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After successfully completing the certification requirements of the five New Directions-Life Skills Core Skills, 
employees must demonstrate competency in their performance of these skills on-the-job as evidenced by the 
successful completion of a minimum of two supervisory Performance Observations. 

To use the “all-in-one” Performance Observation Tool for the collection and scoring of performance data 
regarding staff’s performance of the Core Skills of ND-Life Skills the observer should do the following: 

1. Prepare for the observation by having one blank copy of the New Directions Performance Observation 
Tool (for Life Skills Core Skills) and a pen or pencil.  Review this Instructions Packet (including the 
attached operational definitions of the core skills) and the accompanying Tool. 

2. This observation is conducted as a combined two-part process (i.e. OBSERVATION PART 1 and 
OBSERVATION PART 2), while the staff member is working with an individual (or a group of 
individuals) in a situation (or situations) that represents the staff member’s typical job duties.    

3. OBSERVATION PART 1 can be conducted while the staff member is working with a group of 
individuals (2 or more) or with a single individual (1:1).  The individual(s) with whom the staff member 
is assigned can be involved in either a structured activity or a meal time.  PART 1 of the observation 
should typically last 10-15 minutes depending on the activity and the behaviors that occur.      

a. For Skill – Encouraging Communication, write the initials of each individual with whom the staff member is 
assigned in the spaces provided.  Circle “YES” in the corresponding space under the individual’s initials if 
the staff member is observed using the four steps of Encouraging Communication with that individual during 
the observation; however do not record any additional performances of Encouraging Communication with 
that individual.  Circle “NO” in the corresponding space under the individual’s initials if the staff member is 
not observed using the four steps of Encouraging Communication with that individual.   

b. For Skill – Behavior Specific Praise, check “YES” if the staff member is observed at least once delivering a 
statement that includes all five steps of Behavior Specific Praise; otherwise, check “NO.” 

c. For Skill – Redirecting Challenging Behavior, check “YES” if the staff member is observed at least once 
performing all three steps of Redirecting Challenging Behavior; check “NO” if the skill is not performed 
correctly. Check “N/A” if staff’s performance of this skill is not applicable.  If the skill is applicable but no 
occasion occurs during the observation (i.e. no challenging behavior is displayed by an individual), the 
observer can take the staff member aside and conduct a role play situation with that staff member in order 
to give him/her an opportunity to be observed performing this skill. 

4. OBSERVATION PART 2 requires the staff member to be working 1:1 with an individual during the 
time period when the individual’s targeted “life skill” is routinely scheduled to be taught.   The staff 
must have in his/her possession the prepared teaching plan for the individual’s skill, which includes a 
task analysis.  A copy of the individual’s teaching plan must be available for the observer to follow 
along.  PART 2 of the observation should typically last 5-10 minutes depending on the teaching plan 
and the skill being taught. 

a. For Skill – Teaching Life Skills, check “YES” if the staff member is observed performing the procedural 
steps of Using the Prompt Hierarchy and Teaching from a Task Analysis; otherwise check “NO.”   

5. At the conclusion of the observation make sure all sections on Page 1 of the Tool have been 
completed.  Be sure all YES-NO items are checked-off. 

6. Thank the staff member and individual(s).  Complete the Scoring Summary by transferring the 
collected data to Page 2 of the Tool, and score the performance observation.  Then meet with the 
staff member promptly and deliver feedback following the 7-Step Performance Feedback protocol. 
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1.  ENCOURAGING COMMUNICATION 

A procedure used by staff to help an individual with limited or no verbal skills to expand his/her individualized form of 
communication.   

Procedural Steps: 
 

1) Approaches the individual.
2) Waits for the individual to initiate an interaction. 
3) If the individual does not initiate within 3 seconds, staff member initiates the interaction, 

says something positive, and prompts the individual’s response with a question. 
4) Ends the interaction by saying something positive.  

2.  REDIRECTING CHALLENGING BEHAVIOR 

A procedure (a.k.a. “interrupt-redirect-reward”) used by staff in response to an individual’s disruptive or destructive 
behavior, as a way of teaching the individual to access reinforcement through more acceptable means.  The procedure 
involves ignoring the individual’s challenging behavior and interrupting it if necessary; redirecting the behavior to 
something more positive; and then rewarding (i.e. reinforcing) the more positive alternative behavior.  

Procedural Steps: 
 

1) Ignores the challenging behavior (or physically interrupts the behavior if it is physically 
harmful to the individual or others). 

2) Redirects the challenging behavior to a more acceptable alternative behavior. 
3) Rewards any approach toward an alternative behavior. 

3.  BEHAVIOR SPECIFIC PRAISE 

A positive statement intended to reinforce an individual’s behavior that acknowledges the individual by name (or in a 
manner in which he/she knows who is being praised), specifically describes the individual’s behavior, and incorporates a 
term of praise. 

Procedural Steps: 
 

Note: Steps 3, 4 and 5 
can be performed in any 
order. 

1) Identifies the specific behavior to praise.
2) Decides if the behavior qualifies for praise. 
3) If so, acknowledges the individual by name (or in a manner in which he/she knows who is 

being praised). 
4) Incorporates a term of praise. 
5) Describes the behavior. 

Examples: 
 
 
 

Non-Examples: 

 “Jon, nice work - you cleaned up your area!”  
 “Way to go.  You’re using your coping skills, Lynn.” 
 “Great job waiting your turn.”  (while standing near and looking at the individual)   
 “Good matching.”  (while teaching/interacting 1:1 with the individual)  

 “Jon, your area is cleaned up – it looks nice.” 
  “Thanks for using your coping skills, Lynn.” 
  “Alex, good job not being disruptive.”

4.  TEACHING LIFE SKILLS 

Teaching from a Task Analysis Using the Least-to-Most Prompt Hierarchy:  A teaching procedure utilized to teach 
functional skills that includes the use of instructional cues, response prompts and positive reinforcement. 

Instructional Cue:  A direction given by the staff member that tells the learner what the learner is expected to do. Instructional cues 
should be easily understood; phrased as commands, not questions; delivered only when the learner is paying attention; and given 
once, at the beginning of the task, and not repeated. 

Response Prompts:  Assistance given to help the learner perform a skill or behavior.  Response prompts are used to “get the 
behavior going.”  The four types of response prompts used include gestural, verbal, modeling and physical.  Prompts can be used 
alone or combined as part of a Prompt Hierarchy.  When using a Least-to-Most Prompt Hierarchy prompts are applied one level 
at a time staring with the least intrusive prompt, until the learner successfully performs the behavior.  The goal in using a system of 
“least” prompts is to have the learner perform the desired behavior with as little assistance as possible.  

Positive Reinforcement:  When the learner makes the desired response the staff member provides a reinforcer (e.g. praise) 
immediately following the learner’s response in order to strengthen that response. 

Procedural Steps: 
 

1) Gets the learner’s attention.  
2) Gives the instructional cue and waits 3 seconds for a response. 
3) When the correct response occurs, reinforces the behavior.  
4) When the correct response does not occur, provides a more assistive prompt. 

 


