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The Competitive Employment Through Vecaticornal Experaierce (CETVE)
Project was a two-year, federally furidded wadel demcristration
transiticnal program forr secondary level harndicapped students (Grant
#5Q0RT3B175) . The CETVE model cerntered arcound the use of competitave
work experience to provide severely vocationally harndicapped students
with & work history pricr to graduation. CETVE stucerits were pravided
with supervised competitive work experiernces in congurnction waith Job
coaching and written trarsition plans.

CETVE served 12 students 1ircluding 3 studerts with mi1ld mental
handi1caps, S slndernts with moderate merntal handicaps, 2 studernts with
learning disabhilitires, 3 students with physircal handicaps. 1 student
with a hearing i1mpairmert, and 1 student with severe head 1i1njuries.
Table 1 presents a summary of the placement cutcome data collected for

each studerit served.

In the two—-year furdivng pericd CETVE served 11 students who
graduated from high schocol. Of these 11 graduates, 7 are employed
full-time, i1 15 employed part—-time, & are errclled 1n a local
crammaunity college, and 1 1s unemployed. These figures are well above
the nraticrnal averages for employmert rates of special education high
schoaol graduaates.

Figure 1 presents a flowchart of the CETVE Cocoperative Service
Deiivery Mcdel. The five phases i1rn the service model involve: (a)
idernti1fyirg handicapped studernts who rneed CETVE services; (b)
screening identified students to determine 1riatial employment skaills
and deficaits;g {c) placing studerits in a competitive work experaience;
(d) trairnng stucents on—the-job vaia job coaching, and; (e) provading
follow-along se~vices to ensure job retent-orn.

The remaircer of the moencgraph will describe each of the model’s
five phases focusing on the specific roles of the job coach, schocal
perscrmel {special and vocatiocrnal education teachers, sccupational
therapist), schoal-based Vocatioral Rehabilitaron (VR)  counselor,
narents, and business and irndustry personnel. In a successful
cooperative model, all individuals must be actively 1involved. The
firnal secticn will deal with considerations for replicatirng CETVE.
‘Noete: Copres of all forms referred to in the remainder of the
morncgraph caw be fournd in Apperdix A.)

Identafication

Initial 1i1dentification of CETVE participarnts was determred by
the Job ccach 1 consultatiorn with classroom teachers, the school-
based Vocaticrnal Rehabilaitatiorr counselor, parents, and students.
Frarticipants selected to take part in CETVE were chosen not on the
basis of their wpec) fic disability but orn the basis of their rneed for
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Table 1

Laployment Qutcomes of Students Placed by CETVE Since February, 1986

Student

1

*2

33
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Age
19

18

18

19

18

19

19

19

18

Wage Hours Length
(per (per (weeks of Job Coach

Exceptionality Employer Occupation Hour) Week) Employment) Huurs)
Educable (ADAP) Delta Janitor $3.35 15 26 82
Mentally Cleaning
Handi1capped Service

Brok Mfg. Packager 4.00 40 S3 79
Educable Delta Janitor 3.35 15 25 4
Mentally Cleaning
Handicapped Service

Brok Mfg. Packager 4.25 40 54 12
Physically Voluntary Clerical 3.35 9 24 26.5
Impaired Action Assistant

Center
Physically Components Assenmbler 3.35 15 14 13.5
Impaired Assembly

Division
Learning Equitable Clerical 4.25 20 17 8
Disabled Insurance

Brok Mfg. Packager 4.00 40 28 15
Educable Mentally Quality Inn Busperson 3.35« 35-40 S8 32
Handi1capped tips
Head Injury(ADAP} Brof Mfg. Packager 3.35 40 S 178
Hearing Impaired Delta Janitor 3.35 15 18 15

Cleaning

Service
Trainab le (ADAP) Presbyterian Janitor 4.40 E(1] 41 66
Mentally Hospital
Handicapped

Total Hours Total Wages Earned

3190 1,307
2,120 8,480
375 1,256
2,160 9,180
216 724
210 704
340 1,445
645 2,580
2,030 6,800
200 670
270 905
1,000 4,400
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Table 1
Page Two
hage Hours Length humber of
(per (per (weeks of Job Coach
Student Age Exceptionality Employer Occupation Hour) Week) Employment) Hours Total Hours Total Wages Earned
10¢ 17 Educable Unitarian Receptionist 3.35 15 2 21 30 101
Mentally Church ot
lland1capped Charlotte
nf 19 Physical ly Unitarian Peceptionist 3.3S 15 14 30.5 210 704
lmpaired Church of
Charlotte
‘12 - 18 Learming Brok Mfg. Packager 4.00 15 29 21 660 2,640
Disabled
13 18 Trainable (ADAP) Morrison Janitor 4 00 17.5 23 52.5 403 1,451
Mentally Group
Handicapped
¢ 18 Trainable (ADAP) Catherine's  Jishwasher  3.75 28-32 12 108 288 1,080
Mentally Restauran.
llandicapped
17 = job sites Total Hours:11,547 Total Wages Earned: $44,427
14 = clients
3 = 2 job training environments

released 10/31/86 - laid off (CETVE seeking new job placement)

released 7/30/86 - ()ob separation due to client's health and subsequent surgery)
released 8/22/86 - terminated (medical 1ssues caused )ob separation)

resigned 1/17/87 - (attends community college)

released 11/07/86 - terminated (found part-time work through family)

resigned 2/06/87 - {to enter community college)

released 6/03/87 - inappropriate social behavior

went from part-time to full-time after graduation.

received 1ncrease in pay
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emplayment trairing and support. Typically, harndicapped students
served by CETVE demoristrated the followaing: {a) deficits 1n  work
skills, social skills, or i1ndeperdent living skills that facilitate

emplayability; (b) family/pare- support of the students? efforts to
achi1eve a successful transition from school to work, arndj; (c)
willirngress to participate in competaitive, part—-time work experierice
pricr to graduation.

The typical identification/init1al referral process i1nvolved
having the job ccach contact both the special education ard vacatiornal
educatiornn teachers and the VR Counselor ot 2 weekly bas:s tc  update
the Job coach’s list of students who could wse CETVE services.
Farents and studerts were also able to make referrals oy contactaing
the job coach at school or by telephare.

The initial step in this phase of the model 1s for the job coach
to corduct a home visit to meet with the student arnd their parent(s)

and/ocr guardiarni{s). At this meetirig a ruumber of 1ssues are raised to
determnine the amcunt of parental support the student will receive for
working. Issues to be discussed irclude: {a) working hours, {b)

transportation, (c) the effects of warking on supplemental i1rncome, (d)
the role of the jJob cocach, (e) release from schocol, and (f) additioral

parental coricerrs. {See CETVE Morcgraph #2 — Ariswers for Farents for
more information about these, and other 1ssues.) Once 1t 18

determnirned “_hat parernts will provide acdegquate support for their
workirng student the job ccach begins the process of making a
compat ible job/student match.

Gathering studernt informatior. Form A was the primary vehicle
used by the Job cocach to pather employmernt—-related irnformat.orn  about
cach student. As can be seen informaticor gathered to complete Form A
;anges from transportatiorn, to communication, and furctional
acadenics. To successfully complete Form A the Job ccoach must gather
informaticon from parents, teacher s (both wvoecaticrial and special
educatior), vocational rehabrlataticn counselors (e.g., results of arny
vecat ional evaluations conducted), arnd cccupational and physical
therapists (for stamina and dexteraity 1nformation).

Orcee cwllected, each student’s strengths and weakrnesses are
compared with different Jjob aralyses to determine Joeb/student
compatability. Job analysis will be discussed i1rn more detail later,
however, bthe area of Job develaopment will first be discussed.

Job develcpmernt. Job develuopment irnviolves findairng a variety of
busineusses/emoloyers who are willing to hire a persorn with handicaps
whice will recervve  Job cocaching. Because of 1ts 1mportance, Job
developmert may 1rmitially consume ail of the jJob ccach’s  taime. In
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fact, orn-the-joh  coaching can aot ccour until the first  job 1S
secured.

While the process may seem simple, Job develaopment reguires much
time, effcrrt, and plarrang. The follawing four—-step procedure has
provern successful for CETVE.

1. Locate potentaial ewmployers. Firding employers with job
opernirngs carnn often be frustrating. The loccal riewspaper can be cone
source, arcther source carn be ycur Vacational Rehabilatation  (VR)
Counselaor. VR Cournselcrs have their cwn job development rietwork and
cften are aware of many potential employers. Orne technique that has

prover successful for CETVE is what we call the "drive-by" method. Job
ccaches learmn to ask all of their scocial and professiornal contacts for
Job leads. Mary excellert jobs were secured for CETVE students when
the Jjob coach used every cocpportunity to screen poternti1al job  sites
while visiting restaurants, busiress establishmernts, etc. during her

leisure taime. These cortacts were followed up by setting a formal
meetirg with the marnagers daring her working hours.Simply stated the
Jeb  coach  is always on the lockout [cr comparnes which "look  like”

they weould have jobs our students conld perform.

While it 1s easy to become frustrated with job  develapnent,
remember, orce & few successful placemerits have beer made the referral
rretwork Wwill beijren to work ferr you (employers will actually call you')

It is essential to remember that job develzpmernt 1s a "rnumbers
game. " The more contacts you make with potential emplcocyers the more
likely 1t is that you will secure a Job for your students. However,
ta lard a Job your will first face a rumber of negative responses.
Wnerr this happens it 1s helpful to examre your “sales pitch”  and
improve or refine your method of selling job cocaching in your Job

developnert effoarts.

~

o Contact potential employers. Ornce potertial employers are
1derti1fied the job coach should centact each emplocyer by teleohore.
During tins iriiti1al call the job cocach should describe the program to
the employer and ask to set up & meeting to discuss  the program
further as well as look at the varicus Jobs which mght e

appropraate.

3. Meet with potential employers. At this meecirg the jJob
ccach shonld agaire describe the program, focusing on the berefits to
the emplayer. Herefits include: (a) ocr—~the—joub trarrming provided at

o cost to the employer; (b) a guarantee that the job will get core to
campany standards at all times during trairang; (c) upor completicon (<34
training the employer will have a dependable worker performing at
campany starmards; and (d) the job coach will proviace follaw—along
snpport 1f new gab tasks arise or emergerncy situations cccur.
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If these beriefits do rnot cornvince the emplaoyer the final
ircentive wffered is the Targeted Jocbs Tax Credit (TJTC). TIJTC 15 a

tax credit provided to emplayers who hire disabled persars. For more
information on TJITC corntact your local Job Services and/cor State
Employment Commissicorn. It thas beer ocur experiernce that employerse are

cpern to the idea of job coachirng and the guarantee of job  coampletion
from "day ore'" 1s erncugh i1rnicertive.

4. Cornduct a gjob analysis. Job analysis carm be conducted
during the irnatial interview with the employer cr a follow-up visit
cari be made for the scle purpose of cornducting jJob arnalyses for all
notential Jobs at the particular worksite. Form B is the jJob analysis
form used by CETVE. As can be seern data gathered on the jaob arnalysis
form corresponds closely with the data gathered for the student
employmert screeriing form (Form A). The close correspondernce between
Fcorms A and B facilitates the rext phase of screerarng -— making a
Job/studernt match. Before moving tm this rext step, rotice that job
analysis 1is differernt from task analysis. Job aralysis invelves
idertifying the Job comporents and skills, not the method by which
each task is performed (task analysis is discussed under Flacement).

Making a Jdcob/student match. Orice Forms A ard B are complete the
Job  coach  can begirn to make job/student matchs 1nm preparationn for
placenerit. Using Form C - Job/Student Compatibilaity Amalysis Form the
Jeb coach carn ident1fy studerts who carn be traived to perform a

particular jcob. Ey countirng the rumber of "X"s for each student which

matchr the "X"s marked in the first column as most coritical to the
current positicon the job coach car i1dentify which student 1s best for
a particular Job. Irn the case «f ties the Job coach's judgement will
have to suffice. However, serimus consicueraticon should be given to

transportation, schoml  schedule, and parerital suppert 1 the firnal
decision. Firnally, studernt interest 1n the jab should be considered.

In summary, screerning 1s the firet phase i1 whaich all players
{Job coach, schouwsl perscormel, YR counselors, parents, and emplayers)
are involved. Only by gathering informatiorn from all i1ndivaduals car
the best job/student match be made.

Elacement

Ornce a studert 1s iderntified for a jJob the rext stage 1s to place
the studernt on the jab. The first step i1n placemert 1s to have the
st udent interview for the job. Deperding on the skill level of the
studernt the Joab coach may choose to atterd the interview ¢r have the

student "go it alome.” In mogst cases CETVE's job coach was present
but did rct irntervere unless the student had problems with a specaifaic
ATISWET . The praint tn  remember here 1s that the 1nterview 15 a
formality. The student alreaady has the jeb s the interview can be a

iearning experience. In some cases employers will riot want to hold an
interview, however, we recommend at least a short interview, 1f for rno
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other reascorn thern having the studernt and emplayer meet. Ore final, and
important point to coaver a1v the interview, 1s to inform the rew
employee of any praobatiorn pericods used by the company.

In addition to preparing the job site there are a nriumber of
1ssues to be cornsider ed as the student 1s placed o a job:

(1) Liabilaty - If the student 1s a hired, paid emplouyee
they will be covered by the busiress i1nsurance.
Their school system 15 not liable. Laiability of
the job coach will be discussed later.

(2) Prademc Credit - CETVE students placed on competitive Jjobs
rece:ved academic credit through the schoaol
system's cooperative education program. Most
schon] systems can arrarnge similar oredit. 1T

additicor,y, credit for other classes (e.g., Life
Skills Math, Readirig) carn be earred if the
student’s IEP 15 modified accordingly.

(3) Transpcrtation Traivmaing — While public trarnsportation may be
avairlable for a specific student, he or she may
not  Krnow how to ride the bus. CETVE’s job coach
was responsible for transportation trairmang as
well as all con—the-3job training. While
transportation trarming will rnot always be a
concerrn, whern 1t 1s, the job cocach must plarn the
extra time to ersure the studernt pets toc and from
the Job safely.

Ore person wh:o can help facilitate trarnsportation trairming 1s the

VR Counselor by providing furds foyrr trayving and travel. Orice the
studenrt is successfully placed, orn—-the-job training begins.

Orce a starting date is confirmed, the job coach 1s available at
the _Job site orr a full-time basis urit:1l the riew employee has mastered
the rew job. Two esseritial duaties of the jJob coach are job-sate
training and ‘VIZICACY. Job-site trairing nvalves direct instructaion
of 211 tasks requaired to perform a specific job, alorng wath related
skills z2uch as social skills, trarsprrtation use, appropriate use of
break time, and orn—-task behavior. Advocacy 1nvolves 1nterverntion on
behalf of the student (e.y., arrarnging transportation, interviewing,
counseling the employer and co- workers). The advaocacy role 18
extremely 1mportant with mildly hardicapped i1ndividuals whose problem
may not be immediately visitile. For exanple, supervisors arnd ©CoO-
wo: kers  whe  do it "see'" a harndicap may pro.ide the riew worker wath
marny direct.uons at orne tiwe 'rder the assamptiorn that the perscorn will
thern respond aprop, 1ately. It 14 the ,~% couach’s respornsibilaty to
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teach others how to interact with their riew co-—worker (e.g. providing
simple step—by-step airnstructiorns, promoting "orn—task” ;ehavior to
naximize cooperation).

Ornce trairaing 15 begun, crigoing asse-sment is conducted by
callecting observational data based orr the wraittern task aralyses.
Such data carn be used to determire whern the Jjob coach should beg:ir to
fade from the worksite as well as provade employers and parerits waith
feedback repardirng the studert’s job performance.

Writing task arnalyses. A task aralyses can be wraittenn 1n two
waysy farst, 1t car be written during the students’® first week on the
Jmob  as  the Jjob coach learrns and teaches the job to the student, or
second, it carn be writtern before the student is placed on the Job.
Our experierices with mildly handicappeyg students 11ndaicates that
writing the task arnalysis during the first week 15 sufficaent,
haowever, Job coaches who work with persons with severe disabilitaies
wili firg 1t useful to have the task aralyses writtern before startaing
training.

In our experierces task aralyses are divided into tws types. The
first type, Form D, lists each step that must be completed to
accomplisth the task (this is the more traditicral task aralysis). We

suggest that wheri total step task amalyses are developed the job coach
meet with the employer to make swre that analysis 1s complete. If the
employer 15 satisfied then the task arialysis canm serve as the Job
descrapticor for that particular job task. The second, Form E, 15 &

summary task aralysis. In this method the jJob cocach does rict observe
ard record the completion of each step, instead the product of a chain
~-f evernts 1s recorded. The assumptiorn beirng that i1 f the trashcan s

empty, crr the office space (cesk area) i1s cleari, then the entire task
was crmpleted correctly.

Job modarficaticr. Arnctherr skill that the Jjob cocach must exhibat
15 that of Job medificaticor. Jobs can be restructured 1i1n  four
differernt ways by modifyirg the; (a) envirormernt, (b) process, {c)

machine, and/cr (d) persor.

Envircrimertal modificatioris carn be made i1 the physical layout,
locaticorn of work ernvararment, arnd through the use of assistive devices
{(e.g., Jrgs) A simple example of an envirormental modificatior would
be ta allow a worker to perform & j0b sittimg down rather than
standirg.

FProcess modification involves Job restructuring and work place

design. An  example of job restructuring would be job shering (1.e..
twe part-time employees performing the work of one fuli—-taime
employee). A example of work statiorn desigrn would be to lay cut &

packaging Joub <o that the perscon always began on the left side and
finished or the right side with & completely boxed i1tem.
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Machirne modificatiors are nriot typical because of the experise
involved. Ore example of this process would be to medify a sortaing
machine that irncluded & hard-pulled lever to seal packages by addirng a
foot pedal to relieve employer fatigue.

Firally, madificaticons ra4 be made 1rn the perscor. The use of a
head pointer for typirng 1 an example of this type of Job
modification,

Iri surmary, durirnig the training phase making job modifications,
writing task arialyses, arnd collecting daily data regarding student
rerformance are the respormsibilaty of the job coach. Irn addaition, the
Job coach must serve as an advocate to ensure coworker ard supervisor
support once the job coach fades from the worksate.

While the job ccach has the major role during training, teachers,
VR ccurselors, parernts, and emplayers also play important roles.
Teachers can provide practice on job-related academic skills, such as
telling time and -eadirng a timecard and paycheck, as well as providing
moral suppcocrt for working. Parerits carn alsc provide encouragemernt arnd
show interest 1n their child’s riew job. VR Cournselors carn  provide
finarcial assistarnce for any special clothing or egquipmernt that maight
be reseded tao perform a job. The employer must sigr—-off o all task
analyses (job  descripticons) arnd can provade feedback ori Job
performarnce as trairviing contirnues. As wouid be expected, the greater
the cocperation of all players, the more successful the job placement
will be.

Orice the student is performing some of the reguired tasks at
comparny standards, the Jjob cuwach begins fading from the job site.
This pericd cf follow—along allows the job cocach to morator problems
such as reducticrn 1n productavaty, the addaition of riew job tasks, and

chariges iri the work schedule, (e.g., a riew starting time may reqguire
additicrnal trarsportatiorn arrarngements). By fadirng we mearn that the
Job  coach gradually removes him ar herself from the worksate. Not

here tod:y, govie tomorrow.

Whern to begirn ard how long to fade are questicns best amswered by
lookinng at the daily data on job performance. If a student
comsistently (e. g., 3 days in a row) perfirms a task 1ndependently
+hern the job ccach’s presevice 1s probably rot needed while that task
is beirng performed. While the temptation 18 to leave for "coanvernaent'
perirds of time (1.e., morrings, afterrncorns) this 15 not keeping waith
the true purpose of fading. If the job ccach can leave to perform job
develupment activaitaies, fire, but 1t must be remembered that the
grimary respomsiotlity 16 to the studernt currently in trairirng/fol low-
aloormig.
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Only after the student 1s performing all tasks at company
standards independerntly does follow-alorng truly begin. At thais pcint
the Job roach should determire a schedule of regular on—site vasats.
We recommerd weekly for the first month, then twice a week for the
seconc morith, and then monthly thereafter. Wheriever site visits are
conducted the Job cocach should plan to gather two types of
information: (a) direct observaticrial data of job performarice based on
the task arnalyses developed durisng training, and (b) emplayee
evaluatiorn informaticon from the supervisor/employer (Form F 1s CETVE's
Emplayee Evaluation Form).

Finally, as studernts prepared for graduation, CETVE gstaff
developed a transaition plan that focused orn the post-secorndary

services each person needed to make a surcessful transitior. For
example, Figure & is the trarmsition plarn of a student who will be
entering competitive employment. The student has been referred to

community agercies which can [ -~ovide assistarice in a riumber of related
areas (e.g., further trairarng, obtairming housing, and cournselirng
services),. For more informaticon about CETVE's Trar sitiorn Plan see
CETVE Moncgraph #3 - Writing Transition Plans.

Replication Considerations

Est «blishing a cocperative model of .rarnsition is rot a task to

be undartaken at the last mirute. Careful plarming 1s nreeded. The
following section presents a rumber of factors for school systems to
consider whern developing their own tramsaiticral model. Al thcugh some

of the followirng issues have been previcusly discussed they are
repeated here to emphasize their importarnce.

Irteragercy ccocoperation 1s critical to the success of any
trarnsitional model. Within the schocl, special educators, vocational
educators, the Vocatiornial Rehabilaitatiorn cournselor, arnd CETVE staff
col laborated in the i1dentification and screerning proccess to develop
plans that directed studernts to appropriate w rk experierices. Through
direct contact with the busiress commurnity, Job developmert activitaies
by the Vacatiornal Rehabilitation counselor and CETVE Jjob  coach
provided school persormel with feedback regardirg specaifaic Job
opernngs for students, while busiriess represerntatives and adult
service agencies provided information on Job market trends and
resources availlable in commmurnty agerncies.

Building arn interagency cooperative trarnsition program requires
the wunderstardirg and reccograticn of the diverse backgroaunds and
philaosophaies of the various discaiplirnes represented. Special
educatcrs, vcocational educators, Vzocational Rehabilitation courseicors,
and the varicus adult service agercies differ in many of the services
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they provaide, but manmy alsoc overlap or duplicate services. For
example, each of these disciplirnes utilize assessment instrumernts to
evaluate various aspects of vocational apti1tude. D1 fferent

assessments can yield diverse data which must be i1ntegrated 1f 1t 1s
to beriefit studerts in selecting appropriate work exper:ierces and
creating transition plans.

Commurnty-based work experierces and Job coaching may be
urifamiliar corcepts to school persormel as well as to business and
commuriity leaders. These corcepts rneed ta be defirned for the
interagercy collaborative team through inservice sessiors. Li1kewise,

the scope and seqguernce of vocatiornal arnd secondary spec:al education
curricula shauld be addressed through inservice sessicorns to ernsure all
members of the irnteragercy col laborative team are familiar with the
cortent of these programs.

Finally, as studerts are placed and traired 1i1n various work
experierce sites, performarce data collected by the Job coach provides
school—based persoarmel with important feedback orn issues and problems
students ericournter 1n real—-work situations which may be addressed
through the instructicrnal curriculum. Specific employer expectations
with regard to proaduction rates, social interactior, arrd self-
direction on the job are impourtant issues to address 1n vocataiornal
preparatiorn classes.

The rieed for reliable, low-cost mass trarnsit is rnot urnague to the
issue of transition of handicapped studernts from school to wark. The
availability of publiec transportation has ar 1mpact on every aspect of
irdeperdert ccmmunity living including access to goods and services,
medical care, educatiornal and recreaticrnal resources, as well as
access to emplayment. Limitations 1mposed by schedules and routes
served by mass transit oftern dictate where and when persorns with
disabilities live, shop, and work. Wher mass trarnsit 15 ava:ilable,
the job coach carn avercome a student's lack of previous experience 1n
using public trarnsportation. If public transportaticon 18 not
available, cors ideration must be gaven to alternate trarsportation
rescurces such as co-workers or family members or else aricther student
sheuld be selected whase trarnsportation arrarngements are relaiable.
Implicit irn these consideraticons 15 that jobs should be develocped in

cloase proxinity to the student's home wherever possible. In many
large wurgarn cernters students are oftern bussed great distarces to
achieve racial balarnce amcong schools. Joabs which are develocped 1in

praximity to the school, rather tharn the studenrt's rieighborhccd, nay
be less responsive to guality to li1fe 1ssues tharn are works:ites that
¢ rot reqguire great commuting distarnces arnd work sites within more
familiar reighborhoocd envirarnmernts where students are more comfortable
with irdependent access to the commuanity. Furthermore, walkirng to
work is possible whern worksites are rnei1ghborhood-based. These

ERIC 19
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considerations should riot rule cut the selecticn of jobs that involve
greater commuting distarnces, rather the student ard his family should
be corsulted regarding their preferernce for worksite proximity.

Early in the developmerit of transitiornal programs, school systems
and collaborating agerncies must address the i1ssue of liabilaty in the
event that a studert or job coach is 1ngjuread during commurnlty-—based
training. While <the irnitial administrative respornse to commurnaty
training models may be rot to permit them cri the basis that tne raisks
are too great, liability i1ssues carnn be addressed by: (a) reviewinn
the school system’s liabilaty i1rnsurance to determire thiat  all
instruct iornal activities on- and off-campus are covered; (b)
deternmining the need for additiornal insurarnce for studerts and job
ccoaches involved in off-campus Job training; arnd (c) requairing all
studerts and paremnts/guardians served by the program to sign  an
iviformed cornsent documernt before their commurnnty-—-based trairnng
begirs.

In addition to specific job skills training, commurnty—-based work
experiernce alsc provides opportunities to teach students to utilize
commurnity resconrces. Transportation trainainn, previocusly discussed,
is imperative for students who irdeperderntly travel to their job sites
while skills in managing their earnings (e.g., how to cash payChecks,
budgeting) are impurtarnt goals for indeperndent living.

Finally, community—-based trairirng offers cpporturiities for the
comnunity—-at-large to become familiar with the demoristrated abilities
of secondary handicapped students. Successful integrataion of
harndicapped students intco competitive worksites depends, iy part, art
how the community accepts and supports commuriity-based trairing.

20




APPENDIX A

CEIVE FORMS

All CETVE forms were modified from Moon, S., Goodall, P., Barcus, M., &
Brooke,V., (1985).The Supported Work Model of Competitive Employment
for Citizens with Severe Handicaps: A Guide for Job Trainers.
Richmond, VA: Virginia Commonwealth University. Rehabilitation
Research and Training Center.
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FORM A

CLTVE

STUDENT EMPLOYMENT SCREENING FORM 16
Type: Initial Ongoing/Employed _ On-going/Unemployed
Number of Hours Student Works per Week Months Student Works per Year _
Student's Name SS#
Date of Screening Evaluator
MCRE THAN ONE_ITEM MAY BE CHECKED WHEN AN * APPEARS
1. *Availability 11i11 Work Will Work Will Work W11l Work
Weekends Evenings Part-Time Full-Time
Specifics/Comments: Tt T T T T
2. *Travel Uses Bus Uses Bus and Requires Bus  Travel
Transfers Training krrangements
Specifics/Comments:
3. Strength Low Average Strong
Specifics/Comments: Tt T T e e e
4. " Endurance " Light Work/ T R o T
Many Breaks Light Work/ Full Day/ Fuli Day/
Only Few Breaks Many Breaxs Few Breaks
Specifics/Comments:
5. Orienting Small Area o Building and
Only Several Rooms Building Wide Grounds
Specifics/Comments: T - )
6. HMobility Sit/Stand o o Stairs/Minor Physical
In One Area Fair Ambulation Obstacles Abilities
Specifics/Comments: o -
22 2.4a
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}::!SL T |

; Rate ~ " 'Above Average
Slew Steady/Averace Speed if inder enuent
Lune Worker F-.mp7ea I I
S o o |
spec fies/Comnents: T o
S. Aprearance “Wea. and
JUnkempt Just Clean ciean T oo well
Specifics/comments: T
9. Commanication Some Key T Siaatences | Sentences -
None Words (impaired) {Liear)
Speci1fics, Lomments: o T
16.” “ataraction Low/few Polite When ~ " TCan Irturact  Can Interact
Lehavior Interactions  Given Socially Sncially
Instruction Infrequently Frequently
Specifics/(omments:
I, Gnterfering Many Unusual Unusual Mininem
sehavior Behaviors dehavior Interfering
Infrequent Behavior

SPeCIT IS, CuRments:

12, "ttentacn T 7 {veauent
Tu Task Promnts
Required

" Intermittent

Prompts/High
Supervision

Specitics,/Lomr encs:

i3 Tndevengen.  Performs 1-3 Perforins
Task Tasks in asks in
Lequencing Sequence Seqt. nce

Irtermittent

Pyomrts/Low
Super vision

4176 —

SPeCIi T, Lolents

A3

Performs ©urce fhan
7 Tasks
Lequence

"7 frequent
Frononts/Low
JUpErvisiIon
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14. Initiation

Always Seeks
Work

Sometimes
Volunteers

Rarely
Volunteers

Avoids
Next Task

Specifics/Comments:

15. *Adapting o

Learns New

Accepts New

Is Confused

Rigid Routine

Change Task Easily Task By Change Required
Specifics/Comments: T
16. Reinforcement Frecuent (ntermittent Infrequent Pay Check
Needs Required Sufficient Sufficient Sufficient
Specifics/Comments: ) N
17. Family Goes Out of Somewhat Indifferent Negative
Support Way to Support Supportive About Work About Work
Work of Work
Specifics/Comments:
18. Financial Financial Requires Avoids Work Unwilling To
Situation Ramifications Benefits Due to SSI Give Up
Not Obstacle Disincentives Financial Aid
Specifics/Comments: -
19. Functional Cannot Distinguishes  Simple Simple o
Academics Distinguish Between Work Counting/ Reading/
Between Work Supplies Number Work Some Words
Supplies
Specifics/Comments: - T )
20. Time Unaware Of “Tdentifies Can Tell Time ~ Can Tell
Awareness Time and Breaks and To the Hour Time in Hours
Clock Function Lunch and Minutes

O N
pecif Comments:
Emcpe ifics/ nts

IText Provided by ERIC
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FORM B

CETVE
JOB ANALYSTS FORM
Consumer's Name SS#
Type: Initial On-going (D62)
Job Type (Code, D5) Analysis Date (D3)

Company (D1)

Company's Address
Job Title (D2) Evaluator (D4)
Current Hourly Rate (D6) Number of Hours per Week (D60)
Is monthly net income $300.00 or more? yes no Months per Year____ (D61)

Supervisor's Name (D7,8)
Supervisor's Title (D9) Supervisor's Phone# (D10)

General Directions: DO NOT LEAVE ANY ITEM UNANSWERED!

Piease indicate the most appropriate response(s) for each item based on
observations of the job and/or interviews with employers, supervisors, and co-
workers. More than one item may be checked when an (*) appears.

18

*¥1. Schedule Weekend Evening
Work Work Part-Time Full-Time
Required Required Job Job
(D11) (D12) (D13) (D14)
Specifics/Comments:
2. Travel On Public or Handicapped Off Public or Handicapped
Locacion Transportation Route Transportation Route
(D15)
Specifics/Comments:

26
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3.  Strength: Very Light Average ileavy
Lifting and Light Work Work Work Work
Carrying (4-5 1bs) {10-20 1bs) (30-40 1bs) (> 50 1bs)

(D16)
Specifics/Comments:
4. Endurance Ligkt Work/ Light Work Heavy Work/ Heavy Work

(D17) Up to 4 Hours 8 Hours Up to 4 Hours 8 Hours
Specifics/Comments:
5. Orienting Small Area One Several Building Building

(D18) Only Room Rooms Wide and Grounds
Specifics/Comments:
6. Mobility Poor Ambulation/ Fair Ambulation/ Full

(D19) Sit/Stand Stairs/Minor Physical

In One Area Obstacles Abilities

Specifics/Comments:

7. Rate Above Average/

(D20) Average Sometimes Continual
Slow Steady Pace Fast Pace Fast Pace

Specifics/Comments: -

8.  Appearance Grooming Grooming
Requirements of Little Cleanliness Neat and Very

(D21) Importance Only Required Clean Required Important

Specifics/Comments: A_

1.5b




9. Communication
Required

Key Words/

Unclear Speech

20

Clear Commun.
in Sentences/

None/Minimal Signs Needed Accepted Signs Needed
Specifics/Comments:
Social Social
10. Social Interactions Interactions
Interactions Appropriate Required Required
(D23) Few/Minimal Responding Infrequently Frequently
Specifics/Comments:
11. Behavior Many Unusual Few Unusual No Unusual
Acceptance Behaviors Behaviors Behaviors
Ranqe Accepted Accepted Accepted
(D24)
12. Attention to Frequent Intermittent Intermittent Infrequent
Task/Perseverence Prompts Prompts/High Prompts/Low Prompts/Low
(D25) Available Supervision Supervision Supervision
Specifics/Comments:
13. Sequencing of Only One 2-3 Tasks 4-6 Tasks 7 or More
Job Duties Task Performed Required in Required in Tasks
(D26) at a Time Sequence Sequence Required
1n Sequence
Specifics/Comments:
14. 1Initiation of Initiation Staff Will
Work/Motivation of Work Volunteering Prompt to
(D27) Required Helpful Next Task
Specifics/Comments:

28
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15. Daily Changes

in Routine More Than 7 4-6 Task 2-3 Task No Task
(D28) Changes Changes Changes Changes
Specifics/Comments: .
16. Reinforcement  Frequent Reinforcement Reinforcement  Minimal
Available Re nforcement thoughout the throughout the Reinforcement/
«D29) throughout Task Day Week Pay Check Only
Specifics/Comments:
17. Employer Very Supportive Supportive 1ndifferent Negative toward
Attitude of Workers with to Consumers Workers with
(D30) with Disabilities Reservations as Workers Disabilities

Specifics/Comments:

18. tmployer's
Financial

Requirements
(D31)

Financial
Incentives
Not Necessary

Requires

Tax Credit

or Incentive
(e.g., TIJTC, OJT)

Specifics/Comments:

%19, Discrimination

Does Not Need
to Distinguish

Must Disi.inguish
between Work

Must Distinguish
Between Work

between Work Supplies with an Supplies
Supplies External Cue
(D35) (D60) (D36)
Specifics/Comments:
20. Time Time Factors Must Tdentify Must Tell Time  Must Tell Time
(D39) Not Important Breaks to the Hour to the Minute

Specifics/Comments:

ERIC

IToxt Provided by ERI
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21. Benefits of Job: (D40) Check all that apply:

22

0 = None
1 = Sick Leave
2 = Medical/Health Benefits
3 = Paid Vacation/Annual Leave
4 = Dental Benef..ts
5 = Employee Discounts
6 = Free or Reduced Meals
*22. Functional Sight Words/ Simple Simple
Academics None Symbols Counting Reading
(D61) D62 (D63) (D64)
Specifics/Comments:

COMMENTS :
1. Size of company (or number of employees):
2. Volume and/or pace of work:
Overall: This position:
3. Rate of employee turnover (percentage):
Overall: This position:

4. Number of employees in this position:

During the same hours:

5. Number of non-handicapped employees in immediate area
(50 ft. radius):

6. Is this position in the public eye?

7. Written job description available?

8. What are absolute "don'ts" for employee in this position (e.g., manager's pet

peeves, reasons for dismissal, etc.)?

9. Environmental characteristicts (physical barriers, extremes in temperature,

etc.):

30
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10. Level for Social Contact: (circle one)

(0) - Employment in a segregated setting in which the majority of 1nteractions
with nonhandicapped persons are with caregivers or service providers.
Example: Sheltered Workshop, Adult Activity Center.

(1) - Employment in an integrated environment on a shift or position which is
isolated. Contact with nonhandicapped coworkers or supervisors 1S
minimal. Example: Night Janitor.

(2) - Employment in an integrated environment on a shift or position which
is relatively isolated. Contact with nonhandicapped coworkers or
supervisors is available at lunch or break. Example: Pot Scrubber.

(3) - Employment in an integrated environment in a position requiring a
moderate level of task dependency and coworker interaction.
Example: Dishwasher required to keep plate supply stacked for cooks.

(4) - Employment 1n an integrated environment in a position requiring a high

degree of task dependency and coworker 1interaction and/or high level of
contact with customers. Example: Busperson/Porster.

CHECK ALL THAT APPLY TO POSITION:

(D42) Bus Tables (D50) Restroom Cleaning (D58) Clerical
(D43) Food Prep. (D51) Washing Equipment (DS9) Other
(D44) Buffing (D52) Dish Machine Use (D60) Pot

(D45) Dusting (D53) Mopping (Indust.) Scrubbing
(D46) Stocking (D54) Food Line Supply

(D47) Sweeping (D55) Trash Disposal

(D48) Assembly (D56) Food Serving

(D49) Vacuuming (D57) "Keeping Busy"

Additional Comments:

ic 31 1.5f




FORM C

CETVE
JOB/STUDENT COMPATIBILITY ANALYSIS FORM

Analysis Date: Job Title:

*Considered
Employment Critical to Name Mame MName
Factor Position

1. Availabilily

7. Transporlation

3. Strength T

+. Endurance

5. Orienting

. Mobility

7. Rate

8. Appearance

6. Communication
Social Interaction
Interfering Behaviors
Attention to Task
Sequencing of Tasks
Initiation
Adapting to Change
Studant Reinforcement Needs
Family Support
Financial Concerns
Functional Academics
Time

**TOTAL

compatibility: (List students' names beginning with the one current:y mcst
compatible and ending with the one currently least compatible).

xIndicate by placing an "X" in the column.
«*Number of (x's) under student name that match a corresponding (%) under

critical tc position column.




Date

4TART TA\ME

i. Empty trash

2. Flush if needed

3. Squirt disinfectant in
toilets/urainals

4, Get toilet brush

S. Get rap-blue

6. Wash toilet/urinal #1
finside & ocut)

7. Flush

e. Wash #2

9. Flush

18. Wash #3

11. Flush

12. Wash #4

13. Flush

14, Wash #5

15. Flush

16. Wash #6

17. Flush

18. Rainse blue rag

19. Get red rap

20. Spray chrone/walls #
(glass clearer)

21. Wipe

2. Spray #2

23. Wipe

24. Sopray #3

25. Wipe

£26. Spray #4

27. Wipe

28. Spray #5

23. Wipe

30. Spray #6

31. MWipe

2. Fut red rag away

33. Get blue rag & disainfect

34, Squirt disinfectant in
S5inks

35. Turn on water

36. Wipe___

37. Turn off water

38. Fut blue rap away

33. Get nlass clearer

FORM D

Mer' s Kacom

G

(]

1¥
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Spray chrome, couriter
mirror

1. Get paper towels

<. Wipe chrome, ccunter,
mirvor

3. Wipe out ciriks

4, Throw paper towels away

e Check scap level/fill

6. Get paper towels

7. Wipe chrome on door

8. Wipe water fountain

Empty trash by elevator

34




FORM E
Morrison Group
Key 1 = correct

0 = wrong Date

* = detail clean
TIME MONDAY (Sect. 1)

Trashcans 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
Start, 16 17 18 19 20 21 22 23 24 25 26 27 28 29
Stop __ Total

Areas 1 2 3 4 5 6 7 8 9 10 11

12 13 14 15 16 17 18 19 20 21
Total

TUESDAY (Sect. 2)

Trashcans 1 2 2 4 5 6 7 8 9 10 11 12 13 14 15
Start. 16 17 18 19 20 21 22 23 24 25 26 27 28 29
Stop 30 31 32 33 34

Total
Areas 1 2 3 4 5 6 7 8 9 10 11
12 13 14 15 16 17 18
Total

WEDNESDAY (Sect. 3)

Trashcans 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
Start, 16 17 18 19 20 21 22 23 24 25 26 27 28 29
Stop 30 31 32 33

Total
Areas 1 2 3 4 5 6 7 8 9 10 11
12 13 14 15 16
Total

THURSDAY (“ect. 4)

Trashcans 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
Start 16 17 18 19 20 21 22 23 24 25 26 27 28
Stop Total

Areas 1 2 3 4 5 6 7 8 9 10 11

12 13 14 15

Total




28

FRIDAY (Sect. 5)

Trashcans 1 2 3 4 56 7 89 10 11 12 13 14 15
Start 16 17 18 19 20 21 22 23 24 25 26 27 28 29
Stop Total

Areas 1 2 3 4 5 6 7 8 $ 10 1

12 13

Total

36




FORM F

CETVE
SUPERVISOR'S EVALUATION OF EMPLOYEE

EMPLOYEE EVALUATION

29

Trainee/Employee's Name: Date Hired: |
Job Title: Current Date:
Job Site:
Job Coordinator:
Please circle the number that best represents your opinion about the
trainee/employee’s present situation.
1. The employe2 arrives and leaves on time.
1 2 3 4 5
Much too Not often Undecided Usually Always
seldom enough
2. The employee maintains good attendance.
1 2 3 4 5
Much too Not often Undecided Usually Always
seldom endugh
3. The employee takes meals and breaks appropriately.
1 2 3 4 5
Much too Not often Undecided Usually Always
seldom enough
4. The employee maintains good appearance.
1 2 3 4 5
Much too Not often Ur decided Usually Always
seldom enough
5. The employee's performance compares favorably with the other worker's
performance.
1 2 3 4 5
Strongly Somewhat Undecided Somewhat Strongly
disagree disagree agree agree
6. Communication with the employee is not a problem.
1 2 3 4 5
Strongly Somewhat Undecided Jomewhat Strongly
disagree disagree agree agree

37




The employee attends to job tasks consistently. 30

1 2 3 4 5
Strongly Somewhat Undecided Somewhat Strongly
disagree disagree agree agree

Your overall appraisal of the employee's proficiency at this time.

1 2 3 4 5
Needs Somewhat fatisfactory Somewhat Much
immediate sub-standard better than better
improvement required than

required

Do you wish to meet with a representative from the Project Staff?

YES NO

Additional Comments:




