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	Division for Rehabilitation Services
Job Placement Services—Referral    

	General Instructions    

	· Refer to the DRS Standards for Providers and/or RPM for additional details.

· Type or enter responses, or handwrite using blue or black ink.

· Answer all questions.    
· Before faxing, emailing, or mailing to the provider, review this form to ensure that all questions have been answered.

· Note: The DRS counselor collects the information and completes all sections of this form.    

	A. Consumer Identification Information    

	Consumer’s name:
      

	Street address (include apartment number if any):
      

	City:

      
	State:

     
	ZIP code:

     

	Primary contact number:
(   )      
	Secondary contact number:
(   )      

	Email address:
     

	Social Security number:
     
	Date of birth:

      

	Consumer disability:
     

	B. Alternate Contact Person Identification Information    

	Alternate contact’s name:
     

	Alternate’s primary contact number:
(   )      
	Alternate’s secondary contact number:
(   )      

	C. Additional Information Provided by DRS at Referral    

	Enter X to select all that apply.

	    IPE copy
	    Vocational testing

	    Medical and/or psychological reports
	    Work history collected by DRS

	    Case notes (for example. eligibility, assessment and planning, etc.)
	    Work references collected by DRS

	    Other:      
	    Other:      

	D. Counselor Contact Information    

	Counselor’s name:       

	Counselor’s primary DARS office:     

	Counselor’s DARS office street address (include suite number if any):
     

	City:

      
	State:

     
	ZIP code:

     

	Counselor’s primary contact number:
(   )      
	Counselor’s secondary contact number:
(   )      

	Email address:
     

	E. Initial Assessment of Support Recommendations    

	Instructions: Based on information on which the counselor and consumer agree, the counselor enters x to select only one column per row: 

· Mentor: advises, guides, reinforces, shadows, or provides resource materials to the consumer;

· Teach: Instructs the consumer alone or in a small group setting to teach the consumer skills;

· Directly Assist: Completes all or part of tasks for or with the consumer while encouraging the consumer’s independence;

· N/A: Not applicable.  Skills that do not appear to need addressing.    

	General Topics
	Mentor
	Teach
	Directly Assist
	N/A

	Self-assessment related to employment (personal traits, transferable skills, functional skills)    
	     
	     
	     
	     

	Disclosing disability (when, how, etc.)    
	     
	     
	     
	     

	Time management related to job searching    
	     
	     
	     
	     

	Record keeping related to job searching    
	     
	     
	     
	     

	Employer communications (letters, emails, phone, 
in-person contacts, etc.)   
	     
	     
	     
	     

	Work performance and ethics  
	     
	     
	     
	     

	Appearance related to employment  
	     
	     
	     
	     

	Résumé Development and Employment Applications
	Mentor
	Teach
	Directly Assist
	N/A

	Collect work history    
	     
	     
	     
	     

	Collect and verify references    
	     
	     
	     
	     

	Create and customize résumés for positions   
	     
	     
	     
	     

	Identify and address potential work history barriers (criminal convictions, terminations, gaps in employment, etc.)    
	     
	     
	     
	     

	Employment applications (completing, analysis, etc.)   
	     
	     
	     
	     

	Job Researching and Job Searching
	Mentor
	Teach
	Directly Assist
	N/A

	Research labor market related to employment skills and interests    
	     
	     
	     
	     

	Match consumer’s skills and interests to occupations and jobs    
	     
	     
	     
	     

	Networking and identification of potential employers and employment contacts    
	     
	     
	     
	     

	Job searching through posting (Internet, newspapers, WorkSource, Workforce employers, etc.)    
	     
	     
	     
	     

	Interviewing
	Mentor
	Teach
	Directly Assist
	N/A

	Interview skills (preparing, answering questions, personal presentation, role-playing, etc.)    
	     
	     
	     
	     

	Preemployment testing (knowledge and/or proficiency, personality, background, drug, medical, physical, integrity, etc.)    
	     
	     
	     
	     

	Salary and benefits negotiations    
	     
	     
	     
	     

	Accommodations negotiations    
	     
	     
	     
	     

	Comments:  In the space provided below, note any additional areas where the consumer may need assistance or training and any other pertinent information such as criminal history, environmental influences, illiteracy, transportation needs, etc.:

	     


	F. Provider Chosen by the Consumer for Placement Services    

	Provider’s name:
     

	Email address:
     

	Provider’s phone number:
(   )      
	Provider’s fax number:
(   )      

	G. Job Placement Services—Plan Meeting    

	Location:
     

	Date:      
	Time:      
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