Chapter 14: Employment Assistance

14.1 Overview

Since the creation of vocational rehabilitation in 1920 and through the current Rehabilitation Act of 1973, as amended, employment assistance and follow-up of division consumers have been integral parts of the rehabilitation process. The responsibility for establishing an employment goal and providing the services related to it, including satisfactory employment, is contained in regulations. The regulations also require that vocational rehabilitation programs implement these functions.

14.1.1 Definition 
Employment assistance includes two basic components:
· a qualified applicant, and
· a business with an identified job opportunity. 

Employment assistance from the consumer’s point of view includes

· planning and providing services to prepare a consumer for work,
· helping a consumer secure suitable employment, and 
· assisting a consumer in retaining or regaining employment.
The goal is to help the consumer become a qualified applicant for his or her chosen career. Success depends on selectively matching the qualifications of an applicant with the requirements of the business. Such efforts increase the chances that a person who is blind or visually impaired will function successfully on the job. This is a step-by-step approach to employment assistance that addresses the following:

· the business, 

· the job applicant, and 

· a merging of business and the job applicant 

Note: For more information, see 14.11 Exhibit F—Summary of Employment Assistance Services.
14.1.2 Philosophy

The Division for Blind Services (DBS) maintains the philosophy that the rehabilitation process is not complete until a consumer has achieved an employment goal commensurate with his or her abilities, aptitudes, interests, aspirations, and limitations. An employment goal is rarely achieved without a close working relationship with business. The VR staff works with both consumers and businesses (the dual customer) to identify their needs, and then matches the abilities of a consumer with the needs of a business.
All VR staff members are encouraged to read about the dual customer and “one company” approach in working with business as outlined in the 32nd Institute of Rehabilitation Issues (IRI) publication titled “The VR-Business Network: Charting Your Course”.
14.1.3 Employment

DBS strives to provide vocational rehabilitation services and assistance that enable consumers to realize full, independent, and meaningful lives. For most people, employment provides social acceptance, self-realization, and the ability to meet the materialistic needs and desires dictated by each person's values.

Employment, then, becomes not an end in itself, but a means through which a broader goal is achieved. Work that holds no promise, provides no personal satisfaction, creates frustration, or demands too much or too little of the worker obstructs the attainment of these broader goals and will likely prevent the person from successfully maintaining and progressing in employment.

14.1.4 Strategy
A successful employment assistance program stresses the delivery of effective employment assistance services and the development of employment resources.
Building and maintaining strong, mutually beneficial relationships with business partners is an important part of this strategy.
Employment assistance begins with the consumer's application for VR services and continues through each step of the rehabilitation process.

14.1.5 Purpose of Employment Assistance

The Division for Blind Services asserts that all people in the state of Texas who are blind or visually impaired and need employment assistance may apply for VR services.

DBS is committed to helping find employment consistent with consumers’ aptitudes and interests and developing new areas of employment.
14.2 Responsibilities of the Counselor

14.2.1 Introduction

The characteristic that distinguishes the vocational rehabilitation process from other types of counseling is its focus on the realistic achievement of a person’s suitable employment. The vocational rehabilitation counselor (VRC) supervises and coordinates services for all consumers on his or her caseload from referral through employment and follow-up.

14.2.2 Specific Responsibilities

The following summarizes the employment assistance responsibilities of the counselor. The degree of consumer participation depends on the consumer's needs, capabilities, and financial resources. The consumer's IPE reflects the mutually agreed-upon delegation of these responsibilities, which include the following.
· Occupational or vocational and technical Information—determining the capacity of consumers to locate their own employment, keeping abreast of local job opportunities, maintaining awareness of rehabilitation engineering (job restructuring, modification, and technology), analyzing jobs, being knowledgeable of the consumer's capabilities, providing occupational and rehabilitation engineering information, and maintaining an information library composed of occupational, vocational, and technical materials acquired from DBS and other sources. 

· Evaluation and training—developing and maintaining resources in the community that provide evaluation, work adjustment training, and vocational training; using programs at personal adjustment training facilities; and using rehabilitation teachers and orientation and mobility specialists. 
· Building business contacts and relationships that support employment—meeting face-to-face and making other contact with businesses that are relevant to the consumer’s employment goals and the identified need of the business. All contact should be documented using DBS protocols for sharing with regional and statewide staff. For more information, see 14.10 Exhibit A—Business Contact Summary. Business contacts serve to 
· expand the counselor's knowledge of employment opportunities and occupational information, 
· enable the counselor to provide more effective vocational guidance, 
· establish a network of business relationships that will enhance future consumer employment, and
· increase the business community’s awareness of the capabilities of people who are blind or visually impaired and the services available from the Division for Blind Services in support of employment.
· Community resources—developing and maintaining effective working relationships with agencies and organizations within the community that offer support services to consumers seeking employment. Examples include
· Department of Aging and Disability Services, 

· Texas Workforce Commission, 

· Texas Department of State Health Services, 

· Division for Rehabilitation Services, 

· Lighthouses for the Blind, 

· independent living centers, 

· Goodwill Industries, 

· college and university placement offices, 

· organizations serving the aged, 

· Veterans Administration, 

· unions, and
· civic clubs. 

· 
· 
· Use of employment assistance specialists (EAS)—contacting EAS when there is a need for assistance or information regarding employment, rehabilitation engineering, job restructuring, modification, and/or technology issues. 

· Use of VR teacher services—referring consumers who need teacher services, joint planning, and sharing information related to case progress and employment goal. 

Note: See Chapter 37: Vocational Rehabilitation Teacher for additional information.

14.3 Role of the Employment Assistance Specialists in the Rehabilitation Process

14.3.1 Introduction

The employment of people who are blind or visually impaired is directly related to the level of awareness in the business community of the skills and abilities of people who are blind in general, the ability of a person who is blind to function in a specific job, and the selection of assistive technology to provide access to essential job tasks.
14.3.2 Goals

The principal goal of the EAS is to enhance the quantity of and, more importantly the quality of, employment for consumers of DBS.

14.3.3 Activities

In order to achieve that goal, the EAS staff provides the following services.
Business Contacts
The EAS staff contacts corporate and administrative level personnel to increase awareness and support communication linkages between potential employers and rehabilitation counselors.

Assistive Technology
EAS staff members consult with the business, consumer, and counselor about modifying or restructuring a job so that a person who is blind or visually impaired can perform successfully. EAS staff members refer more sophisticated rehabilitation engineering situations to the appropriate resources, and try to identify the appropriate technology to meet the job requirements and enhance the quality of employment for people who are blind.
Note: Consumers can adapt to many situations without using a sophisticated device.

Information Sharing
EAS staff members share current occupational or vocational information with the division staff, consumers, and businesses as appropriate.

Training
EAS staff members present at in-service training programs for staff and businesses that cover 
· the employment assistance process, 
· applications and implementation of rehabilitation engineering, 
· the use of vocational information, and 
· other information about employment of people who are blind or visually impaired. 



14.3.4 Procedures for Borrowing Loaner Equipment
Temporary Loan Equipment
The field director, field director’s designee, or EAS staff member loans available equipment to VR counselors for temporary use by consumers who are working, actively seeking employment, or in vocational training. The following steps apply to the lending of equipment.

1. The VR counselor contacts the person who is responsible for equipment in the region. 

2. If available, the equipment is sent to the VR counselor. 

3. DARS2164, Temporary Loan and Receipt of Equipment is completed by the person who is designated by the field director, and signed by VR counselor or EAS Specialist. 

4. The Original DARS2164 must be retained by the designated person in the field office (one copy is put in the case folder and one copy is given to the consumer). 

5. All equipment must be returned to the field office by the due date on the DARS2164 (unless the field director or designee approves an extension). If extended, the new date is entered on the DARS2164 and initialed by the counselor on the case folder copy and by the field director or designee on the original form.
6. The field director or designee completes the release portion of the DARS2164. 


14.4 Referral to an Employment Assistance Specialist (EAS)
EAS services may be requested by all counselors for any consumer, including people who have multiple disabilities. 
Referral to EAS is done by creating a service record and delegating the service to EAS.


The counselor should contact the EAS for assistance with the following.
· Vocational or academic consumer issues. Contact EAS regarding training or assistive technology that might assist an employment goal. 

· Business contacts. Contact EAS regarding scheduling business contacts, site tours, assistance with a job analysis, job accommodations, technical information or updates, job retention and restructuring, or environmental assessments.
· Assistive technology. Contact EAS regarding any issue relating to assistive technology or applications of technology. 
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14.5 Job Readiness Criteria
14.5.1 Introduction
The assessment of job readiness involves both counselor and consumer. The job readiness criteria that follow are intended to help the counselor develop the characteristics necessary for successful employment, which are
· marketable skills based on the current job market’s needs, and 

· patterns of work behavior that are appropriate to support a person’s vocational goal and the needs of a business.
14.5.2 What Does Job Readiness Involve?
The job readiness assessment examines the medical, psychological, educational, and socioeconomic aspects of the consumer and their impact on job readiness, and includes counselor observations.
14.5.3 Components of Assessment
Throughout each phase of the VR process, the counselor helps the consumer understand the implications of assessments, focuses on the strengths noted in the assessment while minimizing any weaknesses, and helps the consumer understand the relationship between assessment findings and the employment goal.

14.5.4 Purpose

Job readiness assessments measure the employability of an individual, help define the assets and limitations of the consumer, and are used throughout the entire rehabilitation process. At any point in the rehabilitation process, the criteria can be used to assess whether services are meeting the consumer's needs.
14.5.5 Job Readiness Criteria

Job readiness criteria include, but are not limited to
· Age—The consumer’s age must meet Department of Labor laws and regulations. Age alone should never be used to determine employability.
· Adjustment to disability—The consumer must be adjusted to his or her disability, insofar as it is possible, and have acquired skills to compensate for his or her limitations. Adjustment should include an understanding of the wide range of job opportunities available to people who are blind or visually impaired. 

· Travel skills—The consumer must be mobile enough to travel to and from work as independently as possible and move around the worksite safely. 

· Communication—The consumer must be able to communicate with co-workers and supervisors. Consumers with limited English proficiency should be informed that a lack of English-language skills may have a negative impact on obtaining employment consistent with their skills, interests, abilities, and informed choice. They should be assisted and encouraged to obtain the language skills needed to enhance their employability. (For more information on providing language services to consumers with limited English proficiency, see Business Procedures Manual, Chapter 21: Common DARS Consumer Service Policies, 21.3 Language Services for DARS Consumers.)
· Social skills—The consumer must be able to get along with others in a work environment and be able adjust to job pressures and responsibilities. These characteristics may be determined through the following: 

· work adjustment, 

· simulated work setting, 

· psychological testing, 

· observation by the vocational rehabilitation teacher, 

· vocational evaluation, 

· observation of the consumer’s behavior throughout the employment process, and 
· soft skills training.
· Supervision—The consumer must be able to recognize and respond appropriately to supervision. 

· Motivation—The consumer must be motivated to accept the responsibilities of a chosen vocation such as relocation (if necessary), transportation issues, job availability, and varying work conditions. 

Note: Other forms of income such as SSI, SSDI, VA, etc., may affect the consumer's motivation. The VRC should refer the consumer to the benefits planner for information about Medicaid Buy-in, PASS plans, etc.
· Work and personal habits—The consumer's habits regarding timeliness, attendance, grooming, general appearance, and job performance must be acceptable to the business. 
· Physical and mental condition—The consumer’s physical and mental condition must be stable in order to for the consumer to pursue a chosen employment goal. 

· Vocational training—The consumer must be adequately trained or willing to accept training when needed for an employment goal. 

14.6 Employment Assistance Process—Overview

14.6.1 Background

DBS has experienced success with employment outcomes for consumers who are blind or visually impaired as a result of the following:

· working in partnership with consumers on all issues of employment, 
· working in partnership with business to meet specific needs related to the employment or retention of people who are blind or visually impaired,
· qualified staff members, 

· a thorough employment assistance strategy, and 

· a goal-setting system that helps staff members identify achievable goals and objectives. 

14.6.2 Staff Training
Extensive training is provided to enable staff members to effectively partner with consumers who are seeking employment. Efforts will continue to enhance existing training programs and to develop new programs that meet changing needs.
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14.7 Employment Assistance Process—Business
14.7.1 Building an Account with a Business
Identification of an Account (Pre-Approach)
Before approaching a business, the counselor takes the following steps to prepare:
1. Counselor evaluates his or her caseload to identify the kind of jobs that would be appropriate for consumers. 
2. Counselor identifies businesses with jobs that are compatible with the employment needs of consumers. 
3. Resources to help identify an account include
· 
· Internet research,
· business annual reports, 
· local Chambers of Commerce, 
· Texas Workforce Commission, 
· business development database,
· the telephone book (yellow pages), 
· 
· VR professional or community networks, and
· personal and professional networks of the job seeker.
Business Contact
All business contacts are documented in the business development database, which is maintained by each field office for use by staff in determining previous contacts, contact person, results of contact, and feasibility of follow-up. Business contacts include the following:

· Counselor establishes accounts through personal contact with businesses in the community.
· Counselor identifies appropriate contacts while researching potential accounts. 

· Counselor contacts individuals who have the power to make hiring decisions in a particular company. 
Note: For more information, see 14.10 Exhibit A—Business Contact Summary.
· 
· 
Evaluation of Account Potential
At the conclusion of the business contact, the counselor may reassess the employment potential of the account by considering 
· the business’s attitude (or potential to change current attitude) related to blindness, ability to work, and support services available from the agency; and 
· the appropriateness of the work setting, and what type of modification might be needed for the types of jobs that exist in the company.
Note: If an account appears unproductive, the counselor may choose to identify another account or follow up on the account later. However, productive business relationships result from the VR professional’s marketing skills, good ongoing communication, dependable service delivery, and time. Caution should be exercised in deciding that a VR business relationship is unproductive because the judgment may be premature.
Selling the Concept
The principal objective of the initial business contact is to make a potential employer aware of DBS services, the employment assistance process, and the skills and abilities of workers who are blind or visually impaired. It may take several visits to accomplish this objective.

Identification of a Job
The counselor may identify a job before or after the initial business contact. If there is a time lag between initial contact and the identification of a potential job, the counselor should make interim contact to maintain interest and awareness.

Job Analysis
This is the most critical component of the job identification process. Only through job analysis can a counselor validate a good match between applicant and job by
· determining the purpose of the job, 

· identifying and analyzing the job tasks, 

· determining the qualifications or skills necessary to perform each job task, 

· evaluating the job environment, and 

· determining if rehabilitation engineering is necessary. 

Note: The success of the employment assistance process depends on a thorough job analysis. For more guidance on job analysis, see DARS1233, Business Development and Job Analysis Worksheet.

Rehabilitation Engineering
During a thorough job analysis, the counselor may identify a potential job barrier that present problems for consumers. At this point, a decision must be made about whether rehabilitation engineering could help eliminate the barrier. (Consulting with an EAS specialist is strongly encouraged.) Rehabilitation engineering includes
· restructuring a job so that the consumer can perform each individual task, 

· job modification by altering the work site to permit the consumer to execute the tasks in a safe and productive fashion, or 

· identifying an appropriate assistive device or technology that allows a consumer to overcome a barrier. 
Note: A combination of these approaches may be necessary to overcome a job barrier.

14.8 Employment Assistance Process—The Job Applicant

The following steps can assist the consumer in reaching his or her employment goal.
Comprehensive Assessment or Diagnostics
Comprehensive assessment or diagnostics are a prerequisite to vocational counseling and may include
· an eye examination, 

· a general physical, 

· a psychological evaluation, 

· a vocational evaluation, 

· an evaluation from a rehabilitation teacher,
· a counselor’s observations or evaluation, and
· a trial work experience. 

Interpretation and Evaluation of Assessments or Diagnostics
After assessment or diagnostic information has been obtained and discussed, the counselor and consumer partner to choose an employment goal that is compatible with the consumer's interests and aptitudes. (For more information, see section 14.5.5 Job Readiness Criteria)

Identification of the Consumer’s Service Needs
The consumer's service needs and capabilities are based on the comprehensive assessments or diagnostics and continued observation. The consumer's functional level determines the scope and nature of the employment assistance services provided. Functional levels include
· basic skills, 

· job-specific skills, 

· credentials, 

· experience, 

· career and self-awareness, 

· job-seeking skills, 

· independent living skills, 

· personal adjustment, 

· resources and support systems, and 

· the consumer's knowledge of assistive devices. 

Additional Resources
Consumers are encouraged to use resource books from the Texas State Library during the job search and exploration of career choices. Listed below are additional resources that may be helpful in achieving the consumer's employment goal. 
· O*Net online,
· American Foundation for the Blind Career Connect ®
· What Color is Your Parachute? by Richard Nelson Bolles, 

· The Complete Job Search Handbook by Howard Figler, 

· The Self-Directed Search by John L. Holland, 

· Who's Hiring Who by Richard Lathrop, 

· Occupational Outlook Handbook ,
· 
· labor market information,
· occupational information collected by the counselor, and
· career searches at a local community college. 

· 
Delivery of Services
The counselor and consumer plan appropriate and needed services to fulfill job readiness criteria by
· evaluating career alternatives, 

· selecting an employment goal, 

· determining and delivering training, 

· periodically evaluating the individual plan for employment (IPE), and 

· continuing vocational counseling. 

14.9 Employment Assistance Process—Matching a Job Applicant with a Job

To match a job applicant with a business, take the following steps.
The Match
At this point the consumer is job-ready, and the counselor has developed productive relationships with businesses that offer jobs appropriate to the consumer’s needs. It is the counselor’s responsibility to work with a consumer to match him or her to an appropriate job.
Pre-Job Orientation
When a successful match has been made, the counselor and the consumer must identify any specific pre-job orientation needs. Examples of pre-job needs include
· evaluating the accessibility of human resource and staff-training procedures,
· preparing materials in appropriate media, 

· modifying and/or purchasing accessibility-related equipment, 

· getting oriented to the work environment, 

· attending business or peer awareness presentations, and
· acquiring training for the use of necessary assistive technology equipment. 

Note: A thorough analysis of a consumer's pre-job needs and acquiring necessary services will minimize the stress of a new job and maximize the chances of success.

Initiation of the Job
The first day on the job is critical because details and issues may arise that were not identified before the start of work. The counselor's presence may be needed so that problems can be addressed and resolved immediately.

Follow-Up
The majority of job failures result from poor follow-up. The counselor must inform the business and the consumer that assistance is available upon request. In addition, the counselor should contact the business and consumer periodically so that any problems that arise can be quickly resolved.

14.10 Exhibit A— Business Contact Summary
DARS 1232, Business Relations Worksheet is available, or the counselor may cut and paste the following into a case note.
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· 
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· 
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Business
· Contact date

· Name

· Address

· Phone number
· Fax number
· Web address

· DBS account manager

· Industry

· Quality status: contacted, developing relationship, established account (quality business relationship), targeted

· Region

· Employment qualifications

· Public transportation route or other transportation

· Staff documentation: was the meeting in person, by request of the business, by email or telephone

· Services: accessibility consult, ADA information, applicant hired, awareness presentation, business consultation, business relationship survey, hiring survey, job analysis, job retention, qualified applicant, technical assistance

· Business contact name including
· Job title

· Work number

· Cell number

· Email address

· Accessibility

· accessibility standards
· accessibility testing

14.11 Exhibit F—Summary of Employment Assistance Services
Employment assistance services include the planning and provision of services that prepare consumers for work, assistance in obtaining suitable employment, and maintaining employment in partnership with DBS counselors and consumers. The following services are available through the Austin-based Employment Assistance Unit and regionally-based employment assistance specialist:

· assessment of the consumer and his or her environment in order to recommend assistive interventions for the successful completion of all job tasks; 

· assistance with business contacts; 

· job analyses; 

· physical plant surveys;
· awareness presentations; 

· consultations with consumers, businesses, counselors, and staff; 

· participation in regular trainings and in-services (Austin); 

· participation in employment assistance meetings (Regional);
· participation in employment assistance training;

· peer support;
· making technology recommendations;
· providing documentation for equipment purchases;
· coordinating loaner equipment;
· assisting in technology trainer selection; 
· providing stand-alone system installation and preliminary troubleshooting before Technical Support Services intervention; 

· coordinating Technical Support Services; 

· consultation with field directors and blind and visually impaired staff members regarding job access needs; 

· assisting the Department of Information Resources regarding technical troubleshooting and problem solving for staff member’s adapted computer systems.
The Employment Assistance Unit also includes the employment assistance consultant, administrative technician, technical support specialists, technical support technician, and technical support clerk. 
Employment Assistance Manager
The employment assistance manager 
· consults with EAS and field directors and 
· coordinates Employment Assistance Services statewide. 

Administrative Technician
The administrative technician
· 
· provides administrative support to the employment assistance manager,
· coordinates contract trainer services, and 

· compiles and records statistical information from EAS specialists and TS specialists. 

Assistive Technology Unit
The Assistive Technology Unit
· provides assistive technology evaluations for consumers,
· provides assistive technology training for consumers,
· tests assistive technology for inclusion on the Approved Products List (APL), and
· designs and administers tests for assistive technology trainer applicants.
Assistive Technology Support Specialist (accessed through EAS)
The assistive technology support specialist
· tests assistive equipment at the business site,
· provides technical assistance, and 

· installs hardware and software on-site if other resources are not available.
Technical Support Technician (accessed through EAS)
The technical support technician
· installs hardware and software; 

· orders, receives, tags, and ships recommended equipment; and 

· completes the DARS2014, Rehabilitation Equipment Receipt and Agreement, and may have the purchase order delegated to him or her. 


