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1 Values, Definitions and History  
of Supported Employment

In this section you will be introduced to the impor-
tance of employment to people with disabilities, a 
group historically with the highest unemployment 
rate in the country.

Learning Objectives:

The trainee will gain knowledge of:

 ♦ the factors which led to the emergence of sup-
ported employment, the difference between sup-
ported employment and traditional vocational 
services and the unique characteristics of sup-
ported employment.

 ♦ the unique obstacles people with disabilities face 
in getting hired and succeeding at work.

 ♦ the values that are contained in the legal defini-
tions of supported employment.

 ♦ the history of the employment of people with 
disabilities.

Supported Employment Defined
The term “supported employment” means 
_______________ work in ______________ work 
settings, or employment in _____________ work 
settings in which individuals are working toward 

competitive work, consistent with the strengths, 
resources, priorities, concerns, abilities, capabili-
ties, interests, and informed choice of the indi-
viduals, for individuals with the most significant 
disabilities--who, because of the nature and 
severity of their disability, need ___________ 
supported employment services ... in order to 
perform such work. Supported employment 
provides assistance such as job coaches, trans-
portation, assistive technology, specialized job 
training, and individually tailored supervision.

The field of supported employment is evolving 
so rapidly that much of what was considered 
appropriate a short time ago is now obsolete. 

Video of Definitions of SE
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Values have changed, technology has improved, and 
approaches used to plan careers, find jobs, and sup-
port people in doing their jobs and socializing in 
their workplace have developed.

Supported employment is a simple concept. It re-
fers to a process whereby people traditionally denied 
career opportunities due to the perceived severity of 
their disability - work in jobs and are provided long-
term, ongoing support for as long as needed.

This definition also includes “transitional employ-
ment for persons who are individuals with severe 
disabilities due to ________ __________.”

There are as many ways of providing supported em-
ployment as there are people who could benefit from 
it.

“Competitive employment” means: full-time or 
part-time work in the competitive labor market in 
which payment is at or above the minimum wage, 
but not less than the customary wage and level 
of benefits paid by the employer for the same or 
similar work performed by persons who are not 
disabled.

A core characteristic of supported employment is 
that the individual should work in an ___________ 
setting, rather than a workplace that is primarily 
populated with other workers with disabilities.

How can an “integrated setting” be defined? Look 
up the answer in the web course.

Up until supported employment entered into U.S. 
law, jobs for workers with disabilities were limited to 
people who were “higher functioning” or those not 
too severely disabled who were considered able to 
benefit from employment services.

Supported employment proved that concept wrong. 
Why?  Who is the targe group for supported em-
ployment? Look up the answer in the web course.
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Supported employment includes a unique service 
feature - ongoing support for as long as necessary 
throughout the term of employment. Ongoing 
support services includes a range of individualized 
supports such as transportation, job site training, 
family support, or any services necessary to main-
tain job stability.

Mental Health & Employment
People with mental illness have some unique chal-
lenges in returning to work. As a result, the definition 
of supported employment includes a special defini-
tion for work for individuals with psychiatric dis-
abilities, called ______________ employment. The 
Ohio Department of Mental Health and Addiction 
Services is strongly endorsing evidence-based Indi-
vidual Placement and Support (IPS).

IPS supported employment helps people with severe 
mental illness work at regular jobs of their choosing. 
Although variations of supported employment exist, 
IPS refers to the evidence-based practice of support-
ed employment. with the following characteristics:

 ♦ IPS supported employment practitioners focus 
on client strengths

 ♦ Work can promote recovery and wellness

 ♦ Practitioners work in collaboration with state vo-
cational rehabilitation

 ♦ It uses a multidisciplinary team approach

 ♦ Services are individualized and long-lasting

 ♦ The IPS approach changes the way mental health 
services are delivered

Office of Disability Employment Policy (ODEP)
ODEP, an agency of the U.S. Department of Labor, 
established an initiative to build the capacity of work-
force systems to serve all customers, including individ-
uals with disabilities. According to ODEP, successful 
___________________ ____________________ is 
built on four key elements:

 ♦ Meeting the job seeker’s individual needs and in-
terests.

 ♦ Using a personal representative to assist and po-
tentially represent the individual. This can be a 
counselor, job developer, advocate, employment 
specialist, or other qualified professional.

 ♦ Negotiating successfully with employers.

 ♦ Building a system of ongoing supports for the job 
seeker.

Transition
Young adults with disabilities attending school also 
need employment services. These are a part of what 
is called transition, or the movement from school to 
adult life. Unfortunately, many students still graduate 
with few job prospects. The idea of a planned tran-
sition, based on student strengths, preferences, and 
interests, is meant to solve this issue.
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A key component of transition is for students to 
explore careers, gain work skills, and experience 
employment. These goals should be a part of a 
student’s Individual Educational Program (IEP).

Transition planning is required to begin formally 
and be documented in the Individualized Educa-
tion Program (IEP) by what age?
_______

The IEP must include a post-secondary goal for em-
ployment that is based on age-appropriate transition 
assessments related to employment in a competitive 
environment in which workers are integrated regard-
less of disability.

How does the transition process begin?

Transition assessment affords the opportunity for 
professionals from across agencies to co-plan and re-
view information that will highlight the youth’s pref-
erences, interests, needs and skills relevant to build-
ing a profile of the youth as a future employee.   A   
team approach to assessment –adult service person-
nel, educators, youth and family working collabora-
tively—results in a profile that informs the pathway 
to community employment that is the ‘best fit’ for 
the youth.

Values
Developing shared values related to employing peo-
ple with disabilities is the basis for successful sup-
ported employment.

Why are values so important? 

Consider and example: suppose an individual with a 
severe disability wants a job, and staff disagree over 
how “ready” the person is, or whether anyone with 
such a disability can succeed in a community job. 
These opinions generally have more to do with values 
than with any objective assessment of the capability 
of the individual. We know this because there are so 
many people in supported employment who are now 
working despite the opinions of some professionals 
who, in their best objective judgment, claimed they 
could not.

The values of supported employment vary from the 
values of traditional facility-based programs that fo-
cus on readiness training (“train and place”). 

How do values differ between supported employ-
ment and sheltered work?
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Normalization and Jobs
The concept of normal-
ization recognizes that 
people who have dis-
abilities are entitled to 
decide upon options of 
living that everybody else 
has in the community. In 
particular, people should 
be supported to pursue 
lifestyles of their choos-
ing that enhance their 
____________. How-
ever, rights do not always 

become reality. There are numerous obstacles to ob-
taining a valued lifestyle.

Many people will think of a person with a disability 
as different in a negative way. Our culture values 
being productive, skilled, attractive, and affluent. 
For a number of reasons that have little to do with 
the people themselves, these attributes are rarely 
connected to persons with disabilities.

Still, services and attitudes are changing for the bet-
ter. Part of the reason is a greater awareness of the 
principles of normalization. We are also learning 
how to better communicate with and educate the 
public about the rights of citizens with disabilities. 
And one of the most powerful ways to change atti-
tudes is for persons to participate successfully in their 
communities – as good neighbors, good workers, and 
good friends to those around them.

Supported employment focuses on immediate em-
ployment and long-term support.

What have studies shown about theo outcomes of 
sheltered work?

The value base for supported employment began 
to be developed in the 1970s through the work of 
visionaries such as Marc Gold, Lou Brown, Wolf 
Wolfensberger, Tom Bellamy, Burton Blatt and many 
others. It has been expanded by advocates, self advo-
cates and organizations such as the Association for 
Persons in Supported Employment (APSE). This 
has enabled supported employment to avoid becom-
ing “just another jobs program.” It includes the fol-
lowing key principles:

 ♦ Individuality

 ♦ Choice

 ♦ Respect

 ♦ Participation

 ♦ Competence

 ♦ Social Inclusion

 ♦ Community Settings with Minimal Intrusion
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What does understanding normalization mean in 
respect to our job in supported employment?

Support Strategies Influence Perceptions of Dis-
ability
With the advent of normalization, schools and ser-
vice providers began to examine not only the attitudes 
of people in the community towards people with dis-
abilities, but also how their services contributed to 
those attitudes. What many agencies discovered was 
that people with disabilities were viewed not as true 
members of their community, but rather as objects 
of ___________, or sometimes even as people to be 
feared.

These perceptions are based on an individual having 
a difference that is seen as negative, or a ________. 
Many of these attitudes could be traced to services 
that seem to make people stand out as “different” and 
add to this issue: programs and educational services 
that segregated people; grouping people of like dis-
ability together; and supports, jargon, and other trap-
pings of disability.

In the last ten years or so, agencies began to experi-
ment with less intrusive and artificial services. As 

teachers and professionals used less jargon, labels, and 
unusual treatment programs, people with disabilities 
had more success “fitting in.” And when programs 
began to try to use more __________ ways of teach-
ing in more regular settings, people with disabilities 
made further progress in realizing a quality life.

Integration at the Workplace
Our culture expects people to be productive, get paid 
what they are worth, and make their own way. Work 
is also considered a means for gaining status and self 
definition and achieving personal goals.

People who work use their jobs as a way to describe 
who they are. This information, along with other 
social cues, behavior, reputation, and interests, 
represents the individual. One’s job may be tied to 
various aspects of status, including possessions, 
prestige, power, control and influence.

Supported employment is really part of a social 
movement. Why?
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The History of Supported Employment
The evolution of supported employment programs 
since the early 1980s has been a direct result of many 
changes in our society. Until the middle 1900s, most 
adults with severe disabilities either lived with their 
families or were placed in ___________________. 
Most of those who did stay with their families of-
ten pitched in with the family work, such as farming, 
sales, or trades. Those persons who lived in institu-
tions also worked at various occupations. Often this 
work was performed without pay.  This was eventu-
ally banned by the courts.

To remedy this, the government began requiring 
“active treatment” to practice work, such as sorting 
various kinds of hardware into bags. Nearly all of 
these activities, however, were vocationally mean-
ingless. With the establishment of the __________ 
rehabilitation program, a system of formal services 
developed to assist people with disabilities to ob-
tain employment. Unfortunately, people with more 
severe disabilities were often left out and continued 
to experience high rates of unemployment and dis-
crimination - until the establishment of supported 
employment.

Let’s look briefly at some of the highlights of the his-
tory of employment services this past 100 years.

In 1918, Congress established ______________  
______________ in every state to assist with the re-
habilitation of World War I veterans. In 1920 these 
services were extended to civilians with physical dis-
abilities.

During World War II, people with disabilities filled 
many positions due to the labor shortage and showed 

The social aspect of our lives tends to be the most 
important to us. Without relationships with 
friends, colleagues, family, and others, our lives lose 
much of their meaning and enjoyment. _______ 
____________ is one of the ways we define the qual-
ity in our lives.

Having success in helping people with disabilities 
develop relationships will depend a great deal on 
our capacity to connect people in an ever-widening 
circle of friends, relatives, acquaintances, and others. 
We need to enhance people’s appearance and their 
competencies and help them obtain good jobs with 
individual support in community settings.

Persons with disabilities should have jobs which 
help to provide sufficient income for a standard of 
living that offers an acceptable degree of personal 
satisfaction, self-determination and choice, ade-
quate housing, and decent health care.

Here are the core values of supported employment:

• All persons with disabilities are __________ ready 
to work.

• A job belongs to __  __________.

• Jobs should be developed based first on the ______, 
________, and ______________ of each applicant, 
in response to the needs of business. 

• Services should provide the most __________ and 
_____________ outcomes possible.
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their capability in the workforce. Vocational rehabil-
itation services were further extended to individuals 
with intellectual disabilities and mental illness, peo-
ple who had previously been thought of as having lit-
tle work potential. Following the war, veterans, many 
of them disabled, wished to return to civilian jobs. 
President Truman appointed a committee of prom-
inent citizens to be the President’s Committee on 
the Employment of People with Disabilities, a group 
now known as the Office of Disability Employment 
Policy (ODEP) that provides leadership on disability 
employment issues still today.

Parent groups such as the Association for Retarded 
Citizens (ARC) demanded more educational and 
vocational services. The model of services became the 
________________  ______________, a separate 
work facility offering work subcontracted from busi-
nesses for people with disabilities. Sometimes work-
related activities, such as classes in managing money 
or how to tell time, were also provided. Wages were 
usually _____ than the usual federal minimum wage, 
requiring special certificates authorized by the U.S. 
Department of Labor.

The Civil Rights Act of 1964 and other “Great So-
ciety” programs, along with the establishment of the 
President’s Committee on Mental Retardation (now 
known as the President’s Committee for People with 
Intellectual Disabilities), reflected a movement for 
greater social acceptance of people with disabilities. 
As values evolved, the rationale for sheltered work 
and other facility-based services shifted more and 
more to professional specialization and segregation 
based on people’s disability labels.

Now let’s turn to the 1970s. The principle of  
_________________  advocated by Wolf Wolfens-
berger established services which promote positive 
social roles in community settings. One result of this 
was the beginning of the _______________________ 
of state institutions, which continues today. 

Leaders in education advocated a free appropriate 
public education in the least restrictive environment 
to open public schools to all students, regardless of 
label, leading to The Education for All Handicapped 
Children Act (PL 94-142).

The Rehabilitation Act of 1973, also known as the 
“Civil Rights Law for Handicapped Persons,” called 
for making services for persons with severe disabili-
ties a priority. The Act included Section 503, which 
requires affirmative action, and Section 504, which 
prohibits discrimination against persons with dis-
abilities.

Vocational training technology allowed people to 
recognize that individuals with severe disabilities 
could learn and work. Educator Marc Gold devel-
oped teaching strategies called Try Another Way, in 
which individuals labeled as “unteachable” learned 
complex, functional, and marketable skills.

Employment demonstration models for people with 
intellectual disabilities were established in various 
universities. These efforts demonstrated how people 
with disabilities could succeed when given the right 
opportunity and support.

As the results of demonstration projects were shared, 
more and more families, individuals with disabilities, 
service providers, and state funding agencies began 
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to initiate supported employment services. This led 
to a rapid expansion of the number of supported em-
ployees and supported employment service providers. 
New funding also was made available.

The Social Security Act of 1980 expanded work in-
centives for people with disabilities.

 In the mid-1980s, 27 states began to create “systems 
change” to better reflect supported employment in 
rehabilitation services. Another round of funding 
went to 17 additional states and the District of Co-
lumbia in 1991. This helped instigate policy changes 
and interagency collaboration so that more employ-
ment options would become available to people his-
torically denied them.

 In 1986 the Rehabilitation Act (PL 99-506) was 
amended to provide additional funds for supported 
employment.

 In 1988, the Association for Persons in Supported 
Employment (APSE) was formed to build a coali-
tion of interested people in promoting the employ-
ment of people with disabilities. This organizaation 
has since been renamed to the Association for Persons 
Supporting Employment First.

Three major developments in the employment of 
people with disabilities highlights the 1990s. 

1. The first is the ______________ of those served 
in supported employment. Several successful demon-
strations launched supported employment practices 
for people with disabilities other than intellectual 
disabilities – people with traumatic brain injuries, 
physical disabilities, dual sensory disabilities, autism, 
and mental illness.

2. The process of ___________ ______________ 
______________ was incorporated into career plan-
ning. We will learn more about this in a future lesson.

3. The use of ______________ ________________ 
in the workplace helped to enable supported employ-
ment services to look at business partnerships.

With promising new practices such as the use of nat-
ural supports that focused on building the employer’s 
capacity to hire and support workers with disabilities, 
supported employment is evolving toward helping 
people live more normalized lifestyles. But as sup-
ported employment evolves, the vocational service 
system faces many new challenges to the status quo. 
There are conflicting values, competing approaches, 
and limited resources for deciding between facili-
ty-based services such as sheltered employment and 
community-based services such as supported em-
ployment. 

National studies show a __________ 
________________ of agencies have indicated a 
commitment to convert their facility-based service 
to supported employment. Other agencies view sup-
ported employment as something to be added to the 
existing system.

Lesson Quiz 1: Notes
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portation, telecommunication, and activities of state 
and local governments.

The Title 1 Employment provisions states: 

Employers, employment agencies, labor organi-
zations and joint labor management committees 
are  prohibited from discrimination  against any 
__________ individual with a disability with regard 
to job application procedures: hiring, advancement 
or discharge; employee compensation; job train-
ing; and other terms, conditions or privileges of 
employment. This is enforced by the  ___________ 
____________________ ________________ 
_______________.

An employer cannot discriminate against qualified 
individuals with disabilities, if that person can 
perform the essential functions of the job, with or 
without reasonable accommodations. 

Supported employment can be considered such an 
accommodation. The ADA also does not allow the 

2 Legislation and Funding of  
Supported Employment

In this section we will review the legislation that 
governs supported employment and discuss funding 
streams that support the service.

Learning Objectives:

The trainee will gain knowledge of:

 ♦ the impact of legislation and regulations affect-
ing supported employment.

 ♦ available funding and eligibility for supported 
employment services.

Legislation

The Americans with Disabilities Act
The ADA became law in 1990. It provides a 
mandate to end discrimination against persons 
with disabilities. Specifically, the ADA prohibits 
_________________ on the basis of disability in the 
areas of employment, public accommodation, trans-
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Agency collaboration is essential in developing ef-
fective Transition individual educational programs 
(IEPs) for students. Community transition teams are 
encouraged to develop resource materials designed 
to ensure that all Transition IEP team members are 
knowledgeable about agency services in their com-
munities. Effective transition planning requires a 
coordinated effort on the part of families, students, 
school district personnel, and agency personnel. Each 
member of the Transition IEP team is needed to 
assist the student in making a successful transition 
from school to adult living.  The members of the in-
dividual transition team will vary from situation to 
situation depending on the vision that the parents 
and student have for a long-term transition plan. Be-
sides the student and his or her family and invited 
guests, a special educator will usually be involved, 
along with a vocational educator and perhaps a vo-
cational rehabilitation counselor or representative. In 
addition, there may be a representative from an adult 
service agency, medical professionals, and employers 
may help to develop the plan. 

In Ohio, because of Senate Bill 316, Transition plan-
ning is required to begin formally and be document-
ed in the Individualized Education Program (IEP) 
by age 14. 

The IEP must include a post-secondary goal for 
employment that is based on age-appropriate 
transition assessments related to employment in 
a competitive environment in which workers are 
integrated regardless of disability.

employer to ask questions about disability or use 
medical examinations until after someone has a con-
ditional job offer.

_______________  ___________________: The 
fundamental or critical duties of a particular job, as 
opposed to marginal functions. They are based on the 
employer’s judgment, job descriptions, time spent on 
the job, and other factors.

_______________  ___________________: Adjust-
ments or modifications provided by an employer to 
enable people with disabilities to enjoy equal em-
ployment opportunities.

Supported Employment: An employer, under cer-
tain circumstances, may be required to provide mod-
ified training materials or a temporary ‘job coach’ to 
assist in the training of a qualified individual with a 
disability as a reasonable accommodation.

_________  _________________: Providing an ac-
commodation which would result in the employer 
having to incur “significant difficulty or expense.” 

Individuals with Disabilities Education Act (IDEA)
According to IDEA, ______________ services pro-
motes movement from school to post-school activi-
ties based on the individual student’s needs, taking 
into account the student’s preferences and inter-
ests. Post-school activities include postsecondary ed-
ucation, vocational training, integrated employment 
(including supported employment), continuing and 
adult education, adult services, independent living, or 
community participation. 
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 ♦ The trainee, employer, and parent or guardian 
understand that the trainee is not entitled to 
______.

Remember, federal and state law spell out conditions 
under which minors can and cannot work. This var-
ies by state, so the reader should check state require-
ments.

The Rehabilitation Act and Amendments
The Rehabilitation Act is the Federal legislation that 
authorizes state vocational rehabilitation, supported 
employment, independent living, and client assis-
tance programs. Recent amendments to the Reha-
bilitation Act have strengthened the law along the 
lines of greater choice, inclusion, and participation 
for persons with disabilities.

The Act mandates that an individual with a 
disability is presumed to be capable of benefiting 
from vocational services unless there is clear and 
convincing evidence to the contrary. The “feasibil-
ity” and “employability” tests that used to be used 
to deny services to applicants for employment were 
abandoned with these new provisions.

The act also has replaced extended evaluations with 
a requirement that an individual’s work abilities be 
fully explored through _____ work experiences with 
appropriate supports and with sufficient variety and 
time.

Fair Labor Standards Act
The Fair Labor Standards Act, administered by the 
US Department of _________, has criteria to dis-
tinguish  non-paid  instructional work experienc-
es from paid employment as it relates to students in 
education programs.

Transition specialists and supported employment 
professionals involved in developing jobs for people 
with disabilities must understand this distinction to 
prevent providing employment-related instruction 
without pay when payment may be required.

For example, in order to be considered as non-paid, 
as a general rule, each type of situation should not 
exceed the following limitation during any one year:

 ♦ Vocational exploration: _____ hours per job ex-
perienced

 ♦ Vocational assessment: _____ hours per job ex-
perienced

 ♦ Vocational training: ______ hours per job expe-
rienced

Also, the activities of the trainees at a non-paid com-
munity-based placement site do not result in an im-
mediate advantage to the business, as evidenced by 
the following:

 ♦ The trainee receives ___________ instruction.

 ♦ The trainee does not ________ regular employ-
ees.

 ♦ The trainee is not necessarily _________ to a job 
at the conclusion of the training
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Funding Supported Employment
Vocational services in Ohio are provided to individ-
uals with developmental disabilities who are ____ 
years of age and older and seeking employment. Note 
that OOD, however, will serve youth as young as 14. 
A person on a waiver can access supported employ-
ment-community prior to age 22 and school exit if 
the SSA documents that the services are not other-
wise funded through vocational rehabilitation (VR) 
or special education funds.

Each participant participates in developing a voca-
tional profile that outlines his or her job vision and 
goals and how the team can support those goals. 
Since services occur in a natural setting, individuals 
are given the opportunity to develop strong natural 
supports.

Vocational Rehabilitation
The Rehabilitation Act provides for state/federal 
vocational rehabilitation programs. Ohio OOD pro-
vides vocational rehabilitation services to people with 
physical and mental disabilities. Their mission is in-
creased independence and community participation 
through employment.

Amendments to the Rehabilitation Act include sup-
ported employment to the array of vocational reha-
bilitation services. The regulations under the Act and 
its amendments govern OOD supported employ-
ment services and serve as guidance for other state 
agency supported employment policies.

Most state rehabilitation agencies have ____________ 
agreements with other agencies to collaborate in 
service delivery and contracts with community pro-

The Workforce Investment Act and Work  
Incentives Improvement Act
One-Stop Centers, also called Ohio Means Jobs 
agencies, are part of America’s Workforce Network, 
the new federally-sponsored nationwide employment 
and training system. The expansion of the One-Stop 
Centers was authorized in a law called the Work-
force Investment Act (WIA). This law attempted to 
streamline employment services and provide univer-
sal access. Any individual, including a person with a 
disability, should be able to go into a One-Stop and 
receive services called core services, to assist in mak-
ing decisions about what career to pursue and in the 
actual job search.

The Ticket to Work and Work Incentives Improve-
ment Act (TWWIIA) has four purposes:

 ♦ To provide health care and employment prepa-
ration and placement services to individuals with 
disabilities that will reduce their dependency on 
cash benefit programs.

 ♦ To encourage states to adopt the option of allow-
ing individuals with disabilities to purchase Med-
icaid coverage that is necessary to enable such in-
dividuals to maintain employment.

 ♦ To provide individuals with disabilities the option 
of maintaining Medicare coverage while working.

 ♦ To establish a Ticket to Work program that will 
allow individuals with disabilities to seek services 
for employment.
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______________ services is defined as “ongoing sup-
port services and other appropriate services that are 
needed to support and maintain an individual with 
a most significant disability in supported employ-
ment...” These supports can be provided by a state 
or county agencies, a private non-profit organization, 
social security work incentives, ___________ sup-
ports (including an employer), or any other resource.

Through an individualized person-centered plan-
ning process, a person’s needs are identified and 
services are provided to support that person, such 
as supported employment-community, supported 
employment-enclave, and vocational habilitation 
services, plus non-medical transportation to access 
one or more of these services.

The services shall be provided based on each person’s 
individual service plan, which also will indicate the 
staff intensity ratios to be delivered (the minimum 
portion of time that one direct services staff position 
is required to provide). Some key definitions are pro-
vided in an interactive exercise in the web course:

viders for supported employment services. OOD is 
limited by law to providing time-limited intensive 
services and supports and must coordinate funding 
of the extended ongoing support services.

Opportunities for Ohioans with Disabilities
Opportunities for Ohioans with Disabilities (OOD) 
is the state vocational rehabilitation (VR) program 
that provides individuals with disabilities the services 
and support necessary to help them attain and main-
tain employment. Disabilities may include either 
physical, intellectual, mental health, or sensory dis-
abilities. Vocational Rehabilitation services are cus-
tomized for each individual through assessments and 
one-on-one meetings with professional VR counsel-
ors. VR services are available in all 88 counties and 
include:

 ♦  Evaluation and treatment of an individual’s dis-
ability;

 ♦  Information and referral services;
 ♦ Vocational counseling and training;
 ♦ Job search and job placement assistance;
 ♦ Educational guidance (tuition resources and oth-

er support);
 ♦ Transportation services;
 ♦ Occupational tools and equipment; and
 ♦ Personal attendant services (reader, interpreter, 

etc.).
 
OOD funding of supported employment services is 
time-limited, usually no more than _____ months. 
But supported employment is a service that typically 
provides long-term and ongoing support, or extend-
ed services. 
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any service provider of their choice that is willing to 
accept the assignment. 

SSA pays the employment network in accordance 
with either an outcome payment system or an out-
come-milestone payment system. A provider may 
not request or receive compensation for services from 
the beneficiary.

Ohio Employment First
Ohio is one of a growing number of states to imple-
ment an “Employment First” (EF) Policy. This policy 
is to support federal initiatives of providing com-
munity employment in integrated settings. Basically, 
EF means having a local policy that clearly identifies 
integrated community employment as the ________ 
__________ for every person of working age served.

Ohio serves more than 30,000 working-age adults 
with developmental disabilities in adult services. Ac-
cording to Ohio Department of Developmental Dis-
abilities data, ___% of working-age adults in Ohio 
currently receive integrated employment services. 

The state has made a commitment that everyone de-
serves the opportunity to be successfully employed.

Ohio’s 88 county boards of developmental disabili-
ties provide or arrange for an array of comprehensive 
services to the state’s more than 90,000 individuals 
with developmental disabilities. These services in-
clude service and support administration, and often 
include additional services such as residential, ear-
ly childhood, educational, family support, and job 
training and employment. 

Ohio Department of Developmental Disabilities
The  Ohio Department of Developmental  Disabili-
ties  (DODD)  is responsible for overseeing a state-
wide system of supports and services for people with 
developmental disabilities and their families. Ser-
vices for people with developmental disabilities are 
provided through a system of local, state, and federal 
resources. The link provided above has information 
for individuals and families who receive services, for 
providers of services, and for county boards of devel-
opmental disabilities.

Ohio Ticket to Work
The Ticket to Work program establishes an entitle-
ment to a ticket for every individual with a disability 
who meets the following eligibility criteria:

All disability-based beneficiaries who are age ___ or 
older and are not yet age 65 are eligible for a ticket 
except those who: 

1) are not receiving a federal benefit   
2) are medically expected to improve and have 
NOT had their first continuing disability review,  
3) are SSI recipients and are not receiving benefits 
based on the adult standard.

During the period for which an individual is using a 
ticket, the Social Security Administration (SSA) may 
not initiate a continuing disability review or other re-
view to determine whether an individual is or is not 
considered disabled under the SSDI or SSI program. 

The ticket may be used to obtain vocational rehabil-
itation, employment, and other support services. The 
beneficiary holding a ticket may assign the ticket to 
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Employment First ________ all county boards to 
implement an Employment First policy, and imple-
ment a plan that sets benchmarks and strategies to 
implement EF services and supports.

The EF initiative will include a statewide __________ 
between OOD and DODD and will address many 
of the commonly identified barriers to community 
employment for people with developmental disabili-
ties, and will accomplish the following objectives:

 ♦ Strengthened relationship between county boards 
of DD and VR

 ♦ Assurance of sustainability by building system 
capacity

 ♦ Development of provider competencies and skills

 ♦ Personalized career planning process for each 
individual to identify job interests and support 
needs and information about benefits planning

 ♦ Identification and planning for a seamless transi-
tion to long-term wrap-around supports

DODD is funding dedicated OOD counselors who 
will engage approximately DD-eligible adults each 
year, serving an average caseload size of 60. These in-
dividuals will be new referrals for VR services, and 
will be the only consumers served by these coun-
selors. Under this model, the counselors will be an 
active part of the individual’s team, providing per-
sonalized career planning that is based on established 
supported employment competencies. Individuals 
with developmental disabilities will receive services 
designed to identify jobs that match their interests, 
strengths, preferences and support needs. Individuals 

who receive public benefits like SSDI/SSI or Med-
icaid, will receive a benefits analysis, and information 
about possible work incentives to maximize earning 
potential.  

Once a person’s path to employability is estab-
lished through this person-centered planning pro-
cess, performance-based job development will be 
provided, leading to a successful job match with 
an employer, followed by job coaching and fol-
low-along services. When the individual achieves job 
_________________, the Counselor will close the 
case and the county board of DD will provide long-
term supports to maintain employment. 

Employment First in Ohio represents a shift in cul-
ture to support individual to realize their right to a 
decent job and wages and a full community life. It is 
a transformation from a facility-based existence… 
to a life of opportunities.

Lesson Quiz 2: Notes
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Stakeholders in Supported Employment
For supported employment to be successful, there are 
many different people to work with and satisfy. These 
include the job seeker, families, employment special-
ists, human service professionals and employers. This 
section will review the roles and partnerships neces-
sary for each of these participants.

Job Seekers
The job seeker is the person with a disability who 
will use supported employment services. It is much 
more productive for an employment consultant and 
job seeker to work together rather than trying to 
build service supports around a passive job seeker. A 
person who is actively involved in job-seeking com-
municates motivation and interest to employers. 

One of the main considerations is for the job seeker 
to be an active participant in the supported em-
ployment process right from the start.

3 Rights and Roles in Supported  
Employment

Even with legislation and funding streams, discrimi-
nation is still a major barrier to people with disabili-
ties who want to work. In this section you will be 
introduced to the rights consumers have toward both 
supported employment services and non-discrimina-
tion in finding, getting, or succeeding in a job.

Learning Objectives:

The trainee will gain knowledge of:

 ♦ consumer and family rights for supported em-
ployment services and non-discrimination in em-
ployment.

 ♦ the role of the employment specialist, family and 
friends, and employers in providing and facilitat-
ing supported employment opportunities.
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have a safe place for individuals to go to have some-
thing meaningful to do. It is not surprising that the 
concept of a community job may not be warmly em-
braced by all families. To some, it must seem like one 
more program in a long line of unfulfilled promises.

But to many other families, supported employment 
holds more than just promises. It represents a break 
from a past of focusing on __________. A real job 
can affect all aspects of a person’s life – in friendships, 
self esteem, and respected contributions to the com-
munity. When the job is the right one, the growth 
and changes in the individual can infuse an entire 
family with new energy and possibilities. Doors open 
to new considerations, including living arrange-
ments, recreation and leisure, and an expanding circle 
of relationships.

Video of Family Perspective

“Supported employment has opened up a tremendous 
amount of opportunities we never would have thought 
about several years ago. But by the same token, families 
have to be able to give up some of the controls that they 
always felt were important in their developmentally 

Each job seeker will be able to participate at his or 
her own level of ability. Some may benefit from train-
ing on job-seeking skills or from participation in a 
job seeking support group such as a job club. There 
are two advantages to active engagement:

Advantage 1: ___________ __________________ 
increases the job seeker’s sense of commitment and 
builds an awareness of the challenges involved in 
finding the right job.

Advantage 2: ______ ________________ is an ex-
cellent form of career exploration because the pro-
spective employee learns about different work set-
tings, companies, managers, and other factors.

Families
Families of job seekers in supported employment 
should also be _______________ in developing 
career plans and the service supports needed. This 
should start during the school years when planning 
for transition to work. 

The family is the most committed long-term advo-
cate for the individual. Families are also capable 
of solving their own vocational problems. While 
their solutions may not be the same as what human 
services provide, they may be more effective for a 
particular family than professional solutions.

A big part of the support provided to supported em-
ployees is educating and assisting their families. In 
the past, many parents were given the impression 
by professionals that their children would never be 
able to do things in the real work world. One reason 
the sheltered workshop system was developed was to 
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In addition, families will need support to cope with 
the changes and challenges to the employee and fam-
ily that a community job may bring.

Family members of a person with a disability are 
concerned with the long-term well-being and secu-
rity of their relative. Since supported employment 
involves a certain level of uncertainty around job 
longevity and unemployment, it is a good idea to de-
velop acceptable _____________ __________ with 
families for those supported employees who become 
unemployed.

Probably the best place to start working with fam-
ilies is to ____________________ what the family 
is telling you. Take time to understand why they feel 
the way they do. You should also share honest con-
cerns you have experienced. Discuss the doubts you 
had when you first started supported employment 
services and how they were resolved.

Should I guarantee that a family member will be suc-
cessful on the job?

disabled son’s or daughter’s life. That, in fact, with more 
choices, comes more chance. And I think, that, where he is 
not very verbal, there is always the fear of what happens 
out in the public. But I have to firmly believe that he is 
better protected by the common man then he is by being 
in with half a dozen other relatively non-verbal people 
with autism. It has been interesting to watch, not only 
my son, but to hear some stories from other families, about 
what a real job and real pay, have done to the self esteem 
of their sons and daughters. And I certainly see in terms 
of my son, who much prefers a structured job to the school 
environment he was leaving - he couldn’t wait to be out 
and just doing the job. I feel because of that new feeling 
of pride, the family even begins to look at the person as 
more normal. I think families have been taught to look 
at the failings of our sons or daughters, rather than their 
strengths.”

As we learned in the video, many families will need 
time and assistance to consider the opportunities 
and perceived risks in trying supported employment. 
Others have job expectations for their son or daugh-
ter as he or she reaches working age. One of the roles 
of an employment or transition specialist is to help 
provide ________________ and ______________ 
so families can make educated decisions from the 
start. 

Many of the issues families have are the result 
of having little familiarity with the services of 
supported employment, while others relate to 
prior experiences and disappointments. All of these 
concerns are important, yet each of them can be 
worked around, minimized, or solved. 
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nizing two things: the capacity of the natural setting 
to support workers with disabilities and the inabil-
ity of services to take over many support functions. 
For instance, some behavior management techniques 
successful in building skills and modifying behaviors 
in human service settings, present social problems 
when used in a work setting. Behavior programs, data 
sheets, reinforcement schedules, and token systems 
seem _______________________ to coworkers. 
These kinds of tools can be useful, but we also have 
to consider that most natural work settings have in-
formal approaches to skill building, behavior change, 
and accommodation that work well and fit more 
smoothly into the existing culture. 

The realization that there are naturally-existing 
supports at workplaces available to workers with 
disabilities has led to a new emphasis in vocational 
services on building mutually beneficial partner-
ships with businesses. 

As successful employment experiences have taken 
hold in company after company, these successes have 
led to a willingness to try new approaches and ques-
tion old assumptions. Thus, the role of the job coach 
or employment specialist is evolving from that of 
providing direct assistance, training, and care-taking 
to one of ________________ by facilitating support 
from within the natural environment and helping to 
fill the gaps as needed. 

Human Service Professionals
Various professional expertise and partnerships 
might be needed to assist a job seeker with a disabil-
ity to succeed. Let’s review them.

Employment Consultants
Supported employment professionals are known by 
several titles, including job coach, employment spe-
cialist, and employment consultant. Early supported 
employment efforts focused on the job coach pro-
viding instruction and training to the employee on 
how to do the job. This unique feature of on-the-job 
training using precise behavioral approaches enabled 
many individuals to learn complex job skills. 

But there were also some difficulties with this ap-
proach. What were they?

Employment services are moving away from provid-
ing ____________ environments and heavily staff-
controlled supervision of employees with severe dis-
abilities. The perspectives of human service staff are 
evolving in several different ways. 

As service providers become more familiar with 
businesses and work environments, they are recog-
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and their needs. This will allow you to help the em-
ployer solve those business concerns through the hir-
ing of a quality worker - the person with a disability. 
The next and final slide provides the comments of 
one employer, who speaks to the need for a diversi-
fied workforce.

The Right to Supported Employment
Supported employment services should reflect the 
interests, needs, and preferences of the person with a 
disability and those who are close to him or her. Life 
decisions around employment - type of job, hours, etc. 
- should be controlled by the individual with a disabil-
ity. The term ____ - _____________________ has 
been used to represent this approach.

There are many ways to define this concept. Some 
define it as the individual making choices about 
his or her life. Others believe that the person must 
also have the ability to control funding and other 
resources. Still others point to the need to be fully 
informed to make decisions and to be able to change 
one’s mind.

Exercising this type of control, while possible, is not 
easy for people with disabilities. They face numer-
ous obstacles to self-determination and employ-
ment. One of the most effective ways of bringing 
about change is for people with disabilities and 
their advocates to learn about their rights and to 
speak out about their desires and rights.

1  Change of counselor
A person has the right to work with a counselor he 
or she feels comfortable with. If the person is un-

Technical Services:  For example, if a job requires 
the individual to use local transportation, then travel 
training and experience in riding a bus or taxi may 
be useful.

School and Adult Partnerships: With mandated 
school-to-work transition components of individu-
al educational plans now in place, schools and adult 
service providers should work closely to ensure unin-
terrupted and consistent vocational services for those 
who graduate from the school system.

Support Coordination: Service and support ad-
ministrators (SSAs) and vocational rehabilitation 
counselors can plan with and represent individuals 
in need of service. As facilitators of planning and 
service provision, they are often the purchase point 
for supported employment. In addition, due to their 
coordination role for the individual, they can help 
establish relationships with other key people in the 
person’s life, including family, friends, and previous 
employers.

Funding Agencies: Agencies (county boards of de-
velopmental disabilities, county boards of mental 
health, vocational rehabilitation, and education) play 
an important role in supported employment. They 
require information about your services and goals 
and can provide updates on policy, grants, training, 
and other activities.

Employers: Another key partner in supported 
employment is the business community. It is im-
portant to treat employers as another customer of 
supported employment. Employers are looking for 
___________ workers to solve productivity and re-
lated business concerns. Supported employment re-
quires a working knowledge of your local businesses 
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4  Denial of specific training opportunity
If the person is an eligible VR participant, the VR 
agency should listen carefully to his or her requests 
and promote the person’s informed choice. 

If the person is denied a training opportunity,what 
should you do? 

Legal Employment Prohibitions for  

Discrimination
The Americans with Disabilities Act makes it 
________ to ___________________ in any aspect 
of employment, including:

 ♦ hiring and firing
 ♦ compensation, assignment, or classification of 

employees
 ♦ transfer, promotion, layoff, or recall
 ♦ job advertisements

happy with the counselor he or she has, what should 
you do? 

2  Lack of contact from the counselor
A person has the right to sufficient contact to discuss 
career plans and strategies, and concerns. 

If the person the counselor is not available enough, 
what should you do? 

3  Denial of any service for an eligible VR participant
A person need not settle for a verbal denial. 

If the person is told he or she is denied services, 
what should you do?
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What if the EEOC and the employer cannot settle?

How to File a Discrimination Complaint
A charge may be filed by mail or in person by con-
tacting the nearest EEOC office.

Call 1-800-669-4000 or 1-800-669-6820 (TTY) to 
contact the nearest EEOC office for more informa-
tion on specific procedures.

Individuals who need an accommodation in order 
to file a charge (e.g., sign language interpreter, print 
materials in an accessible format) must inform the 
EEOC field office.

There are a number of things staff, families, and oth-
ers can do to help people with disabilities fulfill their 
employment dreams, while staying in control of ser-
vices. Click on each tab below to learn more...

1. Help the person and his or her family and friends 
to recognize and understand information about life 
preferences for job, home, and other areas.

2. Build a relationship so that communication of 
informed choice from the person becomes easy and 
natural.

 ♦ recruitment
 ♦ testing
 ♦ use of company facilities
 ♦ training and apprenticeship programs
 ♦ fringe benefits
 ♦ pay, retirement plans, and disability leave
 ♦ other terms and conditions of employment 

The _________ is an independent federal agency 
that enforces the Americans with Disabilities Act. 
Any individual with a disability who believes that his 
or her employment rights have been violated may file 
a charge of discrimination. In addition, an individual, 
organization, or agency may file a charge on behalf of 
another person.

If the evidence establishes that discrimination has 
occurred, the employer and the charging party will 
be informed of this in a letter of determination that 
explains the finding. The EEOC will then attempt to 
settle with the employer to develop a remedy for the 
discrimination. If the case is successfully mediated 
or settled, neither the EEOC nor the charging party 
may go to court unless the agreement is not honored.

What are the potential remedies if the EEOC finds 
discrimination?

 ♦ back pay
 ♦ hiring
 ♦ promotion
 ♦ reinstatement
 ♦ front pay
 ♦ reasonable accommodation
 ♦ other actions that will return an individual to the 

condition he or she would have been but for the 
discrimination
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3. Learn and represent the learning style most effec-
tive for the person to those who will provide training 
and assistance.

4. Maintain ongoing communication to stay in-
formed of changing needs for support.

5. Advocate for continued career advancement.

6. Provide timely assistance when the person feels a 
need for a change.

7. Listen and respond to the person’s evaluation of his 
or her life and service supports.

Lesson Quiz 3: Notes
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4 The Process of Supported  
Employment

followed by marketing and job development activi-
ties to secure a job that matches the career planning 
goals of the individual.

Once a job has been found, the person needs to 
evaluate the offer, accept, negotiate, or reject the 
job, and, if accepted, begin the process of job ac-
quisition. Job training and support strategies must 
be developed and implemented to help the person 
succeed and be a part of the workplace. 

Next, efforts must be made to help the person sta-
bilize and perform the job as independently as pos-
sible, with whatever follow-up is needed. This called 
holistic life support.

Finally, the job isn’t the end of the career process, but 
the beginning. Continual efforts are made to support 
the person in career advancement, as well as coordi-
nating all of the needed life supports off-the-job to 
help make the job be a part of a quality life. At all 
times, the individual receiving supports is the cen-
tral driving force in the development of options and 
decisions.

In this section you will learn about how supported 
employment services are provided. You will also learn 
about the basic work incentives available from the 
Social Security Administration regarding benefits 
and health insurance.

Learning Objectives

The trainee will gain knowledge of:

 ♦ the process of supported employment, including 
career planning, job development, work support, 
and career advancement.

 ♦ how work incentives can be used to maximize so-
cial security benefits and minimize loss of insur-
ance and financial support.

How Supported Employment Works
Once a person is accepted into a supported em-
ployment program, staff will begin a process, called 
___________ planning, to discover who the person 
really is, what he or she is good at and likes to do, and 
what type of career he or she wishes to have. This is 
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interests of the person seeking a job

 ♦ Supports available at the work site that meet the 
needs of the employee

 ♦ Determining what the person needs to learn the 
job, maintain job stability and advance on the job;

 ♦ Ensuring the employer’s training is done in a way 
that the person can understand and/or providing 
needed on-the-job training (and retraining as 
needed) 

 ♦ Ensuring the ___________ of work meets the 
employer’s needs and expectations;

 ♦ Helping the person interact with co-workers and 
make friends, be part of the workplace culture 
and fit in.

Phase Two Services
Phase II is what happens to maintain stability and 
job advancement and success.

 ♦ Supporting the employee as changes occur in the 
job and workplace culture

 ♦ Connecting the individual to follow-along staff 
(part of the provider team) to maintain employ-
ment

 ♦ Providing long-term supports indefinitely, in-
cluding but not limited to:
• systematically monitoring job stability
• retraining
• career advancement
• consultation with employers and coworkers

Notes:

Services in supported employment are often grouped 
into two phases for funding purposes.

Phase One Services

Career Planning and Development

 ♦ Matching an individual with a disability with a 
job based on:  informed choice about types of 
jobs, places to work, wages, benefits, number of 
working hours and days, and the capabilities and 
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vidual as well as the needs of the employer. We will 
learn more about how to market and develop well-
matched job opportunities in Lesson 6.

Judging Quality
When a job opportunity is found, the job seeker and 
his or her support team must consider all the pros 
and cons, as well as terms and considerations of the 
employment opportunity. Some things to keep in 
mind:

What are the factors for accepting a job offer?
Decisions on whether to accept a job are made by 
the individual based on reliable information on job 
quality, work culture, and employee/employer benefit.

Is group placement a good idea?
Jobs should be individually arranged to match a per-
son’s interests, preferences, skills, and aptitudes.

Once someone has a job, then what?
While some work experiences can be productive 
for building an employment history and developing 
skills, these experiences are thought of as initial ca-
reer steps and not as career fulfillment.

What about pay?
Compensation should reflect the norms of the em-
ployment market for similar positions and perfor-
mance.

Should we look for jobs near our agency?
Job placements are not made on the basis of service 
convenience or availability. Find opportunities that 
are convenient for the job seeker first.

• counseling with individuals and their families
• transportation agreements

Core Guidelines
Who is paid, integrated employment meant for?

Job seekers (or at their invitation, family, friends, or 
co-workers) are the best source to personally convey 
information of personal interests, preferences, skills, 
aptitudes, and life goals. These considerations are the 
basis for choices in employment opportunity, rather 
than program or agency considerations.

Personal networks and situational experiences 
are used to the fullest to provide information to 
help guide career support and to change the focus 
away from limitations which exclude people from 
possibilities. 

Career Development will be covered more in the 
next lesson (Lesson 5).

In supported employment, ___________ refers to 
the communication of messages to key groups of 
people about the benefits of hiring the workers you 
represent, as well as your support services to the em-
ployer. Job development is person-specific - finding a 
job customized to the needs and desires of the indi-
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Self-Employment
Self-employment is the preferred career choice for 
an increasing number of people with disabilities. 
Like job placement, for self employment to succeed, 
it must meet the _______________  ________ of a 
person with a disability: satisfaction with the work, 
a salary commensurate with the effort, and a career 
path for future growth. 

Coupling these factors with appropriate accommo-
dations, people with severe disabilities can find that 
starting their own business can produce long-term 
employment and greater self-sufficiency. 

One way to look at natural support is that it is sim-
ply identifying ways to help employers manage to the 
strengths of people who happen to have significant 
disability. In this sense, much of what it takes to fa-
cilitate natural supports involves providing technical 
assistance and consultation to the ____________, 
not just training to employees with disabilities.

We define natural supports as an ongoing support 
strategy that involves the following:

 ♦ using employment support personnel to facilitate 
using the existing strategies and resources within 
a setting and culture 

 ♦ to assist the supported employee in becoming a 
valued member of that culture 

 ♦ in order to receive ongoing support provided by 
the culture with work and social-related needs, 
and

 ♦ to have a sense of social belonging, dignity and 
self-esteem. 

Job Support
There are a lot of things to consider when planning 
how to help a person learn and succeed on the job. 
We will cover these in the final lesson, Lesson 7. 
Some key areas to know are:

Natural: Existing supports natural to the work envi-
ronment are _____________ for training and ongo-
ing support. The business culture must be respected 
and integrated into the support network.

Training: Use best training practices.

Non-Artificial: Artificial training or programs to 
change behavior considered highly unusual by the 
work culture of the job setting are ___________. 
Avoid disability jargon! Teaching techniques which 
may convey poor images, stigma, or devalued status 
are not used.

Data: Use appropriate evaluations and outcome 
measures.

Accommodate: Accommodations, technology, or 
other job modifications are explored and developed 
in terms of their potential success, non-intrusiveness, 
and generalization to other life domains.

Facilitating Supports
Despite conflicting effects, the role of facilitating in-
tegration has generally been assigned to job coaches. 
But because of these and other circumstances, many 
people began to see new possibilities in how people 
with significant disabilities might better be inte-
grated into the workplace, and how employers might 
better be prepared for training and supervising them.
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lect benefits if his or her parent is eligible.

The amount is determined by 

 A person can have unearned income and resources of 
any magnitude and still collect disability insurance.

24 months after receiving SSDI benefits, a person 
becomes entitled to Medicare benefits. There are two 
Medicare programs:

Part A is automatically given after 24 months of 
benefits at no cost to the beneficiary. It covers ma-
jor hospitalization (psychiatric days are limited) 
and related costs.

Part B is an optional program offered upon eli-
gibility for Medicare and once a year thereafter. 
This includes outpatient services and therapies, 
with limitations. Generally, Medicare continues 
as long as a person is on the disability rolls.

SSDI Incentives
Trial Work Period (TWP)

To test work ability, TWP provides usual benefits for 
nine months (not necessarily consecutive) in which 
the beneficiary has gross earnings of more than a cer-
tain amount. At the end of TWP, the Social Security 
Administration (SSA) conducts a Continuing Dis-
ability Review. 

The 5-year period in which you are allowed 9 Trial 
Work months without losing your SSDI benefits is 

Benefits Planning - Social Security
The Social Security Administration has two disabil-
ity benefit programs. One is called Social Security 
Disability Insurance (SSDI), and the other is Sup-
plemental Security Income (SSI).

Each program has its own eligibility, work incentives 
and benefits. A person can receive benefits from both 
SSI and SSDI.

We will cover the basics of both programs, and how 
they impact people who go to work and earn wages. 
First, let’s cover SSDI. 

Social Security Disability Insurance (SSDI)
This program is for people who have worked and paid 
Social Security taxes for one quarter or more each 
year after age 21 and have become disabled and un-
able to work at a substantial level (_______________ 
________ ______________) This is the gross 
monthly earnings amount that SSA uses for SSI and 
SSDI to determine whether an impairment causes a 
disability at work. It is a part of disability evaluation 
for eligibility for both programs. But for SSDI, it also 
determines whether benefits will continue.

The amount is adjusted for inflation each year. A per-
son whose disability occurred before age 22 may col-
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If the beneficiary can show that he or she was paid 
more than performance was worth, the overpaid 
amount is considered a subsidy and is discounted. 

If earnings fluctuate, several months can be averaged 
and if the average is below the monthly limit, ben-
efits are paid for every month. __________________ 
people can deduct the cost of doing business (equip-
ment, supplies, special clothing, etc.) from earnings. 
Expenses related to the disability and needed in or-
der to work, known as Impairment Related Work 
Expenses (IRWE), that are not reimbursed by insur-
ance or other sources can be subtracted from gross 
earnings.

Childhood Disability Benefits (CDB)

Adults who have a disability that began before they 
turned ____ can get other benefits through Social Se-
curity called Childhood Disability Benefits (CDB). 
These benefits are based on the taxes their parents 
paid into the Social Security system. Unlike SSDI 
benefits, you ______________________________ 
to qualify for CDB. Child’s insurance benefits may 
be payable for months in which the child is age 18 if 
either of the following are true.

 ♦ The person has a disability that began before age 
22.

 ♦ The person has a disability that began after age 22 
and that disability began before the close of the 
84-month period following the month in which 
the child’s most recent entitlement to benefits 
as a CDB was terminated because the disability 
ceased.

The ____-month re-entitlement provision (extended 
period of eligibility) applies to CDBs.

called the ____ - _____ ____________. Your nine 
Trial Work months may occur one right after the 
other or at irregular intervals within the 5-year win-
dow.

Extended Period of Eligibility (EPE)

The EPE is available to SSDI beneficiaries who have 
used up TWP and runs ____ consecutive months 
thereafter. Any month during this time that earnings 
exceed a limit called Substantial Gainful Activity 
(SGA), there is no disability check. SSA should be 
notified immediately when: 

During the first three months of the EPE, the ben-
eficiary receives checks regardless of earnings. Once 
EPE months are up, disability status and benefits are 
lost if the next month earnings exceed the limit. Ben-
efits continue indefinitely for as long as earnings are 
below the monthly limit.

Reducing Countable Earned Income Below SGA

A beneficiary’s counted income may be reduced be-
low the limit to continue benefits. 

Can these reductions be used during the nine-
month trial work period?
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cipient’s ability to meet the income test is no longer 
required in order to maintain SSI eligible status.

1619(b) 

1619(b) allows Medicaid coverage to continue when 
earnings are high enough to cause SSI cash benefits 
to stop, but are not high enough to offset the loss of 
Medicaid. 

Impairment Related Work Expenses (IRWE)

The recipient may claim expenses he or she has paid 
as in SSDI. These expenses are disregarded from SSI 
payment calculations. The recipient gets back $1 for 
every $_________ spent.

Student Earned Income Exclusion

For employed students under age 22 who regularly 
attend school and receive SSI, this incentive allows a 
certain amount per month to be ___________ from 
countable earnings, up to a maximum amount per 
year. These amounts change each year (see SSA for 
current figures.)

Blind Work Expenses

For SSI recipients who are blind, any expenses re-
lated to earning an income (these need not be di-
rectly related to blindness) are not counted when 
determining SSI eligibility and the payment amount.

Supplemental Security Income (SSI)
SSI is for people who meet the SSA disability re-
quirements and who have countable income (gross 
income minus applicable exclusions) below set limits. 
There are also resource limitations per individual and 
couple.

People who receive SSI are called _______________ 
and the monthly SSI check varies as income varies. 
SSA uses estimates of income from the previous two 
months to calculate the payment. Every quarter, SSA 
verifies income and payments and may make an ad-
justment in a person’s checks or send a letter regard-
ing overpayments or underpayments.

It is best to apply for SSI when?

If the applicant is living with parents or others pro-
viding full support, he or she should make arrange-
ments to pay for room and board. The SSI program 
provides extended medical benefits despite increased 
earnings.

Once eligible, the recipient must receive only one 
month of benefits to qualify for the SSI Work Incen-
tives Program called:

1619(a) 

1619(a) provides special SSI cash payments for em-
ployed recipients with income over substantial gain-
ful activity, continuing their SSI status as long as they 
meet disability and other eligibility criteria. The re-
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 ♦ Basis for cost calculations

 ♦ Applicant’s signature and telephone number

 ♦ Name of person/agency assisting with signature 
and telephone number

Ohio’s Medicaid Buy-In for Workers with 

Disabilities

MBIWD is an Ohio Medicaid program that pro-
vides health care coverage to working Ohioans with 
disabilities. MBIWD was created to encourage 
Ohioans with disabilities to work and still keep their 
health care coverage.

Premiums are determined through a set of calcula-
tions based on income, family size, and certain stan-
dard deductions.

Plan to Achieve Self-Support (PASS)

PASS is a ___________ document approved by So-
cial Security with a person’s employment goal and 
related expenses. It allows a person to achieve that 
career goal and for those approved expenses, utilize 
some of the Supplemental Security Income (SSI) 
that is ordinarily lost when earnings go up.

An approved PASS can be used by:

 ♦ an SSI recipient to prevent monthly check reduc-
tion

 ♦ a Social Security Disability Insurance (SSDI) 
beneficiary to qualify the person for SSI

 ♦ anyone who meets SSA disability requirements 
to qualify the person for SSI

Elements of a PASS Request

 ♦ Applicant’s name and Social Security number

 ♦ Occupational objective

 ♦ Starting and ending date of plan

 ♦ Identification of current resources, if any, and of 
anticipated resources (wages, for example) that 
will be used to achieve the occupational objective.

 ♦ Listing of items and services to be purchased, cost 
per month for each, total monthly cost 
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Lesson Quiz 4: Notes
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and a functional career plan for an individual

 ♦ establishing meaningful employment goals and 
objectives

Careers and Person-Centered Planning
The first step in working with any job seeker is 
what?

Person-centered planning has been described in many 
ways, including personal futures planning (O’Brien, 
1987) and circles of support (Mount, 1987).

These strategies focus on a person’s ability rather than 
deficits. The approach uses what is learned in various 
areas of life about someone to build a vision of the 
____________ about how that person will live and 
work, along with his or her social relationships, hob-
bies and leisure activities, settings, and lifestyle.

5 Career Planning and Vocational  
Assessment

In this module you will learn about how to individu-
alize a job search in the context of each person’s career 
and life goals. You will learn about assisting people to 
make informed choices through self-determination 
and using the tools of vocational assessment. The sec-
tion ends with the process of person-centered plan-
ning, how to build on each individual’s interests and 
aptitudes, and developing personal career profiles 
and goals that lead to a career plan.

Learning Objectives:

The trainee will gain knowledge of:

 ♦ the importance of and the techniques to use in 
supporting each job seeker to self-determine 
their career planning

 ♦ the critical aspects of an individual’s life that re-
late to the development of a successful career

 ♦ the basic process of personal futures planning, de-
veloping circles of support, and their relationship 
to career planning

 ♦ how to understand and support family needs in 
supported employment

 ♦ the techniques of developing a personal career 
profile, a desired personal career future statement, 
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can produce a deficit remediation service plan (a “fix 
what’s wrong” approach).

Much of the disability service system focuses on defi-
cit remediation. One reason this happens is that to 
enter the system, one needs to demonstrate deficits in 
order to qualify for funding. Once the system identi-
fies your needs, it has a strong tendency to focus on 
remediating them.

What’s wrong with a deficit remediation focus?

Sometimes we can indeed help people fix what’s 
wrong, but more likely, we can help people with sup-
port and accommodation to succeed in spite of their 
difficulties. Instead, supported employment is based 
on building a “profile” from personal capacity-build-
ing and a respect for the decisions a person makes 
about his or her life.

____ - ____________________ has been defined as 
“acting as the primary causal agent in one’s life free 
from undue external influence or interference.”

To provide employment support for someone, we 
first need to ask about the life dreams and motiva-
tions that contribute to this individual’s personality. 
As the answers come together, they will direct the 
development of a plan so that a vision of life becomes 
a reality.

Planning meetings should include a ____________ 
of professionals and nonprofessionals acting as a 
team. 

The key elements of planning are what?

Assist the person with writing and sending invita-
tions to people who should attend to set a tone of 
person-centeredness from the start.

This information will then guide the search for voca-
tional opportunities.

It is important to realize that personal career skills 
and goals continually change, and those changes 
should be part of an evolving career path.

Most services for people with disabilities require an 
assessment to establish both eligibility and service 
needs. Often these are combined into one evaluation, 
yet each of these two processes is distinct and should 
be done differently as well as separately.

Because confirmation of a disability for funding pur-
poses requires a search for  deficits, such a mindset 
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How empowered a person will be in the process 
of planning his or her career depends on different 
things. 

There are many roles for different people to play 
when planning a career. With so many people who 
might be involved, what is the best “empowering” 
role for the job seeker with a disability?

This question must be __________________ 
____________________. Each person, family, and 
personal network is very different, and each person 
will want to direct their career planning process in 
different ways.

Helping People Make Career Choices
Helping people to make good career choices requires 
a ________________ to educate them about all of 
their choices. It is sometimes difficult to try some-
thing new when the “new” is so unknown, especially 
if one was previously considered by professionals as 
not being able to have a real job.

It is also important to not let all of the people in-
volved in career planning get caught up in previous 
thinking about the person based on old or limited 
information. “He can’t do that; she isn’t able to; he 
isn’t ready yet; he refuses to...” statements need to be 
examined closely.

The first goal in becoming informed is what?

This means people with disabilities _______________ 
themselves to make their own free decisions and di-
rect the course of their life. This concept is particu-
larly important for vocational assessment and career 
planning. Helping people to take charge of their 
careers starts with exploring interests and aptitudes 
before a job search even begins.

The Center on Self-Determination has defined core 
principles needed for people to control their lives.

Freedom: The ability for individuals with freely cho-
sen family and/or friends to plan a life with necessary 
support rather than purchase a program.

Authority: The ability for a person with a disability, 
with a social support network or circle if needed, to 
control a certain sum of dollars in order to purchase 
these supports.

Support: The arranging of resources and personnel, 
both formal and formal, that will assist an individual 
with a disability to live a full life in the community.

Responsibility: The acceptance of a valued role.

Supporting Employment Self-Determination
In career planning, there are a lot of ways for employ-
ment consultants to support self-determination for 
people with disabilities. For some people, it means 
supporting them to make their career decisions. For 
others, it means helping them gain control of job-
related resources.

Some people with disabilities prefer active participa-
tion, while others will want assistance from profes-
sionals with researching all of their options before 
they become involved in making their choices.
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Any member of the team may seek out the individual 
with a disability and his or her service coordinator to 
suggest a meeting of the full team or a partial group-
ing of the team.

Careers Based on Interests and Aptitudes
Supported employment is centered on helping people 
pursue meaningful lives by exploring their strengths, 
interests, capabilities and career vision. Once some-
one’s general life direction is better understood, then 
career services can be created to support those goals.

A team works with the person to decide a schedule 
of activities and supports that will organize available 
resources to embark on a chosen career ladder. Some 
of these actions will build on strengths, while others 
negotiate needs. But all services revolve around the 
person’s wishes and not some arbitrary fix-it list. Of-
ten, an individual with a disability has a career vision 
which professionals or others dismiss as unrealistic. 

Why does this present a difficulty?

When considering career goals, think of how best 
to approach the ______________ of a ______ 
___________. For example, if an individual expresses 
a desire to be a musician, seek creative ways to vo-
cationally enter a field in which music is involved. 
Working in a music store, in a theater, or at a radio 

This means to not let yourself be limited by “what 
already exists,” or the “quickest solution.” You and 
the individual must then explore fully each possibil-
ity. Members of the circle or planning team can help 
with this.

Once the person is comfortable with the options, 
help him or her evaluate each one in terms of what 
will best fit needs with the resources available. 
Then, it is time to make a decision. 

The most important thing about this decision is 
that it ultimately belongs to the job seeker, and can 
change over time as the person becomes more famil-
iar with his or her interests and capacities.

Career Planning
To provide employment support for someone, we 
first need to ask about the life dreams and motiva-
tions that contribute to this individual’s personality. 
As the answers come together, they will direct the 
development of a plan so that a vision of life becomes 
a reality. Besides the individual, participants can in-
clude friends, family, guardians, teachers, service pro-
viders, coworkers, and professional consultants.

The key elements are: interest in, connection with, 
and respect for the person whose employment is 
being planned. Assist the person with writing and 
sending invitations to people who should attend to 
set a tone of person-centeredness from the start.

Teams are generally required to meet at least 
___________ to update service plans and develop 
new ones. When people’s lives and needs change 
more frequently, the team should meet more often. 
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1. Job seekers are more invested and involved in a 
process centered on their deeply felt aspirations 
and interests.

2. Employer contacts based on helping actualize a 
person’s career vision are broader in scope and 
more creative. Information about skills, apti-
tudes, and even tested interests is all information 
about the past, and an individual with severe dis-
ability is likely to have had a narrow, restricted 
range of past experiences in the lowest-status, 
lowest-paying jobs.

3. When a job has elements that match an individ-
ual’s interests, the individual is more motivated 
to succeed and keep the job.

Summary
 ♦ Persons with disabilities should have jobs which 

help to provide sufficient income for a standard 
of living that offers an acceptable degree of per-
sonal satisfaction, self-determination and choice, 
adequate housing, and decent health care.

 ♦ All persons with disabilities are presumed ready 
to work.

 ♦ A job belongs to an employee.

 ♦ Jobs should be developed based first on the needs, 
skills, and preferences of each applicant, in re-
sponse to the needs of business.

 ♦ Services should provide the most natural and in-
dividualized outcomes possible.

station may help the individual be close to his or her 
dream.

A career futures statement should be a few well writ-
ten, brief paragraphs (about a half to full page at 
most) which project the “best guess” of where, what, 
and how the person, with the input of the people 
who care about him or her, wants to move forward in 
the employment world and in life. Some questions to 
consider in this type of process include a broad range 
of life areas.

 ♦ Preferred Life Vision 
 ♦ Relationships/Belonging 
 ♦ Work 
 ♦ Personal Interests/Leisure 
 ♦ Personal Growth 
 ♦ Health 
 ♦ Special Considerations 
 ♦ Non-Negotiables

Advantages of Focusing on Interests 

Instead of looking to correct shortcomings, there are 
distinct advantages to planning a career based on as-
pirations, gifts, and skills. Here are several:
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community activity, and a familiar store) and then 
participating with the person as he or she engages in 
these activities. 

Observe interests, connections, skills, ideal working 
conditions, and other important perspectives. Then 
do the same with 2-3 activities and places outside the 
home and school in which the individual is “at their 
best” (the most familiar and most competent). Also 
visit 2-4 unfamiliar activities or places, both in the 
community and at school that the individual hasn’t 
tried before or a place he or she hasn’t gone before 
and jointly participate in this activity. It is important 
to record ______________ of behaviors, conditions, 
settings, social exchanges, learning styles, and other 
key features throughout. This information becomes 
the basis for “discovering” the strengths, interests, 
and support needs for the most effective work situa-
tion for the person.

Discovery” is a process that uses a set of strategies 
that explore the lives of persons with disabilities as 
a means of gaining necessary information and per-
spective. This is a good place to start career planning. 
This approach is quite different from traditional ap-
proaches that first require individuals to perform and 
compare their performance against others or stan-
dards as an indication of one’s capabilities and needs. 
Instead, the process is:

 ♦ cooperative rather than evaluative, 
 ♦ optimistic rather than pessimistic, 
 ♦ inclusive rather than exclusive, 
 ♦ equal rather than hierarchical, and 
 ♦ it empowers rather than divests the persons it in-

volves.

The Discovery Process
Let’s turn our attention to how this process of career 
planning begins. We use an approach that has been 
termed “Discovery.” 

How is Discovery best defined?

For our purposes, the process provides us with a 
guide that suggests questions to ask and activities to 
share to discover information about someone looking 
to develop a career. 

In addition, the time spent with the individual and 
the relationship that is formed provides a facilitator 
the knowledge and insight into the life experiences 
and contributions of the job seeker. These life experi-
ences and contributions provide _______________ 
ro ________________. In other words, Discovery is 
using a non-traditional, common-sense way to col-
lect what we need to find out the strengths, needs, 
and interests of any person with complex life issues. 

The Discovery process revolves largely around 
interviews and direct observations in a variety of 
settings, although it does include reviewing exist-
ing information and documentation. 

The process begins with identifying several (4-8) 
typical regular activities that the individual partici-
pates in successfully (home, school, leisure, a favorite 
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These experiences are chosen based on potential in-
terest, and is unpaid and generally brief. In larger 
businesses, the individual might arrange to shadow 
several different people in different departments to 
get an understanding of the different careers and 
tasks in an industry.

When job shadowing, the person needs to follow all 
the _________________________ of the business, 
including dress, safety rules, emergency response, and 
other procedures. There might also be a requirement 
for written permission, medical authorizations and 
other paperwork. The person might need preparation 
and support prior to and during the shadowing ex-
perience. 

What should happen at the end of the job shadow-
ing?

Virtual Career Exploration
Many career exploration activities can be done over 
the web. For instance, you can complete question-
naires that compile interests, what someone is look-
ing for in a career, resume builders, and more. There 
is also information on career trends for various oc-

Information Gathering
Information gathering is an investment in assisting 
someone to achieve his or her career goals and should 
continue throughout one’s career. Career exploration 
should be based on a ____________ of sources. This 
can include interviews, team meetings, individual-
ized assessments, and observations over time in dif-
ferent work settings. Career information can also be 
gained from _________ experience through short-
term training and education courses as well as vol-
unteer work, part-time work, full time work, intern-
ships, and co-operative arrangements.

Some career information can be found in career 
libraries (in One-Stop Centers, schools, colleges, 
public libraries, and organizations). 

Career libraries include different ways of presenting 
information, such as books, files, pamphlets, videos, 
and computer systems. The person should use the 
type of presentation that helps him or her learn best. 
Making a good choice depends on using quality ca-
reer information. If a resource does not provide accu-
rate and up-to-date information, don’t use it or check 
with a knowledgeable person about the quality of the 
information. 

Job Shadowing
Job shadowing gives the job seeker the chance to 
what?
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a particular occupation. The process was often based 
on testing or work simulations and then matching 
performance to fixed job descriptions. 

___________ _______ try to collect general infor-
mation about what someone can do. Assessments 
using work samples have the person complete tasks 
standardized to simulate the major features of par-
ticular occupations or work fields. There are many 
published checklists of preferences in various formats 
and domains. Some utilize photographs, pictures, 
reading or video or audiotapes of various settings. 
They may show places, people doing things, or mate-
rials or equipment associated with a task. The person 
is asked to choose among different options presented, 
or to indicate how strongly he or she likes or dislikes 
the activity illustrated.

Are written tests such as these helpful for career 
planning for job seekers with significant disabili-
ties?

It becomes very important not to get trapped into 
letting a test result limit openness and creativity in 
making jobs happen for people with disabilities. 

Here are some other ways to explore vocational in-
terests.

cupations. A particularly useful tool is to view career 
__________ on the Internet. This makes use of web-
based technology to offer glimpses of what it is like to 
work at a type of occupation. A Career Resource Li-
brary (http://www.careerinfonet.org/crl/library.aspx) 
contains a large library of career videos showing real 
people doing real work. Job seekers can check out ca-
reers that have similar characteristics (for example, 
working outside, require only on-the-job training; or, 
those eligible for apprenticeships). 

Here are some online tools for career assessment 
found on O*Net, an online career resource.

- Interest Profiler - A self-assessment career explora-
tion tool, where participants identify and learn about 
broad interest areas most relevant to their-related 
interests.

- Work Importance Locator - A self-assessment ca-
reer exploration tool which helps clarify what an in-
dividual finds most important in jobs.

- Ability Profiler - An ability assessment developed 
for counseling and career exploration which measure 
nine job-relevant abilities.

Assessment Tools
In order to avoid low expectations and artificial ceil-
ings on employability, vocational assessment must be 
____________. This is particularly true for people la-
beled severely disabled, behaviorally disordered, non-
communicative, or unemployable. 

Historically, vocational assessment tools consisted of 
researched checklists of skills drawn from age and 
developmental levels, social behavior, or the skills of 
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riety of job try-outs in ______ ______ environments. 
A try-out can range anywhere from ___________s 
to _____________s, depending on the situation and 
person. The longer the time spent, the more reliable 
the information. However, longer-term experiences 
generally become less an assessment tool and more of 
a temporary job, and there are specific requirements 
according to the Fair Labor Standards Act regarding 
paid versus non-paid work experiences.

Keep in mind that performance in any setting is 
complex and that time-limited experiences in a 
small number of settings, even if they are real, can 
still not provide a guaranteed prediction of perfor-
mance. But useful information can often indicate 
directions to pursue.

Be certain there is adequate ___________ 
__________ when using situational assessment in 
which the individual is not being paid by the employ-
er. There are two types of coverage a program should 
have: worker’s compensation, if the worker with a 
disability should be injured during the assessment; 
and liability, in case the worker damages employer’s 
property. One advantage to an employer-paid assess-
ment is that the individual is covered under the em-
ployer’s policies.

Some information to obtain from a situational as-
sessment includes:

Does the job-seeker:

 ♦ indicate preferences for certain kinds of settings, 
jobs, coworkers, or shifts?

 ♦ express work values, motivation, and interests?
 ♦ work in such a way that technology could en-

Interest Inventories 
Use as appropriate various checklists, pictures and 
photographs, hands-on materials, and community-
based experiences to gauge the job seeker’s interests 
in a field, setting, or job.

Job Seeker Interview
 Ask the individual about his or her hobbies, pas-
sions, career goals, and ideal job.

Key Informant Interviews 
Talk to people who have a longer history with the job 
seeker (the person’s family, friends, teachers, or other 
support staff ) to produce career-related information. 
An interview can either be structured or more infor-
mal discussion. Look for information about the pro-
spective employee’s work habits, hobbies, interests, 
experiences, and aptitudes. The individual should 
provide leads about who to approach and should give 
permission before anyone is contacted.

Situational Assessments
 Spend time with the job seeker while he or she “tries 
out” tasks in different work places and community 
establishments. Seek out clues to understanding 
what is important to the individual in many different 
domains: work, social, recreational, settings, health, 
nutrition, and so on. Reactions to things done and 
seen can be important indicators of career directions.

One of the most useful tools to assess a person with a 
disability’s vocational interest, competencies, stamina, 
speed, and other work variables can come from a va-
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a personal career profile described by the job seeker 
and the people helping him or her plan. This infor-
mation is then ___________ to prospective commu-
nity settings and individuals in order to create mean-
ingful employment opportunities.

A personal career profile represents what has been 
discovered about someone and most of what is 
important to him or her right now. 

A profile summarizing this information should be 
written in ____________ language. It should de-
scribe a person and his or her capacities, resources, 
dreams, supports, and other factors related to career 
planning.

Elements of a Personal Career Profile
Here are the things to include when developing a 
Profile:

 ♦ Personality traits, age, defining physical features 
and characteristics

 ♦ Places, activities, friends, pursuits, hobbies the 
person enjoys

 ♦ Social relationships with colleagues, friends, fam-
ily, coworkers

 ♦ Personal history, including accomplishments and 
challenges faced

 ♦ Past and current living situations with supports 
and arrangements, neighborhood, and commu-
nity (needed and preferred)

 ♦ Past and current employment with supports and 
accommodations needed and preferred, job title, 
employer, skills used

 ♦ Significant life events, achievements, personal 
and social growth, new experiences and roles

hance performance?
 ♦ socialize well with coworkers?
 ♦ require certain training strategies to succeed?
 ♦ demonstrate stamina and safety concerning the 

setting and tasks?
 ♦ express expectations for certain wages, responsi-

bilities, and advancement?
 ♦ show reactions to environmental stimuli? 
 ♦ demonstrate certain skills or skills needed to be 

learned?
 ♦ have personality traits to be considered for certain 

work settings?

Personal Career Profiles

Making sense of all the information learned during 
career exploration and assessment can be challeng-
ing. Sometimes there are just vague visions of careers 
and lifestyles. Other times there may be more specific 
goals, but they can be difficult to describe or achieve.

Without a coherent written vision of where someone 
is heading, it is hard to coordinate whatever supports 
might be needed.

A document for career planning begins by writing 
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A combination of skill requirements of a particular 
job, what the person can do, and his or her hopes, 
desires, skills and interests can lead to good choices 
about what to find, whom to approach, what to 
teach, what to adapt, or when to assist. 

These needs should always be in the context of an in-
dividual’s personal life and career goals and plans. To 
help do this, develop a list of elements which make 
up the competencies to reach a career goal, such as 
working with photography. Each element can usually 
be broken down further into sub-areas, which can be 
divided into more components.

Vocational assessment can help parents, profession-
als, and most importantly, the _______________ 
think strategically about career planning that leads 
to a meaningful job. A vocational profile can help the 
person and team make decisions in the context of life 
goals, based upon interests, abilities, and potential.

 ♦ Acquaint the person with as many 
_______________ as possible by visiting job 
sites, accompanying family and friends to work, 
and observing others at work in the community.

 ♦ Spend time exploring and learning about inter-
ests and capacities in a variety of settings with the 
person and those that know him or her best.

 ♦ Help individuals participate in career education, 
including presentations about various careers, go-
ing to career fairs, and doing career research ac-
tivities.

 ♦ Help the person develop experience in job shad-
owing and community job internships.

 ♦ Learning style, competencies, skills
 ♦ Manner of communicating needs and choices
 ♦ Health, stamina, considerations, mobility, medi-

cal needs
The Profile also can provide information and exam-
ples of supports, accommodations or adaptations that 
an individual currently uses to be successful within 
their environment.

Developing Career Goals
A career profile should set priorities for career 
goals. This requires direction from _____ ____ 
____________. Knowing what to spend energy on, 
for instance, when a person wishes for a certain kind 
of job, depends a great deal on what the person al-
ready knows, what supports are in place, and what 
might be needed to get to the goal.

An important feature of career planning is to have 
clear _________ ________. First identify major 
themes from career planning. Each theme can be re-
framed as a goal-directed statement. 

For example, if photography is a strong theme, the 
planning team should explore what?

This might mean examining relationships, resources, 
and opportunities.
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 ♦ With young people, help them learn chores that 
encourage the development of responsibility and 
mastery of independent living skills.

 ♦ Make sure youth have in-school ______  
_______________ and arrange for summer work 
experience for youth out of school and access vo-
cational education programs within the school 
system.

Lesson Quiz 5: Notes
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 ♦ how to be comfortable with face-to-face interac-
tions with an employer and act as a resource for 
competent, reliable labor while representing indi-
viduals with disabilities.

 ♦ how to help job seekers make informed choices 
about disclosing their disability to an employer.

 ♦ how to act as a facilitator of matching workers 
with career goals to employers with labor needs.

 ♦ the work incentive provisions available to em-
ployers for hiring employees with disabilities.

Knowing the Business Community
Successful marketing of supported employment 
requires developing an ongoing ______________ 
with business. This means an employment consul-
tant must view things from a prospective employer’s 
point of view. This can be as simple as meeting with 
a cross-section of employers and asking them about 
their needs, or as complex as conducting formal re-
search of employers in your region.

6 Marketing and Job Development

In this section we will introduce the concept of de-
veloping partnerships with businesses. You will learn 
about the employer concerns, especially related to 
hiring and workforce diversity, and how to research 
businesses to discover employer hiring attitudes to-
ward people with disabilities. The section then re-
views how to develop a marketing plan and utilize 
marketing tools, with a special eye toward the por-
trayal of disabilities. It ends with a discussion of how 
to successfully develop jobs, including handling typi-
cal concerns, whether to disclose the presence of dis-
ability in the job seeker, and the employment incen-
tives available when hiring people with disabilities.

Learning Objectives

The trainee will gain knowledge of:

 ♦ how to design a basic marketing plan for job de-
velopment services to employers.

 ♦ the ways to develop effective working relation-
ships with employers.

 ♦ how to develop jobs through personal relation-
ships and targeted networking.
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An estimated ____ million Americans with disabili-
ties represent a hard-to-ignore consumer and labor 
market. 

As employers have incorporated more workers 
with disabilities into their workforces, what they 
discovered?

By employing people with disabilities, an employer 
can more effectively position itself to develop prod-
ucts and services that are more likely to sell to a di-
verse customer base, resulting in significant increases 
in long term profits. Statistics indicate that people 
with disabilities have an annual aggregate spend-
ing of $1 trillion with $220 billion in discretionary 
spending.

The US Business Leadership Network (USBLN) is 
the national organization that supports development 
and expansion of BLNs across the country, serving 
as their collective voice. The USBLN recognizes and 
promotes best practices in hiring, retaining, and mar-
keting to people with disabilities.

Establishing ____________ with potential employers 
depends on your ability to understand their business 
climates. Become familiar with the news and issues 
that employers face daily. A number of popular pe-
riodicals are helpful: Business Week,The Wall Street 
Journal, Fortune and Forbes, for example. Many large 
cities also have their own business journals.

Also, prior to a meeting with an employer in a par-
ticular area such as food service or manufacturing, 
seek out newsletters or service journals related to 
that field. This will bring you up to date on a specific 
company’s current concerns and happenings. Com-
pany-specific literature such as newsletters and an-
nual reports can also be a rich source of information 
on history, policy, and trends.

Worker Diversity
Businesses today are responding to growing demands 
for equality and nondiscrimination both in customer 
service and employment.

According to the Bureau of Labor Statistics, the US 
is facing a 10 million-worker shortage in the next 
few years. Yet there are more than 15 million Ameri-
cans with disabilities who are under employed or un-
employed. Tapping into this talent pool will help to 
alleviate this worker shortage and reduce the need to 
send jobs overseas. 

As the labor force slows its growth, and economic 
development will require businesses to hire more 
workers of varying backgrounds, culture, and race, 
including people with disabilities. This is known as 
worker diversity.
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Researching Regional Businesses
A supported employment professional should be 
familiar with regional economic needs and trends. 
This includes unemployment, economic growth and 
projections for development in your region. An em-
ployment program can __________ its local busi-
ness community, research specific areas of concern to 
those employers, and gather data of direct interest. 
Most surveys of this type should be short and easy 
to complete within a few minutes and focus on only 
a few topics.

National and local data can also be found at:

 ♦ Bureau of Labor Statistics (BLS) has jobs, wages, 
unemployment, occupation, and prices data se-
ries.

 ♦ Bureau of Economic Analysis provides regional 
economic information.

 ♦ Economagic.com gives access to state, metro and 
county employment data.

Tip #1 on Employer Research

Before designing and mailing a survey, seek sup-
port, advice, and co-sponsorship from the busi-
ness community, through your __________ of 
______________, your employer advisory commit-
tee, or other employer organizations. 

Find out the issues of concern, and how, when, and 
where to best conduct the survey. It is important 
to report back to the business community, either 
through a presentation and/or a written summary. 
Write a follow-up press release for business news 
publications as well.

Marketing
What is marketing?

For instance, you need to present your agency as pro-
fessional and businesslike to employers. This requires 
a good marketing plan. 

Marketing alone does not create individualized 
jobs, but only opens doors. The actual process of 
negotiating a job to benefit both the individual and 
the employer must follow marketing efforts.

When developing a _____________ ________, it 
is important to be aware of all the ____________ 
that are customers of your particular organization. 
Resource and time constraints may not allow you to 
market to all of them. Prioritize them according to 
those that might affect you the most and keep them 
in mind when you develop existing marketing proj-
ects.

A marketing checklist provides a step-by step outline 
for developing a plan. It is a tool to begin or to sup-
port the ongoing process of clarifying agency goals, 
defining audience needs, and using limited resources 
in the most effective ways.
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 ♦ community image

 ♦ personal satisfaction

Employers overall perceived the concerns of hiring 
workers with disabilities to be:

 ♦ extra training and supervision required for the 
supported employees 

 ♦ lack of necessary job skills

 ♦ work quality

The Able Trust partnered with the Milbank Founda-
tion for Vocational Rehabilitation to conduct a study 
of employers concerning their policies, practices, and 
attitudes related to hiring persons with disabilities.

Key finding: the majority of employers showed a 
______ of ______________ with agencies and pro-
grams related to individuals with disabilities. Most 
employers, however, expressed positive attitudes to-
wards employees with disabilities.

Employer Perspectives on Hiring and Accommo-
dating Youth in Transition (Luecking)

Employer attitudes toward disability are less signifi-
cant when deciding to bring youth into the work-
place than other factors, such as the identification of 
workplace supports, accommodations, and interven-
tions that also contribute to improvement of compa-
nies’ operational and organizational processes. Com-
bining special education and disability employment 
interventions with typical company human resource 
interventions can facilitate the achievement of a 
more accessible workplace for youth with disabilities.

This survey found nearly half of employers faced bar-
riers hiring people with disabilities

Tip #2 on Employer Relationships

Since personal business contacts will ultimately cre-
ate more opportunities than cold calls, job developers 
should also get to know directly the individuals who 
make up the business community. Establishing con-
nections with people who actually do the hiring re-
quires developing ___________ ________________.

Employer Attitudes toward Hiring Workers with 
Disabilities
It is common for employers to have concerns about 
hiring workers from groups that have not previously 
contributed to their business. Unfortunately, some 
employers also have incorrect or stereotypical atti-
tudes toward certain groups of workers with whom 
they have had little experience. People with disabili-
ties especially are vulnerable to negative hiring at-
titudes.

Research has confirmed that more positive percep-
tions toward workers with disabilities are from 
wht two types of employers?
1.

2.

Overall, employers perceived the most important 
benefits of hiring people with disabilities to be:

 ♦ _______________ 
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Harris Poll of Employers

• More than 90% of businesses supported ADA pro-
visions that prohibit employment discrimination. 

• Only 56% of companies had established policies or 
programs to hire people with disabilities.

By marketing your agency to employers as a source 
of good workers, you are in essence an employment 
service, and each employer is a potential customer. 

Employers who hire people with disabilities receive 
real benefits. Educate them in person and with your 
printed materials.

Marketing Your Services to Families
The families of job seekers are an ___________ of 
your customer group and should be included in your 
marketing planning. Programs need support from 
families to be successful.

Families are not as likely to be supportive if they do 
not feel good about the potential of a job or do not 
have __________ ______________ about concerns 
such as the potential loss of benefits. Families can 
also provide job leads and valuable insights into a job 
seeker’s preferences and dreams.

Marketing Tools
Everything you use to communicate your message 
to different audiences are the tools of marketing and 
job development. Brochures, business cards, resumes, 
referral lists, advertising, fact sheets, and any other 
techniques can be used to build awareness and to 

What was the most mentioned concern?

How many reported fears from others in the work-
place?

What were the other concerns employers had?
30%  noted a limited pool of ____________ 
__________ and fears about costs (insurance and ac-
commodations).

Chamber of Commerce Survey

This research found that employers were frustrated 
trying to locate _______-________ workers who 
had disabilities.

What percent of employers had experience hiring 
workers with disabilities.

What was the main criteria for hiring a worker 
with a disability?
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interactions and other relationship-building tools 
and techniques.

 ♦ Use a timeline to plan how and when each publi-
cation will be used.

 ♦ View printed material as a way to:

-Introduce your message.
-Get attention for your message.
-Reinforce your message.
-Remind about your message.

 ♦ Don’t let publications sit. Plan your distribution.

 ♦ Develop a plan to evaluate your publications

Most employers pay attention to other business 
persons’ hiring opinions. Collect ___________ 
_________ from previous and current employers 
who have successfully hired persons with disabilities. 
Another idea is to maintain a file of letters sorted by 
geographic area and type of business and develop a 
reference base tailored for particular companies.

 
Complete the web activity based on the brochures above.

encourage an employer to hire an employee with a 
disability.

There are many negative disability stereotypes that 
are portrayed in disability images, through various 
media, including photographs, cartoons, symbols 
and other means.

A supported employment service’s name should pres-
ent the services being marketed to ______________ 
and be respectful towards the people being 
served.  Supported employment agencies should 
choose names and logos which represent careers, 
business, resources, employment, and professional-
ism.  Don’t confuse employers with a fund-raising 
logo, or one that offers comfort to parents.

Your business card should also convey a 
_______________ and ______________ image re-
lated to the services a business should expect from 
your agency – not the services you are providing to 
the people in your program. It should be easy to find 
your name and phone number. Your card could also 
become a portable ad by listing your services.

Some examples of marketing tools are:

 ♦ brochure
 ♦ fact sheet
 ♦ newsletter
 ♦ booklet
 ♦ print ads
 ♦ inserts  

Publications are just one option in the job developer’s 
toolkit. Use them in conjunction with face-to-face 
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er’s personal style. Three common methods of con-
tacting employers are:

Social Contact: Business people often rely on casual 
contacts for meeting other business people and se-
curing important appointments. In order to use in-
formal social contacts, job developers must make a 
commitment to _____________________________
__________________________________________
_________________________________________.

Email Contact: Email is an acceptable way of mak-
ing contact, although many employers screen email 
and will only open those that are recognized.

Telephone Contact: Using the telephone to follow 
up on a letter of introduction or a referral is an ef-
ficient and accepted business practice. Remember the 
purpose of the call is to get the appointment. 

What should you avoid during a telephone contact?

Be prepared to answer any questions the employer 
may ask. Even if you prefer not to do so on the tele-
phone, you may have to answer in-depth questions. 

Follow positive calls with what?

Job Development

Networking
Finding jobs through networking with other peo-
ple has several advantages over other techniques. 
In fact, recent research has shown that it takes 
_________________ more contacts to reach a “yes” 
hiring decision when approaching unknown em-
ployers, or using a “cold call” approach. It is much 
more effective to start by developing a list of indi-
viduals with some connection to the job seeker. 
Each of these individuals also has social connec-
tions, and a marketing chain can be linked together. 
The job developer then meets an employer through 
__________ ________________. To make the most 
of this, expand job development so it becomes a part 
of everyone’s job.

Since networking is crucial, utilize the existing agen-
cy and school networks to the fullest. This includes 
direct service staff, administration, support person-
nel, board members, teachers, and volunteers. Com-
municate the results of career planning sessions to 
everyone on staff. Career planning should result in 
descriptions of desired jobs, types of jobs, locations, 
and settings. 

Request that everyone look for job opportunities 
in the community while out shopping, banking, or 
engaging in recreation activities.

Making Contacts
Job development requires flexibility and creativity 
and will be different according to each job develop-
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but monitor who has access to it out of respect for 
each employer. 

Collaboration
Most communities contain several private, public, 
for-profit, and/or nonprofit organizations which may 
be involved with job development. It is a good idea to 
collaborate with these agencies to better coordinate 
business relations and to use resources more cost ef-
fectively. Some types of organizations are:

 ♦ Local secondary and post-secondary school pro-
grams

 ♦ One-Stop Career Centers
 ♦ Private, for-profit job placement firms
 ♦ Vocational Rehabilitation Services
 ♦ Other human service supported employment 

agencies

Face to Face Interaction
The ________ ____________ of a job develop-
ment meeting generally establish the atmosphere 
surrounding the individuals doing business. This 
requires interacting with the employer with sincer-
ity, confidence, comfort, knowledge and competence. 
Don’t try to sell your services immediately. 

Instead, the developer should dowhat?

The topic of conversation will naturally evolve to the 
employer and his or her needs. 

Job Banks
Once employer information is collected, it should be 
organized into a job bank, with a file on every em-
ployer. 

The goal is to know as much as you can about each 
employer both personally and professionally. This will 
allow you to build a working relationship with them 
and monitor their developing employment needs. 

Develop a complete list of area businesses by explor-
ing Chamber of Commerce memberships, business 
directories, Yellow Pages or online listings. Orga-
nize these businesses into categories such as growth 
industries, established companies, companies with 
labor concerns, and start-up businesses. Once they 
are categorized, you will be able to use the list to 
_________________ _________________ for con-
tact based on potential job matches and opportunity 
for quality placements from the career planning ses-
sions you have completed.

As you learn about each employer, write a profile de-
scribing key points. Include a resume of the contact 
person, company goals and concerns, present and 
future employment needs, and a history of all com-
munication with the employer. 

The job bank must be kept up-to-date, because 
outdated information can be worse than no infor-
mation at all. It should also be treated as confiden-
tial, since some of it may not be intended for the 
general public. 

Share it with the necessary people in your program, 
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or sports. Express your interest in office mementos. 
Once rapport is established, shift the conversation to 
the employer’s company and its needs. 

• Use ___________ body language to convey your 
confidence and excitement about the benefits of hir-
ing the individual you are representing. Avoid stiff, 
unusual, or exaggerated movements. 

• Spend time _________ __________ ____ 
__________ with the employer. If you are making 
a presentation to more than one person, look at with 
each person. 

• ____________ your presentation with real stories 
and anecdotes about people. Humor should never be 
demeaning or at someone else’s expense. Avoid re-
hearsed jokes. 

• Have a clear picture of what the employer’s needs 
are and reflect this in conversation. Make your hir-
ing message ____________ to the employer with 
language and references from the particular business.

• ____________ an employer’s concerns before re-
sponding to them.

Disclosure of Disability to Employers
According to the Equal Employment Opportunity 
Commission (EEOC), the government agency that 
oversees the employment provisions of the Ameri-
cans with Disabilities Act, the disclosure of disabil-
ity prior to a job offer can only be decided by whom?

As you discuss your resources, develop one idea at a 
time. Use the known to help explain the unknown 
through examples of other employers, jobs, and suc-
cesses.

As your time is likely to be brief, manage it well; be 
concise, polite, confident, honest, and sincere. Keep 
the presentation simple and to the point. 

Avoid using what kind of language?

Anticipate ___________ that employers might have. 
Frequently, when people don’t understand some-
thing, they won’t ask questions because they don’t 
want to appear unknowledgeable. 

If an employer’s point of view is different from your 
own, you can present additional information to help 
the employer see your point. However, being overly 
enthusiastic about your services may be perceived as 
being too pushy and too talkative. 

Overselling is likely to do what?

Here are some tips regarding direct job development:

• Be relaxed. Discuss news events, local happenings, 
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Once a job offer is made, the person still has the 
choice to disclose his or her disability. An important 
consideration is that the employer must know about 
the disability to be under any obligation to provide 
_____________ __________________. Still, some 
people choose to keep their disability private. This 
decision should be respected. Job seekers with dis-
abilities should always be advised about the implica-
tions of their decision whether or not to disclose.

Employment Hiring Incentives
There are a number of financial incentives available 
to employers for hiring employees with disabilities. 
While these should not be the primary benefit cited 
by a job developer, they can be discussed as a means 
of additional support for accommodation once inter-
est in hiring has been established.

Job Accommodation Network
Free consulting service on available aids, devices, ad-
justments, and placement information.

IRS Tax Credit
Small businesses can apply for a 50 percent tax credit 
for expenditures establishing barrier-free access, up 
to $5,125.00. 

Thus, while general marketing materials can encour-
age employers to hire people with disabilities, job 
development materials used when representing a 
person should _____ ______________ the presence 
of disability unless the individual has authorized it 
through informed consent for each employer.

Even when a person with a visible disability arrives at 
an interview, the decision to disclose the nature of his 
or her disability is a _____________. The employer 
may only question the person about his or her ability 
to perform specific job functions. The reason this is a 
part of the law is the discrimination job seekers with 
disabilities have faced when applying for jobs. 

Unfortunately, some employers still stereotype and 
retain misinformation related to people’s disability 
labels which might prevent a job offer from being 
made.

The implications of disclosure for job development 
are important. When an agency highlights its dis-
ability services in its name or brochure, and that ma-
terial is used when representing an individual, the 
disclosure of that individual’s disability _________ 
___________, with or without permission. Accord-
ing to the EEOC, this can put the job applicant in 
likely jeopardy of discrimination.

The web course proves two resources on disclosure:

 ♦ Disclosure Decisions
 ♦ A workbook called The 411 on Disability Dis-

closure.
Given good career planning, vocational assess-
ment, and job matching, what is the most impor-
tant factor for job success? 
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Tax Credit on Architectural and Transportation 
Barriers
Tax deduction on expenditures up to $15,000 to 
make a workplace or public transportation vehicles 
physically accessible for employees and customers.

Work Opportunities Tax Credit (WOTC)
Tax credit of of qualified wages for members of target 
groups, including workers with disabilities. 

Vocational Rehabilitation On-The-Job Training 
Program
Shared payment of an employee’s wages for a lim-
ited time on a negotiated schedule. A worker must 
be a VR client. The position must be permanent, full-
time, with pay at or above minimum wage.

Lesson Quiz 6: Notes
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 ♦ key social components of job design.

 ♦ how to develop on-the-job training strategies.

 ♦ strategies for developing natural supports on the 
job.

 ♦ ways of analyzing work cultures to better under-
stand social relationships at the worksite.

 ♦ the features of job design and support related to 
the Americans with Disabilities Act’s mandate 
for reasonable accommodations for workers with 
disabilities.

 ♦ techniques of facilitating coworker-supported 
training.

 ♦ the use of systematic training, including task anal-
ysis, natural cues and reinforcers, error correction 
procedures, and self-instruction techniques.

 ♦ how to build support so human service support is 
minimized through fading.

7 On-the-Job Training and Supports

This section provides a review of the tools and strate-
gies needed for supporting the worker on the job. It 
begins with the early stages of a new job, looking at 
job acquisition, analyzing a job to better match the 
tasks and routines with the worker’s capabilities and 
interests, as well as considering accommodations and 
assistive technology.

You will learn about the key elements of social rela-
tionships and natural supports, from the orientation 
process of new employees to the need for understand-
ing and fitting into the culture of the workplace. The 
section then discusses the basics of teaching, from 
understanding multiple intelligences to task analysis, 
prompting, reinforcement, fading, generalization and 
data collection. The section ends with a discussion 
of how to provide support to workers who display 
social-behavioral issues on the job.

Learning Objectives

The trainee will gain knowledge of:

 ♦ the elements of a comprehensive job analysis.

 ♦ the use of job carving as a work design strategy.
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rehabilitation, etc.), arranging transportation, set-
ting up any work-required medical examinations 
and testing, and purchasing or acquiring needed 
equipment, clothing, or uniforms.

 ♦ Finally, be sure to complete whatever other 
_______________ is needed, such as amending 
the person’s individual support plan.

Job Analysis and Design
The ability of the employment specialist to facilitate 
the best possible training, work expectations, and 
worker support for the employer and the supported 
employee is based on a good  job analysis. It is one 
way of offering a creative and effective alternative to 
restrictive hiring.

Analyzing a job in-depth requires the employment 
consultant to interview key workers and observe 
the job firsthand on different occasions. The more 
you invest in this process over time, the more 
detailed, accurate, and useful your job analysis will 
be.

It is good business when each employee _______ 
___________ in excess of what he or she costs. An 
employment consultant acts as a ___________ in job 
negotiation and design to arrange a satisfactory ar-
rangement so that both parties will benefit.

Video
Conducting a job analysis of a position within a busi-
ness can be complex. Jobs are a complicated mixture 
of tasks to be done, problems to be solved, and deal-

Responding to a Job Offer
When a job offer has been made and an individual is 
to start employment, there are a number of things to 
be done to ensure a smooth transition.

What is the first thing that should be done?

 ♦ Help the job seeker _____________________
____________ about accepting or rejecting the 
job, and ensure that the support team is also fully 
informed.

 ♦ Make sure everyone understands and agrees on 
the offer regarding duties, hours, salary, benefits, 
starting date, and initial training.

 ♦ Once the person has made a decision, make sure 
the response has been communicated to the em-
ployer in an appropriate way, preferably by the job 
seeker himself or herself.

 ♦ ___________ any negotiations, such as wages, 
benefits, or a needed accommodation, so that the 
employer, job seeker, and planning team are all in 
agreement. 

 ♦ Next, work on any arrangements to prepare for the 
________ _____  of work. This includes contact-
ing necessary agencies (social security, vocational 
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Jobs are not lists of tasks but _____________ to be 
______________ so businesses can make money.

How much social interaction a job seeker wants or 
feels comfortable with should also be considered in 
the job design. A sense of inclusion in the culture, 
at whatever level of interaction is appropriate, is an 
important goal. 

Work Shifts  
Design a work schedule that includes the social 
rhythms of the work day and week. 

Overlapping Tasks  
Note workers who often complete jobs together 
and usually try to work as a team. 

Shared Places, Tools, and Equipment  
Find those common spaces where informal com-
munication takes place. 

Contact for Problems and Information   
Include whom to contact for problems, something 
unusual, or an accomplishment. 

Chain of Command  
Identify who checks work, gives assignments and 
evaluates performance.

Politics  
Learn political realities such as completing certain 
tasks first so that key people are satisfied. 

Accommodations and Modifications in Job 
Design
Some features of a job’s design may be related to the 
need to accommodate an individual’s disability. The 
Americans with Disabilities Act (ADA) requires 

ing with equipment, tools, schedules, places and peo-
ple. While it would be enormously time-consuming 
to do a complete job analysis for every job a worker 
obtains, it is important to conduct an analysis of the 
salient, or most relevant factors, that will be encoun-
tered. 

For example, it is important to know at a minimum: 
what tasks are to be done; what problems to expect; 
what is the expected ____________ and related 
schedules and their timing; what other people will 
the person be interacting with and how; and whether 
there are any specific expectations about a task or 
personal behavior.

Job Carving
Job success is more likely when we adjust and tailor 
the parameters of a job to a person and in effect cre-
ate jobs. This process is called job carving. 

Job carving should result in a job that is designed 
both to meet employer needs and to capitalize 
on the unique strengths and preferences of the 
employee.

A job that has been customized for an individual is 
more likely to meet the person’s needs than one that 
just happened to be available.

The job carving process indicates the level of flexibil-
ity and interest on the part of a business. Companies 
with less commitment to their employees tend to 
have less interest in individualizing jobs. What is im-
portant to any business will be production outcomes 
and the efficiency of reaching them. 
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An accommodation is considered “reasonable” 
unless it poses an “undue hardship” on an employer. 
This is defined as a significant difficulty or expense, 
taking into account factors such as cost and the 
business’s resources, given the size and scope of the 
business.

Research has shown that most accommodations are 
inexpensive:

31% -No Cost
19% -$501-$1000
19% -$1-$50
11% -$1001-5000
19% -$51-$500
1 % -More than $5000

Assistive Technology
One outcome of the ADA has been the realiza-
tion that not only are employees with disabili-
ties able to perform a wide array of work tasks, 
but most of the accommodations individuals need 
are _______________ and simple, and a mat-
ter of common sense. Examples of accommoda-
tions can be found on databases such as the _____ 
___________________  ________________, and 
catalogs and books on rehabilitation technology and 
hardware.

Are there professionals who can help?
Occupational therapists and rehabilitation engineers 
have a great deal to offer when they can visit the 
work site and have a specific accommodation goal to 
achieve.

employers with more than ____ employees to recruit, 
hire, train, support, and promote qualified persons 
with disabilities in a non-discriminatory way. The 
ADA only applies to individuals with disabilities 
who are qualified to __________ the job in ques-
tion. The ADA requires that the employee must:

 ♦ meet the employer’s requirements for the job, 
such as education, employment experience, skills, 
or licenses

 ♦ be able to perform the essential job functions, with 
or without a __________  __________________. 

An employer cannot refuse to _____ an employee 
because a disability prevents him or her from per-
forming duties that are not _________ to the job. 
The scope of potential accommodations is virtually 
unlimited. Some examples of reasonable accommo-
dations:

 ♦ Provide or modify equipment or devices.

 ♦ Change job routines or locations.

 ♦ Modify work schedules.

 ♦ Reassign to a more suitable vacant position.

 ♦ Train or provide personal assistance with an as-
pect of a job.

 ♦ Adjust or modify examinations, training materi-
als, or policies.

 ♦ Provide readers, interpreters, or other communi-
cation assistance.

 ♦ Widen doorways and aisles, install railings, 
ramps, and door handles, and modify desks and 
equipment.
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Worker Orientation
The first days of a new job are anxious moments. The 
new worker is in an unfamiliar setting with unknown 
people, unsure of expectations, rules and routines. 
Much of the stress related to the initial days of a job 
can be relieved with a good orientation process. A 
successful orientation accomplishes two things:

 ♦ helps establish a feeling of ____________ by a 
social welcoming process.

 ♦ clarifies basic ______________ of early job per-
formance and other work routines.

Also, because of the potential stigma associated 
with being a worker with a disability, or a worker 
who requires an accommodation, what is impor-
tant for the person to establish?

Generally, this means that introductions, tours, 
and overviews of such things as routines, equip-
ment, and tasks, be carried out by ____________ or 
_____________, and not the employment specialist.

During orientation, a new worker should build 
________________ to co-workers and supervisors 
so that reliable job information can flow. First im-
pressions go a long way toward forming attitudes 
that will influence motivation, co-worker relations, 
work productivity and job satisfaction.

Isn’t using technology complicated?
It doesn’t have to be. Most technology profession-
als recommend starting with easily available supplies 
to make accommodations. The solutions will then 
tend to be simple, inexpensive, understandable, and 
repairable or replaceable without a lot of difficulty. A 
good source of information on possible adaptations 
is the employer.

Decisions about using technology should be made 
based on availability, safety, price, design, and 
speed of obtaining. In addition, special care should 
be taken to be sure the employer and coworkers 
understand and support the suggested accommo-
dations.

The primary goal is to achieve safely the neces-
sary performance with a modification that is stable, 
strong, predictable, and as cost-effective as possible. 

Considerations for the Use of Technology
 ♦ Improved productivity

 ♦ Reduced fatigue

 ♦ Proper positioning

 ♦ Better potential for socialization and coworker 
support

 ♦ Minimal stigma related to the disability
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Job Training
 ♦ Explain/demonstrate “key points” of tasks, equip-

ment or routines.

 ♦ Explain how much time is expected to learn the 
job.

 ♦ Review who will provide training.

 ♦ Point out who and where to go to for help.

Job Supports
 ♦ Ask the person if he or she needs anything to be 

more comfortable or effective.

 ♦ Set up a schedule for the near future.

 ♦ Help connect the person to others who share 
___________ interests.

 ♦ _____________ special work language.

 ♦ Invite the person to join you and others for breaks 
and lunch

Natural Supports
Early supported employment programs limited job 
analyses to productivity and tasks. The job coach then 
defined routines and developed task analyses and 
training strategies for each. While this helps learning 
work sequences, social aspects of the job get ignored.

 In fact, a specialized trainer who tries to take the 
place of usual training routines can contribute to 
the supported employee’s acquiring a stigma as a 
person who is different from other workers.

What is the best way for an employment specialist 
to encourage a successful orientation?

Co-Worker Support
The following lists some general advice to give work 
supervisors and co-workers on how to help someone 
with a disability who is starting on a job.

Introductions
 ♦ Introduce yourself and make the person welcome.

 ♦ Introduce the person to other people who work 
there.

 ♦ Review the “chain of _________” and how it 
works.

Overview of Setting
 ♦ Describe/point out the location of key workplace 

areas.

 ♦ Give the individual pointers about formal and in-
formal norms.

 ♦ Complete necessary paperwork.
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going relationship with the employer and supported 
employee. This relationship helps to define the most 
effective means of internal work supports available as 
the job, setting, and employee change over time.

Building natural supports is helpful for minimiz-
ing what?

But the consultant should be aware of when he or 
she must provide direct support and training when 
natural work culture supports are insufficient or 
unavailable to promote and ensure a high quality 
job situation. 

Co-worker-provided supports can be an important 
tool. However, natural supports should not be used as 
a reason for providing inadequate support in work-
places. Job coaches need to serve as consultants and 
resources to employers, families, and supported em-
ployees.

Research findings have substantiated some of the 
philosophical values on the use of natural supports:

Instead, an employment consultant should ana-
lyze and access existing __________ ________ and 
worker _____________ in the natural environment, 
or what is known as natural supports. These might 
be very informal, but still need to be recognized and 
understood. To facilitate ongoing support, the work 
culture itself should also be described.

Natural supports can be defined as having two key 
components:

From the employer perspective...

Assisting the employer to facilitate, enhance, or ex-
pand the existing strategies and resources for support 
and accommodation within an employment setting 
and culture.

From the worker with a disability perspective...

Assisting the supported employee to become a 
________ member of a work team in order to receive 
___________ support from co-workers with work 
and social needs.

An employment consultant thus should work with 
both the employer and supported employee to maxi-
mize on-the-job support that is, or can become, an 
accepted part of the workplace. By working with 
the employer to use existing cultural aspects of a 
setting for assistance, a consultant can help a sup-
ported employee reduce ________ and __________ 
___________ and avoid coworkers’ misperceptions 
about people with disabilities.

The use of natural supports implies that human ser-
vice interventions __________ to the work setting 
are ____________. However, there is still a need for 
employment consultants to maintain a regular, on-
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Becoming successful at a job does not consist sole-
ly in learning to perform a sequence of tasks (al-
though that is certainly an important part). It also 
involves what?

Cultures sometimes evolve or change suddenly, 
requiring the employment consultant to keep ongo-
ing analysis to support the individual. A culture 
revolves around people’s shared values, attitudes, 
and experiences that validate them. 

Why is understanding workplace culture particu-
larly important for a new worker?

Are newcomers to a workplace subject to expecta-
tions?

What does better integrated workers lead to?
Mank et al. found that 

What leads to “better integration” at work?
Employees with disabilities are more likely to be bet-
ter integrated if:

Can a job coach get in the way of integration?
According to research by Chadsey et al.: 

Workplace Cultures and Social Relationships
Over time, working relationships develop among 
workers as they interact. The shared social customs, 
norms, and expectations that develop among the 
workers in a work organization is known as the cul-
ture of the workplace. 
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Teasing and Humor: Help people to learn how 
well-intentioned teasing works. Being able to joke 
and tease someone in turn also requires knowing the 
right time and place, along with the boundaries for 
acceptable and taboo topics.

Workplaces often contain complex personalities and 
interrelationships. Not all co-workers are effective 
trainers, nor do they all provide useful support and 
assistance. 

Typically, supportive co-workers are those people 
who already interact with the supported employee. 
They tend to be stable employees respected by oth-
ers. It helps if they work nearby and perform similar 
duties, as well as take their breaks at the same time 
and in the same way.

Upon identifying potential people who might pro-
vide social and work support, the consultant should 
begin to build bridges to those persons.

Here are some examples to support reciprocal rela-
tionships, or those that provide support to both par-
ties.

Supported Employee Helps: The consultant should 
look for and encourage situations where a sup-
ported employee can help someone out. Showing 
______________ is another way of reciprocating. 
Supported employees may need assistance in sending 
thank-you cards or taking a co-worker out to lunch.

Allies: Identify and nurture one or more individuals 
who can reliably serve as an ________ to gain ac-
cess to social gatherings, sponsor introductions of the 
supported employee, and stand up for him or her in 
difficult situations.

For example, an experienced worker may act as a 
___________ for a new employee and guide social-
ization.

Helping to develop coworker relationships is one of 
the main functions of supported employment. Many 
different kinds of relationships are possible:

 ♦ Social friends

 ♦ Workmates

 ♦ Work friends

 ♦ Conflict relationships

Some of these connections will develop on their own 
as the supported employee interacts, and some will 
be more helpful than others.

Here are some ways to facilitate co-worker relation-
ships.

Familiarity: Help a new employee learn co-workers’ 
names and participate in greetings and good-byes. 
Ensure that the supported employee reports to work 
to the appropriate people. Encourage casual conver-
sation.

Personalized Touches: Help people express their 
personality to others. When appropriate, help the 
employee personalize the workspace with pictures, a 
coffee mug, or wall poster.

Common Interests: Assist the supported employee 
in finding co-workers who share his or her interests 
and experiences.

Social Customs: When important social customs are 
identified, their nature and importance for fitting in 
should be communicated to the employee.



70 | 

 NOTES

Some things will require the supported employee 
to demonstrate new skills. It is important for the 
employment consultant to provide consultation 
and assistance and view teaching as a partnership 
between the employee and employer.

Knowledge of training technologies can be a very 
powerful tool. Helping people to learn new, efficient 
ways of doing things is highly valued by most em-
ployers. The training advice the employment consul-
tant provides will work not only with people with 
disabilities, but with anyone who needs to learn a new 
task. Learning job skills requires receiving informa-
tion that matches one’s ____________ _________, 
being in the right settings, having achievable goals, 
and having opportunities to learn and practice.

In addition, there are times when, due to the time or 
energy needed, direct training of the supported em-
ployee by the employment consultant, either on the 
job site or outside it, will need to occur.

Effective Training Practices
1. Be _______________ when you teach new skills.

When teaching a new skill, _____________ enables 
learners to know what to expect so they can pay at-
tention to the task.

2. Provide frequent and varied _____________.

People learn best when they repeat something until 
it is mastered. But boredom can occur if there are too 
many opportunities for practice. To avoid this, vary 
strategies.

3. Keep a record of the learning.

Celebrations: Celebrations provide important op-
portunities to become a part of things. Everyone, 
including the supported employee, should receive 
invitations to participate in planned social or recre-
ational events, and get whatever support is needed to 
participate or attend.

Effective Communication: Communicating ef-
fectively will require planning or accommodations. 
Employment consultants should observe co-worker 
reactions in situations that require communication 
and solve potential problems.

Strengthen the Culture: The inclusion of a new em-
ployee may be an opportunity to start new customs 
or strengthen aspects of a culture. Supported em-
ployees can sometimes be a positive force in a work 
culture. Some employment consultants define their 
role as helping to create more effective work teams.

Helping Supported Employees  

Learn New Skills
There is always a need for a supported employee to be 
able to accomplish new things when starting a new 
job or task. Employees with disabilities may need ex-
tra assistance or some technology support, sufficient 
____________ opportunities, enough _______ to 
learn, and the right amount of __________ not to 
forget.

As we have seen, some new situations are better 
solved by the employment consultant simply arrang-
ing ______________ from a coworker. Others can 
be approached by using accommodations or modi-
fications.
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rect teaching, most of the time coworkers and others 
can teach work rules and skills. One advantage to this 
approach is that the training comes from those who 
best know the task to be learned.

In fact, many businesses _______ to conduct their 
own training (with assistance and consultation) rath-
er than use an outside trainer. Supported employees 
also may have opinions about whom they wish to 
have as a trainer. Many agencies have reported in-
stances where supported employees have deliberately 
worked less well in the presence of an agency em-
ployment consultant, or have asked the employment 
consultant to leave.

When effective supports are available at a work-
site, sometimes the best thing an employment con-
sultant can do is what?

Other times support systems within the worksite will 
not develop spontaneously but will need to be partly 
facilitated.

And still other times there is simply no natural train-
ing available and the employment consultant must 
provide the training. 

Always consider the least ___________, most 
_______________ mode of training to the work 
culture that will still be the most effective for the 
individual. In other words, the training should have 
natural validity, and not ______________ the sup-
ported employee.

Record the activity and date; the amount of supervi-
sion, help, and time needed; accuracy; accomplish-
ments; and difficulties. This will help with planning 
for the next time.

4. Foster learning through the ___________ envi-
ronment.

Look for learning opportunities within the setting 
where the skill is to be used.

5. Determine the most effective learning ________ 
for the person.

Each person learns best in certain ways. When 
teaching a new skill, use the approach that the per-
son prefers.

Natural Validity
Before beginning any training plan, always first ob-
serve how other workers are learning and performing 
their jobs. 

Often employers have existing training systems 
and personnel who provide instruction. This might 
include formal training, but in many cases is more 
likely to be an informal process in which a coworker 
or supervisor gives instruction and assistance.

Don’t rush to do the training yourself !

It is important for the employment consultant not 
to ___________ with training that would otherwise 
naturally occur. Instead, ___________ the train-
ing and suggest enhancements in whatever ways are 
needed for the supported employee to succeed in 
learning. While there may be situations requiring di-
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A task analysis organizes an activity into what?

This allows the learner to develop ________-
_______, complex skills that would otherwise be 
difficult to acquire. For example, learning to operate 
a dishwasher consists of many different operations 
that generally should proceed in a certain order. By 
breaking these steps into small learning units, an in-
dividual can concentrate on one step at a time (such 
as measuring detergent).

Each individual will set her or his own content to 
determine ___________ steps. 

What is the first step in developing a task analysis?

There are usually many ways to do any task. Here are 
two tips to remember (click on each).

Tip 1: Always consider the most ________ way 
of doing a task for the learner, as well as the most 
__________ method in the setting it is to be per-
formed.

Tip 2: Once a method is selected, develop a list of the 
teachable steps in the _______ they normally occur. 
Once this is accomplished, decide on instructional 
strategies such as setting, materials, order of teaching 

Individualized Teaching
Learning theorists believe that we each have a unique 
best way to get information and/or develop a skill. 
Every person has a preferred orientation in the way 
he or she takes in, processes and expresses informa-
tion. Some people rely on what they see, others on 
what they hear or do, and still others by what they 
feel.

Once an employment specialist has determined a 
person’s learning and communication preferences, 
it is important to utilize this information in any 
training you do with the individual. 

The best approach for most people is likely a tailored 
combination of instruction involving visual, auditory, 
modeling, or experiential modes. Since each person 
uses different modes for different kinds of learning, 
each has an _________________ _____________ of 
how best to learn.

Task Analysis
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Instruction is not just getting the worker to do 
what he or she is supposed to do. Instead, it is for 
the worker to learn to respond appropriately to the 
naturally occurring stimuli in the work environ-
ment.

A variety of teaching supports is available to help a 
new employee, such as the use of prompts. Prompts 
are defined as what?

Types of Prompts

 ♦ Vocal prompts: ________ instructions or hints. 

 ♦ Visual prompts: pictures, gestures, or demonstra-
tions.

 ♦ _________ prompts: touching or guiding 
through a skill.

Remember these prompting guidelines:

 ♦ The learner should receive only the __________ 
assistance needed to succeed.

Reduce extra words in directions and use an unex-
cited tone of voice for a vocal prompt. When you 
reinforce a behavior, use a naturally expressive voice. 
This helps to ___________ a prompt from other ver-
bal behavior.

 ♦ Give a vocal or a visual prompt before giving a 
tactile or guidance prompt.

This will provide an opportunity for the person to 
initiate the desired behavior himself or herself. (Peo-

the steps, reinforcement, length of learning sessions, 
and natural cues.

Analyzing Baseline Data
Before beginning actual instruction, it might be 
useful to obtain a baseline of performance on the 
task by the worker. Why is this information useful?

The purpose of this type of assessment is to only find 
out what the worker can do on his or her own; job 
training will then later provide the cues, corrections, 
and reinforcement needed to actually fully learn the 
task.

A task analytic baseline should be as ___________ as 
possible to typical performance conditions. The train-
er generally refrains from providing ___________ 
for correct steps, and instead provides more generic 
statements of encouragement, such as “try your best” 
or “keep going.” Reinforcement is best limited to 
congratulating the _________ provided, rather than 
on specific performance.

Systematic Instruction and Prompting
Systematic instruction refers to an approach in train-
ing that precisely defines for each individual each 
step of what is to be learned, what supports will be 
most effective for the person to perform it, and how 
the learner can be best reinforced to be successful. 
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 ♦ Supplies run low
 ♦ Coworker provides instruction

For some difficult work tasks, built-in job prompts 
can be ___________. For example, a dishwasher 
buzzer or a light in a mechanical counter can reli-
ably support an employee in completing a work task. 
These fixtures may need to be developed for some 
tasks in order for an individual to function more in-
dependently.

Reinforcing Learning

What is a reinforcer?

Reinforcers are essential for learning because they 
help establish a positive approach while providing 
feedback to the individual about effective behav-
iors. 

 

ple may become dependent more easily on physical 
guidance.)

 ♦ Fade artificial prompts as soon as possible.

The advantage of using prompts in teaching is what?

A possible disadvantage is that some people become 
too ____________ on artificial prompts. This disad-
vantage can be solved by fading the prompts as soon 
as possible. Fading requires frequent monitoring of 
the individual’s ability to perform with fewer, less in-
tense, or more natural cues or supports.

Whenever possible, prompts should be a ________ 
part of the work setting. 

Environments often have all sorts of possible 
signals built into them. For example, a scheduled 
work break can signal something new to be done. 
Equipment, schedules, clocks, or people provide a 
variety of signals. 

Some examples:

 ♦ Clock rings or tells a certain time
 ♦ Other coworkers leave an area
 ♦ Machinery stops
 ♦ Work piles up
 ♦ Checklist is posted
 ♦ Color tab labeled on a box
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_____________ Reinforcer: Something that has be-
come effective as a reinforcer by being consistently 
paired with another reinforcer.

______________: The relationship between a behav-
ior and the reinforcer that will follow based on the 
behavior occurring.

Premack Principle: The opportunity to engage in a 
preferred (high frequency) behavior can serve as a 
reinforcer for a less preferred (lower frequency) be-
havior. 

Shaping and Chaining: Shaping systematically re-
inforces _________ _________________ to the 
desired behavior. Chaining is reinforcing a series of 
related behaviors that can be linked together.

There are a number of considerations when using 
reinforcers during skill training. Time delays cause 
the strength of the reinforcer to decrease, and allow 
for intervening behaviors to occur between the target 
behavior and the reinforcer.

Generally, the greater the quantity, the greater the 
strength of the reinforcing relationship—to a point. 
Once quantity reaches a certain level (which is dif-
ferent for different people), the reinforcer will lose 
its reinforcing properties. This is called __________.

This illustrates how reinforcers, like behaviors, are 
not static and can change over time. There are a num-
ber of strategies to avoid this concern. 

What produces the quickest learning?

Using reinforcement can be very effective to estab-
lish or maintain a new behavior. But remember that 
using artificial or unusual types of reinforcement 
can do damage to a person’s reputation and status. 

Guidelines for Using Natural Reinforcement
 ♦ Authentic and appropriate to the context and 

person 

 ♦ Age-appropriate and real

 ♦ Fit the setting and situation, as well as the person 

 ♦ Best provided by those in the natural setting who 
normally provide them to others 

 ♦ ____________ and consistent for new learning

 ♦ Available in appropriate amounts

 ♦ Individualized  

In addition, if an employment consultant becomes 
too _________ with reinforcement, he or she shifts 
control of the situation away from the employer and 
employee. Reinforcers should be available and nat-
ural to the work setting. If the reinforcers used are 
not normally available, the supported employee will 
rely on those artificial rewards to function at work. 
Reinforcers should not single people out as differ-
ent.  

There are generally many natural reinforcers, 
including the self-satisfaction of mastering a new 
skill; increased wages; or the social praise of co-
workers, a supervisor, family, or others the person 
cares about. 
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Once data has been collected, summarize and chart 
performance over time. Graphic representations of 
progress tend be more informative and summarize 
nicely problem areas and success.

Handling Errors in Learning
During the course of learning, an individual will 
probably make mistakes. 

 ♦ Inaccurate: The work does not meet a predefined 
level of acceptability.

 ♦ Incorrect step: The work is being performed out 
of sequence or with missing steps.

 ♦ __________: The work is not being done as pro-
ductively as possible.

 ♦ Unsafe: Work performance risks injury to self or 
others.

 ♦ Incorrect ________: The speed of work per-
formed is not at expected levels.

 ♦ Incomplete: The work is unfinished. 

A good learning facilitator will anticipate likely mis-
takes and give assistance _________ the error occurs. 
This requires good judgment. A trainer must allow 
for challenge, risk, and growth and try to minimize 
frustration and incorrect behaviors that may interfere 
with effective learning.

When a supported employee has made a mistake, it 
is usually best to do what?

Skills learned on continuous reinforcement, however, 
can extinguish quickly. Natural reinforcers tend to be 
more variable and less predictable. This type of inter-
mittent reinforcement is highly resistant to extinc-
tion.

A caution about using reinforcers at work. A rein-
forcer should be easily delivered and should not 
_______________ what the person is doing.

Data Collection
Why is keeping track of the progress of learning im-
portant? 

There are a number of strategies to collect data. One 
way is to keep count of the ____________ of perfor-
mance, or how many times did something occur. One 
could also keep track of ___________, or how long 
does it take to complete a task. Still another approach 
is to keep track of needed assistance, either by count-
ing prompts, interruptions, or some other measure.

Different data collection tools work best for dif-
ferent situations. Whatever approach is chosen, 
however, make sure the collection of data is not 
stigmatizing or considered unusual to the work 
setting. Collecting data should be as unobtrusive as 
possible.
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Fading and Generalization
Fading unnatural prompts so the individual can gen-
eralize work skills to the work setting is an important 
part of supported employment because it helps a per-
son to work with fewer artificial supports. Two ways 
of fading are described below.

  Approach 1

One way to fade is by using a slightly smaller, less 
guided cue each time the person performs the 
task. 

  Approach 2

A second way is to build support for each area where 
someone might need assistance.

The best way to reduce trainer dependency is to be 
sure the setting provides all needed cues. Fade from 
prompts that are not a part of the natural environ-
ment and direct the learner to the setting’s natural 
cues. 

Besides reducing cue dependency, what else should 
training do for job success?

Another facet of fading is to help the learner 
generalize newly learned skills so he or she can use 
them in a variety of situations and settings. Once 
a skill is mastered in one setting, new skills can be 
introduced so the learner can continually experi-
ence success. Generalization also can be done with 
different materials, times, or situations.

Sometimes the act of correction acts as a 
____________ because of the interaction that occurs. 
When assistance is actually interfering with learning, 
it is best to consider alternative strategies for learn-
ing. One idea is to develop ways for the person to re-
view his or her own work and make self-corrections.

Self Instruction
Direct instruction requires a trainer to provide all 
prompts, directions, or ongoing error corrections, 
which can lead to the employee’s dependence on the 
trainer. It is important for an employment consultant 
to set up training so that it does not require ________ 
______________ from human service staff.

Instead, supported employees need to _________ 
independent problem solving. Recent research has 
demonstrated the power of teaching supported em-
ployees toself-instruct. This is a strategy of training 
that allows individuals to solve work difficulties more 
independently.

The employee is trained to model a competent task 
performer, preferably a coworker, who successfully 
completes the task while speaking the instructions 
out loud.

Also, there are natural prompting strategies that sup-
port self-management on the job site. 
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Practical empowerment of behavior technology is 
a helpful change agent and skill builder for all of 
us, but it should only be applied with a strong basis 
of understanding and empathy and in cooperation 
with the individual involved and the setting he or 
she is in.

Helping Workers Fit in with Work Cultures
Inappropriate social behaviors can occur for many 
reasons. For a new employee with little observa-
tional skills or perhaps with little motivation to pick 
up cues to decipher cultural norms, social errors will 
likely occur. In these situations, provided there is a 
desire to remain on the job, some support steps must 
be taken, or the individual will face the risk of job 
failure and social ostracism.

Some behavior technology that has been used in the 
human services field to change challenging behavior 
consists of many techniques defined in research lit-
erature. These include selective use of reinforcement, 
redirection techniques, response-cost, over-correc-
tion, time out, and other highly technical approaches.

While many of these are effective tools, there are 
other considerations in natural settings which must 
be considered. For example, co-workers would view 
some programmatic approaches as restrictive, artifi-
cial or unusual. 

Another consideration when environmental modifi-
cations are not as easily done is to help the individual 
realize the implications of his or her own behavior.

A person who is demonstrating poor motivation at 
work will likely not experience job success. Negativ-

How do you fade the worker from the training re-
inforcement he or she has been getting?

Supporting Appropriate Social  

Behavior at Work
Sometimes persons behave in ways that violate ex-
pected standards of behavior at work. This poses the 
risk of making them vulnerable to getting a negative 
reputation, being in conflict with others and ulti-
mately losing their job. 

Behavior analysis can help with constructive behav-
ior change on the job. But the risk in reducing com-
plex behavior to small learnable bits includes a ten-
dency to oversimplify or misinterpret situations. On 
the basis of a very limited amount of information, we 
often jump to conclusions about the nature of “the 
problem.” This is a natural tendency and is applied 
frequently by all of us in many situations.  
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Lesson Quiz 7: Notesity will reduce social support, and during times of 
stress, people with low energy or those who like to 
complain can reduce the ability of the work team to 
react and think creatively.

“Letting things slide” because of someone’s personal 
history can be a disservice to the person. He or she 
might feel justified in continuing behavior that is not 
particularly effective nor useful. Ultimately, if the 
individual shows little improvement in his/her atti-
tude or performance, it may be wise to provide career 
counseling. The person should probably begin to look 
at other job situations that are better suited to his or 
her individual interests.

Supported employment is demanding and important 
work, both for employment consultants and support-
ed employees. It requires high energy, good outcomes 
and a positive attitude. If these are not in evidence, 
then it will be best for everyone, especially the sup-
ported employees, if a change is made.

 ♦ Motivation flows from your own performance 
and style. 

 ♦ Celebrate successes with others. 

 ♦ Interact respectfully with people. 

 ♦ Give reminders of progress and history. 

 ♦ Use active listening to “get in the person’s shoes.” 

 ♦ Seek clear expectations. 

 ♦ Make sure there is sincere praise for a job well 
done. 

 ♦ Deal directly with performance problems as they 
occur. 




