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An Introduction to the Use of this Manual 

This manual has been developed for persons who are directly-

involved in the placement and training of citizens with mental 

retardation into community-based competitive jobs. The process which 

is described and the corresponding forms which are included are based 

on the work in this area done over the past six years at Virginia 

Commonwealth University through Project Employability and now the 

Rehabilitation Research and Training Center. The manual is in no way 

meant to be an all inclusive source of information on the supported 

work model of training competitive employment to citizens who are 

mentally retarded. It is simply a procedural guide for professionals 

who wish to implement this job training approach. Readers are 

encouraged to refer to the resource guide in the back of this manual 

for other sources of information. 

Readers should also note that there are many approaches to 

training citizens with disabilities, as well as many employment 

options other than competitive jobs. By competitive jobs we mean 

regular jobs in the community that are typically filled by nondisabled 

citizens and which pay at least minimum wage. Such jobs may or may 

not offer benefits and can be full or part-time positions. We often 

refer to competitive employment for citizens with moderate and severe 

retardation as "supported work" because clients who are placed into 

regular jobs receive intensive training and continual staff support 

for as long as necessary in order for them to maintain employment. 

Supported work or employment can also refer to other types of paid 

work which are not described in this manual such as sheltered 

enclaves, mobile work crews, special industrial programs, and other 
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creative approaches to improving paid job opportunities for the 

historically unemployed severely handicapped population. 

A supported work approach to competitive employment involves 

highly structured job placement, individualized job site training 

after placement, and systematic methods for assuring job retention. 

This model is appropriate for large numbers of handicapped individuals 

in both school and community service programs and has proven to be a 

viable rehabilitation alternative for persons unable to gain entrance 

to traditional school vocational education or post-school 

rehabilitation agency sponsored training programs. In fact, many 

workers in regular jobs trained with a supported work approach were 

previously turned down by sheltered workshops or day activity centers. 

The supported work model possesses several key features that 

distinguish it from other approaches to job placement. In contrast to 

less intensive job placement approaches such as the "job club" or 

selective placement, the supported work model relies on a 

comprehensive approach to job placement which actively deals with the 

non-work related factors that often stand as barriers to employment, 

e.g., parental concerns. Another key difference between a supported 

work approach and other approaches is the extensive application of job 

site training and advocacy procedures. This emphasis allows clients 

to be placed who do not possess all the necessary work or social 

skills required for immediate job success. This represents a 

significant departure from traditional placement approaches that 

require the client to be "job ready" before placement can occur and 

alternative approaches that train a client to a specific level of 

mastery within a training environment prior to a final placement. 
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Other distinguishing features of the supported work model are its 

commitment to long term assessment of client performance and 

delivery of job retention and follow-up services. In sharp contrast 

to rehabilitation programs that typically provide follow-up services 

for several months, clients within the supported work model may 

receive systematically planned job retention and follow-up services 

for many years after initial placement. Finally, the supported work 

model is perhaps unique in its identification of a single "job 

coordinator" or "job trainer" who is responsible for all facets of the 

placement, training, advocacy, assessment, and follow-up process. 

Rather than utilizing professional staff who specialize in a single 

aspect of the placement process, reliance upon a job coordinator 

greatly enhances continuity across all phases of the placement and 

follow-up process. 

To date, we at Virginia Commonwealth University have used the 

supported work model to place and train over 150 clients into 

competitive jobs in the Richmond and Virginia Beach, Virginia 

metropolitan areas. The median measured intelligence quotients of 

these clients is 47 with a majority being labeled moderately mentally 

retarded. A significant number were denied entry into sheltered 

workshops and were evaluated by service agencies and determined to be 

"unemployable". Most of the jobs that our clients are holding involve 

food service and custodial work in hotels, hospitals, and restaurants. 

We are aware, however, that the model is appropriate for training 

other jobs such as industrial positions, farm labor, and 

high-technology or computer related work. The types of jobs developed 

will depend on the community you live in and the functioning level of 
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your clients. A goal of everyone in the rehabilitation field should 

be the development of diverse competitive job options for citizens 

with moderate and severe handicaps. We also believe that citizens 

with handicapping conditions more severe than those of most of our 

clients previously placed in jobs can be successful in certain 

competitive jobs when a supported work approach to training is used. 

The RRTC and other research and training programs are just beginning 

to develop the methodology for training the more severely disabled 

worker within the framework of a supported work approach. 

The process of implementing a supported work approach to 

competitive job training which is outlined in this manual will be 

helpful to special and vocational education teachers, rehabilitation 

counselors, sheltered workshop and day activity center staff, and any 

other professionals, parents, or volunteers who are involved directly 

or indirectly in job training for citizens with handicaps. Such 

factors as the functioning level of the clients, staff competence and 

ratio, type of community (rural versus urban), and nature of community 

service provision will determine some modifications or expansion 

within each phase of the process. For example, the job site training 

of clients who are severely retarded or multiply handicapped will 

probably require a more stringent and behavioral approach to initial 

training and in fading of assistance than is described here. However, 

the basic sequence of events for placement, training, and follow-up 

will remain the same regardless of the degree or nature of 

handicapping condition. 

The chapters in this manual including job development, client 

assessment, job placement, job site training, and follow-up represent 
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the activities that a job trainer or job coordinator (terms used 

synonymously) must be able to accomplish in order for his/her client 

with severe handicapping conditions to get and hold a competitive job. 

The chapter on staff and time management, the glossary of terms, and 

the resource guide provide additional information for implementing the 

supported work model. Furthermore, in order to help illustrate the 

use of the many forms described throughout the manual, we have included 

completed forms at the end of each section containing information on 

one of our clients whom we will refer to as Tom. A brief case history 

of Tom is provided at the conclusion of this introduction. We have 

not provided blank forms because we have found that most job trainers 

need to adapt forms to meet the needs of their individual training 

programs. We at the RRTC are continually updating the format or 

changing the number of forms used in our job development, placement, 

training, and follow-up activities. However, readers are welcome to 

make copies of the forms provided in this manual or to contact us for 

information regarding the use of such forms. 

Finally, let us say that we believe that citizens with severe 

handicaps do have the potential for employment and the right to earn a 

decent wage. Supported work options and competitive employment, in 

particular, offer the possibility of improving the quality of life of 

a citizen with a severe disability through the earning of a 

competitive wage and the opportunity to be around people who are not 

handicapped. Furthermore, our failure to include these citizens in the 

regular labor force has been a waste of valuable human resources. In 

most cases, the cost of training these individuals to work 

competitively and of providing follow-up is less expensive to society 
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than the traditional means of life-long public income maintenance and 

benefit assistance. We all gain when a citizen with a significant 

handicap is employed. We sincerely hope that this manual will assist 

in some small way the many professionals in the human service fields, 

business persons, and families of citizens with handicaps who are 

committed to this endeavor. 
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Tom: A Case History 

Tom is a 26 year old man who has been diagnosed 
as having moderate mental retardation. His IQ is 
45. He attended a segregated school for students 
in Trainable Mentally Retarded (TMR) and Multiply 
Handicapped (MH) classes until he was 21 years old. 
During Tom's high school years he worked in a 
simulated sheltered workshop located in the school 
two hours each day, where he learned to do jobs such 
as collating materials, assembling telephone circuit 
boards, and sorting materials according to zip codes. 
He also worked in a greenhouse located on the school 
grounds. Tom never received a regular wage nor did he 
receive any specific training related to potential 
competitive jobs. Tom has good social skills and can 
speak in simple sentences. He understands simple 
three-step commands. Tom has average motor skills, 
although he is sometimes a bit clumsy. He has no 
major medical problems. 

After Tom graduated he sat at home for two years 
with nothing to do. He lives with his elderly mother 
who had not encouraged him to attend any sort of 
post-school program. When Tom was 23, he was placed 
and trained in a job in a local hospital as a food 
service worker. He has held this job for three years 
and is still receiving follow-up services from the 
RRTC staff. His job site training required 
approximately six months, during which time his job 
trainer gradually decreased her time on the job from 
eight hours a day for the first two weeks to a one 
hour visit each week during the sixth month after 
placement. Tom had to be taught to ride the city bus 
to and from work. Now he is able to ride the bus to 
a nearby mall where he can shop for food and personal 
items. Today he is earning above minimum wage and has 
an excellent retirement and medical benefit package. 
He is very happy with his job and gets excellent 
reviews from his supervisor and coworkers. His mother 
tells us that she can't imagine Tom sitting at home 
in front of the television again, and more 
importantly, that she is proud that her son can help 
support them. 
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CHAPTER I 

Job Development 

Before a job placement can be made a job trainer must do a number 
of things to enhance job and client compatibility and set the stage 
for job-site training. Although many of the preliminary tasks are 
done simultaneously, we have divided the pre placement activities into 
two main categories for clarity. They are job development and 
client assessment. We will address job development first, but it is 
important to remember that client assessment is usually also done 
while potential jobs are being located. 

The components of job development which are encompassed in the 
supported work model of competitive employment include: community job 
market screening; specific employer contact in the form of phone 
calls, letters, and visits; and observations of the job site to 
determine job requirements. Each of these components will be briefly 
addressed in order of occurrence in the following section. 
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Community Job Market Screening 

The first activity that a job trainer must pursue involves 

screening the community for potential jobs that are appropriate for an 

individual who is mentally retarded. A general screening should 

initially be conducted so that employers can later be contacted about 

specific job openings. (Obviously, during the community screening 

process a job trainer may come across an appropriate job opening with 

an employer who is eager to hire and this, of course, should be 

pursued. However, the intent of the initial screening is to determine 

the general nature of the job market in your community prior to 

conducting a specific job search.) A screening should be updated 

routinely every six to 12 months in order to stay abreast of new 

developments in the job market. The following guidelines are helpful 

in identifying jobs and employers in the community. 

The Community Job Market Screening Form (shown on page 15) is 

useful for logging information concerning job possibilities within 

your community. Now that the community screening process is complete, 

you are ready to contact employers for specific job openings. 

In some cases (e.g., with school age clients) you may be 

interested in locating employers who are willing to allow you to use 

their place of employment as a competitive work training site for 

clients who are mentally retarded. It is important that you conduct a 

thorough community screening in order to make sure that the training 

site(s) you choose reflect(s) what is available in the community. 

(For example, you would not want to train your clients to hand-pack 

bay leaves at a local spice company if that is the only job of its 
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Guidelines for Community Job Market Screening 

Contact the local chamber of commerce for a listing 
of the major companies in your area. 

Check with the state employment commission or job 
service for current trends in job vacancies in your 
area. 

Screen newspaper classified ads for an indication of 
job openings which are appropriate for persons who are 
mentally retarded. 

. Find out from vocational rehabilitation counselors, 
sheltered workshop staff, and the local Association 
for Retarded Citizens what jobs in your area have 
commonly been available to citizens who are handicapped. 

Go directly to local employers to identify various types 
of jobs. Ask about problems with high employee turnover 
in certain departments or positions within a company. 

Write down all job requirements such as experience or 
education needed, driver's license necessary, etc. 

. During this phase of job development focus on seeking 
information about appropriate jobs in the community. 
You will later contact employers for the specific 
purpose of locating job openings. 

Always be clear about who you are and why you are 
interested in obtaining information from an employer or 
organization. 

kind in your area.) You will then contact appropriate employers to 

negotiate for the establishment of a training site at their company. 

In both cases - either competitive job placement or competitive 

work training - be clear and specific about your goals before 

talking to a particular employer or eliciting information from a 

company. Never represent yourself as seeking information for a purpose 

other than your intended purpose. Telling a personnel director that 

3 



you are taking a survey about company attitudes toward hiring the 

handicapped may get you in the door, but when he or she learns that, 

in fact, you are seeking information on specific jobs within the 

company for a retarded worker, the possibility of a placement at that 

company would certainly be greatly diminished due to the 

misrepresentation. 

As mentioned earlier, information on potential clients can be 

gathered while this general screening process occurs. For example, 

the personal interviews, observations, and review of formal 

evaluations which are described in the next section can begin. 

Specific Employer Contact 

After a general screening of jobs in the community, the job 

trainer should begin contacting employers about specific job openings. 

A rule of thumb when searching for appropriate jobs is to first 

contact employers who have an existing job opening, such as those in 

the classified ads. If none of those contacts is fruitful, then begin 

contacting employers in the job areas you have identified in your 

screening (if food service is a big industry in your area, begin 

contacting restaurants and cafeterias, for example). At the same 

time, seek to increase your visibility in the community by making 

presentations about your program to civic and social organizations, as 

well as conducting marketing activities such as mailings and public 

service radio announcements. 

Telephone contact. The first step is to call a company and ask 

to speak to the appropriate person about a job opening. If you know 

that there is a job opening, gather some specifics about the job such 
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as job duties, education and skill requirements, hours, location, 

transportation needs, wages, and benefits. This preliminary 

information will allow you to screen the job as appropriate or not for 

a mentally retarded worker. If the job seems suitable, tell the 

employer briefly about your program and explain your interest in the 

available job. 

If the employer indicates an interest in your program, ask to set 

up an appointment to meet with the employer to explain more fully your 

training program and to analyze job requirements. The information 

from your contact with the employer, whether positive or negative, 

should be logged for future reference. A form such as the Employer 

Contact Sheet on pages 16-17 can be used to show initial and 

follow-up contacts with each employer. It is extremely important to 

keep a job bank of employer contacts because you will want to 

recontact many of them in the future (there is high turnover among 

restaurant managers, job duties change, positions are added, etc.). 

Initial visit to the employer. The next step is to visit the 

employer. At this time you should complete the Employer Interview 

Form found on page 18. The Sequence of Job Duties Form (page 19) 

should also be filled out so you will know what kind of routine will 

be followed and how much movement between work areas is required. 

Important points to be covered during the employer interview are as 

follows. First, describe the work capabilities of your clients who 

are mentally retarded and the advantages of employing such workers. 

This should include financial incentives such as the Targeted Jobs Tax 

Credit (TJTC) which is discussed on the following page. 
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