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INTRODUCTION

Congratulations!  You have been accepted as a partner with Iowa Vocational Rehabilitation Services to initiate a Transition Alliance Program (TAP).  This reference manual was created and updated by a core group of advisors who remain available to provide support and assistance in the ongoing implementation of your TAP.  The manual is designed to provide information applicable to all TAPs, serving as a resource to those responsible for program implementation.  While TAPs are intended to meet needs specific to each particular area, the following is a general overview of information common to all.  Since each TAP is unique in that its participants vary in needs, this manual has been developed to use as a general guideline.  It offers introductions to existing TAPs and staff responsible for service provision. Your commitment and all it encompasses is to be commended as you are welcomed into the Wonderful World of TAP!

TAP proposals were made available in 1998 to every Iowa school district and Area Education Agency interested in offering a new pattern of service to youth with disabilities between ages of 16 and 25.  TAPs were developed to establish employment services that addressed needs through collaborative partnerships between schools/AEAs and the Iowa Vocational Rehabilitation Services (IVRS).  TAP’s original purpose continues as efforts to create and sustain innovative programs are reflected through grant applications and continuing proposal requests.   There are currently numerous TAPs operating across the state - each providing participants opportunities to develop or enhance skills that benefit them for life in academic, vocational and independent living competencies.

The rationale for establishing an ongoing program of support has long been recognized as a need for those involved in special education services.  TAPs answer the question of how schools can address the needs of youths with disabilities to continue as lifelong learners and become successful, productive and contributing citizens. TAP remains a results-driven program with a focus on developing individual competencies for each participant.  Collaboration between schools/AEAs and IVRS partners provides individualized services to assist eligible youths obtain career jobs, providing the necessary follow-up to assure job success.  Students leave their school systems better prepared for the adult world as a result of ongoing support and involvement through TAPs.  Theses services continue to be available until they reach age 25. 

PROGRAM IMPLEMENTATION

Who makes up the TAP Team?

The team is responsible for the transition of youth from high school to the adult world.  Their goal is to assist youth in becoming employed, productive adults.
· IVRS Counselor

· TAP Coordinator, TAP Specialist/Assistant/Facilitator and other TAP staff

· Superintendent and Principal of the local school district(s) involved

· Special education teacher and Individualized Education Plan (IEP) Team

· Participating youth

· Parent/guardian

· Key personnel involved in the transition process (school support and outside agency involvement)

· Other individuals as designated by each TAP participant
JOB DESCRIPTIONS

IVRS Rehabilitation Counselor: 

In addition to serving an adult caseload, the IVRS Rehabilitation Counselor works cooperatively with TAP staff to help participants achieve quality employment outcomes.  The Rehabilitation Counselor provides guidance and leadership to the TAP programs.  He or she is also responsible for the following:

· Establishing IVRS eligibility of youth interested in TAP in a timely manner 

· Developing Individualized Plans for Employment (IPE) with participants and, ideally, TAP staff; the IPE should be coordinated with the IEP 

· Providing additional support services that are needed to effectively implement the IPE

· Counseling of participants to develop career awareness, self-advocacy and other needed skills

· Consultation for job placement

· Assessing stabilization of the job and appropriateness of IVRS case closure

· Assessing, at IVRS closure, the need for post-employment services

· Monitoring successful outcomes in coordination with IVRS Transition Resource Manager and making recommendations on program improvements

· Providing technical assistance to the TAP

· Assessing the participants’ needs

· Communicating with TAP team participant needs, IPE and status changes, etc.

· Monitoring the budget

· Documentation for program reviews

· Collaborating with TAP personnel on participant issues

· Serving as a liaison between local TAP and IVRS state office

· Promoting TAP within and outside of IVRS

TAP Staff:  

The following duties are examples of the responsibilities that the TAP staff may carry out:

· Marketing the TAP

· Recruiting youth for the program

· Assessing youth for program appropriateness in collaboration with the IVRS Counselor

· Developing desired competencies identified by TAP participants

· Developing job sites and encouraging participants’ success at work

· Providing self-advocacy/self-determination training

· Providing life skills training and crisis intervention

· Providing Follow-Along services to youth who are closed Status 26 by IVRS, for at least one year after program completion

· Providing Follow-Up services for youth until the age of 25

· Compiling local labor market information in collaboration with the local IVRS Counselor and other adult service providers

· Arranging intake interviews according to the IVRS Counselor’s schedule

· Obtaining release of information forms, with parent signature when necessary

· Developing apprenticeships, internships, work experiences and job shadowing opportunities for participants

· Providing or making referrals for community based work evaluations

· Facilitating post secondary training involvement, job and community living tours

· Providing job coaching as needed

· Assisting in job development and placement consistent with participants’ IEP and IPE

· Developing and maintaining resource mapping activities

· Developing relationships and networking with local businesses and industries

· Monitoring job performance to assure stability and implementation of needed supports

· Coordinating annual Satisfaction Survey completion with each participant and parent/guardian

· Working with outside agencies to assist in providing the financial, emotional and physical supports needed to be successful on the job.

· Coordinating with area service providers to secure long-term job coaching for those in need of this service.

· Submit quarterly reports to IVRS.

Included are sample job descriptions, which show how these responsibilities might be broken down among staff.  (See Appendix A).

RECRUITING TAP STAFF

Hiring Team

Hiring teams can be made up of a variety of people, but must include the IVRS Counselor and a school district or AEA employee (depending on the TAP partnership).  The team typically consists of 4 to 5 individuals of various disciplines. When looking for a hiring team, the key is to include individuals who have experience in interviewing/hiring and background knowledge of the program. 

Examples of hiring team members:

· IVRS Counselor

· Superintendent of School District

· Director of Special Education


· High School Principal or Vice Principal

· Dean of Students

· High School Guidance Counselor

· Special Education Teacher

· Work Experience Instructor

· Transition Specialist from AEA/LEA

· AEA/LEA Consultants

· Workforce Development Representative

· Community Agency Employees (i.e. DHS worker, Community College Representative, etc.)

Advertising

The most effective way to recruit applicants for TAP is to place ads in your local newspaper, Des Moines Register, Iowa Workforce Development, School and AEA/LEA newsletters, local University or College’s Career Development Centers and any other sources used in your community (See Appendix B).  Networking and word of mouth are also very valuable. Ads should consist of a brief description of the position. Check with the advertising agent and school district regarding requirements for ads.  Most school districts have a designated person in Human Resources who contacts the local newspapers.

Some examples to include in ads:

· Type of degree and experience looking for

· Salary range

· 12-month contract

· Reliable transportation, valid Iowa driver’s license and proof of insurance required

· Brief explanation of the agreement between IVRS and school district or AEA/LEA

Interviewing Questions

See Appendix C

What to Look for in an Applicant

When hiring staff, TAPs have looked at individuals with:

· The ability to establish rapport with young adults

· Experience in collaborating with multiple community resources and networking

· Experience in working with a variety of disabilities, cultures and family dynamics

· The ability to be a self-starter, work with little supervision and meet deadlines

· A creative, open and non-judgmental mind set

· A personable, enthusiastic and empathetic/approachable demeanor

· Flexibility in scheduling 

· Knowledge of the businesses and industries in the area

· Skills in job seeking and job development

LOCATION

To help participants feel comfortable accessing services and getting around within the adult community, it is important for them to receive services outside of the school setting.  Therefore, TAPs are strongly encouraged to locate and operate their TAP within the adult community.  Some TAPs rent houses or apartments.  This allows the participants to develop life skills in a realistic setting, in addition to providing a community-based setting to work on employment and education/training goals.  Other TAPs have office space in a business mall or district.  This can increase visibility and networking within the business community.  Activities are also carried out in realistic settings, such as trips to stores, banks, colleges, businesses, etc.  Being community-based enhances transition services and assists participants in applying the skills they develop.

POLICIES AND PROCEDURES

The following is a list of TAP reporting requirements:

TAP Equipment/Property Report: The local TAP keeps this report on file.  It is an inventory of equipment and supplies purchased through the TAP that are valued at $5000 or more.

Survey Questionnaire:  TAP Staff and/or IVRS Counselor are responsible for completion of this survey by April 1st of the contract year. The survey can be individualized to focus on needs, gaps, or services that the local TAP want to obtain feedback and measure over a period of time.  A survey can be sent out with a self-addressed-stamped envelope to participants and parents/guardians and/or arrangements can be made for the completion of the survey through a direct contact by interviewing participants and their parents.  If completed in person, steps should be taken to ensure confidentiality of individual responses and ensure the respondent is providing their own opinions.  Any involvement by the interviewer should reflect an overall neutrality about the subject matter and encourage the respondent to talk freely.  It is recommended an explanation of the purpose and importance of the survey be provided either in written form or verbally.  If the survey is sent out, be sure to include a date it is due back.    When completed, compile the results and include the report in the continuation request proposal, utilizing the results to improve TAP services and identify needs and goals for future year.  If a majority of the surveys were not returned, include as an action step in next year’s grant how to resolve the problem.  
Quarterly Report (Appendix D):  Follow the directions attached to the report (Appendix D1).  The Quarterly report is very important for data collection by IVRS.  It is also an excellent tool to keep local TAP records updated.  The more detail included, the more beneficial they will be.  Reports allow a quick glance at what each participant has accomplished in TAP and are an easy way to tabulate statistics needed throughout the year.  All quarterly reports are due to the IVRS Supervisor to enable office clerical to transcribe information onto TAP Matrix and are then placed in client’s IVRS case file.  The first quarter (June-August) is due September 15th, second quarter (September-November) due December 15th; third quarter (December-February) due March 15th; and fourth quarter (March-May) due June 15th.   Any alternative reporting formats must be approved in advance by the IVRS Supervisor and IVRS Assistant Bureau Chief.  . 

Renewal Application:  It is designed for existing TAPs to renew their contracts with IVRS.

Program Amendments:  Each program has goals written into their application.  If a program’s goals change, an amendment must be submitted for approval.  This is a letter stating the original goal, the revised goal and an explanation of proposed changes.  This letter is written to IVRS Area Office Supervisor.


Data Tracking: Gathering the data listed on the matrix is required.  TAP participant’s name, IVRS case number, date TAP services were initiated for the participant, high school graduation date, high school drop out date, what services TAP provided the participant and in which grant year, dates and menu of services provided by a CRP for participants receiving SE services, participant’s employment status (wage and hours) before TAP, at status 22, at follow along and follow up.  

Other information, though not required, is beneficial to Supervisors for completion               of the Risk Assessment:  

· how many participants had successful closures in the last contract year, as well as the current contract year

·  how many participants were closed successfully and how many were closed in status 28

·  an assurance all participant’s are working for minimum wage or above

·  the percentage of those working that are MSD and SD  

·  average wage of those closed 26 in the grant year

· % change of participants reporting their own earnings as the primary source of income versus different source of support at application

· ratio of minorities served over non minorities

To assist with marketing, TAP and IVRS data could be compiled concerning the             number of participant’s whose SSI/SSDI payments were reduced or terminated with tabulation showing the projected SSI savings to taxpayers.  

Other ideas:

· Percent of total participants employed

· Of those employed what percent are full time

· What percent are in post secondary training

· What percent are minorities

· Of total served what percent did not complete successfully (28’s)

Each TAP determines what information is necessary within their program.  Some other ideas about what to track may be:  contacts made with or on behalf of participants, general information about participants, release of information forms, independent living and job skills goals identified by participants, employer contacts made on behalf of the participant, career exploration progress, activities each participant has been involved in (i.e. field trips, cooking, career programs, etc.).  

Supplanting: TAP cannot replace any services that are required under IDEA
Guidelines and that are clearly the responsibility of the school district.   Supplanting is defined as any activity or responsibility that the contracting party (LEA, AEA, Community College or affiliate) is legally required to provide. Examples could include: the TAP specialist teaching reading in the academic classroom; the TAP purchasing a lap top computer to accommodate a student in academic learning; TAP providing transportation for students to get to school; TAP providing academic remedial assistance.  These would be considered illegal under the terms of the contract. See your local Special Education Director, AEA, or contact Dr. Barbara Guy, Transition Consultant in the Bureau of Children, Family and Community Services, at 515-281-5265 with questions.

Releases of Information: TAPs must adhere to the same HIPPA laws for confidentiality as IVRS. VR requires a signed release from the client to release information to a school, but a release is not required for the school to provide information to VR.  (Although having the release would be encouraged as it clearly communicates to the student that we are exchanging information and doing it with informed consent.) Sample releases may be found in Appendix F. 

MARKETING

General Public

Suggestions for marketing TAP to the general public:

· Develop brochures, pamphlets and flyers that outline the mission of TAP, services provided, eligibility requirements and contact names (Contact existing TAP’s to share information)

· Business cards with address, phone numbers and e-mail address 

· Include TAP on school district’s or AEA/LEA’s Web page

· Have ink pens, pocket planners or other marketing tools made for advertising/promoting TAP 

· Promote use of Community Resource Map with TAB’s,  High Schools, Chamber of Commerce offices, local businesses, IVRS referral sources

· Contact local newspapers, share success stories

Educators

Suggestions for marketing TAPs to school and/or AEA staff:

· Speak during an AEA in-service or Special Ed Dept. meeting about TAP services

· Utilize the TAP power point presentation.   Assistance in setting up the presentation and/or personalizing it with your own pictures or text is available as well.  

· Send an e-mail or letter to special education teachers and support staff with contact names and phone numbers 

· Leave brochures in Guidance Counselor offices and become personally acquainted with Work Experience Instructors

· Ask to attend an AEA/LEA meeting to speak briefly on TAP and the referral process

· Write a brief description of TAP, including staff names and contact numbers, to be published in school and/or AEA newsletters.  
· Make yourself available to answer questions and concerns by e-mail or phone to all special education teachers, administrators and school support staff

· IVRS counselor set regular schedule in high schools

· IVRS counselor attend as many IEP’s as possible

· Promote TAP through presentation to school board

· Provide participants updates to referral sources (teachers)

Parents/Guardians

Suggestions for marketing TAPs to Parents/Guardians:  

· Attend students’ IEP meetings and explain TAP and how it can directly assist their child

· If student expresses interest in TAP, follow-up with parents/guardians by phone or letter outlining TAP (A release to parents may need to be signed for students under 18)

· Have a table at school conferences to speak with parents/guardians

· Have a brief description about TAP published in a Parent Educator Newsletter within local AEA/LEA’s

· IVRS Counselors include information about TAP when meeting with Parents/Guardians of new referrals 

· Utilize parent testimonials to market the program.

Community Agencies

Suggestions for Marketing TAPs to Community Agencies:

· Join a Transition Alliance Board (TAB) or Transition Alliance Council (TAC), usually coordinated within AEAs/LEAs

· Have TAP information included in a community agency brochure (be sure to note that the program is limited to the specific school district)

· Collaborate with partners:  Department of Human Services, Promise Jobs, Youth Programs, Homeless Youth Housing Shelter, Community or Vocational College Programs, Post-Secondary Disability Services, Workforce Development, Job Corps, etc.

Employers

Suggestions for Marketing TAPs to Employers:

· Send out written information to local businesses on TAP and its partnership with IVRS

· Emphasize how TAPs help employers maintain a strong work force, in addition to their becoming involved in the community and providing participants with opportunities to succeed and better themselves

· When a participant is applying for or obtains a position, contact the employer, introduce yourself and explain what TAP is and how it can assist employers (be sure to get participant’s written permission first)

· Provide information on incentives, such as pre-screened applicants, assistance in obtaining needed job accommodations and modifications, employees with training in job keeping skills and tax incentives, which are available to employers hiring TAP participants

· Emphasize staff available to support employment success (job coaching, Follow-Along and Follow-Up services)

FINANCIAL INFORMATION

Financial Information:

Keep the following points in mind to help your TAP run smoothly and ensure timely reimbursement of 50% of approved costs:
· All claims need to include only allowable costs (See Appendix H).  Indirect costs (costs which cannot be tracked to a timesheet, invoice or other means of documenting expenses directly related to the TAP) are not allowable unless the contractor has a federally approved indirect cost rate. 

· Claims should be submitted on a cash basis; for example, if you pay for an expense in May you should include it on your claim for May expenses.  There are two exceptions to this rule.  1) Any expenses incurred through June 30 need to be claimed as June expenses even if they are not paid for until after June.  2) At the end of the contract year, if they occurred through September 30, need to be claimed for as September expenses even if they are not paid for until after September. 

· Be sure to fill out the GAX as shown or it will be sent back for correction (See Appendix S). 

· TAPs are encouraged to claim on a monthly basis, no less than on a quarterly basis.

· If you have staff that work less than full-time on the project, it is required that they keep a timesheet to track their hours.  It is also required that you claim only the amount of their salary that is in proportion to the hours they worked on the project.  This means that if the employee’s hours fluctuate from month to month, the amount of their salary that is claimed to the project will also fluctuate from month to month. 

· Any expense incurred and claimed must have supporting documentation consisting of any invoices, mileage logs, timesheets for employees who work less than full-time on the project, payroll journals, bids for equipment purchases over $5,000 and anything else that supports amounts claimed on GAX. 

· At a minimum, IVRS will ask for documentation supporting a month’s worth of claimed expenses once a year. However, more documentation could be requested throughout the year.  Financial does a monitoring review each year consisting of either an On-Site review or an Off-Site review. (Appendices L & N)

· Audit reports are required to be submitted within 30 days of receipt by contractor. If the audit report does not contain a Schedule of Expenditures of Federal Awards (SEFA) we require a letter, written either by the contractor or the contractor’s auditor, stating that the contractor was not required to have a single audit per OMB Circular A-133 (Appendix I).  If the audit report does have a SEFA, IVRS monies should be reported as CFDA # 84.126 (Appendix J).  

· Monitoring of budget line item amounts needs to be performed throughout the contract year.  If changes need to be made to move money already budgeted for line items to different line items or a decrease in the overall amount budgeted for the contract, this can be done through a budget amendment.  Budget amendments can be done via an e-mail to the Contract Manager (Area Office Supervisor).  The e-mail should include the dollar amounts to be moved for each category and the reason for the amendment.  (See Appendix P for further details)
· If it is decided that there needs to be an increase made to the total amount of money budgeted for the contract or the period of time covered by the contract changes, a contract amendment, in the form of an e-mail stating the change and the reason for the change, needs to be sent to the local Area Office Supervisor.  For example, if during the contract year a service is added that requires additional dollars to purchase supplies or equipment, a contract amendment would be needed.  A Contract Amendment is required to be approved prior to a service or cost being encumbered.   (See the Contract Amendment and process for further details – Appendix O.) 

· At the end of the contract year when it appears that all claims have been submitted to IVRS and paid, and any monitoring questions have been clarified, Financial will send a final budget letter to contractors.  Contractors are given 30 days to reply if they disagree with the amounts in the final budget letter.  If no response is received from the contractors, the contract year is considered final. 

· When looking at the funds available to sustain your TAP, you may have questions regarding the use of special education funds.  Dr. Barbara Guy, Transition Consultant, and Sharon Hawthorne, Special Education Finance Consultant, have sent a letter to Superintendents and AEA Special Education Directors participating in TAPs answering the most commonly asked questions (Appendix K). 

· Please read the contract and contact Iowa Vocational Rehabilitation Services Administrative consultant @ 515-281-4252, regarding anything you are unsure about. 

Request for Travel Authority: Travel outside the State of Iowa for gatherings of members of any association or society while attending conventions, meetings, or conferences must be approved in advance by the State Executive Council.  This also applies to contractors representing the State.  Attached is information from the Department of Administrative Services providing further guidance on completion for the Request for Travel Authority, including an example of a completed document. (Appendix Q)

The request should be initiated through the appropriate school personnel and then submitted to the IVRS Contract Manager (Area Office Supervisor) who will need to       approve and then forward to IVRS Administration.  The support of school personnel   ensures the local school district is aware and supportive of the plans. Upon being                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  received by IVRS Administration, any other necessary information will be completed and processed and an approved copy will be forwarded to the recipient.                     

COLLABORATION

Community Resource Mapping: Focuses on what communities have to offer by identifying assets and resources that can be used for building a system. It is not a one-shot drive to create a published list or directory, but rather a catalyst for joint planning and professional development, resource and cost sharing, and performance-based management of programs and services.

In December 2003 workshops were offered in relation to a grant from the Department of Labor that was entitled, “Improving Transition Outcomes”. This workshop focused on ways that TAP’s could be involved in the process of Community Resource Mapping by having it as part of their program.

During the training and the subsequent discussions it was viewed that there is no common definition for mapping, it is, generally, a methodology used to link community resources with an agreed upon vision, organizational goals, strategies, or expected outcomes. Each mapping experience would be relative to the particular needs of the TAP and the area that they served. However, there are several principles that are unique to mapping efforts. First, mapping strategies focus on what is already present in the community. The idea is to build on the strengths within a community. Second, mapping is relationship-driven. Key to mapping efforts is the development of partnerships – a group of equals with a common interest working together over a sustained period of time to accomplish common goals. Third, mapping embraces the notion that to realize vision and meet goals, a community may have to work across programmatic and geographic boundaries. These principles provided the foundation for the mapping process.

As a result of this focus the 2004-2005 renewal contract needed a detailed explanation of how individual TAP’s could incorporate community resource mapping in their programs. The maps assumed many different forms with some still continuing and /or in the process. The benefits of resource mapping are many. Specifically, the resource mapping process can help a community (1) gain in-depth information about an agency’s policies, procedures, funding streams, and collaborative practices (2) identify opportunities and challenges for meeting the transition needs of youth with disabilities, and (3) provide a comprehensive set of policy recommendations across agencies, along with opportunities for interagency collaboration.

Other benefits include:

· Identification of new resources to develop, enhance and sustain goals; 

· Determination of whether existing resources are being used effectively to achieve expected outcomes; 

· Improved alignment and coordination of resources; 

· Enhanced coordination and collaboration among stakeholders with relevant resources; and 

· Development of new policies and legislation to better meet goals and objectives. 

In summary, mapping is a process that is ongoing; requires strong partnerships; clear goals that everyone in the partnership support; good communication; commitment to collecting relevant data and analyzing the data for gaps and overlaps; on-going evaluation to ensure continuous improvement; and specific, strategic actions based on the information learned.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

Collaborating with other agencies: 
Collaboration between all partners is a key component to success for TAP participants.  TAP staff work with each participant to identify their specific needs and what skills, goods or services are required to meet those needs.  While TAP staff are often aware of which vendors/providers could meet the need, client choice is important and there is value in involving the participant in researching their options.   Once the options are known, TAP staff work with participants in selecting vendor/provider(s) and assist them, as needed, in obtaining the needed goods or service.   This could involve setting up initial appointments, identifying transportation options, completing paperwork, obtaining documentation, etc.  When on-going services will be provided, TAP staff may be involved in assisting participants in following through with their responsibilities, problem resolution and coordination of services.  This entire process should be a learning experience for the participant, so they may better advocate for themselves in the future.

Effective collaboration comes from teamwork and relationship building.  Taking the time to learn about vendors and service providers is invaluable.  Following this up with consistent communication, flexibility and a focus on shared goals can greatly enhance services, enabling participants to succeed in attaining their employment, education/training and life skill goals.

TAPs across the state have found great success in coordinating and linking students with the following list of agencies.  This is not meant to be a comprehensive list.  

· Apprenticeship Programs

· Area Education Agency (AEA)

· Bureau of Children, Families and Community Services (BCFCS)

· Case Management Services

· Central Point of Coordination (CPC)

· Children and Families Agencies

· Community Centers

· Community Colleges

· Community Rehabilitation Programs (CRP)

· Correctional Services

· County Board of Supervisors

· County Public Health

· Department of Human Services (DHS)

· Disability Groups

· Division of Vocational Rehabilitation Services (IVRS)

· Domestic Abuse Services

· Driver’s License Examiner

· Employers

· Employment Agencies

· GED Services

· General Relief

· Home Health Care Agencies

· Independent Living Centers (ILC)

· Insurance Agencies

· Job Corps

· Legal Services

· Local Education Agency (LEA)

· Medical Providers

· Mental Health Agencies

· Parent Educator Connection (PEC)

· Residential Services

· Social Security District Office

· Substance Abuse Agencies

· Transition Advisory Council or Board (TAC/TAB)

· Transportation Services

· Vocational Schools

· Work Force Development Center (IWD)

· Youth Homeless Centers

SERVICES TO PARTICIPANTS

Recruitment of Participants: Each TAP recruits participants in ways that best fit the school district needs.  Here are some examples established TAPs have used to encourage students to participate in the program:  

· Most important is to educate special education teachers and all other school support staff about TAP and Iowa Vocational Rehabilitation Services eligibility requirements and provided services.  If the district employees know of the program, they invite TAP and/or IVRS staff to the IEP and other related meetings to promote student interest.

· Attend IEPs for potential and current participants.

· At the beginning of each fall and spring semester, ask to speak in special education classes about TAP by sending out an e-mail or letter.  Provide a description of TAP services and let students know how to get involved (they can self-refer).  Try to get students involved in the presentation by asking what they want to do after graduation and the steps they will take to achieve their goals or give examples of how TAP can assist them.  Talk about all aspects of transition from employment to independent living.

· Be visible in the school.  Have an assigned day you are at the school and a location where students know they can come speak to you.  Inform teachers and support staff of the day and location.

· Set up a booth at school conferences to inform parents/guardians and participants of the program. Participate in Parent Educator/Transition Workshops sponsored by AEAs/LEAs to inform parents/guardians and students of TAP.

· Invite potential participants and their parents/guardians to an evening or weekend group informational meeting, hosted by both the IVRS Counselor and Tap staff.

· Create an awareness of TAP to eligible participants by having brochures available; hand out pens, planners etc. with TAP’s address, contact name and number.

· Meet with school staff to discuss students they feel would be appropriate for services.

· Work closely with the IVRS Counselor serving the school.

Eligibility: For a student to be eligible for TAP the student must: 

· Have attended the high school participating in the TAP Program

· Received Special Education Services or has a disability and received permission from the school or AEA to be a part of the TAP 

· Be eligible for IVRS Services and off the waiting list

· Be between the ages of 16 – 22 (services can continue up to age 25 for participants) 

· Participants must want to be employed in some capacity 

· Exceptions can be made to serve at risk/drop outs prior to age 16

· Eligibility is at the discretion of TAP staff and the IVRS Counselor due to the many variables that may apply

· Refer to your contract for clarification of your TAP’s eligibility criteria 

When marketing TAP Services to the school district’s employees, it is important to educate staff on eligibility requirements of participants.  This can be done at special education in-services or through brochures, e-mails and general conversation.  Encourage teachers and support staff to get students involved in the school’s work experience program to obtain information related to vocational options.  

If a teacher or support staff is unsure of a student’s eligibility for TAP, they should contact TAP staff to discuss the individual.  If TAP staff does not feel a student would currently benefit from TAP services, the student wouldn’t be accepted into the program.  However, students can be re-referred at a later date if there is an indication that they would then benefit from TAP.  Each potential participant is screened by TAP staff and the IVRS Counselor.  If an applicant is not accepted for TAP services but is eligible for IVRS, the IVRS Counselor will proceed with appropriate provision of services.   

Components and Transition: The Transition Alliance Program is a coordinated set of activities for participants in an outcome oriented process promoting movement from school to post-school activities. TAP’s goal is to increase successful employment outcomes through collaborative efforts.  TAP goals should be based on the individual needs of each participant served and can include (but are not limited to) Employment, Education/Training and Life Skills.   Goals expressed by TAP participants in these areas should be the driving force behind service provision.  While these goals may not always seem realistic, services provided are determined by individual choice.  Assistance provided through TAP helps the participants identify realistic goals and strategies needed to achieve them.  Ongoing collaboration with a participant’s support team allows them to develop and pursue their goals and independence.  Participants continue to gain information and skills needed to achieve and refine their current and long-term goals until age 25.

Generally, a potential referral is recommended for TAP by the AEA/LEA consultant, school personnel or IVRS Counselor.  The IVRS counselor is responsible for determining a referral’s eligibility for IVRS Services and the IEP team determines appropriateness for TAP services.  A team meeting should be held to discuss the program and address potential areas of need.  If the individual chooses to participate in TAP, releases are signed for any agency, medical, legal or prospective employers as necessary.

TAP and IVRS staff participate in IEP meetings to help develop transition goals.  The IVRS IPE is the counterpart for the IEP.  The IPE is written once assessment reports are available and the counselor and student write a targeted occupation goal.  The IPE identifies services, training and related needs, dates and persons responsible to assist in accomplishing the goal.  In “Best Practice” this occurs in collaboration with the IEP and prior to exiting the school system. 

Waiting List: IVRS has instituted a waiting list for all IVRS clients.  Since TAP participants must be eligible for IVRS services, they are affected by the waiting list as well.  The waiting list is split into the three categories explained below:

Most Significantly Disabled
o This means the IVRS counselor has determined that you have a significant disability and are seriously limited in three or more functional areas (mobility, communications, self-care, self-direction, interpersonal skills, work tolerance, or work skills).

Significantly Disabled
o This means the IVRS counselor has determined you are an individual with a physical or mental disability which seriously limits you in one or two of the above listed functional areas.

Others Eligible
o This means the IVRS counselor has determined you are eligible for services, however, you do not meet the criteria for either of the two above areas. 

Everyone on the Most Significantly Disabled waiting list must be served before anyone on the Significant Disabled List can be served, likewise, everyone on the Significant Disabled List must be served prior to those on the Others Eligible list can receive services.
For more information and current updates to the waiting list please see: http://www.ivrs.iowa.gov/waitinglist.html
Active: Once a student completes the Iowa Vocational Rehabilitation application and is found eligible in the MSD category they are placed on the waiting list.  Students who have been removed from the waiting list can be provided services in the Active category.  Students will receive services in the Active category until one of the following occurs: IVRS casefile is closed Status 26/Employed  (Student moves into TAP Follow Along and then Follow-Up) or discontinuation of TAP services. (Discharge)
As previously noted, services provided fall into one of the following categories:  employment, education/training and life skills.  These categories are all considered to be classified as an ACTIVE participant in TAP.   Targeted students will become competitively employed with appropriate intervention and service provision.  Youth in the program must be available and able to participate in competitive employment.  Students planning on extensive training beyond an AA Degree should be served in the regular IVRS program as they transition from high school.  
Self Awareness/Direction/Determination

TAP works with students to help foster self awareness, self direction and self determination.  TAP will help students learn about their disability and how it affects their ability to work in the community.  Students need to be able to assess their disability and be able to clearly and efficiently communicate this to employers. These skills that TAP helps students develop will also allow students to begin setting realistic and obtainable goals.  TAP also helps students advocate for themselves in the workplace and/or post-secondary/training programs.  This entails the understanding of the Americans with Disabilities Act and what the student needs to be successful in the workforce. By understanding the disability, being able to communicate it effectively and knowing what is needed to be successful students can develop a sense of self determination; that they can make their own decisions that will be educated and effective.
Life Skills: Through TAP, a variety of areas are addressed depending on individual need.  In the Life Skills area, many considerations directly affect the well-being of participants, their job or school performance.  For this reason, services within the Life Skills area are generally ongoing and utilized by most participants.  Specific examples include: budgeting, cooking, grocery shopping, menu planning, housekeeping, assistance with refilling and monitoring medications, maintaining personal appointments (i.e. medical, counseling, etc.), intervention with personal issues related to family or relationships, social skills, assistance with legal matters, obtaining a driver’s license, arranging for car or medical insurance, learning to access alternative modes of transportation (i.e. bus), finding an appropriate living situation, referring to agencies for support (i.e. Section 8 Housing, Department of Human Services, etc.), communicating with employers, developing appropriate work attitudes and expectations, etc.  TAP must be flexible and diversified while addressing participant’s needs related to life issues.

Employment:
Participants interested in pursuing vocational goals are provided TAP services until age 25.  The following could be included in the Job Related area:    

Job Seeking Skills 

TAP provides assistance in developing a “functional” resume for each participant.  This resume contains information necessary to fill out an application.  TAP staff should be included as a reference unless the participant objects.  This is recommended since TAP staff can promote the participant’s strengths and abilities to the potential employer.  TAP should supply quality resume paper and assist with providing additional resumes as needed.  


Additional topics to consider include:  how to get and keep a job, interviewing skills, dress and grooming for applying and interviewing, attitude, completing employment applications correctly and career interests.  TAP staff must be certain that participants have a photo ID and Social Security card.  IVRS may be able to provide authorizations for purchases related to job search activities, such as interview or work clothes, transportation, etc. if needed.    

Job Search 

The role of TAP during a job search will vary with each person served.  TAP should be there to teach and assist participants through their job search, encouraging them to search to their capabilities.  For example, some participants may need significant guidance and support to find employment, while others may be able to utilize TAP for job leads, and then pursue them independently.    

TAP can provide transportation to and from job interviews, as well as picking up and returning applications.  TAP does not provide daily transportation to work.  If the participant drives, IVRS may be able to assist with transportation expenses related to the job activities on a short term basis. 

TAP should encourage participants to pursue realistic and appropriate job opportunities.  Positions targeted should match the individual’s abilities and interests to help ensure success.  Once an IPE is written, the job search should focus on the identified employment goal.  Applications may need to be reviewed by TAP before being turned in.  The TAP staff may need to assist or fill out applications for the individual while educating them on the process.  

TAP staff should be familiar with employers in the community and utilize resources to identify relevant job openings.  Some examples of resources available include:  Chamber of Commerce, Yellow Pages, Iowa Workforce Development, Internet web sites and classified job listings.  Each TAP will need to research the most effective resources for their area.   



Job Development     

TAP can benefit from researching employers and developing job opportunities.  Many employers are not familiar with TAPs, so staff are encouraged to make contact with area employers and explain the benefits.  It is also beneficial for TAP to learn company needs, hiring practices, type of work performed and a general background of the company.  Key points to promote with employers are: Work Opportunity Tax Credit, positive community image by utilizing local youth population, support, follow along and job coaching if needed, unpaid job shadows to experience jobs prior to hiring, paid work experiences at minimal expense to the employer and developing participants into productive citizens.  TAP/IVRS can identify in their budget On the Job Training Funds that can usually pay for 1/2 of an employee’s salary on a time-limited basis.  Other community agencies may also be able to provide funding for this type of experience.  

Job carving is another way that TAP can assist employers.  This consists of identifying employer needs and carving out a specific position that matches a TAP participant’s skills and interests.  This may relieve strain companies are experiencing due to heavy workloads.  TAP staff can advocate for participants and explain what they have to offer the company and how he/she matches that need.

Job coaching can be provided to TAP participants on as an needed basis.  This allows the participant one on one training time to learn all aspects of their job and company expectations.  Job coaching is done on an as needed basis and will depend on the needs of the participant served. Costs for contracting these services can be built into the TAP Budget.  
Additional marketing can be done by TAP staff through brochures, newspaper articles, business cards or speaking engagements (i.e. Chamber of Commerce meetings, Transition Fairs, Job Fairs etc.).

Placement

The primary focus of TAP is to promote successful placement in competitive employment settings consistent with the individuals written Individual Plan of Employment.  The placement aspect of TAP will vary with each participant served and the job they obtain.  Placement activities are individualized to meet the needs of the individual with a disability and the employer.  Examples of placement services could include JSST, job analysis, job coaching, explanation or implementation of work incentives, specific marketing and job development activities, employer development activities, assistance in coordinating transportation, proper work attitude and attire, etc.  Placement activities can be all encompassing and should begin the moment you begin meeting with the client.  Placement does not occur in a vacuum, however, and the ability to integrate labor market information, employer perspectives, and employer contacts/business and industry relationships can make the difference in obtaining a successful outcome.  TAP can request assistance from IVRS for work clothing, equipment for the job, transportation costs, etc. depending on the individual’s situation.  Selective Placement services involve situations where the individual with a disability requires additional job supports in finding a job as well as short term job coaching to learn and apply the requirements of the job. This could include the idea of job carving where specific job tasks are outlined for an individual to perform parts of one or more jobs. Individuals with the most significant disabilities may require supported employment services.  Extended long term providers must be identified at the time of plan development in regards to who is responsible for the long-term support.  Natural supports from the employer could be a possibility in meeting the long-term support needs.  TAP staff can provide short-term or supported job coaching with transition to natural supports.  When necessary, the TAP can arrange for sub-contracting of supported employment services.  A sub-contract agreement with those community rehabilitation programs providing those services would need to be included in the contract proposal and be consistent with the Menu of Services outlining quality indicators and payment points.    

Menu of Services would include:

Job Development (Code D15)

Job Coach Assessment Written Report  (D20)


Stabilization (D21)

45 day written report (D22)

Closure Status 26 (D23) –written report following 90 days of stabilization


IVRS Status 26 / Employed

Once a participant is placed into competitive employment and has been stable in his/her job for a minimum of 90 days, the IVRS Rehabilitation Counselor moves the case into Status 26. At this point, the IVRS file is closed but TAP staff continues to monitor and provide follow-along and follow-up services.  
Education/Training:
TAP can assist participants in exploring colleges, technical institutions, internships, apprenticeships, Job Corps or other educational or training programs.  For example, TAP may assist with financial aid applications, scholarship applications, tours, arranging appointments for entrance testing, registration, self-advocacy training, linkages with appropriate disability services, etc.    

Participants continue to receive appropriate TAP services while involved in their education or training programs.  Additional related services that may be provided throughout their program include career or course planning with college staff and accessing tutoring and support services. 

Graduation

Graduation requirements vary in each school district. Through the students IEP, TAP staff may offer input towards educational requirements for TAP participants. TAP staff may contact existing TAPs to explore educational options provided by individual school districts. 

Post Secondary or Other Training Programs

Upon graduation from high school, a participant planning to enroll in a training program is counted in the Post-Secondary category.  As listed on the TAP/Quarterly Progress Report, other training programs available to TAP participants include:  Competency Based Training, Driver’s Training, Apprenticeship and On-the-job Training.    Services provided to participants in these categories will support participants in achieving their education/training goals and future employment.  Such services have been outlined in the Employment, Education/Training and Life Skills sections.

Follow-Along: Follow-Along begins when a participant is employed and the IVRS case file has been moved into IVRS Status 26-0.  The IVRS counselor generally closes the case file in Status 26-0, after 90 days of successful employment.  

During the Follow-Along period, TAP personnel communicate with the participant.   Communication may include personal contact, telephone, email or a letter. Areas to discuss with the participant include work accomplishments, attendance, general job performance, and other work related issues.  TAP should encourage the participant to gain employer feedback to improve work performance.  If TAP is permitted to contact the employer, employer satisfaction, job performance, and areas in need of improvement may be discussed. Follow-Along provides support services to participants and employers as needed. Contacts with participants in follow-along are to be quarterly. A participant receives Follow-Along services for one year from the date of IVRS Status 26-0.
Follow-Up: Follow-Up starts as soon as Follow-Along services are terminated and is available until age 25. A minimum of an annual contact is made between TAP staff and participants to document progress. Follow-Up information is communicated to IVRS through progress reports. Through open lines of communication, participants are encouraged to contact TAP staff for additional assistance during this Follow-Up period. Follow-up services are provided in an effort to keep the student from needing the adult service delivery system and being re-cycled back through the service delivery system.  If the student’s needs or disability situation has changed resulting in a need for new services, a referral should be made to the appropriate adult service provider, including IVRS.  


Discharged / Aged Out: Examples of reasons for discharge might include relocation, sheltered workshop, or withdrawing from TAP services.  It is recommended each TAP establish a time period covered and number of contacts TAP staff will make in an effort to involve a non-participating individual. 

Participants are eligible TAP participants until the age of 25.  At that time, participants are considered “aged out” of TAP.
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