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Building Blocks Assessment For Policy and Procedures
  

◊              Benchmarks – Best/effective practice  
◊              Indicator – Methods/strategies that drive best practice 

  

YouthBuild Program Culture 

Designate Staff for Career Development/Post Program Placement 

  

1. Benchmark:  At minimum one YB staff person has career development/post program placement as part of their job description. 

Possible Indicator: 

- Job description of staff person responsible for career development/post program placement 

  
Orient and Train All Staff for Alignment to YouthBuild Performance 

     Measures/ Career Outcomes 

  

1. Benchmark:  Staff orientation/training specific to career outcomes has been conducted prior to program year. 

Possible Indicators: 

- Outline of staff orientation/training with agenda items specific to career outcomes and alignment to each program area 

- Staff can speak to specific career outcomes as aligned with their area of teaching/work 
2. Benchmark:  Grant signatory should be involved with assisting with policy and procedures for incentive policy, supportive service policy and that fiscally it supports line items and categories in the budget for review with the grant’s Federal Project Officer.

Possible Indicators: 

- Outline of the types of allowable incentives; Example. Attendance, Gains in                                                        Performance, Completion of HSD/GED, Gain in Numeracy / Literacy 
- Phase 2 (Follow Up Phase) – Outline of  Allowable incentives during follow up. Example – When proof of placement is brought in 1st Quarter $25.00 2ND Quarter $50.00…

- Outline cost per participant supportive services available for clothing for work, funds for book purchases while in PSE, shoes, emergencies outside of medical…. 
  

→ Engage the Entire Organization – Reinforce Alignment 

  


1. Benchmark: All YouthBuild staff can describe their specific roles and 


responsibilities in relation to career development/placement 

Possible Indicators: 


· Career development/placement roles included in job descriptions 

· Staff clearly understand their roles, timelines, and mechanisms for holding them accountable 

· Students are aware of career development/placement staff roles and responsibilities 

  


2. Benchmark: Regularly scheduled reviews of career development and 

placement progress for all students. This is not a program meeting. Rather, it is a meeting where staff discuss individual student progress and intervention strategies. 

Possible Indicators: 

· Monthly reviews dedicated to reviewing placement and retention activities/status for each student 


· All YouthBuild staff are involved in assessing tasks and timelines 


regarding career development/post placement for each student 


· Document exists for recording student progress (e.g., student matrix, IDP) 
  

3. Benchmark: Parent organization is accountable for a successful career development/post placement of YouthBuild students and graduates 

Possible Indicators: 


· YouthBuild documents/publications highlight transition services 

· There are mechanisms in place to hold staff accountable for developing, tracking, and discussing career development and placement work for all students 

· At least one representative from parent agency and/or YouthBuild have a visible presence on local career development and postsecondary entities designed to secure placement for YouthBuild students/graduates 

  

Introduce Placement: Starts on Day One and Goes Well Past  

     Completion of Phase 1 (Graduation)
  

1. Benchmark: All students understand the concept of placement at all stages of programming. 

Possible Indicators: 


- Mental Toughness schedule indicates placement activities 


- Staff lesson plans indicate where/when placement concepts are taught/discussed 


- Students/staff can articulate placement strategies 

  

2. Benchmark:  Graduates are provided with continuous support with placement strategies 

Possible Indicators: 


- Graduates can articulate post program placement strategies 


- Graduates are placed in jobs/post secondary education/training 


- Transition services for graduates are described in program materials 

- There is a mechanism in place to track transition services and outcomes for graduates 

  

Partnerships 

  

→ Use Regional Data-Conduct a Regional Economic Analysis and 
     Market Scan 

  

1. Benchmark: Regional economic analysis and market scan document(s) have been compiled and used 

Possible Indicators: 


· Documents can be produced and viewed 

· Evidence that these documents have been shared with staff and students can be produced (e.g., meeting agendas, lesson plans, career development/job readiness activities, program schedule of activities, etc.) 

  
2. Benchmark: Placement activities (e.g., job shadowing, internships, career mentoring, and students’ postsecondary choices) include the top jobs identified from the regional analysis and scan 

Possible indicators: 

· Program placement documents include information about the regional job market 


· Young people can discuss top available regional jobs 

· Evidence that there has been outreach to top employers and postsecondary programs reflected in the regional analysis and scan can be produced 

· Students are placed in postsecondary programs and jobs that include the top performing areas identified from the regional analysis and scan 

  

→ Establish Useful Agreements with Postsecondary Institutions 

  


1.  Benchmark: Articulation agreements are in place 

Possible Indicators: 

· YouthBuild Program Director and other program staff are aware of process used for creating agreement(s) 


· Creating and reviewing agreements are part of strategic planning process 


· Agreements include language detailing how the postsecondary 

institutional requirements are in alignment and/or intersect with YouthBuild policies and procedures 

  

2.  Benchmark: Leverage partnerships to connect YouthBuild students to community college culture 

Possible Indicators: 

· College preparatory activities are incorporated into program structure and specifically linked to local postsecondary institutions 


· Students are able to talk about postsecondary opportunities and requirements 

  
→ Systematically and Strategically Reach Out to the Private Sector 

  


1.  Benchmark: Steps taken to reach out to the private sector are evident 

Possible Indicators: 


· Outreach steps are documented and can be produced 


· Staff can discuss strategies used to reach out to private sector 

· Placement activities that include private sector representatives are in place and can be verified (e.g., field trips, job shadowing, internships, and job placements) 

  

  2.  Benchmark: Individuals from the private sector are represented in program activities 

Possible indicators: 


· The board includes individuals from the private sector 


· Career mentors are recruited from the private sector 


· Private sector guest speakers are utilized 


· Community partners include private sector businesses and industries 


· Program is supported fiscally by private sector entities 

  

→ Create an Advisory Board 

  


1.  Benchmark: Board is comprised of a variety of local employers and 

representatives from postsecondary institutions as well as WIBs/REBs and One Stop Career Centers (when available in area) 

Possible Indicators: 


· Board Roster with names of members and affiliations 


· Copies of meeting minutes 

  

2. Benchmark: Clear roles (including job descriptions and deliverables) and structure (e.g., meeting schedule, communication protocols) are written and shared with board 

Possible Indicators: 


· Copies of meeting schedule 


· Copies of communication protocols 


· Copies of job description with deliverables outlined 

  

3.  Benchmark: YouthBuild staff (especially the Program Director) can talk about the board roles, structure, and deliverables 
Possible Indicator: 


· Program Director can articulate roles and responsibilities of Board members 

  

4.  Benchmark: Advisory Board members can talk about the aforementioned roles and structure that include explicit contributions to YouthBuild 

Possible Indicator: 

· Meet with 1 or 2 members - Advisory Board members can articulate their roles and responsibilities 

  

  Preparation 

  

→ The Individual Career/Post-Program Plan and Post-Program Asset 
Portfolio 

  

1.    Benchmark: There is evidence of a tool/structure for developing and structuring a student IDP (ask to see a completed tool) 

Possible Indicator: 


· Review completed tools of current students (minimum of 2 students) 

  


2.  Benchmark: Tool is used to identify benchmarks (at least monthly) 

Possible Indicator: 

· Review completed tools of current students – should indicate current benchmarks/timelines 

  
3.  Benchmark: There is a process in place for students and staff to use IDP throughout program 
Possible Indicators: 


· Staff and students can articulate career strategy process 


- Data management system for tracking outcomes is utilized 

  

4.  Benchmark: Multiple staff (across departments or disciplines) use tool 

Possible Indicator: 


· Review current tool looking for multiple staff use 

- Review performance management process that includes staff roles and responsibilities for collecting, entering, and tracking data 

  


5.  Benchmark: Students can articulate their career plans that include 


a. Important milestones/steps 


b. Where they are in the process 


c. Skills and relationships developed 


d. Progress they have made 

Possible Indicator: 

· In individual meetings with students, they can articulate career strategies including criteria above 

  
   Ongoing and Integrated Assessment to Track Progress 

  


1.  Benchmark:  Each student has individualized assessment/IDP 

Possible Indicator: 

- Each student file has updated assessment/IDP tracking progress made toward placement goals 

- Student outcomes are measurable 

  

2.   Benchmark:   Data management process is being used 

Possible Indicator:

      -  Data management processes and procedures are documented and shared with entire 


staff team 

-  Staff have been trained to use data management systems (e.g., MIS, local program tool for data management) 

-  Staff can describe data management process, timelines, and staff roles 

-  There is evidence that data management and outcomes are routinely discussed at staff meetings 

  

  Seek Rigorous Education Outcomes and Basic Skills Development 

  

1.  Benchmark:  Each student has basic skills literacy and numeracy assessment prior to enrollment. 

Possible Indicator: 

- Each student file has dated and completed literacy and numeracy assessment prior to enrollment. 

  
2. Benchmark:  Each student has an individualized educational plan outlining educational history, needs and goals. 

Possible Indicators: 


- Each student file has a completed educational plan. 

- Data management system is in place to collect, enter, and track student outcomes 

  

3.  Benchmark:  Students have testing/assessment at intervals (minimum quarterly) to show progress towards educational goals. 

Possible Indicator: 

- Program has variety of assessment methods for documenting student progress towards meeting their educational goals 


- Each student file has updated assessments 

- Progress made toward attainment of educational goals is recorded in data management tool; information is current and accurate 

  
Teach Transferable Skills Guided by Curriculum; Focus on Credential Attainment 

  

1.  Benchmark:  Program has curriculum outline with goals, lessons, and skills clearly indicated. 

Possible Indicator: 


- Written curriculum outline for each program area 


- Staff can articulate goals, lessons, and skills taught for each area 

  

2.  Benchmark:  Transferable Skills are clearly indicated in curriculum outline 

Possible Indicators: 


- Review curriculum guides, lesson plans, and/or educational materials 


- Staff can articulate which transferable skills are being taught in each area 

  

3.  Benchmark: Credential attainment is priority of program 

Possible Indicator: 

- Type of credentials that students can attain are clearly outlined in program manual 


-  Lesson plans show how lessons lead to credential attainment 

- Staff and students can articulate which credentials the program offers either directly or indirectly through partnerships 

-Student progress toward credential attainment is documented in computerized data management system 

- Student progress toward credential attainment is visibly posted in program office 

  
  Early, Ongoing, Positive Exposure to the World of Work 

  


1.  Benchmark:  Mental Toughness outline has introduction to world of work 

Possible Indicator: 


- Written outline for Mental Toughness 

  
2.  Benchmark:  Program schedules world of work activities from Day 1 of programming 

Possible Indicator: 


- Program schedule 


- Program manual discussion of world of work activities 

- Students can articulate what specific world of work activities they have been involved  

  with 

- Student outcomes related to world of work activities are documented 

  

Placement 

  Build a Bridge Between Program and Workforce and College 

  

1.  Benchmark:  There is a seamless connection between the program, workforce and college 

Possible Indicator: 

- Students can articulate the connection between what they are learning in the program and how to execute lessons in the workforce and college 


- Each student has a clearly defined career lattice in their IDP 

- Transition activities are described in program materials, lessons, and placement initiatives 

- There is evidence that transition activities are being recorded and tracked 

  

   Clear System for Defining and Tracking Readiness, Exits, Placement and Retention 

  

1.  Benchmark:  Program has clear definitions for readiness, exit, placement and retention 

Possible Indicator: 


- Staff can articulate definitions 

- Staff have clear lessons and teaching goals for readiness, exit, placement and retention 

- Data management documents exist and include definitions, timelines, and staff roles 

- Program data is current and accurate as evidenced by weekly and quarterly reports (for DOL programs using MIS) 

  
2.  Benchmark:  Program has computerized tracking system for readiness, exits, placements and retention. 

Possible Indicator: 

- Staff roles and responsibilities for data management are clearly defined and understood (as evidenced by job descriptions and/or other documents) 

- There are staff members who have data management as a primary function (using the computerized tracking system) 

- Staff have been properly trained in using the data management system 


- Director shares updated data on regular basis with staff 

  
Staff Committed to Contacting, Tracking and Outreaching Exited Students 

  

1.  Benchmark:  Clear system in place for contacting, tracking and outreaching exited students 

Possible Indicator: 


- Computerized system for tracking is utilized 


- Staff person (s) assigned to contact, track and outreach exited students 

- Variety of methods are utilized for outreach and contacting exited students (i.e. facebook, email, activities, etc.) 

  

   Clear and Creative Post Program Supports and Programming 

  


1.  Benchmark:  Program offers support and programming to exited students 

Possible Indicators: 


- Staff, and not just Case Manager assigned for post program support and programming 


- Indication that transition activities/programming are occurring/have occurred. 
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