It’s All About Work:
Summary of “A la Carte” Menu Services
These services are available to high school students who have completed Tier 1 and/or Tier 2 of It’s All
About Work as well as post-secondary school adults of any age, based on DVRS eligibility determination.
DVR Service Category: Personal Work & Adjustment Training
Pre-Employment Instructional Support
In this course, the participants will look at their own disability and how it impacts them on a day-to-day basis. This
session will explore how to identify work settings that are best suited to the individual’s unique abilities.
Individuals will learn what type of work environment will assist in achieving optimal success. An assessment will
determine the strengths and paths to follow thereafter.
(*Approximately 5 sessions x 1.5 hours per class = 8 hours)

Rights and Responsibilities of the Employee and the Employer: Title I of the ADA
This training through Cornell and the ADA National Network provides an overview of the rights and responsibilities of an
employee and employer under Title I of the Americans with Disabilities Act. Topics will include: who is covered under the
ADA, essential functions of jobs, qualifications of a job, myths about the ADA, protections when applying for a job,
interviewing, when offered a job and when on the job and an overview of Reasonable accommodations. Participants will be
given sources of information about Title I of the Americans with Disabilities Act.
(*Approximately 6 sessions x 1.5 hours per class = 9 hours)

Keys to Obtaining & Retaining Jobs and Enriching Quality of Adult Life
These sessions focus on social skills and workplace etiquette. Components include: effective communication, anger
management, developing listening skills, workplace conduct, building relationships, working as a team and asking for
assistance/requesting accommodations.
(*Approximately 6 sessions x 1.5 hours per class = 9 hours)

Working Well with a Disability
These sessions cultivate skills for staying healthy to become and stay employed. Topics include: Life Values and Balance;
Managing Stress; Advocacy; Physical Activity/Nutrition; and Maintaining Balance. Discussion will include strategies to selfadvocate and communicate wants and needs, and improve your health and capacity to work. The benefits of Working Well
are peer support and reduced isolation, a supportive environment to examine health and lifestyle issues, and an opportunity
to commit to self-improvement through self-management. The program embodies the idea that “A big part of staying healthy
is maintaining life balance so that each of your life areas is satisfying and fulfilling. When life becomes unbalanced, health
problems are more likely to affect daily activities, including work.”
(*Group setting of 8 sessions x 2 hours per session = 16 hours of instruction)

Employment Readiness Instructional Support
Employment Readiness Instructional Support: This course focuses on creating a variety of individualized tools that are
essential in the process of applying for and accepting employment opportunities. Components include: career options,
conducting a job search, building a resume, on-line applications, interviewing skills, travel training and work incentives.
(*Approximately 6 sessions x 1.5 hour = 9 hours)

Community Based Work Experience
Based on individual employment goals, an evaluation conducted in an integrated work setting to determine interests,
preferences, skills, knowledge, strengths and support needs will take place.
(*Approximately 2-4 sessions, based on the individual, 3 hours per session)

Steps in Vocational Planning
These sessions will review the steps in vocational planning for an individual. Participants will gather information about
themselves (self-assessment), explore the options available to them based on their interests, match their options with their
self-assessment and explore alternatives; and develop an action plan to reach their employment goal.
(*Approximately 6 session x 1.5 hr. = 9 hours)
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Understanding Employee Benefits, Fiscal Compensation and Managing Finances
Sessions will review the most common benefits and things a consumer should consider about them as they consider a new
job. Components will include: Understanding your paycheck withholdings; Health Insurance; Employer Match; Vacation and
Sick Time; Life Insurance; Stock Options; Flexible Spending Accounts; Other Insurance Options(dental, vision, wellness). Will
cover an overview of financial management: Maintaining a checking and savings account; budgeting within your means.
(*Approximately 8 session x 1.5 hour = 12 hours)

Assistive Technology: Tools to Employment
Assistive technology, or AT, is technology used by individuals with disabilities in order to perform functions that might
otherwise be difficult or impossible. Sessions will focus on the following components: Mobility devices; Augmentative
communication devices; Other durable medical equipment; Orthotics and prosthetics; Accessibility adaptations in the
workplace; Equipment and technology for the individual’s job or employment goal.
(*Approximately 4 session x 1.5 hour =6 hours)

Employment Job Club
This service is a workshop style resource for consumers. Participants will be provided with an effective way to meet others
and network to find job leads and useful information about work in their area. Participants will work together to search for
new jobs, maintain their current jobs and grow in their current positions. Each meeting will cover a different topic within
employment seeking and retention.
(*Minimum 5 consumers per group, 1.5 hr per session, frequency TBD)

How to Maintain Employment
Sessions will provide skills needed to maintain employment. Critical topics will include: Clear Communication; Personal
Branding; Flexibility; Productivity Improvement and Natural Supports. After participating in these classes, consumers will be
able to: understand ten things they can do to keep their jobs; describe an on-the job example of each of the ten things they
can do to keep their job(if applicable); describe what could happen if they don’t practice these tactics; explain why employers
are interested in employees who make an effort to keep their jobs; identify specific goals to build their job-keeping skills.
(*Approximately 6 session x 1.5 hours = 9 hours)

Time Management and Organization in the Workplace
Organizational services bring order in everything from office filing systems and medical records to budgets. They help
individuals gain more control over time and space, reduce stress, and increase productivity by providing information and
ideas, structure, and comprehensive organizational systems. The sessions will provide an overview of basic time management
and organizational tools for consumers to utilize at work. Components will include: Benefits of time management and
organization, i.e., arrive to work on time and return to work on time after a break or lunch; assessing an individual’s preferred
method of organizational tools and developing a strategy to incorporate those tools on the job.
(*Approximately 4 sessions x 1.5 hours = 6 hours)

Conflict Resolution in the Workplace
Sessions will teach consumers why conflict resolution matters in the workplace. Components include: identifying causes of
conflict in the workplace and steps to prevent conflict before it arises; recognizing the effects of conflict in the workplace;
effective communication to avoid conflict in the workplace; steps for constructive conflict resolution; how to manage
recurring conflict resolution.
(*Approximately 4 sessions x 1.5 hours = 6 hours)
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