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Chapter 2: Standards for Work-Oriented CRPs
2.6 Work Experience

Service Overview

The goal of work experience is to provide consumers with experience in a “real people doing real work” environment involving industries that are consistent with the consumer's strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice. Work experience is an important resource to include in a consumer’s résumé when he or she is ready to pursue competitive, integrated long-term employment or for students who may be exploring options and seeking skills for employment. DARS consumers will be placed at businesses or agencies within the community to complete short-term work experiences.
The purpose of the work experience is to help the consumer understand work culture, work expectations, and skills (soft and hard) associated with the vocational industry of the specific work experience. Consumers should have the opportunity to develop skills and competencies, build self-confidence, network with employees of the business or agency, and receive feedback on his or her performance related to meeting the expectation of the business or agency. The work experience site will mentor the consumers in developing essential job skills and give them insight into the nature of employment. As determined necessary and appropriate by the counselor, Work Experience Monitoring and Work Experience Training and Coaching can be purchased to supplement the training provided by the business.
State and local government agencies and non-profit organizations can generally use interns or volunteers without an obligation to pay them under the Fair Labor Standards Act (FLSA). It is important, though, that the volunteers understand they are not to be paid for their time. Volunteer work done at non-profit, religious, charitable, and civic organizations has specifically been cleared by the Texas Workforce Commission. A consumer can be paid while participating in a Work Experience Placement, but the placement must be temporary or short-term [Delete the space before “term”], with the purpose being to gain experience, not permanent long-term placement.

For information on Volunteering and the Federal Labor Law see this link:   http://www.dol.gov/elaws/esa/flsa/docs/volunteers.asp 

For information on Internship and Federal Labor Act see this link: http://www.dol.gov/whd/regs/compliance/whdfs71.pdf 

DARS is unable to directly reimburse or pay any business for consumer wages.

Each work experience(s) may not be longer than 12 weeks. If it is necessary for a consumer to participate in a work experience for longer than 12 weeks to meet the consumer’s needs, area manager approval is required. Multiple work experiences are allowed if they are necessary to meet the consumer’s goals.

Work Experience Roles and Responsibilities 

Consumer’s Responsibility
The consumer’s responsibilities are as follows: 
· Participate in activities with the work experience specialist and work experience site necessary to gain the work experience opportunity
· Perform job responsibilities 

· Communicate needs and suggest support strategies 

· Follow through on commitments 

· Adhere to workplace guidelines and procedures 

· Comply with expectations for job performance, behavior, and social interactions 

· Show respect and be responsible 

· Learn as much as possible about the work environment and the job 

Work Experience Specialist Responsibility 
The work experience specialist’s responsibilities are as follows:
· Assist the consumer in the process necessary to locate and obtain a work experience site that meets the criteria on the DARS1634, Work Experience Plan
· Assist the work experience site with the consumer’s orientation to the workplace, roles and responsibilities 

· Assist the work experience site with communicating expectations for job performance, behavior, and social interactions 

· Assist the work experience site with explaining consequences for inappropriate behavior 

· Assist the work experience site in understanding and using the consumers’ learning styles and in identifying support strategies 

· Assist the consumer in communicating his or her support needs and strategies to the work experience site

· Maintain routine communication with both the consumer and work experience site employees, discussing the consumer’s progress and improvements in performance in the work experience 

Work Experience Site’s Responsibility
The responsibilities of the supervisor and/or manager at the work experience site are as follows: 
· Model expectations 

· Give clear, detailed, and repeated directions 

· Communicate expectations for job performance, behavior, and social interactions 

· Explain consequences for inappropriate behavior 

· Identify the best methods of communication for each consumer

· Use each consumer’s learning style and identify support strategies 

· Discuss progress and improvements in performance with both the consumer and work experience specialist 

· Teach skills needed for successful job performance 

· Communicate regularly with consumer and work experience specialist 

Staff Qualifications:

The work experience specialist must meet the qualifications of a job placement specialist. Please link to staff qualifications in Job Placement.

The work experience trainer (coach) must meet the qualification of a job skills trainer (job coach). Please link to staff qualifications in job skills trainer (job coach).
Procedure
Process steps:

Each service within Work Experience can be purchased separately. In some cases, consumers may gain the work experience on their own, with assistance from a teacher, friends, family, or DARS staff members, while others need assistance in gaining the Work Experience Placement from a provider. Even though the Work Experience Placement has been secured, a consumer may need a provider to provide Work Experience Monitoring to assist with disability education and/or awareness, accommodations, communication, or other coordination to ensure the consumer benefits from the work experience.
Other consumers may need Work Experience Training (Coaching) to assist with on-going training and supervision so that the consumer can meet the expectation of the work experience site. The DARS1633, Work Experience—Referral, or the DARS1636, Work Experience Training (Coaching) Referral, and DARS service authorization (SA) and/or purchase order (PO) will indicate what services are being purchased for each individual consumer.

Participation in the work experience should provide the consumer the opportunity to:

· identify career interests, skills, and abilities; 

· explore potential career goals; 

· identify on-the-job support needs; 

· develop employability skills and good work habits; 

· gain an understanding of employer expectations; 

· develop an understanding of the link between school and work; 

· gain work experience, generally connected to a specific job function; and 

· develop an understanding of the workplace and the connection between learning and earning. 

Service Definitions
2.6.1 Work Experience Placement

The provider’s goal is to secure a work experience position that meets all criteria on the DARS1634, Work Experience Plan, for the DARS consumer. Once the work experience position is established, the work experience specialist will complete a work experience analysis, make recommendations for accommodations or supports the consumer needs, and educate the work experience site employees about all disability related issues.
The work experience specialist accompanies the consumer to the work experience site on the first day(s) of the work experience to ensure that the consumer and work experience site have the supports necessary to foster the consumer success. The goal is for the consumer to participate in the work experience in the least restrictive way, with the work experience site mentoring the consumer in developing essential hard and soft job skills and gaining insight into employment. The work experience placement can be volunteer position, an internship position, or temporary, short-term paid work.
Outcomes for Payment:

The provider secures a work experience position that meets the criteria on the consumer’s DARS1634. While securing a work experience for the consumer, the provider will assist the consumer with:

· research into and identification of potential work experience; 

· paperwork (such as applications, questionnaires) required to gain work experience;

· the steps needed to follow-up on potential work experience opportunities;

· “in-person” requirements (for example, interviews, classes, meetings) necessary to gain work experience; and

· all required screenings, such as criminal background checks or health checks.

The provider will complete the Work Experience Skills, Tasks and Responsibilities section, Work Experience Conditions section, and Steps Taken to Secure Work Experience Sites on the DARS1634.  

The following criteria must be achieved on the DARS1634: 

· at least three of the skills, tasks or responsibilities listed in the Work Experience Skills, Tasks and Responsibilities, 

· 100 percent non-negotiable Work Experience Conditions, and

· 50 percent or more of the negotiable Work Experience Conditions.

Once the work experience has been gained, the work experience specialist will provided initial assistance, training, or supports, as needed by the consumer for the first week of the experience and document that assistance on the DARS1635, Work Experience Report. A minimum of one face-to-face meeting between the work experience site supervisor and the consumer is required. The initial assistance, training, or supports the work experience specialist will provide includes:

· assisting the business and its employees with disability related issues;
· setting up accommodations at the work experience site; 

· ensuring that accommodation(s) meet consumer's needs; 

· evaluating the effectiveness of accommodations at the work experience site and making any adjustment to ensure the consumer's success; and

· advocating for the consumer to ensure that he or she gains the skills, supports, and mentoring needed to foster a positive outcome at work experience site and seeking additional supports from DARS as necessary.

Refer to SFP for detailed fee schedule for other purchased services.

2.6.2 Work Experience Monitoring

The goal is for the provider to monitor and assist the consumer in maintaining the work experience position. The work experience specialist will complete work experience observations, make recommendations for accommodations or supports the consumer needs, and educate the volunteer site employees regarding any disability related issues. The goal is for the consumer to participate in the work experience in the least restrictive way, with the work experience site mentoring the consumer in developing essential hard and soft job skills and gaining insight into employment.

Outcomes for Payment:

Once the work experience has been secured, the work experience specialist provides assistance, training, or supports, as needed by the consumer, for each month that a service authorization ( and or purchase order is issued for Work Experience Monitoring. 

All monitoring visits and contact and assistance, training, or supports provided by the work experience specialist during the start date and end date of the monthly monitoring must be documented on the DARS1635, Work Experience Report. 

A minimum of one face-to-face meeting with the consumer, work experience site supervisor, and consumer is required. The work experience specialist provides weekly “check-ins” and contacts with the consumer, business site supervisor and/or consumer’s co-workers (face-to-face interactions, phone conversations, or email correspondence) to obtain information related to the consumer’s job performance and his or her barriers and needs.  
Assistance, training, or supports provided by the work experience specialist includes but are not limited to the following: 

· Assisting the business and its employees on disability related issues
· Setting up accommodations at the work experience site 

· Ensuring that accommodations meet consumer's needs 

· Evaluating the effectiveness of accommodations at the work experience site and making any adjustment to ensure the consumer's success
· Advocating with and/or for the consumer to ensure that he or she gains the skills
· Correspondence to obtain information related to the consumer’s job performance, barriers and needs 
Refer to SFP 8.3 Fees for a detailed fee schedule for other purchased services.

2.6.3 Work Experience Training and Coaching

Work Experience Training and Coaching services are provided to consumers who have gained in the work experience in a volunteer, internship, or temporary-short-term paid work setting that meets the consumer’s Individualized Plan for Employment (IPE) goal(s). Work Experience Training and Coaching services are purchased from employment services providers when a consumer needs more training and support than the training and support provided by the work experience site. Work Experience Training and Coaching can be purchased when the consumer, counselor, provider, parent, teacher, or friend secures work experience placement.

The work experience site, the consumer, the DARS counselor, the work experience specialist and/or work experience trainer or coach should be involved in the training plan and in monitoring the consumer’s performance. All services are goal-focused, with the consumer’s goals and abilities documented on the DARS1636, Work Experience Training/ and Coaching Referral and DARS1637, Work Experience Training and Coaching Report. 

Training provided by work experience trainer or coach can include teaching skills, reinforcing skills, and establishing and setting-up accommodations and/or compensatory techniques to increase the consumer’s independence and ability to meet the work experience site’s expectations. 

The DARS counselor completes the DARS1636, Work Experience Training and Coaching Referral, identifying which goals from the menu of goals on the form the Work Experience Training/ and Coaching will address with the consumer, and then submits the form to the provider.

DARS issues a service authorization (SA) and/or purchase order (PO) for the number of approved hours of Work Experience Training and Coaching to the provider and sends the SA with the DARS1636. The DARS counselor negotiates a fee for Work Experience Training and Coaching. For fees chart, see Fees.

Outcomes for Payment:

The work experience trainer (coach) will:
· address the goals on the DARS1636, Work Experience Training and Coaching Referral, and will discuss with the counselor whether any additional goals or changes are necessary;

· use structured intervention techniques that use the most effective but least intrusive methods possible to help the consumer learn the essential soft and hard skills of the work experience and/or the skills necessary to arrange and use transportation to get to and from the work experience site; 

· work with the consumer, employer, and DARS staff members to establish support services, accommodations, compensatory techniques, and training necessary to remove barriers to ensure successful participation in the work experience by the consumer; 

· monitor the consumer’s performance to ensure improvement in the consumer’s performance; and 

· gradually reduce the time spent with the consumer at the work experience site as the consumer becomes better adjusted and more independent. 

Using the DARS1637, Work Experience Training and Coaching Report, the work experience trainer (coach) documents in descriptive terms the following:

· Consumer Information Section
· Goals Section:
· goals related to services to be delivered by the work experience trainer (coach), and

·  consumer’s performance of skills necessary
· Progress Note Section including the total hours of the Work Experience Training and Coaching documented on the report and any additional comments that may be necessary. 

Each Progress Note entry must include: 

· the date the service was provided (xx-xx-xx); 

· the start time of session (x:xx a.m. or p.m.); 

· the end time of session; 

· the total time of the session using quarter hour .25 increments (Note: .25 = 15 minutes, .50 = 30 minutes, .75 = 45 minutes, and 1.0 = 60 minutes. Use 0 for non-billable notation); 

· a narrative description of the services provided by work experience trainer (coach) and consumer’s performance of skills related to the consumer’s goals and record the initials of the staff person providing the Work Experience Training and Coaching. 

The Work Experience Training and Coaching provided and documented on the DARS1637 must be related to the goal(s) approved by the DARS counselor on the DARS1636, Work Experience Training and Coaching Referral, and on the service authorization and/or purchase order. The provider must submit a complete and accurate DARS1637 with an invoice. Once the form and invoice have been approved, the invoice is paid. The provider is paid for all hours of Work Experience Training and Coaching documented on the DARS1637 when approved by the DARS counselor.

Refer to SFP for detailed fee schedule for other purchased services.
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