RESOURCES

Workshop materials:

Education/Training

· High School Financial Planning Program  (No charge for materials)

Cooperative Extension System

Nation Endowment for Financial Education

303/224-3511 (phone)

303/220-0838 (fax)

Employment

· Choosing Employment Goals (Activities for helping chose employment goal)

Sopris West

303/651-2829

· From High School to Work, 150 Great Tech Prep Careers 

Ferguson Publishing Company

800-306-9941

Toll Free Numbers:

Disability Resources, Laws and Assistive Technology

· Disability Resource Library (free loan of printed materials and videos)

800-272-7713

· Iowa COMPASS (information and referral service; free)

800-779-2001

· EEO (Equal Employment Opportunity)

800-669-4000

· Job Corp

800-932-2643

· Job Accommodations Hotline 

800-232-9675 (ADA information)

800-526-7234 (Accommodation information)

· Iowa Client Assistance Program (Information and referral to Iowans with disabilities)

800-652-4298 (Voice/TTY)

· Legal Hotline

800-532-1503

· Youth Law Hotline

800-728-1172

· Iowa Protection and Advocacy (advocacy services for people with developmental disabilities and mental illnesses; free newsletter available)

800-779-2502

· InfoTECH (assistive technology information, used equipment referral service, funding and legal advocacy)

800-331-3027  (voice toll free)

877-686-0032  (TTY toll free)

Children Resources

· Child Abuse Hotline 800-942-0333

· Child Care Resource and Referral (Licensed providers in the area, tips on selecting day cares, etc.; free for low income individuals)

800-945-9778

Independent Living

· Social Security (will help in regards to general SSI or SSDI questions and individual cases)

800-551-9289

Health and Medical

· HAWK-I Health Insurance (basic health insurance for youth under 19 with family income too high for Medicaid but too low for private coverage; cost ranges from free to $20 per family)

800-257-8563

Support Networks

· Domestic Abuse Hotline for State of Iowa

800-942-0333

· Iowa Domestic Abuse (serves victims of domestic abuse and sexual assault)

888-782-6632  Project Cope

Internet Sites:

Disability Resources, Laws and Assistive Technology

Ability Forum 
http://www.abilityforum.com/resources/devices/index.shtml 
Information on assistive devices, resource locator, and more

Disability Info

http://www.disAbility.gov 
Government New Freedom Initiative; disability resources, services, and information available throughout the Federal government

Disability Information and Resources

http://www.makoa.org/index.html 
Internet Resources for the Disabled; disability specific information, reference links

Great Plains ADA/IT Center

http://www.adaproject.org 
ADA Project of Great Plains Disability and Business Technical Assistance Center; technical information and links to resources regarding the ADA

Job Accommodation Network

http://jan.wvu.edu/links/sitemap.html 
Ask ADA or accommodation questions; information on accommodations, disabilities, ADA and employment

Job Accommodation Network - Accommodation Request Letter

www.jan.wvu.edu/media/ACCOMMREQUESTLTR.html 
Job Accommodation Network’s ideas for writing an accommodation request letter
NCWD/Youth

http://www.ncwd-youth.info/resources_&_Publications/technicalassistance.php
NCWD/Youth introduces a new resource section, Technical Assistance Tools. These documents offer guidance in the design and implementation of programs in the fields of workforce, disability, and youth.

Education

FAFSA

http://www.fafsa.ed.gov/ 
Free Application for Federal Student Aid; Information and apply on-line 


Fast Web

www.fastweb.com
Scholarship information, tips on financial aid, identifying schools that meet your needs, etc. 


General Educational Development (GED) Testing Service

http://www.acenet.edu/calec/ged/intro-TT.html
Provides information about the GED tests, test sites and application process  

Telephone (202) 939-9475

NACCAS

http://www.naccas.org 
National accrediting commission of cosmetology arts and sciences

Office of Special Education Programs 
http://www.ed.gov/offices/OSERS/OSEP/index.html
U.S. Department of Education 
330 C Street, S.W. 
Mary E. Switzer Building 
Washington, DC 20202 
Tel.: (202)205-5507 
Administers programs and projects relating to the free appropriate public education of all children and young adults with disabilities, from birth through age 21; provides information and publications about disabilities and special education

Special Education Resources on the Internet 
http://www.hood.edu/seri/serihome.htm 
Contains links to information about definitions, legal issues, and teaching and learning related to learning disabilities 

Student Aid

www.studentaid.ed.gov
Provides information on federal financial aid for the general public and/or individuals providing advice/counseling to students and their families


Study Skills Web Site 
http://www.ci.maryville.tn.us/mhs/studyskills/index.htm 
Contains information on developing study skills for high school students

Teens Helping Teens 
http://www.ldteens.org 
A resource site for teens operated by students with dyslexia; provides information about the disability, study tips and a support network

Employment
America's Job Bank 

www.ajb.dni.us
Useful both for job seekers and employers; offers job announcements, talent banks and information about getting a job

Association for Persons in Supported Employment

www.APSE.org
The Association for Persons in Supported Employment aims to improve and expand integrated employment opportunities, services, and outcomes for persons experiencing disabilities. 

Career Connections 

www.career.com
Posts job announcements and an online application form, and hosts cyber job fairs


Disability Resources Consulting

http://www.disabilityconsulting.com/pages/links.html
Career information for people with disabilities

Iowa Vocational Rehabilitation Services

www.dvrs.state.ia.us/onlinecareerresources.html
A wide variety of career assessments, tools for career counseling/planning, job leads including state jobs, job searching tips, and what to do when you get an interview

Finding Your Career: The Holland Interest Inventory 
http://icpac.indiana.edu/infoseries/is-50.htm
Includes information on self-assessing one's skills and matching them to careers 

Iowa CEO
http://www.iowaceo.com/ 

Links to employment sites, events and training schedule

Iowa Workforce Development

http://www.iowaworkforce.org/ 
job listings, labor market information, etc. 


Marriott Foundation
www.marriottfoundation.org
Provides information on job opportunities for teenagers and young adults with disabilities 


My Future

www.myfuture.com
Internet site for developing a resume, career interest inventory, information on military

Online Career Resources

www.jobhunt.org/slocareers/resources.html
Contains assessment tools, tutorials, labor market information, etc. 


O*Net: The Department of Labor's Occupational Information Network 
www.doleta.gov/programs/adtrain.asp
Useful for job seekers, employers and teachers; has career information and links to government resources. 


Peterson's Education and Career Center
www.petersons.com
Contains postings for full-and part-time jobs as well as summer job opportunities


Health/Medication
BehaveNet

http://www.behavenet.com/capsules/disorders/dsmivtrcodes.htm 
Link to purchase reference materials, such as the DSM IV, either new or used through Amazon.com.  Numerical listings of codes and diagnoses. 


Needy Meds

www.needymeds.com
Free or low cost medications

Partnership for Prescription Assistance

www.pparx.org
Free or low cost medications

University of Iowa Center for Disabilities and Development
http://www.healthcare.uiowa.edu/cdd/index.asp
Disability specific information and services

Independent Living

FDIC Money Smart Program
http://www.fdic.gov/consumers/consumer/moneysmart/index.html
Federal Deposit Insurance Corporation; free training curriculum to work on budgeting

Independent Living Research Utilization Program (ILRU) 
2323 South Shepherd, Suite 1000 
Houston, TX 77019 
Tel.: (713)520-0232 
TD (713)520-5136 
Fax: (713)520-5785 
http://www.ilru.org 
A national resource center for information, training, research and technical assistance in independent living; produces and disseminates materials, develops and conducts training and publishes a monthly newsletter; provides a listing of Statewide Independent Living Councils (SILCs) in each state. 


National Council on Independent Living (NCIL) 
1916 Wilson Boulevard 
Suite 209 
Arlington, VA 22201 
Tel.: (703)525-3406 
TTY: (703)525-4153 
Fax: (703)525-3409 
Email: ncil@ncil.org 
http://www.ncil.org 
Provides referrals to independent living facilities around the nation; advocates for the human rights of, and services for, people with disabilities to further their full integration and participation in society. 


Literacy Programs

Barnes and Noble

http://university.barnesandnoble.com/
Free on-line courses and reading groups

National Institute for Literacy (NIFL) 
1775 I Street, NW, Suite 730 
Washington, DC 20006-2401 
Tel.: (202)233-2025 
http://www.nifl.gov 
Works to build and strengthen a comprehensive, unified system for literacy in the U.S. Maintains a national literacy hotline ((800)228-8813) that provides information about local and state literacy programs. 


Training and Transition Support Networks

American Coaching Association 
P.O. Box 353 
Lafayette Hill, PA 19444 
Tel and Fax: (610)825-4505 
http://www.americoach.com 
Links people who want coaching with people who do coaching; coaches help individuals to set goals, accept limitations and acknowledge strengths, develop social skills and create strategies that enable them to be more effective in managing their day-to-day lives. 

CRP-RCEP

http://www.crprcep7.org/ 
Region 7 Rehabilitation Continuing Education Program (RCEP); trainings, conferences, services, information and support 


LD Pride 

http://ldpride.net 
Provides information about learning disabilities and offers support through bulletin boards and chat services


Orientation to Rehab

http://www.coe.missouri.edu/~orient/history/hist12.htm 
RCEP’s orientation to rehab; case studies allowing you to see how specific individuals progressed through the rehab system to employment 


Peer Assistance Leadership (PAL) 
http://www.ocde.k12.ca.us/PAL/index2.html 
A California-based outreach program for elementary, intermediate and high school students. 

Peer Resources Network 
http://www.peer.ca/peer.html 
A Canadian organization that offers training, educational resources, and consultation to those interested in peer helping and education. Their resources section has information on books, articles and videos. 


Post-ITT 

http://www.postitt.org/
An excellent resource for VR Counselors, teachers, guidance counselors, parents and others.

This site is a collection of resources and activities established to aid students, parents, educators and Disability Services coordinators in the task of planning for a student's transition from secondary to postsecondary education.  There is a Teacher Training Module, Parent Training Module and Guidance Counselor Module.  The teacher Guidance Activities include sections and resources that can be used directly with students on: Self Advocacy, Assistive Technology, Planning for College, Applying to College,  Disability Services, Adult Services.

Transition Research Institute
http://www.ed.uiuc.edu/sped/tri/institute.html 
click on “About TRI” to join a transition listserv and access publications; click “Transition Projects” to read about model transition projects

General Information 

Clearinghouse on Disability Information 
http://www.ed.gov/offices/OSERS/index.html
Office of Special Education and Rehabilitative Services (OSERS) 
U.S. Department of Education 
330 C Street, SW 
Mary E. Switzer Building 
Washington, DC 20202-2524 
Tel.: (202)205-8241 
 
Disability Direct 
http://www.disabilityinfo.gov 
Provides one-stop online access to resources, services, and information available throughout the federal government to Americans with disabilities, their families, employers and service providers; also promotes awareness of disability issues to the general public

LD Online 
http://www.ldonline.org 
A rich source of information about learning disabilities; has links, chat rooms and books for consumers, educators, counselors and students

National Information Center for Children and Youth with Disabilities (NICHCY) 
http://www.nichcy.org
Academy for Educational Development 
P.O. Box 1492 
Washington, DC 20013-1492 
Tel/TTY: (800)695-0285 
Email: nichcy@aed.org 
A national information and referral center; provides information on disabilities and disability-related issues to families, educators and other professionals, with a special focus on children and youth (birth to age 22)

Roads to Learning 
http://www.ala.org/roads 
Run by the American Library Association, this site works to raise public awareness about learning disabilities

Organizations: 


· Council for Exceptional Children, Division of Career Development and Transition 

Toll Free 1-888-CEC-SPED (232-7723)

· Iowa Attorney General Office, Consumer Protection Division 

515-281-5926 

· Iowa State University Extension Service



Information and training (for those eligible) in food and nutrition, 


budgeting, home maintenance, child development, etc.


Check local listings for phone number in your area.

· OSHA, Occupational Safety and Health Administration

515-284-4794



www.osha.gov

· Parent Training and Information Center of Iowa 



Information, training and support regarding special education and 


related issues


321 E. 6th Street 


Des Moines, Iowa 50309 


800-450-8667 

· State Division of Labor 

515-281-3606



www.iowaworkforce.org/labor 


· Work Force Development Center 



Employment information, CHOICES, computer access



Check local listings for phone number in your area.



IVRS STATUSES

02        Applied for services

04
Eligible for services, but on a waiting list 

06
Trial work experiences, and if necessary after that, Extended Evaluation, to determine if the individual is too severely disabled to benefit from services
08
Case closed before accepted for services

10-0
Accepted (eligible) for services

10-1 High school student eligible for services, but an extended period of time will be needed to develop their IPE (IVRS Individualized Plan for Employment)

12-0 Holding status when an IPE is written, but the plan will not start for an extended 

            period of time

14-0 Counseling and guidance related to employment is primary service provided

16-0
Physical and/or mental restoration is primary service provided

18-1
Workshop/facility training

18-2 On the job training (OJT)

18-3 Vocational-technical training

18-4 Academic training

18-5 Correspondence training

18-6 Supported employment training

18-7 Other types of training not covered above

20-0 Ready for employment

22-0 
Employed in career goal - career goal is the one listed on the IPE 

24-0      Services interrupted for any number of reasons; this could lead to developing a  

            new plan or continuing with the old one

26-0     Employed and no longer in need of IVRS services, so IVRS case is closed  

            successfully (must have been in Status 22-0 for at least 90 days)

28-0 IVRS case closed after an IPE was written and it is determined that suitable  

            employment cannot be achieved

30-0
IVRS case closed before an IPE was written

32-0 Services provided after a person has been employed and successfully closed 

            (Status 26-0) – if a complex rehabilitation effort is needed or if the case was  

            closed over 3 years ago, a new case should be opened

33-1 IVRS case closed after receiving post employment services (Status 32-0) and the 

            individual continues to work in that position

33-2 Post employment services received (Status 32-0) and it is determined that the   

            case file needs to be re-opened

33-3 IVRS case closed after receiving post employment services (Status 32-0) and the  

      outcome is other than what is noted in Statuses 33-1 or 33-2

38-0
IVRS case closed after being on the waiting list

	Definitions

	ACTIVE
	Those participants who are eligible VR clients and off the waiting list receiving TAP services, not including those in follow along or follow up.  

	ADA 
	American with Disabilities Act of 1990; civil rights law prohibiting discrimination and affording equal access and opportunities to individuals with disabilities.

 

	AEA
	Area Education Agency (16 in Iowa); provides supportive services to school districts in a geographic area, including staff training and development, student assessment, materials/media and others.



	AEA Transition Specialist
	Person who is trained and specializes in promoting appropriate transition services to the secondary students of a given AEA who qualify for special education and support services through staff support, student support, student services and other needed supports.



	BD

Benefits

Planner


	Behavioral Disorder (includes emotional disturbance); definitions are difficult to identify, but typically revolve around two major issues:    1. The inability to establish appropriate, satisfying relationships with others, and 2. Demonstration of behavior that either fails to meet or exceeds the expectations of those with whom the person comes in contact.

Benefits Planners assist clients receiving Social Security benefits in making informed choices regarding Social Security Work Incentives and other benefits programs.



	Case Manager
	A social worker (in Iowa a DHS employee) that works with a student to oversee all services provided, including all areas of adjustment (transition) to adult living, and coordination of services by various agencies.



	CBA  
	Community Based Assessment; holistic assessment designed to narrow employment goals and identify potential accommodation needs through creative use of activities in the community.



	Community Training
	Training that is occurring to develop vocational skills leading to acquiring and maintaining competitive employment.  Training would be outside of academic classroom, but could involve competency based skill training, On-the-Job Training, Independent Living Skills Training, or job specific skills training. (like operating a cash register, performing bookkeeping, medical terminology training for a nurses aide…)

	CPC  
	Central Point of Coordination; designated official who coordinates an individual’s services and makes county funding decisions.

 

	CRP
	Community Rehabilitation Program; agency providing vocational services to individuals with disabilities.



	Developmental Disability
	Used to describe conditions that traditionally have included one or more of the neurological impairments associated with mental retardation, cerebral palsy, epilepsy, autism or brain injury. More broadly defined in the Federal Law, the term means a severe disability that:  1. Is due to a mental or physical impairment, or both.  2. Occurs before age 22.  3. Is likely to be permanent.  4. Shows a person's need for individualized care.  5. Treatment and other services for an extended period of time.  And makes it difficult to do things in at least three of the following areas of major life activities:  1. Self-care 2. Receptive and expressive language  3. Learning  4. Mobility  5. Self-direction  6. Capacity for independent living  7. Capacity for self-sufficiency. 



	DHS  

	Department of Human Services; state agency responsible for provision of services to assist people in becoming more self-sufficient.



	DISCHARGE
	Those students no longer receiving any TAP related services typically due to aging out of the program, refusing continued service, failure to cooperate, incarcerated, or not available for service due to re-location.  

	DOE
	Department of Education; state agency responsible for the education of all children living in the state.



	DSM IV
	Diagnostic and Statistical Manual, Fourth Edition; reference manual which groups mental health disorders along 5 axes and corresponding code numbers.



	IVRS Status 26/Employed


	TAP participants are counted as employed when the IVRS counselor moves them into Status 26.  This indicates the participant is employed in the type of job identified on the IPE and has been stable in that position for a minimum of 90 days.  The IVRS casefile is closed at this point.



	IVRS Statuses
	Coding system that identifies the types of services a client is receiving.  See the IVRS Statuses sheet in the Resource section for a breakdown of each status.  Discussing the reasoning behind moving specific participants into different statuses with the IVRS Counselor is also recommended.  



	EBCE
	Experience-Based Career Education; program provided for secondary students to allow them experiences on the job with support from the transition specialist or EBCE coordinator in an exploratory setting or typical work environment, as well as vocational and prevocational classroom experiences.



	Employer Development
	Activities designed to establish a long-term relationship with an employer focused on meeting business and industry needs as well as helping qualified applicants obtain positions.  Activities are typically implemented initially without a specific job or individual in mind, but focused on building the relationship.

	Entitled to Special Education Services 


	Eligible individual for special education services due to a disabling condition, but no specific diagnostic category is identified.

	Follow-Along
	TAP participants are counted in Follow-Along for 1 year starting when they are moved into IVRS Status 26/Employment.  During this time, TAP staff makes at least quarterly contacts. 



	Follow-Up
	TAP participants are counted in Follow-Up after 1 year of Follow-Along is completed.  During this time, TAP staff makes at least yearly contact until the participant reaches the age of 25.  



	Guidance Counselor
	Employee of the LEA who provides for personal, career and program counseling (secondary class scheduling), and coordination of services during the student's elementary and secondary schooling.



	HAQ
	Health Assessment Questionnaire; IVRS form used to assess the type and extent of an individual’s disabilities and current health.



	High School Student


	As of October 2002, TAP participants will be counted in the High School Student category if they are still involved in high school, including year 13 programs.  They are continuing to receive secondary school services and have not received their diploma.  


	ICAP
	Iowa Client Assistance Program; providing information and referral, advice, negotiation, mediation, administrative review and assistance at an impartial hearing to individuals with disabilities.  



	IDEA
	Individuals with Disabilities Education Act of 1990; (PL [public law] 101-476) made significant changes to the 1975 Education of the Handicapped Act (PL 94-142) with regard to transition. In this act, Congress identified transition as a service-delivery system.  Section 300.18 states: "Transition services means a coordinated set of activities for a student, designed within an outcome oriented process, which promotes movement from school to post-school activities, including post-secondary education, vocational training, integrated employment (including supported employment), continuing and adult education, adult services, independent living or community participation."



	IEP
	Individualized Education Plan; plan created by the multi-disciplinary team including educators, consultants and parents/guardians, which spells out the special education services needed in an elementary or secondary school.  The student must be invited to participate in the planning if transition is to be discussed. The IVRS Counselor is often included once the student is in high school.  

 

	RIGHTS AND RESPONSIBILITES
	Statement of IVRS rights and responsibilities, which is explained and signed by client (and parent/guardian when applicable) when applying for IVRS services.



	IPE II
	Individualized Plan for Employment II; IVRS initial plan of services, mutually developed with IVRS clients.  It notes the vocational goal, needed services, who is responsible to provide the services and the individual’s responsibilities.

 

	IPE III
	Individualized Plan for Employment III; IVRS form used for progress review, to note needed changes to the individual’s employment plan or to close a case when the individual will no longer be receiving IVRS services.



	IRWE  
	Impairment Related Work Expense; work incentive program under SSDI and SSI allowing certain work related expenses to be excluded when determining the level of Social Security benefits.



	ITP
	Individualized Transition Program; portion of an IEP which includes the plan for achieving appropriate services for the student who is 16 years of age or older, or 14 years of age, as the need demands.



	Job Coach
	Individual working directly with a client to help ensure success on the job.  Assistance can be provided in a variety of areas and may occur on or off the job site.



	Job Development
	Efforts to find a specific job for a specific individual.

	Job Related Instruction
	Can be provided in a variety of settings including coordinated specialized classes at the high school, vocational education classes, community college classes, job clubs, mentoring programs, or job coaching.  Instruction focuses on vocational skill development such as career exploration, job seeking skills, and job keeping skills as well as self determination training.  It could also include instruction in social and independent living skills areas since deficits in these areas often lead to an inability to obtain or maintain employment.  

	JSST
	Job Seeking Skills Training; training in areas such as completing applications, developing resumes, identifying where to look for jobs, interviewing skills, etc.



	LD
	Learning Disabled; generally defined as including the following issues:  1. There is a difference (discrepancy) between what a student should be able to do and what he or she is actually doing academically 2. There are some specific tasks that others can do that students with learning disabilities cannot do 3. Students' difficulties are centered on one or more basic psychological processes involved in using and understanding language 4. Students are not learning adequately in spite of the basic integrity of their senses, cognitive ability, emotional state or opportunity to learn.



	LEA
	Local Education Agency; usually the public school in a student's community nearest the student's residence.



	MD or MR
	Mental Disabilities or Mental Retardation; despite many differences among individuals, the two following characteristics must be present before age 18:  1. Individuals must have intelligence quotients (IQs) of two or more standard deviations (15 points per SD) below the mean of 100 2. Two or more types of adaptive behavior deficits must be present (usually including an inability to succeed in school).



	MSD
	Most Significantly Disabled; IVRS classification indicating the individual has serious limitations in three or more functional capacity areas.  These include:  mobility, self-care, self-direction, work skills, work tolerance, interpersonal skills and communication.



	Non-Categorical


	See “Entitled to Special Education Services”.

	OJE  
	On the Job Evaluation; assessment of an individual’s strengths and potential accommodation needs by observing their performance of a job.  



	OJT 
	On the Job Training; learning to do a job by receiving instruction while performing the job.  OJT monies should be identified within the TAP budget. 



	PASS  
	Plan for Achieving Self Sufficiency; work incentive program available to those eligible for SSI or those receiving SSDI who, by reducing their income, could become eligible for SSI.  An approved PASS allows the individual to set aside income/resources over a reasonable time, allowing them to become financially self-supporting.



	Post Secondary Option
	College credit for a student while still in high school where secondary school assists in obtaining college credit hours for successful completion of the course.

	Post Secondary or Other Training Program


	TAP participants who have graduated high school and are planning to or have already enrolled in an education or training program are counted in the Post Secondary or Other Training Program category.  They will continue to be counted in this category until they are no longer involved in the training or Transfer Out of TAP services. 

	Resource
	Special education classroom setting providing services such as un-timed testing, assistance with assignments, etc.).  Students receiving resource services have the most limited contact (a few minutes per week) to about 40% of the school day.  In some schools there are drop-in resource rooms, where students can access help as needed.



	RFP
	Request for Proposal; public announcement that grant dollars are available, given acceptance of written proposal.  



	School Personnel


	Individuals associated with the high school; this would include TAP staff, teachers, guidance counselors, principals, superintendents, AEA staff, etc.



	SD
	Significantly Disabled; IVRS classification indicating the individual has serious limitations in one or two functional capacity areas.  



	Section 504
	Section of the Vocational Rehabilitation Act of 1983 and 1973 (PL 93-112): the intent of this law was to provide nondiscriminatory access to programs, services and employment. Secondary and postsecondary schools initiated and continue to offer an array of services that provide accommodations to students with disabilities. Secondary students who are not eligible for special education but have a disability may receive services or accommodations.  Post-secondary students are not entitled to receive special education services, but they are able to receive reasonable accommodations such as note-takers, interpreters, enlarged print and un-timed tests.



	Selective Placement
	Individuals needing job development services with short-term job coaching.

	SSDI
	Social Security Disability Insurance; individuals who are determined to be unable to work due to a physical or mental impairment that is expected to last at least 12 months and have sufficient coverage under social security, receive a monthly check based on earnings history.



	SSI
	Supplemental Security Insurance; individuals who are determined to be unable to work due to a physical or mental impairment that is expected to last at least 12 months and have limited income and resources.



	STW
	School to Work; program geared toward preparing all students for high-wage careers.



	Supported Employment


	On-going, extended job coaching support provided to assist the client in maintaining job.  Can be provided through TAP staff or through a sub-contract following the IVRS Menu of Services guidelines.  

	TAB or TAC


	Transition Advisory Board or Transition Advisory Council; group made up of representatives from education, adult services, parents/guardians and employers who support transition planning and options for youth and may function in an advisory capacity to local projects.



	TAP
	Transition Alliance Program; collaborative program designed to develop new ways of assisting youth with disabilities to transition from high school into employment or education/training that leads to employment.  Services provided support employment outcomes and fall into the areas of employment, education/training and life skills. 



	TBI


	Traumatic Brain Injury; damage to the brain as a result of a force applied outside of the head.



	Ticket to Work
	Social Security program designed to provide SSI and SSDI recipients with greater choice in getting the services they need to become employed at a level where they will no longer need Social Security cash benefits.



	Total Participants


	Total number of students involved in receiving TAP services including Active, Follow Along and Follow Up students.

	Transfer Out


	TAP participants transfer out when they are no longer receiving services.



	Transition
	A coordinated set of activities to promote a student’s movement from high school to post-high school activities in the areas of employment, training, and independent living.



	Trial Work Period
	SSDI beneficiaries can test their ability to work for at least 9 months (they do not have to be consecutive) and receive full SSDI benefits.  See Social Security 2005 Red Book for details.



	Vocational 

Assessment
	Activities performed by the TAP to assess/evaluate a student’s vocational choices, interests, and or abilities leading to the development of an employment goal.  Recommendations resulting from the assessment will relate to employment options the student has in developing an employment plan (Choices, interest testing, CAI, GATB, on-line internet resources, Strong-Campbell, On the Job Evaluations… would be examples)

	WFD 
	Workforce Development Center; state agency responsible for providing work related services to the general public and employers.



	Work Adjustment
	Training to help an individual improve work attitudes, habits and tolerance and interpersonal skills to prepare them for community employment. 



	Work Experience Coordinator
	A professional who may be a full-time coordinator or a classroom teacher who serves part-time in the capacity of placement, training and supervision of individuals on job sites.



	WOTC 
	Work Opportunities Tax Credit; tax credit available to employers for hiring targeted populations, including people with disabilities.
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POSITION TITLE
Transitional Alliance Program Coordinator

POSITION DESCRIPTION

The Transitional Alliance Program coordinator has the responsibility for planning the delivery and coordination of services provided to high school age students and young adults with disabilities.  The work involves assisting these individuals to identify and remediate disabling and vocationally handicapping conditions as well as those interfering with the development of independent living, social and other deficit skill areas.  The coordinator is under the direction of the superintendent of schools and the appropriate director, and immediately responsible to the building principal and associate principal for carrying out policies of the School District’s Board of Education as they relate to the functions of the school, the classroom, and the individuals referred/recruited for this program and their parents/guardian.  The coordinator will provide comprehensive services for youth in the following areas:  personal counseling (including crisis intervention), assessment, instruction, job development and placement activities (including short-term job coaching); development of apprenticeships and community based work experiences; compilation of labor market information; collaboration with IVRS, school personnel and adult service providers; development of transition plans in coordination with IEPs (as appropriate) and Employment Plans; teaching of competencies based on individual student needs; maintenance of case records and reports and provide necessary follow-up until the individual reaches age 25.

QUALIFICATIONS

Teaching license in special education or a related area.

OR

Graduate or undergraduate degree in Rehabilitation Counseling, Counseling or Guidance, or closely related major emphasis;

OR

Degree in social work or in human service-oriented field which provides a knowledge of the theories, principles and techniques of counseling; and the equivalent of one year full-time experience performing professional counseling or teaching services.

WORK PERFORMED

Counseling

Provide services to assess, prescribe, evaluate and guide high school age students’ learning experiences in concert with goals and objectives.  Share responsibilities for the development of student activities to be used in achieving goals and objectives.  Establish rapport with individuals and gather relevant information in interviews.  Evaluate and assess student progress and use the information gained as a basis for developing additional strategies.  Carry out all expected duties including intake, screening, evaluation, goal development, casework activities, placement, guidance and referral.  Act as a liaison to the school.  Provide related case file documentation and reporting including comprehensive records to parents or guardians, the building principal and IVRS on the progress and adjustment of each student.  Analyze medical, educational and other diagnostic information to determine necessary services.  Provide vocational counseling as necessary to ensure understanding of disability(ies) and assist with developing appropriate vocational choices.  Work cooperatively with those community resources necessary to achieve student employment outcomes.  Provide necessary follow-up as determined in each case.

Marketing and Public Relations
Provide marketing services through public speaking and other activities designed to enhance the public image and understanding of transition services.  Maintain cordial and cooperative working 
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relations with colleagues and students, as well as good public relations and appropriate school/community and school/home relationships.  Recognize each student as an individual and attempt to enhance his/her self-image.  Provide flexible, energetic innovative and imaginative learning activities.  Coordinate services with other agencies using team-building and marketing strategies.  Build partnerships within an individual’s community and external agencies.  Participate in training as necessary.

Job Placement Activities
Facilitate vocational placement of students through use of job development and job retention counseling and labor market information.  Conduct instructional classes based on individual needs, encourage employers to use job incentives, consult with employers in problem situations and coordinate placement services with other resources based on individual need.  Provide job analysis and modification recommendations as needed.  Educate employers on disability issues such as Americans with Disabilities Act and technical assistance.  Ensure client choice when pursuing vocational outcomes.

Instruction

Provide vocational instruction and employment information, training in community and independent living skills including: self-determination, daily living, health and physical care, leisure activities, mobility/transportation training, money management, personal economics, social and interpersonal skills, work-place readiness and specific occupational information.  Coordinate with school counselors and other personnel regarding graduation/transition requirements, monitor correspondence courses or GED completion.

Caseload Management
Evaluate and assess student progress and use the information gained as a basis for developing additional learning strategies.  Share responsibility for the development of curriculum, educational and vocational procedures and student activities to be used in achieving goals and objectives.  Supervise and follow-up community placement.  Serve as a resource relative to transition services and training information.  Ensure that services and casework are delivered in a timely and complete manner.  Work with staff in developing and delivering quality services.  Collaborate with related agencies on improving employment for individuals with disabilities.  Coordinate and monitor appropriate services to help participants attain vocational, educational and independent living goals.
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Essential Functions
· Establish and maintain rapport with high school aged students (and their support teams) for the purpose of developing goals specific to their academic, vocational and independent living needs.

· Provide vocational counseling to appropriately carry out a program of services needed to accomplish goals.

· Cooperatively develop a vocational goal and written plan synthesizing individual interests, attitudes, skills and disability with current occupational information, trends and local labor markets.

· Facilitate job placement by evaluating a student’s job readiness, developing and executing a plan for job seeking activities, contacting employers, providing job analysis and modification recommendations, selective placement and follow-up.  Work cooperatively with other agencies or staff towards employment goals developed on an individualized basis.

· Coordinate with other agencies/staff/personnel using team building and marketing strategies.  Work as a member of a multi-disciplinary team to build partnerships which enhance student outcomes.

· Express ideas effectively in written and oral forms to report, persuade, interpret and inform.  Maintain records and prepare reports as directed by timeframes and deadlines. 
Salary and Working Conditions
Beginning Salary:  $25,000 - $30,000 (based on educational training and experience)

Some travel is required for this position as well as a demonstrated ability in the English language.  The ability to keep occasional evening appointments is expected.

Working conditions:  Requires flexible and independent functioning and scheduling.  Must be able to meet timeframes and deadlines, maintain records and prepare reports, which require writing, dictating, keyboarding and transportation of materials or individuals.

Knowledge:  A broad range of knowledge of social, physical and psychological aspects of human behavior, including disabilities and associated functional limitations and accommodations.  High level of cognitive ability needed to analyze and synthesize information.  Good verbal skills required to explain, inform and persuade students, prospective employers and others.  Ability to be flexible and work as a member of an interdisciplinary team in an atmosphere of continual change.  Knowledge of community and financial resources.  Ability to learn, understand and correctly apply policies and procedures so that legal and appropriate services are provided and documentation maintained.  Ability to understand and develop effective helping relationships with youth and others representing a wide range of socio-economic and cultural backgrounds.

Skills and abilities:  The ability to interact professionally with individuals with various disabilities and persons from various disciplines, establishing and maintaining effective working relationships; develop and make presentations to various audiences; understand, apply and communicate Federal/State laws and regulations; and prepare written reports that are concise and accurate.  Keep abreast of varied aspects of the job market in order to provide up-to-date, accurate information and services.
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AVAILABILE IMMEDIATELY; position open until filled.

Send letter of interest, resume and teaching credentials or other reference information to:

Personnel Director/Superintendent/Director of Special Programs

Address

City, IA 12345

For additional information contact:

Director of Special Programs/High School Principal/ High School Assistant Principal

123-456-7890

AA/EOE
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POSITION TITLE

Transition Instructor

POSITION DESCRIPTION

The Transition Instructor has responsibility for planning the delivery of educational services provided to high school age students and young adults with disabilities.  The instructor is under the direction of the superintendent of schools and the appropriate director, and immediately responsible to the building principal and associate principal for carrying out policies of the School District’s Board of Education as they relate to the functions of the school, the classroom and the individuals referred/recruited for this program and their parents/guardian.  The instructor will provide supervision with compliance in establishing Individual Education Plans, identifying needs and developing appropriate goals and objectives.  The Transition Instructor will also assist with the development of appropriate curriculum that will result in credits towards graduation for eligible TAP individuals.  The Instructor will collaborate with school personnel and adult service providers, specifically coordinating services for those involved in the Transition Alliance Program and eligible for IVRS services.

QUALIFICATIONS

Teaching license in special education.

WORK PERFORMED

COUNSELING
Provide services to assess, prescribe, evaluate and guide high school age students’ learning experiences in concert with goals and objectives.  Share responsibilities for the development of student activities to be used in achieving goals and objectives.  Establish rapport with individuals and gather relevant information.  Evaluate and assess student progress and use the information gained as a basis for developing additional strategies.  Carry out all expected duties towards the development of appropriate transition goals.  Act as a liaison to the school, TAP and Vocational Rehabilitation.  Provide related case file documentation and reporting, including comprehensive records to parents or guardians, the building principal and Vocational Rehabilitation on the progress and adjustment of each student.  Analyze educational information to determine goals and objectives and provide necessary follow-up as determined in each case.

MARKETING AND PUBLIC RELATIONS

Provide awareness to faculty and staff at Cedar Falls High School to enhance the image and understanding of transition services.  Maintain cordial and cooperative working relationships with colleagues and students, as well as good public relations and appropriate school/community and school/home relationships.  Recognize each student as an individual and attempt to enhance his/her self-image.  Provide flexible, energetic, innovative and imaginative learning strategies.  Coordinate services with other agencies in the service and delivery of educational objectives.
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INSTRUCTION

Coordinate with school counselors and other personnel regarding graduation/transition requirements, monitor correspondence courses or GED completion as dictated in Individual Education Plans.  Assist in the development of appropriate curriculum that will result in credits towards graduation.  Collaborate with school personnel and adult service providers for individuals enrolled in TAP.

CASELOAD MANAGEMENT

Evaluate and assess student progress and use the information gained as a basis for developing additional learning strategies.  Share responsibility for the development of curriculum, education and vocational procedures and student activities to be used in achieving goals and objectives.  Ensure that services and casework are delivered in a timely and complete manner.  Work with staff in developing and delivering quality services. Collaborate with related agencies and coordinate and monitor appropriate services to help participants attain transition goals.

ESSENTIAL FUNCTIONS

Establish and maintain rapport with high school aged students (and their support teams) for the purpose of developing goals specific to transition needs.

Coordinate with other agencies/staff/personnel.  Work as a member of a multi-disciplinary team to build partnerships, which enhance student outcomes.

Express ideas effectively in written and oral forms to report, persuade, interpret and inform.  Maintain records and prepare reports as dictated by timeframes and deadlines.

Provide instruction based on individual need for compliance in transition planning.

Learn, understand, communicate and correctly apply federal and state statutes and rules to colleagues, service providers, employers and the general public to ensure that legal and appropriate services are provided.
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POSITION TITLE

Transition Specialist/Assistant/Facilitator

POSITION DESCRIPTION

The Transition Specialist/Assistant/Facilitator is responsible for providing skills training and support to Transition Alliance Program (TAP) participants.  This position currently consists of XXX hours weekly working under the direction of the TAP Coordinator.  The TAP Specialist/Assistant/Facilitator will be responsible for job-site monitoring and implementation of individualized programs developed to meet the needs of TAP participants.  This position is designed to assist TAP participants develop the skills needed to be successful in their employment, academic and independent living objectives.

QUALIFICATIONS

Associate’s Degree and related work experience.  Valid Iowa driver’s license, reliable transportation and proof of insurance.

REPORTS TO

High School Principal and Transition Alliance Program Coordinator.

WORK PERFORMED

COUNSELING

Must be able to communicate, orally and in written form and effectively instruct persons with disabilities, employers, school personnel and outside supports (i.e. home).  Must have patience, understanding, flexibility and the ability to adjust to unexpected or difficult situations.  Must be able to provide crisis intervention as needed and demonstrate effective customer relation skills, building rapport with persons of diverse backgrounds in individual as well as groups settings.

MARKETING AND PUBLIC RELATIONS
The TAP Specialist/Assistant/Facilitator networks with outside resources on a daily basis.  Sessions are organized for individuals interested in vocational and college planning.  For post high-school students, visits are scheduled at the community college or vocational school.  Goals and objectives are implemented as written in individualized program plans and access to community resources outlined based on identified needs.  Accommodations are pursued to enable TAP participants to accomplish tasks at work.  Assistance in the areas of on-the-job training, resume preparation and short-term job coaching is provided as needed.  Transportation services are arranged, which may include transporting individuals in personal vehicle.

Provide instruction based on individual need after analyzing medical, education, vocational and other diagnostic information.

Learn, understand, communicate and correctly apply federal and state statutes and rules to colleagues, service providers, employers and the general public to ensure that legal and appropriate services are provided.

Possess knowledge of service areas specific to each student’s interests and aptitudes.
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TAP Job Descriptions

TAP Coordinator 

· Coordination of overall program

· Budget

· Tracking Student Participation

· Reporting to IVRS

· Communication with Vocational Rehabilitation personnel

· Maintaining contact with TAP instructors, assistants/facilitators/specialists 

· TAB (Transition Advisory Board) meetings

· Planning small group activities

· Active involvement with community organizations

· Individualized programs for participants

· communication/involvement with outside agencies

· career exploration, job skills, independent living skills, money management, etc.

· individual and small group trips to explore career choices

· maintaining contact with participants

· attending participant IEP staffings

· initial participant/parent meetings

Other tasks as assigned

TAP Instructor I at the High School
· Implementation and oversee work program

· quarterly job placement

· weekly individual evaluation conference with student

· establishment of new work sites

· works with TAP Job Coach/Job Site Supervisor to immediately resolve any student/employer conflicts on the job

· supervise TAP Job Coach/Job Site Supervisor

· Teach job skills and Independent Living Skills

· Job Skills curriculum areas

· resume/cover letter writing

· application forms

· interviewing skills

· appropriate job behaviors

· career exploration

· field trips

· telephone skills

· Independent Living Skills curriculum areas

· checking accounts

· money management

· cooking

· consumer skills

· insurance

· community resources

· student consultations

· coordinating and implementing activities for TAP participants
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· developing and implementing TAP curricula

· provide monthly TAP reports to coordinator

· provide monthly mileage reports to coordinator

· Other tasks as assigned

TAP Instructor I at the Alternative High School
· Implementation and oversee work program

· job placement

· weekly individual evaluation conference with student

· establishment of new work sites

· works with participant and employer to immediately resolve any conflicts on the job

· communicate with other districts who are supervising students at work sites regarding student progress

· Teach job skills and Independent living skills

· Job skills curriculum areas

· resume/cover letter writing

· application forms

· interviewing skills

· appropriate job behaviors

· career exploration

· field trips

· telephone skills

· Independent living skills curriculum areas

· checking accounts

· money management

· cooking

· consumer skills

· insurance

· community resources

· student consultations

· coordinating and implementing activities for TAP participants

· developing and implementing TAP curricula

· provide monthly TAP reports to coordinator

· provide monthly mileage reports to coordinator

· Other tasks as assigned
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TAP Instructor II
· Individualized programs for participants

· communication/involvement with outside agencies

· career exploration, job skills, independent living skills, money management, etc.

· individual and small group trips to explore career choices

· maintaining contact with participants

· attending participant IEP staffings

· initial participant/parent meetings

· Other tasks as assigned

TAP Job Coach/Job Site Supervisor 

· Works with TAP students who attend the Mt. Ayr Community High School

· transporting students to and from work

· making, at minimum, weekly contacts with employers

· making, at minimum, weekly observation of student while working

· job coaching

· networks with community for job placement

· completes weekly evaluation

· works with TAP Instructor I to immediately resolve any student/employer conflicts on the job

· maintains daily mileage record

· organizes and maintains daily transportation schedule

· Assist with TAP related projects

· Other tasks as assigned

TAP Assistant/Facilitator/Specialist

· Assist in cooperatively developing a vocational goal and written plan based on individual interests, skills and abilities.

· Establish and maintain rapport with VR counselor, school staff, parents and representatives of outside agencies and gather information in student interviews for the purpose of developing goals specific to their academic, vocational and independent living skills.

· Evaluate student progress, and use the information as a basis for developing additional strategies.

· Maintain cordial and cooperative working relations with colleagues and students, as well as good public relations and appropriate school-community and school-home relationships.

· Career exploration

· Arrange and provide transportation for individual and small group trips to explore career choices.

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

· Provide career exploration materials including interest inventories, personality profiles, specific job duties and requirements and labor market information.

· Job search skills training

· Resume and cover letter writing

· Filling out application forms
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· Interviewing skills

· Telephone skills

· Teach students to access transportation by helping them obtain a driver’s license, reimbursing fellow employees for providing transportation or accessing service through public transportation.

· Assistance in obtaining and keeping employment

· Network and maintain cordial and cooperative working relationships with community members and employers.

· Facilitate vocational placement of students through use of job development and job retention strategies and labor market information.

· Conduct training based on individual needs and pursue accommodations to enable participants to accomplish tasks at work.

· Provide job coaching as needed.

· Work with employer to immediately resolve any student/co-worker or student/employer conflicts on the job.

· Provide job analysis and modification as needed.

· Ensure client choice when pursuing vocational outcomes.

· Transport students in a personal vehicle to and from work on a short-term basis when necessary.

· Make, at a minimum, weekly observation of student while working.

· Monitor job performance to assure stability and implementation of needed supports.

· Provide TAP Coordinator with weekly evaluations.

· Post-secondary planning

· Arrange community college and/or vocational school visits and transport as necessary.

· Schedule and transport students to required entrance testing.

· Assist students and families in applying for federal financial aid and available scholarships.

· Introduce students to the campus Special Needs Coordinator and assist with supplying the information necessary to qualify students for services.

· Make students and parents aware of Post-Secondary Enrollment Option and assist with the application and enrollment process.

· Provide training in community and independent living skills

· Self-determination

· Daily living skills

· Health and physical care

· Leisure activities

· Mobility/transportation training

· Money management

· Consumer skills

· Social and interpersonal skills

· Counseling

· Must be able to communicate orally and in written form and effectively instruct persons with special needs, employers, school personnel, families and outside supports.
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· Must have patience, understanding, flexibility and the ability to adjust to unexpected or challenging situations.
· Must be able to provide crisis intervention as needed and demonstrate effective customer relation skills, building rapport with persons of diverse backgrounds in individual as well as group settings.

· Essential functions

· Recognize each student as an individual and attempt to enhance his or her self-image.

· Coordinate and implement individualized activities for assigned TAP participants by providing flexible, energetic, innovative and imaginative learning activities.

· Communication/involvement with outside agencies.

· Maintain consultations with assigned TAP participants.

· Respect and be able to maintain confidentiality of personal, medical and psychological information.

· Provide periodic student reports to TAP Coordinator.

· Learn, understand, communicate and correctly apply federal and state statutes and rules to colleagues, service providers, employers and the general public to ensure that legal and appropriate services are provided.

TAP Clerical Assistant
· Provides clerical assistance to TAP team

· May assist on field trips as needed

· Assist with and participate in scheduling and planning

· Record keeping for participants

· Other tasks as assigned
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NEWSPAPER AD

Part/Full-Time assistant wanted for transition program at XXX High School.  Will provide support services to assist youth age 16-25 in achieving success in employment and independent living.  Must have Associate’s degree, experience working with youths with disabilities, valid driver’s license, reliable transportation and proof of insurance.  Send resume and cover letter by (date) to:

TAP Coordinator

XXXXX School District

Street Address

City, IA 12345

Announcement of Vacancy

Transition Alliance Program (TAP) Coordinator

The TAP program is a collaborative effort between the XXXXX Community Schools and the Iowa Vocational Rehabilitation Services (IVRS).  This program provides services to youth with disabilities who qualify under 504/special education, are eligible and are actively being serviced by Iowa Vocational Rehabilitation Services.  TAP youth are between the ages of 16 and 25 and require short-term services and follow-up to achieve successful employment.  Youth with disabilities in this program must be available to work.  Youth with disabilities may be students currently enrolled in our high school, youth who have dropped out or at risk of dropping out, or youth who have graduated and are unemployed or underemployed.  Features of this program which address unmet needs include:

· Year-round services

· Provided in community-based setting away from school

· Short term employment services

· Provision of short term support to achieve employment

· Follow-along for a minimum of one year after employment

· Community-based independent living skills

· Community-based workplace social skills training
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TAP INTERVIEW QUESTIONS

1. Tell us about yourself.  What circumstances in your life led you to choose your profession? (education, training, experience, abilities, positives, descriptors).  What attracted you to this particular job?

2. What skills, experience and training do you have that make you qualified for the job?

3. What are you looking for in a job?  What characteristics, qualities or attributes?  Share your description of the ideal job/boss.

4. Have you had any management or supervisory experience?  What is your working style?  Would you describe yourself as a leader or follower?  Task-oriented or people-oriented?  Do you prefer to work alone or part of a team?

5. What are your strengths?  Describe a situation in your life where you were required to excel in your efforts to accomplish your objective.

6. What is your greatest weakness?  Give some examples of a situation at work where you were criticized.  How did you handle it?

7. Give an example of how you overcame a pressure situation.  In this work, clients, families or employers may become upset.  How would you manage these types of situations?  How do you typically handle conflict or working with difficult people?

8. Can you give an example of how you meet deadlines?  What, in your last job, was most effective for you in keeping yourself organized and planning your work?

9. In this job, you’ll work with medical, psychological, vocational and school-related data.  Have you had opportunities to use any of these in your previous work?

10. What is your understanding of the Americans with Disabilities Act (essential functions/reasonable accommodation)?

11. What experiences have you had with a variety of cultures, disabilities, students, felons and families?  Is there any disability group you feel you cannot effectively work with?

12. What would you do to help a person with a disability get a job in the community?  How will you ensure quality employment services for those with disabilities?

13. How do you see yourself conducting job development activities and facilitating a student’s community placement?  How would you evaluate a student’s job readiness and provide job seeking and keeping skills training?  How would you market TAP?
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14. What involvement have you had with business and industry?  What is your knowledge of occupational awareness?

15. How do you plan to coordinate placement activities with our high school and IVRS?  We pursue some tasks by committee or teams.  What are your experiences or thoughts related to what should be emphasized in developing effective committees or teams?

16. How do you foresee providing long-term follow-up for grant participants?

17. Are you able to travel independently in a multi-county area?

18. Based on your understanding of the position, are you able to perform the essential job functions with or without a reasonable accommodation?

19. If the people who work with you were to evaluate you, what would they say?

20. How do you foresee providing services in the following areas:  Self-determination/advocacy, independent/daily living, leisure skills/mobility training, money management, social/interpersonal skills?

21. Give examples of your time management skills and ability to express your ideas effectively in oral and written form.

22. If you could have made two improvements in your last/present job, what would they have been?

23. What are the abilities and qualities that you see in yourself that will help you to be successful in this position?  Where do you think you might have some difficulty?

24. What aspects of this job do you anticipate liking the most and having the most success with?  What will be difficult for you or will you dislike?

25. A type of problem that occasionally comes up in this position is when a young person decides that they’d be more content staying home than getting out and working.  How would you handle this type of situation?

26. This position may require occasional early and/or late days and occasional short-notice duty.  Would this be a problem for you?

27. Why should we hire you?  Is there anything else about yourself that would be important for us to know in order to evaluate your qualification for this position?

28. Do you have any questions?
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TAP/QUARTERLY PROGRESS REPORT

 FORMCHECKBOX 
 1st Q. (June-Aug)  
  FORMCHECKBOX 
 2nd Q. (September-Nov) 
   FORMCHECKBOX 
 3rd Q.(December-Feb) 
  
 FORMCHECKBOX 
 4thQ(March-May) 




	Name:      
	SS#:          
	Date:           IVRS Status:         Case #        

	Sec. School:      
	HS Grad: (mo/yr)      
	DOB:(m/d/y)         
	TAP service began: (mo/yr):      

	Living Arrangement:     FORMCHECKBOX 
 Parent         FORMCHECKBOX 
 Relative        FORMCHECKBOX 
 Independent        FORMCHECKBOX 
 Independent with supports         FORMCHECKBOX 
  Other

	Long term Employment goal (everyone agrees):       

	 FORMCHECKBOX 
  Follow Along:        
	 FORMCHECKBOX 
  Follow-up:
	 FORMCHECKBOX 
  Active                         FORMCHECKBOX 
  Discharged

	 FORMCHECKBOX 
  Employed                          FORMCHECKBOX 
 College                      FORMCHECKBOX 
 Unemployed  
	Comment:       

	Comment:       
	


	WORK: (Place an X next to services provided (or activity) for this Quarter

	 FORMCHECKBOX 
 Vocational Eval/Assessment
	 FORMCHECKBOX 
 Career Exploration
	 FORMCHECKBOX 
 Job Related Instruction

	 FORMCHECKBOX 
 Job Search
	 FORMCHECKBOX 
 Non-Paid Work Experience
	 FORMCHECKBOX 
 Paid Work Experience

	 FORMCHECKBOX 
 Short Term Job Coaching
	 FORMCHECKBOX 
 Supported Employment Referral
	 FORMCHECKBOX 
 Supported Employment Referral

	 FORMCHECKBOX 
 SES – Placement
	 FORMCHECKBOX 
 Job Coach Assessment Report
	 FORMCHECKBOX 
 SES Stabilization Report

	 FORMCHECKBOX 
 45 Day Stabilization Report
	 FORMCHECKBOX 
 90 Day Stabilization Report
	 FORMCHECKBOX 
 Other

	STATUS 26 DATE:       
	Current $ earned/hour:       
	Hours Worked/weekly:       


	EDUCATION/TRAINING: (Place an X next to services provided (or activity) for this Quarter)
	EDUCATION/TRAINING

	 FORMCHECKBOX 
 High School Dropout
	Current Year in High School:

 FORMCHECKBOX 
Fr  FORMCHECKBOX 
So  FORMCHECKBOX 
Jr  FORMCHECKBOX 
 Sr  FORMCHECKBOX 
 Yr 13(ext yr)
	 FORMCHECKBOX 
 Post-Secondary Planning

	 FORMCHECKBOX 
 Tour school/training program
	 FORMCHECKBOX 
 Complete Financial Aid
	 FORMCHECKBOX 
 Post-Secondary Option

	 FORMCHECKBOX 
 GED
	Type of Post-Secondary Training:

 FORMCHECKBOX 
<1 yr    FORMCHECKBOX 
1 yr    FORMCHECKBOX 
2 yr    FORMCHECKBOX 
4 yr
	 FORMCHECKBOX 
 Help Request Accommodations

	 FORMCHECKBOX 
 Help Request Accommodations
	 FORMCHECKBOX 
 Tutoring/Academic support for    

     specific vocational goal
	 FORMCHECKBOX 
 Community Training Involvement(list):

     

	 FORMCHECKBOX 
 Apprenticeship
	 FORMCHECKBOX 
 OJT
	 FORMCHECKBOX 
 Military


	LIFE SKILLS: (Place an X next to services provided (or activity) for this Quarter)

	 FORMCHECKBOX 
 Understanding Disability
	 FORMCHECKBOX 
 Self Advocacy
	 FORMCHECKBOX 
 Transportation

	 FORMCHECKBOX 
 Obtaining Driver’s License
	 FORMCHECKBOX 
 Grocery Shopping
	 FORMCHECKBOX 
 Cooking

	 FORMCHECKBOX 
 Budget/Money Management
	 FORMCHECKBOX 
 Grooming/Hygiene
	 FORMCHECKBOX 
 Home Care Skills

	 FORMCHECKBOX 
 Consumer Skills
	 FORMCHECKBOX 
 Finding Place to Live
	 FORMCHECKBOX 
 Pre-natal Care

	 FORMCHECKBOX 
 Obtaining Child Care
	 FORMCHECKBOX 
 Social Skills
	 FORMCHECKBOX 
 Link to Community Svc(resource map)

Linked to:      

	 FORMCHECKBOX 
 Support to Family
	
	


	AGENCY INVOLVEMENT: (Place an X if applicable)

	 FORMCHECKBOX 
  Case Manager
	 FORMCHECKBOX 
  DHS Worker
	 FORMCHECKBOX 
  Guardian
	 FORMCHECKBOX 
  Other:

	 FORMCHECKBOX 
  Probation Officer
	 FORMCHECKBOX 
  SSI/SSDI
	 FORMCHECKBOX 
  Foster
	 FORMCHECKBOX 
  Other:

	 FORMCHECKBOX 
  Mental Health
	 FORMCHECKBOX 
  Title XIX
	 FORMCHECKBOX 
  Other:
	 FORMCHECKBOX 
  Other:


	PLACEMENT REPORT: (Place complete or place an X where applicable)                   Status 22 Date:       

	Name of Employer:       
	Employer Phone Number:       
	Start Date:      

	Job Title:       
	Hours Worked Per Week:       
	Wage:       

	Benefits (list):       
	Medical Insurance:   FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	May we contact the employer?   FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No     If Yes, contact name:       


	TAP Signature:       
	Date:       

	Comments:      
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Instructions for Quarterly Progress Reports

Each TAP completes this report on a quarterly basis for each participant.  The report should be submitted to the IVRS counselor and IVRS supervisor for review and input into a matrix spreadsheet, which will compile the annual and cumulative results for reporting purposes.  The quarterly report provides valuable information regarding the types of services being provided as well as a checkpoint to ensure IVRS and TAP records match and are consistent with the level of services needed and being provided.  Several sections will require close collaboration between the IVRS counselor and TAP to accurately complete.  Following input into the spreadsheet, the IVRS Counselor should file a copy in the participant’s casefile. If reports are completed electronically, time can be saved each quarter by saving a copy for each participant, and making only the necessary changes/revision each quarter.  

These reports need to be submitted for each participant at least quarterly by the following dates:   

September 15th (covering 1st quarter – June - Aug.)
    

Dec15th      (covering 2nd quarter – Sept – Nov)
     

March 15th            (covering 3rd quarter – Dec - Feb.)

June 15th  (covering 4th quarter – March-May)

Identifying Information:  The first 3 lines provide basic identifying information.  Please complete all sections. A check mark can be inserted into the appropriate box to indicate the appropriate quarter.  The participant is the student or individual’s name.  The month and year is for the date the form is being completed.  IVRS Status is to reflect the student’s current IVRS Status.   The Date TAP services began should include the month and year services began.  
Long-term Employment Goal: When an employment goal has not been identified yet, the participant should be receiving services, such as evaluation, assessment, career exploration, to help identify the goal.  If that is the case, this line could be NA.  Once an employment goal is determined it should trigger the completion of the IVRS Individual Plan for Employment (IPE) or if the IPE has been previously completed this goal should be the same as the one identified.  The IPE plan should identify the services necessary for the student to become successfully employed. The IPE should be coordinated with the IEP and copies made available to TAP staff.  The Long-term Employment Goal should match the employment goal on the IPE.  It can be a collaborative effort between TAP and IVRS to work with the student in identifying an employment goal. 

Follow Along:  This box should be checked if the student has been successfully closed status 26 and is still within one year of closure.  Follow along indicates the TAP staff is maintaining periodic contact with the student to help ensure continued success and to troubleshoot issues hopefully reducing recidivism.  During a follow along contact, the student may still be employed, in college or be unemployed.  The appropriate box would be checked and data recorded in the $earned/hour and hours worked section under the services provided section.  Additional comments could be made in the comment descriptor line.  

Follow-Up:  This box would be marked indicating annual follow-up contacts with the student for those participants who have been successfully closed for longer than 12 months.  The same options would exist as described under the follow-along section.

Active:  The student is an eligible participant of TAP and is receiving services, not including those already identified for follow-along or follow-up. 

DISCHARGED:  The student is no longer participating in TAP programming and a comment should be generated explaining why.  TAP is designed to help keep our youth engaged in appropriate training leading to successful graduation from high school and employment.  Efforts should be made to reach out to students at risk and attempt to provide meaningful engagement in activities to support their needs.  Reasons for discharge should be explained.
Services Provided Section: Put an X in the box for all services received from the TAP during this reporting period. This would include the sections for WORK, EDUCATION/TRAINING and LIFE SKILLS.  In the WORK Section, there is an opportunity to include the IVRS Status 26 closure date as 
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well as Current $ earned/hour and hours worked/wkly.  This data should reflect the student’s current status at the time the report is being completed for IVRS status 26 closures and during follow along and follow-up recordings. If additional data is warranted, it may be reported in the Placement Report Section or in the Comment section.

 In the Education/Training section, put an X in the appropriate box under Current Year in High School indicating what year the participant is currently in, if participant is a high school student.  If participant is enrolling or enrolled in an education or training program, X the box identifying the usual length of the program.  Do not X services planned but not yet provided, services provided with no TAP involvement or coordination, or services provided in previous reporting periods but not during this reporting period.

Agency Involvement Section:  Identify each agency/service the participant is involved with.

Placement Report:  This section is initially completed when IVRS Status 22/Employment occurs.  Information about part-time employment, etc. can be listed in the comments section.  Once the person is in their Employment Goal job, be sure and complete all information requested in this section.  Completion of this section would indicate the attainment of the participant’s employment goal and would start the 90 day clock leading to successful closure. In future reportings, the data could be updated to reflect any significant changes.   

APPENDIX E1

MACS’ Transition Alliance Program

Initial TAP Information

________________________________________________________________________

Participant’s Name: _______________________________
TAP Start Date:__________

Telephone Number: _______________________________

Address: ________________________________________________________________

City/State/Zip: ___________________________________________________________

Family Members: _________________________________________________________

Your Disability: 

______________________________________________________________________

Employed?

Yes

No

Employer:_______________________________________________________________

Phone: ___________________________   Supervisor: ___________________________

Address: ________________________________________________________________

Job Title/Duties: __________________________________________________________

Start Date: ________________  Days/Hours Worked: ____________________________

Starting Wage: __________  Current Wage: _________ Benefits: __________________

May we contact your employer?  

Yes

No

What do you like about this job? _____________________________________________

What do you dislike about this job?

_____________________________________________________________________

What components of TAP do you plan to participate in?

_____  Work Program

_____  Independent Living Skills Class (Mrs. Geist or Ms. Angus)

_____  Job Skills Class (Mrs. Geist or Ms. Angus)

_____  Career Exploration (CHOICES, field trips, job shadows, etc.)

_____  Evening Group Activities (cooking, budgeting, woodworking, etc.)

_____  Individual Skills (plan a budget, find a job, getting out on your own, etc.)      
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TAP GOALS

________________________________________________________________________

Goal #1:








Planned Completion Date:        ________________________________________________________________________   Goal #2:



                                                                Planned Completion Date:        

________________________________________________________________________

Goal #3:



                                                            Planned Completion Date:        

________________________________________________________________________

Goal #4:



                                                           Planned Completion Date:        

________________________________________________________________________

Goal #5:


   
                                                       Planned Completion Date:        

________________________________________________________________________

I, ____________________________, agree that the following goals are my initial goals with the MACS’ TAP program.  I understand that the TAP program is here to assist me in reaching my goals, but it is ultimately my responsibility to achieve them.

TAP Participant Signature: ______________________________
Date: _____________

Tap Staff who completed form with participant: _________________________________

Date Completed:_________________________

	
	
	
	TIMETABLE OF TAP DOCUMENTATION

 
	APPENDIX E3

	APP DATE DUE
	DOCUMENT
	RESPONSIBLE PARTY
	TIME FRAME COVERED
	SEND TO

	Continuously 

Updated

  
	TAP Equipment/ Property Report
	TAP Staff 
	
	 Keep on file at local TAP office

  

	September 15
	Monthly/Quarterly Report

  
	TAP Staff & IVRS Counselor
	June - August
	Participant's IVRS Counselor

	December 15
	Monthly/Quarterly Report

  
	TAP Staff & IVRS Counselor
	September-November
	Participant's IVRS Counselor

	March 15
June 15
	Monthly/Quarterly Report

Monthly/Quarterly

Report

Mon
	TAP Staff & IVRS Counselor
Tap Staff & IVRS Counselor
	December-February
March-May
	Participant's IVRS Counselor

Participant’s IVRS Counselor

	April 1
	TAP Satisfaction Questionnaire

 
	TAP Staff & IVRS Counselor
	June-present
	Participant's & Parents/Guardians

	June 20 

  
	Renewal Applications Mailed
	TAP Staff
	
	IVRS Supervisor

	Upon Approval


	Letter of Renewal Approval

   
	Rehabilitation Services Bureau Chief
	
	Superintendent/TAP Staff
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Mount Ayr Community School District

Transition Alliance Program

Authorization of Release of Confidential Information

Participant’s Name_____________________________  Birthdate __________________

I, the undersigned, do authorize and request information to be shared between the Mount 

Ayr Community School District’s Transition Alliance Program and 

_______________________________________________pertaining to the above named

                     (Name of Provider)

participant.

This authorization is effective for one year from the date on which it is signed, unless 

otherwise revoked in writing by the undersigned.

I agree to this authorization and I acknowledge that I have received a copy of this 

documentation. 



Parent or Guardian Signature

__________________

__________________________________________

          Date                                                               

                                  



    State of Iowa
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Department of Education 

DIVISION OF VOCATIONAL REHABILITATION SERVICES







RE:











NAME    (Typed or Printed)




















DATE  OF  BIRTH   and/or   OTHER   IDENTIFIER
 To:   

AUTHORITY FOR RELEASE AND EXCHANGE OF INFORMATION

I, the undersigned, hereby authorize you to disclose and deliver to:

Iowa Department of Education 

Division of Vocational Rehabilitation Services

Polk County Area Office

510 E. 12th Street

Des Moines, Iowa 50319-0241

THE FOLLOWING SPECIFIC INFORMATION
APPROXIMATE DATE OF REPORT(S): ______________


_____Medical:  Evaluation and/or Treatment Reports


_____Hospital:  Admitting History/Exam, Consultant Exam and Discharge Summary


_____Psychiatric:  Discharge Summary Letters and Clinical Notes


_____Psychological:  Evaluation and/or Treatment Reports


_____Transcript of Grades or other Performance Report


_____Other 













I understand that the information you release will be used as appropriate and necessary in the determination of eligibility for, and the development of a program of rehabilitation services; or


_____Other 














I understand that the information may be given verbally or in written form and this release includes permission to furnish copies.  I understand a copy of this form will accompany any written information released and I will also receive a copy at the time of disclosure.  This form will also be kept in my VR casefile.  I understand that I may review the disclosed information by contacting the person, agency or individual releasing the information.  I understand that the information will be used for purposes relating to my rehabilitation programming, and will not be released to any other agency, individual or organization for any other purpose without my written permission except as required by Federal or State Law.  I understand that any action on my part to deny access to information that is essential to my rehabilitation programming may result in delaying or stopping rehabilitation services.  I also understand that I may withdraw this permission at any time by sending written notice to the Division of Vocational Rehabilitation Services, 510 East 12th Street, Des Moines, Iowa 50319.  If I do so, I know that it cannot apply to any information that has been given before IVRS has received my written withdrawal and notified the supplier named above.  In the absence of any withdrawal, or special instructions below, this release will automatically expire 12 months from the date of my signature.   


Restrictions and/or Comments:  












	SPECIFIC AUTHORIZATION FOR RELEASE OF INFORMATION

PROTECTED BY STATE OR FEDERAL LAW:

I SPECIFICALLY AUTHORIZE THE RELEASE OF DATA AND INFORMATION RELATING TO:    (Client must check appropriate box[es])





                   YES
NO
1.  SUBSTANCE ABUSE

                   (
(
2.  MENTAL HEALTH

                   (
(
3.  HIV-RELATED INFORMATION
                   (
(
_








SIGNATURE OF CLIENT OR LEGAL GUARDIAN                                    DATE

In order for the above information to be released, you must sign here AND to the right.
	
CLIENT SIGNATURE                  DATE SIGNED

STREET/P.O. BOX

CITY/STATE/ZIP

PARENT/GUARDIAN IF CLIENT IS A MINOR
SIGNATURE OF WITNESS


For Responding Agency Use Only:

______________Staff Initial

_______________Date Released

__________Sendtolent

APPENDIX G
New Program in Davenport School District for Young Adults with Special Needs

By Michelle Wehr, TAP Facilitator

Last May the Davenport Community Schools and the Division of Vocational Rehabilitation Services collaborated to develop a Transition Alliance Program (TAP), jointly funded by the District and Vocational Rehabilitation.  The TAP provides services to Davenport youth with disabilities who are eligible for and are actively being served by the Iowa Division of Vocational Rehabilitation.  The purpose of this program is to enhance existing transition activities and services to individuals that have the potential for post-secondary competitive employment and successful community life with relatively short-term supports.

The Transition Alliance Program (TAP) is designed to assist young adults with disabilities in obtaining competitive employment and building a career.  This program provides guidance and support to individuals in moving beyond entry-level employment.  Individualized direct services are provided in career exploration, job development, job-related instruction, vocational training, job placement and follow-up.  Assistance is also given in independent living and self-determination.  Intensive support in accessing and learning to utilize community agencies is another key to our success with young adults in transition from school to adult life.

Individualized transition goals are implemented through a collaborative team effort.  The TAP Facilitator and Vocational Rehabilitation Counselor join the IEP team to provide information and support for a smooth transition from school to adult life.  The Transition Alliance Program’s aim is to provide support to individuals from the Davenport Schools who are in their last 2 years of high school, have graduated or dropped out, are eligible for Vocational Rehabilitation Services, and are between the ages of 16-25.

If you have a question about the Transition Alliance Program or would like to refer a young adult who has been involved with the Davenport School District, please contact Michelle Wehr at 336-3829.  Funds are available for other school districts interested in assisting young adults in transition.  If your school district is interested in developing a Transition Alliance Program, contact your Vocational Rehabilitation Counselor.

APPENDIX G
STUDENTS WITH DISABILITIES ASSISTED IN CAREER PROGRAM

The Davenport Community School and Division of Vocational Rehabilitation have collaborated to develop the new Transition Alliance Program.  This program assists students and young adults in preparing for careers after graduation.


Michelle Wehr, Grant Manager, explained the program is aimed at enhancing existing transition activities and services to students who have the potential of gaining competitive employment.  These students also have the potential of enjoying successful community life without long-term or ongoing support, she said.

Individuals served by the Transition Alliance Program will include students in their last two years of high school, high school graduates and high school dropouts.  Those served are eligible for Vocational Rehabilitation Services and are 16 to 25 years old.


Student referrals may be made to and additional information received from Wehr by calling her at her office in the Davenport Community Schools Administration Service Center at 336-3829.

APPENDIX H
ALLOWABLE COSTS

IVRS Guidelines

All charges must be documented with invoices. This document contains DVRS guidelines. It is not an exhaustive list. For a complete list and explanation, see OMB circulars A21 (Cost Principles for Educational Institutions), A87 (Cost Principles for State and Local Government), or A122 (Cost Principles for Non-Profit Organizations).
Allowable Item

For complete list and explanation, see copy of OMB Circulars A87 and/or A122, A21

	Accounting
	The cost of establishing and maintaining accounting and other information systems is allowable.

	Advertising and 

Public Relations
	Advertising is allowable for recruitment of personnel, procurement of goods or services, or disposal of surplus materials. Public relations costs are allowable for communicating with the public and press pertaining to specific activities of the sponsored agreement.

	Communications
	The costs of telephone, mail messenger, and similar communications services are allowable. Costs must be directly attributable to the project.



	Compensation for Personnel Services
	The costs for personnel services are allowable if directly related to the project and are reasonable.  A21 allows the use of estimates for distributing personnel charges among multiple projects or activities. A87 and A122 require detailed timesheets for support of all personnel expenses. The recommended practice for outcome-based contracts is to maintain timesheets to assist future contract negotiations.

	Conferences
	The direct costs for participating in meetings or training conferences are allowable with prior IVRS approval.

	Equipment
	Equipment is allowable when approved by IVRS for items of more than $5,000.

	Fringe Benefits
	Fringe Benefit costs are allowable provided they are distributed in accordance with salaries and wages chargeable to the project.

	Insurance
	The costs of insurance required or approved and maintained, pursuant to the Federal award, are allowable.  Professional Liability Insurance is required for entities that provide direct services to clients.

	Materials and Supplies
	The costs of materials and supplies directly attributable to the project are allowable.

	Memberships, Organization Dues, Subscriptions
	CARF fees are allowable if certification is pertinent to the objectives and services of the project, the charges relate to the year of the contract with actual invoice, and costs are distributed in reasonable proportion to all related activities. Organizational subscriptions to professional, business and technical periodicals must be directly tied to the project goals and activities.


APPENDIX H
	Professional Service Costs
	Professional service costs are allowable when reasonable in relation to direct services rendered.

	Rent
	Rent is allowable for actual charges distributed to the project based on either of the following methods:

  1. square footage of project space; or

  2. a proportional charge based on number of 

      employees on the project compared to the total 

      number of employees (do not base on number of 

      clients served; this method is not sufficiently 

      stable).

	Staff Training
	Staff training is allowable when directly related to the goals, objectives and outcomes of the project.

	Printing
	If directly related to project.

	Supported Employment Outcome Payments
	Payments for consumer outcomes achieved through the services provided in the supported employment project.  Outcomes and payment schedule must meet established criteria (provider performance, consumer achievement, documentation, etc.) approved by IVRS.



	Travel
	Travel costs are allowable for actual expenses for transportation, lodging, and meals incurred by project personnel traveling on official business. Reimbursement rates are: mileage (34¢ per mile), breakfast ($5.00), lunch ($6.00), dinner ($12.00), lodging ($45.00 plus applicable taxes).

	Utilities
	Allowable if based on actual utility charges and appropriate methods for allocating the costs to the project are used, correctly calculated and documented.
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Date

Rehabilitation Services Bureau Chief

Division of Vocational Rehabilitation

510 E. 12th Street

Des Moines, IA 50319

Dear M       :

Enclosed, please find audit reports for the period ending June 30, 2000, as requested in your letter dated April 4, 2001.  We did not receive over $300,000 in federal monies in either of those periods; therefore we were not required to have a Single Audit per OMB Circular A-133.

If you need any additional information, please give me a call.

Sincerely,

Title

APPENDIX J
Schedule of Expenditures of Federal Awards

Year ended June 30, 2000

	Grantor/Program
	CFDA 

Number
	Grant 

Number
	Program 

Expenditures

	Indirect:
	
	
	

	  Dept. of Agriculture:
	
	
	

	    Iowa Dept. of Education:
	
	
	

	      Food Distribution (noncash)
	10.550
	N/A
	$       59, 631                       

	      School Nutrition Cluster Programs:
	
	
	

	        National School Lunch Program
	10.555
	N/A
	$      249,629             

	        School Breakfast Program
	10.553
	N/A
	          20,658

	
	
	
	$      270,287                       

	        Total Dept. of Agriculture
	
	
	$      329,918                       

	
	
	
	

	  Dept. of Education:
	
	
	

	    Iowa Dept. of Education:
	
	
	

	      Title I Grants to Local Education Agencies
	84.010
	0615A
	$        44,947                       

	      Title I Grants to Local Education Agencies
	84.010
	0616
	       308,357                       

	
	
	
	$      353,304                       

	      Innovative Education Program Strategies (Title VI)
	84.298
	FY99
	$        21,431                       

	      Innovative Education Program Strategies (Title VI)
	84.298
	FY00
	         24,235                       

	
	
	
	$       45,666                       

	      Vocational Education – Basic Grants to States
	84.048A
	FY00
	$       45,223                       

	      Safe and Drug-Free Schools and Communities
	84.186
	FY00
	$       45,139                       

	      Class Size Reduction 
	84.340
	FY00
	$       84,827                       

	      National Board Cert. Candidate Support Program
	84.276
	FY00
	$     288,762                       

	      Rehab. Services – Voc. Rehab. Grants to States
	84.126
	00-TAP-07
	$       40,264                       

	      Star Schools
	84.203
	FY00
	$       10,000                       

	      Success 4 Planning
	84.027
	FY00
	$         3,664                       

	        Total Dept. of Education
	
	
	$     916,849                       

	        Total
	
	
	$__,246,767                     


APPENDIX K
Date:
July 10, 2001

To:
Superintendents of districts participating in the Transition Alliance Program (TAP); AEA Special Education Directors

From:
Barbara Guy, Consultant, Transition


Sharon Hawthorne, Consultant, Special Education Finance

Re:
Use of Special Education Financing for the Transition Alliance Program


Several questions have emerged as our experience with the Transition Alliance Projects increases and the success of these projects becomes evident.  Most of the questions relate to use of special education funds to support the projects.  This memo is an attempt to clarify the procedures for use of special education funds for Transition Alliance Programs.  Further questions should be addressed to either Barbara Guy (515/281-5265) or Sharon Hawthorne (515/281-5461).

Question 1:  Can special education funds be used to support programs that include individuals who are not eligible for special education?


Because special education monies are used to support half of the costs of TAP projects and Vocational Rehabilitation funds are used to support the other half, participants may meet eligibility requirements of either agency.  Individuals who are not IDEA eligible may be served by TAP due to IVRS eligibility. The district, however, needs to be able to ensure that the match dollars provided by the district are being used for IDEA eligible students (either resident or nonresident).    

Question 2:  How should use of special education funds be reported?

· Districts are to report TAP expenditures not in excess of the match dollars.

· TAP students from the district are to be reported as district students in district programs in section 1 or 2 of the Special Education Supplement. TAP students from other districts are to be reported as tuition in students in section 12 or 13 of the Special Education Supplement. In section 1, 2, 12, or 13, students should be reported as they were the prior year (e.g. If a student had been in a resource room they would be reported as a RTP1.68 student in section 1, 2, 12, or 13)

· TAP students are to be counted on the last Friday in October Special Education Certified count according to the weighting or level designated on their most current IEP.
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Question 3:
How is a student's weight affected by attending TAP?


Typically, a student's weighting would remain the same as when services were received at the school setting.  A change in weighting (as assigned by the AEA Director of Special Education) is possible if the IEP team determines that the student's current needs requires a change in the level of support.  

Question 4:  How is time in special education reported on IEPs of students in the TAP project?


Time spent in the TAP project would be considered as time in special education.  It should be combined with any other time spent in special education at other locations and reported on the IEP.

Question 5:  What effect does subsection 6 of HF 643 have on the use of special  



           education funding for the TAP project?


HF 643 is not intended for special education students.  All procedures pertaining to eligibility for special education should be followed.  In particular, it should be clear that the student has not completed the district's requirements for graduation.  Also, the need for TAP services should be identified in the IEP.

                                                                                                               APPENDIX L
                                               Risk Assessment Policy

The risk assessment is performed annually to determine if there are problems with a contract requiring a site visit or additional monitoring. 

The risk assessment may be performed via E-Mail, phone conference, or a meeting and may consist of the following members: Accounting Tech 3, Budget Analyst 3, Executive Officer 1, Contract Manager, Chief Financial Officer, or Rehabilitation Services Bureau Chief or Assistant Bureau Chief.

If it is decided by the group that there is risk with a contractor, an on-site visit will be scheduled.  If an on-site visit is not warranted, a follow up plan to resolve problem indicators will be completed.  An on-site visit or additional monitoring will be conducted and follow up will be completed before the end of the contract year, whenever possible.

There are two sets of criteria: program and financial.  The following criteria will be used to determine if a contract is low or high risk and whether an on- site visit has to be made.

Program Issues:  Contract Manager has reasons for concern based on, but not limited to, the following problem indicators:

· Consistent failure to meet projected outcomes

· Ongoing data requirements not being met 

· Failure of project to increase the number of clients served by DVRS

· No evidence or limited evidence of collaboration with identified partners 

· Failure of project to comply with DVRS eligibility or Order of Selection requirements 

· Failure of project to use and apply the technical assistance provided by VR staff

· Poor satisfaction survey results 

· Complaints received regarding program service

· Failure of contract staff to perform the specified functions 

· Previous problems with out clear evidence of improvement

· The contractor is already legally responsible for providing services that the project is providing (supplanting)

· Services being provided under the contract are also being authorized and paid through VRAP

· Failure of project to meet or exceed number of cases closed rehabilitated from previous year

· Failure of project to efficiently or effectively provide rehabilitation services

· Failure to provide services in a cost effective manner

· Contract closed and replaced with alternative service arrangement
· Fiscal year closed out with outstanding issues unresolved
Financial Issues:  Accounting Technician 3 has reasons for concern based on, but not limited to, the following problem indicators:

· Unallowable costs

· Incorrect claims

· Lack of supporting documentation

· Line items over budget

· Audit report issues

· Sub-contractor issues

· Perceived lack of understanding on part of contractor and staff 

· Previous problems without clear evidence of improvement

APPENDIX M
               Iowa Division of Vocational Rehabilitation Services

                             STANDARD 1 – EMPLOYMENT OUTCOMES

1.1 The number of cases closed as rehabilitated this year compared to last year.

Required:  Equal or exceed last year.

1.2 The rehabilitation divided by the closures of all cases that received some services under an IPE (26s and 28s) expressed as a percent.

Required:  At least 55.8% of the cases closed after some IPE services should be Status 26.

1.3 The percent of the rehabilitation with a work status of competitive or self-employment (CSR-300, item N-22, codes 1 and 3), and at least at minimum wage (hereafter referred to simply as competitively employed).  This excludes other acceptable rehabilitation closure reasons, such as unpaid family worker, workshop employee, and homemaker, as well as anyone not making minimum wage.

Required:  At least 72.6% of the rehabilitation closures should be in competitive or self-employment at least at minimum wage.

1.4 Of the competitively employed (as defined in 1.3) the percent who are SD or Most SD (waiting list categories 1-4).

Required:  At least 62.4% must be SD or Most SD.

1.5 Of the competitively employed their average hourly earnings as a ratio to the State’s average hourly earnings.

Required:  A ratio of 0.52.  The competitively employed rehabilitations would need to have an average hourly wage at just over half the State’s average hourly wage.

1.6 Of the competitively employed the difference between the percent reporting their own income as their largest single source of support at closure compared to that figure at application.

Required:  53% more will report it as the largest single source of income at closure than did at application.

APPENDIX M
Iowa Division of Vocational Rehabilitation Services

             STANDARD 2 – EMPLOYMENT OUTCOMES

2.1
The services rate for minorities as a ratio to the service rate for non-minorities.  (Service rate is determined by adding the numbers of 26s and 28s and dividing by the 08s, 26s, 28, 30s and 38s).

Required:  A ratio of at least .80.  The service rate for minorities should be at least 80% of that of non-minorities.

                                                                                                              APPENDIX N
            Transition Alliance Program (TAP) Contract Monitoring Program

  Program Monitoring

Program monitoring occurs on a constant basis conducted by the IVRS field counselor and local supervisor.  The local supervisor will serve as the designated Contract Manager.  The field counselor has responsibilities for local program oversight, quality assurance, and technical assistance and will participate in an external monitoring team. The local supervisor has responsibilities for local fiscal/contract oversight, quality assurance and participation in an external monitoring team.  The Bureau Chief’s office is responsible for managing and planning the monitoring process and TAP evaluation tool.  The Bureau Chief or designee will also participate in an external monitoring team and provide program oversight.  The Bureau Chief’s office provides contract administration, develops the TAP Manual and provides orientation and overall management to the TAP Contract.

The local field counselor reviews client’s progress as specified per their Individual Plan for Employment, at a minimum of once per year.  Typically, the field counselor is communicating with TAP staff regarding program services on a regular basis each month.  The local supervisor will also complete, at a minimum on a quarterly basis, the Monitoring Assessment Form. This will assist in the completion of an annual risk assessment formally reviewing program goals, outcomes and compliance with the RFP and IVRS requirements.  

An external monitoring team may be asked by the local supervisor to conduct a review when the Risk Assessment indicates it is warranted.  This will involve an on-site evaluation team performing personal interviews of clients and school personnel, reviewing the IVRS case record, reviewing student records, reviewing fiscal documentation and completing a final report using the Transition Alliance Program Evaluation Form.  The external monitoring team will consist at a minimum of the local office supervisor, Bureau Chief or designee, a representative from Administrative Services Bureau and the Chief Financial Officer as needed.  

A Risk Assessment will be reviewed annually and will help determine if the external monitoring team is needed.  This will be also used to assist in determining continued contract approval.

Program monitoring will also occur through review of the Quarterly Progress Report or equivalent, which is submitted to the VR counselor and kept in the IVRS case record.  The TAP will keep a cumulative record of services that can be reviewed on an as needed basis and maintained for no less than 3 years.  A Customer Satisfaction Survey will be performed by the TAP on an annual basis and will be submitted to the local IVRS office with an analysis/summary to the RSB Chief’s office.

Additional program risks being monitored include:

· Eligibility date for TAP is after eligibility date for IVRS services

· IPE (Individual Plan for Employment-IVRS record), IEP (Individual Education Plan-school record), and TAP goals are consistent

· TAP services are a collaborative effort with all involved partners, but do not supplant local education agencies/school district’s resources or services

· TAP students (classified as a secondary student) participating in post secondary opportunities are not receiving federal aid for post secondary schooling

· Status changes are consistent with IVRS case record and TAP service being provided
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APPENDIX O
Guidelines for a Contract Amendment

A IVRS contract needs to be amended when any of the following occur:

· Change in the beginning and ending dates

· Change in dollar amounts

· Change in the scope of work

· Change in contracting relationship (employer/employee)

Contracts for less than $1,000

For contracts less than $1,000, IVRS Administrator Approval is not required for amendments. The Contract Manager may approve the amendment and obtain Supervisory approval for the amendment. If an amendment will cause the contract total to be $1,000 or more then follow the procedures below. 

Contracts for $1,000 or more

For contracts of $1,000 or more, the Services Pre-Contract Questionnaire (PCQ) has to be amended if one of the following conditions exists:

· Employer/Employee Relationship changes

· Amendment increases contract to the $1,000 or more threshold (this would be a new PCQ)

· Ending date of contract is extended 

· Dollar amount of the contract increases.

Contract amendments for contracts $1,000 and more must go through the following approval process:

· Contractor and Contract Manager work together to create an amendment. Contractor submits amendment request in writing (memo, e-mail, letter, fax) to the Contract Manager.

· Contract Manager reviews/approves the amendment by completing the Program Staff column of the Contract Amendment Checklist for Program Staff, ASB, and CFO, completes an amended PCQ, attaches the Contract Check-off Sheet, and forwards all to the Bureau Chief

· Bureau Chief reviews/approves and submits to Financial

· Financial reviews/approves and submits to IVRS CFO

· CFO reviews/approves and submits to IVRS Administrator for approval. If there is a change in the contracting relationship or if the amendment causes the contract to go over $1,000 requiring a new PCQ, CFO submits the amended or new PCQ and contract amendment to Department of Administrative Services (DAS) to determine if an Employer/Employee (ER/EE) relationship exists.

In most cases the contract amendment will not change the ER/EE relationship since most of our contracts are written with organizations, not individuals.  When an amendment is complete, a copy of the amended PCQ, if needed, and the amendment must be attached to the next claim for payment sent to DAS.  










APPENDIX P
GUIDELINES FOR BUDGET AMENDMENT

A Budget Amendment is required when:

· The amount of the budget is being decreased

· Amounts are being redistributed between line items in the budget

· The amount of budget is being increased but no higher than amount of original contract budget.  For a higher amount, follow Guidelines for Contract Amendment Procedures.

Following steps should be taken to process a budget amendment for a contract:

1. Contractor submits amendment request to IVRS Contract Manager.  Request may be submitted via e-mail and should include contract number and have an explanation of why amendment is needed (see example below).  Budget amendment form may be used but is not required.

Example of Contractor Request:

Request to amend the rent amount for the FY05 TAP budget, Contract # 05-TAP-12.  The rent for the TAP facility is being increased by $50.00/month for the remaining 6 months.  I am also requesting that the supplies be decreased by $175.00, salaries be decreased by $100.00, and fringe be decreased by $25.00, as the TAP will not need all the money currently in those categories.  I am therefore requesting the following:


Increase Rent by $300.00

Decrease Supplies by $175.00

Decrease Salaries by 100

Decrease Fringe by $25.00

Total Contract Budget will remain the same.

Contract Manager Approval:

I approve the request.

xxxxxxxxxxxxxx

Supervisor

2. Contract Manager reviews the request for approval or disapproval.  The following items must be reviewed by Contract Manager before approval:

· Amendment request is for allowable costs

· If the amendment is the result of a line item going over-budget, verify that the amendment amount will cover the deficit and the expected remaining expenses for the contract period.

· Verify that the math is accurate

3. If using budget amendment form, these additional items must be checked:

· Verify amounts listed as current budget are most recently approved amounts

· Amendment request is for allowable costs

· If the amendment is the result of a line item going over budget, verify that the amendment amount will cover the deficit and the expected remaining expenses for the contract period.
· Verify that the math is accurate
4. When approved, Contract Manager sends approval via e-mail to ASB Accounting Technicians and/or RSB Executive Officer.  Accounting Technicians will insert new amounts in the spreadsheet.  Executive Officer and/or Accounting Technicians review the proposed amendment and will notify Contract Manager of approval or disapproval.  Contract Manager sends approval e-mail to Contractor and prints a copy of the approval e-mail and attaches it to the contract.  Accounting Technicians print approval e-mail and send copy to Administrative Services to be filed with original contract.

APPENDIX Q
Out of State Travel Request

Any travel out of state should be requested a minimum of two months in advance.  This would include gatherings of members of any association or society while attending conventions, meetings, or conferences and must be approved in advance by the State Executive Council.  This would not include employees performing their normal routine job duties.  The request should include all necessary personal information (Name, address, social security number, employer name and address) Type of trip with purpose, Departure and arrival times and dates, mode of travel, name of conference or meeting attending, reason for travel, estimated costs including airfare, rental of vehicle, transportation costs, mileage reimbursement, lodging and number of nights, meals, registration, parking, other (specify), include any other reimbursement that might be received and include a letter or approval of support by the school district.  

APPENDIX Q
Department of Administrative Services - State Accounting Enterprise
	Section

      PRE-AUDIT
	Procedure No.

210.315
	Page No.
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	Effective Date
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	Subject

      TRAVEL – OUT-OF-STATE – TRAVEL AUTHORITY     


1.  
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.  Departments exempted from this provision are listed in Sections 8A.512 (2) and 97B.7A of the Code of Iowa.  Approval must be obtained for all employees, board and commission members, or any other individual traveling outside the state for the above-mentioned functions.  Elected officials are exempted from Executive Council approval.  

2.  
Executive Council approval is not necessary for out-of-state travel required as part of 

"normal routine job duties."  Below are some guidelines to assist in determining if Executive Council approval is needed:



a.  
Out-of-state travel requests that require Executive Council approval:




(1)
Attendance at conventions, meetings, conferences or gatherings of members of any 



association or society organized and existing as quasi-public association or society 




outside the State of Iowa.




(2) 
Travel request with a registration fee.


b.  
Out-of-state travel requests not requiring Executive Council approval:



(1) 
Employees performing their normal routine job duties.  Examples:  Travel by Department of Revenue auditors, agricultural inspectors, law enforcement personnel, etc.



(2) 
Some of the criteria used to determine "normal routine job duty" includes but is not 



limited to:




(a)  How frequently the duty is performed and how essential the duty is.




(b)  Length of time, the place and the purpose of the travel.




(c)  Whether the travel is required as a function of the department.




(d)  The extent to which the travel departs from the normal method of accomplishing 





 the duty or result.




(e)  Whether the travel is discretionary or required by law or rule.




(f)  Whether the purpose of the travel is part of the employee's job description and is 




 of the kind that the employee is employed to perform.




(g)  Whether the purpose of the travel is related to the employee's assigned tasks 





based on the similarity of the purpose of the travel to the employee's assigned 





tasks.
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(3) 
A meeting sponsored by a federal agency regarding the state implementation of a            


Federal Act.



(4)  If attendance is required under the Federal contract.


c. 
REMEMBER, Executive Council approval is ALWAYS needed for conferences and also 

when a registration fee is involved.  There are NO exceptions.

3.  
Employees must take advantage of the most economical advanced booking fare offered by the respective airlines or other transportation providers.  If the most economical fare is not utilized there must be an explanation on the Temporary Out-of-State Travel Advance form (TA ).  Otherwise, the pre-auditor must adjust the claim.  This emphasizes the importance of complying with the Executive Council directive that requests for out-of-state travel authority be received in the Executive Council office at least two weeks 
prior to date of departure.

4.  
Registration fees are to include ONLY the pro-rated costs of conducting the conference or 

seminar, not costs connected with entertainment.  Group lunches and/or dinners included in 

registration fees are acceptable since the charge for these expenses will not be recorded 

elsewhere on the travel claim.  For more information on registration fees, see procedure 

210.320.

5.  
Expenses for out-of-state travel should be estimated as accurately as possible.  In accordance 

with Section 8A.513, approved out-of-state travel claims will be pre-audited to assure final 

expenditures are reasonable and proper and in accordance with established travel procedures.

6.  
Any deviations over 10% (generally, in total) from the approved out-of-state travel authority must be approved by the Executive Council before the final claim is submitted to the DAS-SAE-Daily Processing for payment.  (See page 8 for Change Request form).

7.  
To receive permission for travel outside of Iowa, a Request for Travel Authority (see page 7 

of this procedure), must be filled out for each individual and filed in triplicate with the 

Executive Council at least two Council meeting dates before departure, Travel policies of the 
State Executive Council are found on the back of the form. Presently, the Council meets each 
Monday.  When late notifications, date changes, or other extenuating circumstances make 

early submission impossible, the reasons for late submission are to be stated on the request 

form.

8.  
The Travel Request should be prepared using the example on page 7 of this policy.  The form 
should be completed before being sent to the Executive Council.  Sections not completed or 

improperly completed will cause delay in approval of the trip.
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9.   Executive Council approval is not required for elected officials.

10. The following explanation may be used as an aid in completing the out-of-state "Request for 

Travel Authority" form (page 7 of this procedure).


a.  
Name- Self explanatory


b.  
Employee Vendor Number- used in place of SSN#


c.  
Title- Enter the current job title of the traveler


d.  
Department Name- Enter the name of the employing department


e.  
Department #- Enter the department number used in the state's accounting system (I/3))


f.  
Division- Self- explanatory


g.  
No. of previous trips this calendar year- List the number of previous trips attended the 


calendar year of the current trip


h.  
No. of anticipated trips this calendar year- List the number of anticipated trips the 


calendar year of the current trip (including the current trip)


i.  
List additional staff attending the same meeting/conference- Departments shall 

submit all requests where more than one employee is involved, at the same time.  When 

this is impossible, it should be specifically brought to the Executive Council's attention.  

In all instances where more than one person is traveling to the same destination, the 

requests must include an adequate explanation as to why more than one person is required to make the trip.


j.  
Departure From- In most cases departure is from the work domicile or the employee's 


residence.  The out-of-state trip does not begin in the last city or town visited before 


leaving the state, but rather from the point within the state where the trip commenced.  If 


an employee with an official domicile of Spencer travels to Keokuk, stays overnight and 


continues on into Missouri, the departure is from Spencer and not Keokuk.  The costs of 


the out-of-state trip begin in Spencer and not the subsequent day when the employee 


leaves the State of Iowa.

k. Traveling To- This should reflect the final destination of the trip.  All intermediate stops should be noted on the request.  (This does not include plane transfers, but whenever a stop is to be made to conduct state business.)
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l.  
Departure Date- Enter the day travel is to begin.  If this day is two or more days before 


the beginning date of the meeting, note and explain the departure time.


m. 
Return Date- If the returning date is two or more days after the end of the meeting, the 


reason should be noted on the travel claim.


n.  
Mode of Travel- Enter the mode of transportation.  If unusual circumstances or 



additional clarification is needed, enter an explanation in this section.  For instance, if a 


private auto or state car is used for the benefit of the State of Iowa, note this fact.  Private 


auto in lieu of the coach class air fare rate or any other unusual circumstances should be 


noted on the Request.


o.  
Name of Conference/Meeting Attending- Self- explanatory


p.  
Start Date- Enter the start date of the conference/meeting


q.  
End Date- Enter the ending date of the conference/meeting.  In the event an employee's 


period of absence from the state exceeds the time allowed for the conference or meeting 


plus an additional day of travel, note this on the travel request.


r.  
Reason for Travel- Self- explanatory


s.  
Estimated Costs- Please note:  The Executive Council approves travel requests, but 

statewide reimbursement policies as defined by the DAS-SAE-Daily Processing are still applicable.



1.  
Enter the "Level of City" from the DAS-SAE-Daily Processing "Summary of

Current State - Wide Travel Reimbursement Policies."  (Your department accounting personnel should have a copy.)  These levels are also listed in procedure 210.305.



2.  
Refer to the DAS-SAE- Daily Processing current policies for appropriate expenses related to transportation, meals, lodging, etc.  Do not include more than the allowed amounts on the estimated costs.



3.  
Airfare:  Include the price of an airline ticket.  All travel by air must be made at the 



lowest fare.



4.  
State vehicle:  Include an estimate of the cost of renting a state vehicle based on the 



estimated number of miles to your destination.  The DAS-GSE-Fleet & Mail Division                              

 
keeps an updated list of vehicle rental prices per mile.
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5.  
Rental vehicle:  Include an estimate of the cost of rental vehicle(s).



6.  
Mileage Reimbursement:  Estimate the cost of mileage reimbursement based on 



estimated number of miles at the applicable rate of reimbursement.  (Mileage cannot 



exceed the airfare rate.)



7.  
Lodging:  Enter the number of nights anticipated to stay at the hotel, the per night 



room charge (apply all taxes if information is known), and the total hotel charges that 



will be incurred.  State employees are to request the hotel or motel to state on the bill 



the single room rate when other than single room rate was charged.  When there is a 



choice of room rates available and the minimum rate room is satisfactory, the 




minimum rate room is to be occupied.



8.  
Meals:  Include an estimate on your meals, not to exceed the DAS-SAE allowable limits.  If a meal is provided by an outside source (i.e. conference registration, etc.) employees are not eligible for reimbursement.



9.  
Registration:  Include the cost of registration for the event.  Registration fees are to 



include only the prorated costs of conducting the conference or seminar, not costs 



connected with entertainment.



10. Parking:  Include estimates of costs to be incurred for parking.



11. Other:  Include any additional costs you will incur, specify the costs, this may include 


taxi charges, shuttle charges, etc.  State employees should take the airport shuttle 



when available instead of a taxi.  This policy is not intended to be a prohibition 



against taxis but rather to limit the expenditures to that of the limousine service.  It is 



possible to share taxis with others to defray this cost.


t.  
Breakdown of funds- Self- explanatory.  Out-of-state travel to be reimbursed from other 


than state funds is to be submitted for approval.


u.  
Authorized Signature- Self- explanatory


v.  
Head of Department- Self- explanatory


w.  
RECEIVED- This space is reserved for the Secretary of the Executive Council.  The form is stamped by the Secretary when received.
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x.  
APPROVED- This space is reserved for the Secretary of the Executive Council.  The 


form is stamped approved by the Secretary once the trip has been approved by the 


Executive Council.   

11.
The white, yellow and pink copies of the form are submitted to the Secretary of the Executive Council. The white and yellow copies of the approved travel authority are returned to the department after the Executive Council has approved.  The department should retain yellow copy and attach the original approval to the travel claim when it is submitted to the DAS-SAE-Daily Processing for payment.
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	PRIVATE 
RECEIVED


	
EXECUTIVE COUNCIL OF IOWA


REQUEST FOR TRAVEL AUTHORITY


	APPROVED


	Name:
	Employee Vendor #:

	Title:
	Department Name:

	Department #:
	Division:

	No. of previous trips this calendar year:
	No. of anticipated trips this calendar year:

	List additional staff attending same meeting/conference


	

	PRIVATE 
Departure From:
	Traveling To:

	Departure Date:
	Return Date:

	Mode of Travel:     Air     Personal Vehicle     State Vehicle     ( Train     Other ______________

	Name of Conference/Meeting Attending:


	Start Date: _____________         End Date  ____________


	Reason for Travel:



Estimated Costs





Level of City_____

Airfare:


$ ________


State Vehicle:


$ ________


Rental Vehicle:


$ ________

Mileage Reimbursement:


$ ________


Lodging:   # Nights____ @ $________
 =  
$ ________


Meals:


$ ________
 

Registration:


$ ________



Parking:


$ ________

Other: (Please specify)


$ ________


Total:


$ ________





Head of Department


                                  Authorizing Signature

Last Update: 08/05

CFN 655-0209



Breakdown of funds:

_____ % State

_____ % Federal

_____ % Other (specify) _________________

Request for Travel Authority Form Completion:

See the instructions for completion.  Complete this form and submit the white/yellow/pink copy to the Secretary of the Executive Council.  When approved, the white/yellow copies will be returned to the department.  The original is to be attached to the travel claim and filed with the Department of Administrative Services - State Accounting Enterprise - Daily Processing for payment.


                                        Head of Department
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APPENDIX R

Transition Alliance Program

Consumer Survey

Date: _________________

We would like to make our program better for you so we want to know what you think.  Your feedback and opinions are important and will give us information on what we are doing well and what we need to improve.

Please answer each question and you are encouraged to share any comments.  If you need any assistance, please ask, but we want your answers.  

1.  Please circle the statement that best describes why you are attending the TAP?

a).  To graduate from high school  - 

b).  To prepare for college classes  -  

c).  To improve by ability to live independently -

d).  To obtain job skills/employment  - 

COMMENT:

2.  Upon starting the TAP, the explanation I was given regarding what to expect and the types of services I could receive was:

1
          2 

         3 

          4  

     N/A

Not               Slightly           Helpful                Great

Not applicable

Helpful        Helpful




COMMENT:  
3.  The help I received in understanding my disability was:

1

2 

3 

4 

N/A

Not               Slightly           Helpful                Great

Not applicable

Helpful        Helpful




COMMENT: 

4.  The services I received to help me decide what I wanted to do and how I needed to do it was:

1

2

3 

4 

N/A

Not               Slightly           Helpful                Great

Not applicable

Helpful        Helpful




COMMENT:  
5.  The help I received in developing skills for employment was:

1

2 

3 

4 

N/A

Not               Slightly           Helpful                Great

Not applicable

Helpful        Helpful


COMMENT:  
6.  The help I received in getting a job was:

1 

2 

3 

4 

N/A  

Not               Slightly           Helpful                Great

Not applicable

Helpful        Helpful




COMMENT: 
7. If you were to give a grade to the TAP, what letter grade would you give?

A 
     B 
      C 
 
  D 
      F

WHY: 
8.   How could TAP improve their services?  
9.  What have you gained by coming to TAP?  
10.  Please identify the services you think you have received while you have been in TAP.  Place

    an X by as many of the services as you think you have received or participated in.  

___
 Evaluation/assessment to help me decide what job interests I have

___ 
Help with studying for high school classes

___ 
Help with planning after high school

___ 
Help with transportation/learning to drive/reading bus schedules

___  
Cooking/Grocery Shopping

___ 
Managing my money

___
 Help with my grooming/hygiene

___ 
Help finding a place to live

___   
Help with childcare

___ 
Job & Career exploration (exploring different jobs in the community, touring different

        
 companies, job shadowing, 

        
 taking field trips to businesses)

___ 
Help with studying for college classes

___ 
Employment Skills (knowing how to find a job and present my self, completing

         
applications, interviewing, 

         
how to keep a job once I start working,)

___
Job Placement (help in finding and getting a job)

___  
Job Coaching (help on the job once I start working)

COMMENT  (and other services that you think have helped you or are helping you now)

Thank you for taking the time to share your opinions.  This feedback is important to us.  

APPENDIX S

IVRS Transition Alliance Program

Instructions for Completing GAX (General Accounting Expenditure)

Form for reimbursement

One signed GAX form is to be submitted in accordance with payment provisions in the contract shell to the designated IVRS area office Supervisor. The document does not need to be printed in color.

Use the following instructions for completing only the specified sections of the form. Please note, items 2 – 5 have already been entered for you.  Item 6 is partially entered.  All you need to enter in item 6 is the period being claimed and the line item budget amounts.

1. Date: Enter the current date.

2. Vendor Code: This is the Federal Tax ID number as listed on page 1 of the contract. 

3. Vendor Name and Address: This is the name and complete address as shown on page 1 of the contract under Contractor. 

4. Agency Name: Iowa Vocational Rehabilitation Services.

5. Bill to Address: This should read:

Iowa Vocational Rehabilitation Services

Attn: [Supervisor’s name]

[IVRS Area Office Address]

6. Description: This block details what is being claimed on the voucher. It includes the following items:

· Contract number (unique assigned number from the contract)

· Period of time being claimed – You will need to enter this
Actual expense amounts listed by budget line items being claimed – Enter the dollar mounts in this section

· Subtotal of expenses

7. Match @ 50%: A formula generates the contractor’s match share (certified expense.) When certifying expenses the following statement “The funds used to pay the expenditures certified herein are nonfederal funds and these funds have not been used to match other federal funds.” must be included on the payment voucher.
8. Document Total: This is the total amount to be reimbursed by IVRS. For a contract with certified expenses this amount is the subtotal minus the certified match. 

9. Claimant Certification: This block details the following:

· Claimant’s signature (in ink, preferably not black ink)

· Title of claimant

· Date of signature

APPENDIX T

TAP MATRIX

The TAP Matrix is submitted to the local IVRS supervisor as part of the continuation request proposal by June 20 of each year.  The Matrix is included as part of the continuation proposal. To assist with collection of the data, a local TAP may ask the local IVRS Office to input the matrix data throughout the year based upon the data collected from the Quarterly Matrix Reports.  This would cause the Matrix to be a working document reflecting any given service provided to a student at a given point in time during the year and also result in a summary of the services provided to every student for that specific program year.  

Data is collected on the Matrix in the following areas:

Name of Student

VR Case Number

Date TAP services started

Currently in high school

High school graduation date

High school drop out

GED

Post Secondary Option

Post Secondary Training


Certificate, 2 year, 4 year, 1-2 year voc tech

OJT

SES


Referral, Job Coach Assessment, Stabilization, 45 day, 90 day

Status 22

Date of Status 26 closure

Follow Along

Follow Up

$ earned (Before TAP, at graduation, at status 22, at follow along and at follow up)
Hours worked (Before TAP, at graduation, at status 22, at follow along and at follow up)

Discharged

Aged Out

Comments
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RECEIVED EXECU'i‘IVE COUNCIL OF IOWA APPROVED
CHANGE REQUEST
Original Name: Original Travel Request Number:

Enter information in those areas that have changed from the original request only

Departure From: Traveling To:

Departure Date: Return Date:

Mode of Travek [ Air [ Personal Vehicle [ State Vehicle [ Train [ Other

Name of Conference/Meeting Attending: _ Start Date: End Date

Reason for the change:

Estimated Costs

Level of City Breakdown of funds:
% State

Airfare: / $ % Federal
State Vehicle: $ % Other (specify)
Rental Vehicle: $
Mileage Reimbursement: $
Lodging: # Nights @$ =$ Request for Travel Authority Change Form Completion:
Meals: $
Registration: $ Submit original and one copy to the Executive Council for
Parking: $ any changes which result in over 10% increase of original
Other: (Please specify) $ amount approved by Executive Council. The original will
Total: $ be returned to you after it has been presented to the

Executive Council, you will need to attach this to your
travel voucher when requesting reimbursement.

Authorizing Signature Head of Department

Last Update: 10/97 o CFN 655-0215
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