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Introduction

Dear Educator:

The Ohio Department of Education espouses that all students can learn. Setting high
expectations and offering the necessary tools and opportunities for learning play a large
role in student success.

The Job Training Coordinating Program, which serves students with disabilities, aligns
with this philosophy. The Department’s Office of Career-Technical Education provides
leadership for the Job Training Coordinating Program work. Over the past decade, the
job placement rate for students in the program has been a consistent 95 percent.
Students and graduates of Ohio’s Job Training Coordinating Program have a positive
impact on the workplace.

This guide is designed to help with the start-up of new Job Training Coordinating
Programs as well as to reinforce principles and guidelines for current programs. It is our
hope that you will use this document to incorporate or expand the Job Training
Coordinating Program in your continuous improvement plan.

Sincerely,

Kathy Shibley, Director



Transitions

Supported Employment through Job Training Coordinating Programs
Purpose

This guide was prepared by the Ohio Department of Education, Center for Curriculum
and Assessment, Office of Career-Technical Education. The contents illustrate best
practices of the Job Training Coordinating Program. It is designed to assist current and
potential educators of special needs students and is based on the most current and best
practices for the design and implementation of effective programs. The guide contains
techniques, examples, form samples and space to update information.

A Job Training Coordinator, Transition Coordinator or other school district staff
members and administrators can use this document as a reference for designing,
implementing, evaluating and improving the Job Training Coordinating Program. This
manual does not supersede any local district policy or state or federal guidelines.



Mission & Philosophy
Mission Statement

The Job Training Coordinating Program provides support and assistance to students
who require intensive support in order to transition from school to the work environment.
Its goal is to help students obtain and maintain competitive or supported employment
through individualized and community-based training, collaborating with business
partners and developing a support network.

Philosophy

The Job Training Coordinating Program philosophy is based on the knowledge that
people with significant disabilities are employable. Turning that belief into a reality is the
function of the Job Training Coordinator (JTC).

The primary objective is to match a student’s abilities and interests with the needs of an
employer and provide the necessary supports so that the student can be successful in
the work environment. This occurs through a support network of individualized, on-the(
job training facilitated through job coaches.



Job Training Program Models

What does a Job Training Coordinating Program look like? The program is extremely
flexible. Through the years, a variety of successful models have been developed. The
four basic models are described in this section.

Individualized Placement

In this model, JTC works with a group of students who all have different jobs in different
companies. The JTC develops or secures the job, accompanies the student to the
interview and works with the employer on a specific set of competencies to be
performed. A Job Coach or trainer also intensively supports and evaluates the student
on the job. When the student becomes competent on the job, the JTC and the Job
Coach fade or minimize their support to an occasional check system.

Some locations for this model include:

Westerville City Schools
East Liverpool Schools
Mayfield High School

An “Individualized Placement” Student Success Story

Joe has multiple disabilities and diabetes. Through the Job Training Coordinating Program
work experiences developed in his comprehensive high school setting, Joe discovered that his
interests and abilities could be applied to a job in the Hospitality and Tourism Career Field. Joe
had difficulty with the interview process, but was hired by a restaurant manager willing to give
Joe a chance. Using a picture book with job task sequences, the Job Training Coordinating
Program staff and the job coaching service staff together developed strategies that enabled Joe
to work independently at a local fast food restaurant. Joe graduated from high school and has
been employed at “his” restaurant for more than six years. He is very proud of his five-year
service award as well as other recognition by the restaurant's employees. Customers look
forward to his friendly smile and greeting as he clears trays, cleans tables and keeps “his”
restaurant in tip-top shape.

Community-Based Work Site

Some JTCs are based full- or part-time at a community-based work site. These
employment sites include hospitals, shopping malls, strip malls, hotels and restaurants.
The JTC works with the employer to develop several different job training try-out sites.
The student has part-time experiences at each site, while the JTC gathers information
on the student’s preferences and skill performance. The JTC finds a suitable and
preferred paid job for the student. Eventually, the student can work full-time. PROJECT
SEARCH is a Community-based work site model.

Some locations for this model include:

Great Oaks Institute of Technology and Career Development (Cincinnati)
Akron Public Schools

Mayfield City Schools

Polaris JVSD (Cleveland)

Penta Career Center (Perrysburg)




A “Community-Based Work Site” Student Success Story

Jeremy is a 12" grade student with a cognitive disability. Prior to his enrollment in the Job
Training Coordinating Program, he had no paid work experience and minimal responsibilities at
home. In his high school junior year, Jeremy participated in an unpaid internship at a nursing
and rehabilitation center where daily support services were provided to students with disabilities
by a Job Training Coordinator (JTC). Jeremy’s JTC concentrated on providing basic
foundational skills and developing work readiness. Training opportunities were offered in many
departments of the nursing center including laundry, occupational therapy, building maintenance
and dietary. Jeremy completed two semesters at the center and was able to identify several
experiences as areas of interest for competitive employment. His evaluations from the
experience also indicated a satisfactory skill level for his selected areas of interest. Jeremy’s
JTC from the internship site was instrumental in relating his experience at the training site to his
IEP team at the school. This communication was pivotal in coordinating services and affording
Jeremy the opportunity to shift from unpaid training to employment. Jeremy used his internship
experience on his resume and, with assistance from his JTC, obtained part-time employment at
the nursing center. After graduation, Jeremy will be eligible for full-time employment and
benefits from his employer.

Part-time Career-Technical Programs — Community Site

Some students are not able to complete a two-year career-technical program. An
Individual Education Plan (IEP) team determines that a modified program could benefit
the student. Initially, a student can enroll in a traditional career-technical program. A
match between the student and certain skills of the program are determined. The
career-technical instructor trains and evaluates the student on these skill
areas/competencies. The JTC monitors the progress and secures a job for the student
when he/she is competent. A student could return to the program for more
competencies if needed.

Some locations for this model include:

Tri-Rivers JVSD (Marion)
Pioneer JVSD (Shelby)
Mayfield City Schools




A “Part-time, Career-tech” Student Success Story

Mary is a 22-year-old graduate of the Job Training Coordinating Program. She had participated
in the program for three years. Her first two years were dedicated to Life & Community classes
at the career center. She had many hands-on experiences throughout the community as well
as situational daily living skill experiences. In her last year, she was offered the opportunity to
work at a training site with the assistance of a job coach provided by the career center. Her job
involved simple essential clerical duties; therefore, the job coach was able to fade quickly.
Employees at the site took Mary under their wing, providing natural supports and a very safe
and positive environment. Mary was eventually offered the job as a permanent position, rather
than a temporary training experience. With service coordination between the Job Training
Coordinator and MR/DD, transportation and work schedules were created so that she could get
to and from work. Today, Mary has her own desk, independently performs her daily work
routine, and has proven to be quite an asset to the business

Combined

Some school districts combine or use portions of the three models. For example, a JTC
may be based in a business during the morning session and complete individual
placements in the afternoon. Other districts may place a JTC in several different
companies or businesses. Sometimes, students are in “intense” training, or they may be
close to graduation and are therefore placed on an accelerated schedule. Other
students are still exploring job placement and thus placed in a modified program.
Finally, there are some students who start in a Job Training Coordinating Program,
complete the competencies for one position and return to the JTC for more challenging
work-based learning or a higher-level position.

Some locations for this model include:

Cleveland Heights High
Auburn JVSD (Concord Township)
Trumbull JVSD (Warren)

A “Combined” Student Success Story

Doug, a young man with a strong interest in computers, transferred to the Job Training
Coordinating Program from a business program. Doug would bounce back from
hospitalizations for complications from Spina-Bifida with renewed determination to sharpen his
computer skills and obtain employment. Doug’s first year of Job Training was spent learning
adaptive computer skills in a pilot computer class at Cleveland State University. The JTC'’s role
was to support Doug and to collaborate with other career-technical teacher’s. In his second
year of the Job Training Coordinating Program, Doug volunteered at his neighborhood
community center doing data entry, maintaining records, and greeting patrons. As his
organizational and computer skills improved, we began to seek competitive employment. In his
third year, Doug obtained a position as an accountant’s assistant. His duties included entering
data into quick books, printing reports, and taking information from clients. Doug'’s attention to
detail, warmth to clients, “can-do” attitude and computer skills earned the respect of his
employer and gained Doug continued employment.












www.education.ohio.gov












www.education.ohio.gov









www.com.ohio.gov
www.dol.gov/compliance/laws/comp-flsa.htm
www.education.ohio.gov





















http:www.nsttac.org










Chapter 6
Job Coaching

Job Coaches, who are also called job trainers, are an integral part of the Job Training
Coordinating Program and important members of the job-training team. Recruiting and
hiring effective coaches is crucial to program success. It is very important to involve the
Job Training Coordinator (JTC) in the selection process.

There are a number of tasks Job Coaches perform, so specific job descriptions detailing
those duties should be developed by the agency or school district. Each district or
agency should establish its own qualifications and requirements. A sufficient number of
Job Coaches should be available for all students being served by the program.

There is no formula for what kind of Job Coach is best. Coaches with a variety of
experience and backgrounds — business, social services and education — bring useful
skills and resources to the program.

When implementing job-coaching services, consider the following information listed in
Table 6.1.

6.1 Job Coaching Services

e Using other JTCs, Rehabilitation Services Commission (RSC), Goodwill,
parents, employees and parent mentors as resources for recruiting.

e Keeping the Job Coach with the same student throughout job training.

e Having a Job Coach work with more than two students at a time if several
part-time student jobs or phase-out times exist.

e Allowing Job Coaches to work with a small group of students when
teaching specific job-related skills in a career-technical or community-
based setting.

e Providing for substitute coverage if the Job Coach is absent.

e School districts should develop written policies and procedures for Job
Coaches.

Because change often occurs and students and their employers have specific needs,
it's important to retain flexibility when scheduling Job Coaches. Post a master schedule
showing the working hours and locations of coaches, and keep the lines of
communication open to avoid conflicts that may arise.

Employment Requirements

The State of Ohio mandates that a criminal background check be completed on all
public school employees. In the private sector, however, not every employer requires
the background check. For those agencies that may not conduct background checks, it
is recommended a release form describing the agency’s liabilities for the Job Coach be
developed.
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