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SERVICE FEE MEMORANDUM











CP-TB-11-12-02
TO:

Office of Vocational Rehabilitation (OVR) Staff





Branch Managers, Counselors and Assistants





CDPVTC Director, Case Management Director, and Counselors




Office for the Blind (OFB) Staff




Gerry Gordon-Brown and Vanessa Denham, Client Assistance Program (CAP)
FROM:

Charles W. Puckett, Central Office Administrator




Systems and Fiscal Management Branch




Office of Vocational Rehabilitation




Teresa Barney, CRP Program Administrator




Supported Employment/CRP Branch




Office of Vocational Rehabilitation

DATE:

October 25, 2011
RE:

Communication and Occupational Skills Classes at Community Employment

Community Employment has established Communications/Occupational Skills Training classes that will increase the employment options for people with Autism Spectrum Disorders.  The classes will meet 3 days per week for a period of eight (8) weeks with a maximum of 4 consumers per class.  The focus of this class will be to learn and retain positive communication and occupational skills that will enable the consumer to find and retain meaningful employment.

The classes will meet at Community Employment, 1974 Douglas Boulevard, Louisville, KY, 40205 - on Tuesday, Wednesday, and Thursday from 10:00 am to 1:00 pm with a 1 hour break.

The class focus will be to learn and retain positive communication and occupational skills that will help each member find meaningful employment.  Each member’s personal goals will be worked into the lesson plans; and their progress will be evaluated.  Job search and interview skills will be interspersed within the other training.
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The following job related skills will be covered:  how to write a resume, interview skills, job hunting, etc. These topics will be mixed in with weekly occupational skills lessons.

The breakdown of classes is as follows:

Week 1:   Introductions.
Week 2:   Non Verbal Communication - body language, personal care, dress.
Week 3:   Verbal Communication - conversation skills, asking for help.
Week 4:   Understanding Other People - holding a conversation, how to read other people.
Week 5:   Workplace Relationships - bosses and coworkers.
Week 6:   Communication In the Workplace - disclosure of disability, how to ask for help.
Week 7:   Social Situations - how to relate to coworkers outside of work.
Week 8:   Starting the job search.

Detailed monthly progress reports on each consumer shall be submitted to the counselor by the 5th of each month.  These progress notes shall include the consumer’s attendance, progress, and participation in each class.

This service will be billed at $35.00 per day for a maximum of 24 days or $840.00.  Pre-authorize for the service using Expenditure Code 36B, Personal Adjustment.  The Community Rehabilitation Program (CRP) Budget Unit Number (6719) may be used if the consumer is receiving CRP services.  The Supported Employment (SE) Budget Unit Number (6760) may be used if the consumer is receiving SE services.  Otherwise, the caseload budget shall be used.

Payment for the classes shall be done upon the completion of the eight (8) week period and based on the number of classes that the consumer attended.
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