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An Introduction to the Use of this Manua

This manual has been developed for persons who are directly-
involved in the placement and training of citizens wth nmenta
retardation into community-based conpetitive 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
Commonweal th University through Project Enployability 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 rmnodel of training competitive enploynent to citizens who are
mentally retarded. It is sinply a procedural guide for professionals
who wish to inplenent this job training approach. Readers are
encouraged to refer to the resource guide in the back of this rmanua
for other sources of information.

Readers should also note that there are many approaches to
training citizens wth disabilities, as well as many enpl oynent
options other than conpetitive jobs. By conpetitive jobs we nean
regular jobs in the community that are typically filled by nondi sabl ed
citizens and which pay at |east minimmwage. Such jobs may or may
not offer benefits and can be full or part-tine positions. W often
refer to conpetitive enploynment for citizens with noderate and severe
retardation as "supported work" because clients who are placed into
regul ar jobs receive intensive training and continual staff support
for as long as necessary in order for them to maintain enploynent.
Supported work or enploynment can also refer to other types of paid
work which are not described in this manual such as sheltered

encl aves, nobile work crews, special industrial prograns, and other



creative approaches to inmproving paid job opportunities for the
hi storically unenpl oyed severely handi capped popul ati on.

A supported work approach to conpetitive enploynent involves
highly structured job placenment, individualized job site training
after placenment, and systenatic nmethods for assuring job retention.
This nodel is appropriate for |large nunbers of handi capped i ndividual s
in both school and comunity service progranms and has proven to be a
viable rehabilitation alternative for persons unable to gain entrance
to traditional school vocat i onal educati on or post - schoo
rehabilitation agency sponsored training progranms. |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 nodel possesses several key features that

di stinguish it fromother approaches to job placement. |In contrast to
less intensive job placenent approaches such as the "job club" or
sel ective pl acenent, the supported work nmodel relies on a

conpr ehensi ve approach to job placenent which actively deals with the
non-work related factors that often stand as barriers to enpl oyment,
e.g., parental concerns. Another key difference between a supported
wor k approach and ot her approaches is the extensive application of job

site training and advocacy procedures. This enphasis allows clients

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

skills required for imediate job success. This represents a

significant departure from traditional placenent approaches that
require the client to be "job ready" before placenent can occur and
alternative approaches that traina client to a specific |evel of

mastery within a training environnment prior to a final placenent.



Q her distinguishing features of the supported work nodel are its
commtnment to long term assessnent of client perfornmance and
delivery of job retention and followup services. In sharp contrast
to rehabilitation prograns that typically provide foll owup services
for several nmonths, «clients wthin the supported work nodel may
receive systematically planned job retention and followup services

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

nodel is perhaps wunique in its identification of a single "job
coordinator” or "job trainer" who is responsible for all facets of the
pl acement, training, advocacy, assessment, and follow up process.
Rat her 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
foll ow up process.

To date, we at Virginia Commonwealth University have used the
supported work nodel to place and train over 150 clients into
conpetitive jobs in the R chmnd and Virginia Beach, Virginia
nmetropolitan areas. The nmedian neasured intelligence quotients of
these clients is 47 with a majority being | abel ed nmoderately nentally
retarded. A significant nunber were denied entry into sheltered
wor kshops and were evaluated by service agencies and determined to be
"unenpl oyabl e". Mbst of the jobs that our clients are hol ding involve
food service and custodial work in hotels, hospitals, and restaurants.
W are aware, however, that the nmodel is appropriate for training
ot her jobs such as industrial positions, farm | abor, and

hi gh-technol ogy or computer related work. The types of jobs devel oped

wi Il depend on the community you live in and the functioning level of



your clients. A goal of everyone in the rehabilitation field should
be the devel opnent of diverse conpetitive job options for citizens
with noderate and severe handicaps. W also believe that citizens
wi th handicapping conditions nore severe than those of nost of our
clients previously placed in jobs can be successful in certain
conpetitive jobs when a supported work approach to training is used.
The RRTC and other research and training programs are just beginning
to develop the nethodology for training the nore severely disabled
worker within the framework of a supported work approach.

The process of inplementing a supported work approach to
conpetitive job training which is outlined in this manual will be
hel pful to special and vocational education teachers, rehabilitation
counsel ors, sheltered workshop and day activity center staff, and any
ot her professionals, parents, or volunteers who are involved directly
or indirectly in job training for citizens wth handicaps. Such
factors as the functioning level of the clients, staff conpetence and
rati o, type of community (rural versus urban), and nature of community
service provision wll determine some nodifications or expansion
wi t hi n each phase of the process. For exanple, 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 placenment, training, and follow up
wil | remain the sane regardless of the degree or nature of
handi cappi ng condition.

The chapters in this manual including job devel opnent, client

assessnent, job placenent, job site training, and followup represent
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the activities that a job trainer or job coordinator (terns used
synonynously) nmust be able to acconplish in order for his/her client
with severe handi capping conditions to get and hold a conpetitive job.
The chapter on staff and tinme managenment, the gl ossary of terns, and
the resource guide provide additional information for inplenenting the
supported work nodel. Furthermore, in order to help illustrate the
use of the many forns described throughout the manual, we have incl uded
conpleted forms at the end of each section containing information on
one of our clients whomwe will refer to as Tom A brief case history
of Tomis provided at the conclusion of this introduction. W have
not provided blank forns because we have found that nost job trainers
need to adapt forms to meet the needs of their individual training
prograns. W at the RRTC are continually updating the format or
changing the nunber of forns used in our job devel opment, placenent,
training, and followup activities. However, readers are welcone to
make copies of the forns provided in this manual or to contact us for
informati on regardi ng the use of such forns.

Finally, let us say that we believe that citizens with severe
handi caps do have the potential for enploynent and the right to earn a
decent wage. Supported work options and conpetitive enploynment, in
particular, offer the possibility of inmproving the quality of life of
a citizen with a severe disability through the earning of a
conmpetitive wage and the opportunity to be around people who are not
handi capped. Furthernore, our failure to include these citizens in the
regul ar | abor force has been a waste of valuable human resources. In
nost cases, the cost of training these individuals to work

conmpetitively and of providing followup is |ess expensive to society

Vi i



than the traditional nmeans of life-long public incone maintenance and
benefit assistance. W all gain when a citizen with a significant
handicap is enmployed. W sincerely hope that this manual will assist
in sone small way the many professionals in the human service fields,
busi ness persons, and famlies of citizens wth handicaps who are

commtted to this endeavor.
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Tom A Case Hstory

Tomis a 26 year old man who has been di agnosed
as having noderate nental retardation. Hs 1Q is
45. He attended a segregated school for students
in Trainable Mentally Retarded (TMR) and Miltiply
Handi capped (MH) classes until he was 21 years old.
During Toms high school years he worked in a
simul ated sheltered workshop located in the school
two hours each day, where he learned to do jobs such
as collating materials, assenbling telephone circuit

boards, and sorting nmaterials according to zip codes.

He al so worked in a greenhouse |ocated on the school
grounds. Tom never received a regular wage nor did he
receive any specific training related to potential
conpetitive jobs. Tom has good social skills and can
speak in sinple sentences. He understands sinple
three-step commands. Tom has average notor skills,
although he is sonetines a bit clumsy. He has no
nmaj or nedi cal probl ens.

After Tom graduated he sat at home for two years
with nothing to do. He lives with his elderly nother
who had not encouraged him to attend any sort of
post-school program Wen Tomwas 23, he was pl aced
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 followup services fromthe
RRTC staff. Hs j ob site training required
approximately six nonths, during which tine his job
trainer gradually decreased her time on the job from
eight hours a day for the first tw weeks to a one
hour visit each week during the sixth nonth after
pl acement. Tomhad to be taught to ride the city bus
to and fromwork. Now he is able to ride the bus to
a nearby mall where he can shop for food and persona
itens. Today he is earning above nini mumwage and has
an excellent retirement and nedi cal benefit package
He is very happy with his job and gets excellent
reviews fromhis supervisor and coworkers. H s nother
tells us that she can't inagine Tom sitting at home
in front of the television again, and nore
importantly, that she is proud that her son can help
support them




CHAPTER |

Job Devel oprent

Before a job placenment can be nade a job trainer nust do a nunber
of things to enhance job and client compatibility and set the stage
for job-site training. Although many of the prelimnary tasks are
done sinultaneously, we have divided the pre placenent activities into
two main categories for clarity. They are job devel opnent and
client assessnent. W wll address job devel opment first, but it is
inmportant to renenber that client assessment is usually al so done
whil e potential jobs are being |ocated.

The conponents of job devel opnent which are enconpassed in the
supported work model of conpetitive enployment include: comunity job
mar ket screening; specific enployer contact in the form of phone
calls, letters, and visits; and observations of the job site to
determine job requirements. Each of these conponents will be briefly
addressed in order of occurrence in the follow ng section.



Community Job Market Screening

The first activity that a job trainer nmust pursue involves
screening the community for potential jobs that are appropriate for an
individual who is nentally retarded. A general screening should
initially be conducted so that enployers can later be contacted about
specific job openings. (Qoviously, during the comunity screening
process a job trainer may come across an appropriate job opening wth
an enployer who is eager to hire and this, of course, should be
pursued. However, the intent of the initial screening is to determne
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 nonths in order to stay abreast of new
devel opnents in the job market. The follow ng guidelines are helpfu

in identifying jobs and enployers in the conmunity.

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

useful for logging information concerning job possibilities within
your community. Now that the comrunity screening process is conplete,
you are ready to contact enployers for specific job openings.

In sone cases (e.g., wth school age clients) you may be
interested in locating enployers who are wlling to allow you to use
their place of enploynent as a conpetitive work training site for
clients who are nmentally retarded. It is inportant that you conduct a
t horough community screening in order to make sure that the training
site(s) you choose reflect(s) what is available in the conmmunity.
(For exanple, you would not want to train your clients to hand-pack

bay leaves at a local spice conpany if that is the only job of its



Quidelines for Community Job Market Screening

Contact the local chanber of commerce for a listing
of the major conpanies in your area.

Check with the state enpl oyment conm ssion or job
service for current trends in job vacancies in your
ar ea.

Screen newspaper classified ads for an indication of H
j ob openings which are appropriate for persons who are
mental ly retarded

Find out from vocational rehabilitation counselors,
sheltered workshop staff, and the |ocal Association

for Retarded Citizens what jobs in your area have
commonly been available to citizens who are handi capped.

Go directly to local enployers to identify various types
of jobs. Ask about problens wth high enpl oyee turnover
in certain departnents or positions within a conpany.

Wite down all job requirenents such as experience or
educati on needed, driver's |license necessary, etc.

During this phase of job devel opnent focus on seeking
i nformati on about appropriate jobs in the conmunity.

You will later contact enployers for the specific
purpose of |ocating job openings.

Al ways be clear about who you are and why you are
interested in obtaining information from an enpl oyer or
or gani zati on.

kind in your area.) You will then contact appropriate enployers to
negotiate for the establishnent of a training site at their conpany.
In both cases - either conpetitive job placenent or conpetitive
work training - be clear and specific about your goals before
talking to a particular enployer or eliciting information from a
conpany. Never represent yourself as seeking information for a purpose

other than your intended purpose. Telling a personnel director that



you are taking a survey about conpany attitudes toward hiring the
handi capped may get you in the door, but when he or she |earns that,
in fact, you are seeking information on specific jobs wthin the
conpany for a retarded worker, the possibility of a placenment at that
conpany woul d certainly be greatly diminished due to t he
m srepresentation.

As mentioned earlier, information on potential clients can be
gathered while this general screening process occurs. For exanple,
the personal interviews, observations, and review of forma
evaluations which are described in the next section can begin

Speci fi c Enpl oyer Cont act

After a general screening of jobs in the comunity, the job
trai ner should begin contacting enpl oyers about specific job openings.
A rule of thumb when searching for appropriate jobs is to first
contact enployers who have an existing job opening, such as those in
the classified ads. |If none of those contacts is fruitful, then begin
contacting enployers 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 exanple). At the same
time, seek to increase your visibility in the community by making
presentati ons about your programto civic and social organizations, as
wel |l as conducting marketing activities such as mailings and public
service radi o announcenents.

Tel ephone contact. The first step is to call a conmpany and ask

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

that there is a job opening, gather sone specifics about the job such



as job duties, education and skill requirenments, hours, |ocation,
transportation needs, wages, and benefits. This prelimnary
information will allow you to screen the job as appropriate or not for
a nentally retarded worker. If the job seems suitable, tell the
enpl oyer briefly about your program and explain your interest in the
avail abl e j ob.

If the enployer indicates an interest in your program ask to set
up an appointnent to neet with the enployer to explain nore fully your
training program and to analyze job requirenents. The information
from your contact wth the enployer, whether positive or negative,
shoul d be logged for future reference. A form such as the Enpl oyer

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

followup contacts with each enployer. It is extremely inportant to
keep a job bank of enployer contacts because you wll want to
recontact many of themin the future (there is high turnover anong

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

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

enployer. At this time you should conplete the Enployer Interview

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

should also be filled out so you wll know what kind of routine wll
be followed and how much novement between work areas is required.
Inportant points to be covered during the enployer interview are as
follows. First, describe the work capabilities of your clients who
are mentally retarded and the advantages of enploying such workers.
This should include financial incentives such as the Targeted Jobs Tax

Credit (TJTC which is discussed on the foll owi ng page.






