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INTRODUCTION

TRANSITION STRATEGIES

Devising and Implementing secondary/vocational training for
students with handicaps has emerged as a major goal of the 1980s. One
of the key elements in the secondary/vocational tralining curriculum is
planning for the transition from school tc work. Transition from the
school environment to the community is a very normal process for all
students and represents a major step from adolescence to adulthood. It
Is a critical time for making decisions about career options, living

arrangements, soclial patterns and life-long goals.

For students with handicape and thelr parents/guardians, the
transition process is complicated by uncertainty about residential,
vocational, and financial services, and their availability. The
transition from the Instructional environment to new settings and
unfamiliar agencies with different eligibility criteria can be

stressful.

A carefully planned transition process can help reduce the
uncertainty and stress associated with leaving school. The following
Transition Strategies approach transition as a process and as a product.
The process is the exchange of Information between parents, students,
schools and post-secondary environments. The product is the student’s
Integration Into the community. In essence, the final goal of
transition Is not a referral to an agency; the agency is only part of

the process. Rather, the goal 1is for each student to obtaln

R
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satisfactory residential, vocatliona', recreation/lelsure, and community

integration options.

Anyone can begin the transitlon process. Most problems arice when
no one Initiates it. Since students are in school and teachers are
aware of graduation dates and chronological ages, the transition
typically Is initiated by a teacher, parent, or someone designated by

the school district.

The development and Implementation of a transition program could
utilize two approaches. One approach, short-Term Transition Strateales
(Section I of the manual), Is for schools or tea.hers who want to start
a transition program immedlately because they have students who will be
graduating at the end of the academic year and want to ensure that at
least a minimum of transitional planning occurs. A sgecond approach,
Long-Term Transition Strateales (Section II of the manual), Is the
process of designing curriculum based on the student’s age. The
curriculum is divided Into activities which systematically prepare the
student to leave school. Long-term transition recognizes that the
critical Issue of transition Is *transition from school to what" and
sets In place communication and long-term curriculum planning among

parents, teachers, adult agency staff and the student.

This gulde will address both Short-Term and Long-Term Transition
Strategies. The format utllized Includes goals, objectives, activitles,
materials, and person(s) responsible. Each strategy is accompanied by
forms which have been used In the transition process by a varlety of

school districts.

~I




SHORT—-TERM TRANSITIONS
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HOW TO USE THE

SHORT-TERM TRANSITION STRATEGIES

The following is a listing of goals, obJectives and activities for
Short-Term Transition Strategles. It Is intended to be used for school
programs which are Implementing transition strategies for the first time
or which chose to focus on transitions durlng the last year of school.
The strategies reflect only those activitles necessary to ensure that a
minimum of transitional preparation and planning occurs. More detailed
planning and- program development Is offered In Long-Term Transltion
Strategles. The strategles offered are guldellnes and, depending on the
school and the student’s needs, may be adjusted. The parents/guardian
and student have been included In the transition strategies and should
be viewed as responsible partners. As stated earller, the teacher is
generally the person who starts the transitlon process, but the
parent/guardian and student should assume as much of the transitlon

planning and community activity as possible.

Those activities marked with an asterisk (%) are optional.
Completion of these activitles Is not critical to the outcome of the
transitlon program but will help facilitate the process and possibly

avold unnecessary work in the future.

The Short-Term Transition Strategles are organized in sections
according to a nlne-month academic school vyear. The Introduction
section contalns an overview of all the goals and obJjectives and a
chronological listing of the activities according to the months in which

they are Initlated. Each subsequent section is labeled with one df the
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nine months starting with September and ending with May and contains the
goals, obJectives, and activities for that month. Sample forms and
products that result from performance of the activities are found in
Appendix A. The guide thus allows a teacher to refer to that month’s
gection, review the goals and objectives, and initiate the activities.
In cases where a student exits school prior to May or where a student
transfers midyear, the sequence and scheduling of the short-term

transitions will need tn be altered.

A number of management strategies were designed using the
Short-Term and Long-Term Transition Strategies. Illustrations of the
following management strategies are found in Appendix C. One strategy
Is to organize the goals, etc., in hanging file folders according to the
months of the school year. In the same file cabinet, individual student
transition folders are used to organize correspondence and information
specific to each student’s transition. A second method igs to place the

goals, oblectives, activities and forms into a three-ring binder,

allowing for easy access and portability. A third strategy Is to use an
Apple Ile and the Appleworks software for the storage and use of the
goals, objectives, activities and forms. All the materlial contained in
this section is available on a 5 1/4-inch floppy disk formatted for use
with the Appleworks word prccessing program. If this last strategy is
used, all of the individual student transition files could be maintained
on a single data storage disk. Regardless of which method is used, the
Transition Process Tracking form, which Is explalned in the section for
September, will act as a tool to record and monitor all students’

transition progress without having to refer to their individual file

folders.
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AN OVERVIEW OF SHORT-TERM TRANSITION
GOALS AND OBJECTIVES

GOAL 1. Develop a system which will facilitate the delivery of transitional
services.
ObJective 1. Develop and implement a monitoring system for planned
transition.
GOAL 2. Share Information with parent/guardian and students on adult
services and the transition process.
Objective 1. Provide the parent/guardian and student with information
on the transition process and the opportunity to comment.
GOAL 3. Develop and Implement an Individualized transitlion strategy.

Objective 1. Conduct an informal pretransition planning meeting.

Objective 2, Inform the adult service agencles of the potential student
referrals.

Objective 3. Hold the transition planning meeting with the student,
parent/guardian, teacher, and adult agency representative,

Objective 4. Monitor Implementation of the Transition Plan.
GOAL 4. Evaluate the success of the transition. (To be completed after the
first year of transition planning.)
Objective 1. Gather data on the previous year’s graduates.

Objective 2. Summarlize the questionnaire data.




SHORT-TERM TRANSITION STRATEGIES
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SXORT-TERY TRARSITICHS
SEPTRNBIR, Goals | and 2

During the month of September you will (1) identify and record the
students who will graduate or leave school during the academic year on
the Transltion Process Tracking Form, (2) mail a copy of the Short-Term
Transitions to the reglonal. and local adult agencies that will be
Involved with your students, and (3) contact and inform parents of the
rational and methodology for the upcoming transition activities. The
Information obtained from these activities will become the basis for

many decisiens in the next few months.

The Transitlon Process Tracking Form is intended to be used as a

tool for recording all of the students who will graduate or leave school
during the year and for simplifying the process for follow-up after
graduation. The Transition Process Tracking Form shall be used
throughout the school year and is referenced in many of the transition
activities. For convenlence 1t would be best if the form was kept

current and maintained in a convenlent location for easy reference.

The Sample Cover Letter included here is an example and should be

adapted as needed. It is suggested that the cover letter and a copy of
the Short-Term Transition Strategles be sent to adult service providers,
such as Vocational Rehabilitation, Health and Welfare’s Adult and Child

Development Centers, residential training programs, local sheltered

-~
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workshops or other organizations who you may want to have immediate

contact with your students.

The Sample Parent/Guardian Informational Letter On Short-Term

Transition Strategies is your initial means of informing the
parents/guardians of the upcoming events during the school year and
reinforcing the l.purtance of their role and responsitilities. Included
with the letter should be adult agency brochures of those agencies that
you or the parent may wish to meet with or receive service from
immediately upon graduation. As mentioned earller, such agencles may be
Vocational Rehabilitation, Health and Welfare’s Adult and Child
Development Centers, residential training programs, local sheltered

workshops or other such organizations.

The remaining forms, Questions To Ask Agency Representatijves,
Regidential Program Questjons, Idaho Residential Alternatjves and

Vocational Definitiong, have been provided for both parental and school
use. The questions and definitions may vary slightly, depending on
state or local regulations but offer a basis for parents/guardians and
students to obtain critical Information which will be needed to make

informed decisions.

All of the forms and activities are to be viewed as guidelines and
may be altered as needed to meet the needs of the students,

parents/guardians and school program.
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SEPTRMRER: Goal 1
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GOAL 1. Develop a system which will faclilitate the delivery of transitional

services.

Objective 1. Develop and Implement a monitoring system for planned
transition.

Actlvity 1.

Activity 2.

Identify students who will graduate or leave school during
the current academic school year and could benefit from
transition services.

PERSON RESPONSIBLE: Transition Coordinator or his/her
designee

DATE: September

For those students who will need transitional services
start a flle containing a Transitlonal Process Tracking
form. This form contains headings to gather the following
Information (see example form in September file):

a. Name and address of student and parent/guardian.

b. Date of graduation.

¥ c. Date parental informational letter was sent (see Goal

2, Objective 1, Activity 1),

* d. Date of follow-up phone call (see Goal 2, Objective 1,

Activity 3).

e. Date parental release form was received (Goal 2,
Objective 1, Activity 1le).

f. Date Student School Summary Record Form & Vocational
Tralning Experience Form and cover letter were sent
(Goal 3, Objective 2, Activity 1),

¥ g. Date of follow-up phone call to adult agencies and

parents prior to the transition planning meeting.

h. Transition meeting date and time.
f. Final I.E.P. date and time.
Jo. Date the Follow-up Questionnaire was mailed (Goal 4,

Objective 2, Activity 2).

¥ k. Date the Follow-up Questlionnaire was returned (Goal 4,

Objective 1, Activity 3).
The form will be filled out throughout the school year as
meetings are scheduled and occur.

MATERIALS: List of all students needing transition
services; Translitional Process Tracking formx

PERSON RESPONSIBLE: Transition Coordinator or his/her
deslignee

DATE: September

-~

% These activities are optional. 75

##Al1] materials marked with two asterisks (#x) throughout this section may be

found In Appendix A.

All other materials can either be found in other STEP

publications as Indlcated or should be created at your site.




SHRT-TEM TRARSITIORS
SEPTOOMRR: Goal | (contimed)

Activity 3.

Activity 4.

-11-

Mail a copy of the Short-Term Transitions Strategies and a

letter containing the following to Vocational

Rehabilitation, Health and Welfare’s Adult Services, and

the local agenclies which provide residential and vocational

training for persons with handicaps.

a. The number of students graduating this academic year

b. The nature and extent of handicapping conditions

c. Graduation dates of the students

d. Notice that thelr services may be needed

e Request for their attendance at the transition
planning meeting

MATERIALS: Transitional Process Tracking formx;
Short-Term Transitions Strategies; Cover letter to adult
agencliesx%; Adult services manual listing all adult service
agencies in your community or brochures of local adult
agencies

PERSCN RESPONSIBLE: Transition Coordinator or his/her
designee

DATE: September

Prepare a student/parent master malling label list for use
throughcut the year which contains the following:

a. Parent/guardian & student’s name

b. address

c. city
d. zip
MATERIALS: Current address & phone number of

parent/guardian & student

PERSON RESPONSIBLE: Transition Coordinator or his/her
designee

DATE: September

4
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oOCRT-TERY TRANSITIONS
SEPTRNBIR: Goal 2

GOAL 2., Share information with parent/guardian and students on adult services and
the transition process.

Objective 1. Provide the parent/guardian and student with Information on the
transition process and the opportunity to comment.

Activity 1. Compose and send an Informational letter to parent/guardian
and student which outlines the following:

a. Ratlionale for transition.

b. Explanation of transition process.

c. Role and responsibility of the rarent/guardian and
student.

d. A list of the primary adult servize providers,
specific agency brochures, a contact person, phone
number, and address.

e. A specific request that the parent/guardian and
student review and discuss Information about the adult
agencies provided, make personal contact with the
primary adult service agencies, initilate the
application process and sign a release of Iinformation
form.

f. A list of potential questions to be asked of adult
agencies.

g. A list of Idaho residential alternatives and
definitions.

h. A 1list of commonly used vocatlonal terms and
definitions.

I. Schedule a transition planning meeting.

MATERIALS: Sample parent/guardian information letter on
short-term transition strategies#¥; Adult agency

brochures; Lists of questions & definitions#%; Adult
services manual

PERSON RESPONSIBILE: Transition Coordinator or his/her
designee

DATE: September

Activity 2. Record the date the informational letter was sent on the
Transitional Process Tracking form
MATERIALS: Transitional Process Tracking formx

PERSON RESPONSIBLE: Transitional Coordinator or his/her
designee

DATE: September

17




* Activity 3.

* Actlivity 4.

Activity S.

* These activitlies are optional.
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Contact each parent/guardian by phone who was sent an

Iinformational letter and inquire about the following:

a. Did they recelve the letter?

b. Do they have any questions, need further sxplanation,
or would they like a private meeting?

c. Confirm the transition planning meeting date and time.

MATERIALS: Transitional Process Tracking formxx

PERSON RESPONSIBLE: Transition Coordlinator or his‘her
designee

DATE: September

Record date of phone contact on the Transitional Process
Tracking form.

MATERIALS: Transltional Process Tracking formsx

PERSCN RESPONSIBLE: Transition Coordinator or his/her
designee

DATE: September

As the Parental Release forms are received record the date
on the Transitlonal Process Tracking form.

MATERIALS: Transitional Process Tracking formx

PERSON RESPONSIBLE: Transition Coordinator or his/her
deslignee

DATE: Ongoing




SXRT-TERM TRANSITICRS
CTONER, Goal 2, Qplective |

The month of October should be used as a time for school personnel
to meet as an informal group and begin the discussion of what you as
teachers would like to see the student do after graduation, and then
what types of resources are needed to accomplish those goals. Reviewing
the transition areas listed on the Transition Plan will help stimulate
this discussion and begin the process of identifying and . .anning for
the needed services. It is not until January that a formal meeting will
be held to officially complete the Transition Plan. As new informatlion
Is obtained by both the student, parent/guardian and school personnel,

the types of services needed may vary or will need to be reconsidered.

The Student School Record Summary form and Vocational Training
Experience Summary form should be used to compile and conveniently
locate important diagnostic and anecdotal information which will be
shured with adult service agencies. The Information contained on these

two forms will generally provide all of the information required by most

adult service agencies.’
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SOORT-TERM TRANSITIONS
CTOMER: Goa) 3. (hiestive |

GOAL 3. Develop and implement an individualized transition strategy.

Objective 1. Conduct an informal pretransition planning meeting.

Activity 1. As a team:
a. Initiate the Student Transition Plan%®, Student School
Summary Record form¥¥, and Vocational Training
Experience Summary formx.
b. Revlew adult services options for each student and
identify agencies that could provide the appropriate
services.

MATERIALS: See sample forms, Appendix A, as indicated
above.

PERSON RESPONSIBLE: Transition Coordinator or his/her
designee

DATB: (ctober

o
<
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SHORT-TERM TRAKSITION
NOYRXBIR, Goa] 3, (blective 2

Based on prior ldentification and contact with selected adult
service agencies (September & November activities), the Stucdent School
Record Summacy form and Vocational Training Experience Summary form
should be mailed with a cover letter. By mailing this Information, the
selected adult service agencies will have adeguate time to review 1it,
determine if the student will be eligible for gervices, and begin
planning for thelr needs. The release of this information is predicated

on the obtainment of the signed parental release form.

(A
™D
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~HOFT-TEN TEANSITIONS
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Objective 2. Inform the adult service agencies of specific student referrals.

Activity 1.

tor those students whose parents signed a release of
information form either for the adult agency or the school,
send the Student School Record Summary and Vocational
Training Experience forms and a cover to the appropriate
adult agencies.

MATERIALS: Transiticaal Process Tracking form¥¥; Sample
cover letter for Studeat School Record Summary form and
Vocational Training Experience Summary form¥¥; Student
School Reccrd  Summary — form#¥; Vocational Training
Experience Summary form¥%; Name and addresses of contact
persons at the selected adult agencies

DATE: November

AN
o
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No new actlvities are scheduled this month. This month could be

used to prepare and plan for the upcoming activities.

Y
QO




-19-

SHORT-TERH TRANSITIQNS
JANUARY, Goal 3, Qblective 3

Activities for the month of January provide you with the
opportunity to have all of the key persons lnvolved with the transition
process together at one tlme, review the transition progress made to
date, and determine what Is needed for the few remalning months of
school. Prlor to thls time you should have (1) met Informally with the
other school personnel, (2) provided the student, parent/guardian with
adult service Informatlon, and (3) Informed the adult service agencles
of the student’s needs. The flnal product should be the completlon of
the Transition Plan and a clear understanding of what additional
Information is required by the adult agencies along with how it will be

obtained and who will obtaln it.

o)
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Objective 3.

Hold a formal transition planning meeting with the student,

parent/guardian, teacher, and adult agency representative.

Actlvity 1.

Activity 2.

Prior to the meeting call the adult agency representative,
parent/guardian, student and school personnel and confirm
their attendance at the meeting.

MATERIALS: Adult agency contact person’s name, phone
number; Transitional Process Tracking form##

PERSON RESPUNSIBLE: Transition Coordinator or his/her
designee

DATE: January

Complete the Transition Plan and the following additional

information as needed during the transition meeting:

a. Delineate additional information that needs to be
acquired and who will acquired it, l.e. financial,
diagnostic, academic, and record the information on
the form.

b. Have the parentsguardian arrange times to tour and
interview with the selected adult agencies.

c. Complete or sign any required forms or applications
necessary at this time.

MATERIALS: Transitional Process Tracking form¥#;
Student’s I.E.P.; Transition Plan¥#¥

PERSON RESPONSIBLE: Parent, Adult Agency Representative,
Transition Coordinator or his/her designee

DATE: January

ol
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SHORT-TERM TRANSITIORS
- TEDRUARY TO MAY, Goal 3. Objective 4

Durlng February the focus of the activities is to monltor ‘he
«mplementatlion of the scheduled events and to act ~s a facilitator. As
pointéd out In September, Goal 2, Oblectlve 1, the role and
responsibllity of the parent/guardian and student is critical for tho
success of the transition. Both the parent/guardian and student will
need to have someone they can call to dlscuss the progress being made,
what declslons will need to be made, and what other options they may

need to consider. As a facilitator you should be available and prepared

for such a dialogue.




Objective 4. Monitor implementation of the Transition Plan.

Activity 1.

Schedule phone calls, letters, and meetings based on the
timelines In the Transition Plan and on an as-needed basis.

MATERIALS: Transition Plan%¥¥; Student’s 1I.E.P.;
Transitional Process Tracking form¥¥

PERSON RESPONSIBLE: Transition Coordinator or his/her
designee and parent/guardian or student

DATE: Ongoing February through May
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MARCH. Goal 4, Cbiective 1. Activity 1 & 2

One of the key elements to any program is the method by which you
are able to evaluate the impact of your efforts. In the month of March
you will send out a Follow-up Questionnaire with which to collect data
on your students who graduated or left school one year ago. The
questionnaire is comprehensive and will provide invaluable information
on not only the impact of your transition efforts but also vocational,
residential, recreation/leisure, and community Integration information.
To successfully use the questionnaire it will be necessary for you to
conduct a follow-up phone call to the parent/guardian and student,
review the form with them, and possibly complete it over the phone or in
person. You should also be monitoring the progress of the transition
activities and facilitating any meetings or needs of the current

parents/guardians or students.

T
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GOAL 4. Evaluate the success of the transition. (To be completed after the first
year of transition planning.)

Objective 1. Gather data on the previous year’s graduates.

Activity 1.

Activity 2.

Identify previous year’s students who teceived transitional
services.

MATERIALS: Transitional Process Tracking formx¥

PERSON RESPONSIBLE: Transition Coordinator or his/her
designee

DATE: March, one year after graduation
Mail out the Follow-up Survey to the previous year’s
students and record the date mailed on the Transitional

Process Tracking form.

MATERIALS: Follow-up Questionnaires¥®; Transitional
Process Tracking form##

PERSON RESPONSIBLE: Transitional Coordinator or his/her
designee

DATE: March, one year after graduation

ke
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During the months of Aprll and May you should be receiving the
completed Follow-up Questionnaires. To help use the data gathered, you
will need to develop a data summary sheet which will contain the total
of all the responses to the questions. Given your specific needs as a
teacher, school or district, the method in which the data is summarized

will vary. You should feel free to devise your own summary sheets.
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APRIL 70 MAV: Goal 4. Gblective 1, hotivitv _and

Goal 4, Objective 2

Activity 3.
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As the surveys are returned, record the date on the
Transitionai Process Tracking form.

MATERIALS: Returned Follow-up Questionnaires;
Transitional Process Tracking form#**

PERSON RESPONSIBLE: Transition Coordinator or his/her
designee

DATE: April and ongoing

Objective 2. Summarlize the questionnaire data.

Activity 1.

Review and organize data on the Questionnaire summary
sheet.

MATERIALS: Completed Follow-up Questionnaires; Data
summary sheet

PERSON RESPONSIBLE: Transition Coordinator or hissher
designee

DATE: April and ongolng
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There are no new activities for May. The primary focus ls to

follow-up on the Transition Plan and ensure that the final detalls are

in place. |
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INTRODUCTION TO THE USE OF
LONG-TERM TRANSITION STRATEGIES

As discussed earlier in this manual, the critical issue of
transition is from what to what. The final outcome of Long-Term
Transition Strategies is a system which consists of a reliable means of
communication and rlanning with the parent, student, and post-high
school service providers to determine what to teach. when to teach it,
and how it should be taught.

The Long-Term Transition Strategies provided here are divided jnto
two groups: (1) Long-Term Transition Strategies overview of goals and
objectives, and (2) In-depth Long-Term Transition Strategjes aqoals.

objectives, activitieg, timelines and products. It is suggested that

you review the Lona-Term Transition Strateqjes Qverview prior to the

other section to familiarize yourself with the intent of the strategies.

This section very briefly outlines the goals and delineates the primary
objectives by age group.

The In- - siti ateqjes section provides a
list of activities and needed materials for implementing a comprehensive
transition planning system. The activities have been arranged in
chronological order and identify the person responsible for the
activity, the materials needed and a suggested implementation date. The
forms for Long-Term Transition Strategies are in Appendix B. Contingent
on your relationship with adult service providers and your student’s
ages and prior vocational training, you can Iimplement Long-Term
Transition Strategies as presented, or you may adapt them to meet your

needs.
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AN OVERVIEW OF THE LONG-TERM TRANSITION STRATEGIES
GOALS AND OBJECTIVES

Goal 1. Develop a management system which will facilitate the del ivery
of transitional services.

Objective 1, Identify or hire school personnel to be involved in
transition activities.

Goal 2. Gather information for graduating students (18-21) on all
options that may be available to them.

Objective 1. Collect information on adult agencies serving the

community region, Including eligibility criteria,

services they provide, application procedures, and
age at which the person should apply for services.

Objective 2. Organize the {nformatlon obtalned.

Goal 3. Develop a long-term transition plan and procedures for
implementation for students ages 14-21.

ACTIVITIES FOR STUDENTS AGES 14-15

Objective 1, Assess the student’s transition needs.

ACTIVITIES POR STUDENTS AGES 15-16

Objective 1, Initiate community- and school-based
training strategies.

ACTIVITIES FOR STUDENTS AGES 16-17

Objective 1. Provide school- and community-based
training.

ACTIVITIES FOR STUDENTS AGES 17-18

Objective |, Implement Job Preparation Training.

ACTIVITIES FOR STUDENTS AGES 18-21

Objective |, Compiete the transition process.

(U
Ui
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A TEACHER’S GUIDE AND LISTING OF LONG-TERM TRANSITION STRATEGIES
GOALS, OBJECTIVES, ACTIVITIES, MATERIALS, PERSON(S) RESPONSIBLE, AND DATES

GOAL 1.

Develop a management system which willl facilitate the delivery of
transitional services.

Objective {. Identify or hire school personnel to be involved in

transition activities.

Activity 1. Designate a person to be the transition coordinator

for the school district, elementary level, junlor
high and secondary level.

MATERIALS: List of teachers and classroom
assignments

PERSON RESPONSIBLE: School Administrator
DATE:  First month of program development

Actlivity 2. Deveiop an organizationai chart 1listing the
transition coordinator‘s name and phone number In

each school and distribute to school personnel.

MATERIALS: Names and phone numbers of transition
coordinators listed by school

PERSON RESPONSIBLE: Schocl Administrator or his/her
deslgnee

DATE: First month of program development

o
Ay
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GOAL 2. Gather }nformation for graduating students (18-21) on all options
that may be available to them.

Objective 1.

Collect information on adult agencies serving the
community region, including eligibility criteria, services
they provide, application procedures, and age at which
the person should apply for services.

Activity 1, Request brochures and sampies of application forms
and procedures from federal, state, county and
private adult agencies serving the community and
regicn,

MATERIALS: Names and addresses of federal. state,
county and private agencies that serve the region and
comnunity; STEP Making Transitions Work Manual; STEP

sample cover letter requesting brochures and
Informationx

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE:  Second month of program development

Activity 2. Develop and mai! an Adult Agency Survey form to local

and regional agencies. The survey should request at
a minimum the following information:

a. Type and description of services provided

b. Geographic region served

c. Eligibility criteria

d. Application procedures

e. What information do you need to have with you
when you apply

f. How are services monitored

g. Cost of services

Prior to sending the survey, an initial phone call to
the adult agencies explaining your purpose will
facilitate the process.

MATERIALS: Name, address, phone numbers and contact
person of federal, state, county and private agencies

serving the region and communjty; STEP sample Adult
Agency Survey form#

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Second month of program development

* All materials marked with an asterisk throughout this section can be found

in Appendix A.

All other materials can either be found In other STEP

products as indicated or must be crgated at your site,

3
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Goal 2 (continved)

Activity 3.

Present your transition strategies goals and
objectives to adult agencies and explain the schnol’s
role in the transition process and request the
agency’s involvement.

MATERIALS: Brief handout describing transition
program; Audio-visual materials on transition program

PERSON RESPONSIBLE:
his/her designee

Transition Coordinator or

DATE: Third month of program development

Objective 2.

Organize the information obtained.

Actlvity 1.

Using the information obtained from the Adult Agency
Survey forms, organize an adult services manual which
contains the following:

a. Adult agencies listed by the type of services
provided.

b.  The agency’s name, address, and phone.

C.

The type of services provided and a brief
description.

Activity 2.

d. Eligibility criteria.

e. Geographlic area served.

f. Cost of services.

g. Application procedures.

h. Information needed at the time of application.
MATERIALS:  Returned Adult Agency Survey forms. See

the STEP Making Transitions Work Manual for example.

PERSON RESPONSIBLE:
his/her designee

Transition Coordinator or

DATE: Third month of program development

Compile a folder containing brochures, contact names,
phone numbers, and other information on adult
agencies for parents and students to review.

MATERIALS: Adult agency brochures; adult agency
staff’s business cards

PERSON RESPONSIBLE:
his/her designee

Transition Coordinator or

DATE: Third munth of program development

a9
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Activity 4.
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If in Idaho, obtain a copy of the STEP Making
Transitions Work Manual on a 5 1/2-inch floppy
computer disk formatted for use with Appleworks and
edit to reflect addresses and phcne numbers of local,
federal, state, county and any additional private
agencies. Update as needed.

MATERIALS: A Copy of STRP Making Transitions Work
Manual on a 5 1/2-inch floppy computer d.sc;
AppleWorks Program; Apple Ile or IIc computer

PERSON RESPONSIBLE: Transition Coordinater or
his/her designee

DATE: Third month of program development

Invite each agency representative to give a short
presentation for school personnel and video tape it
for future wuse by parents, students and school
personnel, Ensure that the presentation covers the
following:

a. Types of services provided and a description.

b. Eligibllity requirements.

c. Couts of services.

d. Application procedures,

e. Need for a parent/guardian to sigr a Release of
School Records form.

MATERIALS: STEP sample invitation letter for class
presentation¥, MNames, addresses, phone numbers and
contact persons of adult agencies; OQutline of
specific topic areas to be covered in the
presentation; Appropriate sound and video tape
equipnent

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Third month of program development
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GOAL 3. Develop a long-term transition plan and procedures for
implementation for students ages 14-18.

ACTIVITIES FOR STUDENTS AGES 14-15

Objective 1. Assess the student’s transition needs.

Activity 1. Obtain list of all students in Special Education.
MATERIALS: School enrollment lists

PERSON RESPONSIBLE: Transition Coordinator or
his/her deslignee

DATE: September, first/second year of junior high
schoo!

Activity 2. Scheaule a meeting with parenrnts/guardians and
students and appropriate school personnel to discuss
the following:

a. Vocational options at the high school,

including:

1. community-based work,

2. work experience opportunities,

3. industr ' and vocational education classes,
4. school-based classes, and

5. Job-related academic skills.

b. The importance of social skills in obtaining and
maintaining a job.

c. The importance of cooking, shopping, budgeting,
hygiene, home maintenance, in a successful
transition program.

d. The need for parents and students to complete a
Parent and Student Interview form which will
help to plan high school curriculum.

e. Beginning the application procedures for adult
services such as:

1. Requesting a personal interview.

2. Requesting tours of the facilities, if
appropriate.

3. Requesting names of parents and students who
have used the services in the past.

f. If the family needs financial assistance,
recommend that they apply for social security
benefits.

- ERC 41




Activities for Students Aces 14-15

Activity 3.

Actlvity 4.

Activity 5.
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MATERIALS: Adult agency brochures; List of
available classes and curricula available at the high
school; STEP Parent and Student Interview formsk;
Samples of curricula to be used

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: October, first/second year of junior high
school

Obtain a Life Skills Assessment on each student.

MATERIALS: Life Skills Assessment forms. See the
STEP Career Exploration Manual for examples.

PERSON RESPONSIBLE: Student’s teacher. hand out;
student and/or parents fill out the form.

DATE:  November, first/second year of junior high
school

Review the information from the Life Skills
Assessment with students and parents/guardians and
set priorities for students including where the
skilis will be taught (home, school) and who will
teach theni.

MATERIALS: Life Skills Assessment results

PERSON RESPONSIBLE: Student‘s teacher,
parents/guardlans, and/or student

DATE: October, first/second year of junior high
school

Provide adult agency brochures and/or the Adult
Services Manual to parents/guardians and students and
request that they identify aréas of interest to them
and help them determine what skills are needed to
obtain services, and specifically residential
serv.ces. ’

MATERIALS: Aduit agency brochures; Adult services
manual

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: October, first/second year of junior high
school




Actlvity 6.

Activity 7.

Develop a Long-Term Transition Plan whicn Identifies
curriculum content and sequence which will result in
the student working, 1llving, recreating and
Interacting with his or her community.

MATERIALS: Life Skills Assessment results; The STEP
Career Exploration Manual; List of avallable
currfcula in hlgh school and prerequisites; Adult
agency Information; Idaho Individual Transition
Plan¥

PERSON RESPONSIBLE: Student’s teacher,
parent/guardian, student and other appropriate school
personnel

DATE: October, first/second year of Jjunior high
school

Organize individual files with all of the information
collected (this could be attached to the IEP). This
Information could include student interviews,
parents’ interviews, Life Skills Assessment, student
Inventory, student self fnventory, vocational
summary, and any other Information avalilable.

MATERIALS: Career exploration Information; Life
Skills Assessment results; Student/parent interview
forms#; STEP Vocational Training Experience Summary
Sheetx

PERSON RESPONSIBLE: Student’s teacher or his/her
designee

DATE: November-June during the first/second year of
Junior high

€,
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ACTIVITIES FOR STUDENTS AGES 15-16

Objective 1. Initiate community- and school-based training strategies.

Activity 1.

Activity 2.

Activity 3.

Activity 4,

Update the list of students in special education and
note drop outs, those moved, those continued and new
students.

MATERIALS: Student enrollment forms

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: September, first/second year of high school

For new students perform activities listed for
students ages 14-15, if needed.

* MATERIALS: See activities and materials listed for

students ages 14-15.

PERSON RESPONSIBLE: Student’s teacher or his/her
designee

DATE: Ongolng

For continuing students review Long-Term Transition
Plan at the IEP conference and make changes and
additions as necessary.

MATERIALS: Idaho Individual Transition Plan*

PERSON RESPONSIBLE: Parents/Guardians, student,
school personnel

DATE: Fall IEP conference
Implement Work Experience goals and objectives as
presented in the STEP Field Manual.

MATERIALS: Work experience goals and objectives;
STEP Work Experience Manual

PERSON RESPONSIBLE: Stucdent’s teacher or his/her
designee

DATE: Flrst/second year of high school




Actlvity 5.

Activity 6.

Actlivity 7.

Activity 8.
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Implement Social Skille goals and objectives as
presented in the STEP Field Manual.

MATERIALS: Soclal skills goals and objectives; STEP
Soclal Skills Manual

PERSON RESPONSIBILTY: Student’s teacher or his/her .

designee

DATE: First/second year of high school

Prcvide brochures on adult agencles and
post-secondary options (or an adult services manual)
and encourage parents/guardians and students to
contact the adult agenclies about their needs in the
future.

MATERIALS: Adult agency brochures; Adult services
manual

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: First/second year of high school

Summarize the Information from Career Exploration
and/or Work Experlience and record-on the Vocational
Training Experience Summary form.

MATERIALS: STEP Vocational Training Experience
Summary form#; Career exploration and work experience
data

PERSON RESPONSIBLE: Student’s teacher

DATE: First/second year of high school

Sen.. a letter to parents/guardians and students who
have dropped out listing adult services available in
the community, including reenrollment in school.
MATERIALS: Names and addresses of students who have
dropped out of school; Adult agency’s brochures;

Adult services manual

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Ongoing

45




ACTIVITIES FCR STUDENTS AGES 16-17

Objective 1.

Provide school- and community-based training.

Actlivity 1.

Actlivity 2.

Actlivity 3.

Actlvity 4,

Update the list of students in special education and
note drop outs, those moved, those continued and new
gtudents.

MATERIALS: School enrollment records

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: September of the second/third year of high
school

Summarize home, community work experience and
vocational training on the Vocational Training
Experience form. Update as needed.

MATERIALS: STEP Vocational Training Experience
Summary formu

PERSON RESPONSIBLE: Student’s teacher or his/her
designee

DATE: September and May of the second/third year of
high school

For new students perform activities listed for
gtudents ages 14-15 & 15-16 as needed.

MATERIALS: Long-term goals and objectives for
students ages 14, 15, and 16

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: October

Make available adult agency brochures and an Adult
Services Manual to parents who need them.

MATERIALS: Adult agency brochures; Adult services
manual

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

Date: Ongoing

46




Activity 5.

Activity 6.

Activity 7.

Activity 8.
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Encourage parents/guardians and students to
gpecifically obtain Information about residential
options and tour appropriate alternative living
facilities, such as Intermediate care facilitles
(ICF-MR)>, shelter homes, specialized shelter homes,
transitional llving apartments, and foster homes.

MATERIALS: List and description of residential
alternatives; Names, addresses, phone numbers and
contact persons of residential alternatives.

PERSON RESPONSIBLE: Transition Coordinator and
student’s teacher

DATE: At the fall IEP conference during the
second/third year of high school

For continuing gtudents review Long-Term Transition
Plan at the IEP and make changes as necessary.

MATERIALS: Idaho Individual Transition Planx

PERSON RESPONSIBLE: Transition Coordinator or
his/her deslgnee

DATE: Fall IEP conferences during second/third year
of high school

Implement Career Focus goals and objectives as
presented in the STEP Flield Manual.

MATERIALS: Career focus goals and objectives; STEP
Career Focus Manual

PERSON RESPONSIBLE: Student’s teacher or his/her
designee

DATE: Second/third year of high school

Assess soclal skills for the individual student’s
transition needs and Implement <(after reviewing
results with parents/students) intervention as
appropriate.

MATERIALS: Soclal skills goals and objectlves; STEP
Soclial! Skills Manual

PERSON RESPONSIBLZ: Student’s teacher or his/her
designee; parents and students fill out assessment
form.

DATE: October second/thircd year of high school for
assessment. Intervention as needed during the school

year. 4




Activity 9.

Activity 10.

Activity 11.

Activity 12.
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P
Send parents/guardians and students who have dropped
out a list of adult agencles avallable In the
community including reenrollment in school.

MATERIALS: Adult agency brochures; Names, addresses
of students

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Ongoing

Organize an Adult Services Fair for students,
parents, school perscnnel and adult agency staff to
exchange information on post-high school options.

MATERIALS: STEP sample letters/announcements/ forms
for setting up an adult services falr#

PERSON RESPONSIBLE: Transition Coordinator, adult
agency staff, parents and student

DATE: Fall of each year

Invite each adult agency representative to give a
short presentation in class of the services they
offer, the application procedures, and eligibility
criteria.

MATERIALS: Names, addressess, and contact persons
at adult agencies; STEP sample Invitation letter for
class presentation#

PERSON RESPONSIBLE: Transition Coordinator or
his/her deslignee

DATE: Spring of each school year

Request appropriate adult agency representatives to
attend transition planning meetings and IEP
conferences.

MATERIALS: STEP sample cover letter with short-term
transition strategliess

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Spring IEP




LONC-TERY TRASITIONS
Goal 3 (continyed)
Activities for Students Ages 16-17

Activity 13.
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Make the necessary arrangements and take individual
and small group tours of adult agency programs and
facilities which serve the region and local
community.

MATERIALS: Names, addresses, and contact persons at
adult agencies; STEP sample contact letter requesting
toursit

PERSON RESPONSIBLE: Student’s teacher or Transition
Courdinator or his/her designee

DATE: Spring of second, third and fourth years of
high school




Activitles for Studeots v 17-18
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ACTIVITIES FOR STUDENTS

AGES 17-18

Objective 1. Implement Job Preparation Training.

Actlivity 1,

Actlvity 2.

Activity 3.

Actlivity 4,

Update the list of students in Speclal Education and
note drop outs, those moved, those continued and new
students.

MATERIALS: Student enrollment records

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: September of the third/fourth year in high
school

For new students perform activities as needed from
the list developed for students ages 14-17.

MATERIALS: Activities for ages 14-17

PERSON RESPUNSIBLE: Transition Coordinator or
his/her designee

DATE: Ongoing

Digcuss with parents the different types of
guardianship avallable and how they would apply to
the residential, vocational and financial options
being considered.

MALTERIALS: Description of tyr of guardianships

PERSON R™SPCNSIBLE: Student’s teacher and
parents/gquardians

DATZ: Falt IEP meeting in the third or fourth year
of high school.

Discuss with parent/guardian and student the aduit
agencles avallable in the community and encourage
them to apply

MATERIALS: Adult agency brochures; Adult services
manual

PERSON RESPONSIBLE: Student’ teacher and Transition
Coordinator

DATE: Fall IEP of third/fourth y2ar in high school

ol




Activity 5.

Activity 6.

Activity 7.

Activity 8.
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Make avallable brochures on adult agencies and
post-secondary optlions to parents who need them.

MATERIALS: Adult agency brochures; Adult services
manuai

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Fall of third and fourth year of high school

Request appropriate adult agencles represen. tives to
participate in transition planning meetings and IEP
conference. .
MATERIALS: Names, addresses, and contact person of
adult agencies; STEP sample cover letter with

short-term transition strategiess

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Fall of first year of high school.
For continuing students scheduled to graduate at age
21, review the Long-Term Transition Plan at the IEP
conferences and make changes as necessary.

MATERIALS: Idaho IndividualTransition Plan#

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Fall of third/fourth years of high school

For students graduating at age 18 complete a
Transition Plan form at the fall IEP conference.
MATERIALS: Idaho Individual Transition Planx

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Fall of last year of high school

o1




Actlvity 9.

Activity 10.

Activity 11.

Activity 12,
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Implement Job Preparation goals and objectives as
presented in the STEP Field Manual.

MATERIALS: Job preparation goals and objectlives;
STEP Job Preparation Manual

PERSON RESPONSIBLE: Student’s teacher, student,
Transition Coordinator or his/her designee

DATE: Fall of third/fourth year of high school

Continue Social Skills assessment and curriculum as
appropriate for the students transition needs.

MATERIALS: Social skills curricutum; STEP Social
Skills Manual

PERSON RESPONSIBLE: Student’s teacher or his/her
designee

DATE: Ongoing

Have the parents/guardlans and student sign a Release
of Information form which allows the student’s school
records to be released to the designated adult
agencies.

MATERIALS: Agency release of information form

PERSON RESPONSIBLE: Student’s teacher or hig/her
designee

DATE: Fall of third/fourth year of high school

Encourage parents/guardians and students to apply for
and visit adult service agencies.

MATERIALS: Names, addresses, and contact persons of
adult agencies; Adult agency brochures; STEP sample
list of questions to be asked (agency representatives
and residential program questions)#

PERSON RuSPONSIBLE: Trangzition Coordinator and the
student’s teacher

DATE: Fall of third/fourth year of high school




" tlultles for Students does {7-(8

Activity 12.

Activity 14.

Actlivity i5.
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Inform the parents/guardians and students that a
follow-up questionnalre will be sent one year after
they graduate.

MATERIALS: Follow-up questlonnaire

PERSON RESPONSIBLE: Student’s teacher

DATE: Last IEP conference

Send follow-up questionnaire to previous vyear’s
graduates.

MATERIALS: Follow-up questlonnalre

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Spring, one year after the student has
graduated
Summarize follow-up questionnalre data.

MATERIALS: Returned follow-up gquestionnalres; Data
summary sheets

PERSON RESPONSIBLE: Transitlion Coordinator or
his/her designee

DATE: Ongoing




ACTIVITIES FOR STUDENTS AGES 18-21

Objectlve 1. Complete the transition process.

Actlvity . Update the list of studente in special education and
note drop outs, those moved, those continued and new
students.

MATERIALS: Student enrollment records

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Fall of each subsequent year

Activity 2. For new students perform activities as needed from
the 1ist developed for students 17-18.
MATERIALS: Activities for students ages {7-18

PERSON RESPONSIBLE: Student’s teacher or his/her
designee

DATE: Ongoing
Actlivity 3. Review and discuss with parents/guardians and student

the adult agencies they have requested services of
and the status of the services. Adjust and change as

necessary.
MATERIALS: Names of adult agencies that the
parents/guardians and students have applied to for
services

PEFSON RESPONSIBLE: Parents/guardians, student,
tewcher, and Transition Coordinator

DATE: Fall of final year in school

Activity 4, Continue Jéb Preparation goals and objectives as per
Activity 8, students ages 17-18.
MATERIALS: Activities for students ages 17-18

PERSON RESPONSIBLE: Student’s teacher or his/her
designee

DATE: Ongoing

94




Actlvity S.

Activity 6.

Activity 7.

Activity 8.
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Complete a Transition Plan at the fall IEP
conference.

MATERIALS: Transition Plan form

PERSON RESPONSIBLE: Parents/guardians, student,
school personnel, and adult agency representatives

DATE: Fall of last year of high school

2rovide Social Skills assessment and instruction as
needed for transition.

MATERIALS: Soclial skills goals and objectives; STEP
Soclial Skills Manual

PERSON RESPONSIBLE: Student’s teacher or his/her
designee

DATE: Ongoing

Have the parent/guardian and student sign a Release
of Information form which will allow the school to
release the student’s records to the designated adult
agencies.

MATERIALS: Parent/student release of Iinformation
form .

PERSON RESPONSIBLE: Student’s teacher or his/her
designee

DATE: Fall of last year of high school

At the final IEP conference, inform students and/or
parents about the follow-Up questionnaire that will
be sent.

MATERIALS: Follow-up questionnaire

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Last IEP conference




Activity 9.

Activity 10,

Send follow-up questionnaire to previous vyear’s
graduates.

MATERIALS: Names and addresses of students who
graduated; Follow-up questionnaires

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Spring, one year after graduation

Summarize follow-up questionnaire data.

MATERIALS: Returned follow-up questionnaires; Data
summary sheet

PERSON RESPONSIBLE: Transition Coordinator or
his/her designee

DATE: Ongoing
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Short-Term Transitions
Sample Forms and Products
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SAMPLE COVER LETTER WITH SHORT-TERM TRANSITION STRATEGIES

Lorl Shaw

Vocational Renabllitation Specialist
609 Washington, Suite 201

Moscow, Idaho 83843

Dear Lori,

I would llke to take this opportunity to share with you Moscow High
School’s Short-Term Transition Strategies and advise you of the
students enrolled in speclal education who will be graduating this
year.

In May, 23 students enrolled in special education courses will be
graduating and could potentially benefit from the services that your
agency offers. Ten of these students have been dlagnosed as having
mild learning disabilities, nine have a diagnosis of moderate mental
retardation, and four are students with severe physical and mental
handlicaps.

To ensure that these students have needed services as they leave
school, It is Important that professionals such as yourself are
famillar with the school’s transition program and participate in
planning the transition. In January a transition planning meeting
will be held to discuss the possible transition strategies for each
of this year’s graduating students in. special education. Your
attendance and participation at the meeting is critical. Within the
next month I will contact you as to a specific time and place. If
you have any questions about the transition strategies and your
involvement, please feel free to call me.

Your cooperation and support are greatly appreclated.

Sincerely,
Daniel M. Perino

Project Manager

enc.

Short-Term Goal {, Obj. 1, Act. 3
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SAMPLE PARENT/GUARDIAN INFORMATIONAL LETTER ON
SHORT-TERM TRANSITION STRATEGIES

Dear Parent,

Graduation is a time for celebration as young people leave school to
assume more regponsibilities for their lives in the community.
Graduation is also an occasion for concern about the future. Where
will the new graduate live and work? How well will he/she cope with
new responsibilities? During the last year of high school we can
work together toward answering these important questions by looking
at post-school options that are available to your son or daughter
and the necessary transitlon planrning that Is needed to access these
options.

As a parent, you play a very Iimportant reole in the transition
process. Ag the teacher, I will be able to provide you with the
names, addresses, phone numbers and contact persons of a varlety of
agencies that may be able to assist you and your son/daughter, but
it will be you who will have to make the finai decisions about which
services to seek and how you will utilize those services. One of
the best methods to accomplish this will be for you and your
son/daughter to visit and talk directly with each individual agency
and ask them about your specific needs. Enclosed are severai
brochures on adult agencies which may be of immediate help to you
and your son/daughter and a list of questions parents/guardians have
found helpful to ask during visits.

During this upcoming school year you will be able to meet with
representatives from appropriate adult agencies and begin planning
for your son/daughter to leave school. Prior to this meeting I hope
you can contact adult agencies, explain that your son/daughter is
graduating this year, and apply for their services. Depending on
the agency, an appointment may be necessary.

I wiil contact you within the next month and confirm the transition
planning meeting time and place. If you have any questions please
feel free to call me at 885-6159.

Thank for your cooperation and support.

Sincerely,
Daniel M. Perino

Project Manager

Short-Term Goal 2, Obj. 1, Act. ¢
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QUESTIONS TO ASK AGENCY REPRESENTATIVES

1. How can your agency help us?

2. What do we need to do to receive services?

3. When and where should we apply?

4. How much is it going to cost?

5. How old must my son/daughter be before we apply for services?

6. Who decides what services/programs my son/daughter will
recejve?

7. How will I be informed of my son’s/daughter’s progress?

8. Can you find him/her a job?

9. If my son/daughter is working, can you supervise him/her and
make sure he/she is doing well?

10. Will you provide transportation for my son/daughter between
his/her home and the work place?

{1. If my son/daughter works in a paying Job will he/she still be

eligible to receive the services you provide?

12. Will I need to pay for materials needed to train my
son/daughter in a job?

13. If you need tests and medical exams, will I have to pay for
then?

14. Can you help us financially? If so, how much?

{15. What will I need to do to get the money?

16. What papers and information do you need for determining my
son‘s/daughter’s eligibility for your program?

{7. Who is responsible for obtaining the information?

Short-Term Goal 2, Obj. 1, Act. |
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10.
1.
12.
13.
14,
15.
16.
17.

18.
19.
20.
2.

22.

23.
24.
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RESIDENTIAL, PROGRAM QUESTIONS

How many people live here?

What is the maximum length of stay?

Is there a waiting list?

How long ig the waiting list?

What are the entry requirements?

What is the monthl!y cost for services?

Do you accept Medicare or Medicald payments?

Is there a cost to the resident?

What Is the staff/reslident ratio per shift?

What specific living arrangements are provided?

What services are provided other than room and board?
What other support services are provided?

What community-based leisure actlivities are avallable?
How often are these leisure activities used?

. What In-house lelsure activities are avallable?

How often are In-house leisure activities used?

What community resources are available in the Iimmediate
ne I ghborhood?

Describe the other reslidents in the program.

What assurances are there to guarantee residents’ rights?

What Is the policy for home visits?

How can parents/guardians give 1input on the resident’s
individual program?

Do you provide transportation for personal, social needs, to
and from a Jjob, or therapeutic :ppolntments at no additlional
charge?

Can the resident actively search for or naintain employment?
Can the resident have full vresponsibility for his/her
finanacial affairs?

Short-Term Goal 2, Obj. 1, Act. |
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IDAHO RESIDENTIAL ALTERNATIVES

ADULT FOSTER HOME: A foster home is a full-time living arrangement
in which one or two residents live with a family. Care is provided
principally by the foster parents and includes help in the daily
routines of living, protection, security, anu encouragement toward
self-help and independence. Foster homes may be used for crisis and
respite care, as well as for long-term placement.

INDEPENDENT LIVING: Independent living is an arrangemnet in which
the individual lives in the residence of his/her choice (hotel,
apartment, house, etc:.>. The individual may live alone or with
roommates, but does not receive supervision from these roommates.

INTERMEDIATE CARE FACILITY FOR THE MENTALLY RETARDED (ICF-MR): A
group home for individuals who require assistance in meeting daily
l1iving needs. The facility’s focus is to provide training to
residents in a wide variety of skills ranging from self-help to
independent 1iving. The ultimate goal of the group home is to
develop those skills required for the person to live in a more
independent 1iving situation. ICF-MR residents require regular, but
less than daily, medical and nursing care.

NATURAL FAMILY PLACEMENT: A living arrangement in which a disabled
per~on lives with his/her own family, which might iInclude the
parents, relatives, or spouse and/or children.

ROOM AND BOARD FACILITIES: Room and board is a living arrangement
in which a person purchases food, shelter ancd household maintenance
from a facility not required to be licensed by the Department of
Health and Welfare. These arrangements are suitable for residents
who need little or no assistance or supervision in their affairs and
activities. These facilities are not directly involved in training
of residents.

SEMI-INDEPENDENT LIVING: A residential facility for individuals who
are able to care for themselves and who have adequate community
living skills, The focus of the program Is to encourage self
support abilities and to allow Individuals to remain in the
community in a family-style setting.

SHELTER HOME: Shelter homes are a type of group home for
individuals who require very limited assistance in meeting daily
living needs. The facility 1is not responsible for providing
medical, dental, or daily programming for the residents. Residents
generally require minimal supervision. Shelter homes are a less
restrictive alternative to living in an institution or a nursing
home. Some of these homes also serve geriatric and emotionally
disturbed persons as well as the developmentally disabled.

SKILLED NURSING FACILITY (SNF): A health care facility providing
in-patient care to individuals with unstable health problems
requiring nursing care. Provides restorative and rehabilitative
care and assistance in meeting daily living needs. Medical
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supervision s provided on a regular, but not dally, basis.
Placement of developmentally disabled persons In SNFs Is unusual,
unless the persc:n is elderly.

SPECIALIZED SHELTER HOME: A Speclalized Shelter Home is a group
home for Individuals who with a little tralning have the potentlal
to live semi-independently. Staff at these group homes are
responsible for tralning In dally living skills. Each Specialized
Shelter Home serves only one population, elther emotlonally
disturbed or developmentally disabled.

Short-Term Goal 2, Obj. 1, Act. 1
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VOCATIONAL DEFINITIONS

ACTIVITIES OF DAILY LIVING: Activities necessary for an individual
to function as independently as possible in his/her environment.

CARF CERTIFICATION: Commission of Accreditation of Rehabilitation
Facilities is a private nonprofit national accrediting group which
reviews rehabilitation facilities and ensures that they are meeting
a predetermined group of minimum standards.

CAREER COUNSELING: An individual or group process of identifying a
person’s career interests by using a therapeutic counseling method.

CAREER EXPLORATION: The use of tests, simulated work, real work or
actual work observation to better understand the requirements of
certain jobs. This process can be applied to those jobs the
individual Is familiar with or Jobs in which the indlvidual has had
no prior contact.

CHILD STUDY TEAM (CST), STUDENT STUDY TEAM (SST): A team consisting
of the ‘teacher, parent, student |If appropriate, evaluative
personnel, and other nonschool agencies |f appropriate. The purpose
of thls team is to develop the student’s Individualized Education
Plan (I.E.P.)

COMMENSURATE WAGES: The wage being paid to nonhandicapped workers
in competitive employment who are performing a similar type of work.

COMMUNITY-BASED TRAINING: Specific skill training that takes place
in the community where the actual skill Is required.

COMPETITIVE EMPLOYMENT: A paid job within the community in which
the worker does not require ongoing suzport.

CONSERVATORSHIP: A legal term to Indicate that another person,
usually a parent, has been given legal rights to make the decisions
regarding another person’s .financlal affairs.

DEINSTITUTIONALIZATION: The removal of handicapped individuals from
large state-operated hospitals or institutiors to small community
residential programs.

DEVELOPMENTALLY DISABLED: An individual who has a substantial
functional limitation in any of the folluwing categories: self
care, receptive or expressive language, mobiiity, self direction,
capacity for Independent 1iving, economic self sufficiency, or
Infant at risk, and that these limitations were evident before age
22,

DISABILITY: A functional limitation resulting from a physical or
mental condition. A disability does not necessarily imply that
there is also a handicap. 1t is not uvitil the disability impedes
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the persor from achieving his or her maximum ability In a given area
that it i¢ then conslidered a handicap.

EXTENDED SHELTERED EMPLOYMENT (ESE): A long-term continuous
supportive work environment, usually within a sheltered workshop for
those individuals who have been Judged as not having the necessary
skills or behaviors to be employ~d competitively In the community.

FOLLOW-UP: Systematic or routine support services offered to the
Individual who has been placed in a Job in the community.

FUNCTIONAL SKILLS: Those skills reguired for competent performance
In a gpecifled environment.

GUARDIANSHIP: A legal term which allows another person to have
complete control over another person’s flnancial and personal
affalrs.

HABILITATION: The process of developing and improving skills and
abllities that were not previously functional.

INDEPENDENT LIVING SKILLS: Those skills necessary to function
within the community without the assistance of others.

INDIVIDUALIZED EDUCATIONAL PLAN: A document prepared by the child
study team that establishes the educational objectives that are to
be achieved during the school year.

INDIVIDUALLY WRITTEN REHABILITATION PLAN (IWRP): A written
agreement between the Vocatlional Rehablilitation Counselor and the
person with the handicap outlining what services will be provided,
who has the responsibility to provide the services, when the
services will be provided, how the services will be provided, the
costs of services and who will pay for the services.

JOB TRAINING PARTNERSHIP ACT (JTPA): A Federal program administered
by the state which provides vocational evaluation, career
exploration, on-the-job training, vocational skills development, and
Job placement.

LEISURE SKILLS: Those skills necessary to actively participate in
both group and individual games, spcrts, or hobbies.

LIFE SKILLS: Tralning and participation of activities that allow
individuals to increase thelr Independence within the community.

MEDICAID: A state administered medical assistance program for those
Individuais who are 65 and older, blind, handicapped, eligible for
Supplemental Security Income (SSI), or receiving Ald to Families
with Dependent Children (AFDC).

MEDICARE: A federally administered medical assistance program for
those Indlviduals who are 65 and older, blind, or recelving Soclal
Security Retirement.




NORMALIZATION: The instruction and participation In services and
activities that are performed or used by nonhandicapped persons.

ON-THE-JOB TRAINING: Training the individual in the required skills
areas while actually on the job as opposed to within a classroom or
simulated work setting.

PIECE-RATE: Paying the worker based on a set price for each piece
or section completed correctly.

PRE-VOCATIONAL TRAINING: The training of those skills considered
prerequisites to employment: paying attention to task, promptness of
reporting to work, coworksr relatjonships, etc.

PRODUCTIVITY: The quantity and quality of an individual worker‘’s
output.

PROJECTS WITH INDUSTRY (PWI): The prearranged cooperative
relationship with an Industry or business that results In the
training and piacement of handicapped individuals into competitive
employment.

REMUNERATIVE WORK: Actual contractual work in which the workers are
paid for their production.

RESPITE CARE: Arrangement for temporary assistance within the home
or temporary placement of the cared-for handicapped person in a
licensed home for a !imited amount of time.

SHELTERED WORK: Wage generating work made possible by ongoing
support services.

SOCIAL SECURITY DISABILITY INCOME (SSDI): Income recefved by a
person who has been successfully employed but who has become
disabled, If the disabling condition will last longer than one year
and will not allow the person to return to competitive employment.

SOCIAL SKILLS: Those skills necessary to appropriately engage in
social Interactions both in the community and on the Job.

SUB-MINIMUM WAGE: An hourly wage or plece rate that is less than
the federally approved minimum wage.

SUB-MINIMUM WAGE CERTIFICATE: A form requesting approval to pay a
person less than the federal minimum wage. It is usually granted by
the Federal Department of Labor, but may also be granted by *he
State.

SUPPLEHENTAL SECURITY INCOME (SSI): Income received by an
Individual who has a diagnosed physical or mental handicap that
renders him or her totally disabled and unable te financially care
for himself or herself.

(o]
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TARGETED JOBS TAX CREDITS (TJTC): An actual Income tax credjt given

to an employer who hires a handicapped individual. The amount of

the credit depends on the employer’s tax bracket and the amount of
. wages earned by the handicapped worker.

TRANSITION PLAN: A document which reflects input from the parent,
student, teacher, child study team, and appropriate adult service
providers which outlines the methods to be used to prepare the
special zducatlon student for post high school life.

UNEMPLOYMENT COMPENSATION: Wages pald to workers who have been lald
_off their job. The wages are based on the worker’s prior wages and
length of employment.

VOCATIONAL EDUCATION: A school program that prepares a student for
a specific vocational occupation.

VOCATIONAL EVALUATION: A systematic process of assessing a person’s
vocational skills, Interests, aptitudes, and potential.

WORK ACTIVITY CENTER: A long-term program, usually associated with
a sheltered workshop, that develops the handicapped person’s
vocational, domestic, leisure, and community skills.

WORK ADJUSTMENT: A short-term program used to develop those skills
necessary to be successful in a previously determined work getting.

WORK CREWS: A group of workers each of whom is being trained to
perform similar types of tasks. The group of workers |s usually
assigned a particular task or group of tasks that make up an entire
contract.

WORK SUPPORT: Ongoing supervision or training for a handicapped
worker In a pald communjty-based work setting.

Short-Term Goal 2, Obj. 1, Act. |
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IDAHO INDIVIDUAL TRANSITION PLAN
SUMMARY OF ANNUAL TRANSITION PLANNING AREAS
Student's Nawme _ . ) Date of Birth _ .
School L Projected Date of Graduation or
- . "_' Program Completion
Facilitator e
DIRECTIONS: Address all nine transition areas yearly, even though action may be taken
only in specific areas.
Indicate with a checkmark: 1) the area(s) in which planning is
occurring;
2) the area(s) that are IEP related
Year | “Year 2 1 jear 3 Year 4 Year 5
Date | Date __ Date ___ { Date Date
Age Age _ Age I Age Age
PN [ [N [Tl e [ A e [ gl
PLANNING ALTon ACTION DYLTE, PELATEDRALTH [RELATED WITH | RELATED
AREAS TAKEN J TAKEN - TAKEN TAKEN TAKEN
i 1. Financial/ .
Income
2. Voc Train/
Placemeiit,
Post Sec
3. Living
Arrangements
4, Personal
Management
5. Leisure/Rec
6. Transpor-
tation
7. Medical
Services
8. Advocacy/
Legal Serv
9. Personal/
Fapily Rel
10. Other |
Short-Term Goal 3, UbJ. I, ACE. 15 ODJ. 3, ACt. 2; ObJ. &, Act. 1
Q ‘ L N 80
ERIC ‘v




SAMPLE COVER LETTER FOR STUDENT SCHOOL RECORD SUMMARY FORM
AND VOCATIONAL TRAINING EXPERIENCE FORM

Dear Adult Service Provider,

A completed Student School Record Summary form and Vocational
Training Experience form for are enclosed.
These forms represent a summary of the student’s academic records,
special activities, programs and pertinent demographic information
to be used to assist him/her in applyiny for your agency’s services.
If additional information is needed or if you have questions about a
specific item, please feel free to call me at 885-6159.

Thank you for your support and cooperation.

Sincerely,

Daniel M. Perino
Project Director

Enc.

Short-Term Goal 3, Obj. 2, Act. 1
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STUDENT SCHOOL RECGCRD
SUMMARY FORM
Name Soc. Sec#
Date of Birth Age
Parents/Caregiver’s Address/Phone
Location of Education Program Principal
District Responsible for Program
Instructors of Related Services:
Name Title
1.
2.
3.
4.
5.
Date of Current Placement
Additional Placement Information
Academic Ability
Tested Reading Level Test Dat 2
Tested Math Level Test Date
Language Level Test Date
Expressive Test Date
Receptive Test Date
Intelligence
Verbal
Performance
Full Scale
Motor Ability Test Date
Behavioral Data Test Date
Sensory Ability Test Date

Health Related Information_

Other Relevant Information__

Learning Styles (from teacher observation)

Preferred language learning style? Auditory__ _ Visual____
Preferred numerical learnin,; ctyle? Auditory_____ Visual____
Preferred mode of self exprission? Oral__ Written___
Preferred learning env’ onment? Individual Group

Motivat onal Cues (from teac:.. observation)
Effect.ive reinforcers
Ineffective reiaforcers

Physical Capacities (takzn from health record and observations)

Yes No

Climb/Balance
Stoop/3Bend
Reach/Handle
1ulk/Hear
Functional Vision
Lift/Carry (L) 10 lbs.
(M) 20 1bs.
(H) 50 1bs.
Comments/Other Physical Limitations

1]
1]

Short-Term Goal 3, Obj. 1, Act. 1; Obj. 2, Act. i
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‘ VOTATIONAL  TRAINING EXPERIENCE SUMHARY FORM

DN

STEP University of Idaho

¥ Hours/Uk. School Superv.

# Days/ik.

Job Site Superv.

Job Task
Performed

Wage, Source of
Hages Paid,

Productivity Rating

Adaptations Used
General, Comments

_Lg—

Nane:

|

I Training Job Dates
I Sites Title Start/End
| | |
] | |
| I |
| | |
| ] |
| l |
| { |
I | |
| | !
| | I
| | |
| | ]
| | I
| } |
| | I
! i )
| ] I
I | |

1
8
Wou




APPENDIX B

Long-Term Transitions
Sample Forms and Products
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S.EP SAMPLE LETTER REQUESTING BROCHURES

Lori Shaw

Rehabilitation Counselor

Idaho Division of Vocational Rehablilitation
609 S. Washinoton Suite 201

Moscow, Idaho 83843

Dear Lori,

The Secondary Transition and Employment Project I[s crganizing
brochures and handouts of adult service providers within the Moscow
area. The brochures and handouts will be made available to students
enrolled in special education and their parents. As primary
vocational service provider I would like to reguest any written
materials that you have which provide a brie¢ overview of vyour
agency and the services offered.

If you have questions about my request, please czll me at 885-6159.

Sincerely,

Daniel M. Perinc
Project Manager

Long-Term Goal 2, UbJ. 1, Act. 1
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STEP SAMPLE LETTER: AGENCY SURVEY FORM

Roger Howard

Intake Counselor
Stepping Stones Inc.
123 Main Street
Moscow, Idaho 83843

Dear Roger,

The Secondary Transition and Employment Project In Cooperation with
the Moscow School District is organizing a resource manual of adult
agencies in the Moscow area. The information will be used for
transition planning for students enrolled in special educatisn. The
resource manual will be made avallable to school personnel, students
and parents. ‘

Enclosrd is an Agency Survey Form which asks for specific
information. I would appreciate It if you would complete the form
and return it at your convenience. Any additional brochures or
handouts which would further describe your services or agency should
be included. If you have questions about the form, please call me
at 885-6109

Sincerely,

Daniel M. Perino
Project Manager

Long-Term Goal 2, Obj. 1, Act 2
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AGENCY SURVEY FORM

Telephone:

re erv

Contact Person:

Servicesg Qffered:

GCeneral Information:

Referral Source:

Resources:

Feeg:
Long-Term Goal 2, Obj. i, Act. 2
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STEP SAMPLE INVITATION LETTER: CLASS PRESENTATION

Tom Partington

Program Supervisor

Adult and Child Development Center
200 S. Almon

Hoscow, Idaho 83843

Dear Tom,

The Secondary Transition and Employment Project in Cooperation with
Moscow School District is implementing a transition program for
students enrolled in special education classes. As part of the
transition program we are wanting to help students and parents
better understand the type of support assistance that they can
expect once they have graduated from high school.

To accomplish this objective I am scheduling class presentation by
adult service agencies. Speciflically I would request that you cover
the following information:

Type and description of services provided;
Ceographic region served;

Eligibility criteria;

Application procedures;

Information needed at the time of application;
How services are monitored; and

. Cost of services.

NN U WM

You should anticipate about 14 students in attendance. The students
have from mild to moderate handicaps. [ wculd suggest that you use
handouts and graphics and group discussion. I have scheduled a 50-
minute class period for your presentation. At this time I would
like to schedule your presentation during the week of April 10 or
17. I will be In contact with you In the next two weeks to discuss
further details. Thank you for your support of the program.

Sincerely,

Daniel M. Perino
Project Manager

Long-Term Goal 2, Obj. 2, Act. 4
Goal 3, Ages 16-17, Obj. 1, Act. 11
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STEP--University of Idaho
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PARENT INTERVIEW

General Student Information

3. VWhen do you think your son/daughter will graduate?

Student's Name

First Middle Last
Birthdate Age
Current Address Phone
Parent/Caregiver Phone

Parent/Caregiver Address

(If different from student's)

1. What kind of high school program would you 1ike for your son or
daughter (check all which apply)?

Classes preparing for college

(lasses which teach basic reading, writing, and math
Ciasses which teach skills needed for independent living,
such as cooking, budgeting, shopping, hygiene

Vocational classes such as business, mechanics, carpentry
Work/study or on-the-job training

—
———
e
— ——
————

2. What do you consider the most important skills for your

son/daughter to learn in school (for example, math, reading,
writing, spelling, job-seeking skills, job-keeping skills)?

4. Inwhat kind of program would you 1ike your son/daughter enrolled

after finishing high school?

College Junior College
Military Industrial/trade school
None Don't know

5. What do you see your son/daughter doing after leaving high school?

a. employment:
b. living arrangements:

c. leisure activities:

}

&3]




10.

STEP--University of Idcho

7l

What types of work do you think your son/daughter would 1ike
best? Why?

What tyres of work do you think your son/daughter might not
1ike? Why?

What type of summer job do you think your son/daughter could
perform this summer or next? Would he/she need training to do
this?

What work behaviors/attitudes does your son/daughter have that an
employer might 1ike?

What specific job-finding or job-keeping skills would you
especially like your son/daughter to learn?

Long-Term Goal 3, Ages 14-15, Obj. 1, Act. 2

Obj. 1, Act. 7
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STEP--University of Idaho ~75-

STUDENT INTERVIEW

To be completed by student:

Name: Date:

Address:

City, State, Zip:

*******************************************************x***************

What year are you planning to graduate?

Do you receive any special services at school? ___ Yes No

If yes, what kind?

**#********************************************************************

Previous Work Experience

1. What jobs have you done around your house or school?

2. Have vou ever had a job working for an employer? Yes No
Name of Employer Type of HWork . When

3. Have you ever filled out a job application? Yes No

4, Have you ever been interviewed for a job? Yes o




STEP--University of Idaho 6.

Career Interests

1. What kind of job would you 1ike to do when you graduate from high
school or college?

2. What kinds of jobs are you interested in no °

3. Which of these jobs is the one you would mosi ¥ike to do?

First Choice:

Second Choice:

Third Choice:

~
4. What jobs would you like to find out more about?

5. What kind of work would you not like to do?

e e e e e oo e e e e e e e de e de e e de e e e e de g de e e de e dedo e de e e de e g e e de e e e e dede e de e de e e dede e o de ko de dedk dede ke

Skills

1. What would an employer 1like about you?

2. What would an employer not like about you?




STEP--University of Idaho

-77=

3. Do you have any skills you learned in school or elsewhere that
would help you on a job?

% ke de dek de ke k ek K K e dek de g dode g g ek ke ek dede ok g dedede ek dekedekok ok ke ke dek dedededek kg ek kekede kok Kk k ek k Kk e ke k

Notes

sk Jedede e g K Jok m K K dek K ke dek K gk ek ke dkde ek K ek ko kok kok k dek K dededok Fekek g ke ek dedek kedek dedokok Kk kvek kK

Interviewed By: Date
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Ages 16-17, Obj. 1. Act. 6
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IDAHO INDIVIDUAL TRANSITION PLAN
SUXMARY OF ANNUAL TRANSITION PLANNING AREAS

Student s Name Date of Birth

School Projected Date of Graduation or
Program Completion

Facilitator

DIRECTIONS: Address all nine transition areas yearly, even though action may be taken
only in specific areas.

Indicate with a checkmark: 1) the arez(s) in which planning is
gcourring;
7) the area(s) that are IEP related

Year | fear & Year 3 fear 4 Year 3
Date __§ Date ___ Date __ ¥ Date _ § Date
Age Age Age ] Age { Age
TRARSITION AREAS 1EP AREAS 1EP AREAS 1EP  JAREAS 1EP AREAS 1EP
PLANNING WITH RELATED | wITH RELATED§ W1 TH RELATED fWi TH RELATED { WITH RELATED
ACTION ACTION ACTION ACTION ACTION
AREAS TAKEN TAKEN -J TAKEN TAKEN TAKEN
[
1. Financial/ :

Inccme

2. Voc Train/
Placement,
Post Sec Fd

3. Living
Arr~angements

4. Personal '
Manaaenent

5. Leisure/Rec

8. Transnoor-
tation

7. Medical
.Serviceas

8. Advocacy/
Leqal Sery

9. Personal/
Familv Rel

10. Other [

Idaho Department of Education
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T VOCATIONAL TRAINING EXPERIENCE SUMARY FORN
STEP University of Idaho

Job
Title

I Training Dates

I Sites

Start/End

Wage, Source of
Hages Paid,
Productivity Rating

Job Task
Performed

# Hours/WK. Sche.; Superv,
# DaysAk.  Job Site Supery,

Adaptations Used
General Corments

=esommo=

_6L_

Long-Term ,Goal 3, Ages 14-15, 0Obj.
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STEP SAMPLE INVITATION-TO-PRESENT LETTER
TGO ADULT AGENCIES
(Option 1)

Dear

On behalf of Moscow High School, Stepping Stcnes, and the Secondary
Transition ard Employment Project (STEP), we would like to take this
opportunity to personally invite you to participate in the first annual
Adu:t Services Fair to be held at the Moscow Community Center in the 0ld

Post Office Building on Friday, March 29th, from 6:30 to 9:30 p.m.

The purpose of the Adult Services Fair is to allow adult agenclies such as
yourself to present and discuss your programs and services to parents and
teachers of special education students. I am sure you would agree that
whett parents, professionals, and consumers are well informed of your
services, you can provide your service more effectively.

The format for the Adult Services Fair will be as tollowa. First, a
keynote introduction will be given by Dr. Lisbeth Vincent from thae
University ot Wisconsin-Madison. Dr. Vincent is an expert in working with
parents as partners in the educational process. After the address the
parents, teachers, and students will be divided into six groups. Thege
groups will spend approximately 15 minutes with each Adult Service
Provider listening to their presentations. After the groups have had the .
opportunity to hear each Adult Service Provider presentation, the parents
and students will have one hour of free time to return to a particular
provider and ask any quastions they may have that are specific to their
situation.

As a Primary Adult Service Provider, you will be requested tc have a staff
person present from 6:30 to 9:30 p.m. Depending on the numbers in
attendance and the amount of questions, your staff person may be required
to stay as late as 10:00 p.m. Your representative should be prepared to
give a 15-minute presentation to each group on what your agency does, who
is eligible, how your services apply to graduating special education
students and what is needed to apply for e :cvices. Auvdio-visual
presentations are encouraged, brochures and handouts that people could
take with them would be helpful. You should anticipate having to
communicate with parents of special educatien students, the students
themselves, and teachers who are currently working with developmentaily
disabled students.

In order to facilitate the arrangements and participation of.this Adult
Secvices Fair, would you please complete the enclosed form and return it
as soon as possible to:

Dan Perino

Special Education Department

University of ldaho

Moscow, ldaho 3843
If you have any questions, please feei free to call me at 8385-7760.

Thank you,

Daniel M. Perino

Long-Term Goal 3, Ages 16-17, ObJj. 1, Act. 10 -
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STEP SAMPLE INVITATION-TO--RESENT LETTER
TO ADULT AGENCIES
(Option 2)

Dear

On behalf of Moscow High School, the Adult/Child Development Center, the
Division of Vocational Rehabilltation, Palouse Industries and the
Secondary Transition and Employment Project (STEP), we would like to
personally invite you to participate In the Transition Falr to be held at
the Moscow Community Center on Thursday, Maroh 27, 1986, from 7:00 p.m. to
2:00 p.m.

The purpose of the Transition Falr is to inform students, parents/guard-
iang, teachers and the community in general about the services adult
agencivs provide.

The program for the Fair will be as follows:

--Welcome by Bob West, Director of Special Education, Moscow School
District.

--Keynote speech: Mrs. Sue Hovey, educator and parent, will address the
unique role of a parent of a child with special needs. Ms. Leslie
Hovey, a graduate of Moscow High Scheol, will talk about her
experiences while attending special education classes, her present
Job and her plans for the future.

--Panel discussion: agency representatives will introduce themselves,
talk about eligibility criteria, the referral process and the point
at which students should contact the agency. Please limit your time
to 3 to 5 minutes.

--Open forum: adult agency representatives, parents, teachers,
students.

Each agency will be In charge of setting up a table display with pertinent
Information, such as brochures, application forms, business cards, etc.
We recommend that tables (sites) be ready before the event starts. The
Community Center will be open at 6:00 p.m. to allow time to set up the
different tables. Please remember to bring a sign to identify your
agency.

Your representative should be prepared to communicate with parents,
teachers and students about how your service may assist students when they
graduate.

A manual on post high school options in the Moscow area will be avallable
free of charge to parents and students.

COFFEE, COOKIES AND PUNCH WILL BE _ERVED.

In order to inc'ude your agency in the Iinvitations and community
advertisements, please complicte the enclosed form and return it as soon as
possible to:

Gena Moody

Special Education Department
University of Idahc

Moscow, Idaho 83843

o
()




-82-

If you have any questions or would llke to héve more information. please
call me at 885-7086.

Thank you,

Gena Moody

Vocatlional Teacher

TRANSITION FAIR )

ADULT SERVITE PROVIDER KEGISTRATIOON FORHM

AGENCY.

REPRESENTATIVE’S NAME

CONTACT PERSON

' . Yes, we would ljke to participate in the TRANSITION FAIR.
No, we will not be able to participate in the TRANSITION FAIR.

—Yes, I will make available written Information to persons that
solicit them (brochures, application forms, business cards, etc.)

Long-Term Goal 3, Ages 16-17, Obj. 1, Act. 10
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INVITATION TO
SPECIAL EDUCATION TEACHERS

On behalf of the Moscow High School, Stepping Stones, and the
Secondary Transition and Employment Project (STEP), we would like to
take this oppcrtunity to formally invite you to attend the first
annual Adult Services Falir to be held on kriday, March 2%th, from
6:30 to 9:30 p.m. at the Moscow Community Center In the 0ld Post
Offlce Building.

at i u vic ir? The Adult Services Fair Is an
opportunity for parents, students, teachers, and adult service
providers (e.g. Voocational Rehabilitation, Health and Welfare,
Social Security Aministration) to present and exchange informativun
about vocational, residential, and financial progrars available to
gpecial education students after they graduate from high school.

? As a teacher who comes in contact with special
education students, you will need to be knowledgeable about the
services available to your students after graduation and about how
you can prepare your student for those services. This exchange of
information will assist you, your students, and their parents in
preparing for the transition from school to work.

Who should attend? You, your students, and the parents of special
education students are encouraged to at:iend.

Where will the fair be? Moscow Community Center (0lc Post Office)
from 6:30 to 9:30 p.m. on Friday, March 29, 1985.

How will I aet to meet ali of the adult service providers? First
you will hear a presentation by Dr. Lisbeth Vincent from the
University of Wisconsin-Madison. Dr. Vincent will discuss how you
and the parents of developmzntaliy disabled students can work 2 a
team. Sie will provide you with the tools and Insights {or a
successful partnership. Then you will be divided into six groups.
The groups will hear 15-minute presentations given by each adult
service provider then will have one hour of free time to return to
particular providers to ask quest‘ons. Also during this time there
will be representatives from ancillary adult service providers
(e.g., transportation, mental health, and legal assistance)
avalilable to ans .er questions.

THERE IS NO COST FOR ATTENDING AND REFRESHMENTS WILL BE SERVED. WE
HOPE TO SEE YOU THERE.

Long-Term Goal 3, Ages 16-17, ObJ. 1, Act. 10
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ADULT SERVICES FALIR ANNOUNCENENT

Ny ./ ]
TRANSITION EFAIR j |

\]

DATE: MARCH 27, 1986 (Thursday) TIME: 7:00 to 9:00 p.m.
LOCATION: Community Center, Moscow (206 East 3rd Street)

A Reminder to parents/guardians and students

Moscow High School, the Secondary Transition and Employment Project
(STEP) and the Adult Agencies in the Moscow area would like to remind you
and 'our son/daugnter to attend and participate in the TRANSITION FAIR.

TRANSITION FAIR will provide the opportunity to parents/guardians,
students and special educators to learn ahout services that are available
in the community, to make initial contacts with agencies representaiives
and to ask personal and relevant questions about individual cases.

To facilitate this task we are including a list of questions that will
assist you in obtaining information tailored to your needs. Eacn person
representing an Agency will be available to answer your questions, provide
you with brochures, application forms and business cards.

In addition, a manual on post high school options containing a list
of resources available after nigh school and procedures for obtaining
services will be provided to parents.

THERE WILL BE NO COST FOR THL MANUAL OR FOR ATTENDI%G THE FAIR!

PROGRAM

-] VELCOME,.Bob West, Director of 5pecial Education, Moscow
School District

m KEYNOTE SPEAKERS, Mrs., Sue Hovey, educator and parent will
address the unique role of a parent of a child with special
needs. Ms. Leslie Hovey, graduate of Moscow High School will
talk about her experiences while attending specia: education
classes, her present job and her plans for the future.

& PANEL DISCUSSION, Agency representatives will introduce
themselves, talk about-eligibility criteria, referral process
and the point at which students should contact the agency.

m OPCN FORUM, adult agency representatives, parents, students,
teachers.

Master of Ceremonies: Bob West. G
Jde

For more informagi?g CS&%: lGeRatno?gy (208) 885-7086
-17, i ct.

Long~Term Goal 3, Ages | ,
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ADULT SLRVLICES tATR REGISTRATLION FORM

TRANSITION FAIR
DATE: March 27, 1986 (Thursday) TIME: 7:00 to 9:00 p.m.

LOCATION: community Center, Moscow

m What is the future for young people with special needs?

-y

@ What resources and services are available on a local level? TRANSITION FAIR is designed
to provide an opportunity for parents, students, teachers and representatives from local
resources to meet.

m Adult/Child Development Center, Vocational Rehabilitation, Sccial Security, Health and
Welfare, Palouse Industries, Inc., Stepping Stenes, Idaho Commission for the Blind,
Coalition of Advocates for the Dicabled, Special Siblings and Moscow High Schuol
representatives will discuss services and how to secure them.

PROGRAM
WE LCOME: Bob West, Director of Special Adult Agency Representatives Avadlable gur
Education, Moscow School Dist.|| Censultation:

KEYNOTE SPEAKEKS: Sue Hovey, Educator and || eBob West - Moscow High School
Parent; and LeZ]ie Hovey, MHS eJohn Cronin - Adult/Child Development Center

Graduate sLori Shaw - Vocational Rehabi]ita;ion
) oMurray Anderson - Palouse Industries, Inc.
PANEL: Adult Agency Representatives olla Andrews - Social Security
OPEN FORUM: Parents, Students, Teachers, eDaviu A. Reynolds - Health & Welfare
and Agency Representatives eJoe Baugh - Coalition of.Adyocatesfor Dsabld
«Sally Burton - Special Siblings
oMark Lee, . - Stepping Stones, Inc.

oGary Pickeril - Idaho Commission for Blind

Funding was made possible in part by the Model Demonstration Grant #G00-843-0013, Office
of Special Education and Rehabilitation Services, Special Educaiion Departinent, University
of Idaho.

M‘-m—naf-—ﬂmwl—‘m—'mvﬂil THI WY Y M LAl PED GTY W) AP WIS GG GRS WS SW My SV SUG GEE BN GND Bl VU SEE NS GWP I WY W s B
e

Detach here and mail to TRANSITION FAIR by March 2C, 1986
NAME | DAY PHONE

MAILING ADDRESS

CITY STATE ZI?

[] I am planning to attend the TRANSITION FAIR on March 27, 1986 from 7:00 to 9:00 p.m.

l []1 am interested but would like more information.
95

L ®

Loug-Term Goal 3, Ages 16-17, Obj. 1, Act. 10
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Idahonlan/Dally News
Weekend, March 15 & 16, 1986

10

Rehab groups
sponsor seminar

The Moscow School District,
Palouse Industries, Inc., Vocatio-
nal Rehabilitation, Adult/Child
Development Center and the Uni-
versity of Idaho’s Department of
Special Education in a cooper-
ative effort will be hosting a
“Transition Fair” on March 27
from 7 to 9 p.m., at the Moscow
Community Center.

The event is designed to pro-
vide an opportunity to students,
parents/guardians, teachers and
the community in general to
meet the federal, state and pri-
vate agencies that provide éduca-
.tonal, residential- and firancial.y
assistance to students and their ;
families after .they leave: high'f
school. * ' Coo e

Featured spedker will be Sue !
Hovey, educator and parent, who ’1
will address the unique role of a
parent of a child with special
needs. Leslie Hovey, Moscow
High School graduate, will talk
about her experiences while at-
tending special education
classes, her present job and her
plans for the future.

Each agency will have a table
display with pertinent informa-
tion.

Representatives of the various
agencies available for dialogue
and consultation will include Bob

West, John Cronin, Lori Shaw,
Murray Anderson, Ila Andrews,
David A. Reynolds, Joe Baugh,
Sally Burton, Mark Leeper, and
Gary Pickeryl.

A manual on post high school
options developed by the Second-
ary Transition and Employment
Project from the UI will be avail-

.able to parents free of charge.

There is no registration fee
and all who are interested are

CJusde oo

- A

A "“Transition Fair'* for those who have
special needs for education or employment will
be held March 27 from 7 1y 9 ptm. at the
Moscow Commwnity Center. It is free and open
to the public, .

Keynote speaker will be Sue Han ey Moscow
educator and parent. who will discuss the role
of patents of children with special needs.

The event will provide an opportunity for
parenls, students, teachers and representatives
from local resource agencies to meet. and is he-
ing planned and presented by the Secondary
Transition and Employment Project (SIEP) ot
the UL ’ '

Each resource agency will have g table
display (0 offer information. application forns,
business cards and other iteins.

encouraged to attend.

™ w

- ———— -
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Transition Fair
helps parents

Transition Falr. an cvent
designed o help answer some
questions about education and
cmployment. will be hcld March
27 from 7 to 9 p.m. at the
Moscow Community Center.

The event Is being planned
and prescnted by the Secondary
Tran Ition and Employment
Project (STEP) at thc Ul in
coopcration with the Moscow

b o School District.

< yo The event will provide an op-

:’1 i portunlity for parcnts. students.

é ) (eachers and represcntatives

3] " from local resource agencies to

0> ™ meet.

> Resource agencies

T (ﬂ represented  Include the
Adult/Child Development

Long-Term Goal 3, Ages 16-17, Obj. 1, Act. 10
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Centcr: Vocatlonal Rehabllita-
tlon: Social Security: Health and
Welfarc: Palouse Industries.
Inc.: Stepping Stoncs: Idaho
Commlsslon for the Blind: Coali-
tion of Advocates for the Disabl-
ed: Special Siblings: and
Moscow High School.

Keynote speaker for Transi-
tion Falr will be Suc Hovey. an
educator and parent. who will
address the role of parents of
children with spccial needs.
Leslic Hovey. a graduatc of
Moscow High School. will talk
about her experlencecs in speelal
education classcs. her present
job and her plans for the future,

Each agency will have a table
display and offer injormation,
application forms. busincss
cards and other resources.

The cvent Is free and opcen to
the public.
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PRESS RELEASE

SUBJECT: Transition Fair

CONTACT PERSON: Gena Moody
Secondary Transition & Employment Project
Department of Speclial Education
College of Education
Unliversity of Idaho
Moscow, Idaho 83843
(208) 885-7086

The Moscow School District, Palouse Industries, Inc., Vocational
Rehablllitation, Adult/Child Development Center and the University of
Idaho’s Department of Special Education in a cooperative effort will
be hosting a TRANSITION FAIR Thursday, March 27th, from 7:00 to 9:00
p.m. at the Moscow Community Center.

The TRANSITION FAIR is designed to provide an opportunity to
students, parents/guardians, teachers and the community in general
to meet the federal, state and private agencles that provide
educational, residential and financlal assistance to students and
their familles after they leave high school.

The TRANSITICN FAIR will also feature Mrs. Sue Hc ~y, educator and
parent, who will address the unique role of a parent of a child with
special needs. Ms. Leslle Hovey, Moscow High School graduate, will
talk about her experiences while attending special education
classes, her present Jjob, and her plans for the future.

Each agency will have a table display with pertinent information,
such as brochures, application forms, busliness cards, etc. Agency
representatives will be prepared to communicate with parents,
teachers and students about how they can serve students when they
graduate.

The representatives whu will be available for dialogue and

nsultation are: Bob West, Moscow School District; John Cronin,
ndult/Child Development Center; Lori Shaw, Vocational
Rehabilitation; Murray Anderson, Palouse Industries, Inc.; Ila
Andrews, Social Security; David A. Reynolds, Health and Welfare; Joe
Baugh, Coalition of Advocates for the Disabled; Sally Burton,
Special siblings; Mark Leeper, Stepping Stones; and Gary Pickeryl,
Idaho Commission for the Blind.

A manual on post high school options developed by the Secondary
Transition and Employment Project from the University of Idaho will
be available to parents free of charge.

There s no registration fee, and all who are interested are
encouraged to attend.

Long-Term Goal 3, Ages 16-17, Obj. 1, Act. 10




LETTER TG NEWSPAPERS

Daily News
E. 205 Main
Pullman, WA 99163

Dear Editor:

The Secondary Transition and Employment Project (STEP) at the
University of Idaho, In cooperation with the Moscow School Distict,
is holding a community event to Introduce local adult agencies to
students with special needs and their parents. We would appreciate
it if you could do a news release or article about it. It is a very
worthy cause and everyone who attends it will greatly benefit from
it.

See attached information for details.

We thank you again for your cooperation,

Sincerely,

Gena Hoody
Vocational Teacher
Special Educatinon Department

attachment

Long-Term Goal 3, Ages 16-17, Obj. 1, Act. 10

90




-89-

PERMISSION FORM FOR VIDEOCTAPING

Dear

We are looking forward to the TRANSITION FAIR on March 27, 1986, at
the Community Center in Moscow.

As another goal of the Secondary Transition and Employment Project
(STEP), we would like to develop a package of how to organize and
implement an Adult Agenclies Fair. It is with this purpose that we

request your permission to videotape your presentation in the
TRANSITION FAIR.

If you have any questions about this request, please call me at
(208) 885-70865.

Thank you,

Gena Moody
STEP, University of Idaho

I glve my permission t be videotaped at the TRANSITION FAIR.
It will be used as part of a "How to Organize an Agency Fair*
package.

I do not give my permission to be videotap2d at the TRANSITION
FAIR.

Date Signature

Return form to: Gena Moody
Vocaticnal Teacher
Special Education Department
College of Education
University of Idaho
Moscow, Idaho 83843

Long-Term Goal! 3, Ages 16-17, Obj. 1, Act. 10




NAME

SICN-IN SHEET
TRANSITION FAIR

Registration March 27, 1986

ADDRESS

CITY STATE ZIP

AGENCY/PARENT/STUDENT
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SAMPLE COVER LETTER WITH SHORT-TERM TRANSITION STRATEGIES

Lori Shaw

Vocational Rehabilitation Specialist
609 Washington, Suite 201

Moscow, Idaho 83843

Dear Lori,

I would like to take this opportunity to share with you Moscow High
School’s Short-Term Transition Strategies and advise you of the
students enrolied in special education who will be graduating this
year,

In May, 23 students enrolled in special education courses will be
graduating and could potentially benefit from the services that your
agency offers. Ten of these students have been diagnosed as having
mild learning disabilities, nine have a diagnosis of moderate mental
retardation, and four are students with severe physical and mental
handicaps.

To ensure that these students have needed services as they leave
school, it is important that professionals such as yourself are
familiar with the school’s transition program and participate in
planning the transition. In January a transition planning meeting
will be held to discuss the possible transition strategies for each
of this year’s graduating students in special education. Your
attendance and participation at the meeting is critical. Within the
next month I will contact you as to a specific time and place. If
you have any questions about the transition strategies and your
involvement, please feel free to call me.

Your cooperation and support are greatly appreciated.

Sincerely,

Daniel M. Perino
Project Manager

enc.

Long-Term Goal 3, Ages 16-17, Obj. 1, Act. 12
Ages 17-18, Obj. 1, Act. 6
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STEP SAMPLE LETTER: AGENCY TOUR

Murray Anderson

Executive Director

Palouse Industries Inc.

1235 Professional Mall Blvd.
Pullman, Washington 99163

Dear Murray,

The Secondary Transition and Employment Project is working In
cooperation with the Moscow School District to develop and implement
planned transition strategies for students enrolled In special
education. As part of the program activities, students and parents
gather Information on local adult service agencles. .As you are
aware we have requested and recelved a Palouse Industries brochure
which describes the services offered.

We would at this time like to schedule with you a convenient time
for parents and students to tour and Interact with your staff and
the adults you serve. I am 2nticipating that about 10 students and
6 parents would participate in the tour. Because of the large
number of students and parents I would prefer to schedule threae
separate tours.

I would request that the parents and students have adequate time to
observe and interact with your staff and adults. If it would be
conducive for you and your staff, I weculd suggest that the students
tour and observe for approximattc / an hour and then participate in
either the adults’ lunch hour or . eak time.

Your support for the transition program is greatly appreciated. If
I can provide you with additional Information please feel free to
call me at 885-6159.

Sincerely,

Danliel M. Perino
Project Minager

Long-Term Goal 3, Ages 16-17, Obj. 1, Act. 13
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QUESTIONS TJ) ASK AGENCY REPRESENTATIVES

How can your agency help us?

What do we need to do to recelve services?

When and where should we apply?

How much is It going to cost?

How old must my son/daughter be before we apply for services?
Who decides what services/programs my son/daughter will
recejive?

How will I be Informed of my son’s/daughter’s progress?

Can you find him/her a job?

If my son/daughter is working, can you supervise him/her and
make sure he/she s doing well?

Will you provide transportation for my Son/daughter between
his/her home and the work place?

If my son/daughter works In a paying job will hesshe still be
ellgible to recelve the services you provide?

Will I need to pay for materials needed to train my
son/daughter in a job?

If you need tests and medical exams, will I have to pay for
them?

Can you help us financially? 1If so, how much?

What will I need to do to get the money?

What papers and information do you need for determining my
son‘s/daughter’s eligibility for your program?

Who is responsible for obtaining the information?

Long-Term Goal 3, Ages 17-18, Obj. 1, Act. 12

)Hw,'a
-
Do




OB GID WA~

—_
N~ O

13,
14.
15.
i6.
17.

18.
19.
20.
21.

22.

23.
24.

~94-

RESIDENTIAL PROGRAM QUESTIONS

How many people live here?

What is the maximum length of stay?

Is there a waiting list?

How long is the waiting 1ist?

What are the entry requirements?

What Is the monthly cost for services?

Do you accept Medicare or Medicaid payments?

Is there a cost to the resident?

What le¢ the staff,resident ratio per shift?

What specific living arrangements are provided?

What services are provided other than room and board?

What other support services are provided?

What community-based leisure activitles are available?

How often are these leisure activities used?

What in-house lelsure activities are avallable?

How often are in-house leisure activities used?

What community resources are avallable in the immediate
neighborhood?

Describe the other residents in the program.

What assurances are there to guarantee residents’ rights?

What is the policy for home visitss

How can parents/guardians give 1Input on the resident’s
individual program?

Do you provide transportation for personal, soclial needs, to
and from a job, or therapeutic appcintments at no additional
charge?

Can the resident actively search for or maintain employment?
Can the resident have full responsibility for his/her
finanaclial affairs?

“Long-Term Goal 3, Ages 17-18, Obj. 1, Act. 12

i63




APPENDIX C

Management Strategies




GOALS "|
" OBJECTIVES |
. ACTIVITIES

TRANSITION STRATEGIES FILE SYSTEM

SMITH

-
[CooE [

|mw |
k APAIL
i
R ——

fnov |
| |
T {SEPT. L

L=\

1G5

-

PARENT -

INTERVIEM "

"STUDENT
INTERVIEH

“TRANSITION
-~ PLAN

S3NOM




O

ERIC

Aruitoxt provided by Eic:

HONTHLY 60ALS
OBJECTIVES & ACYIVITIES

-GOALS

- -0BJECTIVES

ACTIVITIES -

THREE-RING BINDER

1)

16o

CONPLETED FORNS

PARENT .~
INTERVIEM *

© STUDENT .°~
INTERVIEW . . |

PLAN

© o TRansiTion [l

»
3




COMPUTER NRHAGED YRANSITION HATERIALS

STUDENMT FILES

SYeP (| | 7T

PLAN

—— -

"T STUDENT - .
—_— ~z=2 INTERVIEH =

| )

APPLE Il e/c
APPLENORKS WORD PROCESSOR

’3 - T ;:_:,,., :
INTERVIEH |-

¥

STEP :
TRANSITION i
STRATEGIES

O GOALS UBJECTIVES & ACTIVITIES

HONTHLY FILES

L ACTIITiEs

T ——

=T oBJECTIVES 1. .+

- -

ERIC

Aruitoxt provided by Eic:




