TRANSITIONAL EMPLOYMENT SERVICES

Transitional Employment Program
Program Goal:

The goal of the program is to assist persons with physical, mental or emotional disabilities to obtain transitional employment within Goodwill Industries.

Admission Criteria:
1. The individual must meet the general Admission Criteria for the Agency.

2. The individual must have an interest in developing work skills that will assist him or her in obtaining permanent employment.

3. The individual requires support services or specific accommodations that are not ordinarily provided through Goodwill Industries’ Job Training and Placement Programs.

4. The individual must provide written medical documentation and/or an Individual Education Plan providing information about the individual’s diagnosed disability.

5. The individual must present appropriate identification for employment.

6. The individual is able to provide his or her own transportation to and from employment.

7. The individual must complete an Abilities/Demands form in order to ensure that services provided are beneficial and do not present a hazard to the person’s mental, emotional or physical health and safety.

8. The individual must complete a Goodwill Job Application.

9. The individual must interview at the transitional employment site with the appropriate supervisor and participate in a pre-employment drug screen.  The candidate will not begin work at Goodwill until a negative result is received from the drug screen testing center.
10. If the individual is referred by an agency funded to provide employment services and the individual requires job coaching services, the funded agency must provide job coach services at no cost to Goodwill.

11. If the individual requires job coaching services, as provided by an external referral source, his or her job coach must complete a required Goodwill orientation for job coaches prior to working with the individual in a Goodwill facility.
12. If the individual is not referred by an external agency, and does not bring his/her own job coach, but needs job coaching services, Goodwill will provide a job coach to assist the individual in learning the job and becoming productive. If the individual is a high school student and does not have funds for a job coach, the student will be provided with a job coach until he/she is able to work independently 
13. The individual must be able to meet a 20% productivity level at entry, with an anticipated increase in productivity.
14. The individual must be interested in participating in the Transitional Work Program.

Services Provided:

1. Paid work activity for a period of up to six months, depending on individual’s progress to independently perform assigned duties.
2. Job coach assistance to learn tasks and increase productivity to at least 89%.
3. Job carving or task development training to assist individual in developing competitive employment skills.

4. Individually developed work schedules, i.e., work hours and days of week that assist in meeting the individual’s personal circumstances.

5. Identification of and referral to other services that might benefit the individual.

6. Opportunity to develop a work reference.
7. Feedback on individual’s vocational strengths and areas requiring development.
8. Potential opportunity for permanent employment.

Clients Served:

1. Individuals with physical, mental and/or emotional disabilities who require specific accommodations to participate in a work environment.
2. Individuals who may require full-time job coach assistance.

3. Individuals who may require short-term job coach assistance.

4. Individuals who have limited or no work experience.

5. Individuals who are currently enrolled in high school, have an Individualized Education Plan, are at least 16 years old and are interested in participating in an after-school, work transition program.
6. Individuals who are able to pass a pre-employment drug screen.

7. Individuals transitioning from institutional settings.

8.   Individuals with poor work histories.
Referrals: 
1. Nashville Office will have designated Program Manager to perform intake. 

2. Career Counselors in county offices will serve as the Intake worker. 

3. Referrals may be accepted from agencies that provide funded job placement services and job coaches and/or high schools serving individuals with disabilities.
4. Clarify to all referral sources, clients, family members that this is a temporary employment program and that Goodwill reserves the right to discontinue services for the individuals if Goodwill deems it is necessary.  Some examples of reasons Goodwill may deem it necessary to discontinue employment:  attendance problems, lack of productivity, failure to cooperate with supervisor and/or service staff, falsification of timecard, positive drug screen, theft, threats/fighting, use of weapons, etc. 
Procedures/Intake Documents: 
If another agency is working with the person, ASK if they are being funded to provide job placement services. If so, their referrals would follow outline A “ Referrals from Funded Placement Programs.”
A. Referrals from Funded Placement Programs:

· Obtain name, address, phone number and the name of the supervisor of agency making the referral

· Establish a meeting time and date to discuss program and services- Be sure the individuals who are decision makers and informed are present as possible
a. Review Admission Criteria-Person must be appropriate for the environment without significant behaviors that would be distracting or negative in the work environment

b. Provide Agency with Eligibility List for Other Programs
c. Provide and explain release forms to be completed

d. Provide Goodwill Application for Employment and Affirmative Action Form

e. Discuss work objectives, types of work the person might do ( remember we can be creative and are not confined to the specific jobs already in place)

f. Determine Level of supervision/support individual may need; hours and days of week work is desired
g. Copy of Job Coach Agreement Form- If the individual needs full time job coaching, determine if the agency is prepared to offer the job coach ( we will NOT provide job coaching assistance if the agency is funded to provide placement
h. Discuss a potential timeframe for next step in process
i. Clarify that Goodwill is not going to provide any type of written report to the referring agency

B. Referrals from High Schools
· Obtain name, address, phone number and the name of the teacher/school and parent as possible
· Establish a meeting time and date to discuss program and services- Be sure the parent and/or guardian is involved if at all possible

a. Review Admission Criteria-Person must be appropriate for the environment without significant behaviors that would be distracting or negative in the work environment

b. Provide parents and teachers with Eligibility List for After School Work Program
c. Provide and explain release forms to be completed-Remember, parent or guardian needs to sign these forms if student is under 18 years of age 
d. Provide Goodwill Application for Employment and Affirmative Action Form

e. Discuss work objectives, types of work the person might do ( remember we can be creative and are not confined to the specific jobs already in place)

f. Determine Level of supervision/support individual may need; hours and days of week work is desired

g. If the individual needs limited job coaching, we can provide job coaching services as deemed necessary during interview.
h. Discuss a potential timeframe for next step in process , i.e., when the student might be ready to begin employment
i. Clarify that Goodwill is not going to provide any type of written report to the referring school, but may communicate with the school to assist the student  in being successful
