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5.6.1. Bookman’s assistant

Helps at a lorry station where tickets are being sold to passengers, helps 

charge luggage and loads goods onto the vehicle.

Main activities

• sorting luggage according to size and collecting the charge

• loading goods onto the vehicle

Prerequisite skills

The main consideration for the selection of persons that could be trained for 

this job is a high degree of physical strength and agility. Good safety 

awareness is necessary to avoid getting hit by moving vehicles. Since the 

assistant will be dealing with customers, he needs a relatively high skill level 

in social competence (active communication and reaction to criticism) and an 

acceptable appearance (self help skills). Functional academics should be at 

the level of giving correct change to small amounts of money. He must be

able to work in a team and demonstrate good motivation and work 

behaviour. Since this job is performed under time pressure, good money 

skills and flexible dealing with customers are important, only few graduates 

will be able to perform this activity.

Main task areas

Sorting luggage according to size and collecting the charge

• sorts passengers’ luggage and estimates size and weight

• charges luggage that does not exceed 60 Pesewas.

Loading goods onto the vehicle

• loads goods into boots of cars and onto carriages of lorries

• puts heavy and bulky goods on the bottom and lighter goods on top

• makes sure that they fit into the space and that other goods are not 

crushed

• carries loads from passengers to the vehicle

• lifts the load up to the driver’s mate on top of vehicles

Take home share

He takes home about 1.oo to 1.20 GHC a day.
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Necessary tools and investments

No equipment or investments are needed.

Risk of injuries

The person can strain his back and tear muscles when lifting heavy weights. 

In addition, he must be able to recognize badly packed goods so their content 

will not spill.

Safety measures

The bookman’s assistant should be taught how to lift heavy goods (squatting 

down and moving upward with the whole body instead of bending over). Also 

the bookman and driver’s mate should be instructed to help with heavy 

goods. Drivers must be careful when driving inside the station, so that 

accidents can be avoided.

Gender factors

This job could be done by both sexes but is customary for men.

Seasonality

It is an all year round job.
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5.6.2. Car washer’s assistant

Helps in a car washing bay in cleaning the car’s interior and washing the body 

and tires

Main activities

• cleaning the inside of the car

• cleaning the tires

• washing the body of the car

Prerequisite skills

A car washer’s assistant needs to be relatively clean (self care skills) in order 

to attract customers. As he has dealings with customers, he must show some 

social competence such as in communicating and greeting and good social 

behaviour. As there are no electrical appliances involved, the person does not 

need a high degree of safety awareness (unless a pressure hose is being 

used). He needs to be able to attain familiar places (for example for buying 

soap and sponges). Functional academics, except for the use of a measuring 

bowl for washing powder, are of slight importance. On the other hand, 

medium physical strength and agility and good motivation and work 

behaviour are essential.

Main task areas

Cleaning the inside of the car

• takes out removable objects such as cushions, plastic flowers, rubber 

mats etc.

• places them in a safe place and on a clean surface

• dusts the interior and wipes plastic surfaces with a wet rag

• brushes out the carpet and cleans rubber mats

• cleans the car windows from the inside with soapy water and rinses 

and dries them

• when the car body and the tires have been washed brings all the 

objects from the interior to their proper place

Cleaning the tires

• prepares soapy water in a bucket

• wipes tires and rims with a sponge and soapy water
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• uses a brush to rub out dirt if necessary

• rinses with clean water and lets tires dry in the sun

Washing the body of the car

• prepares soapy water in a bucket

• uses a sponge to clean the car body

• rinses the body with clear water

• wipes the sides with a rag

• polishes the metal parts if necessary

• cleans the car windows and car lights with soapy water, rinses and 

dries them

Take home share

Is on a daily basis and between 1.50 and 3.oo GHC per day depending on the 

number of customers.

Necessary tools and investments

Brushes, bucket, Wellington boots, duster, sponge with investments below 

10.oo GHC at present prices.

Risk of injuries

Are low, but he can slip and fall on wet ground.

Safety measures

No specific safety measures are needed but he must learn to be aware if the 

vehicle is not securely parked.

Gender factors

Both sexes can be trained to do this job, but it is customarily a male 

occupation.

Seasonality

Cars are washed all year round.
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5.6.3. Chop bar assistant

Supplies water for the customers, cleans the table, washes dishes and helps 

keep the chop bar clean.

Main activities

• helping carry and stock supplies

• providing customers with water to wash their hands as well as water to 

drink

• clearing the table and washing the dishes

• sweeping the bar and the surroundings

Prerequisite skills

As the assistant is involved in food preparation and dealing with customers, 

good hygiene, social competence and communication skills are indispensable. 

The helper needs to be able to work around sharp objects, fire and electrical 

appliances safely (safety awareness). But orientation and travel skills can be 

limited, as he works in a constant environment. Functional academics are of 

low importance, except for being able to match the number of persons to the 

number of objects such as bowl or sachets of water. However, as for all 

professions, good motivation and work behaviour are essential.

Main task areas

Helping carry and stock supplies

• transports the foodstuff bought from the market into the chop bar

• stacks them in the appropriate place

• fetches supplies as needed

Providing customers with water to wash their hands as well as water to 

drink

• fetches water from a tap in a bowl for hand washing

• hands them soap and a towel

• serves drinking water in a bottle with a clean glass

• fetches chilled water (pure water) for customers upon request
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Clearing the table and washing the dishes

• clears the table after the customers have finished their food

• washes cups, plates and cutlery

• stacks dishes in their appropriate places

Sweeping the bar and the surroundings

• sweeps the bar early before work starts

• weeds around the location

• removes cow webs from wall and ceiling

• stores all objects in their appropriate place in the evening

• collects the rubbish in a bin and brings it to the refuse dump

Take home share

A chop bar assistant earns a monthly allowance between 15.oo and 20.oo 

GHC depending on the income of the owner.

Necessary tools and investments

None.

Risk of injuries

Low.

Safety measures

No specific safety measures are necessary.

Gender factors

This job can be performed by both sexes.

Seasonality

This is a year round occupation.
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5.6.4. Clothes washer’s assistant

Helps collect dirty clothing form the customer’s homes and in washing, 

ironing and bringing them back

Main activities

• collecting soiled clothing for washing

• washing and drying clothing

• ironing clothing and returning it to the customer

Prerequisite skills

A clothes washer’s assistant needs to be relatively clean (self care skills) and 

have a neat appearance. If the person has dealings with customers, she must 

show some social competence such as in communicating, greeting and good 

social behaviour. She needs to be able to handle an electric or box iron 

(safety awareness). Also important are abilities to find and walk to familiar 

places such as the customers homes when sent on errands (orientation and 

travel). Functional academics, except for the use of a measuring bowl for 

washing powder, are of slight importance. However, medium physical 

strength and agility and good motivation and work behaviour are essential.

Main task areas

Collecting soiled clothing for washing

• accompanies the washman to the customer’s houses

• carries clothing to the wash place in a basket or a bundle

• sorts clothing as to colour

Washing and drying clothing

• fetches water from a stream or the tap

• soaks the white clothing in an omo solution or bleach to remove stains

• washes clothing with soap vigorously rubbing the dirty parts together

• rinses in a separate bowl until all traces of soap are removed

• dries rinsed wash on a clothes line or placing them on bushes
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Ironing clothing and returning it to the customer

• plugs in the electric iron or puts and lights charcoal in the box iron

• regulates the heat according to the type of fabric

• first irons the collar then other parts, making sure to avoid wrinkles

• folds clothing neatly avoiding wrinkles

• makes sure the iron is switched off or box iron set on a safe surface

• bundles the washed clothing and returns it to the customer

Take home share

Depends on the number of clients, but the assistant can earn about 1.oo GHC

on a working day.

Necessary tools and investments

Water bucket, washing bowls, clothes line and clothes pegs with investments 

of less than 5.oo GHC at present prices.

Risk of injuries

Consist of being burnt while ironing.

Safety measures

No specific safety measures are needed except training to be careful with an 

iron.

Gender factors

Both sexes can be trained to do this job.

Seasonality

Clothing must be washed all year round but normally, this is a weekly task.
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5.6.5. Cobbler’s helper

Helps to mend and polish old and damaged shoes and other leather wares for 

a fee. He can either walk around soliciting customers or be seated at the 

same location at the roadside and accomplish repair tasks as instructed by 

the cobbler.

Main activities

• repairing shoes and sandals

• polishing shoes, sandals and belts

Prerequisite skills

In order to attract customers, the helper must have a neat and pleasing 

appearance (self help skills) and communicate well. He must show good 

social behaviour and needs some skills in travel and orientation as he will 

need to move around in his job. There are almost no safety risks in this job 

and functional academics relate to dealing with money and making change. 

Physical strength and agility can be limited but good motivation and work 

behaviour is a must.

Main task areas

Repairing shoes and sandals

• uses hammer and nails to fix the loose sole or leather

• uses needle and strong thread to sew damaged leather

• roughens leather with sandpaper and applies glue to stick pieces of 

leather or a sole together

• cuts out pieces of leather of the same size and shape to replace those 

that need to be repaired

Polishing shoes, sandals and belts

• uses a brush to remove dust and dirt from shoes and other leatherwear

• applies shoe polish with a rag and spreads it evenly

• works shoe polish into to leather by rubbing vigorously

• uses a rag to shine the leather so it gleams
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Take home share

The persons earns from 10 to 50 Pesewas per small repair so that monthly 

earnings can come to about 15.oo GHC.

Necessary tools and investments

Needle, thread, hammer, nails and anvil, shoe polish and rags, shoe soles 

and pieces of leather, glue. The investments amount to a little over 7.oo GHC

at present prices.

Risks of injuries

Very low except for pricking fingers with a needle or hitting the hand with a 

hammer.

Safety measures

No specific measures except supervision.

Gender factors

Although this is a male dominated occupation, there is no reason why a 

female could not work in this profession.

Seasonality

This is an all year round job.
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5.6.6. Cocoa bean dryer’s assistant

Helps to dry cocoa beans bought by the company, bag them and load them 

onto the company’s cars or truck.

Main activity

• drying cocoa beans in the sun

• bagging cocoa beans and sewing them shut

• loading and unloading company’s vehicles

• keeping the cocoa shed and surroundings clean

Prerequisite skills

Even though the assistant does not deal directly with customers, he needs a 

relatively high skill level in social competence, an acceptable appearance (self 

help skills) and the ability to work in a group. Except for dealing with needle 

and thread when sewing shut bags, safety awareness can be quite low. Only 

a minimal level of functional academics is needed. Orientation and travel 

skills can be quite low but, as with all jobs, good motivation and work 

behaviour and medium physical strength and agility are important for 

succeeding at this job.

Main task areas

Drying cocoa beans in the sun

• spreads the drying mats in the sun

• carries beans from the storeroom in a basket or container

• spreads beans evenly on the mats

• stirs beans every now and then to ensure all parts of beans are dried

• brings beans back to the storeroom at the end of the day or in case of 

bad weather

Bagging cocoa beans and sewing them shut

• fills sacs with the dried beans

• threads a needle with a coarse string

• holds bag end in one hand

• passes needle and thread through the bag’s top until it is sewn shut

• stacks the closed bags in the storeroom
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Loading and unloading company’s vehicles 

• with the help of another employee, carries the filled bags to the truck

• heaves the bags up on the back of the truck

• unloads vehicles that bring the fresh cocoa pods

Keeping the cocoa shed and surroundings clean

• sweeps the shed and the drying area

• shakes out and stores the drying mats

• throws away the rubbish

• burns the trash or brings it to the refuse dump

Necessary tools and investments

Sacks, needles, thread, drying mats are supplied by the company so no 

investments are needed.

Take home share

The assistant can earn up to 50.oo GHC a month during bumper harvest and 

30.oo GHC during the lean season.

Risk of injuries

Are low, except for straining ones back while lifting and carrying or pricking 

ones finger while sewing.

Safety measures

No specific safety measures are needed, but the person must be taught how 

to lift and carry without straining his back.

Gender factors

This job is usually reserved for men, although there is no reason why women 

could not do it.

Seasonality

As varieties of cocoa beans are now being grown that can be harvested three 

times a year, this can be a year round job.
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5.6.7. Female house helper

Cleans the house and assists in preparing the family’s meals and taking care 

of the children.

Main activities

• sweeping the house and its surroundings

• dusting of furniture and making beds

• going to the market and helping to prepare the family’s meal

• washing, drying and ironing clothes

• washing and feeding the children and getting them ready for school

Prerequisite skills

As the house helper is working in an environment which must be clean and 

deals with family members, good hygiene and social skills (communication, 

behaviour in work groups, self care skills) are indispensable. The helper 

needs to be able to deal with electrical hazards (safety awareness), and 

needs to be able to find and return from familiar places such as the market 

(orientation and travel skills), even though she works mostly in the same 

environment. Functional academics are of low importance but, like for all 

professions, good motivation and work behaviour are essential.

Main task areas

Sweeping the house and its surroundings

• sweeps the yard and entrance of the house

• sweeps the floor and mops up the bathroom and kitchen floor

Dusting of furniture and making beds

• dusts the furniture in the living room

• removes cobwebs from the ceiling and the walls

• changes sheets and pillow cases and makes the beds

Going to the market and helping to prepare the family’s meal

• goes to the market and buys required foodstuff as instructed

• washes and slices vegetables and grinds pepper and tomatoes

• sets fire and put pots to boil and assists in cooking as needed

• washes pots, pans and dishes after the meal has been served
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Washing, drying and ironing clothes

• fetches water from the tap

• washes clothing with soap vigorously rubbing the dirty parts together

• rinses in a separate bowl until all traces of soap are removed

• dries rinsed wash on a clothes line or placing them on bushes

• plugs in the electric iron or puts and lights charcoal in box iron

• regulates the heat according to the type of fabric

• first irons the collar then other parts, making sure to avoid wrinkles

• folds clothing neatly avoiding wrinkles

Washing and feeding the children and getting them ready for school

• helps small children to wash and get dressed

• feeds smaller children with a spoon and gives them water to drink

• accompanies smaller children to and from school

Take home share

A household helper can earn between 6.oo and 10.oo GHC a month and gets 

meals and sometimes old clothing as well as a place to sleep.

Necessary tools and investments

None as all the implements are provided by the family which she serves.

Risk of injuries

Minimal, but the person can cut herself while peeling or chopping vegetables 

or burn herself when cooking or ironing.

Safety measures

Supervision is needed, and a first aid kit should be available.

Gender factors

Both sexes can work as a household helper, but this occupation is more 

common for women especially when it concerns caring for smaller children.

Seasonality

It is an all year round job.
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5.6.8. Garden boy

Takes care of a garden. He cuts, shapes and waters hedges and flowers and 

helps grow vegetables.

Main activities

• weeding and sweeping the compound

• pruning and watering the hedges and flowers

• making seed beds for nursing of seedlings

Prerequisite skills

For this job communication and self help skills can be very limited. As the 

person is neither dealing with fire, electrical appliances or sharp objects, 

safety awareness can be elementary. This also applies to functional 

academics and social behaviour as well as travel and orientation skills. 

However, good motivation and work behaviour is important and medium 

physical strength for carrying water can and the ability to work in a bent over 

position for some time is necessary.

Main task areas

Weeding and sweeping the compound

• weeds, rakes and sweeps the compound

• rakes the leaves and burns them when necessary

• sweeps the compound and throws away the rubbish

• burns the trash or brings it to the refuse dump

Pruning and watering the hedges and flowers

• uses a cutlass or pruning shears to cut the hedges to equal height

• collects the cuttings and carries them to the dump

• uses a watering can or a hose to water hedges and flowers

• sees to that the ground is moist but not waterlogged

• uproots unwanted growth to avoid competition for nutrients

Making seed beds for nursing of seedlings

• digs nursing beds to specific sizes as instructed

• manures and mulches beds

• plants seeds in given distances using a measuring stick
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• waters the beds with a watering can or with a hose

• transplant the seedlings from the nursing beds after some weeks onto 

the designated spot

Take home share

A garden boy may earn a monthly allowance of about 15.oo to 20.oo GHC.

Necessary tools and investments

Cutlass, hoe, knife, watering can, garden fork, hand trowel with expenses at 

current prices not over 200 000 Cedis. These tools could also be supplied by 

the master.

Risk of injuries

Are low, but he can hurt himself with a cutlass and should be taught to watch 

out for scorpions and snakes when working with the soil.

Safety measures 

He should wear Wellington boots and learn to watch out for scorpions and 

snakes.

Gender factors

This job can be performed by men and women

Seasonality

The garden boy can work throughout the year
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5.6.9. Hairdresser’s assistant

Washes customers´ hair, helps in braiding, keeps the place clean and 

maintains the objects used in a hairdressing place.

Main activities

• washing hair

• washing towels and rollers

• helping in braiding and combing out old weave

• keeping the shop clean and going on errands

Prerequisite skills

A hairdresser’s assistant needs to be clean (self care skills) and have a neat 

appearance and show some social competence in communicating and

greeting. In order to use a hair dryer, she must be aware of electrical hazards 

(safety awareness). Also important are the abilities to find and walk to 

familiar places such as the market when sent on errands (orientation and 

travel). Functional academics except for distinguishing colours and length of 

objects are of slight importance, as is physical strength and agility. However, 

good motivation and work behaviours are essential.

Main task areas

Washing hair

• positions the head of the client so that no water or soap can get into 

the eyes or face

• pours some water on the hair

• pours some shampoo on the hair and rub gently with the finger tips 

until it is well lathered

• rinses and removes foam and if necessary, repeats several times

• adds conditioner and rubs it into hair and scalp

• combs hair gently

• rinses with water and dries with a towel

Washing towels and rollers

• fetches water in a bucket and soaks towel in water

• rubs soap on the towel and rubs dirty parts against each other until 

they are clean
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• rinses in a separate bowl until all traces of soap are removed

• dries rinsed towels on a clothes line, a rack or placing them on bushes

Helping in braiding and combing out old weave

• holds strands in left hand firmly and uses a comb to part the weave

• removes weak or split strands of artificial hair

• divides strands of weave into three equal parts

• braids by passing one strand over the other in a regular pattern

Keeping the shop clean and going on errands 

• sweeps the shop every morning and evening and removes cobwebs 

• dusts the chairs and tables in the shop

• weeds and sweeps around the shop when instructed

• goes on errands to buy soap, weave and other items

Take home share

A hairdresser’s helper could be paid about 50 Pesewas per day so at the end 

of the month, the assistant will receive about 15.oo GHC.

Necessary tools and investments

As the equipment is provided by the Madam, the assistant needs a uniform 

and apron with the cost not exceeding 10.oo GHC at present prices.

Risk of injuries 

Are low, but by constant immersion of the hands in water and chemical 

products the skin may become irritated.

Safety measures

No specific safety measures are needed.

Gender factors

It is customary for females to work in this job.

Seasonality

Women go to the hairdresser all year round.
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5.6.10. Houseboy

Helps take care of the immediate surroundings of the house and generally 

makes himself useful.

Main activities

• weeding around the house and watering the garden

• sweeping the compound

• opening and closing the gate

• washing the car

Prerequisite skills

Since the houseboy interacts with visitors and family members, he needs a 

relatively high skill level as concerns social competence (communication and 

behaviour in work groups), a neat and pleasing appearance (self help skills), 

and he needs to be able to deal with electrical hazards and sharp objects 

(safety awareness). Orientation and travel skills can be quite low as he 

mainly works around the house. But, as with all jobs, good motivation and 

work behaviour, as well as medium physical strength and agility are 

important for succeeding at this job.

Main task areas

Weeding around the house and watering the garden

• removes weeds around the path and flower beds with a cutlass

• waters the flowers with a watering can

• uses a water hose to sprinkle the grass

Sweeping the compound

• rakes the leaves and burns them when necessary

• sweeps the compound and throws away the rubbish

• burns the trash or brings it to the refuse dump

Opening and closing the gate

• welcomes and announces visitors

• opens and closes gates for the master’s car

• keeps a watchful eye on the house
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Washing the car

• fetches water and adds soap

• washes the body of the car with soapy water

• removes rubber mats and brushes the interior

• washes the car windows and wipes off the interior

• scrubs the tires with a brush

Take home share

A house boy may earn a monthly allowance between 10.oo and 30.oo GHC

depending on the wealth of the family he serves.

Necessary tools and investments

Cutlass, hoe, rake, bucket, brush watering can and hose are supplied by the 

master, so there is no need for investments.

Risk of injuries

Are low, except for possible accidents while weeding.

Safety measures

No specific safety measures are needed but, in general, a first aid box should 

be available in the house.

Gender factors

The job of a house boy, as the name suggests, is an occupation for boys or 

for men. Girls or women also work in this field but are more occupied in 

helping with cooking and the children (see house girl).

Seasonality

It is an all year round occupation.
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5.6.11. Refuse collector’s helper

Moves from house to house and from street to street to collect refuse into a 

cart and transports it to a suitable site for dumping.

Main activities

• collecting refuse from house to house and from street to street

• depositing trash at a refuse dump

Prerequisite skills

A refuse collector’s helper can have only limited social skills (ex. can 

communicate by gestures) but needs to be willing to assist and accept some 

criticism. He needs only limited self-care a skills, as the job itself is not clean, 

but must be able to wash carefully after work. The only safety hazards could 

be cutting oneself with sharp objects such as broken glass. Orientation and 

travel skills are important, as the helper roams about gathering rubbish. 

Functional academics are of no importance. However, responsibility, 

motivation and work behaviour must be given and a certain degree of 

physical strength and agility is needed for pushing or dragging the cart.

Main task areas

Collecting refuse from house to house and from street to street 

• pushes a wheelbarrow round in the community to collect refuse or pulls 

a cart from house to house

• lifts the dustbin and empties the trash into the cart

• makes sure there is no refuse left in the trash bin and sweeps the 

ground around the dustbin

Depositing trash at a refuse dump

• when the vehicle is full wheels it to the refuse dump

• empties the refuse into the dump making sure there is none left in the 

cart

• pushes or pulls the cart to the next house where trash has not yet been 

emptied

• collects his fees at the end of the week or month
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Take home share

Depends on the number of houses served but can go up to 20.oo GHC a 

month.

Necessary tools and investments

Wheelbarrow or cart, shovel, broom, nose mask, refuse pincher, hand gloves 

with investments of up to 35.oo GHC at present prices 

Risk of injuries

Low, but collecting refuse can be a health risk if it contains diseased 

organisms or broken bottles and glass.

Safety measures

During collection and transport he must avoid direct contact with refuse by 

wearing gloves. In the case of strong odours or extreme dust he should wear 

mouth and nose protection and be instructed to wash thoroughly after work.

Gender factors

This job could be done by both sexes.

Seasonality

Collecting rubbish is an all year round job.
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5.6.12. Sales assistant

Helps in unpacking boxes, storing wares on the shop’s shelves, carrying 

customers´ packages to their cars, sweeping and cleaning the store.

Main activities

• unpacking and storing goods in the shelves

• putting items for customers into bags and carrying them to a taxi

• keeping the store neat

Prerequisite skills

Since the assistant deals with customers, a neat and pleasing appearance 

(self help skills), social competence (communication and behaviour in a work 

group) are a must. As there are no specific hazards, the need for safety 

awareness is low, except for being able to deal with sharp instruments such 

as razor blades or knifes. A medium level of functional academics, such as 

picture reading and counting quantities up to 20 is an advantage. Orientation 

and travel skills as well as physical strength and agility can be moderate. But, 

as in all occupations, good motivation and work behaviour are a must in 

order to find work.

Main task areas

Unpacking and storing goods on the shelves

• carries boxes and bundles into the store

• uses a razor blade or a knife to slit open the cello tape seal

• removes the content of the box and stacks it into the appropriate 

shelves

• brings the empty boxes outside and stores them in a designated place

Putting items for customers into bags and carrying them to a taxi

• stands beside the cashier and places items into a rubber bag

• avoids packing too many items into a bag, so it will not tear

• carries the bags to the customers car or a roadside taxi

Keeping the store neat

• sweeps the shop every morning and evening

• removes cobwebs from the ceiling and walls



AN ANALYSIS OF VOCATIONAL OPTIONS FOR MENTALLY HANDICAPPED SCHOOL LEAVERS
_______________________________________________________________________________________

215

• dusts the shelves and tables in the shop

• weeds and sweeps around the shop when instructed

Take home share

A sales assistant could be paid about 50 Pesewas, so at the end of the month

the assistant will receive about 15.oo GHC.

Necessary tools and investments

All the equipment, such as broom, duster or ceiling brush as well as a razor 

blade or scissors is provided by the shop owner.

Risk of injuries

Are low, but the person can cut himself when opening boxes with a sharp 

tool.

Safety measures

No specific safety measures are needed.

Gender factors

Males and females can work in this job.

Seasonality

Shops operate all year round.
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5.6.13. Second hand shoe seller’s helper

Washes, dries and polishes imported second hand shoes for sale at the 

market.

Main activities

• washing and drying shoes in the sun

• polishing the shoes

• exhibiting shoes for sale and storing them for the night

Prerequisite skills

In order to attract customers, the helper must have a neat and pleasing 

appearance (self help skills), communicate well and must show good social 

behaviour (communication and behaviour in a work group). He needs some 

skills in travel and orientation as he moves around in his job. There are 

almost no safety risks in this job, and functional academics are only 

important as concerns dealing with money and making change. Physical 

strength and agility can be limited but good motivation and work behaviour is 

a must.

Main task areas

Washing and drying shoes in the sun

• fetches water from a tap in a bucket

• cleans the shoes with a rag dipped in soapy clean smelling water

• sets the shoes on a clean surface to dry

Polishing the shoes

• applies shoe polish and when necessary leather dye with a rag

• spreads the polish smoothly all over the surface leather

• rubs the polish into the leather with a rag

• uses brush or rag to polish shoe leather until it shines
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Exhibiting shoes for sale and storing them for the night

• puts the shoes in rows on the pavement in the market

• stuffs the shoes with newspaper to smooth out the wrinkles in the 

leather

• sets them up in pairs and categories: children’s, women’s and men’s 

shoes

• bundles the shoes in bags for the night and stores them in a safe place

Take home share

Monthly earnings can come to about 15.oo GHC.

Necessary tools and investments

Bucket, soap, polish, brush, rags, a chair. The investments without the cost 

of used shoes amount to a little over 10.oo GHC at present prices.

Risk of injuries

No risks.

Safety measures

No specific measures necessary except being attentive.

Gender factors

Both sexes can sell second hand shoes.

Seasonality

This is an all year round job.
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5.6.14. Ward assistant

Keeps a hospital ward or community centre clean by making beds, sweeping 

and mopping floors and dusting the furniture.

Main activities

• sweeping and mopping the floor

• dusting and cleaning furniture

• dressing beds

• weeding and keeping the surroundings tidy

Prerequisite skills

As the assistant is working in an environment which must be clean and deals 

with customers or patients, good hygiene and social skills are indispensable 

(communication, behaviour in a work group and self help skills). The helper 

needs to be able to deal with electrical hazards (safety awareness). However, 

his orientation and travel skills can be quite limited, as he will be working in 

the same environment. Functional academics are of low importance, but, like 

for all professions, good motivation and work behaviour are essential.

Main task areas

Sweeping and mopping the floor

• sweeps the wards rooms and surroundings of the centre

• scrubs gutters and floors

• mops the floor

Dusting and cleaning furniture

• dusts the furniture and the louvers

• washes the louvers with soap and water when needed

• removes cow webs from the ceiling and walls

Dressing beds

• makes the beds

• removes the dirty linen

• carries the soiled bed sheets to the laundry
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Weeding and keeping the surroundings tidy 

• weeds around the building

• sweeps the paths to the ward

• empties rubbish bin

• carries the trash to the refuse dump

Take home share

A ward cleaner in a hospital or community centre can earn up to 30.oo GHC a 

month.

Necessary tools and investments

The following implements are provided by the hospital or community centre 

so no investments are needed: broom, rags, plastic buckets, disinfectant, 

mop, rubber gloves and soap.

Risk of injuries

The person can slip on a wet floor or hurt himself weeding but, in general, 

risks are low.

Safety measures

Supervision is necessary and the ward assistant must learn to be careful 

around wet and slippery surfaces.

Gender factors

Both sexes can become ward cleaners.

Seasonality

This is an all year round job.
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VI. ORGANIZING TRANSITION AND SUPPORT

Following the American example, there have been numerous descriptions of 

setting up a transition team and developing a written Individualized 

Vocational Transition Plan (IVTP) (Thressiakutty & Rao, 2001, 41-45).In 

these publications, emphasis is put on the multidisciplinary composition of 

the transition team and a written plan, which specifies long and short-term 

objectives.

In frequent meetings, these persons are to work out and follow up a plan for 

individual transition, a strategy which sounds compelling. However, under the 

given circumstances on the ground in Ghana, this can lead to cumbersome 

and ineffective procedures. Arranging meetings for a large number of persons 

and demanding written documents can be time consuming. Often the persons 

chosen to attend will not actually give any practical support for solving the 

problems at hand. Medical, therapeutic, special education and social services 

as well as vocational training options or employment opportunities from local 

businesses are usually quite limited for mentally handicapped school leavers 

in the community. In addition, some of these persons will want compensation 

for their time as well as travel expenses. Typing and distributing a written 

transition plan can be an extra burden. This is why we suggest a pragmatic 

procedure that reduces meeting time and written documents to a practical 

minimum.

6.1. Transition Team

The people discussing the vocational options of the handicapped school leaver 

should obviously be those who know the person best and who have a real 

stake in his future. 

Ideal core team members include:

• the special educator who has taught the person for some time

• the parents or guardians

• the young person himself

• and if possible, the person who will guide the graduate on the work 

site.

In some cases, advice must be sought from professionals, i.e. what type of 

work is not dangerous for a person with epileptic seizures, what technical aids 
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can help a person with low vision in performing a specific job, etc. In many 

cases, however, this information can be organized before the meeting by the 

special educator so that the professional person will not need to spend time 

and money to attend the meeting.

This book is written with the assumption in mind, that the person with a 

disability visits a special class in a regular school in the community and has 

continued to live with his family. This implies that the special educator is in 

relatively frequent contact with the family and is aware of the job 

opportunities in the community.

Transition from a segregated boarding school is a different and complex 

issue, especially if the parents live far away, do not see their child often and 

meetings with additional travel costs are involved.

6.2. Information needed

The process of transition starts from the special class in which the graduate is 

being taught. The special educator can bring in specific information:

• Results of the assessment of interests and abilities based on the 

students performance in the classroom as well as varied vocational 

activities.

• What support the person needs when working ( see check list in the 

annex)

The parents or guardians of the child can add their contribution to this 

assessment and give additional information as to:

• What kind of work is available in the extended family setting (see check 

list in the annex) which the handicapped school leaver could fit into.

• Which person could be asked to train and supervise the individual on 

the work site 

The handicapped school leaver himself can express his own point of view if 

possible and describe his preferences, hopes and dreams.
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6.3. Results and discussion

If all persons concerned agree on the interests, abilities and opportunities 

available for the handicapped school leaver, a stepwise procedure for 

transition can be arranged.

This could be done according to the following schedule:

• The special educator visits the future job site- if he has not already 

done so before- to look at the tasks that must be accomplished.

• Using task analysis, he carefully analyses the different main activities 

(see the procedure for task analysis under 4.4. in this handbook and 

look at the examples given for different vocational options).

• In his analysis he concentrates on core work routines that occur very 

frequently or daily in a job in order to see which of these skills must 

still be trained.

• In addition, he notes which work behaviours expected from a worker 

such as punctuality, getting along with co-workers, being able to stand 

time pressure, etc. are necessary for the job at hand.

• Also work related skills associated with successful performance but 

not directly linked to the job itself must be analyzed. For example, as 

already mentioned, someone working in agriculture must be able to 

find his way to the outlying fields where yams are being planted 

(orientation and mobility skills), must be capable of identifying labels 

that signal “Poison” when spraying plants (functional academics), etc.

• After this visit and an analysis of the job, a suggestion can be made as 

to which specific tasks the young person can handle and a person 

identified who will monitor and support the job activity.

• It is especially important to emphasize that the tasks assigned should 

be within the ability of the person so that he will achieve success. Also, 

the work should not be too heavy or unpleasant so the person will not 

lose heart. If only extremely heavy and dirty work is assigned, and the 

person is frequently scolded and criticized, we need not be surprised, if 

he gives up easily.
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The individual transition plan

Just like a weekly lesson plan which teachers are accustomed to, the 

individual transition plan outlines:

• where the training takes place

• what skills are being trained and 

• who is responsible for the training

Again the intention is to sketch out a framework that eliminates unnecessary 

paperwork but makes clear: 

• what should be done 

• by whom

• where and 

• in which amount of time.

Let us take the example of a young girl, who is going to learn how to help her 

mother with grilling plantains (see Plantain griller’s helper in the chapter 5.5. 

FOOD PREPARATION AND PROCESSING).A simple Individualized Vocational 

Transition Plan could look like this:

Name of Trainee: Comfort Age: 16 Years
Training duration: 1 Year Job site: Before House No 3

Chartey street
Person responsible at school: David
Person responsible at work site: Mother Agatha

Training 
site

Schedule 1st Term 2nd Term 3rd Term Remarks

School Duration Four days a 
week

Two days a 
week

One day a week

Objectives Safety
measures

Equal length 
and money 
skills

Safety measures, 
equal length, 
money skills

Job site Duration One day a 
week

Three days a 
week

Four days a week

Objectives Lighting fire, 
fanning the 
embers, 
adding 
charcoal

Tending fire, 
peeling and 
cutting 
plantain to 
equal pieces

Tending fire, 
peeling plantains, 
grilling plantain 
and dealing with 
customers *

* These activities do not need to be accomplished simultaneously. It is desirable 
that the trainee masters all these skills but, in order to be useful in this job, one 
or two skills could be sufficient.
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It is obvious that such a schedule will only work, if there is communication 

between the school and the job site in order to deal with any problems that 

come along. In community based schools this is relatively easy to achieve as 

the distance between the home and the school is not great.

Basically the job of the school consists of checking if the prerequisite skills 

which the young person needs on this specific job have been acquired for 

each task. These skills can be reinforced by discussing proper behaviour for 

example safety skills, by setting tasks at school that practice these skills and 

finally by observing the person on the job to give additional hints and 

feedback.

Very often people expect a young person not to learn a task in small steps 

such as we have shown in task analysis but to grasp the whole procedure in 

one complete process. If there is no immediate success even teachers of 

mentally retarded children often conclude: “This person cannot learn anything 

at all!” It is the job of the teacher to demonstrate to the co-workers that 

through teaching a skill step by step complex tasks can be learned. 

In addition the teacher can introduce simple techniques for learning some of 

the skills. 

For example the trainee can be taught to cut pieces of plantain of equal 

length by marking a given length on the cutting board. The child is then 

shown how to align the peeled plantain to the cutting board and use the 

marks to measure the desired length of plantain.

 An empty tin can be used to measure the amount of charcoal to be added to 

the fire etc. etc.

Last not least there still exists a tendency to believe that by frequent 

criticism, shouting and even caning a person will acquire skills. Children are 

seen as inherently lazy that must be forced to learn. This is obviously not 

true.

The teacher should be a model of patience, of being able to judge, how big a 

step a child can learn and what techniques can be used to give assistance to 

the acquisition of a skill. He should demonstrate by his behaviour the 

respect for the efforts of the pupil and show optimism for the trainee’s ability 

to learn and do worthwhile work.
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Finalizing transition

In the preface to this handbook we stated that decent work was the goal of 

transition. This can be achieved by carefully guiding young mentally 

handicapped school leavers in analyzing their abilities, their interests and the 

opportunities open to them.

As we spend most of our waking hours at work, integration into society is to 

a large extent defined by actively pursuing some activity which is of use to 

the people around us. Being active in whatever small way and helping with 

the tasks at hand increases the self esteem of the person and the acceptance 

by others.

Only those persons familiar with the school leaver and the person himself can 

decide at what point in time transition from school to work has been 

achieved. Usually a period of one year should be sufficient to reach this goal. 

In some cases the time could be shorter and in a few cases where a lot of 

back up and support is needed time could be extended.

However, a regular contact and follow up of former pupils by the school 

should be the norm. In a community-based school, this can be achieved by 

casual encounters at the market in the streets or just passing by the parents’ 

home. In addition, a school could invite former pupils to certain events such 

as game activities, festive occasions such as Christmas or Easter etc. It is not 

the task of a school to keep mentally handicapped adults in special schools 

forever. However, schools do have a responsibility for seeing to it that their 

former pupils live a decent life.
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VII. AN OUTLINE OF PRE-VOCATIONAL TRAINING 

It has been underlined many times over, that a school for mentally 

handicapped children in Ghana should not attempt to train pupils in specific 

professions in which they must perform independently after graduation. Units 

or schools for mentally handicapped children have neither the resources nor 

the skilled personnel who would be able to train for specific professions. This 

training cannot be done in a school environment .A real life situation is 

needed where goods are produced and sold to customers in a competitive 

market or services rendered in a community setting. It does not seem 

feasible to train for the role of a helper in all the numerous activities we have 

described. We need to take into account the setting in which these jobs will 

be performed and the persons with whom the school leaver will work. 

This is especially true for residential schools that have very limited contact 

with parents and the community of origin. After leaving school, the graduate 

will necessarily go back to the community and will need to be fitted into his 

family’s economic activities.

However, quite a number of prerequisite skills for many of the job activities 

that have been listed can be trained at school as well as the majority of basic 

skills that are the core elements of many of the simple jobs we have 

described in the preceding chapter. 

The procedure of identifying these prerequisite, readiness skills and core 

skills for many vocational activities will be explained in the following chapter.

7.1. An analysis of basic vocational skills

In the description of job activities available to persons with a mental handicap 

we have distinguished between prerequisite and task skills.

Prerequisite skills are those which make it likely that a person can be 

trained for a certain job. Examples include physical strength and 

communication skills. It has been the experience of many teachers and 

parents that there are limits to development. A person who is quite frail in his 

physical build will not be able to work as a blacksmith’s helper. A person who 

has speech difficulties will not be able to succeed in a job in which 
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communication with customers is essential. This applies to any human being 

whether handicapped or not and is probably the reason why some have 

decided to become teachers and not nuclear scientists or professional football 

players.

Prerequisite skills

The Winneba Vocational Readiness Scale (Kniel, A. & Kniel-Jurka, C. 

2006) that is modelled after the work of Cornelius & Ruckman (1998) 

contains a list of eight subscales that measure the extent of readiness in 

areas which are prerequisite for many practical vocational activities in the 

informal sector in Ghana.

This scale can be used to assess the level of readiness of an individual pupil 

in different skill areas as well as in defining objectives which should be 

achieved so that the future graduate can follow a certain vocation. It can also 

be used to eliminate vocational activities for which the young person does not 

have the necessary prerequisite skills and where, even when trained, is not 

likely to achieve the necessary level of competence. For example, no matter 

how much we train a pupil with cerebral palsy it is not likely that this child 

will be able to perform well in a job that demands accelerated fine motor 

skills.

No matter how well we educate a mentally handicapped school leaver with an 

additional hearing impairment, a job which demands constant verbal 

communication with customers is not suited for this person.

All the vocations we have looked at are characterized by specific demands on 

readiness skills which make it likely that a person can be trained on site for 

this activity. But we can still generalize as to those prerequisite skills that are 

common for the six vocational domains we have described in detail:

• Animal rearing

• Crop farming

• Crafts involving light physical labour

• Crafts involving heavy physical labour

• Food preparation and processing

• Services and commerce

We can distinguish between three levels of importance of prerequisite skills 

for animal rearing:
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• those abilities where a low level of skill is possible and which are not so 

important

• those skills that are important for some but not for all jobs, and 

• those abilities which are important in any type of animal rearing and 

where a sufficient skills level is necessary.
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7.2. Prerequisite skills in animal rearing

Not so important

low skill level possible
Important for some

but not all jobs 

Important sufficient level

necessary

Communication (active 

communication and 

greeting)

Communication ( reaction to 

instruction and tolerance of 

criticism

Self care (toileting, 

eating, grooming)

Self care (personal hygiene)

Safety awareness 

(electrical & fire 

hazards)

Safety awareness (use of sharp 

objects, threats by animals)

Orientation and travel 

(direction and 

signboards, public 

transport)

Orientation and travel 

(orientation in the 

community, traffic 

hazards)

Behaviour in workgroups

(willingness to help, 

responsibility and social 

behaviour)

Functional academics 

(reading & writing, 

number skills)

Functional academics 

(money skills)

Functional academics 

(measurement)

Motivation and work behaviour

(perseverance, willingness, 

punctuality, remaining in 

workplace)

Physical strength and agility 

(lifting and carrying, walking and 

running, holding and grasping, 

bending and balancing)

Quite simply, we can conclude that those persons will probably succeed in 

working with animals that:

• show good motivation and work behaviour,

• have the necessary safety awareness for dangers associated with the 

job, 

• are of medium physical strength and agility,

• have a grasp of numbers and are willing to help, follow instructions and 

show responsible behaviour and accept criticism.
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Formal academics skills, verbal competence and sociable behaviour as well as 

a pleasing, neat appearance and good hygiene are desirable but not essential 

for this type of job.

7.3. Prerequisite skills in crop farming

As the following table shows, the prerequisite skills for vegetable farming are 

identical to those of animal rearing. 
Not so important

low skill level possible
Important for some 

but not all jobs 

Important sufficient level

necessary

Communication (active 

communication and 

greeting)

Communication ( reaction to 

instruction, tolerance of 

criticism)

Self care (toileting,

eating, grooming)

Self care (personal 

hygiene)

Safety awareness 

(electrical & fire 

hazards)

Safety awareness (use of sharp 

objects, threats by animals)

Orientation and travel 

(direction and 

signboards, public 

transport)

Orientation and travel 

(orientation in the 

community, traffic 

hazards)

Behaviour in workgroups

(willingness to help, 

responsibility and social 

behaviour)

Functional academics 

(reading & writing)

Functional academics 

(money skills)

Functional academics (number 

and measurement skills)

Motivation and work behaviour

(perseverance, willingness, 

punctuality, remaining in 

workplace)

Physical strength and agility 

(lifting and carrying, walking 

and running, holding and 

grasping, bending& balancing)

We can conclude that in the majority of cases, those pupils that are likely to 

be able to do farm work can learn to raise animals and grow vegetables as 

well.
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7.4. Prerequisite skills in crafts: 

heavy or light physical labour

We can easily see the difference in prerequisite skills as they relate to crafts 

which involve heavy or light physical labour:

Prerequisite skills in crafts involving heavy physical labour

Not so important

low skill level possible
Important for some 

but not all jobs 

Important sufficient level

necessary

Communication (active 

communication and 

greeting)

Communication (reaction to 

instruction, tolerance of 

criticism

Self care (toileting, eating, 

grooming)

Safety awareness 

(electrical hazards)

Safety awareness (fire 

hazards, threats by 

wild animals)

Safety awareness (use of 

sharp objects)

Orientation and travel 

(direction and signboards, 

public transport)

Orientation and travel 

(orientation in the 

community, traffic 

hazards)

Behaviour in workgroups

(willingness to help, 

responsibility and social 

behaviour)

Functional academics 

(reading & writing)

Functional academics 

(measurement and 

number skills)

Functional academics 

(numbers)

Motivation and work 

behaviour (perseverance, 

willingness, punctuality, 

remaining in workplace)

High degree of physical 

strength and agility (lifting 

and carrying, walking and 

running, holding and 

grasping, bending& 

balancing)
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Prerequisite skills in crafts involving light physical labour

Not so important

low skill level possible
Important for some 

but not all jobs 

Important sufficient level

necessary

Communication (active 

communication and 

greeting)

Communication ( reaction to 

instruction and tolerance of 

criticism

Self care (toileting, 

personal hygiene, 

eating, grooming)

Safety awareness (fire 

hazards, threats by 

wild animals)

Orientation and travel 

(direction and signboards, 

public transport)

Behaviour in workgroups

(willingness to help, 

responsibility, social 

behaviour)

Functional academics 

(reading & writing, 

addition, subtraction)

Motivation and work 

behaviour (perseverance, 

willingness, punctuality, 

remaining in workplace)

Physical agility (holding and 

grasping, bending and

balancing)

Most crafts involving light labour feature some contact with the public so that 

some social competence in communication and greeting, as well as a neat 

and acceptable appearance, seem necessary. These aspects do not seem 

very important for most crafts involving heavy physical labour. In addition, 

there are a variety of safety hazards of which a person in these jobs must be 

aware, whereas in most forms of light physical labour workers only need to 

be alert to one type of hazard.

It is quite obvious that the main distinction between these two forms of work 

lies in the area of motor skills demanded. Crafts involving heavy physical 
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labour demand a high degree of physical strength and mastery of gross 

motor skills. In crafts which involve light physical labour, fine motor skills are 

more in the foreground.

7.6. Prerequisite skills in food preparation and 

processing

Not so important

low skill level possible
Important for some but 

not all jobs 

Important sufficient level

necessary

Communication (active 

communication and 

greeting)

Communication (reaction 

to instruction, tolerance of 

criticism)

Self care (toileting, 

personal hygiene, eating, 

grooming)

Self care (toileting, 

personal hygiene, eating, 

grooming

Safety awareness (threats 

by animals)

Safety awareness (use of 

sharp objects, fire 

hazards)

Orientation and travel 

(direction and signboards, 

public transport)

Orientation and travel 

(orientation in the 

community, traffic 

hazards)

Behaviour in workgroups

(willingness to help, 

responsibility and social 

behaviour)

Functional academics 

(reading & writing)

Functional academics 

(measurement and 

money skills)

Functional academics 

(number skills)

Motivation and work 

behaviour (perseverance, 

willingness, punctuality, 

remaining in workplace)

Physical strength and 

agility (lifting and 

carrying, walking and 

running, holding and 

grasping, bending and 

balancing)
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In contrast to the other vocational areas, we have analyzed up to now the 

prerequisite skills that have to do with self care are most important when 

preparing food. The person needs to be clean and have a pleasing 

appearance in order to attract customers. This area involves using a knife or 

scraper, setting and cooking on a fire, as well as lifting and carrying medium 

weights. Only pupils who have a certain degree of competence in these areas 

could be oriented towards working in food preparation and processing.

7.7. Prerequisite skills in services and commerce

Not so important

low skill level possible
Important for some but 

not all jobs 

Important sufficient level

necessary

Communication (active 

communication and greeting,

tolerance of criticism, reaction 

to instruction)

Self care (toileting, personal 

hygiene, eating, grooming

Safety awareness 

(threats by animals)

Safety awareness (use of 

sharp objects, fire & 

electrical hazards

Safety awareness (use of sharp 

objects, fire hazards)

Orientation and travel 

(direction and 

signboards, public 

transport)

Orientation and travel 

(orientation in the 

community, traffic 

hazards)

Behaviour in workgroups 

(responsibility, social 

behaviour, willingness to help, 

group functioning)

Functional academics 

(reading & writing)

Functional academics 

(measurement and 

money skills)

Functional academics (number 

skills)

Motivation and work behaviour

(perseverance, willingness, 

punctuality, remaining in 

workplace)

Physical strength and 

agility (walking and 

running, bending and 

balancing)

Physical strength and agility 

(lifting and carrying, holding 

and grasping)
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As commerce and services for the most parts include dealing with the public, 

social competence (communication and behaviour in work group) and good 

self care skills are important in order to attract clients. Physical strength and 

agility again is mainly important in the fine motor domain. The areas of 

functional academics that are especially important concern dealing with 

money and making change, as well as measuring skills. This, by the way, is 

exactly the same for the majority of those Ghanaians who are illiterate and 

are working successfully in commerce and services in the informal sector.

7.8. The school curriculum and prerequisite skills 

for vocations

If one of the primary goals of school is to prepare pupils for a productive life, 

we can draw some interesting conclusions from our analysis of prerequisite 

skills for those jobs that are accessible for mentally handicapped school 

leavers.

It is evident, that for any type of job the following three prerequisite skill 

areas seem very important:

Task behaviour

• Responsibility, i.e. being careful with equipment that is used for the job

• Following instructions

• Tolerance of criticism, i.e. accepting criticism and correcting work 

behaviour as instructed

Motivation and work behaviour

• Perseverance, i.e. being able to work without stopping for longer 

periods of time

• Willingness, i.e. being open to take up any assignment given

• Punctuality

• Remaining in the workplace
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Social Interaction

• Offering help when asked either when prompted or spontaneously

• Showing age and culturally appropriate behaviour towards others

Those children who have learned these skills at school have the best chances 

of satisfying their employer at work. 

So any activities offered at school that foster these skills are of great benefit 

for the future.

In fact in the afore mentioned study of Suresh & Santhanam (2002), it was 

found that a strong positive relationship exists between these work traits and 

success at given tasks in a vocational setting for mentally handicapped 

persons in India.

This is not to say, that other prerequisite skills should not be developed in the 

school context. Good communication skills, physical strength and agility, 

travel and orientation skills, safety awareness and functional academics 

(numbers, measurement and money skills) are also important as 

prerequisites for certain jobs. But given the competition for simple jobs in the 

Ghanaian labour market, the most obvious advantage a mentally 

handicapped person would have are willingness to work hard and 

continuously, carefully following instructions and being ready to help 

whenever asked. 

In fact, these are the traits which encourage employers in industrialized 

countries to hire mentally handicapped workers for simple jobs. They seem to 

be more dedicated to their work if treated well than some of the non-

handicapped competitors.

In order to prepare pupils in units or schools for the mentally handicapped, 

we should select elements of the curriculum that fit the demands of their 

future life situation. This means that instead of copying letters, we would 

need to concentrate on reading common sight words which the pupils will 

encounter in the community. Instead of attempting to teach formal written 

number work, counting and sorting objects as to size and shape as well as 

money skills should be in the foreground. In sports and physical education 

building strength and agility is a priority.

In the following chapter we will attempt to show how these skills can be 

developed in a two year pre-vocational training program. This program does 

not aim to train for a specific profession but tries to develop interests and 

abilities by offering a variety of different projects in the last two school years.
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VIII. AN OUTLINE OF A PREVOCATIONAL TRAINING 
PROGRAM

Not much has changed since Hayford (2001) studied pre-vocational activities 

offered in four schools for mentally handicapped children in Ghana. Schools 

are still mostly active in the following areas: basketry, farming, batik and 

envelope making.

Let us first look at the basic skills involved in the activity areas we have just 

analyzed: farming (animal rearing and vegetable growing), crafts, food 

preparation/processing, commerce and services.

After looking at the basic skills in these five work areas we will present a 

selection of activities for prevocational training. These are basic work 

processes which could be inexpensively offered at every unit or special school 

for mentally handicapped children in Ghana in a two-year pre-vocational 

program.

8.1. Task skills common to all vocational areas

Please look carefully at the table to judge, what basic elements all these 

vocational activities have in common even though different specific skills are 

necessary to perform each job.
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Animal Rearing Vegetable growing Crafts Food preparation Services/ commerce

Sorting and 

distinguishing different 

materials (foodstuff, 

leaves, etc.)

Sorting seeds and plants 

according to type, size, 

maturity etc. Identifying 

plants ripe for harvesting

Sorting materials as 

to size, colour, length 

shape and quality 

Sorting food materials as to 

quality, soaking and sieving 

grains, flour

Sorting materials as to size, 

colour, length, shape and quality 

Measuring and mixing

materials (feed, manure 

etc.) so that they are 

evenly distributed

Measuring and mixing

quantities and assisting in 

fertilizing

Measuring and 

mixing quantities of 

material

Measuring and mixing using a 

measuring bowl, to add specific 

quantities

Measuring sewing, gluing, 

braiding, cutting out shapes

Carrying, fetching and 

storing feed, water and 

products, i.e. eggs

Carrying and storing

tools and crops, watering 

plants

Carrying, loading, 

storing and stacking 

bundling, finished 

products and raw 

materials 

Carrying materials to a specific 

location, i.e. the grinding mill. 

Packaging, stacking, bundling, 

storing finished products and 

raw material

Carrying, loading, storing and 

stacking bundling, finished 

products and raw material

Cleaning and sweeping 

and bringing away waste 

materials

Clearing the land and 

weeding

Cleaning and 

sweeping and bringing 

away waste materials

Cleaning and sweeping and 

bringing away waste materials

Cleaning brushing, sweeping, 

weeding, dusting, mopping and 

bringing away waste materials

Washing, rinsing, and drying 

Cutting grass and other 

feed

Planting seeds, seedling 

in an even distance and 

depth of hole

Cutting, splitting, 

sanding, polishing 

shaping materials to a 

given size

Cutting, peeling, chopping, 

scraping, cracking food materials

Setting and using a fire 

for preparing feed

Setting and using a 

fire for burning 

charcoal or for boiling 

oil, water, wax etc.

Setting and using a fire for 

frying, cooking and bringing 

water to a boil

Setting and using a fire using 

a charcoal or electric iron

Lighting charcoal for a box iron
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It seems clear that even though specific task skills make up each occupation, 

some generic task skills that are common to the different vocational areas 

can be identified. Sorting, for example, refers to distinguishing different 

materials depending on whether the person is engaged in:

• farming (seedlings, grains, etc.), 

• crafts (i.e., pieces of glass in different colours in bead making), 

• food preparation (good from spoilt corn) or

• services (dirty or clean clothing) .

This skill seems to be necessary for task success in most jobs. So in 

practicing these skills by being exposed to a number of different activities in 

the pre-vocational phase of schooling, the pupil not only can test his abilities 

and interests in different fields but also learn to generalize skills over several 

areas.

However, the reader should be aware that one of the specific traits of 

mentally handicapped persons is that learning is situation specific. 

Generalization, i.e. transferring learning from one setting to the other for 

example from the classroom to the home, that we do easily in most cases is 

not accomplished naturally (for a detailed discussion see Berkson, 1993, 149-

172, Graziano, 2002, 204-214). That is why the same skills must be 

practiced over and over again in different settings such as those different 

vocational activities which we suggest should be included in the pre-

vocational program.

8.2. Criteria for selecting pre-vocational activities 

in the Ghanaian setting

If we select a number of pre-vocational activities to be offered on a regular 

basis in units and schools, we need to select these according to the following 

criteria:

• Low cost of materials and tools

• Local raw material easily available

• No specific skill or knowledge necessary for teachers
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• Relatively easy tasks which can be subdivided into specific tasks for 

children of all ages and abilities

• Products that can be used in the school or consumed by the children 

themselves

• Several basic skills can be acquired in each activity

Units or schools for the mentally handicapped receive almost no subsidies 

from the government, and in the majority rely on funds from NGOs or 

donations. It is not an easy task to offer a variety of activities which can 

develop those generic skills which are important for future jobs. In addition,

activities that can be offered depend on the location and amount of land, the 

availability of water etc. in the unit or school.

Following the criteria we have outlined, the following activities could be 

considered for a two- year pre-vocational training program:

• Crop raising (tomatoes, beans, peppers)

• Animal husbandry (snails, rabbits)

• Crafts: (broom making, soap making)

• Domestic services (clothes washing and mending, regular cleaning of 

the classroom and compound)

• Food preparation (groundnut roasting, preparing a simple meal once a 

week with the older children)

All these activities are simple, and the materials can be gathered for free or 

bought at low cost. Most teachers know how to teach these skills and will not 

require specific training. Parents could be encouraged to contribute some of 

the necessary materials.

Some of the skills taught in each of these activities are listed in the following 

table:
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Activity Task Skills

Growing 

tomatoes, 

beans, 

pepper

Sorting seeds and plants according to type, size, maturity etc

Measuring size of nursery bed, distance and depth of planting seeds.

Mixing top soil and fertilizer, manure or black earth

Carrying watering can and tools

Clearing the land and weeding

Cutting branches for making a shade roof

Raising 

snails or 

rabbits

Sorting different types of feed (grass, leaves, peels, kitchen left-overs)

Measuring of pit, quantity of feed and water

Mixing feed

Carrying water and feed

Cleaning washing food trays, removing feaces and old food

Cutting grass and collecting leaves

Broom 

making

Sorting branches as to length and strength

Measuring length of risps, length of string for tying

Carrying branches from the bush, brooms to the market

Cleaning work area, sweeping the floor

Cutting length of broom sticks, length of string

Groundnut 

roasting

Sorting groundnuts as to quality

Measuring necessary amount of sand, of groundnuts to be roasted

Mixing sand and groundnuts for roasting

Carrying sand, charcoal, groundnuts for roasting

Cleaning removing groundnut shells, burnt charcoal, sweeping the 

worksite

Setting fire for roasting

Class 

clothes 

washing, 

mending 

and 

ironing 

day

Sorting dirty and clean clothing, clothing that is in order or must be 

mended

Measuring the amount of water and soap, the length of thread, size of 

buttons etc. to be used

Carrying water to the wash site

Cleaning rubbing clothing until it is clean

Setting charcoal aglow for ironing

Depending on the school facilities, the geographical location of the school, as 

well as the available ground for gardening or farm work, other simple 

activities could also be chosen for pre-vocational training.
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A possible schedule with increasing levels of difficulty could be as follows:

Clothes 

washing

day

Vegetable

growing

Raising 

snails

or rabbits

a).Groundnut 

roasting

b).Meal 

cooking

Crafts: 

broom 

making

Beginners Washing 

and 

drying

Watering Cleaning a).Shelling 

groundnuts

b).Cleaning 

pots and pans

Removing 

sticks form 

the palm 

fronds

Intermediate Washing 

and 

ironing

Planting 

and 

weeding

Watering 

and 

feeding

a).Preparing 

fire, roasting

b).Working with 

fire

Cutting 

branches in 

the bush, 

removing 

branches

Before 

graduation

Washing, 

ironing 

and 

mending

Making 

nursery 

beds, 

selecting 

plants, 

harvesting 

etc.

Mixing feed 

etc. 

watering, 

feeding, 

mending 

fences etc.

a).Preparing 

paste, whole 

cycle

b).Preparing a 

complete meal

Measuring, 

shaping, 

tying the 

broom

All pupils independent of their age should participate according to their level 

of skill in the weekly clothes washing and mending day. 

All other pre-vocational activities could follow a sequence. Vegetable growing, 

animal raising, crafts and food preparation and crafts such as broom making 

could be offered to a small group of pre-vocational students. These students 

could move on to another area after three to four months so that at the end 

of these two years, their interests and abilities in these different occupations 

would be quite clear to them, their families and the teachers. 

It should again be underlined that the goal of this pre-vocational phase is not 

to make the pupils proficient in all these skill areas and then send them on 

the job market to work independently. The intention is to train the basic skills 

common to most vocational activities and help parents and the pupils 

themselves test their abilities. By this method, the choice of a future 

occupation will be based on experience.
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8.3. Time Frame

A pre-vocational training program with the intention of fitting the child into 

the available job structure of the family and community environment should 

consist of several steps:

1. A two- year period where the majority of school time is devoted to the 

projects previously outlined (School based vocational project phase).

2. A job shadowing program, where children are attached for a short 

period to real life activities in the community to see what they are capable 

of and where their interests lie.

3. An onsite training program where in the third year, future graduates 

are trained in a vocational skill in a real life situation in the community and 

slowly progress from part-time to full-time work. 

8.3.1. School based vocational project phase

In this phase, all the children age 15 and above would successively be 

introduced to the activities described above. The goal consists of training 

them in the basic skills that are at the root of most vocational activities. 

Depending on the individual school setting, other activities could be 

introduced. For example, if palm oil is cheaply available in the region, soap 

making could be practiced in the school and the soap cakes used for the 

school washing day. The area used for growing vegetables or raising snails or 

rabbits needs to be fenced in order to prevent theft and destruction. In this

case, pupils could learn to make fences out of sticks or erect a compound wall 

with mud bricks. It is clear, that the school based vocational project phase 

depends on local circumstances. Parents can also be asked to make a 

contribution of their knowledge and skills as well as donate the necessary 

materials.

In addition, in the school-based vocational project phase on-site visits with 

small groups of pupils to different jobs locations in the community should be 

organized. The pupils could spend some time watching parents or other 

community members at work to get an idea of different professions. Parents 
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and other community members could be asked to explain their work to the 

pupils so that other activities than those in the vocational projects of the 

schools would be experienced.

8.3.2. Job shadowing program

Job shadowing permits an individual student to spend one or two days 

observing (shadowing) a person or a team at work. Depending on the level of 

difficulty, the student may even be given an opportunity to try his hand at 

specified tasks. The person to whom the student is assigned must be willing 

to supervise these activities. Job shadowing can be used as a method to 

improve decision-making when choosing among several alternative jobs. By 

observing the pupil’s interest and abilities on the job site, the student himself 

and his environment can come to a conclusion as to what is suitable for the 

individual.

As individual job shadowing will usually take place among members of the 

extended family, it will also be possible to observe with whom the pupil gets 

along well. Job shadowing also allows one to note which family member 

understands and is able to deal with the future graduate.

Job shadowing therefore serves a triple purpose:

• it is an additional opportunity to assess abilities and interests

• it increases the number of job options available and enables real life 

experience outside of the classroom, and

• it permits us to observe who gets along with the pupil and to whom the 

pupils relates well.

8.3.3. Onsite training program

In the onsite training program, the pupil works full-time for a progressive 

number of days at a selected job for one year. At the end of the third year, 

the graduate will leave school and work full-time in the chosen field.

As McDonnell, Mathot-Buckner & Ferguson (1996) underline, job training 

needs to focus on three main objectives:
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• establishing a level of performance that is acceptable to the people who 

are working together on the job

• creating a support system that deals with problems arising in the 

course of work

• seeing to it that the graduate observes informal and formal rules that 

apply to the job at hand.

As stated before, the expected level of performance should be clear for 

the trainee as well as his co-workers. Care should be taken, that the person 

should not be limited to unduly heavy or dirty work that no one else will to 

do. On the other hand, the trainee should be able to work at a certain level of 

speed and the accuracy necessary for this type of work in order to be 

accepted as a co-worker.

This means that in the beginning, following the principles of behaviour

modification, praise and reinforcement, as well as prompts for “good work 

behaviour” should be frequent. This can be faded out over time, as the 

trainee progressively masters the task.

In some cases job modifications will be necessary. As we have seen in our 

task analysis of jobs available in the community, these can be broken down 

into main task areas. A job modification could consist of limiting the task of 

the person to one area for example, watering and weeding the nursery beds 

in plant growing. Or a modification could be limiting the work to pounding 

broken glass bottles for bead making instead of expecting the person to do 

the whole sequence of tasks. Another strategy would be to think of 

adaptations that would reduce the difficulty of the task. Again taking up the 

same example in the beginning, the area that should be watered with one 

filling of the watering can could be marked. The person could be taught to 

distinguish earth that is sufficiently wet from that which is too dry or too wet, 

by touching the earth and observing its colour. It is the job of the teacher to 

think of such adaptations to make it easier for the person to learn to do the 

job properly.

Creating a support system involves finding persons on the job site who will 

be friendly and help the trainee when needed. If the work is in the extended 

family context, as is usually the case, such a “guardian angel” will probably 

already have been identified. Prinstain & Aikins (2005) studied how 

friendships of mentally retarded adolescents can benefit psychological 

adjustment and Turnbull, Pereira & Blue-Banning (2000) examined how 

teachers can facilitate friendships of mentally handicapped pupils.
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Asher & Gottman (1981) have identified three conditions under which 

friendships develop:

• There must be a shared interest; for example, the persons involved 

may like the same type of music, be interested in sports, etc.

• There must be frequent contact with the potential friend, which means 

that friendship is more likely if you work together, live in the same 

neighbourhood, etc.

• Last not least, you need the social skills to initiate and maintain the 

relationship, which means the person needs to be able behave in the 

way that is expected by others, i.e. joking with peers, share typical 

topics of conversation, offer assistance, be polite and aware of others 

feelings, etc.

Preaching to the co-workers and outlining the deficits of the individual:

“He is mentally retarded, sometimes forgets to bathe and does not speak 

clearly but you have to love him as a human being” is not recommended. 

Giving lectures on mental retardation and showing that you are an expert 

serves only to underline the distance between the co-workers and the new 

person who is going to join them in their job. We should focus on solving 

existing problems instead of creating new ones.

The teacher should be available and easy to reach whenever there is a 

problem and use his ideas and experience with former pupils to solve them. 

For example, if the person shows up regularly late at work the teacher can 

talk to the people where he lives, find out why he is often late and get them 

to send him to the work site on time, etc.

Observation of formal and informal rules on the job by the trainee can 

be monitored by visits to the job sites and conversations with co-workers and 

the trainee himself. The most important aspect here again is that the teacher 

who is responsible for the onsite job training of his pupil is in loose informal 

contact with the work site and is easily available for any necessary 

discussions.
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IX. A FINAL WORD

This handbook cannot pretend to have an answer to the employment 

problems of persons with an intellectual disability in Ghana. Even in 

industrialized countries, a large number of persons with a disability are 

without jobs.

However,

• by analyzing existing job opportunities, 

• assessing abilities and interests of mentally handicapped pupils 

• job matching and job training on site in the community 

we can take a decisive step towards our goal.

With our support despite a handicap, young school leavers can contribute to 

their family’s well being. Through decent work they can become an accepted 

member of the community

Hopefully the reader will take up the procedures outlined in this handbook. As 

more community based schools for mentally handicapped children are 

created in Ghana transition from school to work will also increase.
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X. ANNEXE

10.1. WINNEBA VOCATIONAL READINESS SCALE 

(WVRS)

Kniel, A. & Kniel-Jurka, C.

Uses of the Scale

This scale can be used to analyze if an individual has those necessary skills 

which make it likely that he can work in a certain occupation. 

Each of the eight dimensions (Communication, Safety awareness, Self care 

skills, Orientation and Travel, Functional academics, Behaviour in 

workgroups, Motivation and work behaviour, Physical strength and agility) 

may be of different importance for different occupations. For example skills 

concerning orientation in the community and travel competencies are 

important for someone moving around and collecting rubbish whereas 

functional academic skills are irrelevant for this job. On the other hand a 

person working as a shop assistant would need to in some cases need 

functional academic skills such as reading product labels or making change 

whereas travel competencies would usually not be important. 

Therefore by observing the level of competence in the eight skill areas at the 

school level can give valuable information as to the selection of possible 

occupations for school leavers9.

9 This scale is modeled after an instrument of Cornelius & Ruckmani (1998) that is used in 
India to classify individuals with mental retardation for placement in sheltered workshops 
or supported employment.
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How to score

For each subscale (ex. active communication) write the level of competence 

(ex. 3) into the box. Add the scores for the 4 subscales (ex. which make up  

Communication) to get the total score. If you divide this total score by 16 and 

multiply by 100 you’ll get a score that gives you a percentage of maximum 

points achieved. This can be a score that equals 25%, 50%, 75% or 100% of 

possible points. 

Scale Scale Total Percentage

Communication

Self care skills

Safety awareness

Orientation and travel

Functional academics

Behaviour in workgroups

Motivation and work behaviour

Physical strength and agility

:16 x100

Communicati
on

Safety 
awareness

Behaviour in 
workgroups

Self care 
skills

Orientation 
And travel

Functional 
academics

Motivation
and work 
behaviour

Physical strength 
and agility
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I. COMMUNICATION

ACTIVE COMMUNICATION 

1) Makes himself understood only by gestures 

2) Makes himself understood by isolated sounds accompanied by gestures

3) Makes himself understood to persons who are used to his personal language

4) Makes himself understood easily and to everybody

GREETING 

1) Indifferent on meeting 

2) Recognizes familiar persons 

3) Will greet when prompted

4) Greets politely and spontaneously

REACTION TO INSTRUCTION

1) Does not react to instruction

2) Must be given instructions for every step

3) Follows instructions for one step at a time

4) Follows instructions for several steps at a time

TOLERANCE OF CRITICISM 

1) Does not accept criticism, stops work, cries or leaves 

2) Resists criticism and continues as before 

3) Accepts criticism and tries to correct 

4) Accepts criticism and corrects as needed

_____________________________________________________________

COMMUNICATION SUM
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II. SELF CARE SKILLS

TOILETING

1) Often has “Accidents” 

2) Has an occasional “Accident” 

3) Anticipates toilet needs with few exceptions 

4) Has effective control of toilet needs 

PERSONAL HYGIENE

1) Needs attendant 

2) Needs some assistance 

3) Can wash independently in any familiar environment 

4) Can wash independently in any toilet environment 

EATING

1) Requires assistance and privacy while eating

2) Cannot serve himself and eat in a group

3) Needs to be served but can eat in a group 

4) Can serve himself and eat in a group

GROOMING

1) Needs assistance for clean dress, hair and finger nails 

2) Needs someone to check if appearance is neat and clean 

3) Can groom himself independently but forgets some aspects 

4) Presents a neat and pleasing appearance

_____________________________________________________________

SELF CARE SUM
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III. SAFETY AWARENESS

USE OF SHARP OBJECTS 

1) Cannot use sharp objects safely 

2) Can use sharp objects under very close supervision 

3) Can use sharp objects under loose supervision 

4) Can use sharp objects safely without supervision

ELECTRICAL HAZARDS

1) Cannot use switches and electrical appliances 

2) Can operate switches and electrical appliances only under close supervision 

3) Can operate switches and electrical appliances safely under loose supervision

4) Can operate switches and electrical appliances safely 

FIRE HAZARDS 

1) Cannot light or use a fire and is unaware of its danger

2) Cannot light or use a fire but is aware of its danger 

3) Can light and use a fire under supervision 

4) Can light, use and extinguish a fire safely 

THREATS BY ANIMALS (SCORPIONS, SNAKES) 

1) Is unaware of what to do 

2) Stands and shouts for help 

3) Runs away 

4) Runs away and informs others of danger

_____________________________________________________________

SAFETY AWARENESS SUM
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IV. ORIENTATION AND TRAVEL

ORIENTATION IN THE COMMUNITY 

1) Needs an escort outside the house

2) Needs general supervision walking from the house to the workplace 

3) Remembers routes in the neighbourhood when sufficiently trained 

4) Walks independently in the community 

DIRECTIONS AND SIGNBOARDS 

1) Cannot follow route directions 

2) Can follow one-component directions 

3) Can follow two component directions 

4) Can follow difficult directions 

PUBLIC TRANSPORT 

1) Needs an escort on taxis and busses 

2) Needs help in ticket purchasing and where to get off 

3) Can travel to familiar destinations by taxi or bus

4) Can use taxi or bus independently to any destination 

TRAFFIC HAZARDS

1) Needs to be accompanied on all roads 

2) Can use the road with assistance

3) Can use certain busy roads after intensive training

4) Can use all roads safely

_____________________________________________________________

ORIENTATION AND TRAVEL SUM
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V. FUNCTIONAL ACADEMICS

READING 

1) Cannot read 

2) Can read a one word sentence and understand its meaning 

3) Can read a two or three word sentence and understand its meaning 

4) Can read five or more word sentences and understand their meaning 

WRITING 

1) Cannot write 

2) Can write his name 

3) Can write one sentence letters 

4) Can write a simple letter with two or more sentences 

NUMBERS 

1) Does not have number concepts 

2) Has number concepts up to 10 

3) Has number concepts up to 100 

4) Has number concepts over 100

ADDITION / SUBTRACTION 

1) Cannot add or subtract 

2) Can add / subtract one digit numbers and has concepts of them 

3) Can add / subtract two digit numbers and has concepts of them

4) Can add and subtract three and more digit numbers and has concepts of

them 

_____________________________________________________________

FUNCTIONAL ACADEMICS SUM
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VI. BEHAVIOUR IN WORKGROUPS

GROUP FUNCTIONING 

1) Can only work alone with individual attention 

2) Can work together in small groups of up to 5 persons under close

supervision 

3) Can function in small groups under loose supervision 

4) Can function in groups and work independently 

SOCIAL BEHAVIOUR 

1) Is distinctly unsociable 

2) Shows inappropriate behaviour towards peers 

3) Shows age and culturally appropriate behaviour towards peers 

4) Shows age and culturally appropriate behaviour towards peers as well as

strangers 

RESPONSIBILITY 

1) Is careful only with own property 

2) Is careful with equipment given to him only when supervised closely 

3) Is careful with equipment given to him under loose supervision 

4) Is careful of equipment without supervision 

OFFERS HELP OR ASSISTANCE

1) Does not offer to assist

2) Assists when coaxed repeatedly

3) Assists when prompted

4) Assists spontaneously

_____________________________________________________________

 BEHAVIOUR IN WORKGROUPS SUM
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VII. MOTIVATION AND WORK BEHAVIOUR

PERSEVERANCE 

1) Cannot carry out work for more than a minute 

2) Can carry out a work activity for 5 minutes without stoppages 

3) Can carry out a work activity for 15 minutes without stoppages 

4) Can carry out a work activity for 30 minutes without stoppages 

WILLINGNESS

1) Is generally unwilling to take up assignment 

2) Will take up assignments but only with coaxing 

3) Is willing to take up only familiar assignments 

4) Is willing to take up any assignments 

PUNCTUALITY 

1) Is always unpunctual 

2) Is punctual only 50% of the time 

3) Is punctual for almost all of the time 

4) Is in position before time 

REMAINING IN WORKPLACE 

1) Cannot remain in workplace for even 5 minutes 

2) Occasionally leaves workplace without permission 

3) Leaves workplace only with permission 

4) Is at workplace before time and stays there all day as needed 

_____________________________________________________________

MOTIVATION AND WORK BEHAVIOUR  SUM
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VIII. PHYSICAL STRENGTH AND AGILITY

LIFTING AND CARRYING 

1) Cannot lift or carry even small weights 

2) Can lift and carry small weights up to 5 kg 

3) Can lift and carry weight up to 15 kg 

4) Can lift and carry weight up to 30 kg 

WALKING AND RUNNING

1) Cannot walk for even short distances 

2) Can walk steadily for 10 minutes 

3) Can walk for half an hour without resting 

4) Can walk for more than an hour without resting 

HOLDING AND GRASPING

1) Is not able to grasp and hold objects firmly 

2) Can grasp and hold larger objects for a short time 

3) Can grasp and hold very small objects 

4) Can grasp and hold objects firmly of any size or weight 

BENDING AND BALANCING

1) Can bend down only for short periods of time 

2) Can bend down (for example for sweeping or weeding) for at least 10

minutes 

3) Can bend down for up to half an hour 

4) Can work in a bent position steadily for up to an hour 

_____________________________________________________________

PHYSICAL STRENGTH AND AGILITY SUM



ANNEXE
_______________________________________________________________________________________

258

10.2. WINNEBA SUPPORT NEEDS CHECKLIST

Adrian & Christiane Kniel-Jurka

With this informal list the job coach can analyze and determine in which 
areas the school leaver with a mental handicap needs assistance for 
succeeding on the job. In the list please check why and in what area the 
person needs support, and then identify who could help and what should be 
done.10

Why and in what area is support 
needed? 

yes no Who can 
help?

What should be 
done?

Needs help to improve work quality
Needs help to improve work quantity 
(speed)
Needs help in being regular and punctual 
at work
Needs help in safety skills
Needs help in making himself understood 
(communication)
Needs help in cooperating with co-
workers (working together)
Needs help with money (making change, 
getting his share)
Needs help in presenting a neat and 
pleasing appearance
Needs help with in taking medication and 
medical checkups (seizures, skin disease 
etc.)
Needs help in adapting to changes and 
stress

10 The following example can illustrate the procedure

Why and in what area is support 

needed? 

yes no Who can 

help?

What should be done?

Needs help in safety skills
X

Co worker 

AMA

Needs to learn to use a rag to lift a hot skillet 

off the fire. Needs to stand away from the 

direction of the wind near a fire

Needs help with in taking 

medication and medical checkups 

(seizures, skin disease etc.)
X

Mother Needs to take medication before going to 

work. Pill box with one compartment for every 

day of the week must be made, so that 

regular intake can be checked



ANNEXE
_______________________________________________________________________________________

259

10.3. WINNEBA ACTIVITY LIST OF FAMILY 

MEMBERS (WALFM)

Kniel, A.& Kniel-Jurka, C.

The purpose of this list is to identify those members of the extended family 

that could use extra help in their activities and to describe briefly what tasks 

would be involved.

In a second step, in talking with the teacher who knows the child best, it 

could be ascertained if abilities and interests of the child match the tasks that 

would be performed as a helper. What additional training on the job site/ 

home and community setting would be necessary if any?

1. Name of Child: ............. Age ....... Gender: .....................

2. Name of Father: ............. Occupation: ................................

Self-employed: Yes no

Could additional help be used in this occupation? Yes no

What tasks would the additional help consist of? 

................................................................................................

Address of father:........................................................................

Precise location:..........................................................................

3. Name of Mother: ............. Occupation: ................................

Self-employed: Yes no

Could additional help be used in this occupation? Yes no

What tasks would the additional help consist of? 

................................................................................................

Address of mother:......................................................................

Precise location:..........................................................................

4. Name of Guardian: ............. Occupation: ................................

Self-employed: Yes no

Could additional help be used in this occupation? Yes no

What tasks would the additional help consist of? 

................................................................................................

Address of guardian:....................................................................

Precise location:..........................................................................
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5. Siblings /Aunties/ Uncles/ Grandparents etc.

Name Occupation Self-

employed?

y/n

Additional help 

necessary? 

y/n

What tasks would the 

additional help consist 

of?

6. Churches / NGOs

Is church/ NGO undertaking any project in which the trainee could be

integrated? yes no

If yes, please specify ...................................................................

7. List of activity areas of family members, where a helping role of the 

trainee would be possible 

................................................................................................

................................................................................................

................................................................................................

8. According to family member interviewed which of these persons could be 

approached or can they approach to discuss a helping role in their job 

activities?

................................................................................................

................................................................................................

................................................................................................

9. Other observations and comments gathered from the chat with the 

parents or person who brought the future graduate to school.

................................................................................................

................................................................................................

................................................................................................

Date, Signature...........................................................................
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