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INTRODUCTION

Graduating from high school and entering the adult world should be an exciting time for students. However, students with disabilities face many challenges as they prepare to leave a public school system that was mandated by legislation to provide individualized services to an adult system that offers services based on eligibility.

Employment for students with disabilities must start with early planning to identify student work preferences and skills and to ensure that appropriate supports are provided. The goal of any high school or vocational program is to provide students with experiences in a variety of employment situations to attain an improved quality of life. Transition planning requires collaboration among the student and their family, school personnel and community agencies. Furthermore, school systems and community agencies must recognize that with positive expectations, appropriate supports and training, students with the most severe disabilities can live, work, and play in their community just like everyone else.

The term “transition services” means a coordinated set of activities for a child with a disability that: 

· Is designed to be within a results-oriented process, that is focused on improving the academic and functional achievement of the child with a disability to facilitate the child’s movement from school to post-school activities, including postsecondary education; vocational education; integrated employment (including supported employment); continuing and adult education; adult services; independent living or community participation; and [602(34)(A)] 

· Is based on the individual child’s needs, taking into account the child’s strengths, preferences and interests. [602(34)(B)] 

· Beginning not later than the first Individual Education Plan (IEP) to be in effect when the child turns 16 and then updated annually thereafter, the IEP must include: 

· Appropriate measurable postsecondary goals based upon age-appropriate transition assessments related to training, education, employment and independent living skills, where appropriate; 

· Transition services needed to assist the child in reaching those goals, including courses of study; and 

· Beginning not later than one year before the child reaches the age of majority under state law, a statement that the child has been informed of the child’s rights under this title, if any, that will transfer to the child on reaching the age of majority under Section 615(m). [614(d)(1)(A)VIII] 

Career planning is essential if students with disabilities are to be successful and live independently within their community with family and friends. 
One way school districts can meet transition needs and goals for students with disabilities, is through the Community Based Work Transition Program. The CBWTP provides transition services through instruction, community experiences, employment, and functional vocational evaluation. The Community Based Work Transition Program (CBWTP) is designed to provide a positive beginning in the world of work for special education students during their last two years of high school. It serves students having a range of abilities who need personalized support exploring potential careers, pursuing challenging work experiences, maintaining employment, and seeking job advancements in their communities. The CBWTP is a cooperative effort between participating local school districts, the Kentucky Department of Education (KDE), Office of Vocational Rehabilitation (OVR), and the Human Development Institute at the University of Kentucky (HDI). 
The CBWTP first began in 1984, through a Model Demonstration Grant from the Office of Special Education and Rehabilitative Services (OSERS), it was called, Project Respect. Project Respect provided training and technical assistance to eight rural Kentucky counties to help high school students with disabilities obtain and maintain employment. Based on the success of the project, Project Best replaced Project Respect. Project Best continued with the training and technical assistance and added one urban county school district. In 1987, OSERS approved and replaced Project Best to the Staff Project and continued with training and services to school districts across the state of Kentucky. In 1989, the Kentucky Department of Education and the Office of Vocational Rehabilitation provided the funding for the project and called it the Community Based Work Transition Program. 
The CBWTP is a fee-for-service reimbursement program. School districts that have been approved to participate in the program submit an annual program budget to the OVR and pay a local match of 25%. Ultimately OVR provides up to 75% of school district budgets for the CBWTP. The CBWTP works collaboratively with school districts and the OVR to provide individualized services such as exploration and training to students participating in the program. The CBWTP also provides the following core services: a) Exploration determines the students’ interests, preferences, strengths and nature of desirable job characteristics. b) Job Development seeks fitting jobs based on the findings of the exploration/evaluation, c) Job Analysis furthers understanding about the culture of the participating business so that suitable job responsibilities may be negotiated based on student interests, competencies, and contributions. Also during job analysis, the respective roles of employees and the CBWTP student employment coordinators are established regarding instruction and support for the student on the job, and d) Follow-up Services ensures successful employment after graduation. Provision of these types of personalized services can lead to reduced dropout rates, improved student attitude, and academic success. 

The CBWTP provides OVR counselors with valuable information to help students to transition smoothly and successfully after high school graduation. When school districts and OVR work collaboratively and correctly with the CBWTP, most students will exit school, with a job and the necessary supports in place. Some of the jobs students have consist of stocking shelves, providing child care, working with auto mechanics, factory workers, farmers, landscaping, business offices, florists/greenhouses and more. 

In addition to providing core services and information, the CBWTP personnel provide technical support to each school district and OVR counselor. The CBWTP personnel develop instructional materials and curriculum, provide and coordinate statewide CBWTP workshops, provide follow-up consultations and other support according to district needs, collect relevant project data, develop support plan for schools that do not meet their positive employment outcomes, conduct audits of school programs, and help with mediation when problems arise between interested parties.

For all students, the transition from high school to the adult world may be a complex process that requires planning and coordination to ensure positive outcomes. For students with disabilities, this process is individualized to build upon students’ interest, needs, and preferences. The CBWTP can assist with the transition process by identifying students’ unique abilities, providing on the job training and follow-up training, and identifying the necessary supports and/or adaptations to ensure a positive employment outcome. Our goal for all students participating in the CBWTP is that students will graduate from high school with “Positive Employment Outcomes”, (working in an integrated and competitive setting) with any needed accommodations or supports. With this goal, students should transition smoothly and successfully into the adult world.

Components of the CBWTP are as follows:

·  The CBWTP is a milestone/outcome based fee-for-service program.  School districts that have been approved to participate in the program submit an annual program budget to OVR and pay a local match of 25%.  Ultimately OVR provides up to 75% of school district budgets for the CBWTP. The amount ultimately received by school districts from OVR is based on actual services provided, outcomes achieved and billed to OVR monthly by employment coordinators during the student’s participation in the CBWTP.

· Students are determined to be eligible for OVR services based on the same criteria as all other consumers of this agency.  OVR Counselors, with a signed release of information provided by the student and or parent/guardian as appropriate, shall obtain all appropriate school records including medical, psychological, vocational, educational, recreational and other informational records relating to the student’s disability, impediments to employment and rehabilitation needs.  These records are provided by the local school district at no cost to OVR.  

· The student’s disability must constitute a need for specialized assessment, training, support, and follow-up services that only the CBWTP can provide (i.e., assessing student interests and competencies, -developing and negotiating personalized jobs, -facilitating sound instruction on the job, and -promoting the beginning of good careers for students prior to graduation).  The need for this service, rather than any  particular disability, forms the basis for participation.  It is possible that some students referred to OVR will not be eligible for the CBWTP, but may benefit from other services from the agency (such as vocational school, Carl D. Perkins Rehabilitation Center, college, career guidance and counseling, rehabilitation engineering, etc.)

· In the CBWTP, each school district employs a student employment coordinator who supports students in determining appropriate types of work, securing desired positions, learning the job, and maintaining employment.  The employment coordinator works closely with students and their families/guardians, teachers, OVR Counselors, adult service providers, and any other interested parties.

· The CBWTP is for special education students who are in their final two years of high school. The age of students is not a factor for participation in the CBWTP, but rather when they are expected to exit school.

· All potential CBWTP student participants are referred to the OVR Counselor by a designated school representative (i.e. Special Education Coordinator, teacher, transition coordinator).  The OVR Counselor determines student eligibility for services provided by OVR and the CBWTP. Students receiving services under IDEA will have an Individualized Education Program (IEP).  The Individualized Education Program (IEP) and other documents contained within the special education file will provide valuable information to the OVR Counselor in preparation for eligibility determination, severity of disability designation and the comprehensive assessment and vocational goal development process.  OVR Counselors will obtain and use these documents in the eligibility determination and vocational planning process
· Beginning in the student’s final 20 months of school the CBWTP assists students in determining the nature of ideal job characteristics (including ideal job tasks, co-workers, work environment, etc.) through exploration. The first part of a student’s exploration/evaluation should be the framing of vocationally relevant questions regarding a student’s life including the student’s interests, skills, history, etc.  Initial questions are answered by devoting time doing activities with students in typical areas of interest and skill, talking to people who know the students, and reviewing relevant records. Later on, targeted business exploration sites for job shadowing/evaluation are developed with a specific student in mind (for the purpose of answering specific evaluation questions that can best be answered within a place of business). In other words, how is it that this job for this student is the best way to get the needed evaluation information? 

· After the completion of the first year of exploration/evaluation, the goal of the CBWTP is to assist students in obtaining appropriate employment (based on what was learned in evaluation). The employment coordinator will work with employers and students to develop a job. Other key actions include coordinating student instruction and social integration seeking job advancements, and coordinating post-school employment supports — before students’ last day of school.

CBWTP QUICK FACTS

What is the Goal?

· Students will have meaningful jobs in competitive and integrated settings when they graduate – a starting place for a good career.
· Time (expectation of 8-10 hours per month per student) is spent with the student in order to learn about their interests, abilities, likes, dislikes, etc.
· Jobs need to reflect student individuality with an eye toward vocations and potential careers.
· Jobs must be in agreement with each student’s vocational strengths and interests as described in his or her transition plan, Individualized Education Plan (IEP), and Individualized Plan for Employment (IPE).
Who is eligible?

· The CBWTP is for special education students who are in their last two years of high school.
· It is for students, who because of a disability require a personalized vocational service in order to obtain and maintain employment.
· The student and his or her family have expressed a desire for the student to obtain employment, and be in the program.
· There is equal access for students with the most significant disabilities.
· Students must be determined eligible for Office of Vocational Rehabilitation (OVR) services by the OVR counselor.
· Eligible students cannot benefit from other school or vocational training programs.  (The CBWTP cannot replace other suitable vocational programs.)
How are students referred?

· The student’s Admissions and Release Committee (ARC) makes referrals for the CBWTP.
· Referrals should be made to OVR in the spring prior to the student’s final two years of high school.
· Each school district must have a designated individual to facilitate the referrals between the ARCs and OVR. (The student employment coordinator should not be responsible for coordinating the referral process.)
· This designated individual will refer students expected to be eligible for the CBWTP to the OVR counselor assigned to the school district.
Who does what with whom and when?

1. School administrator:

· Coordinates application to CBWTP.

· Hires student employment coordinator(s).

· Oversees CBWTP for quality and fiscal control.

2. Teachers:

· Coordinate the development of the Individual Education Plan (IEP) and transition plan.

· Implement the Individual Education Plan.

· Assist with completion of each student’s career assessment.

· Provide support and expertise to the student employment coordinator(s).

3. OVR Counselors:

· Determine student eligibility for the CBWTP.

· Develop an Individualized Plan for Employment (IPE) for all eligible students.

· Support and provide expertise to the student employment coordinator(s).

4. CBWTP personnel at the Human Development Institute (HDI) at the University of Kentucky:

· Develop instructional materials and curriculum.

· Provide or coordinate statewide CBWTP workshops.

· Provide follow-up consultations and other support according to district needs.

· Collect relevant project data.

· Program review
· Help with mediation when problems arise between interested parties.

· Develop and monitor Support Plans.

· Conduct program audits.

5. The student employment coordinators (hired by school districts):

· Coordinate student activities

· Exploration, evaluation, training, job placement and follow-up

· Exploration based on students strengths and interest

· Career Assessment – determine (with the student) the nature of ideal job characteristics (including ideal job tasks, co-workers, work environment, etc.), and identify types of businesses and employers that are consistent with the ideal.

· Training – coordinate student instruction on the job.
· Work with employers and students to develop and negotiate personalized jobs based on ideal job characteristics

· Job placement – assists in the attainment of employment!

· Follow-up – ascertains the student is satisfied with job; periodically check on stability of position.

· Maintain required documentation and submit for billing all activities and services monthly (by the 5th of each month!).

· Provide input to teachers on students’ performance.

· Actively seek advancements for the students.

6. The student and his or her family:

· Contribute ideas for designing the evaluation (what is known what kinds of information need to be learned, etc.)

· Participate in employment planning meetings including the development of the Individualized Plan for Employment (IPE).

· Provide feedback to student employment coordinator.
Who pays?

· Kentucky Office of Vocational Rehabilitation (OVR) provides funding for the CBWTP project at HDI.
· KDE provides additional funding for CBWTP trainings and technical assistance provided by HDI.
· OVR provides up to 75% of school district budgets for the CBWTP.
· School districts provide a 25% match up front based on their CBWTP budget.
· OVR reimburses schools for specific services provided by the CBWTP.

TRAINING AND TECHNICAL ASSISTANCE

Statewide workshops are funded by the Kentucky Department of Education and are designed to increase the competencies of participating school and vocational rehabilitation personnel.  Training content, requirements, and locations vary from year to year -- depending on program needs.  

Technical assistance is provided to new and experienced personnel regarding exploration/evaluation, job development, instruction, coworker supports, job accommodations, documentation, and any other issues related to the CBWTP. Supplemental trainings can be developed around specialized school district needs. CBWTP personnel are especially interested in furthering real world translation of the principles presented in the statewide workshops. 

Specialized training and technical assistance supports provided by the CBWTP are sponsored by a cooperative agreement between the Office of Vocational Rehabilitation, the Kentucky Department of Education, and the University of Kentucky.

For more information regarding CBWTP training, or technical assistance, contact Meada Hall at Meada.Hall@uky.edu  or Trina Hewlett Jenkins at thewlet@uky.edu.  You may also phone 1-800-333-9177 or 859-977-4050 (Meada Hall, ext 228, Trina Jenkins, ext 227, Stacy Henderson 270-999-2877). Workshop and registration information is also listed on the CBWTP web site (www.ihdi.uky.edu/cbwtp).
GETTING STARTED

CHECKLIST FOR INITIATING THE

COMMUNITY BASED WORK TRANSITION PROGRAM

A. 
ADMINISTRATIVE/SCHOOL ISSUES

1. 
Obtain administrative/board support for the CBWTP, and develop district policies and procedures for providing community-based instruction (if such policies are not already in place.)

2.
Complete CBWTP application.

3.
Identify mechanisms for awarding elective/core credits towards graduation via provision of school and community-based work transition instruction.

4.
Plan for student/staff transportation that is flexible for students’ needs while consistent with district/board policy.

5.
Contact local Office of Vocational Rehabilitation  regarding intent to apply and to discuss student determination of eligibility for services.

6.
Develop a plan for promoting the Community Based Work Transition Program within the school and the community at large.

B. 
ISSUES RELATED TO THE STUDENT EMPLOYMENT 
COORDINATOR

1. Coordinate with HDI to develop a job description for the student employment coordinator, outlining specific responsibilities.


2. Determine how the role of student employment coordinator will be filled by existing staff and/or by new staff.


3. Plan for training for the employment coordinator(s) with HDI.

C.
ISSUES RELATED TO STUDENTS 

Identify students who could benefit and/or who are potential candidates for the services provided by the CBWTP.
APPLICATION PROCESS

School districts interested in participating in the CBWTP must first submit an application to OVR. Applications are available through the CBWTP office, the Office of Vocational Rehabilitation or through the project web site (www.ihdi.uky.edu/cbwtp).

To be eligible for the CBWTP, schools must address the following issues on the application:


 • The number of students, types of student disabilities, and projected exit date.
 • Projected budget, along with wages, hours per day, and days per year of the  

   employment coordinator(s).
 • Prior district experience with community based instruction

 • District implementation of transition planning requirements

 • District community based instruction policies and procedures

Once an application and budget worksheet has been submitted and approved by the CBWTP Staff and OVR, the applicant will receive a contract from the Office of Vocational Rehabilitation’s central office.  The superintendent of the local school district must sign the contract.  Once the school district has obtained the necessary approval, the contract should be returned to OVR for signatures and approval.

After the contract is completed, the local school district will receive an invoice for its 25% match (matching funds cannot be federal dollars) payable to the Kentucky State Treasurer.

While finalizing the contract, schools should begin to gather the necessary information needed for referring students to OVR.  The OVR Counselor should not authorize any services until the contract is completed and the district match check is received by the OVR.  Please note that first year programs cannot begin billable service provision until after all contract signatures have been received and approved.

BUDGETARY ISSUES

PROGRAM FUNDING

The Community Based Work Transition Program is jointly funded by the Office of Vocational Rehabilitation, the Department of Education, and Local Education Authorities.  Funds provided by the OVR are used to pay local education authorities (school districts) for services provided to students through the program as well as for two thirds of the technical assistance provided through HDI at the University of Kentucky.  The Department of Education provides funds for CBWTP training opportunities and one third of the technical assistance provided through HDI at the University of Kentucky.   Local education authorities (school districts) fund the remaining costs not covered by OVR to implement the CBWTP.

PROGRAM COSTS
School districts participating in the CBWTP must submit a budget and provide a 25% match to the Office of Vocational Rehabilitation* (OVR) each year.  The match is based on program cost. Ultimately OVR provides up to 75% of school district budgets for the CBWTP.  OVR will reimburse school districts for actual services/outcomes achieved and billed to OVR by employment coordinators during students’ participation in the CBWTP.  Funds from OVR must be used for a student employment coordinator(s) and related expenses. These funds cannot be used to replace existing positions.
BILLING PROCESS

School districts are reimbursed by OVR for the student achieving services that have been agreed upon by the student, the school, and the OVR counselor.  All services to be billed must be specific to a particular student and must pertain to the student’s participation in the CBWTP.  

Once the student's eligibility has been established, the OVR counselor will issue an authorization (a form known as an EP-8) to the school district, authorizing the school to provide specific vocational services for the student.

The authorization (EP-8) lists the student’s name and social security number. The school district is listed as the vendor (or service provider).  The authorization (EP-8) states what specific service the school is authorized to work towards with the student.  New authorizations (EP-8s) are issued for each student as necessary.  The school district receives two copies of the authorization (EP-8), one is for their records and the other must be returned to the OVR counselor along with the billing invoice and required documentation.

Employment coordinators should submit invoices for services provided along with required documentation to their designated OVR Counselor for payment.  Pending OVR Counselor approval of documentation, school districts should receive reimbursement from the OVR central office three to four weeks after submitting their billing materials. 
 It is important to ensure that 
billings are submitted monthly
 so that bills can be processed as quickly as possible. 
Billings for Monthly Exploration/Evaluation Services and Monthly Training Services should be submitted to the local OVR counselor 
no later than the fifth day of the following month
(example:  for services provided in September, billings should be submitted no later than October 5).

CBWTP BUDGET WORKSHEET INSTRUCTIONS

Purpose:

The purpose of completing the CBWTP BUDGET WORKSHEET is to:

1) Determine the total school cost of program.  It includes the wages for your employment coordinator(s) as well as the costs related to employment coordinator fringe benefits, transportation, student insurance, office supplies and other (miscellaneous) expenses.

2) Determine the number of students in the program and the potential amount of reimbursable services. 

3) Determine the total budget for the program.  This includes the estimated services that can be provided to each student deemed eligible for the program.

4) Determine the amount of matching funds to be paid to OVR.  This figure represents the dollar amount that must be provided to OVR by your school district in order to participate in the CBWTP during the coming school year.  This amount will be 25% of the actual total budget for the school year based on the number of students and the services to be provided to each student.

Requirements:

In order to complete the CBWTP BUDGET WORKSHEET you will need the following:

1) Employment coordinator information for your school district:

a. Hourly wage

b. Number of hours per day the employment coordinator will be providing CBWTP services (i.e. if the employment coordinator works in another capacity at the school, how much of their time is spent each day doing work related to the CBWTP)

c. Number of days per year the employment coordinator is employed

2) Access to MUNIS Codes – federal or state

3) Transportation costs related to the CBWTP

4) Student insurance costs related to the CBWTP

5) Office supplies costs related to the CBWTP

6) Other costs related to the CBWTP

7) The number of students to be served in the CBWTP for the coming school year.  While it is often difficult to be exact with this figure, it is very important that the number be as close as possible to the actual number of students to be served as this number plays a critical part in the calculating of your budget.

Directions for Page 1 of Budget Worksheet:

(Please round all calculated totals to the nearest dollar.)
LINE 1:
Enter the dollar amount associated with the employment coordinator’s 

    
hourly wage, the number of hours per day the employment coordinator
    
will be providing CBWTP services, and the number of days per year the 
    
employment coordinator is employed.  Multiply these figures.  The total 
will yield your employment coordinator’s wages. (If employing 2 or more 
employment coordinators, please use the Multiple Employment 
Coordinator Worksheet to calculate a cumulative number for wages 
associated with all employment coordinators employed)

LINE 2:  
Enter the fringe percent (contingent on MUNIS Code – federal or 



state) and the employment coordinator wages obtained in LINE 1.  



The total will yield your employment coordinator fringe benefits.

LINE 3:  
Enter the dollar amount associated with Job Coach(es) transportation 


costs related to the CBWTP.
LINE 4:  
Enter the dollar amount associated with student insurance costs 



related to the CBWTP.

LINE 5:  
Enter the dollar amount associated with office supplies costs related to 


the CBWTP.

LINE 6:  
Enter the dollar amount associated with other costs related to the 



CBWTP. Other costs should not include any dollar amount previously 


included above.

LINE 7:  
Add the totals for LINES 1 through 6. The total will yield your actual 


program cost.

Office of Vocational Rehabilitation
Community Based Work Transition Program
Application Budget Worksheet, page 1 of 2 for:_______________________________________________
Valid from 7/1/10 to 6/30/11

Total School Cost of Program: (Please round all calculated totals to the nearest dollar)
Employment Coordinator Information (If employing 2 or more employment coordinators, please attach Multiple Employment Coordinator Worksheet and transfer Total from Line A to the Wages blank on Line 1 of this worksheet):

Total Number of Job Coaches: ___________________

(Maximum 12 students for each full time Job Coach)

LINE 1:
$     
X
     
X
     
=
$     
Hourly wage
X
Hours/Day
X
Days/Year
Wages

Employment Coordinator Fringe Benefits:

LINE 2:
     
X
$     
=
$                      


Fringe Percent*
X
   Line 1 Total (Wages)
  Fringe Benefits

*Contingent on MUNIS Code – federal or state.

LINE 3:  Transportation Costs
$     
LINE 4:  Student Insurance
$     
LINE 5:  Office Supplies
$     
LINE 6:  Other
$     
LINE 7:  Total of LINES 1 through 6
=
$     






  Total Actual School Program Cost 

Please note:

Per third party cooperative agreement regulations, schools cannot profit from program payments.  During year end evaluation surveys and audits, information will be gathered to show compliance with this requirement.

Directions for Page 2 of Budget Worksheet:

(Please round all calculated totals to the nearest dollar.)
LINE 1:
Enter the number of candidates who will be participating in their first year 


of the two year program.
LINE 2:  
Enter the number of students who have returned to participate in their 


second of the program.
LINE 3:  
Enter the number of exiting students who (for reasons beyond their 


control) will be participating in the program for ONE year only.
LINE 4:  
Next line, add above lines together.
LINE 5:  
Multiply by $2600 to determine the Total Budget for the year.
LINE 6:  
Multiply that total by 25% to determine the school’s estimated match 


funds.
Application Budget Worksheet, page 2 of 2
for:_________________________            Date Completed:______________ 

1. Estimated Number of First Year Students Participating in Two Year Program: ___________________

(Typically Juniors or those students exiting within two years)

Services May Include:

	Year One, First Year of Possible Two Year Program

	Initial Planning Meeting
	Up to 10 months of Vocational Exploration
	Career Assessment Report
	IPE Meeting & Report

	$50
	$1,500
	$900
	$150


2. Estimated Number of Second Year Students Participating in Two Year Program: _________________


(Students returning for final year, participated last year in program, graduating Seniors)

Services May Include:

	Year Two, Second Year of Possible Two Year Program

	Up to 10 months of Vocational Training
	Exit Interview Meeting & Report
	Job Placement Report
	Employment Follow-up

	$1,500
	$100
	$800
	$200


3. Estimated Number of Compressed Year Students Participating in One Year Program: ______________


(Students, transferring into district, medical reasons, or other valid reason, who could not participate in program’s first year, however can fully participate in their last & final year of high school)

Services May Include:

	Compressed Program, One year and out Program

	Initial Planning Meeting
	Up to 10 months combination  of Vocational Exploration and/or Vocational Training
	Compressed Career Assessment Report, reported on during IPE meeting 

(no IPE report)
	Compressed Job Placement Report, reported on during Exit Interview Meeting, (no Exit Meeting report)
	Employment Follow-up

	$50
	$1,500
	$450
	$400
	$200



Add Lines 1, 2, & 3 together for a total student count:
________________________


Multiply by $2,600 (TOTAL BUDGET for 2010-11) =
 ________________________


X 25% the TOTAL BUDGET (School Est. Match Funds):
________________________

The 25% of Total Budget amount will be the amount invoiced upon approval of application.

Application will be reviewed and processed within 30 days of receipt.  Invoices will be sent within 30 days of acceptance.  Any changes to the above information must be amended and approved by OVR.

OVR Office Use Only:

	Date Received:
	Date Reviewed:
	Approved by:
	Declined, reason:
	Invoice Letter Sent:


CBWTP MULTIPLE EMPLOYMENT COORDINATOR WORKSHEET

(Please round all calculated totals to the nearest dollar)

The purpose of this form is to calculate employment coordinator information when 2 or more employment coordinators are employed.  When used, this document should be attached to the CBWTP BUDGET WORKSHEET with the total from LINE A transferred to the Wages blank on LINE 1 of the CBWTP BUDGET WORKSHEET. 

Emp. Coordinator 1:
$     
X
     
X
     
=
$                 


  Hourly wage
X
Hours/Day
X
Days/Year
Wages

Emp. Coordinator 2:
$     
X
     
X
     
=
$                 


  Hourly wage
X
Hours/Day
X
Days/Year
Wages

Emp. Coordinator 3:
$     
X
     
X
     
=
$                 


  Hourly wage
X
Hours/Day
X
Days/Year
Wages

Emp. Coordinator 4:
$     
X
     
X
     
=
$                 


  Hourly wage
X
Hours/Day
X
Days/Year
Wages

Emp. Coordinator 5:
$     
X
     
X
     
=
$                 


  Hourly wage
X
Hours/Day
X
Days/Year
Wages

Emp. Coordinator 6:
$     
X
     
X
     
=
$                 


  Hourly wage
X
Hours/Day
X
Days/Year
Wages

Emp. Coordinator 7:
$     
X
     
X
     
=
$                 


  Hourly wage
X
Hours/Day
X
Days/Year
Wages

Emp. Coordinator 8:
$     
X
     
X
     
=
$                 


  Hourly wage
X
Hours/Day
X
Days/Year
Wages

Emp. Coordinator 9:
$     
X
     
X
     
=
$                 


  Hourly wage
X
Hours/Day
X
Days/Year
Wages

Emp. Coordinator 10:
$     
X
     
X
     
=
$                 


  Hourly wage
X
Hours/Day
X
Days/Year
Wages

LINE A:  Total of Wages for all Emp. Coordinators listed above = $                             

Please transfer LINE A to the Wages blank on LINE 1 of the CBWTP BUDGET WORKSHEET
BILLABLE SERVICES

(Billing statements and reports must be submitted to OVR by the 5th of each month)
What is billable? 

· Exploration/Evaluation
· Initial Planning Meeting:  A meeting to discuss what initial exploration/evaluation information is being requested by OVR and how it will be obtained.  Minimum attendance at this meeting includes the student, OVR Counselor, and employment coordinator. Invoices must be submitted to the OVR Counselor no later than the 5th day of the following month.
· Rate:  $50.00, one time billable service per student

· Monthly Exploration/evaluation Services:  Services provided by the employment coordinator on behalf of the students in order to specifically gather exploration/evaluation information requested by the OVR Counselor.  Invoices must be submitted to the OVR Counselor no later than the 5th day of the following month.

· Rate:  $150.00 monthly, 8-10 hours per student per month
· Career Assessment:  A comprehensive summary of vocationally relevant information obtained through the provision of monthly exploration/evaluation services. Must be completed at the end of the students’ first year.
· Rate:  $900.00, one time billable service per student

· IPE Planning Meeting:  A meeting to discuss the findings of the Career Assessment as well as to allow the OVR Counselor to develop the Individualized Plan for Employment (IPE).  Minimum attendance at this meeting includes the student, OVR Counselor, and employment coordinator.
· Rate:  $150.00, one time billable service per student

· Training
· Training Services:  Services provided by the employment coordinator on behalf of the student in order for the student to obtain the employment goal as documented on the IPE.  Monthly Training Reports and Invoices must be submitted to the OVR Counselor no later than the 5th day of the following month.

· Rate:  $150.00 monthly 

· Job Placement:  Post school paid employment in the vocational goal as described on the Individualized Plan for Employment (IPE). Billable after the student has exited school.

· Rate:  $800.00, one time billable service per student

· Exit Interview:  A meeting to review such data as contact information and the IPE goal as well as to ensure that referrals/contacts with adult service providers have been initiated.  Minimum attendance at this meeting includes the student, OVR Counselor, and employment coordinator.
· Rate:  $100.00, one time billable service per student

· Employment Follow-Up:  Sixty days of post school paid employment in the planned vocational goal.  Sixty days of post school employment must occur and be invoiced by the school prior to August 1st (of students exiting year) in order for reimbursement to occur. 

· Rate:  $200.00, one time billable service per student

If you are not sure whether or not a service is billable, contact either your OVR Counselor or the Project Director of the CBWTP.

Billing Statement (due within 5 business days of month ending)
	To:
	OVR Counselor: ________________
	From:
	Employment Coordinator: _________________

	School:
	
	Date:
	

	Re: 
	Student: 
	
	


	Service provided and billing for this month: 

(Check one only)
	Summary of Completed Services

Check all that apply

	
	First Year Services
	
	

	 FORMCHECKBOX 
 Remit $ 50
	Initial Planning Meeting Report
	 FORMCHECKBOX 


	
	Meeting Note must be attached
	Date of Meeting: _____________
	

	
	
	
	

	 FORMCHECKBOX 
 Remit $150
	Monthly Exploration Report
	 FORMCHECKBOX 


	
	Monthly reports must be attached
	

	
	For the Month of:__________,  # of months remaining:_______.
	

	
	
	
	

	 FORMCHECKBOX 
 Remit $900
	Career Assessment Report
	 FORMCHECKBOX 


	
	Report must be attached & approved
	Date of Report: _____________
	

	
	
	
	

	 FORMCHECKBOX 
 Remit $150
	IPE – Plan Meeting Report
	 FORMCHECKBOX 


	
	Note must be attached, Assessment presented at meeting
	Date of Meeting: _____________
	

	
	
	
	

	
	Second Year Services
	
	

	 FORMCHECKBOX 
 Remit $150
	Monthly Training Services Report
	 FORMCHECKBOX 


	
	Monthly reports must be attached

For the Month of:__________,  # of months remaining:_______.
	

	
	
	

	
	
	
	

	 FORMCHECKBOX 
 Remit $100
	Exit Interview Meeting & Report
	 FORMCHECKBOX 


	
	Report must be attached & meeting attended
	Date of Meeting:

_____________
	

	
	
	
	

	 FORMCHECKBOX 
 Remit $800
	Job Placement Report
	
	 FORMCHECKBOX 


	
	Report must be attached 
	Date Submitted:

_____________
	

	
	
	
	

	 FORMCHECKBOX 
 Remit $200
	Employment Follow-up Report
	 FORMCHECKBOX 


	
	Report must be attached & must certify the consumer’s employment status is stable
	60 days beyond Job Placement date above
	

	
	
	
	

	 $
	STATEMENT TOTAL
	


Expected Practice is 1-2 individual visits per week with consumer.

As of the date below:  I maintain that all reports are accurate, consumer is making progress & activities are vocationally relevant, efficient & timely in nature.
	
	

	Employment Coordinator
	Date

	
	

	EC’s Immediate Supervisor/Contact Person
	Date


Compressed Year Billing Statement 

(due within 5 business days of month ending)
	To:
	OVR Counselor: ________________
	From:
	Employment Coordinator: _________________

	School:
	
	Date:
	

	Re: 
	Student: 
	
	


	Service provided and billing for this month: 

(Check one only)
	Summary of Completed Services

Check all that apply

	
	First Year Services
	
	

	 FORMCHECKBOX 
 Remit $ 50
	Initial Planning Meeting Report
	 FORMCHECKBOX 


	
	Meeting Note must be attached
	Date of Meeting: _____________
	

	
	
	
	

	 FORMCHECKBOX 
 Remit $150
	Monthly Exploration Report*
	 FORMCHECKBOX 


	
	Monthly reports must be attached
	

	
	For the Month of:__________,  # of months remaining:_______.
	

	
	
	
	

	 FORMCHECKBOX 
 Remit $450
	Compressed Career Assessment Report
	 FORMCHECKBOX 


	
	Report must be attached & approved
	Date of Report: _____________
	

	
	
	
	

	 FORMCHECKBOX 
 Remit $150
	Monthly Training Services Report*
	 FORMCHECKBOX 


	
	Monthly reports must be attached

For the Month of:__________,  # of months remaining:_______.
	

	
	
	

	
	
	
	

	 FORMCHECKBOX 
 Remit $400
	Compressed Job Placement Report
	
	 FORMCHECKBOX 


	
	Report must be attached 
	Date Submitted:

_____________
	

	
	
	
	

	 FORMCHECKBOX 
 Remit $200
	Employment Follow-up Report
	 FORMCHECKBOX 


	
	Report must be attached & must certify the consumer’s employment status is stable
	60 days beyond Job Placement date above
	

	
	
	
	

	 $
	STATEMENT TOTAL
	


*Monthly Exploration and Monthly Training Reports must not exceed 10 months total combined.

Services not available for payment using the Compressed Year model:  No IPE report or Exit Meeting report

Expected Practice is 1-2 individual visits per week with consumer.
As of the date below:  I maintain that all reports are accurate, consumer is making progress & activities are vocationally relevant, efficient & timely in nature.
	
	

	Employment Coordinator
	Date

	
	

	EC’s Immediate Supervisor/Contact Person
	Date


PERFORMANCE EXPECTATIONS

Individual school Community Based Work Transition Programs are expected to meet yearly performance expectations.  Performance expectations are based on participating students who maintain stable and satisfactory, competitive employment in the chosen vocational goal (as documented on the Individual Plan for Employment (IEP)) for 60 days after exiting school.   

Individual programs will be notified of their yearly performance expectation target number prior to the end of October each school year.  Yearly performance target numbers are based on 50% of participating students exiting who are expected to achieve employment as stated above.  Performance expectation information will be measured by paid invoices for the Employment Follow-Up payment, which must occur on or prior to August 1st of the year the student exits school.

Individual programs that fail to meet their yearly performance expectation target number will be required to complete and implement a Support Plan prior to continued participation in the CBWTP.  Support Plans are designed to assist individual programs in identifying areas of need, methods for improvement, and timetables to address their needs.  HDI will actively partner with programs required to develop and implement a Support Plan to assist them with their needs.

Individual programs under a Support Plan who fail to demonstrate improvement within the timetables identified on their plan will be required to meet with OVR in order to discuss the length of time their program will be suspended from participation in the CBWTP.

Student Employment Coordinators

A qualified, well-trained Student Employment Coordinator is crucial to the success of a Community Based Work Transition Program.  It is a challenging position requiring diverse skills. Employment Coordinators should be self-motivated, flexible and resourceful people, and possess high expectations for the inclusion of students with disabilities within the community workforce. The job also requires strong verbal and written communication skills, knowledge of the business community, the ability to provide and facilitate instruction, and willingness to adapt to various work environments. 
Student Employment Coordinators work collaboratively with teachers on the following:

Exploration/evaluation:

1. Exploration/evaluation – a) Developing a personalized exploration/evaluation; by developing a exploration plan for the student based on his/her stated areas of interests. Ask students for permission to learn about their lives – likes and dislikes, areas of success and failure; c) Devote time to know students within a variety of typical life settings and activities; d) Request permission to talk with key people, and review relevant records; and e) Strive to identify possibilities previously unconsidered.

2. Career Assessment – a) Write a detailed summary of what was learned during exploration/evaluation phase; b) Define ideal job characteristics — what’s the nature of the tasks, co-workers, and environment, etc.

Training:

1. Job Development (Job Analysis if needed) – a) Seek and negotiate paid employment consistent with the desired characteristics. b) Network to find additional fitting job possibilities. 

2. Instruction - Determine the best means for a student to learn the job. While continuing to provide support for the student including assessment (information to be gained by student’s performance on the job), training (direct training for student or consultation with people who typically provide training).

3. Advancements – Be observant and optimistic. Always seek more and better.

When hiring an employment coordinator, consideration must be given to his or her work schedule.  Employment coordinators may work regular school hours.  However, jobs often occur after school, in the evening, and on weekends. It is imperative that students receive the necessary level of support while they are still enrolled in school, necessitating that the employment coordinator has the ability to work flexible hours.

If the employment coordinator will be transporting students in his or her car, it is necessary to ensure that the employment coordinator has adequate insurance. If a school bus is to be used for transporting students, the employment coordinator may have to obtain a Commercial Drivers License (CDL).

The following are things that student employment coordinators need from the school district:

· information and training about the many aspects of the job

· clear and manageable job descriptions – a need to have focus on CBWTP responsibilities if fulfilling additional responsibilities

· strong and productive relationships

· work space and equipment, MUST have a computer and access to the internet
· pay that is equitable with scope of job

· professional development opportunities

· Access to students’ record and school database

· Area to work privately with students if needed to discuss confidential information-hygiene, work performance, etc.

Sample Job Description for a CBWTP 

Student Employment Coordinator
The Student Employment Coordinator is an employee of the ______ County School System and works under the direct supervision of  ____________ (may be a teacher, Special Education Director, other school personnel). Candidates should be flexible and resourceful people, and possess high expectations for the inclusion of students with disabilities within the community workforce. The job also requires strong verbal and written communication skills, knowledge of the business community, and the ability to adapt to various work environments. Education, business, or training background is preferred. The Student Employment Coordinator must attend all required meetings and trainings.

Duties and Responsibilities:

1. Works with students, family members, classroom teachers, and others to identify potential career interests and various job possibilities available in the community.

2. Coordinates student Career Assessment to identify student competencies, interests, relevant vocations (including kinds of work previously unconsidered) and learning about the impact of students’ disabilities and related support needs. 

3. Completes written Career Assessment, and assists with development of students’ IPEs (Individualized Plan for Employment – through OVR) and students’ IEP (Individual Education Plan with teacher)..

4. Works with employers and students to develop personalized jobs.

5. Provides consultations for business personnel related to specific instruction and support needs of individual students -- promoting instruction by those who typically provide training, and supplementing employer training as needed.

6. Provides follow-up services to promote job stability and advancements and continuing success of students.

7. Maintains necessary records for the local school system and the Office of Vocational Rehabilitation.  Keeps current and complete information regarding each student. Bill timely for appropriate services.
8. Completes year-end program data report.

9. Provides transportation according to district's community based instruction policies and procedures
10. Works collaboratively with OVR and KDE to create a unique program to address each student’s expressed strengths and interests.

Possible Interview Questions for CBWTP Student Employment Coordinators
These sample questions are in no particular sequence, and some may be applicable while others are not. Questions relate either to desired job related qualities (personal connections, flexibility, organizational skills, high expectations, imagination…) or attitudes about people with disabilities. (Should people with disabilities be a part of, or apart from society?) Also, this is not an all-inclusive list. There may be many other questions to be asked — some of them district specific. 

· Did you attend school with students who had disabilities? If so, then what did you notice about their education?  What kinds of contact did you have with students with disabilities, or what did you see the students doing? Based on your observations, what do you think was good, and what could have been better?  Or if you did not go to school with students with disabilities, then why do you think this was so?

· This job promotes work experiences and jobs for students with disabilities.  Why do you think work would be important for someone who has a disability?  What about work for students who (due to their disabilities) don’t talk, or walk, or use their arms? Or what about students who have severe cognitive impairments or unusual behaviors — is work important for these students too?

· What kinds of jobs do you think students with disabilities could do? 

· Have you had any experiences with vocational programs for students with disabilities (e.g., supported employment, sheltered workshops, day activity centers…)? 

· What are some ways you are connected within the community (organizations, church, committees, boards…)?

· Are you comfortable approaching people you do not know?

· What experience do you have with professional writing (e.g., keeping documentation, writing business letters, writing reports…)?

· Can you think of any job experiences you’ve had that would be helpful in preparing you to do this job?

· How flexible is your time (e.g., working weekends, after school hours, evenings, summer…)?

· Why do you think you would be good at this kind of work?

· What aspect of this job do you think would be most difficult?

· What questions do you have about the job?

SCHEDULING

Scheduling represents an important and sometimes challenging aspect of the CBWTP.  Initially, during exploration/evaluation1, time with the student is more flexible than later on when students are working in area businesses2. Scheduling must begin with students’ Individual Learning Plan in the middle school to project course offerings according to students’ career interests and to schedule the necessary time for students to work in the community during school hours.
1.
Initially during exploration/evaluation, time is devoted to framing vocationally relevant questions regarding a student’s life including his interests, skills, and history. The next step is the answering of these questions and the assessment of particular areas of student interest or skill. Time is spent with the student (8-10 hours per student per month) in various settings implementing vocational activities. Time is structured with the student within his or her typical routines, talking with trusted others, and reviewing relevant records.  
2. Students may work during the exploration/evaluation phase in targeted business sites (developed for the purpose of framing and answering specific exploration/evaluation questions that can only be learned within a place of business).
A student employment coordinator must balance his or her schedule, as well as the schedules of students and employers.  There are two primary considerations for scheduling work.  First, the students’ schedules must be constructed to allow the right level of intensity and a suitable amount of time to practice and learn the jobs.  Second, the employment coordinator must be able to coordinate the schedules of participating students within the confines of a school week, and related course requirements.

STUDENTS’ SCHEDULES
Some students who participate in the CBWTP are earning diplomas and others will receive certificates of attainment. There are numerous scheduling approaches to take when working with students who will earn a diploma.  It’s important that referrals and scheduling take place in a timely fashion, typically in the students’ spring semester of their sophomore year. 

A less formal and less frequent manner of scheduling blocks of time for the student is to arrange any available free periods of time.  This might include study hall, resource room, or time at the beginning or end of the day. 

Most importantly, planning early is an essential part of scheduling. During the eighth grade year, students are required to develop an Individual Learning Plan (ILP, formerly the Individual Graduation Plan). For each student with a disability, the IEP must include,  a statement of the transition service needs of the student under the applicable components of the students’ IEP that focuses on the students’ courses of study (such as participation in advanced placement course or a vocational education program). Transition planning for students beginning at age 14 and sometimes younger, involves helping the student plan his/her courses of study so that the classes the student takes will lead to his/her post school goals. At age 16, the student’s desired post-school outcomes/services must be identified.  By planning early, you can schedule time in the students’ courses of study for work experience.

TRANSPORTATION

School districts need to determine how they will transport students for relevant CBWTP functions.  There are four primary methods of transporting students, with a variety of options within each.  Any method chosen must comply with local board policy regarding transporting of students.  Please check with the pertinent local officials in your community to determine transportation options. The typical ways are listed below.

STUDENT EMPLOYMENT COORDINATOR'S PERSONAL VEHICLE
If an employment coordinator’s personal vehicle is to be used, it is necessary that one of two actions be taken.

1. The employment coordinator’s personal auto insurance must be established for business use, with the understanding that the employment coordinator will be transporting students using his or her vehicle for work purposes.  The difference between the employment coordinator’s initial insurance and insurance needed to transport students during working hours, should be considered an operating expense when budgeting for the CBWTP.  The employment coordinator, when using his or her vehicle, should be covered for the maximum passenger injury/liability coverage.

2. The employment coordinator is covered by the school's fleet insurance when using his or her car as part of the CBWTP.  Any additional insurance premium is covered as an operating expense by the CBWTP.  Again, it is strongly recommended that the vehicle and driver be covered for the maximum passenger injury/liability coverage.  If an accident occurred, and the employment coordinator was responsible, then his or her personal auto insurance usually is responsible for the primary coverage.  It is important to check this out with the participating insurance companies before transporting students and to develop a contract between the employment coordinator and the school for use of his or her car as a fleet vehicle.

Using a personal vehicle is a typical, cost-effective, and non-stigmatizing form of transportation for students in the CBWTP.  

BOARD-OWNED CAR/VEHICLE

The employment coordinator may use a board-owned car or fleet vehicle for transporting students.  Any additional insurance premium is covered as an operating expense by the CBWTP.  This is also a convenient, cost effective, and non-stigmatizing manner of transporting students. 

SCHOOL BUS
School districts that use a bus to transport students typically do so in one of two ways.

1. The CBWTP contracts with the school's transportation department to have a driver assigned to the program.  The bus driver drives the students and employment coordinator.

2. The employment coordinator has or obtains a Commercial Driver's License (CDL) and transports the students on a bus.

The use of a school bus to transport students participating in the CBWTP is one of the least desirable options in terms of high expense, inconvenience, and risk of stigmatizing students. However if it is the school district’s “ONLY OPTION”, then there are resources to help with the cost of transporting students on the school bus.

PUBLIC TRANSPORTATION/WALKING  

In communities where there is public transportation available or where students can walk to job sites, this is a convenient option.

LIABILITY

Personnel participating in the CBWTP need to be aware of two liability issues when students are working and receiving training in the community.  The first is the possibility of the student getting hurt and the second is that of property or personal damage.

If a student is an employee of the business, he or she is covered by the employer's worker's compensation. (The student employment coordinator is covered by the school's worker's compensation policy.)  If a student is working and not being paid, it is essential that the student have some form of health/accident insurance.  This may be private insurance through his or her family, a medical card (Medicaid or Medicare), or school insurance.  It is important to ensure that if a student is hurt while working, that he or she will have health coverage. 

If a student or an employment coordinator is involved in some form of property damage or personal injury to someone else while working, the school district's general liability policy should cover this situation.  It is crucial that students’ participation in the CBWTP be properly documented on their IEPs so that students’ work within community businesses is clearly included as part of their educational program.  It is important to check with your local school district to determine your local policy on these liability issues.

ELIGIBILITY AND REFERRAL PROCESS

It is the responsibility of each student's Admissions and Release Committee to determine the most appropriate level of vocational programming.  It is best to have a designated individual within each school or school district to facilitate the referrals between the ARCs and OVR.  This person is usually the Special Education Coordinator/Facilitator, a vocational coordinator or a teacher.  He or she will refer students expected to be eligible for the CBWTP to the OVR counselor assigned to the school district.  The school district, with approval from students and their parents or guardians, should provide the appropriate student records to the OVR counselor in order to facilitate eligibility determinations.  The student employment coordinator should not be responsible for coordinating the referrals.
Referral 
OVR will need documentation that demonstrates the student's need for OVR services. Specific informational needs will vary from student to student.  For the majority of students served in the CBWTP, the most recent psychological assessment is a primary component of eligibility determination.  Depending on the student's medical condition, recent medical records may be needed as well.  The school should send all psychological and medical information, as well as a copy of the student's IEP/transition plan, with the referral. It is important to obtain written permission from students and/or parents prior to releasing any information about them. If any further testing information is needed to determine eligibility OVR may arrange to purchase the services.

The OVR Counselor will schedule an initial intake interview with students soon after receipt of their records from the school.  At this meeting, students will be informed of OVR's policies and procedures and will be asked to sign an application for OVR services stating their willingness to participate.  The OVR Counselor will make a determination, based on available information (determining if the student is eligible for vocational rehabilitation services and if the CBWTP is the most appropriate program for the student) within 60 days of completing the intake interview.  If the school records do not provide enough information for the counselor to make an eligibility determination, the counselor may order (and purchase) additional tests.  

Eligibility
The CBWTP is designed to serve students with significant disabilities, who, traditionally have not been served, or have been under-served by OVR. This population includes, but is not limited to, persons with moderate and severe mental retardation, persons with severe emotional disorders, persons with severe long‑term mental illness, and persons with severe multiple disabilities.  Students participating in this program must require specialized training, support, and follow‑up that only the CBWTP can provide (i.e. systematic, individualized community based vocational evaluation, job placement, on-the-job training, and follow-up services.)  The need for this service, rather than a particular diagnosis, forms the basis for eligibility to participate in the CBWTP.  The counselor must document the specific functional limitations that support the need for the CBWTP as opposed to other services from OVR such as training programs offered at the Carl D. Perkins Vocational Training Center (CDPVTC), vocational school, or college.  If there is another program in the school that is more appropriate for the student or if the student plans to attend a post-secondary training program or the military, then the student CANNOT participate in the CBWTP.  There are instances when this cannot be determined prior to beginning the evaluation phase of the CBWTP.  In the event that the student is determined not to be appropriate for the CBWTP for any reason, then participation in the program should cease and alternate plans developed for the transition of the student.
In order to be considered for the CBWTP students must be within two years of exiting the school system. The Admissions and Release Committee (ARC) is responsible for determining if a student should be referred for consideration of services through the CBWTP.  Each of these students will have an Individualized Education Program (IEP), which will identify OVR as an interagency linkage and the CBWTP as a needed transition service.  A designated school representative (i.e., Special Education Coordinator, teacher) refers students felt to be appropriate for the program to the OVR Counselor.  Ideally, referrals should be made to the OVR Counselor in the months leading up to the student’s final two years of high school.  The OVR Counselor determines eligibility for services provided by OVR and the CBWTP, with input from school personnel and family. Once it has been determined that the student is eligible for the CBWTP, the counselor will issue an authorization to the local school district to provide services to the student during their final two years of high school.

When determining eligibility for the CBWTP, the following factors need to be considered:

· The CBWTP is for special education students who are in their final two years of high school.

· Students must be determined eligible for OVR services and have an open case with OVR prior to implementing the program..

· Students must require a community-based vocational service in order to obtain and maintain employment.

· The student and family have expressed a desire for the student to get a job, and be in the program.

· There is equal access for students with the most significant disabilities. (“Most significant disabilities” is non-categorical.)

· The student cannot benefit from other vocational programs offered by the school district or vocational rehabilitation. (i.e., the CBWTP cannot supplant other suitable vocational training programs.) Examples of students who should not be referred to the CBWTP include:(a) students planning on attending a vocational training program at the Carl Perkins Vocational Training Center, (b) students planning on completing a course of study at a community college, college, or other forms of postsecondary education/training, and (c) students entering the military.
Summary of Referral Process
1.    ARC determines potential candidate and has parent/guardian sign release of

       information form
2.   Teacher collects needed records
3. Teacher refers to OVR the potential candidate and their records

4. OVR meets with student and family to discuss OVR programs

5. OVR determines eligibility for OVR services

6. OVR determines if student/consumer is a qualifies candidate for the CBWTP 

7. OVR notifies school of determination

8. Student Employment Coordinator sets up meeting with the student, family (if possible), and OVR counselor to develop the Initial Planning Meeting Report. This meeting must occur after July 1 of the new school year.
Consent for Referral

 and

 Permission for Release of Information 

TO:  THE OFFICE OF VOCATIONAL REHABILITATION
Student's Name: ________________________________
 Date of Birth: ____________

Social Security Number: _______________ School:  ____________________________

I understand that my child is being considered for services from the Office of Vocational Rehabilitation as part of his/her Transition plan.  It is with my knowledge and consent that he/she may be referred to this program.

It is also with my knowledge and consent that the following records may be released by the school to the Office of Vocational Rehabilitation for the expressed purpose of determining eligibility and planning necessary services:    

______________________________________________________________________

______________________________________________________________________

I understand that this information shall be held confidential and shall be used only in the administration of his/her vocational rehabilitation program.

Since my child is currently under the age of 18 and/or still under my guardianship, I would like to apply for services from the Office of Vocational Rehabilitation on his/her behalf.  I understand that the intent of this program is employment and that all services provided by the Office of Vocational Rehabilitation will relate directly to the attainment of a specific vocational goal.

____________________________________


________________

Parent/Guardian Signature





Date

INSTRUCTIONS FOR SCHOOL STAFF:

***The original of this form must be returned to the OVR counselor before the application and eligibility process can proceed.  Upon receipt, the counselor will schedule a meeting with the student to complete additional paperwork. Please forward this form along with a copy of the records identified above to:

Counselor's name

KY Office of Vocational Rehabilitation

 Address

Phone number
SERVICE PROVISION

EXPLORATION/EVALUATION
OVR Counselors rely on assessment results to determine what services and what method of service delivery will be most appropriate for a student. With the Community Based Work Transition Program, OVR contracts with a school district to provide a community based vocational exploration/evaluation.

Individual student exploration/evaluation results will be different for each student. Time is devoted with students around specific exploration/evaluation questions. What do you need to learn? How are you going to get the information? (Initial Planning Meeting). 

The employment coordinator devotes time (the student’s final 20 months of high school) getting to know the student well, and working with them to assess employment that is a good fit (e.g., a fit for interests, skills, abilities, work conditions, etc).
Initial Planning Meeting
The first part of a student’s exploration/evaluation should be meeting with the student and their parents to explain the CBWTP and to begin identifying the student’s interests, skills, history, etc.  (Exploration will begin during the Initial Planning Meeting).  This is an opportunity for the student, the OVR Counselor, the employment coordinator and other interested parties to begin discussion of what vocationally relevant questions need to be answered early in the evaluation process.   Initial questions are answered by devoting time with the students in typical areas of interest and skill, talking to people who know the student well, and reviewing relevant records. Later on, time with the student should be structured to discover new information involving novel activities --including the development of targeted business evaluation/job shadowing sites. These sites are developed with a specific student in mind — for the purpose of answering specific evaluation questions that can best be answered within a place of business.  The Initial Planning Meeting Note completed by the employment coordinator and submitted to the OVR Counselor provides an overview of relevant information from the Initial Planning Meeting.  Typically, the Initial Planning Meeting will occur within the first month of the student’s final two years of high school.
Monthly Evaluation/Exploration Services
After the Initial Planning Meeting, the student will begin receiving Monthly Evaluation/Exploration Services from the employment coordinator.  At this time the employment coordinator will dedicate time to answering questions posed during the Initial Planning Meeting.  This is a continuous process of information gathering for the student and employment coordinator.  It is not uncommon for answers during Monthly Evaluation/Exploration Services to lead to more questions that will need to be addressed.  It is important to remember that the information needs identified during the Initial Planning Meeting should not limit the exploration and collection of additional evaluation information.  Monthly Evaluation/Exploration Services Reports capture the activities utilized as well as vocationally relevant information collected by the employment coordinator.  These reports are completed by the employment coordinator and submitted to the OVR Counselor.

Targeted Business Evaluation/ Job Shadowing sites are a mandatory and useful means of obtaining information in conjunction with interviews and other observation opportunities.  It is recommended that students be evaluated in at many different job clusters (such as manufacturing, agricultural, clerical, retail, food service, maintenance, etc.) during the evaluation/exploration stage.  These clusters will be partly determined by the student’s interests, the local economy, and the types of jobs available in the community. All evaluation/job shadowing sites must be fully integrated places of employment in the community.  The CBWTP is designed with the intended outcome of integrated, competitive employment (which may include supported employment), therefore evaluation and training should not occur in a sheltered or institutional setting.  School settings should not be used as evaluation/job shadowing sites.  In an instance where a student desires employment in a school setting and an opportunity for the student to become employed in such a setting exist, an exception request may be made in writing to the OVR Counselor working with the program.

Each student is allocated a maximum of 10 billable months of Monthly Evaluation/Exploration Services.  The employment coordinator is encouraged to fully use the entire 10 months to assist the student in creating an individualized career path based on their interests and strengths.  
Career Assessment Report
Throughout the evaluation/exploration phase, the employment coordinator must keep accurate notes on the student’s progress.  These notes will form the basis of the career assessment report. At such time that the employment coordinator has sufficient information to do so, a career assessment report is written. The report needs to include the following key components: 

1. identification information

2. current activities, life situation and important history

a. student’s goals (work and life)

b. significant situations or life events

c. important people in the student’s life and their role in the student’s success

d. medical conditions (including medications and their effects)

e. significant concerns to be addressed (communication methods, technology needs, behavior strategies, etc)

f. comparable benefits (SSI, Medicaid, etc.)

3. transportation

a. options

b. geographical boundary considerations

4. academic skills

a. academic skill levels (math, time, money, reading, etc.) as they relate to employment

b. graduation status (diploma, certificate, etc.)

5. interests, skills, abilities

a. description of interests, skills, abilities

b. abilities that potential employers will view as assets

c. tasks that the student can perform successfully, job skills, etc.

6. work behavior, work skills observations, work environment

a. description of ideal work setting (e.g., inside, outside, noisy, quiet, organized, unorganized, large, small, etc.)

b. description of ideal co-workers (e.g., continuity of people, high turnover, lots of co-workers, few co-workers.)

c. desired work schedule

d. learning style (visual, hands-on, etc.)

7. strengths and weaknesses that apply to employment

8. evaluation site summaries

9. summary and recommendations
Information contained in the Career Assessment Report will serve as the basis for the OVR Counselor completing the Individualized Plan for Employment (IPE), which will later lead to job development and job analysis. Once the Career Assessment Report is submitted to the OVR counselor the IPE Planning Meeting will then be scheduled.  The Career Assessment Report should be submitted by the end of the student’s first year of participation in the CBWTP.

Individualized Plan for Employment (IPE) Planning Meeting

The goal of the Individualized Plan for Employment (IPE) Planning Meeting is to discuss the findings of the Career Assessment Report with the student, OVR Counselor, employment coordinator, and other interested parties.  During this meeting, the Individualized Plan for Employment (IPE) will be completed and goal determined.  The Individualized Plan for Employment (IPE) Planning Meeting Report, completed by the employment coordinator and submitted to the OVR Counselor is designed to capture an overview of relevant information from the Individualized Plan for Employment (IPE) Planning Meeting.
SERVICE PROVISION

TRAINING

After the Individualized Plan for Employment (IPE) has been written, it is time to begin to seek a job with the student.  Based on information learned with students in their evaluations and explorations, the employment coordinator will work with employers and students to develop and negotiate personalized jobs. (The initial job development list for each student is included in his or her Career Assessment Report.) The OVR Counselor will issue an authorization for Monthly Training Services.  

The school is authorized to provide Monthly Training Services to the student once the Individualized Plan for Employment (IPE) is written.  Monthly Training Services cannot be authorized until the Individualized Plan for Employment (IPE) is written.  The Individualized Plan for Employment (IPE) cannot be completed until the Career Assessment Report is received by the OVR and the Individualized Plan for Employment (IPE) Planning Meeting has occurred.
Monthly Training Services

Following the completion of the Career Assessment Report and Individualized Plan for Employment (IPE) Planning Meeting, the employment coordinator is involved in the following flow of services:
	
1.
Initiating job development beginning with the characteristics of a good job match learned during exploration/evaluation (IPE Goal).

	
2.
Pursuing more in-depth information on the targeted job through job analysis when a specific job seems likely to be a good fit for the student.

	
3.
Advocating for the student and promoting his or her hiring. 

	 
4.
Providing continuing support for the student including assessment (information to be gained by student’s performance on the job), training (direct training for student or consultation with people who typically provide training), and help with job advancement within this or other businesses.


Each student is allocated 10 billable months of Monthly Training Services  The total number of months of Monthly Exploration/Evaluation Services and Monthly Training Services invoiced cannot exceed 20.
When developing jobs, the location of the student's home and transportation after graduation need to be considered. If the initial job is a good fit and consistent with the Individualized Plan for Employment (IPE) goal, then a student may work in the same job through graduation. Or he or she may work in multiple jobs prior to graduation. The idea here is that the student, OVR Counselor, employment coordinator, and other interested parties are always learning and building upon information gained during evaluation. 

Job Placement

The desired end result or goal of the CBWTP is that the participating student will obtain post school paid community employment in a job consistent with the Individualized Plan for Employment (IPE) goal.  Ideally, this will occur prior to the conclusion of training in the CBWTP.  For CBWTP billing purposes OVR considers a Job Placement as competitive paid employment in a job consistent with the Individual Plan for Employment (IPE) goal after the student has exited school.  It is perfectly acceptable for the student to obtain paid employment in the planned vocational goal prior to exiting school, but the school will not be able to invoice OVR for the Job Placement until the student has exited school with the employment outcome.  The employment coordinator will provide documentation of Job Placement to the OVR Counselor through the Monthly Training Services Report as well as the submitting the Job Placement Note.
Exit Interview

The Exit Interview should be held within the student’s final three months of school.  This is an opportunity for the student, OVR Counselor, employment coordinator and other interested parties to discuss final steps in the CBWTP.  Such steps would include updating contact information, reviewing the Individualized Plan for Employment (IPE), amending the Individualized Plan for Employment (IPE) if necessary and assuring referrals have been made to adult service providers as necessary.  The Exit Interview Note, completed by the employment coordinator and submitted to the OVR Counselor, captures relevant information discussed during this meeting.
Employment Follow-Up

Employment coordinators are expected to provide Employment Follow-up to students upon exiting school with a Job Placement.  Employment Follow-up services are designed to assist students with finalizing natural supports and troubleshooting issues that may arise in the first 60 days after exiting school to ensure that the student maintains employment.  The amount of individual time needed for Employment Follow-up to occur will be unique to each student who participates in the program.  During this time, it should not be necessary for the employment coordinator to spend the majority of the student’s workday on the job site.  Instead, the employment coordinator should be able to periodically check on the student in order to troubleshoot issues or offer other assistance.  In order to receive payment for Employment Follow-up services, the first 60 days of employment must occur and an invoice must be received by August 1.  If it is not realistic for the student to complete the first 60 days of post-school employment by August 1 (due to inclement weather or other extenuating circumstances) an exception may be requested through central office.
DOCUMENTATION

Participants in the CBWTP must use the following program approved forms:

1. Initial Planning Meeting Note:  Designed to capture an overview of relevant information from the Exploration/evaluation Planning Meeting such as persons in attendance, exploration/evaluation information requested by OVR, and the initial sources of this information.

2. Monthly Exploration/evaluation Services Reports:  Designed to elicit a thoughtful, focused, and personalized approach to summarizing the month’s activities as well as providing insight into how the information collected is vocationally relevant to the particular student.
3. The Career Assessment Report: At the end of 10 months exploration preferably in May of their first year in program when sufficient information has been learned to characterize the nature of an ideal job. The report is written when there is enough information to describe the nature of ideal work tasks, co-workers, and work setting, as well as student preferences, and contributions. Ultimately, the student’s OVR counselor needs to approve the report in order to convene an Individualized Plan for Employment (IPE) Planning Meeting. 
4. IPE Planning Meeting Note:  Designed to capture an overview of relevant information from the IPE Planning Meeting such as persons in attendance, employment goals discussed, IPE goal, number of hours per week expected to work, services discussed relevant to obtaining the IPE goal, necessary service providers, and next steps.

5. Monthly Training Services Reports:  Designed to elicit a thoughtful, focused, and personalized approach to summarizing the month’s activities as well as providing insight into how the activities are vocationally relevant to the particular student.

6. Job Placement Note:  Designed to document and communicate relevant information regarding the student’s employment outcome such as the name of the employer, job classification/title, job duties, date hired, wages, hours per week, health insurance, and student progress.

7. Exit Interview Note:  Designed to capture an overview of relevant information from the Exit Interview such as persons in attendance, the student’s post high school contact information, number of hours per week the student is expected to work, the planned frequency of follow-up by the employment coordinator, and adult service providers identified/utilized.

8. Employment Follow-Up Note:  Designed to document and communicate relevant information regarding the student’s employment outcome such as the name of the employer, job classification/title, job duties, date hired, wages, hours per week, health insurance, and student progress.

9. CBWTP Billing Statement: Designed to allow the school to invoice OVR for services provided and document progress of student program.
10. Billing Report Ledgers (Required HDI): Designed to keep a record of cumulative billable hours and money per student, per program.

11. End of Year Data (Required HDI) School districts need to submit annual data to CBWTP Personnel on or before June 30th. Surveys will be sent out at the end of each school year.
US DEPARTMENT OF LABOR GUIDELINES FOR

WORK TRANSITION PROGRAMS

There may be occasions when students will work in community businesses without pay. If students are not paid while performing tasks at a local business, then school districts and employers must comply with guidelines established by the United States Department of Labor and the United States Department of Education -- Office of Special Education and Rehabilitative Services.  This policy was developed to ensure that students are afforded the full protection of the Fair Labor Standards Act (FLSA) when receiving community based vocational services.

If conditions are such that a student may legally work in a business without being paid, the student and his or her family/guardian must be fully informed and voluntarily agree to participate in non-paid work. A worksite agreement form should be established for each job site in which a student does not get paid.  This will ensure that all parties are knowledgeable of the DOL guidelines and agree to follow them. Note: Completing a “non-paid work exploration form” does not, in itself; make the arrangement either proper or legal.
Students may be paid during any stage of the CBWTP. If students are paid, employers must comply with all aspects of the FLSA, including minimum wage. 

Students must be paid unless their work complies with all DOL guidelines that legally provide for unpaid work experiences including:

· “Participants will be youth with physical and/or mental disabilities for whom competitive employment at or above the minimum wage level is not immediately obtainable…”

· “The activities of the students at the community-based placement site do not result in an immediate advantage to the business.”

· “…employees have not been relieved of assigned duties, and the students are not performing services that… are of benefit to the business.”

Beyond issues of legality, pay for work performed has the following advantages: 

· It honors typical business practices (pay for work performed).

· Pay is a primary motivator for students. (Natural motivators should always be used before artificial ones are considered.) 

· It heightens employer expectations (“You get what you pay for.”); 

· Pay lessens liability concerns (automatic student coverage by the employer’s worker’s compensation, and general liability).

· It is respectful of student contribution.

Summary: Pay versus no-pay decisions are not determined according to the student’s “phase” in the CBWTP. These decisions are not made according to personal preferences of the employer, or employment coordinator., or parents. Whether students are paid or not paid has to do entirely with the US. Department of Labor’s criteria for the existence of an “employment relationship” as defined in the Fair Labor Standards Act.

UNITED STATES DEPARTMENT OF EDUCATION

OFFICE OF SPECIAL EDUCATION AND REHABILITATION SERVICES

Dear Colleague:

     The Departments of Education and Labor have collaborated to promote opportunities for educational placements in the community for students with disabilities while assuring that applicable labor standards protections are strictly observed.

     Pursuant to the Individuals with Disabilities Education Act (IDEA), individualized education programs are developed to provide students with disabilities an opportunity to learn about work in realistic settings and thereby help such students in the transition from school to life in the community. Since the affirmation of students' rights to an appropriate free public education in 1975, many students with disabilities have benefited from participation in vocational education programs in their public schools. Students with more severe disabilities, however, have experienced fewer benefits from participation in such programs. Alternative, community based, and individualized education and training programs have emerged to meet their needs.

      Our Departments share an interest in promoting educational experiences that can enhance success in school-to-work transition and the prospects that these students become effective, productive workforce participants and contributors to their community. At the same time, these students must be afforded the full protection of the nation's labor laws and not be subject to potential abuse as they start this transition through community-based educational experiences.

       Existing Department of Labor guidelines, which define “employees” for purposes of applying the requirements of the Fair Labor Standards Act (FLSA), do not specifically address community-based education programs for students with disabilities. To assist program administrators in developing programs or making placements that do not create questions about the establishment of an employment relationship between the students and participating businesses in the community, the Employment Standards Administration (Department of Labor), and the Offices of Vocational and Adult Education, and Special Education and Rehabilitative Services (Department of Education) have developed the following guidance.

STATEMENT OF PRINCIPLE
       The US Departments of Labor and Education are committed to the continued development and implementation of individual education programs, in accordance with the Individuals with Disabilities Education Act (IDEA), that will facilitate the transition of students with disabilities from school to employment within their communities This transition must take place under conditions that will not jeopardize the protections awarded by the Fair Labor Standards Act to program participants, employees, employers, or programs providing rehabilitation services to individuals with disabilities.
DEPARTMENT OF LABOR GUIDELINES

       Where ALL of the following criteria are met, the US. Department of Labor will NOT assert an employment relationship for purposes of the Fair Labor Standards Act.

· Participants will be youth with physical and/or mental disabilities for whom competitive employment at or above the minimum wage level is not immediately obtainable and who, because of their disability, will need intensive on-going support to perform in a work setting.

· Participation will be for vocational exploration, assessment, or training in a community-based placement work site under the general supervision of public school personnel.

· Community-based placements will be clearly defined components of individual education programs developed and designed for the benefit of each student. The statement of needed transition services established for the exploration, assessment, training, or cooperative vocational education components will be included in the student's' Individualized Education Program (IEP).

· Information contained in a student's IEP will not have to be made available; however, documentation as to the student's enrollment in the community-based placement program will be made available to the Departments of Labor and Education. The student and the parent or guardian of each student must be fully informed of the IEP and the community-based placement component and have indicated voluntary participation with the understanding that participation in such a component does not entitle the student participant to wages.

· The activities of the students at the community-based placement site do not result in an immediate advantage to the business. The Department of Labor will look at several factors.

1) There has been no displacement of employees, vacant positions have not been filled, employees have not been relieved of assigned duties, and the students are not performing services that, although not ordinarily performed by employees clearly are of benefit to the business.

2) The students are under continued and direct supervision by either representative of the school or by employees of the business.

3) Such placements are made according to the requirements of the student's IEP and not to meet the labor needs of the business.

4) The periods of time spent by the students at any one site or in any clearly distinguishable job classification are specifically limited by the IEP.

5) While the existence of an employment relationship will not be determined exclusively on the basis of the number of hours, as a general rule, each component will not exceed the following limitation during any one school year:

(
Vocational exploration

5 hours per job experienced

(
Vocational assessment

90 hours per job experienced

(
Vocational training


120 hours per job experienced

· Students are not entitled to employment at the business at the conclusion of their IEP. However, once a student has become an employee, the student cannot be considered a trainee at that particular community-based placement unless in a clearly distinguishable occupation.

       It is important to understand that an employment relationship will exist unless all of the criteria described in this policy guidance are met. Should an employment relationship be determined to exist, participating businesses can be held responsible for full compliance with FLSA, including the child labor provisions.

       Businesses and school systems may at any time consider participants to be employees and may structure the program so that the participants are compensated in accordance with the requirements of the Fair Labor Standards Act. Whenever an employment relationship is established, the business may make use of the special minimum wage provisions provided pursuant to section 14(c) of the Act.

       We hope that this guidance will help you achieve success in the development of individualized education programs.

Robert R. Davila                




Cari M. Dominguez          

Assistant Secretary             




Assistant Secretary       

Office of Special Education & Rehabilitative Services   
Employment Standards Administration

U.S. Department of Education    



U.S. Department of Labor  





Betsy Brand





Assistant Secretary





Office of Vocational and Adult Education





U.S. Department of Education

DOL CHECKLIST REGARDING NON-PAID WORK EXPLORATION, EXPLORATION/EVALUATION AND TRAINING 
 Where ALL of the following criteria are met, the US. Department of Labor will NOT assert an employment relationship for purposes of the Fair Labor Standards Act.

 FORMCHECKBOX 

Participants will be youth with physical and/or mental disabilities for whom competitive employment at or above the minimum wage level is not immediately obtainable and who, because of their disability, will need intensive on-going support to perform in a work setting.

 FORMCHECKBOX 

Participation will be for vocational exploration, assessment, or training in a community-based placement work site under the general supervision of public school personnel.

 FORMCHECKBOX 

Community-based placements will be clearly defined components of individual education programs developed and designed for the benefit of each student. The statement of needed transition services established for the exploration, assessment, training, or cooperative vocational education components will be included in the student's' Individualized Education Program (IEP).

 FORMCHECKBOX 

Information contained in a student's IEP will not have to be made available; however, documentation as to the student's enrollment in the community-based placement program will be made available to the Departments of Labor and Education. The student and the parent or guardian of each student must be fully informed of the IEP and the community-based placement component and have indicated voluntary participation with the understanding that participation in such a component does not entitle the student participant to wages.

The activities of the students at the community-based placement site do not result in an immediate advantage to the business. The Department of Labor will look at several factors.

 FORMCHECKBOX 

There has been no displacement of employees, vacant positions have not been filled, employees have not been relieved of assigned duties, and the students are not performing services that, although not ordinarily performed by employees clearly are of benefit to the business.

 FORMCHECKBOX 

The students are under continued and direct supervision by either representatives of the school or by employees of the business.

 FORMCHECKBOX 

Such placements are made according to the requirements of the student's IEP and not to meet the labor needs of the business.

 FORMCHECKBOX 

The periods of time spent by the students at any one site or in any clearly distinguishable job classification are specifically limited by the IEP.

 FORMCHECKBOX 

While the existence of an employment relationship will not be determined exclusively on the basis of the number of hours, as a general rule, each component will not exceed the following limitation during any one school year:

(
Vocational exploration

5 hours per job experienced

(
Vocational assessment

90 hours per job experienced

(
Vocational training


120 hours per job experienced

 FORMCHECKBOX 

Students are not entitled to employment at the business at the conclusion of their IEP. However, once a student has become an employee, the student cannot be considered a trainee at that particular community-based placement unless in a clearly distinguishable occupation.

 It is important to understand that an employment relationship will exist unless all of the criteria described in this policy guidance are met. Should an employment relationship be determined to exist, participating businesses can be held responsible for full compliance with FLSA, including the child labor provisions.

Businesses and school systems may at any time consider participants to be employees and may structure the program so that the participants are compensated in accordance with the requirements of the Fair Labor Standards Act. Whenever an employment relationship is established, the business may make use of the special minimum wage provisions provided pursuant to section 14(c) of the Act.
SAMPLE STUDENT NON-PAID WORK EXPLORATION

EXPLORATION/EVALUATION AND TRAINING AGREEMENT

Name Of School ________________________  Date ___________________________

Student Name _________________________    Teacher ________________________

Exploration/evaluation/Training Site _________________________________________

Site Address ____________________________________________________________

Site Phone Number ______________________________________________________

1) The purpose of the Community Based Work Transition Program is to provide students with exploration/evaluation and training opportunities to acquire job skills in real job environments.

2) The students will be supervised by school employee or by employees of the participating business.

3) The activities of the student at the community-based placement site do not result in an immediate advantage to the business. There has been no displacement of employees, vacant positions have not been filled, and employees have not been relieved of assigned duties.

4) The student will not be financially compensated for his or her work training, unless otherwise specified and agreed upon by the employer.

5) Liability and insurance for the student and school employees during training is the responsibility of the school district, not the employer.

6) The employer will provide the necessary materials to complete the job requirements.  School employees might adapt materials or develop new materials to facilitate a student's involvement.  The employer must approve adaptations to employers’ materials.

The following have agreed to the conditions stated in this contract, as well as agreeing to comply with all aspects of the Fair Labors Standards Act. (Refer to DOL guidelines or DOL checklist.)

_________________________________   
 ____________________________________

 Employer              

Date

   Parent 

Date

___________________________________
 _____________________________________

 Student


Date

   Teacher/Coord. Date 

__________________________________

 School Administrator 
Date

SOCIAL SECURITY ADMINISTRATION (SSA) INFORMATION

Concern about losing one's Supplemental Security Income (SSI) benefits — whether real or only perceived — frequently presents employment barriers for students. Therefore, those involved in helping students plan for work need to be able to provide clear information about the impact of wages on SSI benefits.

It’s important to know the differences between Supplemental Security Income (SSI) and Social Security Disability Insurance (SSDI). Most students receiving SSA benefits receive SSI, rather than SSDI. However, prior to talking with students and their families about work incentives, it is critical to determine whether they are receiving SSI or SSDI or both since benefits are impacted by employment in very different ways. 

To receive the most current SSA Information, please consult the following resources:

Work Incentives Planning & Assistance (WIPA)

WIPA projects are community-based organizations that receive grants from SSA to provide all Social Security and SSI disability beneficiaries with free access to work incentives planning and assistance.  Each project is staffed with Community Work Incentive Coordinators (CWICs), knowledgeable advocates who help beneficiaries understand complex work incentive program requirements.

This program helps SSI and SSDI disability beneficiaries understand their work options so that they may make more informed choices regarding work. The program provides information about federal, state, and local work incentive programs and related issues.

There are two projects in Kentucky.  The Center for Accessible Living serves western and central Kentucky and Independence Place serves eastern Kentucky.

Choices Navigator 



Center for Accessible Living

305 W. Broadway, Suite 200

Louisville, KY 40202

(888) 813-8497 

(888) 813-8652 TTY

http://www.calky.org/ssa.htm 

(Murray office)

1051 N. 16th St., Suite C

Murray, KY 42071

(888) 261-619

 INDEPENDENCE PLACE, INC. TOLL FREE:

1-877-266-2807 (Voice) or 1-800-648-6056 (KY Relay)
County Coverage by Eastern KY CWICs

(Community Work Incentives Coordinators)

	Pat Allen

(859) 948-5554
	Glenna Betties

(859) 948-0077
	Deshala Collier

(859) 948-0318

	Estill

Floyd

Jackson

Johnson

Knott

Letcher

Madison

Martin

Pike

Perry

Rockcastle


	Boyd

Bracken

Breathitt

Carter

Elliott

Fleming

Garrard

Greenup

Harlan

Harrison

Lawrence

Lee

Leslie

Lewis

Magoffin

Mason

Menifee

Morgan

Nicholas

Owsley

Pendleton

Robertson

Rowan

Wolfe
	Bath

Bell

Bourbon

Clay

Clark

Knox

Laurel

McCreary

Montgomery

Powell

Whitley




Revised 3/13/09 

Please note: Prior to meeting with a CWIC it is important that a consumer obtains a Benefits Planning Query (BPQY) from SSA, either by calling their local office/toll free line, or by requesting one in person. There is no charge for this verification form.
The Red Book - A Guide to Work Incentives

The Red Book serves as a general reference source about the employment-related provisions of Social Security Disability Insurance and the Supplemental Security Income Programs for educators, advocates, rehabilitation professionals, and counselors who serve people with disabilities.

http://www.ssa.gov/redbook/
Social Security Toll Free Number

By calling 1-800-772-1213, you can use the automated telephone services to get recorded information and conduct some business 24 hours a day. 

If you cannot handle your business through our automated services, you can speak to a Social Security representative between 7 a.m. and 7 p.m. Monday through Friday.

If you are deaf or hard of hearing, call our toll-free TTY number, 1-800-325-0778, between 7 a.m. and 7 p.m. Monday through Friday. 

ADDITIONAL SERVICES

The intent of the CBWTP is for the student to be employed, with any necessary supports in place, before the student exits high school.  However, not all students will be job placed by this time. The counselor is encouraged to refer the student for additional assistance to Community Rehabilitation Providers (CRPs) or other services available locally such as Preparing Adults for Competitive Employment (PACE).  Still other students may require long-term support services through a Supported Employment provider.  Any of these services, if necessary, are encouraged and acceptable.  Ideally, the service provider will be identified early in the process, made aware of the pending referral and invited to participate in the Transition planning meetings. 

SUPPORTED EMPLOYMENT
During the course of participation in the CBWTP supported employment services may be recommended for some students.  It is the counselor’s responsibility to assess such recommendations and determine if supported employment services are required.  This is done on an individual basis, taking into account the unique needs of each student.  

In the event that the OVR Counselor determines that a CBWTP student will require supported employment services, it is the OVR Counselor’s responsibility to determine the best service path.  This may include continuing participation in the CBWTP or ending participation in the CBWTP and being referred to Supported Employment per OVR guidelines.
For students who are determined to need Supported Employment and continue in the CBWTP, Supported Employment services are to be initiated no later than January of the student’s final year of high school.  The Supported Employment provider will act as a consultant to the CBWTP Employment Coordinator while the student is still in school.  The CBWTP continues to be the provider responsible for the student achieving the Job Placement and Employment Follow-up services per CBWTP guidelines.  The CBWTP will receive full reimbursement for those outcomes and credit toward their target number, if obtained by the student prior to exiting high school. The Supported Employment provider will be the provider responsible for long term follow-up after the CBWTP’s obligation for 60 day follow-up of the student in employment has been completed.  

In the event that a student does not achieve job placement at the time of exiting school, the Supported Employment provider takes over the responsibility for Job Placement and Employment Follow-up service provision.  In this situation, there is no payment to the CBWTP for the Job Placement or Employment Follow-up services, nor does the program receive credit toward their target number.

When determining individual eligibility and concurrent need for supported employment services counselors should always adhere to agency-established guidelines.  For agency specific guidance regarding supported employment services please consult the Supported Employment Section of the Counselor’s Manual.
Contact Information for Supported Employment Questions:
Carol H. Estes
Program Administrator for Supported Employment 
Kentucky Office of Vocational Rehabilitation 
(800) 372-7172 (in Kentucky) 
(502) 564-4440 Ext. 227 
CarolH.Estes@ky.gov


Gloria Gibson,  Supported Employment Consultant

214 S. Main Street

Corbin, KY  40701

Phone:  606-528-7030

Fax:  606-523-2564

Cell Phone:  606-280-1070

Email Address:  Gloria.Gibson@ky.gov



Debby Smith, Supported Employment Consultant

600 West Cedar, Suite 2

Louisville, KY 40202

Phone:  502-595-4173 or 800-456-3334

Fax:  502-595-2358

Cell Phone:  502-292-8390

Email Address:  Debby.Smith@ky.gov


Teresa Barney, Supported Employment Consultant

229 West Main Street, Suite 302

Frankfort, Kentucky  40601

Phone:  502-564-7629 or 1-888-640-0134

Fax:  502-564-7814

Cell Phone:  502-229-2770

Email Address:  TeresaA.Barney@ky.gov
TECHNICAL ASSISTANCE
The Human Development Institute at the University of Kentucky (HDI) provides technical assistance and training for the CBWTP.  
CASE CLOSURE
CBWTP cases are subject to the same criteria for closure as all other cases served by OVR.  A student's case cannot be considered for successful closure until the student has met his/her vocational objectives as outlined in the Individualized Plan for Employment (IPE) and worked for a minimum of 90 days beyond the date that they exit high school.  This helps to ensure that the student is able to work independently of the school setting and structure and has made an adequate adjustment to the employment setting.
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