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Job-PAK Job Placement Assistance Kit
This information is designed to assist you in tailoring the enclosed materials to your needs. Included are
some basic principles of graphic design and public relations as well as step-by-ster Instructions to help
you market the abilities of people with disabnies to poteutial employers. Be creative, use the information
here as guidelines, but most importantly, use some of the materials just to show yourself how easy it can
be to promote the employment of youth and adults with developmental disabilities.

TARGETING
EMPLOYMENTSERIES

Contents

The enclosed materials comprise all of the camera-ready artwork you
need to print brochures, handouts, and flyers.

Each piece includes suggestions for use and printing specifications,
permitting you to purchase printim as a sophisticated consumer.

Suggestions for personalization of the pieces are included, as well as
suggestions for following up after you distribute your brochures or
show the videocassette.

The enclosed materials also include a component featuring the
involvement of local media in your marketing efforts.

"How to Use Your Job-PAK" reference guide

Camera-ready artwork to produce:

-- An introductory brochure for employers.

-- A brochure for employers to share with coworkers of the newly hired
person with a disability.

-- Handouts for employers about PICs, ARC/Net, and TJTC.

-- Handouts for employers suggesting ways they can use public service
announcements.

-- A helpful TJTC guide for you and employers to use to obtain tax credits. This
includes sample forms and information to help employers take advantage of
any tax credits available.

Camera-ready "Targeting Employment" logos in assorted sizes for yrr.- use.



How to Use Your Job-PAK

Job-PAK contains the pieces you need to create brochures, flyers, and handouts to msrket the abilities of
persons with disabilities to potential errployers. This section, "How to Use Your Job-PAK," includes
instructions for reproducing your brochures, tips for woridng with the media, and ideas and suggestions
for using the videocassette Discovering an Untapped Work Force.

Each piece ot camera-ready copy has information on the reverse side explaining what the piece is, how it
may be used, and which (if any) pieces must go with it to create your final product.

In addition to reaching potential employers with the videocassette and printed brochures and handouts,
you may choose to involve the local media (newspaper, radio, and television) in sharing yourorganiza-
tion's message with the largest number of people possible. Information about reaching employers in this

way is also offered in your Job.PAK.

1 Quick Reference Glossary

backing up. Printing the reverse side of a sheet
already printed on one side.

black and white. Originals or reproductions in
single calor, as distinguished from multicolor.

camera-ready. Materials that have been thor-
oughly prepared for the printers camera. Should
be of the best possible quality to ensure best
reproduction.

copy. The text, artwork, and graphics that com-
prise the original. Not to be confused with repro-
duction.

dummy. A set of pages prepared in advance to
show the intended size, shape, and form of the
finished product.

flaws. Smudges, dirt streaks, fingerprints,
blurred type, shadow Ines, poor ink coverage,
wrinkled paper, etc., which should be rejected.

generation. Each succeeding stage in reproduc-
tion from the original copy.

paste-up. The vet form is the process of ad-
hering type end artwork to a separate sheet of
paper. The noun form refers to that which has
been pasted-up, also called mechanicals.

PSA. The abbreviation for public service
announcement.

ream. Five hundred sheets of paper.

trkn marks. Marks placed on copy to show the
edge of the page of the intended final copy.



Reproducing Your Brochures *

There are a number of different options available for the reproduction (printing) of your brochures. These
inckide photocopying, quick print facilities, and commercial print facilities. Each printing option has
benefits and drawbacks and may require slightly different treatment of the camera-ready materials
provided. In order to make the best decisions for your budget, the following variables affect the price as
well as the best printing method for your printing needs: paper, ink, and quantity of reproductions.

Paper

Paper costs can represent up to 40% of your total printing costs. When discussing paper costs,
remerrther that a page is one side of a piece of paper. One feature of paper that affects printing is
its weight. Weight of paper is expressed as the weight of a ream of paper cut to a standard size for
that type of paper. Paper weight can affect cost in several ways. For example, 70# paper costs
about 15% more than 60# paper. Further, 8 pages (4 pieces) of 70# paper weighs slightly more
than one ounce mearfing you must pay to mail 2 ounces, while 8 pages of 60# weighs just under
one ounce and can be mailed more economically.

Armther feature of paper is its opacity or how much of what is printed on one side shows through to
the other. Because the camera-ready pieces provided are designed to be printed on both sides, it is
important to select an opaque paper. A slightly colored paper will also be more opaque. Paper
colors vary depencfing on the paper mill, there is no standard for color names. As a rule, colored
papers tend to be more expensive as they get darker--white being the least expensive.

The final iwortant feature of paper is its grade. Bond paper is designed for 1-page printing and
lacks the opacity necessary to be printed on both sides. If you must use bond paper, select at least
a 24# stock (20# stock is standard for most photocopy machines and will not work well for this ap-
plication). The best grade choice for reproducing these brochures would be a book stock, either
coated or uncoated. Coated stock costs about 20 percent more than uncoated. Quick print presses
don't print well using coated stock, however, photocopy machines print well on matte or dull coat,
but not on gloss coat. A 60# uncoated book stock, also called "offset paper," would lend itself well
to just about any application for the enclosed camera-ready materials.

rAll printing methods offer "one color processes or "black-and-white" printing. When your budget
demands one color printing, remember that black is mit the only color you might select--it is the
most common due to its legibility. Usually, at no additional charge, you can print in a color other
than black. Both quick print and commercial print facilities have in-stock standard colors other than
black that might be feasible for your use. Of course, most photocopiers only offer black as an ink
(toner) option. The important part of selecting ink color is to ensure a good contrast with the paper
color selected.

Ink

Quantity

In the graphic arts field, print overruns and underruns by as much as 10 percent are considered
acceptable. If you require a certain number absolutely, tell your printer the minimum acceptable
quantity. For quantities of 100 or less, photocopying may be your best option. For quantities greater
than 100 tut still less than 2,000 reproductions, quick print facilities might be the best choice. For
quantities greater than 3,000, a commercial printer is the best choice. Quantifies between 2,000
and 3,000 really depend on the print facilities available in your area.

It is very important to get an estimate from several different printers as prices vary as much as 50
percent in the same town. Be sure to ask for discounts and to ask your printer how many reproduc-
tions you would have to print to achieve a better cost per piece.
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TAKE A LOOK AT THE CAMERA-READY COPY PROVIDED. Notice that the reverse side of
each piece includes suggestions for use. Determine which pieces best meet your needs. Notice
too thel reproducing each of the folded brochures requires two separate pieces of camera-
ready artwork. IT IS VERY IMPORTANT that you keep the correct camera-ready pairs together.

PERSONALIZATION OF THE MATERIALS. If your organization has a logo or identifying
slogan, feel free to add it to the brochure copy before printing. Your printer may be able to
help you add your logo to the camera-ready copy or to use their camera to provide your logo
in an alternative size for better fit. If not, use the cleanest possible black and white version of
your logo and adhere it to the camerveady. The best choice of adhesives is waxsmall,
electric waxers are available at most art supply stores. The second choice would be rubber
cement. Take care not to create flaws in the cementing process. Transparent and other
tapes are not recommended.

PHOTOCOPYING. If you determine that photocopying is the best method for your budget, here
are a few tips that will help you create the best possible product:

Clean the glass of the photocopy machine with a quality glass cleaner.

Make a first generation photocopy; use correcting fluid to remove trim marks, flaws, etc.

Place your photocopy master on the glass and run the requisite number of copies of one
side of your brochure--a few extras will give you some room to experiment.

Place the hatf-printed brochures in the paper tray (in place of blank paper) and back up
your brochure. Use your extras to determine which direction your master must face on the
glass and whether the half-printed stack of paper should be face up or down in the paper
tray.

QUICK PRINT AND COMMERCIAL PRINT FACILITIES. Clear, carefully written specifica-
tions or *specs convey to your printer that you know what you're doing. Suggested specifi-
cations are provided on the reverse side of each piece of camera-ready provided here. You
must provide quantity information and select paper and ink colors. Offer your printer a
photocopied dummy to clearly express the final desired appearance (follow instructions in
step 3). Sample dummies have been included for your reference. Offering your camera-
ready masters, a dummy of the brochure, and clearly written specs will permit your printer to
give you a very accurate estimate and an accurate final product.

-I A Helpful Note
Registration is when a printed image appears on the page precisely where it
is intended. Care has been taken to prepare accurate camera-ready masters
from which you can work. Registration with photocopy reproductions can
vary 1/8 inch, with quick print equipment 1/16 inch, and with commercial
printers 1/100 inch.
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FOLDING. In addikin to printing your brochures, folding is another vital step to create the final
product. Most quick print and commercial print facilities will have folding machines. If you have
your materials prepared by one of these two methods,
ask your printer to estimate folding costs for you as
part of the total printing price. If you are expecting to
photocopy your brochures, check with a printer in
your area to get an estimate for folding only. Folding
by hand is neither practical nor accurate.

The back of each piece of camera-ready indicates the
type of fold to be used. Some handouts are not intend-
ed to be folded.

114
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Creative Ideas . . .

In addition to personalizing the camera-ready copy provided here, you may also want to create some
brochures of your own design-following the steps here will work for your original ideas as well. The
Target Employment logo shown on the cover of your Job-PAK was designed for your free and
generous use on materials you share with employers and others.

One alternative option for printing is to talk with printers in your area and see who has workers with
developmental disabilities on their staff--you may create a new Job for one of your clients and you
may find a printer who will do the job gratis in an effort to help spread the word. If you find such a
printer, suggest they add a line of type to the back of the brochure indicating that (1) workers with
developmental disabilities printed the brochure and/or (2) Joe Smith's Print Shop supports your
efforts. If you find a local primer who employs workers with developmental disabilities, you may
urge other organizations to use their print services as well.

An additional alternative is to contact your local vocational school or sheltered workshop to see if
they provide commercial priming to organizations such as yours. Again, urge them to add their
name to the back of the brochure.

Remember, printers want your business, esFecially if they can expect continued business from
you over time, so printers may be good for you to approach not only for printing services but for
hiring one or more of your clients. If you succeed in placing a client or student, be sure to continue
to use the services of this printer. Use this opportunity to begin your network of potential employ-
ers.

4



Working with the Media
In order krcreate a successful working relationship with the media in your area, begin by developing a
directory of local media peoplenewspaper editors, monthly magazine editors, television and radio pro-
gram directors. In your directory inckide deadlines, frequency of pubffmtion, number of daily broadcasts,
etc.

In developing a media campaign to attract employers to your organization as a source of potential work-
ers, it is imperative for you to network with other agencies in your area providing similar services. For
example

If your local media personnel are bombarded with the same request for assistance from all the
different agencies, they are very likely to consider promoting such efforts as confusing and not wonh
their time and effort.

If you exert significant time and energy to a promotional campaign, employers will begin to respond. If
ycer organization does not have the appropriate worker to place on that employers job, the potential
placement and the employers interest may be quickly lost. If you don't have the right worker for the
job, someone at another agency might.

Interagency cooperation also gives you the opportunity to become more aware of the services offered
by other organizations, both to persons with disabilities and to potential employees.

!III1I Print Media

When conteMplating how you might involve local newspapers and magazines to your best advantage,
take the time to really look at the publications. Become familiar with the different sections of the publica-
tion and with the names of each section edtor. Information about your organization and its programs can
be shared in a variety of ways:

You can submit public service announcements to share events, activities and programs, and for
general information.

You can approach a feature reporter/writer about some aspect of your program with particular com-
munity appeal (e.g., a success story).

You can run advertisements in the business section of these publications (often for a fee).

Your local library should be able to provide a comprehensive list of local publications. In addition, a
number of books conletely detailing marketing and public relations should be available at the library and
may provide a number of creative ideas that would work for you.

The following graphic illustrates the proper format of a PSA for a print medium. When preparing your
PSA, include your name and phone number in the upper corner of each page so you can bd contacted for
mom Information. Use three pound signs (It # #) to indicate the end of your message. This allows editors
to see at a glance if your announcement is more than one page. Type your PSA on your organization's
letterhead and be sure to double space.
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DATE
FOR IMMEDIATE RELEASE
Contact: Judy Smdth

George County SERRC
SUW. Mod Street
Portsmouth, OH 55555
(555) 555-5555

GEORGE COUNTY SERRC is pleased to recognize the efforts of Acme

Widgets, Inc., in modifying both their east and west locations to

provide accessibility to persons with disabilities. While these

changes will benefit Acme's customers, they will more certainly

benefit Acme's employees who have disabilities. The changes have

included the addition of ramps, widening of doorways, provision of

accessible restrooms, better lighting in the lobbies, and conven-

ient TTY/TDD service for customer calls. Support Acme's efforts.

Remember them the next time you buy widgets.

illimimitio milli

IP I I
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Sample PSA and pmper format
(for print medium)

There are some creative ways you can write your PSAs to assure that your agency's program gets
regular exposure without boring readers:

The GEORGE COUNTY CHAMBER OF COMMERCE has announced they will reduce Chamber
dues for companies who have hired persons with disabilities. For each person with a disability hired,
Chamber dues will be reduced by 10 percent. COMMUNITY AGENCY NAME urges you to support
your Chamber of Commerce as they support you!

Or you can create a regular weekly or monthly feature that readers will come to expect and may wish to
support:

The following companies have been recognized by COMMUNITY AGENCY NAME for their efforts to
assist persons with disabilities:

The Acme Widget Company: hiring persons with disabilities
Parker Family Restaurant: now offering Braille menus
The Blade Company: bulking modifications for accessibility
The George County Public Library: offering TTY/TDD call services
The Orange-Pink Company: providing accessible housing.

What can your company do? Call us for ideas at 555-5555.
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LI Television

Many television and smble statkm offer a variety of ways for you to share information about your program:

Community bulletin boards are designed to provide a forum to tell viewer of upcoming events.

PSAs (audio-visual) share general information about your program.

Feature Modes on the news (i.e., a success story of a worker with a dsabinty), local talk snows, and
community access cable programming aN offer possible routes to share your message.

The following tips might help you in working with your local television station(s):

Submit materials to the Public Service Department Director. Make an attempt to meet this person if
possible to provide more information about your organization, its programs, and this spzcific effort

Stations are always looking for projects. For example, call the *health experr directly and ask if he/she
would be the spokesperson for your message.

Do your homework. Watch the station's programming and note when it runs PSAs, community bulletin
boards, and *spots° about topics mlated to employment of persons with disabilities (i.e., news report
about shortage of workers in your area).

Remain positive if you get a rejection and just keep trying.

if you decide to film your own PSA, it is generally considered wise to avoid political personalities as
spokespersons for your programs as the politics or platforms of the personality may not be shared by
your target audience.

The Vdeocassette designed to accompany your Job-PAK, Discovering an Untapped Work Force, in-
cludes two sample PSAs for television (one 30-second PSA and one 10-second PSA). One-half inch
videotape (VHS) is most commonly t sod by the general public, so Discovering an Untapped Work Force
has been produced in this format. As most television stations prefer 3/4-inch or one-inch tape, the PSAs
included with Discovering an Untapped Work Force are samples only.'

Televised PSAs should include a telephone number so interested employers can contact your organiza-
tion. ftain, cooperating with other agencies can be Instrumental to the success of this effort and you may
collectively agree that one agency will handle the phone calls and make referrals to other participating
organizations. In order to be successful, this effort must be well coordinated.

Often your local station will be WHIN to do the technical work necessary te add your phone number to the
PSA, but your chances of air time are enhanced if the phone number is already included. Check your local
yellow pages for audo-visual studios to do this work and don't be afraid to ask if they will do it as a public
service.

`Television-qualfty tapes are available at a nominal cost by writing to the address on the inside back cover
of the Job-PAK. It is this larger tape which you should personalize with your phone monber.

1 0



Radio

If you provide your local radio station(s) with written PSAs (using the same format as for prktt media) and
the preferred dates for aidng your *spot," the stations will often tape a staff member reacing your spot for
their use in filling alr time. Most stations prefer to provide a reader and tape the spot to receiving a home-
made tape read by a nonprofessional voice.

Although the same written format should be used, the writing style will necessarily be different because
someone will be reading it. The following tips should help:

Don't use abbreviation or numerr is and sp4ii unusual words phonetically (e.g., "next to the Olentangy
jOh-lynn-tan-gee) River) to ensure accuracy of pronunciation.

Use short sentences and include descriptive words before nouns (e.g., *the twenty-year-old company
president" rather than "the company president, 20").

Don't worry about repeating yourself. Repeat the important feature of your message several times as
people will not have the luxury of "rereacfing" what you've said.

- The George County Special Needs program will be graduating fourteen students this Friday. These
fourteen new graduates have been trained in clerical and office skills. These newest graduates will
be available for hire by local offices after Friday. If your office needs a trained graduate of an
excellent clerical program, call 555-5555.

Use of the Videocassette

The videocassette, designed to assist you in marketing the abilities of people with disabilities, is entitled
Discovering an Untapped WC* Force. This 13-minute video features success stories shared by workers
with disabilities and their employers. Although appropriate for inservice training sessions, the videocas-
sette is targeted to potential employers.

Some creative ideas for "getting your toot in the door would include showing the video at the meetirP -s of
civic groups, chambers of commerce, PTAs, fraternal organizations, etc. After showing the video, pass
out the introductory brochures for employers with your organization's name on the back. Invite your
audience to review the brochure, to ask any questions, and to call you or speak to you after the meeting if
they have additional questions or the need to hire new employees. You may ward to have prepared the
handouts about PIC, ARC/Net, and TJTC programs to pass out to potential employers who have dis-

1 1
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The pieces which follow are the camera-ready masters you need to make your own job development and
job placement tools. Complete instructions for using these masters can be found in the "How to Use Your
Job-PAK" section. The reverse side of each piece of camera-ready has information explaining what the
piece Is, how it may be used, and which (if any) additional pieces must be used to create your final
product.

To facilitate your use of the camera-ready pieces, "mock-up" versions of each of the finished products are
included on colored paper in your Job-PAK. These "mock-ups" are included to give you an idea of what
the finished prochict looks like and for you to share with your printer to ensure accuracy. Cornplete
Instructions for using the camera-ready masters can be found in the "How to Use Your Job-PAK" section.
These Instructions Include information about choosing paper and ink colors as wall as how to work with a
printer to get the results you desire.

12



Introductory Brochure for Employers
(St of 2)

Use: This brochure is designed for you to duplicate and share with
employers.

Method: Two pieces of camera-ready copy are required to create
the brochure. Once printed, your brochures must be
folded vetlically into thirds.

Personalization: The central panel of camera-ready #1 includes
space for you to add your organization's name
and contact information.



The next tkne you prepare to fill a posi-
tion with your company, remember the
availability of individuals with develop-
mental disabilities. Other employers have
hired such workers with tremendous
success.

"Our employee works in our mail room
department as a courier and shredder
operator. She is dependable, conscien-
tious, well liked, and awst important,
productive."

Shirley L. Larks, Staff Recruiter,
Mellon Bank, Wilmington, DE

The microfilm processor jub is "relatively
tedious, and requires a high degree of
concentration and confidentiality." Our
worker with mental retardation h.ls
"proven to be an ideal employee for this
position. Before her employment, numer-
ous ireviduals were hired for the job,
with little success."

- Janet Oliver, Human Resources
Manager, Asheville Federal Savings
& Loan Association, Asheville, NC

"Tim's performance has been very good.
He's learned new skills quiedy, he's
retained his performance criteria, and
he's a delkiln to be around . . . and I think
we have a stronger management team
because of the experience. We've
opened a lot of lines of communication
that we didn't otherwise have."

- Steven Bean, NCR Company,
Dayton, OH

"David gets along well with his coworker
When we paired David with this other
worker, the performance of both men
improvedr

- Michael Rohlman, Courtyard by Marriott,
Columbus, OH

The Bottom Ltne

Individuals are sometimes born with
disabilities, but no one Is born with the
ability to understand and accept disabili-
ties. Understanding comes only with expe-
rience.

The informatbn presented here is an
invitation for experiencehands on,
supported experienceto try something
you may not have thought of befora now.
Before you conclude "who is helping
whom" in a decision to hire someone with
a disability, get the experience.

No one is asldng you to dn any favors. In
fact, there's a good chance that there is
someone waiting to do a favor for you,
your company, and your bottom line.

For more information about how your
company can benefit from hidng a worker
with a developmental disability, please
contact:

Developed by the Center on Education
and Trainkg for Employment

se a grant from the
Ohio Developmental Disabliities

Mannbg Councit

4.11,

WHERE . . . Do You Fit In?

tf you are an employer and need solid
people to work on your team. . .

If you are tired of high job turnover
rates. . .

If you are preparing to hire new stall
members. . .

Please Read On. . .

15



Introductori Brochure for Employers
(#2 of 2)

This is the second of two pieces of camera-ready copy required to
create your brochure. Complete instructions are found on the
reverse side of camera-ready #1.

1 6



Need Skilled Workers?
Companies with intentiors of being in busi-
ness in the year 2000 need to know about
the unique challenges posed in matching
workers with jobs. Coupled with the in-
creasirg skill levels that win be required in
new jobs over the next 15 years, is the
changing demographic makeup of the
worldoroe. One goal must be to utilize the
contributions of all our citizens and rapidly
expand the nation's inventory of human
skills.

The purpose of this brochure is to share
with you, the business person, information
about a virtually untapped resouce of
workers--those with disabilities--and the
organtiations designed to help these work-
ers and your business-financially, in the
workplace, and in your community.

You may have received this brochure from
one of your civic organizations, your local
chamber of commerce, a school work-
study coordinator or job training coordina-
tor, or other organization or individual.
There are a number of people involved in
helping to share this information with
employers in your area.

Because many employers are hurting for
skilled workers and are unaware of the
reality of hiring a
worker with a
disability, this
brochure has
been created
to give you
the facts.

17

WHY. . . Should You Know about Workers with Disabilities?

Research has shown that-

People with disabilities actually have fewer major injuries on the job as they tend to be more
careful than nondisabled employees. The number of minor injuries is about the same.

People with disabilities have lass sick time and unexcused absences than nondisabled employees-
fewer excused absences too.

Insurance rates are not increased for the disabled-most people with disabilities possess any
special equipment they might need by the age they would be eligible for employment, and, as a
result of their disabilities, have maintained better regular medical care than their nondisabled peers.

People with disabilities show evidence of greater job stability and less job turnover than nondis-
abled.

With the assistance of the organizations mentioned in thi3 pamphlet not only can most training
costs of disabled workers be compensated, very often a trainer .;an be provided and a portion of
the person's wages during training can be deducted from your company taxes.

Some employers may hire people with disabilities as a public service. For others, matching the
right person (disabled or not) with the right job is profitable and is, in fact, good business sense.

With proper training and the right person for the right job, there is no difference in productivity
between disabled and nondisabled individuals.

Some people wear glasses, still others require dentures or braces, and some have other impair-
ments-these conditions don't alter a person's desire to create for themselves whatever lifestyle
they might choose.

Another Important Fact

By the year 2000, the percentage of 16- to 24-year olds in the labor force is expected to decline from
a current 30% to less than 16%. We are facing a serious shortage of entry-level workers. From the
pool of more than 30 million persons with disabilities, some are excellent candidates for entry-level
positions. Others, of course, have been leaders of companies and countries.

18



Brochure for Co-Workers
(11 of 2)

Use: This brochure Is designed for an employer to personalize,
duplicate, and share with their employees. Use of this bro-
chure can prepare other employees for working with a person
with a disability and can help foster a more accepting environ-
ment.

Method: Two pieces of camera-ready copy are required to create
the brochure. Once printed, your brochures must be
folded vertically into thirds.

PersonalizatIon: The front panel is marked to indicate the location
for the employer's logo, thereby personalizing the
brochure to the company.
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"To those 37 million
Americans with some

form of disability:
you belong in the

economic mainstream.
We need your talent

in America's work force.
Disabled Americans

must become full
partners in America's
opportunity society."

'George Bush

Developed by the Center on Education
and Training for Employment

with a grant from the
ON* Developmental Disabilities

Planning Council

Company
Logo
Here

This company has made a commitment
to being an equal opportunity employer.
This brochure has been designed to
help you understand your important role
in this commitment.
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Brochure for Co-Workers
(#2 of 2)

This is the second of two pieces of camera-ready copy required to
create your brochures. Complete insbuctions are found on the
reverse side of camera-ready #1.



In the United States there are an
estimated 30 million citizens with
disabilitiesmen and women who have

been born with, developed, or, as a

result of injury, sustained conditions
which limit their abilities in some way.

When given the opportunity to work,

these citizens pay taxes and contribute

to society. When denied the opportunity

to work, your tax dollars go to sustain
these citizens. The figure below illus-

trates these different costs.

$74,441

-Supported
Competitive
Employment

-Sheftered
Workshops

-Adult Day
Programs

Cos Is per Person for 10 Years of
Support

Disabilities can affect a person's
physical, mental, and/or emotional limits.

Some disabilities are easy to see and

some are hidden. Obviously it would be
impossible to describe what every
person In the world is likesimilarly,
people with disabilities are as diverse as

everyone else. The following questions

and answers may include some of your

concerns about working with a person

with a disability.

23

Whom do I ask if I have
questions about the
disability?

The first person you should ask is the person
with the disability. They will know more than
anyone else. Often a person with a disability

will prefer to share personal information rather

than having someone else give incorrect
information or information that may not apply

to their disability. It is Important to remember
common courtesy when asking anyone

detailed personal questions.

What is my responsibility
to help this person in the
workplace?

As with any new employee, making this

person feel comfortable and welcome is
everyone's responsibility. You may be asked
to demonstrate your job, you may offer to

lunch with the new employeeno different
than any other new person. If you are a
supervisor, your employer will help you with

any special assistance that might be required

of you.

How do I communicate
with this person?

This really depends on the person. Start out

by talkingjust lice you would with anyone
else. If you think they are having trouble
understanding you, repeat yourself using

different words. Remember that people with
disabilities who have been hired to work are

adults, not children, and should be treated as

adults.

Will this person be ex-
pected to do their share of
the work?

Yes. Your employer will carefully match the

right person to the right job and, after initial
training, the employee with disabilities will be

expected to maintain performance levels

equal to those of other employees in the

same job.

Why did our company hire
an employee with a disabil-
itr
Our company only hires employees who are
qualified to do the jobs they are assigned.

Just as you went through the interview
process and were screened and determined
qualified for your job, so was our new
employee.

What is the benefit to me?

Besides an extra pair of hands to share the

work load, it is possible that you will benefit

in some very unique ways. As supervisors
learn new methods of training employees
with disabilities and learn to give very clear
instructions you are in an excellent position

to benefit from these changes. Your tax
dollars are not being wasted on a capable
person who wants to work. And, you just
might make a friend.
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Private industry Councils (PIC) Handctat
(11 of 1)

Use: This handout is to be duplicated and given to employers to
provide general information about PIC programs.

Method: Only one piece of camera-ready copy is required to create
the handout. You may choose to give employers this PIC
handout in conjunction with TJTC and ARC handouts
when discussing incentives for hiring persons with disabili-
ties.

Personalization: This piece can be personalized with your organi-
zation's address and phone number.



Private Industry Council (PIC)

The Private Industry Council (PIC) can h&j, increase profits for business while getting woikers back on
the job. Your conwanys posftion as a drNing fotte in the commurdty is important. It Is estimated that
hiring 1 locally unemployed person creates or provides a more secure base for a minimum of 10 other
local jobs. That Is only the beginning. The employed are then able to spend money, bulking the local
economy. You will have the satisfaction of getting a reRable employee and lowering the unemployment
rate in your county. Other benefits of hiring through your local PIC include:

Prescreening. The PIC refers the best qualified applicants for your specific job opening. M applicants
are prescreened to save you time and money in the selection process. You are under no obligation to
hire anyone who does not meet your requirements.

Trained Empkryees. The PIC can secure a new employee who is trained to meet yourspecial needs.
Local PiCs maintain contracts with academic, commercial, technical and vocational training institutions.

On-the-Job Training. OJT enables you to get a worker specifically trained to your job, on your prem-
ises. The PIC will reimburse you up to 50 percent of an eligible employees wages for a period of up to
six months during training. The trainee's eligibility for OJT and the projected training time determine the
percentage of reimbursement.

ExAmpLE

Savings based on a 520-hour (3 month) training program with a 40% reimbursement:

If a trainee earns: You pay: You are reimbursed: Your actual payment is:

$3.50 $1,820.00 $ 728.00 $1,09200

$4.50 $2,340.00 $ 938.00 $1,404.00

$5.50 $2,860.00 $1,144.00 $1,718.00

$8.50 $3,380.00 $1,352.00 $2,028.00

$7.50 $3,900.00 $1,580.00 $2,340.00

There is almost no paperwork involved in this program. Ail an employer must do is maintain copies of the
employee's payroll records and send an invoice every 30 days for reimbursement.

PIC also offers a Summer Youth Employment and Training Program providing youth with disabilities and
economically disadvantaged youth (age 14-21) with summer jobs at nonprofit or government agencies.
The wages are paid by the PIC.

For more information on how your company can take advantage of arty or all of these services, check
under Private industry Council in the business white pages of your local telephone book.
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Association for Retarded Citizens (ARC) Handout
(#1 of 1)

Use: This handout Is to be duplicated and given to employers to

provide general infomiation about the Association for Re-
tarded Citizens and their programs.

Method: Only one piece of camera-ready copy is required to create

the handout. You may choose to give employers this ARC
handout In conjunction with TJTC and PIC handouts when
discussing incentives for hiring persons with disabilities.

Personalization: This piece can be personalized *4,91 your organi-

zation's address and phone number.

27
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ARC
Association for Retarded Citizens

National Employment lit Training Program

The Association for Retarded Citizens' (ARC) National Employment and Training Pmgram (NETP)
encourages businesses to provide ob opportunities for people witn mental retardation. The ARC assists a
business in pointing out occupational areas where workers with mental retardation can alleviate man-
power shurtages. In addition, the program reimburses an employer 1/2 of the entry wage for the first
critical 160 hours of employment, and 114 of the entty wage tor the second 160 hours of employment.
This reimbursement will be paid upon completion ;.,f training.

In order for an individual to be eligthle for the program's services, he/she must-

- be mentally retarded with a full-scale 10 of 70 or below (as measured by a standardized inteliigence
test), and;
be at least 16 years old, and;

-- be unemployed for at least seven (7) consecutive days, or officially enrolled in school, or;
-- be working part time but seeking full-time competitive employment.

The training site at which the individual with mental retardation is placed must aLso meet some general
requirements.

-- It must be the employer's intent for the trainee to cantinue as a regular employee after the training
period. However, the employer always maintains the right of trainee selection and termination.
The employer must pay the trainee no less than the current federal, state, or local (whichever is higher)
minimum wage.
The employer must hire the trainee for a minimum of 20 hours :)er week. Full-time employment is
required in some cases. Contact NETP staff designated below.

-- The employer cannot hire (or permit the the trainee to be supervised by) an immediate family member.
-- The employer cannot hire a trainee for a position supported by this program if a lay-off status exists for

the same or substantially equivalent Job.
The following types of businesses cannot be reimbursed:
a. Federal agencies
b. Sheftered workshops or other agencies which habilitate people with mental retardation
c. Any facility used for sectarian instruction or as a place for religious worship including religiously

affiliated elementary and secondary schools
d. Businesses which operate only in certain seasons of the year

In order to participate in the ARC/Net Program, the placement person will do the following:
-- Find a job for the person with mental retardation with an eligible employer.
-- Place tne trainee on the job.
-- Promptly complete necessary paperwork. The employer simply completes the time and attendance

record provided and sends it back to the ARC/Net program office at the end of 320 hours of training.

1

Roger W. Smith, Regional Director
Association for Retarded Citizens of the U.S.
National Employment & Training Program
6120 University Avenue, Suite 201
Madison, WI 53562
(608) 231-1488
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Targeted Jobs Tax Credit (TJTC) Handout
(#1 011)

Use: This handout is to be dupficated and given to employers to
provide general information about TJTC.

Method: Only one piece of camera-ready cor required to create
the handout. You may choose to give envloyers this
TJTC handout in conjunction with ARC and PIC handouts
when discussing incentives for hiring persons with disabili-
ties.

Personalization: This piece can be personalized with your organi-
mtion's address and phone number.



Targeted Jobs Mix Credit (TJTC)

The Targeted Jobs Tax Credit (TJT() is an elective federal income tax credit which can be applied to the
wages that private envloyers pay to Nne target groups of employees. The tax credit is 40% of the first
year's wages (up to $6,000 per employee or $3,000 per summer youth). This means a maximum allow-
able credit of $2,400 ($1,200 for summer youth) per employee the first year. me credit awlies only to
employees hired in a business or trade. Maids, chauffers, and other household employees do not qualify
for the credit, unless they spend more than half their time working in the employers trade or business.

What are the Nine Target Groups?

1. Recipients of Federal Supplemental Security Income (SSI) cash assistance (for the aged, blind, and
disabled). If the client is currently receiving assistance, the award letter from SSI must be provided.

2. Recipients of state or local general assistance cash payments for at least 30 days.

3. Handicapped persons referred to the employer from state vocational rehabilitation (Ohio Rehabilftative
Services Commission [RSC), which includes BVR and BSVI), or Veteran's Administration programs.

4. Youth, 18 through 22, from economically disadvantaged families (one whose total income is at or
below the 70 percent level of the lower living standard published by the U.S. Dept. of Labor).

5. Vietnam-era veterans who are economically disadvantaged (see definition in 4, above).

6. Youth, 16 through 19, from econondcally disadvantaged families (see definition in 4, above) who
participate in a qualified cooperative education program and thus combine vocational education class-
room study with a job.

7. Exoffenders (felonc) who are economically disadvantaged (see definition in 4, above) and hired no
more than 5 years after release from prison or date of conviction, whichever is more recent

8. Recipients of Aid to Families with Dependent Children (AFDC). For an employer to qualify for the
credit, the employee must: (1) be eligible for AFDC on the hiring date and have received it for 90 days
immediately prior to being hired, or (2) have been an AFDC applicant.

9. Economically disadvantaged (see definition in 4, above) summer employees, 16 to 17 years of age,
who work up-to-90 days between May 1 and September 15. This credit applies only to youth who have
never been previously employed by the qualifying employer.

It is necessary for employers wishing to participate in the TJTC program to submit a wdtten request for
TJTC certification to an OBES office no later than the first day the employee reports to work. For more
information concerning the Targeted Jobs Tax Credit program, please contact your nearest IRS office for
Publication 572 or contact your nearest OBES office or phone 614-644-7206.

TJTC credits may be claimed in addition to PIC and ARC/Net. However, actual tax credits reimbursement
period may not begin until PIC or ARC/Net reimbursement ends.

For more information on these programs, please contact:

3 0
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Employer PSA Handout

(VI of 1)

Use: This handout is designed to be shared with the employer to
give them ideas for promoting their company %.Is committed to
hiring persons with disabilities.

Method: Duplicate this one-page handout and share it with emplo-
ers. Suggest they give it to their marketing or personnel
manager if they desire.

Personalization: Add your organization's name and phone num-
ber as a contact for more information.



Public Service Announcements (PSAs) for Your Use

One technique for sharing your commitment to hiring persons with disabilities is the public service
announcement (PSA). A PSA can be used to inform the public of your hiring intentions, your support
of Grganizations and persons who assist persons with disabilities, or to welcome new staff members.
The possibilities are limitless. Examples which follow might be used try your company in the business
section of your local paper, in news releases and newsletters, as well as read by a company spokes-
person on television and radio.

A PSA can be used to announce new additions to your staff. This coverage needn't be restricted to
new management staff, but can be extended to show a respectful, caring attitude towand all new
members of your staff. In those cases where the new employee is a person with a disability, there is
no reason to mention the disability in such an announcement. If a person's previous achievements
might, in some way, imply disability, print these achievements only with the permission of the person
with the disability. For example:

Acme Widgets welcomes John Smith to their research division. Mr. Smith, a track
and field standout for the last three Special Olympic Games, will be working as a mail
courier at Acme's northeast location.

Acme Widgets, Inc., is proud to announce the addition of Jane Doe as a microfilm
machine operator on their staff. Ms Doe, formerly of the Buckeye Company, learned
microfilm machine operations at Central Vocational School in Greenville.

A PSA might also be used to express your commitment to hiring persons with disabilities. In such
use, the message should reflect your company attitude, not explicit examples of Mwt,s, was hired with
what disability." For example:

Acme Widgets has long respected the importance of new and innovative techniques
to improve the quality of their products. By no means a new idea, Acme also respects
finding just the right person to do their job. With Acme, finding the right wrson
includes ALL PEOPLE regardless of age, sox, race, religion, or disability.

Acme Widgets was a proud sponsor of the Ohio Special 04impics again this year,
but they certainly seemed partial to following the events of one specific athelete, John
Smith. Smith is one of Acme's own and works in their reseatch division as a mail
courier. Forty Acme employees wore T-shirts emblazoned with John's name as they
cheered him to victory in his five different track and lied events.



Targeted Jobs Tax Credit (TJTC) Brochure
(el of 9)

Use: This brochure can be duplicated and used by job development
personnel, job placement personnel, as well as potential
employers. Please note that there Is a separate, one-page,
TJTC handout that summarizes some aspects of this bro-
chure.

Method: The completed brochure can Ix) printed on 8 vr x 1*
paper and stapled or on 11" x 17" paper and folded. As
pieces of paper have two sides, printers always work with
even numbers. Nine pieces of camera-ready are required
to make this brochure, so page 10 is a blank.

Personalization: This piece can be personalized with your
organization's name and address. In addition,
there is a blank tenth page available for your use
in providing additional information.
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What is Tune?

The Targeted Jobs Tax Credit (TJTC) is an elective federal income tax credt which can be applied to the
wages that private employers pay to nine target groups of employees. The tax credit Is 40% of the first
year's wages (up to $6,000 per employee or $3,000 per summer youth). This means a maximum allow-
able credit of $2,400 ($1,200 for summer youth) per employee the first year. The credit applies only to
employees hired in a business or trade. Maids, chauffers, and other household employees do not qualify
for the credit, unless they spend more than half their time worting in the employer's trade or business.

What are the nine target groups?

1. Recipients of Federal Supplemental Security income (SSI) cash assistance (for the aged, blind, and
disabled). if the client is currently receiving assistance, the award letter from SSI must be provided.

2. Recipients of state or local general assistance cash payments for at least 30 days.

3. Handicapped persons referred to the employer from state vocational rehabilitation (Ohio Rehabilitative
Services Commission MSC), which includes BVR and BSVI), or Veteran's Administration programs.

4. Youth, 18 through 22, from economically disadvantaged families (one whose total income is at or
below the 70 percent level of the lower living standard published by the U.S. Dept. of Labor).

5. Vietnam-era veterans who are economically disadvantaged (see definition in 4, above).

6. Youth, 16 through 19, from economically disadvantaged families (see definition in 4, above) who
participate in a qualified cooperative education program and thus combine v4zational education class-
room study with a job.

7. Ex-offenders (felons) who are economically dsadvantaged (see definition in 4, above) and hired no
more than 5 years after release from prison or date of conviction, whichever is more recent.

B. Recipients of Aid to Families with Dependent Children (AFDC). For an employer to qualify for the
credit, the employee must: (1) be eligible for AFDC on the hiring date and have received it for 90 days
immediately prior to being hired, or (2) have been an AFDC applicant.

9. Economically disadvantaged (see definition in 4, above) summer employees, 16 to 17 years of age,
who wort up-to-90 days between May 1 and September 15. This credit applies only to youth who
have never been previously employed by the qualifying employer.

How is the process initiated?

The employer must submit a written request to the local employment service office for certification. This
request must be received by the local office or postmarked no later than the day the employee reports to
work. A written request consists of ONE of the following: (1) a note from the employer which clearly
identifies the employer, the employee, and the employee's start date Nee sample prerequest voucher,
page 31, OR (2) a completed TJTC voucher (form ETA6468) signed and dated by the employer [see
sample TJTC voucher, page 81.
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Targeted Jobs Tax Credit (TJTC) Brochure
(#2 of 9)

.41m,

This is the second of nine pieces of camera-ready copy
required to create your brochure. Complete instructions are
found on the reverse side of camera-ready #1.



What are the limitations of TJTC?

1. The amount of an employer's deductions for wages paid is reduced by the amount of tax credit.

2. The credit is limited to 90 percent of tax liability after this liability is reduced by other applicable credits.
Any unused portion of the credit may be carried back 3 years or forward 15 years.

3. An employee must work for the same employer for at least 90 days or 120 hours (14 days or 20 hours
for qualified summer youth employment) for the employer to claim crecfit.

4. No credit may be claimed on rehired employees, unless he or she was certified during their previous
employment. The credit ends the day before the ermloyee's first anniversary date, based on the
original date of hire.

Step-By-Step Procedure
for Obtaining TJTC for

Students with Dbabilities

I. Determine Eligibility

El Check general regulation for TJTC.

O Contact local Rehabilitation Services Commission (RSC/BVR/BSVI) to obtain a referral.
In order to be eligible for TJTC, the student must belong to at least one specific target
group. For students with disabilities, The Bureau of Vocational Rehabilitation (BVR)
determines eligibility through a written rehabilitation plan.

O Chec,. employers eligibility. Employer must be in a profit-making trade or business to
qualify for the credit. An non-profit organizations and community employers are ex-
cluded.

1:3 Check if the employer receives other federally-funded support (e.g., OJT reimburse-
ment) for the employee during the same period. NOTE: Employer may receive ARC/Net
or PIC funds prior to claiming TJTC, but MAY NOT receive funds concurrently.

IL Applying for TJTC

LJObtain voucher (regarding student eligibility) from RSC/BVR..1,

0 Have employer complete Part II, Employer's Declaration of the Voucher and return to
the designated local agency (OBES) no later than the new employee's first oay of work
(see sample on page 8).

Employer receives the Employer Certification from OBES. This must be retained with
the employers tax records.

0 if, for some reason, RSCIBVR eligibility is not feasible at time of hire, the vocational
coordinator may elect to request student's SSI award letter and present it to the local
OBES office for certification.

2
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Targeted Jobs Tax Credit (TJTC) Brochure
(#3 of 9)

This is the third of nine pieces of camera-ready copy required
to create your brochure. Complete instructions are found on
the reverse side of camera-ready #1.



Sample Letter to Obtain Prerequest Voucher

)1 Kate Smith, D.V.M.

1234 E. Broad Street, Columbus, Ohio 40000 555-5555

April 10, 19--

'eOhio Bureau of Employment Services
Local Office
C1ty, OH ZIP

RE: TJTC Pre-request

I will be hiring John Doe to begin working for my office as an animal
care assistant on May 1, 19--, at a starting wage of $3.35 an hour.
John's address is 44 E. Ridge Street, Columbus, OH 40000, and his social

security number is 111-11-1111.

I will schedule a certification interview with your office for some time
next week.

;Cordially,

Kate Smith, D.V.M.
Federal Tax I.D. # PE 127555 X

si The TJTC Process I

Eligibility determinations are performed by State Employment Security Agencies (SESAs) on jobseek-
ers who either apply directly to the SESA or are referred by an employer. If determined eligible, they are
issued vouchers. For the cooperative education target group, this is done by the schools.

Before a worker is hired, the employer completes a section of the voucher, signs and returns it to the
SESA (or school). The information required on the voucher is the name and address of the firm; the
empkwers federal tax identification number; the employee's Job title, starting date, and staffing wage;
the date and the employers signature. This must be returned to the certifying agency no later than the
day the employee reports to work.

The SESA sends the employer a certification form on each eligible woricer. This form provides the
employer all the evidence he/she needs to claim the tax credit. Again, schools issue certifications on
cooperative education students. The certifications must be signed by a representative of the issuing
agency.

Employers claim the tax credit by filing IRS Form 5884 with their federal income tax returns. The
certification forms themselves are NOT filed with the returns but are retained by the employers for their
tax records.

3 S 3
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Targeted Jobs Tax Credit (TJTC) Brochure
(814 of 9)

This is the fourth of nine pieces of camera-ready copy required
to create your brochure. Complete instructions are found on
the reverse side of camera-ready #1.
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Targeted Jobs Tax Credit (TJTC) Brochure
(S5 of 9)

This is the fifth of nine pieces of camera-ready copy required to
create your brochure. Complete instructions are found on the
niiverse side of camera-ready #1.
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Targeted Jobs Tax Credit (TJTC) Brochure
(#6 of 9)

This is the sixth of nine pieces of camera-ready copy required
to create your brochure. Complete instructions are found on
the reverse side of camera-ready #1.
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Targeted Jobs Tax Credit (TJTC) Brochure
(V of 9)

This is the seventh of nine pieces of camera-ready copy re-
quired to create your brochure. Complete instructions are
found on the reverse side of camera-ready #1.
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Targeted Jobs Tax Credit (TJTC) Brochure
(03 of 9)

This is the eighth of nine pieces of camera-ready copy required
to create your brochure. Complete instructions are found on
the reverse side of camera-ready #1.
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Targeted Jobs Tax Credit (TJTC) Brochure
(#9 of 9)

This is the ninth of nine pieces of camera-ready copy required
to create your brochure. Complete instructions are found on
the reverse side of camera-ready #1.
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Targeting Employment Logos
(#1 of 1)

Use: These logos may be duplicated on any materials you may
develop to promote your programs. For example, you might
duplicate the logo on sticky paper and use it to Identify your
matetials or may duplicate l on clear, sticky acetate and give
to employers to display in their window to indicate their
participation in your program.

Method: Be creative. Use the logos in any way you desire to
promote your organization's role as a source of quality
employees.

Personalization: Use the logo on materials already personalized
to your organization.
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New Resources for Job Developers

Job Placement Assistance Sit (Job-PAS)
No. ON 59A $10.00

For use by SOW and agency personnel with job development and job placernelit respOnsibilitieS, the JOb-PAK
includes valuable loOftl tO market the abilities of people with *obliges to potential employers. Accompanied with
step-by-step instructions for using each COmponent the Job-PAK also contains camera-ready copi for you to
produce your awn brochures, handouts. and flyers.

The topical information in the Job-PAK features:

Setting up a local marketing campaign to attract employers and increasing their
awareness of Your organization or agency as a resource tor quality workers.

a KM tO Vie* with your local media reeresentaaves.

Introctucing employers to the idea of hiring persone with disabilities.

Reckrecting the fears. doubts. and excuses employers may otter.

Sharing information about the financial incentives available Pi employers and
how to obtain them.

Discovering an Untapped Work Force (videocassette)
No. SN 598 .. 825.00

"Discovering an Untapped Work FOrCa is a 13-minute videocassette
featuring employment success stories as shared by workers with disabk-
ties and their employers. Targeted to potential employer% this videocas-
sette is a valuable tool in marketing the abilities of poolse with disabikties.

Following the 13-minute feature, two sample audio-visual public service an-
nouncements (one 30-seconds and one 10-seconds) are included. Ideas
for using these vide0 tools as a vital part of your marketing effort are ex-
plained in the Job-PAK.

No. 8N 59-Special Package Price for Both Pieces $30.00
No. 8N 59A $10.00 No. SN 598 825.00

ORDERING INSTRUCTIONS

To orMits4dittonal copis. please use order
number and Pea Orders ot SID DO Or teas ShOOld
be prepaid Mahe remittance payable to me Center
;in Education arid Training for Employment Matt
order 10

Center on Educatron and Training
toy Employment

Center Publications
tg00 Kenny Road
Columbus OH 43210.-1090

Once§ hated Ora in effect at the time of Publication
Of Ms POO* All prices inctude postage and
nentiltng PMI'S are SabilltCt to criange without
notice

thsentily Oftwounle
Orders ot tin IS) or more items As listed by
pbfiCatiOe number and Itne with a total dollar value
tot nitt order of

1 Kt to 11100. me digiotont IS 1%
1101 101200. a. Ofseatent le 10%
$201 to $300, ttio Wawa Is 11%
0101 to 1400. tat ddicoom Is 10%
$491 sad Mum. die discount is Id%

tribmitionst Orders
Att order% in any amount from ouliode Me Untied
Stet*s and de Potiossioni Ito to oe Paid iri U S
cutrency Additional postage aryo nenoting charge%
toay be added toy foreign alltprnantt. t! necessary

This product was developed by the Center on Education and Training for Employment (formerly the
National Center for Research in Vocational Education) under a grant from the Ohio Developmental
Disabilities Planning Council.

Katherine E. Shumate Author/Designer
Susan K. Dziura Computer Graphics
Margo Vreeburg Izzo Project Director
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