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PLACEMENT:  GENERAL GUIDELINES

Program Description

Placement services are the programs that are directly related to assisting a consumer to prepare for and achieve or maintain non-subsidized, integrated employment. 

The specific services to be provided under this contract are: 

1. Employment Readiness Assessment
2. Job seeking skills 
3. Job development
4. Placement in employment for six days
5. Placement in employment for 90 days.
Job placement services are expected to result in employment of referred, job-ready consumers. 
Placement services should be customized to meet the needs of the NYSCB consumers. 
Services must be: 
1. Based on an individualized Job Placement Plan 
2. Organized to teach the NYSCB consumer the skills necessary to find a job

3. Actively support and assist the NYSCB consumer to obtain employment.  
The process should:

1. Establish clear criteria and thresholds to measure consumer progress and achievement of outcomes

2. Be organized, timely and consumer focused

3. Emphasize informed choice, as well as active participation and flexibility on the parts of the consumer, the contractor and the NYSCB counselor.
The contractor should establish a plan to monitor the overall program of services and institute a consumer satisfaction component that focuses on quality service delivery. 
If it is determined that continued placement efforts are unlikely to be successful, contractors must furnish documentation to explain why employment has not occurred 
and recommend additional steps to assist the consumer in reaching the employment goal.

Confidentiality of Information
The Contractor must safeguard the confidentiality of all information relating to all consumers who receive services under the Contract, and must maintain the confidentiality of all such information in conformity with the provisions of applicable State and Federal laws and regulations.  A consumer's records must not be released without the written consent of the consumer, or as otherwise required pursuant to applicable State or Federal laws and regulations.

NYSCB requires the use of a Release of Confidential Information form when requesting or providing oral or written information regarding a consumer.  In addition, special releases are required for providing or obtaining oral or written information about consumers with special circumstances (e.g. HIV, substance abuse).  

Providing Written Communications in the Consumer's Preferred Format
In order to communicate effectively in writing with consumers, it is important that consumers receive written materials in a format that is accessible to them.  The consumer's preferred format, as recorded on the demographic form in the consumer’s Electronic Case Folder (ECF), or identified in referral materials, should be entered into the consumer's case file.  Once identified, all written communications must be sent to the consumer in this format.
Communicating with Consumers Who Are Deaf Blind
In order to communicate effectively with consumers who are deaf/blind, it may be necessary to secure the services of a certified interpreter.  Contractor staff must consider whether or not the services of a certified interpreter are needed in order for a 
consumer who is deaf/blind to participate in services.  Consideration of this need should be given during all aspects of the consumer's involvement with the contractor.
Communicating with Consumers Who Are Non-English Speaking

In order to communicate effectively with consumers who do not speak English, it may be necessary to secure the services of a foreign language interpreter.  Contractor staff 
must consider whether or not the services of a foreign language interpreter are needed in order for a consumer who does not speak English to participate in services.  
Consideration of this need should be given during all aspects of the consumer's involvement with the contractor.

Informed Choice
Throughout these guidelines, reference is made to providing consumers with opportunities for informed choice.  This section provides information about the concept of informed choice and how to apply it during goal development and service provision.

Each consumer who is referred for NYSCB services must be given the opportunity to make informed choices about the selection of their goal, objectives and plan for services and the types of services and service providers.  The opportunity to make informed choices continues throughout the rehabilitation process.

Informed choice is a decision-making process in which the consumer analyzes relevant information and selects, in partnership with the NYSCB counselor and contractor, a goal, objectives, services and service providers.  Through informed choice, the consumer participates fully in considering and choosing options for training and services to obtain their goal.  

Informed choice does not mean unlimited choice.  Providing the consumer with relevant information enables the consumer to make the best decisions possible regarding training planning and goal setting.  The process of informed choice also encourages the consumer to have an active role in this process, leading to more educated and effective consumer-driven decisions.

In areas where more than one contractor serves a given region, for a given service, NYSCB will provide the consumer with information in order to choose among the available options.  

Job Placement Services Staff Qualifications

Job Placement Services must be provided to referred NYSCB consumers only by contractor staff members who possess the following qualifications:
H.S. diploma or GED; and a varied and successful work history; and
1. A minimum of two (2) years’ experience in placing people with disabilities in jobs with knowledge of employer expectations of performance and employee behaviors and knowledge of the local job markets; or
2. The individual is supervised by an individual holding at least a bachelor’s level degree in an appropriate human services/human resources field who possesses two years of experience in providing job placement services; or who has had training in methods and techniques of job placement; or
3. The individual is supervised by an individual with at least four (4) years’ experience in provision of job placement services.

Staff must also take part in ongoing training and staff development activities associated with provision of placement of individuals with disabilities, including blindness, in employment.

The essential skills of this position are typically acquired through a combination of relevant education and experience. Job Placement staff should have knowledge of the following: 

1. Principles of marketing and public relations;

2. Methods and techniques of job development and client placement;

3. Resume development; 

4. Local labor market trends and employment opportunities in both the private and public sectors;

5. Interviewing methods;

6. Labor and employment laws, rules and procedures; 

7. Private, local state, and federal agencies involved in workforce development and job placement programs; 

8. Available community resources and services; 

9. Basic internet research techniques, especially employment websites/resources; and
10. Use of social networking sites in job placement. 

Referrals

NYSCB will make referrals to contractors based on individual consumer choice and contractor capacity. No contractor is guaranteed referrals. 
1. Referral for Placement  Assessment 
 The Placement Assessment will be authorized as a separate component. 

2. Acceptance of Referral / Start Date Notification - Within 15 days of the receipt of a referral for a service, the contractor must notify the referring NYSCB district office of the start date of the service.  Once a referral is accepted, the decision is irrevocable and can only result in a successful or unsuccessful outcome.

If the referral is accepted, the contractor must provide a start date of the services for the consumer that is no longer than 30 days from the date the referral was received by the contractor. 
3. Rejection of Referrals:  The contractor has the option to reject a referral if, in the opinion of the contractor, the referred individual will not benefit from the requested service; however, severity of disability is not a reason for rejection. NYSCB should be notified of the rejection as soon as possible, but no later than 15 days from receipt of the referral. If a referral is rejected, the contractor must provide the reason for not accepting the referral, as well as a description of the service(s) the consumer might benefit from as a prerequisite or an alternative to the service(s) requested.
NYSCB reserves the right to cancel a referral when NYSCB determines this would be in the best interests of the consumer.
Documentation Requirements
Contractors are responsible for completing report forms in a timely and accurate manner.  Copies of required forms are located in the Forms Section of this document, with instructions where needed.

1. An Authorization for Planned Services is used by NYSCB to authorize all services.  
2. All reports must be in an accessible format (Word) so that they can be read by staff and consumers who use screen reading software. No handwritten reports will be accepted. 

3. Reporting a completed service:

Contractors who receive authorizations electronically through the NYSCB Consumer Information System:  Once the contractor has completed services, the contractor must submit the authorization for payment by completing the required sections of the authorization, including dates of service, date service was completed; amount to be paid, signature and date. Any documents that are required to demonstrate the service was delivered should be attached to the authorization and forwarded to the counselor through CIS.  

Contractors who receive paper authorizations via mail or fax:  Once the contractor has completed the service, the contractor must submit the authorization for payment by completing the authorization as in the above 
section, attaching required documents, and forwarding the package to the counselor.

4. The contractor must submit the final report, along with the complete signed authorization form, within 21 days of completing the service.

5. The counselor will receive and review the authorization and reports. For contractors in CIS, once meetings are held and the counselor approves the outcome, the counselor will submit the authorization for payment. For contractors outside of CIS, the authorization and reports will be scanned into the consumer’s case file; the counselor will review all documentation and once approved, will submit the authorization for payment. If the counselor does not approve the outcome, the counselor must contact the contractor to resolve the disagreement.
6. Once an agreement is reached and the counselor accepts the report fills out the NYSCB determination section and submits the authorization, the outcome will be considered achieved and payment will be authorized.

Confirmation of Achievement of an Outcome
The contractor will schedule a meeting to occur within 15 days of the completion of service, including the service provider, the counselor and the consumer to determine goals and levels achieved.  Face-to-face meetings are expected to occur wherever 

possible; teleconferences may be used when the scheduling of face-to-face 
meetings would cause delays in the consumer’s progress.
Disagreement with Service Outcome

If the NYSCB counselor and the provider are unable to resolve disagreements regarding the outcome of the service, the NYSCB Senior Counselor will be informed of the disagreement and will make the final decision.

Role of the NYSCB Counselor:  Job Placement Assessment, Job Seeking Skills and Job Development Services, 6 day and 90 day Placement
The NYSCB counselor is the service coordinator for consumers receiving services under this contract. The NYSCB Vocational Rehabilitation Counselor has responsibility for working with the consumer and employment specialist in the development, coordination and evaluation of job placement services or activities.  The counselor takes

a strong, active role in the job placement and retention process, even when an 
employment specialist is used to assist a consumer.  The counselor is responsible for providing guidance, technical assistance and active interventions throughout the process.  The counselor also sets expectations and direction for the service provider.  Specific responsibilities include:

1. Prior to the referral for placement services, the counselor and consumer will agree on the consumer's readiness to participate in placement services and commitment to actively pursue employment and complete the Job Readiness Assessment Checklist.

2. The counselor will authorize a Placement Assessment and will send the Job Readiness Assessment Checklist and all appropriate referral information to provide sufficient background information about the consumer (e.g. the Individualized Plan for Employment, work experience, education, previous vocational training and competencies, adaptive and technology‑related skills, relevant medical information including low vision reports, secondary disabilities, cultural or language issues, educational and vocational aspirations, and rehabilitation needs) so that an appropriate assessment can be conducted.

3. Following the receipt of the Placement Assessment report, the counselor will contact the contractor to let them know if the report and goals are accepted by NYSCB and issue an Authorization for Job Seeking Skills and/or Job Development.  Services cannot begin before the counselor accepts the assessment report.
4. The counselor will participate in joint planning conferences with the provider and the consumer to chart progress toward completion of the plan and to revise plan elements as needed.
a) 
At the completion of the assessment;
b)
At progress conferences to be held at least quarterly; and,
c)
At the completion of service.
5. The counselor will complete the activities identified in the Placement Plan as his/her responsibility.

a) The counselor will receive and review Progress Reports and the Final Report;  

b) The counselor will review and approve progress reports and revisions to the Placement Plan;
c) The counselor's signature on the Placement Plan will confirm approval of the revisions;
d) If the counselor does not approve the revisions, the counselor must contact the contractor to resolve the disagreement;
e) The counselor's signature also authorizes acceptance of the Final Report.

Role of the Contractor: Placement Readiness Assessment, Job Seeking Skills and Job Development Services, 6 day and 90 day Placement 

1. Upon receipt of the referral, conduct an assessment to determine the consumer's specific needs.  During the assessment, the contractor will review the Job Readiness Assessment Checklist with the consumer and make revisions as appropriate based on any new information.

2. If placement services are recommended, jointly develop a Placement Plan with the NYSCB counselor and the consumer. The Placement Plan will identify the responsibilities of the contractor, the consumer and the NYSCB counselor. If placement services are not recommended, document the reason and include recommendations for further training on the assessment report.

3. Engage the consumer as an active participant in the job search and placement and document the frequency and intensity of their involvement in the process.

4. Complete the activities identified in the Placement Plan as his/her responsibility.

5. Initiate meetings to discuss any recommended revisions to the Placement Plan with the consumer and the counselor and document the changes on the revised Placement Plan.  Revisions to the Placement Plan must also be approved by the consumer and the counselor.  Clarification of these expectations early in the process will help avoid misunderstandings when services have been completed.

6. Maintain communication with the NYSCB counselor informing the counselor of achievements, adjustments and/or problems during placement activities.

7. Complete and submit required documentation, including reports and completed, signed authorization.    
Terms Used in the Guidelines

Assistive Technology:  Assistive technology means any service that directly assists an individual with a disability in the selection, acquisition, or use of an assistive technology device. “Assistive technology devices” refers to those aids, appliances and devices that assist individuals who are blind to perform certain functions or activities. Devices may range from conventional assistive devices which are usually low-tech in nature, to high-tech which are microcomputer based.

Integrated Setting:  An employment setting in which NYSCB consumers interact with non-disabled individuals (other than non-disabled individuals who are providing services to those NYSCB consumers) to the same extent that non-disabled individuals in comparable positions interact with other persons.

Individualized Plan for Employment:  The Individualized Plan for Employment (IPE) is a written plan outlining an individual's vocational goal, and the services to be provided to reach the goal.  The IPE identifies the individual's employment objective, consistent with their unique strengths, resources, priorities, concerns, abilities and capabilities and provides a plan for monitoring progress toward achievement of the goal. 

Job Seeking Skills are those skills which prepare an individual to participate in the job search process. These skills include resume development/refinement, interviewing skills, and instruction in job search techniques.

Job Development refers to direct employer services including outreach to identify job opportunities and arrange interviews for NYSCB consumers, performance of job analysis functions to determine suitability of specific jobs for referred consumers, and determining appropriate job accommodations.
Job Placement Plan: The Job Placement Plan is a time-limited, brief written action plan that specifies timeframes and Job Seeking and/or Job Development activities that will be performed by the consumer, the employment specialist, the NYSCB counselor and any other individuals involved in the placement or job retention process.  These specific activities are related to achieving the employment goal of the consumer.  It is different from the IPE in that it focuses on very tangible, immediate steps and actions that need to occur for job placement or retention, rather than describing the overall rehabilitation program.  The plan should be reviewed and updated as needed.  A copy of the plan must be provided to the consumer in their preferred format, including large print, Braille, cassette tape or computer disk.

Job Readiness:  The individual consumer's demonstrated motivation, willingness, and level of basic skills required to achieve the stated employment goal.

Job Requirements:  Factors, identified with the consumer, to be taken into account when considering job possibilities.  Job requirements must address, but not     be limited to, such factors as work hours, location, availability of transportation,                 salary/benefits, work environment, safety issues, accommodation needs, and types of work tasks.
Non-subsidized employment:  A job that pays at or above minimum wage.

Placement Activities:  Services customized to the needs of the job seeker which lead to obtaining non-subsidized employment.
JOB PLACEMENT SERVICES

Introduction

The goal of placement services is to enable the individual to obtain community-based non-subsidized employment at minimum wage or higher following participation in placement activities outlined in a mutually agreed upon placement plan prepared through collaboration between the NYSCB counselor, the consumer, and the placement provider. The main activities of placement services should be concentrated in the areas of development of consumer skills and employer contacts to enable the individual to successfully access and participate in paid employment. 

Job placement services consist of four separate services (five outcome payments):  Job Placement Assessment, Job Seeking Services, Job Development Services, Placement in Employment for six days and for 90 days. 

JOB PLACEMENT ASSESSMENT
Prior to receiving job placement services, consumers will participate in a Job Placement Assessment to evaluate the consumer's readiness to participate in placement services leading to community-based, non-subsidized employment.

The Job Placement Assessment will:

1. Determine a consumer's readiness for Job Placement services;
2. Determine the need for Job Seeking and/or Job Development Services;
3. Establish a baseline of skill against which future progress can be compared; and,
4. Provide information about the amount of time services may take, in order to assist the NYSCB counselor and the consumer in their vocational planning.

Job Placement Assessment Outcome  
Payment will be rendered for a completed assessment report which either: 

1. Confirms job readiness; identifies job requirements; and results in a mutually agreed upon placement plan (prepared in joint consultation with the consumer, the NYSCB counselor, and the employment specialist) outlining placement activities which are expected to lead to non-subsidized employment (at or above minimum wage) in an integrated setting consistent with the consumer’s Individualized Plan for Employment (IPE); or, 

2. Provides a description of the basis for the determination that the individual is not ready for placement services, and a recommendation of interventions that will prepare the individual to benefit from placement services.

Expectations for Job Placement Assessment  

1. Extensive interview with NYSCB consumer and/or significant others
2. A thorough discussion of anticipated work and work site requirements to include tardiness/attendance, safety, work instructions, employer and co-worker expectations;
3. A thorough discussion of previous work history, educational background/preparation and skill building efforts and impact of these on current efforts;
4. A discussion of current issues, any stressors, need for accommodation or other logistic issues (transportation, child or elder care, housing, legal issues, financial or emotional stressors, health care, health issues);
5. An exploration of possible supports to include friends, family, community, state and federal resources;
6. An assessment of the individual’s ability to use technology effectively for the type of employment sought, including the ability to use Social Media  (Linked In, Twitter, Facebook) for the job search/application process;
7. Assigned tasks to be completed by the consumer to gauge ability to follow specific instructions, resolve issues, demonstrate motivation and persistence;
8. A determination of how the individual plans to get to work, and confirmation that skills and supports are in place;
9. A discussion of the consumer’s knowledge of how the projected earnings for the chosen field will affect any private or public benefits;
10. A determination that the individual has the personal management skills to conduct and organize personal activities at home and on the job;
11. Application completion exercise, resume completion exercise, face-to-face mock interview, phone interview, and development of references listing.
Time Frame for Completing the Job Placement Assessment  

Within 45 days of receipt of the referral, the assessment should be completed. If a delay is necessitated by reasons beyond the contractor's control, the provider should contact the NYSCB district office to discuss an extension.

Documentation

The following documents must be submitted with the Job Placement Assessment Final Report.

· Interview Rating Scale
· Job Guidelines Summary Sheet

· Placement Services Plan

Instructions for completing these documents follow:

Interview Rating Scale

The placement specialist should conduct the initial mock interview in order to establish a baseline for training in interviewing skills. Results of the mock interview should determine individual goals and timeline that will be reflected in the Placement Services Plan. 

The Interview Rating Scale should be used again during the Job Seeking phase of training to track consumer progress in training and during a mock interview conducted with an employer in a field in which the consumer wishes to obtain employment.
Job Guidelines Summary Sheet

Based on your assessment and input from the individual, complete the Job Guidelines Summary Sheet describing the individual’s preferences or special considerations in developing employment options.

Placement Services Plan 

 In developing the Placement Plan, the consumer, employment specialist and counselor must consider needs in the following service areas: 
Job Seeking – The objective of services provided in this area is for the consumer to have an appropriate targeted resume(s) and cover letter, be able to successfully submit resumes through various media (print, electronic) and conduct appropriate follow-up activities, be prepared and able to submit job applications, and be prepared to participate in the job interview process. In addition, the objective of job seeking services is to enable the consumer to be actively involved in the job search process, and be able to understand and use various means of identifying potential jobs through review of job listings, social media, networking, cold calls and other means.

Job Development – The objective of services provided in this area is to identify and develop job opportunities with employers in the consumer’s chosen job sector, perform job/task analysis of potential positions, identify job accommodations which might be needed, and arrange job carving or restructuring, as needed. During job development the consumer will participate in a minimum of three employer interviews for real jobs consistent with the consumer’s IPE, with the objective of the consumer obtaining a job offer or learning from each interview how they can be more successful in the job interview process.

Determining that a Consumer Has Achieved the Job Placement Assessment Outcome

In order for a consumer to be reported as having achieved this outcome, each of the following criteria must be met:

1. The consumer's job readiness has been assessed in order to determine whether placement services are appropriate.

2. The consumer has completed a mock interview with an employment specialist or employment supervisor.  
3. A meeting initiated by the contractor has been held with the consumer and the NYSCB counselor to discuss the findings and recommendations from the Job Placement Assessment and jointly develop the Placement Plan.

4. The NYSCB counselor has received and approved the final Job Placement Assessment Report, which includes:

a) The Placement Plan developed by the employment specialist, the consumer and the NYSCB counselor outlining each individual's responsibilities with target dates and anticipated review date;
b) A completed Mock Interview rating scale;  and,
c) A completed Job Guidelines Summary Sheet.
 OR
d) A narrative which provides an explanation why the individual is not considered ready to participate in placement services, and which suggests interventions needed to enable the consumer to benefit from this service at a later date has been provided to the NYSCB counselor.  The vendor  
must include the completed Interview Rating Scale if a mock interview was conducted;
e) The completed signed authorization form has been submitted and approved by the counselor.
NOTE:  The vendor cannot proceed with provision of Job Seeking or Job Development services until the Placement Plan has been reviewed and approved by the NYSCB Vocational Rehabilitation Counselor.

JOB SEEKING SKILLS 
Job Seeking Skills services are intended to prepare NYSCB consumers to participate in the job search process.  These services must include: resume and cover letter  development/refinement, interviewing skills, to include at least one mock interview with a community based employer who hires in the field in which the consumer is seeking employment; and instruction in job seeking techniques. 
Job Seeking Skills Outcome

Payment will be rendered upon completion of all elements of the Job Seeking portion of the Placement Plan and receipt and approval of a Progress report that documents the individual’s performance on mock interviews, includes accessible electronic copies of the individual’s resume(s) and sample cover letter, and identifies whether the individual will be able to seek employment on his/her own or will require job development services.

The completed signed authorization form has been submitted and approved by the counselor.

Expectations for Service Delivery: Job Seeking Skills
It is expected that upon completion of Job Seeking Skills training, consumers will:

1. Be able to submit customized error free resumes and cover letters in print or electronically, which demonstrate that they meet the requirements for the job for which they are applying;  

2. Be able to submit a detailed comprehensive resume for Federal employment;
3. Be able to complete a comprehensive job application and answer questions related to disability and background;
4. Demonstrate knowledge of how to use job search methodologies (Job aggregator sites, employer websites and kiosks, print media, networking, job fairs, etc.) to identify and apply for a job; 

5. Have practiced interviewing in a variety of settings (phone, group, one:one) and feel confident in their ability to perform well in an interview; 

6. Know how to discuss their disability with an employer in terms of their strengths and capacities as well as accommodations needed;
7. Know how to write a cover letter and thank you note and follow-up with the potential employer.
Determining that a Consumer Has Achieved the Job Seeking Skills Outcome
Payment for the Job Seeking Skills outcome will be rendered when:

1. All services identified in the Job Seeking portion of the Placement Plan have been completed; 
2. The consumer has completed a minimum of one mock interview with an employer in the community. The interview should be conducted by a professional in a field that matches the consumer’s vocational goal as closely as possible; NOTE: Interviews may not be conducted by provider staff members.
3. The final report documents that the consumer is able to submit customized error free resumes, has demonstrated knowledge of how to use job search methodologies, has practiced interviewing in a variety of settings, knows how to discuss their disability, and write a cover letter and follow up on an interview. The report must include accessible electronic copies of the individual’s resume(s), a cover letter and confirmation of attainment of skills identified in the Job Seeking portion of the Placement Plan;
4. Within 21 days of service completion, the contractor has initiated a meeting with the consumer and the counselor during which the consumer is able to demonstrate the skills identified on the Placement Plan or is able to provide documentation regarding skills attainment;
5. The contractor has provided a final report and signed completed authorization form which has been reviewed and approved by the counselor.
JOB DEVELOPMENT
Job Development services include, but are not limited to: outreach to businesses to identify job opportunities and arrange interviews for NYSCB consumers; performance of job analysis functions to determine the suitability of specific jobs for referred consumers; determining appropriate job accommodations; matching individual NYSCB consumers with appropriate employment opportunities.
The provider agency must assist the consumer with developing/refining interviewing skills; tailoring the resume to specific job opportunities, making contact with employers and learning correct follow-up strategies with employers to find employment.   
Job development activities should be based on the level of support required by the consumer. Employment specialists may need to take a more active role in reaching out to employers, setting up interviews, and following up with the employer.

Job development is not sending job postings to consumers, e-mailing or dropping off resumes or applications at a business without having an established relationship with the hiring manager.
Job Development Services Outcome

Payment for Job Development will be rendered for completion of all elements of the Job Development portion of the consumer’s NYSCB approved Job Placement Plan, and receipt and approval of a report documenting that the consumer has accepted a non-subsidized job (at or above minimum wage) in the community and is hired, or has had three real job interviews that match their job search criteria. Interview rating forms, updated resumes and cover letters, and other relevant documents must be attached to the report.
Expectations for Job Development Services
During Job Development the Placement Specialist:
1. Secures job opportunities for the authorized consumer using all appropriate resources; 
2. Directly and in person contacts employers on behalf of the consumer and NYSCB to obtain information on job openings and to develop jobs for the consumer;
3. Conducts on-site job analysis, assists employers in identifying, modifying and eliminating environmental barriers and provides for assistive technology or rehabilitation engineering consultation as appropriate;
4. Provides employment preparation services if refinement is needed (update resume, interview skills, etc.) as part of Job Development, or as identified in the Job Placement Plan.
Notes:
High expectations for demonstrated consumer involvement in the job search process are fundamental to effective services.  Consumers need to be engaged at some reasonable level of frequency and intensity in order to achieve employment.

Experiential methods for gathering occupational information -- such as enlisting successfully‑employed individuals who are blind or visually impaired to serve as mentors or in job shadowing -- can influence the job‑seeker in attaining employment.
Current knowledge of assistive technology and linkages with assistive technology providers is essential for placement efforts to be successful.

Collaboration with other placement resources can improve results and maximize the effective use of regional resources.  Cooperation and mutual support of other placement providers in the region will enhance the employment choices available to consumers (e.g. placement consortiums, one-stop centers).  Attendance and/or presentations at meetings of the Society of Human Resource Management, Chambers of Commerce, and other community organizations composed of business representatives can provide an opportunity for contractors to connect with potential employers.                                                

Determining that a Consumer Has Achieved the Job Development Outcome

In order for a person to be reported as having achieved this outcome, each of the following criteria must be met:

1. All services identified in the Job Development portion of the Placement Plan have been completed;
2. The final report documents the consumer’s attainment of an integrated competitive job that matches their IPE goal, or their performance on three actual job interviews for positions consistent with their IPE goal;
3. Within 21 days of service completion, the contractor has initiated a meeting with the consumer and the counselor during which the consumer is able to demonstrate the skills identified on the Placement Plan or is able to provide documentation regarding skills attainment;
4. The contractor has provided a Final Report and signed completed authorization form which has been reviewed and approved by the counselor.
NOTE: If the requirements for the job development outcome have been met but the consumer remains unemployed, a team meeting should be held to determine whether the consumer continues to be interested in seeking employment and if yes, what other steps can be taken to enhance the consumer’s chances of obtaining employment.  The NYSCB counselor, with input from the District Manager and the provider, will decide whether another “Job Development” authorization to the same provider or to a new provider is appropriate; and if determined appropriate will develop a new Placement Plan outlining the new job development activities.
Placement in Employment

Placement in Employment includes two services:

1. 6day Placement - Pre-employment orientation, support and technical assistance for the NYSCB consumer and/or employer and successful placement in employment for 6 days;
2. 90 Day Placement - Support of newly hired NYSCB consumers for at least 90 days of employment.
Placement in Employment Outcomes
Payment will be rendered for the following employment outcomes:

1. 6 day Placement:  The NYSCB consumer obtains non-subsidized employment at or above minimum wage, consistent with his/her IPE, in an integrated setting following participation in placement activities outlined in the mutually agreed upon job placement plan prepared in consultation with the NYSCB consumer, the NYSCB counselor and the contractor’s employment specialist; and is employed continuously for 6 work days; and receipt and approval by the NYSCB district office of the placement report. 
2. 90 day Placement:  The NYSCB consumer who achieved employment under 6 day Placement will have stabilized and maintained that employment continuously for a minimum of 90 days,  the job is expected to remain permanent, and receipt and approval by the NYSCB district office of the placement report that documents:

a) The job is satisfactory to the consumer;
b) The provider maintained contact with the consumer and employer during the 90 day period;
c) The employer is satisfied with the consumer’s performance in the job;
d) Any needs for accommodations have been resolved; and,
e) Any other issues impacting job stability have been resolved.

Expectations for Service Delivery:  6 day and 90 day Placement 
1. Consumers are expected to be employed for at least 20 hours/week, unless the NYSCB senior vocational rehabilitation counselor has provided a waiver for fewer hours based upon consumer need;
2. Work experiences, summer jobs and temporary employment do not meet the criteria for either 6 day Placement or 90 day Placement, even if employment is sustained for 90 days or more;
3. Communication, coordination and collaboration with the NYSCB counselor are required to increase success in placement efforts.              

Determining that a Consumer Has Achieved the Placement Outcome(s)

In order for a person to be reported as having achieved this outcome, each of the following criteria must be met:

1. To satisfy the 6 day Placement outcome, the NYSCB consumer must be employed for six work days for a minimum of 20 hours per week (unless waived) in an integrated setting earning non-subsidized wages.   Supported employment, summer employment and temporary employment cannot be considered successful outcomes under 6 day placement. 

Some employment outcomes established by the contractor under Javits-Wagner-O'Day (JWOD) programs may be considered competitive employment outcomes if they are located in integrated settings, offer compensation at or above the minimum wage, provide health and other compensation benefits, and have the potential for advancement.  For example, telecommunications and computerized switchboard operations where wages are at or above minimum wage and work is performed at a federal contractor site requiring ongoing contact and communication with the general public may be considered as competitive employment outcomes.

2. To satisfy the 90 day Placement outcome, the NYSCB consumer must continue to work successfully for 90 calendar days from the original placement date. During this time the employment specialist should have maintained, at minimum, monthly contact with the consumer, employer and counselor to assure that any additional needs have been addressed. If stability is not achieved by the end of the 90 day period, this phase may continue until the consumer and employer are satisfied that the placement has been successful.

3. Required documentation (including reports and signed completed authorization) have been submitted and approved by the NYSCB counselor.

Support Services Available to Individuals Receiving Placement Services

Work-try-out (WTO) and on‑the‑job training (OJT) are valuable tools for placement and can be an essential bridge to employment for many persons who do not have a recent and substantial work history. Salary costs for on-the-job training, work-try-outs and internships, and fees for job coaching can be authorized by NYSCB. NYSCB will make payments for WTO and OJT directly to the employer
1. On the Job Training (OJT) enables a person to obtain skills specific to a job and employer that can best (or only) be obtained on the work site. The individual is considered an employee of the Business at the outset.  Permanent employment is expected at the end of the OJT, if the individual meets the essential job performance standards. OJT requires a signed agreement with the employer outlining the expectations and contribution schedule of the OJT.  The NYSCB counselor will develop a payment schedule with the employer in which NYSCB will pay 100% of the salary for a defined period, then 50% of the salary for a defined period, after which the employer is expected to pay 100% of the consumer’s salary. OJTs are limited to six months. This limit may be exceeded with NYSCB District Manager approval if extension of the service will result in a job, increase the individual’s skills or otherwise benefit the consumer in terms of employment.

2. Work-Try-Out (WTO) offers an employer wage reimbursement for up to four weeks or 160 hours, while the potential employer and the job candidate assess whether the position is a good match.  During this period, the consumer’s ability to perform essential job functions are assessed, and job analysis and consumer performance information may be obtained in order to develop an On the Job Training program, if necessary. NYSCB reimburses the business 100% of the employee’s wages only. The business is expected to place the individual on the pay roll and assure that the individual is covered under Worker’s Compensation, Social Security, Unemployment Insurance, Minimum Wage Law, 
IRS withholding and any other usual employee benefits. At the end of the WTO the business is expected to retain the employee if he/she meets the essential performance functions of the job.  If the employment does not work out, NYSCB and the placement vendor will assist with the termination of the try-out. 

3. A Paid Internship is an alternative means to support an individual in the initial phase of employment if the business is unwilling or unable to offer an OJT or WTO. An internship provides the opportunity for consumers receiving Job Seeking  services to be 
paid while they participate in a time-limited (four to 12 weeks as agreed with the employer) experience in a competitive community-based job consistent with their IPE. The consumer is not on the employer’s payroll and serves as a de facto temporary employee employed by the contractor. Internships are appropriate for consumers who already have work experience and work readiness skills, appear to be a good candidate for hire, but continue to have difficulty obtaining a job offer. NYSCB will reimburse the contractor the consumer’s salary on a pass-through basis for the duration of the internship.  NYSCB will pay the provider up to $25/hour based on the sum of:

a. Consumer’s hourly wage

b. Hourly equivalent of fringe benefits /costs related to employing the individual, and

c. 15 percent of the combined wage and fringe above.

4. Job Coaching refers to the training of an employee by a specialist, who uses structured intervention techniques to help the employee learn to perform job tasks to the employer's specifications and to learn the interpersonal skills necessary to be accepted as a worker at the job site and in related community contacts. In addition to job-site training, job coaching includes related assessment, job development, counseling, advocacy, travel training and other services needed to maintain the employment. Job coaching may be available to individuals who need this support during the initial phase of employment. Note: Travel training by a job coach should reinforce, not replace, orientation and mobility training.
NYSCB Placement Services Referral
Date of Referral:




Counselor:

Purpose of Referral:

☐ Placement Assessment

☐ Job Seeking

☐ Job Development

☐ 6 day Placement

☐ 90 day Placement

Consumer Name:

Phone:





Alternate Phone: 

Home Address:

Alternate Contact and Phone:

Print Access Modality:

Vocational Goal:

Technology and other adaptive equipment currently used by consumer for work purposes:

Referral includes:

☐ Completed Job Readiness Assessment Checklist (REQUIRED)

☐ Most recent Confidential Health Assessment
☐ Most recent Eye Report and Low Vision Evaluation Report, if applicable
☐ Most recent Audiology Report, if applicable
☐ Medical/Psychological Reports, if consumer will need work accommodations

☐ O&M, VRT, AT, Vocational Training, Work Readiness reports (from another provider)

☐ Education and work history 

☐ Other information that will assist in assessment

NOTE: if provider has received any items above previously, counselor will not resend

Job Readiness Assessment Checklist
      
(to be completed by NYSCB Counselor)

	Consumer Name:      

	NYSCB Counselor Name:      

	Vocational goal:                                                  Desired hours per week:       

	Date:       

	AREAS TO BE ASSESSED       
	Yes
	No
	Don't know

	1. Does the individual demonstrate motivation to achieve employment (attitude, keeps appointments, completes assignments, has provided current proof of ability to work in United States)?     
           Comment:      

	     
	     
	     

	2. Does the individual have basic skills to enable him/her to participate in Placement (e.g., travel skills, appearance)?      
           Comment:      

	     
	     
	     

	3. Are aspects of the individual’s personal life sufficiently under control to allow him/her to focus on seeking and getting a job?        Comment:      
	     
	     
	     

	4. Does the individual have necessary "soft skills" (time management skills, problem-solving skills, organizational skills, ability to work collaboratively) to succeed in the job?      
           Comment:      

	     
	     
	     

	5. Does the individual understand how placement will affect entitlements and how "work incentives" can help them?     
     Comment:      

	     
	     
	     

	6. Are necessary supports available to enable the individual to seek employment at this time (e.g., transportation and childcare)?      
           Comment:       

	     
	     
	     

	7. Has the individual clearly identified his/her skills, interests, and aptitudes?      
           Comment:      

	     
	     
	     


	ASSESSED

     8.
Does the individual require career exploration to refine or       modify their vocational goal?      

           Comment:      
	Yes
	No
	Don't know

	9. Does the individual understand the job requirements of their vocational goal?


	     
	     
	     
     
     


	10. Is the individual’s level of education commensurate with his/her vocational goal?       
           Comment:      

	     
	     
	     

	11. Does the individual have the skills (including keyboarding and    technical skills) needed for their particular vocational goal?       
Comment:       

	     
	     
	     

	12. Does the individual have sufficient skill using adaptive equipment?      
Comment:       
	     
	     
	     

	13.  Does the individual have sufficient skills and devices to track and maintain contacts, appointments, etc.?      
Comment:      
	     
	     
	     

	14. Does the individual have sufficient communication skills for   his/her vocational goal?       
           Comment:      

	     
	     
	     

	15. Does the individual have a resume? If yes, attach. If no, list employment history on next page.       
           Comment:      

	     
	     
	     

	16. Does the individual know how to find out about job opportunities?      
           Comment:      

	     
	     
	     

	17. Does the individual require assistance to complete a job application?     
           Comment:      

	     
	     
	     

	18. Does the individual have good telephone and in-person interviewing skills?     
           Comment:      

	     
	     
	     

	19. Does the individual know how to discuss his/her disability with an employer and with co-workers?      
           Comment:      

	     
	     
	     


Other Relevant Information/Additional comments:
Consumer’s employment history:

	Job Title 1      
	Employer       
	Date Started

     
	Date Ended

     

	Job Duties      
	Reason for Leaving

     

	Job Title 2      
	Employer       
	Date Started

     
	Date Ended

     

	Job Duties      
	Reason for Leaving

     

	Job Title 3      
	Employer       
	Date Started

     
	Date Ended

     

	Job Duties      
	Reason for Leaving

     


State of New York

Office of Children & Family Services

	COMMISSION FOR THE BLIND 

	Placement Assessment 

FINAL  REPORT 
	Authorization No.


Instructions:

Assessments are to be completed and the assessment report submitted within 45 days of receipt of the referral.  Complete Part I and II.

PART I - Complete this section using information from Section I of VR Authorization.

	Consumer Name:


	Case No.:

	NYSCB Counselor:


	NYSCB D.O.:

	Employment Goal: 

	Final Placement Assessment Report Outcome 

     Outcome Achieved           FORMCHECKBOX 
     Outcome Not Achieved    FORMCHECKBOX 

Total Hour Units Rendered: ___________

 FORMCHECKBOX 
 Mock Interview completed and rating scale attached

Total Service Period:               Beginning Date:  ____________

                                                   End Date:  _________________



Anticipated Service Dates:  Projected Start Date       _____

                                                Projected End Date        _____

Agency Name  __________________________________________________

Agency Signature
______________________  Date ____________________


Report Accepted   FORMCHECKBOX 

Not Accepted        FORMCHECKBOX 

NYSCB Signature ___________________________  Date _________________

PART II – Placement Assessment Narrative 

Instructions:  For an initial report, attach a narrative describing the results of the assessment.  Use this narrative to provide additional comment on the placement plan; or if the individual is found not to be ready for placement, to report on the barriers identified and to recommend strategies to prepare the individual to benefit from placement services
Submit the narrative with the attached completed documents:

1) Job Guidelines Summary Sheet

2) Mock Interview Rating Scale
3) Placement Plan

     
Job Guidelines Summary Sheet

(to be completed by Contractor Employment Specialist)     
	Job Seeker:       
	Completed by:       
	Date:       


	Employment Goal (IPE):       

	Related Areas of Interest:       


	Preferences:      

	Work Hours
	     

	Location
	     

	Transportation
	     

	Salary/Benefits
	     

	Job Responsibilities
	     

	Work Environment
	     

	Safety Issues
	     

	Medical or Physical limitations, accommodations needed
	     

	Other:
	     


Placement Services Plan

In each section, describe each goal, identify specific responsibilities of participants (consumer, employment specialist and NYSCB counselor), and provide an estimated target date by which the goal will be completed.

	Consumer:

	Employment Goal:

	Job Seeking Goals
	Target Date:

	

	Job Development Goals
	Target Date:

	

	Date this Plan will be reviewed (must be updated with each interim report):

	Consumer Signature __________________________Date _______

Placement Specialist Signature _________________Date __________

NYSCB Counselor Signature ___________________Date __________________


INTERVIEW RATING SCALE 
Consumer: __________________Position:  _____________________________   
Interviewer:___________________Company: ___________________________

	First Impressions:
	Very

Good
	Acceptable
	Work

On

	1. Entrance, introduction, and firm handshake
	
	
	

	2. Posture, eye contact, and listening skills
	
	
	

	3. Speaks clearly and at good volume
	
	
	

	4. Appears self-confident with positive attitude
	
	
	

	5. Dress and grooming are appropriate
	
	
	

	Comments:

	Job Readiness Impressions:
	Very

Good
	Acceptable
	Work

On

	6. Seems interested in the job and company
	
	
	

	7. Knows about the job and company
	
	
	

	8. Answers questions in a positive, appropriate  manner
	
	
	

	9. Describes past work experience and training positively
	
	
	

	10. Points out significant skills and abilities related to job being applied for
	
	
	

	Comments:

	Personal Impressions:
	Very

Good
	Acceptable
	Work

On

	11. Explains any vocational problems, limitations, or disabilities positively and credibly
	
	
	

	12. Appears to be honest and dependable
	
	
	

	13. Seems well-mannered, cooperative, easy to get along with
	
	
	

	14. Appears to be mature, has realistic goals and future plans
	
	
	

	15. Smiles and appears friendly
	
	
	

	Comments:

	Final Impressions:
	Very

Good
	Acceptable
	Work

On

	16. Handles salary and benefits questions tactfully
	
	
	

	17. Asks employer well thought out questions about the job and the company
	
	
	

	18. Closes interview courteously and comfortably
	
	
	

	19. Seems qualified for the position
	
	
	

	Comments:

	20. Would you hire this person?
	Yes
	No
	Not sure


Additional Information:
State of New York

Office of Children & Family Services

	COMMISSION FOR THE BLIND

	Placement Services 

PROGRESS/FINAL  REPORT 
	Authorization No.


Instructions:

Interim reports are to be submitted every 90 days after the Initial Placement Plan has been implemented.  Final report is to be submitted within 21 days of service completion. Complete all sections of Part I and  II.

PART I -  Complete this section using information from the VR Authorization.

	Consumer Name:


	Case No.:

	NYSCB Counselor:


	NYSCB D.O.:

	Employment Goal: 



	Total Hour Units Rendered This Report Period:



	Report Period:                                   to 



	Dates of Service


Agency Name  ___________________________________________________

Agency Signature
______________________  Date ____________________


See attached Part II, Placement Plan (if amended) and Narrative

Check here if amended placement plan is attached.  FORMCHECKBOX 

NYSCB Counselor signature indicating acceptance of report:

NYSCB Counselor:________________________  Date:  __________________

Part II - Placement Services, Interim/Final Report Narrative: 

Instructions:  

Use this section to report on progress, identify/describe changes to the initial plan, and provide an estimate how much longer it will take for the individual to achieve the outcome 

Job Seeking (attach mock interview forms, resume, cover letter, revised Placement Plan as appropriate):

Job Development (attach updated supporting documents):

Employer Interviews (include date, interviewer, business, position interviewed for, and how information about the consumer's performance was used to increase the likelihood of more successful job interview experiences):

Additional Information:

Date of Next Review: 
State of New York
Office of Children & Family Services

	COMMISSION FOR THE BLIND 

	Placement, 6 Day

FINAL  REPORT 
	Authorization No.

	


Instructions:

A final Report is to be submitted within 21 days of service completion.   Complete all sections of Part I and II.

PART I - Complete this section using information from Section I of VR Authorization.

	Consumer Name: 


	Case No.:

	NYSCB Counselor:


	NYSCB D.O.:

	Employment Goal: 




	Final Report Service Outcome – Initial Placement, 6 day
Outcome Achieved              FORMCHECKBOX 
   

           Outcome Not Achieved          FORMCHECKBOX 
   

Total Hour Units Rendered: ___________
Individual Service Dates: ______________

Total Service Period: ________________ to _________________

                                                Initial Start Date                         Date of Service 

                                                                                                            Completion


Agency Name  ____________________________________________________

Agency Signature
______________________  Date ____________________


Report Accepted  FORMCHECKBOX 
                       Not Accepted       FORMCHECKBOX 

NYSCB Signature ___________________________  Date _________________

See attached Part II Narrative.

II Placement, 6 Day, Final Report Narrative: 

Instructions:  

Confirm the following placement information:

1. Job Title      
2. Duties of Position      
3. Employer Name      
4. Employer Address      
5. Employer’s Telephone       
6. Name of Supervisor      
7. Wages/Salary      
8. Benefits      
9. Hours      
In addition, describe the contractor’s specific efforts that led to the consumer obtaining the position.  In a separate paragraph describe issues which may impact on the individual's ability to sustain employment and how those issues will be resolved by the end of the first 90 days of employment.

State of New York

Office of Children & Family Services

	COMMISSION FOR THE BLIND 

	Placement, 90 Day 

FINAL  REPORT 
	Authorization No.

	


Instructions:

A final Report is to be submitted within 21 days of service completion. Complete all sections of Part I and II.

PART I - Complete this section using information from VR Plan Authorization.

	Consumer Name: 


	Case No.:

	NYSCB Counselor:


	NYSCB D.O.:

	Employment Goal: 




	Final Report Service Outcome – Placement, 90 Day
Outcome Achieved                         FORMCHECKBOX 
   

Outcome Not Achieved                  FORMCHECKBOX 
   

Total Hour Units Rendered: __________
Individual Dates of Service: _________________

Total Service Period: __________________ to _____________________

                                                         Service Start Date                        Date of Service Completion


Agency Name  ____________________________________________________

Agency Signature
______________________  Date ____________________


Report Accepted  FORMCHECKBOX 
                       Not Accepted       FORMCHECKBOX 

NYSCB Signature ___________________________  Date _________________

See attached Part II Narrative.

II.  90 Day Placement Services, Final Report Narrative: 

Instructions:  

For the final report, confirm the following placement information:

1. Job Title      
2. Duties of Position      
3. Employer Name      
4. Employer Address      
5. Employer’s Telephone       
6. Name of Supervisor      
7. Wages/Salary      
8. Benefits      
9. Hours      
In addition, describe the contractor’s specific efforts to maintain the consumer’s employment.  

In a separate paragraph address issues which may impact the individual's ability to sustain employment in the long term.
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