. Write out each step.  This way, even if you miss the answer, you may get partial credit.

4. When your test is returned, rework any problems you missed and find out what went wrong.  (This is analogous to a sports team watching the tape of a prior game when preparing for an upcoming game.)
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Brief Suggestions for Increasing Speed and Effectiveness of Reading
1. CONSIDERATIONS AND LIMITATIONS
Slow, word-by-word, analytical reading is an essential part of some reading tasks. Often, however, when time demands and purpose permits, the reader must possess the capacity to "switch gears," i.e., to absorb the ideas and information in books at more rapid speeds. By no means should this high-level "speed reading" be interpreted as applicable to all types of reading situations. Its development will, however, enable the mature reader to add an additional dimension to the scope of his/her current reading skills. 
2. CAUSES OF SLOW READING SPEEDS
a. Individual variables — intelligence, motivation, physiological and psychological traits. 

b. Deficiencies in vocabulary and comprehension levels required by the particular reading material. A student who has difficulty understanding what he/she reads will not be helped by learning to misunderstand faster. A student who is hampered by an inadequate vocabulary will not be helped by learning to skip any faster through unknown or vaguely defined words. 

c. Most frequent causes of unnecessarily slow speeds when the causes listed in a and b above are at adequate levels: 

· Inflexibility — the tendency to read everything the same way regardless of what it is, why it is being read, etc. 

· Passivity — the failure to become involved with the material being read, the failure to interact with the author and to anticipate his next thought, his conclusions, etc. 

· Unnecessary and habitual regression or re-reading — because of lack of concentration. 

· Habitually slow "reaction time" to reading material — a general "rut" which makes attempts at faster reading extremely uncomfortable at first. 
3. WHERE TO BEGIN ... with your next reading assignment. 

a. Be FLEXIBLE. Difficulty and purpose determine how to read a selection. College students (especially) must realize that there are reading speeds, not just one reading speed. Speeds must vary with the nature of the reading task and the reader's familiarity with the materials. 

b. Determine PURPOSE for reading this particular selection ... What type of information do you have to learn from it? ... How long do you have to retain the information? 
c. How does this selection fit into the whole course? ... Why has this reading been assigned? ... To what use will the information be put? 

d. PREVIEW the selection to determine its difficulty ... How familiar are you with this field of study? ... How many unknown and essential words are in it? ... Read the introduction, subheads, italicized sentences, marginal notes, and conclusion. Try to grasp the general thought structure by integrating these isolated clues. 
e. READ
· Make use of the head-start you got during your preview. 

· Read for ideas and concepts, not for isolated words. Pace yourself fast enough that you have to read concepts, not words. 

· Concentrate.  If you push your rate up to capacity, you won't have time to think about other things. Set reasonable but stiff time goals and race the clock. 

· Think, interpret, analyze the FIRST time you read — avoid unnecessary re-reading. 

· Note key words (subjects, verbs, objects) — TELEGRAPH the message to yourself. 

· Pace yourself — as fast as your purpose will permit. Pacing will discourage the tendency toward habitual and unnecessary re-reading and helps to keep your attention focused on the page. Try one of the SELF-PACING METHODS listed below, perhaps uncomfortable and unnatural at first, but most effective after the "newness" wears off. 

· Use an index card, a ruler, or any other straight-edge and move it rapidly down the page as you read. Move it lightly, fluidly, with one hand only. Move it either ahead of you down the page to act as a pace-setter OR let it fall along behind you, covering up what you have read and therefore forcing your initial concentration. 

· Move the edge of your hand or the spread fingers of your hand down the page, reading the lines as they pop up from underneath your hand. 

· Move your finger or pencil point lightly down the margin beside the lines you are reading. 

f. STRETCH when your momentum seems to be slowing down. Stop, close your eyes and squeeze them together tightly for a second, then open them wide. Play around for a few minutes by pacing yourself through "simulated" reading of a book held upside down, page by page, at extremely rapid speeds JUST TO GET THE FEEL OF rapid, rhythmic movement down the page again. With new momentum established, turn the book right-side up and continue reading at your fastest possible speed. 

g. TEST yourself. Stop at the end of each "section" of material and recall periodically what you have just read. Especially for material you must remember for a period of time, practice reading quickly and efficiently with the intent to recall the important information at the end of each chapter or section or paragraph, depending upon the difficulty of the material. Make notes or underline, if appropriate. 
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Taking Lecture Notes
Before Lecture:
· Read all assigned material so that you can follow the lecture. This will also help with procrastination, as it is more difficult to get motivated to read after the lecture is over. 

· Review notes from previous lectures. 

During Lecture:
· Come early and sit in front. 

· Bring your book if the lecture closely follows the text. 

· Use an outline format or the Cornell system (see next page). 

· Write the date at the top. 

· Listen for cues, such as organizing statements and transition words. 

· Record legibly, including both what the lecturer says and what is written on the board or overhead. 

· Include examples in your notes, as these will help you both understand and remember the material. 

· Use abbreviations and omit unnecessary words. 

· Don't rely on recording a lecture or reading someone else's notes. Take notes in class even if you do record. When you listen to the recording, simply add to your base set of notes. 

· Don’t plan on recopying your notes. If you miss something, skip a line or two. After class, get the info from a classmate or the instructor. 

After Lecture:
· The study tip that good students swear by: As soon as possible after class, spend 5 to 15 minutes going over your notes. Clarify, summarize, and think about the major concepts you learned. 

· Review your notes frequently, both alone and with a study group. 

· Compare your notes to another student's. 

Your Notebook
You may prefer a binder because it allows you to insert handouts. Also, using a single binder with divider pages will mean that you never arrive in class with the wrong notebook.
The Cornell System
To take notes using the Cornell System, rule each sheet as illustrated, with a 2 1/2 inch margin.
	2 ½ inches
	Aug. 29 Sociology

	headings,

questions
	Details, answers, definitions


As you listen to the lecture, write your notes on the right side of the margin. After class, write key terms, topic headings, and questions in the left column. Once you get used to this system, you may be able to write in both the right and left columns during class. To study, cover the right side and use the headings and questions on the left to quiz yourself. This creates the same effect as flash cards without the extra work.
University of Texas at Austin

UT Learning Center


Reading in the Sciences

What is different about reading in the sciences?
1. Readings contain a large number of facts and details (specifics). This kind of reading requires an overall understanding of the information presented in order to process details. 

2. Placement of main ideas and details is usually straight forward (headings and subheadings), but grasping all of the details can be awesome. Information may be dense. 

3. Organizational pattern is usually "relationships," i.e., ideas and details building upon previous information. A solid background of the basics in the discipline is necessary to understand and comprehend the information. 

4. Terminology is subject specific and must be understood to comprehend information presented. Often important terms are boldfaced or italicized. A review of terminology before reading increases understanding and comprehension. 

5. Diagrams, figures, charts, and graphs are numerous. Time is needed to study these both before reading and as one reads as these visual aids help integrate information. Visualizations aid in the understanding and retention of information. 

6. Knowledge and comprehension of the readings and lectures must be taken to an "application" level, i.e., the ideas learned should be applied to new or different situations other than those presented in the text or lectures. 

7. Research is an extension of information. In order to read research and understand it, the basics of the discipline must be understood. Think of research as taking an idea, analyzing, synthesizing and extending it. 

8. Difficulty of material often necessitates more than one reading for thorough understanding of information. 
How does one read the sciences?
BEFORE THE LECTURE

1. Preview the chapter. — Briefly look over titles, introductions, subheadings, first few sentences beneath subheadings, figures, diagrams, italicized or boldfaced words and terms, and summaries. As you preview, ask yourself: 

· What is this about? 

· What do I know about this, and don't know or don't remember? 

· Where does the author begin and where is he going? 

· What is the organizational pattern (relationships, chronological, topics)?
· How does this fit into what we are learning in this course? 

· How difficult or how easy is this? 

· Is there terminology that is unfamiliar or that I will need to review? 

· How important is this information? Are there parts I could skim and get the main ideas? 

· Where can I make logical breaks in the reading to divide up my study time? 

· In what order might I read the information in the chapter? Would it be easier and more motivating to read the most interesting section first? 

2. Skim the chapter — in more detail, but don't try to read it thoroughly yet. Read first and last sentences of paragraphs. Pull out some major ideas and details. Examine charts and figures. Try to understand the more important and frequently repeated terminology. Think about the over-all organization of ideas. 

3. Don't panic or become overwhelmed with the readings. They may be dense, but not unconquerable. By previewing and skimming the materials before the lecture, you can then use the lecture to clarify the level and depth of comprehension you'll need to achieve when you actually read the chapter more thoroughly. 

4. If the material is quite difficult and detailed, and if you have little recent background in the discipline, it might be useful to review the fundamentals and basic terminology in an introductory text in the field. 

IN CLASS

1. Be prepared to anticipate information acquired from pre-skimming your textbook, and listen for clues during the lecture that will help you focus on an appropriate level of comprehension when you read the related chapter(s) after the lecture. 

2. Take lecture notes on the right side of your notebook page, and leave the facing left page free to add related notes summarized from your textbook. 

AFTER CLASS

1. Review and edit your notes taken from the lecture. Begin thinking about what additional information you'll need to add from the text. 

2. Read the related textbook material that you have previously skimmed. 

· Re-preview and break the reading into logical sub-sections to be tackled one at a time. 

· Plan far enough ahead of time that you'll be able to take a break and move away from the material at the end of each sub-section if you feel overwhelmed. Often time is needed to allow the mind to gradually absorb complex ideas. 

· Read carefully and methodically, referring to figures and diagrams as appropriate. 

· "Self-pacing" by moving a card or pencil finger along as you read may help keep your attention focused on the task. 

· After reading a sub-section, stop and recall what you've read: tell it to yourself in your own words; take relevant notes alongside the related lecture notes in your notebook, and/or make marginal notes in the textbook and highlight key details. (However, just highlighting in dense texts may not be the best form of recall since nearly all of many paragraphs may need to be highlighted and review would be difficult.) 

· Draw your own diagrams or charts to summarize and translate information. 

· Review your notes and the reading periodically. Information needs to be reviewed and used periodically for it to be stored in long-term memory. 

5. Reflect upon the information in various ways - e.g., How are these functions related to each other? How do they affect each other? Apply ideas learned to other or new situations: i.e. what would happen to the body if one of these areas/functions/organs were damaged or destroyed? 
6. Anticipate and practice responding to the kinds of test questions which might be asked. 
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Study Ideas for International Students
A Preliminary Word: 
In some cities of the world, a foreign accent is unusual, but not in Chicago! Our city is home to people from all over the world and so we speak in many accents and grammatical variations. Most often, we barely notice errors with English, and we certainly don’t think badly of a person who makes mistakes. We may ask you to repeat something, but we are quite willing to try again to understand you. Be patient with yourself! At first you will have trouble understanding and speaking English, but the situation will improve the longer you are here. 
Reading
· Do not translate each word or you will lose track of the general idea and you will never finish your readings. 

· Instead, read in chunks, trying to get the general idea of each paragraph. Do not stop if you are confused by a word or even a sentence. Many times, the meaning will become clearer as you read on. If you are still confused at the end of a paragraph, stop at that point and use your dictionary for an important word or two. 

· Before reading a chapter, take a few minutes to look at the chapter outline (if there is one) and flip through the pages, trying to see the organization and most important ideas of the chapter. 

· As you read, stop at the end of each section (from one heading to the next or one paragraph to the next). Ask yourself the main idea of that section and then write a brief note in the margin or underline a few words of the text. 

· Pay attention to charts and diagrams and make sure you understand them. 

· Review the main ideas of the chapter after you finish reading. 

· Write vocabulary cards for only the most important new English words (write the English on one side and your native language on the other side).

Lectures & Listening
· If you miss something, skip a line or two. After class, get the information from a classmate. 

· Go over your notes as soon as possible after class, making sure everything is clear and trying to understand the most important ideas. 

· If you have trouble with the professor’s accent, tape a short section of the lecture and listen to it several times. You will get used to the accent and will eventually learn to understand it better.
· Watch the 6:00 news with closed captioning (preferably channel 11). Record a segment and watch it a second time.

Speaking English
· Strive to overcome fears that others are judging you or laughing at you! Accept that, for the present, you will communicate in English in a less sophisticated way than you do in your native language. 

· Agree on at least a half-an-hour each day in which you will speak English with your friends—maybe over lunch or after watching the news together. 

· Force yourself to chat with Americans. Find a person who isn’t very busy and talk--maybe with a librarian, another person waiting for a bus (ask directions), the owner of a small shop (talk about the weather or an item in the shop), etc. Listen in on the "small talk" of Americans and try to imitate that style of conversation. 

· Make a list of words you have said that native speakers of English have not understood. Ask a native speaker to pronounce the words for you (maybe into a tape recorder) and then practice saying these words. Ask the native speaker to correct you, if necessary. 
Studying for Exams
· Do not simply memorize the information. American education focuses more on understanding ideas than memorizing lists of facts. 

· Stay after class to ask the professor questions and listen in on the questions that other students ask. 

· Study with a small group of other students. You should explain ideas to each other and discuss what you think are the most important ideas that might be on the exam. 

· If you will be taking an essay test, ask the professor for a question used on a past exam and write your own practice questions. Then practice answering the questions. Before writing, outline your answer into 3 to 6 points. 

· If you are feeling overwhelmed by the quantity of material to learn, you may be tempted to do nothing but study. Resist that temptation! Remember that your efficiency will drop if you do not take regular study breaks, get enough sleep and enjoy some recreation.
UIC Office of the Vice Chancellor for Student Affairs website
http://www.vcsa.uic.edu 
Date: 1/23/2007

Academic Center for Excellence

Overcoming Test Anxiety
Some students experience physical symptoms of anxiety before and during exams (an upset stomach, sweaty palms, etc.). Many of these students have trouble recalling information which they actually know. If this is a problem for you, try some of the suggestions below. Also, attend an ACE workshop on test anxiety. For information about the workshops or to discuss the possibility of scheduling an individual consultation, call 111-1111.
Before the Exam:
1.
Put things in perspective. Remind yourself that your entire future doesn't depend on this exam. There will be other exams and other courses. Many students fail a course or two but go on to graduate from UIC and have successful careers.

2.
Over-study for the exam. This will increase your confidence. Also, if you know the material to the point of facility, you will be better able to answer test questions despite your test anxiety.

3.
Remind yourself of past successes. Think of a tough course in which you struggled but eventually succeeded. Tell yourself that if you did well on that past exam, you can do well on the upcoming exam.

4.
Don't give a test the power to define you. An exam won't tell you whether you're brilliant or stupid. Your performance on an exam mostly depends on how well you studied for the test, the quality of your prior education, and the test-taking strategies you use.

5.
Visualize completing the test successfully despite your anxiety. Play the entire "tape" in your mind -- from the moment you wake up on the day of the exam to the moment you finish the exam.

6.
Practice anxiety control strategies. As you study, deliberately induce anxiety by saying to yourself the negative thoughts you typically have during an exam (i.e. "I'm going to fail.") Now, practice the Anxiety Control Procedure (described below). Remind yourself that you will probably experience some anxiety during the test, but the anxiety won't hamper your performance because you've practiced controlling the anxiety.

During the Exam:
1.
Try to avoid talking with other students right before the exam. Their anxieties may rub off on you.

2.
Choose a seat in a place with few distractions (probably near the front).

3.
Remind yourself of how hard you studied, how well you did on another exam, and how you've practiced anxiety control.

4.
Expect a few "curve balls" on the exam.  Remind yourself that you're not expecting to get 100% on the exam; you're expecting an A.  Also, your sense of what is important is not going to match perfectly with what the professor thinks is important.  Therefore, when you encounter a curve ball on the exam, you're not going to get upset and lose your concentration.  Instead, you will simply skip that question for now and return to it later to make an attempt.

5.
If you begin to feel overly anxious, do the ANXIETY CONTROL PROCEDURE:
· Turn the test paper over and close your eyes.

· Breathe in slowly to the count of seven and exhale to the count of seven.

· Continue this slow breathing until you begin to feel more relaxed.

· Open your eyes, turn the test paper right side up, and give yourself a positive self-talk (i.e. "You're sure to do well. You studied hard and remember you got an A on that final in physics.") This whole procedure should take only about a minute to do. It's well worth the time!

6.
Do not obsess about running out of time on the test. Check the time periodically (say after you've finished a third of the test), but avoid checking too frequently, as this will only distract you and make you more anxious. Remind yourself that it's better to miss a few points by not quite finishing the test than to lose your concentration and thus miss many points.

7.
Approach your studying seriously, but think of the test as a game. Your goal is to collect as many points as you can in the time available. Don't worry about a particular question. If you're unsure of the answer, guess and move on. Remind yourself that you can miss a few questions and still get an A.
Anticipating Test Content

· Pay particular attention to any study guides
that the instructor hands out in class before the exam, or even at the beginning of the course!  For example:   key points, particular chapters or parts of chapters, handouts, etc. 

· Ask the instructor what to anticipate on the test
if he/she does not volunteer the information 

· Pay particular attention--just prior to the exam--
to points the instructor brings up during class lectures 

· Generate a list of possible questions
you would ask if you were making the exam then see if you can answer the questions 

· Review previous tests
graded by the instructor 

· Confer with other students
to predict what will be on the test 

· Pay particular attention to clues
that indicate an instructor might test for a particular idea, as when an instructor: 

· says something more than once 

· writes material on the board 

· pauses to review notes 

· asks questions of the class 

· says, "This will be on the test!" 

Includes information adapted from On Becoming a Master Student by David B. Ellis and How to Study in College by Walter Paul.
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Building Your Vocabulary

Improving your vocabulary will help you: 
· Read textbooks more quickly and with better understanding.

· Improve your performance on entrance exams for graduate school.

· Impress family, friends and colleagues when the need arises.
Determine the level of understanding you need:

· To improve your reading speed and efficiency, you will need to achieve a fairly clear understanding of a word’s meaning. 

· To improve your writing or speaking, you will need to focus on nuances of meaning, as well as commonly occurring phrases. For example, deign almost always occurs with to and involves condescending to do something: The company has not deigned to respond. 

Ways to improve your vocabulary:

· Take a class 

· Buy a vocabulary book: Look for a book that contains helpful exercises and the kind of words you’d like to learn. You will probably have better success at actually working your way through the book if you study with a friend and set specific goals. 

· Read more and keep a dictionary nearby. Reading widely is the most effective and natural way to improve your vocabulary. However, don’t stop to look up every unfamiliar word as you read or you will lose track of the content. If you are able to guess at the meaning, simply circle the word and look it up later. If you are unable to understand the meaning of an entire paragraph or you need a very precise understanding of a word, stop to check your dictionary as you’re reading.
· Buy two dictionaries: Keep a quality dictionary at home, but buy a portable dictionary to keep in your backpack. Vocabulary is best learned a little bit at a time, and a portable dictionary will ensure that you’re able to do a quick check of a word while you’re sitting in lecture, waiting for the bus, or reading in the cafeteria. 

· Pay attention to word parts: Learn Greek and Latin roots or simply pay attention to word parts and use that to guess at meaning. When encountering a new word, ask yourself if part of the word is already familiar to you. For example, when you encounter epidemiology, you might think of epidemics and then think about "ology" meaning "study of" – as in sociology and psychology. You will then guess correctly that epidemiology means "the study of epidemics." 

· Devote a day to learning a group of synonyms: For example, write up a list of words meaning "difficult to understand" and spend the day learning them: arcane, enigmatic, esoteric, inscrutable, obscure, and opaque. Be sure you understand the subtle differences in meaning and usage. 
· Subscribe to a service that will e-mail a new word to you each day. One service is available at Merriam-Webster.
Strategies for remembering new words:

· Say the word aloud several times: Yes, you need to start talking to yourself! Saying the word aloud, and using it in a short phrase, will help you remember it. Learn how to use the pronunciation guide in your dictionary, and if you are ESL, ask a native speaker to pronounce new words into your tape recorder. You might also want to purchase a "speaking" dictionary from a place like Radio Shack.

· Tie new words to old: When you encounter a new word, think of a method for recalling the meaning. This will often involve using a word you already know. For example, I might tie the meaning of non sequitur to sequence and then recall that a non sequitur is a remark that doesn’t follow logically or in sequence. 

· Use visualization: For example, to recall that draconian measures are harsh and extreme, visualize Dracula biting someone’s neck for missing class. 

· Write vocabulary cards: This is perhaps the most tried and true method for increasing vocabulary, and yes, it DOES work. Keep a stack of cards in your pocket and whenever you hear or read a new word, write it on a card (if there’s time, also write the sentence or phrase in which you encountered the word). Set aside a few minutes each day (maybe as you ride home on the El after class) to look up the words in your portable dictionary. On one side of the card, write the word and its pronunciation cue. On the reverse side, write the definition (in your OWN WORDS) and also write a sentence for the word. 

· Use your new words: Warn family and friends that you’re trying to improve your vocabulary and then drop new words into your conversations, trying to maintain a sense of humor about this. (If you don’t warn your friends, they might accuse you of becoming a snob.) Vocabulary should not be learned in complete silence! 

· Use rhyming and other mnemonic devices: For example you might use the rhyme "Rain is the bane of my existence." 
· Review, review, review: You can’t expect to learn a new word and never forget it. Periodically go back over words you’ve learned and quiz yourself.  Flag the words you missed and review them again.
PROTOCOLS
FOR
REPORTING
Workforce Investment Tracking Procedures

The Connecticut Works Business System (CTWBS) is a versatile case management system that is used statewide throughout the Workforce Investment Areas. This system is one of the most popular portals used to track their Workforce Investment Act (WIA) and Jobs First Employment Services (JFES) clients. Clients who do not register into a WIA or JFES assistance program are not tracked through CTWBS. These clients have a dormant account in the database, but are free to attend the workshops and sessions offered.  
Health Career Advisors are given full access to client records through CTWBS in order to promote seamless communication between Health Career Advisors, Case Managers (also known as Employment Specialists) and Workforce Investment personnel. In addition to CTWBS access, Health Career Advisors will receive a Workforce Investment e-mail account. This will aid the advisor in creating and disseminating information as well as various types of correspondence to his/her colleague regarding clients. The most commonly used links for advisors to use are: notes, workshops, profile, and activities. 

Notes

The General Case Note area of CTWBS is where all system users that interact with a client will record case notes. All individuals who have access to the case in CTWBS will also have access to the General Case Note area. Advisors use this link to create case notes regarding appointments, discussions and other interactions with the client. It is a central location for all CTWBS users to find information about the progress of their client. 
Sample Entry:

(12/21/07, 10:49 am) – Mr. Smith was scheduled for an advising session today at 9:00 am to go over his results from the HOBET. He called at 9:15 am to tell me he was not able to make it because his child was sick. He expressed a high interest in rescheduling, but this is the fourth time he has cancelled at the last minute. At this point, it might be a good idea if Mr. Smith worked out some of his personal issues first before rescheduling an appointment. (J. Doe, CT Community College)
Workshops

The Workshop area of CTWBS, which is located on the Client’s Profile on the Navigation Menu links, allows advisors to:

· Enroll clients into workshops and other group events that may be offered by the Department of Labor, partner staff, and vendors (i.e. HOBET Assessment, Healthcare Orientations)

· Cancel, reschedule or print the workshop confirmation

· View workshops the client previously attended or is scheduled to attend

Profile

The Profile area of CTWBS is the “Heart of the System,” the center place which displays a quick overview of a client’s status and demographics. The profile is where a user will:
· Navigate the menu links which pertain specifically to the client
· Navigate to any area of the system to perform client-related functions

· Identify any case manager (employment specialist) that may have been assigned to the client
· View an immediate snapshot of client’s program enrollment, workshop referrals, training funding status and current activity status.

Activities

The Activities area of CTWBS, which is located on the Client’s Profile on the Navigation Menu links, supports the tracking of client activities for all the programs supported by CTWBS. These two programs have their own selection of activities, and the client must go through an application process before being admitted. Most people enroll in these programs for cash assistance or funding for a desired training program. The two types of assistance programs are:

· Workforce Investment Act (WIA) – Dislocated Workers or Low Income Workers

· Assistance given for those seeking a training program while they collect unemployment

· Jobs First Employment Services (JFES)

· Cash assistance given to those in need while they continue to look for a job.
Health Career Advisor Client Tracking System

In addition to using the CTWBS system to track clients, advisors need to keep a tracking system of their own. In order to do this effectively, Microsoft Excel or Access is most applicable. Advisors should track each person who attends an orientation session, requests a consultation, takes the HOBET, and receives an advising session. In most cases it is also a good idea to track the client training placement and whether he/she is a WIA or JFES client.  The difference between the CTWBS system and the database that advisors keep is that with the advisor’s database tracks all clients that he/she comes in contact with while CTWBS only track those who enroll in one of their assistance programs.
Explanation of Health Career Advisor Reports
Health Career Advisors are required to give quarterly and percentage reports of their progress to date. This information must reflect the number of people you have come in contact with, tested, or advised as well as how many of those individuals received funding for a training program. If a client receives funding, the advisors should also make an attempt to find the location of training. Some clients will attend the Community Colleges while others will go the proprietary schools. This report is given to the Grant Project Director for USDOL Quarterly Reports and is used to reflect the level of impact the Health Career Advisor provides to his/her region. 
	Health Career Advisor Quarterly Report  -- Jane Doe

	Items
	Nov ' 06 - Feb ' 07
	Mar '07 - Jun ' 07
	Jul ' 07 - Oct '  07
	Nov ' 07 - Dec ' 07
	Mar ' 08 - Jun ' 08
	Jul ' 08 - Oct ' 08 
	 
	 
	 
	 Total Contacts

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Progress to Date

	# Orientations Dates
	18
	27 
	23
	16
	 
	 
	 
	 
	 
	84

	Number of people
	160
	132 
	184
	65
	 
	 
	 
	 
	 
	541

	BREAKDOWN
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	WIA/JFES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Non - WIA/JFES
	160
	132 
	184
	65
	 
	 
	 
	 
	 
	541

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	# Testing Dates
	11
	11 
	7
	4
	 
	 
	 
	 
	 
	33

	Number of people
	62
	62 
	48
	13
	 
	 
	 
	 
	 
	185

	BREAKDOWN
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	WIA/JFES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Non - WIA/JFES
	62
	62 
	48
	13
	 
	 
	 
	 
	 
	185

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	# Advised Dates
	29
	17 
	20
	4
	 
	 
	 
	 
	 
	70

	Number of people
	29
	17 
	20
	4
	 
	 
	 
	 
	 
	70

	BREAKDOWN
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	WIA/JFES
	0
	 
	 
	 
	 
	 
	 
	 
	 
	0

	Non - WIA/JFES
	29
	17 
	20
	4
	 
	 
	 
	 
	 
	70

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


HEALTH CAREER ADVISOR PERCENTAGE REPORT
	HOBET ASSESSMENT
	(November '06  - December '07)
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	HOBET
	Data
	
	
	
	

	
	FALSE
	 
	TRUE
	 
	Total People
	Total %

	
	People
	%
	People
	%
	 
	 

	Total
	356
	66%
	185
	34%
	541
	100%

	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	ADVISING   (November '06  - December '07)

	
	
	
	
	
	
	

	
	HOBET
	Data
	
	
	
	

	
	FALSE
	TRUE
	Total People
	Total %

	Advising
	People
	%
	People
	%
	 
	 

	FALSE
	356
	66%
	115
	21%
	471
	87%

	TRUE
	
	0%
	70
	13%
	70
	13%

	Grand Total
	356
	66%
	185
	34%
	541
	100%


	GED PLACEMENT LEVEL
	(November '06  - December '07)
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	GED
	Data
	
	
	
	

	
	Non- GED Level
	 
	GED Level
	 
	Total People
	Total %

	Advising
	People
	%
	People
	%
	 
	 

	FALSE
	468
	87%
	3
	1%
	471
	87%

	TRUE
	70
	13%
	
	0%
	70
	13%

	Grand Total
	538
	99%
	3
	1%
	541
	100%

	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	PRE - BASIC PLACEMENT LEVEL   (November '06  - December '07)

	
	
	
	
	
	
	

	
	Pre-Basic Level
	Data
	
	
	
	

	
	Non- Pre-Basic Level
	Pre-Basic  Level
	Total People
	Total %

	Advising
	People
	%
	People
	%
	 
	 

	FALSE
	445
	82%
	26
	5%
	471
	87%

	TRUE
	48
	9%
	22
	4%
	70
	13%

	Grand Total
	493
	91%
	48
	9%
	541
	100%

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	BASIC PLACEMENT LEVEL  (November '06  - December '07)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Basic Level
	Data
	
	
	
	

	
	Non- Basic Level
	Basic Level
	 
	Total People
	Total %

	Advising
	People
	%
	People
	%
	 
	 

	FALSE
	437
	93%
	34
	7%
	471
	100%

	TRUE
	60
	86%
	10
	14%
	70
	100%

	Grand Total
	497
	92%
	44
	8%
	541
	100%


	INTERMEDIATE PLACEMENT LEVEL  (November '06  - December '07)

	
	
	
	
	
	
	

	
	Intermediate Level
	Data
	
	
	
	

	
	Non- Intermediate Level
	Intermediate Level
	Total People
	Total %

	Advising
	People
	%
	People
	%
	 
	 

	FALSE
	415
	77%
	56
	10%
	471
	87%

	TRUE
	32
	6%
	38
	7%
	70
	13%

	Grand Total
	447
	83%
	94
	17%
	541
	100%

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	ADVANCED PLACEMENT LEVEL  (November '06 - December '07)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Advanced Level
	Data
	
	
	
	

	
	Non- Advanced Level
	Advanced Level
	Total People
	Total %

	Advising
	People
	%
	People
	%
	 
	 

	FALSE
	456
	97%
	15
	3%
	471
	100%

	TRUE
	59
	84%
	11
	16%
	70
	100%

	Grand Total
	515
	95%
	26
	5%
	541
	100%

	
	
	
	
	
	
	


ACCESS/EXCEL DATABASE

	ID
	First Name
	Last Name
	Career Interest
	Orientation
	HOBET

	1
	Mary
	Jones
	N/A
	YES
	YES

	2
	Jane
	Smith
	CNA, RN
	YES
	YES

	3
	John
	Doe
	Pharmacy Tech, Medical Office
	YES
	YES

	4
	Bill
	Doe, Jr.
	Surgical Tech
	YES
	YES

	5
	Sue
	Jones
	RN
	YES
	YES

	6
	Ann
	Smith
	Dietary Tech
	YES
	YES

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


EXCEL DATABASE

ID
First Name
Last Name
Career Interest
Orientation
HOBET
Advising

1
Mary
Jones
N/A
TRUE
TRUE
TRUE

2
Jane
Smith
CNA, RN
TRUE
TRUE
FALSE

3
John
Doe
Pharmacy Tech, Medical Office
TRUE
TRUE
FALSE

4
Bill
Doe, Jr.
Surgical Tech
TRUE
TRUE
FALSE

5
Sue
Jones
RN
TRUE
TRUE
TRUE

6
Ann
Smith
Dietary Tech
TRUE
TRUE
FALSE

EXCEL DATABASE HOBET Sign-up (Sept 2007)
	Last Name
	First Name
	Phone Number
	Date/Location
	Status
	Advising

	Jones
	Mary
	860-000-0000
	N/A
	Chose no
	

	Smith
	Jane
	860-111-1111
	N/A
	Chose no
	

	Doe
	John
	860-222-2222
	9/13 – New Britain
	Completed
	10/2

	Doe, Jr.
	Bill
	860-333-3333
	9/25 – Hartford
	Completed
	10/10

	Jones
	Sue
	860-444-4444
	9/25 – Hartford
	Completed
	10/10

	Smith
	Ann
	860-555-55555
	9/27 – Bristol
	Completed
	10/18

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Health Career Advisor Filing System

Each advisor will need to develop his/her own filing system for client records. One of the systems already in place is known as the “Double Copy System.”  This system was designed to create backup copies of client files in the event the client, case manager, grant project staff, or other workforce investment personnel request a copy of a record. When the client comes to the Healthcare Orientation, which is the first step, they fill out an intake form, which is used to establish a record for the client. Each form is entered into a database as an electronic record of client progress. Individuals who sign up for the HOBET are reflected on the form as well as the electronic record. Each month the forms are separated into two piles for those who took the HOBET and those who did not. The individuals who do not take the HOBET are bundled together and filed securely by month. The client choice is also reflected in the electronic record.  The forms of those who take the HOBET are bundled and put aside until results are received. 
Once HOBET results are in, the appropriate forms are gathered and each result sheet is attached to the individual forms. After filling out the advising sheet form, making the proper recommendation, and meeting with the client, the advisor attaches the advising sheet to the intake form and HOBET results sheet, which creates a small packet of information on the client. This packet is then securely filed alphabetically by last name. Each step of the process is also recorded electronically, which allows the advisor to have a double copy of records to ensure effective tracking. 






















Orientation to Healthcare Careers


What Will Attendees Learn? 





The Nursing & Allied Health Programs Available throughout the State


Nursing and allied health programs available within the state of CT, including the community colleges and the four-year institutions


The Area Health Education Centers’ (AHEC) H.O.T. Guide


Website resources relating to healthcare programs


Suggestions for exploring prospective healthcare careers in preparation for the HOBET





High Growth/High Demand Healthcare Need for Professionals


Facts and figures about the high demand/high growth need for professionals in healthcare and its benefits


CT Department of Labor information on healthcare professions and their growth expectancy in Connecticut





Salary and Job Placement Opportunities


Salary information for different healthcare professions


Prospective employers and job sites 


Job search tools (such as CT Job Bank & careerbuilder.com)





Health Occupations Basic Entrance Test (HOBET)


General overview of the exam


Explanation of the exam and its relevance to their case manager


The seven components of the exam and time intervals for each section


Three-hour exam


Rules and regulations (i.e., no cell phones, arriving early. etc.) 


Results and exam interpretation along with counseling and advising opportunities 


Steps to take after the HOBET exam 





Financial Aid Assistance


Financial aid availability and how to apply


Alternative routes to funding - USDOL Allied Health Grants


Financial assistance through One-Stop services 





�





 


Growth rates in healthcare occupations are among the highest in Connecticut, with shortages expected to reach crisis levels over the next 15 years.  Due to this shortage, employers are paying great salary and benefit packages to those who are properly trained. The Connecticut Community Colleges offer many        programs in nursing and allied health, from short-term certificate programs to associate degrees. Come learn more about the       opportunities that are available.








Orientation to Healthcare Careers


 


Date: _______ Time: _______   Location: _____________





During this two-hour session you will learn about:





Nursing and Allied Health Programs throughout the State





Health Occupations Basic Entrance Test (HOBET)





High Growth/High Demand Healthcare Need for Professionals





Salary and Job Placement Opportunities





Financial Aid Assistance


�For more information about this session please contact Mary Smith at 123-456-7890 or msmith@commnet.edu.





Education That Works for a Lifetime
























































Interested in a Healthcare Career?





Jane Doe


Health Career Advisor


jdoe@commnet.edu


(000)123-4567


CT Works Hartford


Your next appointment is:








Cancellation notice must be provided at least 24 hours in advance. Thank you!
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