Business Outreach Specialist – Employer Services Definitions
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Introduction
Welcome to the Business Outreach Specialist Employer Services Definitions Procedure Guide! The goal of this Procedure Guide is to provide a starting point for new BOSs and a refresher for experienced BOS members.  The Guide explains how to measure the delivery of services to our important customers.  It assists in telling that critical story of the interaction between the BOS and the employer and how those relationships develop into further services.  These services provide our employers with the necessary tools and candidates to successfully grow their businesses.  Let’s be sure we know how to document that story.

Employer Services & Definitions
· American’s with Disability Act (ADA)
· Assistive Technology
· Disability Awareness Training (DAT)
· DVR 101
· DVR Incentives
· Employee Retention
· First Appointment
· Internships
· Job Analysis
· Job Fairs
· Needs Analysis
· On-the-Job Training (OJT)
· Paid Work Experience – Youth & Adult (PWE)
· Reasonable Accommodations
· Relationship Building
· Secured Interview
· Situational Assessment (Youth & Adult)
· Tax Incentives
· Work Adjustment Training (Youth & Adult)
· Work Based Learning (Youth & Adult)


American’s With Disability Act (ADA)

Definition: 
The Americans with Disabilities Act (ADA) prohibits discrimination against people with disabilities in several areas, including employment, transportation, public accommodations, communications and access to state and local government’ programs and services. As it relates to employment, Title I of the ADA protects the rights of both employees and job seekers. 
· The BOS can provide technical assistance and consultation to employer on the ADA
· T&A may involve referral to appropriate agency, such as Rocky Mountain ADA, EEOC, OFFCP, etc.
· The BOS may also provide a specific workshop on the ADA
Performance Metrics:
· In Aware, Choose appropriate employer
· Ensure that under 1 – assigned staff is indicated
· Choose ADA under “services”. 
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources:
· Service Dog PowerPoint available on BOS Team Google Drive  https://drive.google.com/drive/u/0/folders/1a-Ky9LQCW-QUiJkxmKg2IV6Mjj2UgDuU
· ADA PowerPoint available on BOS Team Google Drive https://drive.google.com/open?id=1CdZSkyvBrZx8uG9W2zgVN227mo6MTJ5O
· ADA.gov; Rocky Mountain ADA – website and phone








Assistive Technology
Definition:
Any item, piece of equipment, or product system whether acquired commercially, modified, or customized, that is used to increase, maintain, or improve functional capabilities of an individual with a disability. 
Any service which directly assists individuals with disabilities in the selection, acquisition, or use of an assistive technology device, including assistive technology evaluations; purchasing, leasing or otherwise providing for the acquisition of assistive technology devices by an individual with a disability; selecting, designing, fitting, customizing, adapting, applying, maintaining, repairing, replacing, or donating assistive technology devices; coordinating and using other necessary therapies, interventions, or services with assistive technology devices, such as those associated with education and rehabilitation plans and programs; training or technical assistance to the individual, family members, guardians, advocates or authorized representatives; and, training or technical assistance for professionals, employers and others who are substantially involved in the major life functions of the individual to the extent necessary to support the achievement of an employment outcome by an individual with a disability.
· The BOS may be involved in coordinating with employer and relevant parties regarding an AT device or services
· The BOS may provide T&A regarding AT devices or services
· The BOS may provide direct referral to a vendor or VR counselor, the PAT program or other regarding TA devices or services
Performance Metrics:
· In Aware, Choose appropriate employer
· In Aware, choose AT under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources:
· JAN, Rocky Mountain ADA


Disability Awareness Training (DAT)
Definition:
Specific training to employers, community partners and others with a goal of integrating people with disabilities fully into the workplace and all aspects of life. 
· BOS learns of employer/partner interest in DAT
· Determine location of presentation 
· Set specific time
· Determine need of A/V and Wi-Fi/internet connections
· One week before event – send email/phone to employer/partner to confirm DAT, location, number of attendees, need of hard copies
· Two days before event – print any hard copies of presentation and evaluations
· Email/phone for final confirmation
· Within 2 weeks after DAT: follow-up with employer/partner

Performance Metrics:
· In Aware, appropriate employer and then choose DAT under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources:
· DVR101 (long version): https://drive.google.com/open?id=1jvXa1fbV1G_eLiPSkv-5z1-YdmEuL2-h
· DVR Reasonable Accommodations: https://drive.google.com/open?id=1CdZSkyvBrZx8uG9W2zgVN227mo6MTJ5O
· Removing Barriers: https://drive.google.com/open?id=1l-I9NFzIDIesTOIkup1QEDk2vYzCFlws
· DVR 101 short version: https://drive.google.com/open?id=19ZplOmIWuu9QC5SlfuzftSLsQtB5BNST



DVR 101
Definition:
Overview of CO DVR services to employer or community partner or stakeholders. 
· BOS provides overview of the services that DVR can offer to an employer or community partner
· May occur during a 1:1 setting with employer, in a more casual conversation
· DVR 101 may occur in a formal setting along with DAT
· DVR 101 may include information on eligibility for services along with detailed information on variety of services for multiple clients
· DVR 101 may occur for multiple employers or stakeholders, i.e. during a job fair or a parents’ night
· If formal presentation:
· BOS learns of employer/partner interest in DVR 101
· Determine location of presentation 
· Set specific time
· Determine need of A/V and Wi-Fi/internet connections
· One week before event – send email/phone to employer/partner to confirm DVR 101, location, number of attendees, need of hard copies
· Two days before event – print any hard copies of presentation
· Email/phone for final confirmation
· Within 2 weeks after DVR 101: follow-up with employer/partner

Performance Metrics:
· In Aware, choose employer and then DVR 101 under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources:
· DVR101 (long version): https://drive.google.com/open?id=1jvXa1fbV1G_eLiPSkv-5z1-YdmEuL2-h 
· DVR 101 short version: https://drive.google.com/open?id=19ZplOmIWuu9QC5SlfuzftSLsQtB5BNST

DVR Incentives
Definition:
A variety of specific services, including: OJT, WOTC, federal bonding, and employer stipend to offer to an employer to assist in the placement of a DVR client in an employment setting. See DVR Fee Schedule and this Procedure Guide for definitions.
· The BOS discusses DVR Incentives with employer 
· These incentives, such as WOTC and employer stipend, can be offered if employer may be hesitant in hiring client
· IMPORTANT NOTE: OJT and employer stipend must be on client’s IPE – if employer is interested, BOS must consult with client’s VR Counselor if not already listed as a service on the IPE
· BOS will document in Aware any appropriate case notes
Performance Metrics:
· In Aware, choose appropriate employer and then DVR Incentives under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources:
· WOTC: https://www.doleta.gov/business/incentives/opptax/PDF/WOTC_Program_Brochure.pdf
· Federal Bonding: http://bonds4jobs.com/wp-content/uploads/2017/06/FBP-Employers-Job-Seekers-Brochure.pdf


Employee Retention
Definition: 
Providing guidance and information to an employer about DVR services available to existing employees who currently have, or in the future may incur, a disability.  This can save the employer the cost of hiring and training new staff while retaining a valuable current employee. 
· Discussion may be informal or formal
· Further services provided may include: DVR 101, assistive technology, ADA and others

Performance Metrics:
· In Aware, choose appropriate employer and then Employee Retention under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Choose ADA under “services”. 
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources:

First Appointment
Definition:
First face-to-face meeting with employer to discuss DVR, the role of the Business Outreach Specialist and develop working relationship. Initial appointment could also be over the phone or video if employer is located out of state, especially a corporate employer. 
· Meeting could be result of a “cold call”
· Meeting could be result of meeting during job fair where relationship was established
· Meeting could be . . .
Performance Metrics:
· In Aware, choose appropriate employer and then First Appointment under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button

Internship
Definition:
An internship is a pre-professional work experience that provides students, recent graduates, and those seeking to change careers with the opportunity to gain experience in a particular career field. For students, internships also supplement academic classes and, in some cases, earn college credit.
For recent graduates and individuals considering a career change, an internship is a way to try a new job and gain skill sets without making a permanent commitment.
· BOS approaches employer to establish interest in having an intern
· BOS may be partnering with a Workforce Center and their internship program to develop employer
· Internships may be paid or unpaid; DVR can pay for a short-term internship under Paid Work Experience (PWE)
· BOS will document in Aware any appropriate case notes
Performance Metrics:
· In Aware, choose appropriate employer and then Internship under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources:

Job Analysis
Definition:
The process to identify and determine in detail the particular job duties and requirements and the relative importance of these duties for a given job. It is a detailed examination of the (1) tasks (performance elements) that make up a job (employee role), (2) conditions under which they are performed, and (3) what the job requires in terms of aptitudes (potential for achievement), attitudes (behavior characteristics), knowledge, skills, and the physical condition of the employee. Its objectives include (a) determination of the most efficient methods of doing a job, (b) enhancement of the employee's job satisfaction, (c) improvement in training methods, (d) development of performance measurement systems, and (e) matching of job-specifications with the person-specifications in employee selection.

· BOS will thoroughly understand business first, through a tour, interviews with key players in the business, etc.
· BOS may develop a write-up for the business and VR Counselor
· BOS will document in Aware any appropriate case notes

Performance Metrics:
· In Aware, choose appropriate employment and then choose Job Analysis under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources: 







Job Fairs
Definition:
An event for multiple employers that assists with the interviewing, recruiting and hiring of one or more positions.
· BOS may attend and have a booth at a job fair
· BOS may assist local Workforce Center in setting up job fair and recruiting employers to attend
· BOS may assist in advertising for job fair by sending out flier and posting at DVR local office (service doesn’t need to be documented if sending out mass fliers on behalf of WFC)
· BOS may document service if employer is having a specific job fair and requests BOS help in advertising
· BOS may attend with intention of networking with employers
· BOS may develop job fair themselves specifically for individuals with disabilities:

For DVR Job Fair:
8-12 weeks out:
· Contact local venues to hold the event (no-charge)
· Set date for event
· Research other community stakeholders interested in partnering with event, such as IL Centers, Mental Health employment programs, Community Centered Board vocational programs
· Once date and venue identified, contact GPPR and Manager WSEE Unit to begin marketing protocols
· Begin identifying employers to invite
6 weeks prior to event:
· Contact and confirm employers: this can include email, phone, letters, in person
· Contact newspapers and radios to do PSA of event (be sure to include GPPR)
· Finalize any plans with venue
· Work with GPPR or Program Assistant to develop marketing materials
5 weeks:
· Continue to contact employers
· Partner with community stakeholders
· Identify volunteers to assist day of event (registration desk, DVR Table)
3 weeks:
· Contact job seekers: send out flier, post on Social Media, Website, email
· Ensure local DVR offices and counselors are aware

Job Fair, cont.
1 week:
· Continue to contact job seekers
· Verify employers
· Get marketing materials into community
· Make table tents for employers (if not working with WFC)
· Ensure there is a floor diagram (if not working with WFC)
· Final arrangements with venue as necessary
· Confirm staff and volunteer assignments
Day of Event:
· Arrive early to assist and monitor set-up
· Ensure extra tables are set-up for job seekers to fill out applications
· Greet volunteers and staff and guide to assigned areas
· Greet employers and guide to assigned table
Following the event:
· Send thank you’s!


Performance Metrics:
· In Aware, choose any appropriate employers (if significant services occurred) and then choose Job Fair under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources:


Needs Analysis
Definition:
Identify and analyze areas of concern for employers and their employee needs.  Also consider and develop strategies for customized employment when appropriate. Develop a relationship based on employer needs. Does this ever include areas of strength?

· Through active listening, BOS learns of unmet needs and priorities of the business
· Consider: job tasks that are not currently being done but need to be
· Consider: job tasks that are currently being done by high paid employees that could be done by someone else
· Consider: Delays in supporting customers or other employees
· Consider: Tasks that are being performed inefficiently, especially to the overall bottom line of the business
Performance Metrics:
· In Aware, choose appropriate employer and choose Needs Analysis under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button

Further Resources:
· Employer Analysis Tip Sheet: https://drive.google.com/open?id=1kpzrG3BWJcjtjOAOSd5MCTkwyXkcSI1j
· Needs Analysis and Customized Employment: https://drive.google.com/open?id=16lRo6sWeydPacoCY2a1mZcD8Ef7Dww2M

On-the-Job Training (OJT)
Definition:
Job skill training provided by the employer in an employment setting after placement has been secured with the clear expectation that employment in the same or a similar job for the employer will continue if training is successful. The training fee paid to the employer by DVR is designed to offset the employer’s costs for lost productivity while training the consumer to perform job duties satisfactorily. All on-the-job training arrangements will be documented using DVR’s On-the-Job Training document.
Requirements
· Individuals must be compensated by the employer at the usual and customary wages for the required skill level and type of position in which the individual is placed. 
· Typical training period shall not exceed three months. When three months of on-the-job training is insufficient to permit the consumer to develop the skills necessary to perform the job duties satisfactorily, the counselor may approve additional months of training in 1-month increments. For each additional month approved, a new OJT Agreement must be developed. The total number of months of on-the-job training shall not exceed six months. 
· Payment includes written monthly training reports from the employer that identifies, at a minimum, the training content/skills taught during the month and the degree of mastery demonstrated by the consumer. 
· Payment for both on-the-job training and an employment stipend to the same employer is not allowed.
Monthly Payment Rate 
Payment is made to the employer in accordance with the individual’s wages during the training period. 
· First month cannot exceed 75% of the individual’s salary or wage;
· Second month cannot exceed 50% of the individual’s salary or wage;
· Third month cannot exceed 25% of the individual’s salary or wage.

BOS Role:
· BOS may approach employer to ascertain interest in OJT
· BOS may provide employer with initial OJT paperwork – however it should be the DVR Counselor’s responsibility to complete with the employer
· BOS will document in Aware any appropriate case notes
Performance Metrics:
· In Aware, choose employer and choose OJT under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
On-the-Job Training (OJT), cont
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed

Further Resources: 
· DVR Fee Schedule: https://sites.google.com/a/state.co.us/dvr/home/manuals-reports

Paid Work Experience - Adult
Definition:
 Training provided in a competitive and integrated employment setting in which the recipient of the service performs real work while receiving wages for all time spent on the job.  
Requirements
Paid Work Experience must result in at least one of the following outcomes for the client: 
· Acquisition of occupational skills 
· An opportunity to demonstrate competitive employment skills
· An opportunity to try-out employment accommodations 
· Completion of internships/externships which culminate in the receipt of an occupational or academic degree, certificate, or endorsement 
· Work experience in an employment field or occupational area 
· Acquisition of current work history
· Vendor handles every aspect of the payroll administrative process from implementing time keeping to delivery of paychecks
· Vendor assumes all legal obligations for the trainee, including issuing wages earned, calculating and withholding payroll deductions, and providing unemployment insurance and worker’s compensation coverage
· Vendor compensates client at prevailing a competitive wage

Paid Work Experience – Adult, cont.
Purchasing Procedures
· DVR staff person identifies an employer who is willing to provide a Paid Work Experience for a client
· DVR staff person contacts a registered Paid Work Experience vendor and provides them the client’s information needed for the vendor’s payroll services.  The vendor will supply the occupational title and job duties the client will perform, the beginning and ending dates and the work schedule.
· DVR issues the Authorization for Service.
· Approval or denial of payment will be made within three business days after receipt of the Progress Report and Invoice
· Payment Rate: The higher of either the prevailing market wage, or the state or federal minimum wage, in 15-minute increments plus up to 35% for payroll and expenses incurred by the payroll agency, at a site in a community setting (non-facility based).  The market wage is the same wage as is paid to a person without a disability.


Restrictions
· Individuals receiving Paid Work Experience are limited to no more than two placements without DVR supervisory approval.
· An employer may provide up to four Paid Work Experience opportunities without hiring a client per year.
· Paid Work Experience shall not exceed 160 hours without supervisory approval.
· Paid Work Experience is not to be used with other DVR incentives such as On-the-Job-Training or Employment Stipend. 
· DVR clients who receive Paid Work Experience are NOT employees of the State of Colorado, the Department of Labor and Employment, or the Division of Vocational Rehabilitation. They are temporary employees of the vendor.
BOS Role:
· BOS outreaches to employer to ascertain willingness to have client in location for purposes outlined in definition
· BOS may be outreaching to third party vendor to verify willingness to serve in payroll capacity
· BOS will communicate clearly and regularly with VR counselor to ensure all paperwork is being processed and whose responsibility this has been assigned 
· A PWE must be on client’s IPE
· BOS will document in Aware any appropriate case notes

Paid Work Experience – Adult, cont.
Performance Metrics:
· In Aware, choose appropriate employer and then choose Paid Work Experience - Adult under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources: 
· DVR Fee Schedule: https://drive.google.com/file/d/1TddcK97-UkK4EAfdzj4MV_FnhvP8-GMC/view
· Paid  Work Experience Agreement: https://drive.google.com/file/d/0BwaFDUiZer-nQXJfWG4yLW1IY1U/view
· Paid Work Experience Progress Report: https://drive.google.com/file/d/0BwaFDUiZer-nWERLNlF3SDFrVzA/view
· Vendor Website: https://sites.google.com/a/state.co.us/dvr/home/vendor-information











Paid Work Experience – Youth (PETS)
Definition:
Training provided in a competitive and integrated employment setting in which the student with a disability performs real work while receiving wages for all time spent on the job.  
Purchasing Procedures
· DVR staff person and student identify an employer who is willing to provide a Paid Work-Based Learning Experience for a student
· DVR staff person contacts a registered Paid Work-Based Learning Experience vendor (this is a separate, intermediate entity who will provide payroll services between the student and the employer) and provides them the student’s information needed for the vendor’s payroll services. The vendor will supply the occupational title and job duties the student will perform, the beginning and ending dates, and the work schedule.
· DVR issues the Authorization for Service.
· DVR approves or denies payment within three business days after receipt of the Progress Report and invoice.
​Payment Rate
The higher of either the prevailing market wage, or the state or federal minimum wage, in 15-minute increments plus up to 35% for payroll or related expenses incurred by payroll agency, at a site in a community setting (non-facility based).  The market wage is the same wage as is paid to a person without a disability.
Restrictions
· Paid Work Based Learning Experiences shall not exceed 160 hours each without supervisory approval.
· Students who receive Paid Work Based Learning Experiences are NOT employees of the State of Colorado, the Department of Labor and Employment, or the Division of Vocational Rehabilitation. They are temporary employees of the WBLE vendor.
BOS Role: 
· The BOS can assist with identifying the employer who is willing to provide the PWE site for the student with a disability
· The BOS can assist with identifying and contacting a vendor who will provide the payroll services
· The BOS will maintain clear communication with the VR Counselor to ensure processes flow smoothly between student with a disability, employer and any other vendors involved
· The BOS will complete necessary Pre-Ets timesheet
· BOS will document in Aware any appropriate case notes

Paid Work Experience – Youth (PETS) cont. 
Performance Metrics:
· In Aware, choose appropriate employer and then Paid Work Experience - Youth under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources:
· DVR Fee Schedule: https://drive.google.com/file/d/1TddcK97-UkK4EAfdzj4MV_FnhvP8-GMC/view
· Paid  Work Experience Agreement: https://drive.google.com/file/d/0BwaFDUiZer-nQXJfWG4yLW1IY1U/view
· Paid Work Experience Progress Report: https://drive.google.com/file/d/0BwaFDUiZer-nWERLNlF3SDFrVzA/view
· Vendor Website: https://sites.google.com/a/state.co.us/dvr/home/vendor-information











Reasonable Accommodations
Definition:
Reasonable accommodation is any change to a job, the work environment, or the way things are usually done that allows an individual with a disability to apply for a job, perform job functions, or enjoy equal access to benefits available to other individuals in the workplace.
· The BOS may be discussing with an employer options for reasonable accommodations for an existing DVR client
· The BOS may be providing a presentation on reasonable accommodations to a group of employees of a business
· The BOS may be discussing reasonable accommodations to an HR or supervisor of business regarding a potential candidate
· The BOS may be discussing reasonable accommodations and providing TA and then a referral to another appropriate organization, such as Rocky Mountain ADA, Job Accommodation Network (JAN)
· BOS will document in Aware any appropriate case notes

Performance Metrics:
· In Aware, choose appropriate employer and then Reasonable Accommodations under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button

Further Resources:
· Rocky Mountain ADA: http://www.rockymountainada.org/
· Job Accommodation Network (JAN): https://askjan.org/
· Office of Disability Employment Policy: https://www.dol.gov/odep/
· Lead Center: http://www.leadcenter.org/
· EEOC: https://www.eeoc.gov/
Relationship Building
Definition:
Maintaining communication with an employer or community partner to strengthen that relationship and continue to educate entity about DVR services as well as learn about their needs and services.
· BOS may check in with employer or partner in person or over the phone weekly or monthly or quarterly to maintain relationship and ascertain needs of employer/partner 
· Once a solid relationship has been developed, periodic email communication may also occur to maintain contact, especially if this is the wish of the entity
· Continued contact with an employer and partner is crucial to the role of the BOS and placement of individuals with disabilities
Performance Metrics:
· In Aware, choose appropriate employer and Relationship Building under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Secured Interview
Definition:
Through relationship building and needs analysis, employer agreed to interview DVR client at agreed upon date.
· BOS established relationship with employer
· BOS shared job lead with counselor or client or vendors
· DVR Client secured an interview with key employer as a result of the relationship that BOS had with employer
· BOS will document in Aware any appropriate case notes
Performance Metrics:
· In Aware, choose appropriate employer and then Secured Interview under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Situational Assessment - Adult
Definition:
This is assessment of work behaviors, interpersonal skills, and job-related skill levels for purposes of establishing eligibility, providing Trial Work Experience (TWE), or developing an Individualized Plan for Employment (IPE).  They may take place in community-based settings, including real-life work settings and transitional employment settings, or in facility-based settings, such as community rehabilitation program facilities.  Situational assessments may be used for supplemental evaluations.
· BOS may assist in locating an employer willing to use their location as a situational assessment site
· BOS will maintain clear communication with VR Counselor and potentially third party vendor throughout process
· BOS will document in Aware any appropriate case notes
Performance Metrics:
· In Aware, choose appropriate employer and then Situational Assessment - Adult under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources:
· Situational Assessment Tool: https://drive.google.com/open?id=0BwaFDUiZer-ndjlBSlhhYWwwS00
· Work Experience and Situational Assessment Tool: Work Experience and Situational Assessment
· Fee Schedule:  https://drive.google.com/file/d/1ZR_GnIKo2K4hGw0TDH38OPAtEIbW54lK/view
Situational Assessment – Youth (PETS)
Definition:
Assesses work behaviors, interpersonal skills, and job-related skill levels for purposes of identifying viable career options.  They may take place in community-based settings, including real-life work settings and transitional employment settings, or in facility-based settings, such as community rehabilitation program facilities. Situational Assessments must be provided in integrated setting to the maximum extent possible.
· BOS may assist in locating an employer willing to use their location as a situational assessment site
· BOS will maintain clear communication with VR Counselor and potentially third party vendor throughout process
· BOS will document in Aware any appropriate case notes
Performance Metrics:
· In Aware, choose employer and then Situational Assessment - Youth under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button

Further Resources:
· Situational Assessment Tool: https://drive.google.com/open?id=0BwaFDUiZer-ndjlBSlhhYWwwS00
· Work Experience and Situational Assessment Tool: Work Experience and Situational Assessment
· Fee Schedule:  https://drive.google.com/file/d/1ZR_GnIKo2K4hGw0TDH38OPAtEIbW54lK/view





Tax Incentives
Definition:
The Work Opportunity Tax Credit (WOTC) is a Federal tax credit available to employers for hiring individuals from certain target groups who have consistently faced significant barriers to employment.
WOTC joins other workforce programs that incentivize workplace diversity and facilitate access to good jobs for American workers. DVR clients are a target group and the maximum tax credit is $2400. 

· The BOS may discuss the WOTC, and other potential tax credits, with an employer as incentives to hiring individuals with disabilities
· The BOS may assist the employer in locating the WOTC paperwork
· The BOS may assist the employer in completing the WOTC paperwork once the DVR client is hired

Performance Metrics:
· In Aware, choose employer and then Tax Incentives under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources:
· WOTC homepage: https://www.doleta.gov/business/incentives/opptax/eta_default.cfm
COLORADO
Shirley Dixon
Colorado Department of Labor & Employment 
WOTC Unit, Division of Employment Programs
633 17th Street, Suite 700
Denver, CO 80202-3927
Phone: 303-318-8845
Fax: 303-318-8934
Email: Shirley.Dixon@state.co.us


Work Adjustment Training - Adult
Definition:
This is training provided to help individuals with disabilities adjust behavior and/or develop compensatory skills in vocational areas, such as peer work relationships, supervisory work relationships, general work behaviors and expectations, and work habits.  Includes training to improve an individual's interpersonal skills to the degree necessary to engage in employment. WAT is provided to individuals in integrated community settings to the maximum extent possible.

· BOS may assist in locating an employer willing to use their location as a work adjustment training site
· BOS will maintain clear communication with VR Counselor and potentially third party vendor throughout process
· BOS will document in Aware any appropriate case notes
Performance Metrics:
· In Aware, choose employer and Work Adjustment Training - Adult under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button

Work Adjustment Training – Youth (PETS)
Definition: 
Training provided to help students with disabilities adjust behavior and/or develop compensatory skills in vocational areas, such as peer work relationships, supervisory work relationships, general work behaviors and expectations, and work habits. Includes training to improve a student’s interpersonal skills to the degree necessary to engage in employment. WAT is provided to students in integrated community settings to the maximum extent possible.

· BOS may assist in locating an employer willing to use their location as a work adjustment training site
· BOS will maintain clear communication with VR Counselor and potentially third party vendor throughout process
· BOS will document in Aware any appropriate case notes
Work Adjustment Training – Youth (PETS) cont.
Performance Metrics:
· In Aware, choose appropriate employer and Work Adjustment Training - Youth under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button

Work Based Learning - Adult
Definition:
Links “academic” training to workplace. This can be an internship, transitional job (PWE), on-the-job training or apprenticeship. Effective models of work-based learning provide participants with opportunities to build knowledge, develop skills, and advance in specific career paths. Work-based learning supports the development of both industry-specific technical skills and professional skills, such as communications, teamwork, and problem solving, valued by nearly all employers.
· BOS may approach employer to assist in placement of DVR client in a work based learning environment
· BOS may approach employer to ascertain employer’s interest in apprenticeship model
· BOS may be partnering with a Workforce Center staff member to assist employer in completing paperwork apprenticeship paperwork
· BOS may be assisting DVR client to apply to for apprenticeship program, with approval from VR counselor
· BOS will document in Aware any appropriate case notes
Performance Metrics:
· In Aware, choose employer and Work Based Learning - Adult under “services”. 
· Ensure that under 1 – assigned staff is indicated
Work Based Learning – Adult, cont.
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources:
· CDLE Apprenticeship contact: Jennifer.Jirous-Rapp@state.co.us
· DOL/Apprenticeship: https://www.dol.gov/apprenticeship/
· E-Colorado Registered Apprenticeship Team Room: https://e-colorado.coworkforce.com/NonRegUserTeamRoomView.aspx?ID=1812
Cynthia S. McLain
State Director
USDOL/ETA/OA 
U.S. Custom House 
721 19th Street, Room 465
Denver, CO 80202-2517 
Tel: (303) 844-6362
E-Mail: Mclain.Cynthia@dol.gov

Work Based Learning Experiences– Youth (PETS)
Definition:
Work-Based Learning Experiences (WBLEs) use the workplace or real work to provide students with the knowledge and skills that will help them connect school experiences to real-life work activities and future career opportunities. It is essential that direct employer or community involvement be a component of the WBLE to ensure in-depth student engagement. These opportunities are meant to engage, motivate, and augment the learning process. WBLEs can be done in collaboration with private, for-profit, public or nonprofit businesses in your community. They may include in-school or after-school opportunities or experiences outside the traditional school setting that are provided in an integrated environment to the maximum extent possible. If paid, the student with a disability must be paid competitive wages to the extent competitive wages are paid to students without disabilities. In addition, work-based learning requires in-depth engagement of youth and an evaluation of acquired work relevant skills.
A WBLE may include:
Work Based Learning Experiences– Youth (PETS), cont.
· 
· Apprenticeships (not including pre-apprenticeships and registered apprenticeships)
· Career Mentorship
· Career-Related Competitions
· Informational Interviews
· Internships (paid or unpaid)
· Job Shadowing
· Practicum
· Service Learning or Volunteer Experiences
· Simulated Workplace Experience
· Student-led Enterprises
· Work Experience (paid or unpaid)
· Workplace Tours/Field Trips

BOS Role:
· BOS may contact employer to assist in setting up all of the above for a single student with a disability or a group of students with disabilities
· BOS may work in conjunction with SWAP or a teacher or other appropriate vendor to coordinate these services
· It is critical that BOS is in clear communication with vendor, employer and VR Counselor when arranging services
· BOS will document case notes in Aware as appropriate
· BOS will complete Pre-Ets timesheet
Performance Metrics:
· In Aware, choose appropriate employer and then Work Based Learning - Youth under “services”. 
· Ensure that under 1 – assigned staff is indicated
· Enter Begin Date
· Enter End Date (if necessary)
· Indicate whether service has been discussed, planned or completed
· If service is planned, make note to go back into Aware for further documentation when service will be completed
· Enter any comments as needed
· Hit the “finish” button
Further Resources:
· CDLE Apprenticeship contact: Jennifer.Jirous-Rapp@state.co.us
· DOL/Apprenticeship: https://www.dol.gov/apprenticeship/
· E-Colorado Registered Apprenticeship Team Room: https://e-colorado.coworkforce.com/NonRegUserTeamRoomView.aspx?ID=1812
Cynthia S. McLain
State Director
USDOL/ETA/OA 
U.S. Custom House 
721 19th Street, Room 465
Denver, CO 80202-2517 
Tel: (303) 844-6362
E-Mail: Mclain.Cynthia@dol.gov



