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How long will it take to find me a job?

That depends on what type of job you are interested in and
how many jobs are available in your areas of interest. It is
important that you get a job you like. Staff will help you
decide what kind of a job is best for you. They will help
match a job to your interests, abilities and desires. It usually
takes at least a few weeks to find the right job, and in some
cases it may even take a few months.

What happens when | find a job?

We do not find the job for you, but help you find your own
job. What this means is that we will give you job leads and
current information about available possibilites for
employment. You will have to fill out applications and go to
interviews for jobs you are interested in.

I got a job! Now what happens?

The Supported Employment Program Manager will introduce
you to your Job Coach. Your Job Coach will help you with all
aspects of your new job, Including buying work clothes, if
needed; teaching you how to get to and from work; and
understanding the work rules/procedures, scheduling, and
routine safety procedures.

If you choose a job with an employer in the community, your
Job Coach will initially be with you all of the time when you
are at work. As you become more comfortable with your job
and your co-workers, and are able to finish your work duties
to your employer's satisfaction, the Job Coach will spend
less and less time with you.

If you work as part of a Group Supported Employment Work
Crew, your group will have a Job Coach at all times.
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What are follow-up services?

Once you have learned all of your work duties and the Job
Coach no longer needs to be with you every day, you will
receive what we call "follow-up services”. Your job coach will
visit you at work at least one time every month to talk with
you and your boss about your work performance. When you
are not at work, we can provide you with work-related
services like counseling, Social Security assistance, help in
shopping for work clothes and supplies, social skills training,
and coordination of services with other agencies that help
you.

Can | have visitors?

Most people who work do not have visitors at their job. If it is
important for you to have someone come to see you while
you are working, you should discuss this with your employer
before the visitor arrives.

What happens if | lose my job?

If you lose your job, we will make sure that you have
services similar to those you had before you started your job.
If you lost the job due to no fault of your own, then we will
work with you to find you a new job. If you were fired from
your job, we will sit down with you to talk about the reasons
you were fired and discuss your future employment
opportunities.

What should | do if | get hurt at work?

If you are injured while you are at work, or if you notice
anything in the workplace that you think is unsafe, notify your
on-site supervisor and/or your Job Coach immediately. They
will help you get medical care and take action to fix unsafe
conditions.
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YOUR RIGHTS AND RESPONSIBILITIES
The following is a list of your rights and responsibilities while
you participate in this program:

Rights:

1. You have a right to learn things that will help you do your
best at your job; things like how to get to work: how to solve
problems; and how to get along with your co-workers.

2. Your Vocational Rehabilitation Team will put together an
Individual Plan for Employment or “IPE” for you. The IPE
explains the behaviors, adaptive living skills, and vocational
goals that you will be working on while in Vocational
Services. You will be an important member of your
ownTeam.

3. You may request an additional Team meeting at any time.
4. When you get a job through BLUE RIDGE AREA
FOUNDATION' Vocational Services, you will be paid at least
minimum wage for your work.

5. You have a right to have people treat you with respect and
dignity.

6. BLUE RIDGE AREA FOUNDATION’ staff will treat you the
same as everyone else.

7. You have a right to look at your records at any time. You
are encouraged to have BLUE RIDGE AREA
FOUNDATION' staff present to help explain the contents to
you.
8. You have a right to request reasonable accommodations
at work. Your Vocational Services' staff will assist you with
this.

9. If you do not like what we do, you have a right to talk to
the following people about it:

Tina Woody
BLUE RIDGE AREA FOUNDATION
838 Riverside Drive




image10.jpg
Asheville, NC 28804
828-251-2824 ex.134

You may also want to talk to your Department of Vocational
Rehabilitation Counselor.

Responsibilities:
1. You are with us because the people at BLUE RIDGE

AREA FOUNDATION believe they can help you. If we
cannot help you, we will assist you in finding someone who
can.

2. You cannot remain in the program if you do not work on
the objectives that are written in your Individual Plan for
Employment (IPE).

3. When you are not doing what we think you can do to help
yourself, we will request an ID Team meeting to talk about
this issue.

4. BLUE RIDGE AREA FOUNDATION can only provide the
services that have been authorized by the Department of
Rehabilitation.

5. You are responsible for following the policies and
procedures of your employer.

6. We ask that you give us information that will help us to
help you. You are responsible for being honest in your
communication with Vocational Services staff.

7. You are required to give us thirty days notice if you want
to leave the program.

8. If you want services that are not provided by BLUE
RIDGE AREA FOUNDATION’ Vocational Services program,
you must pay for these yourself or find someone who will
pay for them.

9. Allow your co-workers to have time and space to
themselves.
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10. Respect your co-workers and your co-workers’ personal
property. Do not use things that belong to them without their

permission.
11. Cooperate with BLUE RIDGE AREA FOUNDATION’
Vocational Services’ staff and show them respect - they are

trying to help you.
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WELCOME!!

Welcome to Blue Ridge Area Foundation’s Supported
Employment Services. It is our goal to provide you with the
help you need to develop your vocational skills and find a
job. This handbook will let you know how Supported
Employment works. If you still have questions after reading
the handbook, please feel free to ask the BLUE RIDGE
AREA FOUNDATION Supported Employment staff about
them.

You will not be discriminated against because of your race,
color, creed, sex, marital status, sexual orientation, age,
religion, ancestry or national origin. You are free to choose
BLUE RIDGE AREA FOUNDATION as your Supported
Employment Services provider and can transfer to another
provider for any reason.
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What is Supported Employment?

Supported Employment helps adults with disabilities to find
and keep paid jobs in the communities where they live.
BLUE RIDGE AREA FOUNDATION will help you to develop
behaviors, attitudes, skills, physical endurance and
productivity necessary to be successful in getting and
keeping a job.

This program is funded by the North Carolina Department of
Vocational Rehabilitation.

How do I get into Supported Employment?

First of all, you must have a desire to work, be at least 18
years old, be considered safe in the community, and meet
eligibility requirements.

Second, if you are not a resident of Blue Ridge Area
Foundation, you must contact the Department of Vocational
Rehabilitation for services. Your Care Coordinator can help
you with this process. You will need to complete an
application at that time. The authorization process will take
several weeks, depending on how quickly we can get the
necessary records.

When the Department of Vocational Rehabilitation gives us
the "O.K.", we will be authorized to help you find a job.

ff a person has a criminal record, BLUE RIDGE AREA
FOUNDATION will fully cooperate to the extent required by
law. Information will be provided to any enforcement agency
that is formerly involved assuming there is documentation of
such involvement. An example would be the probation
department in  which case BLUE RIDGE ARFA
FOUNDATION would obtain a copy of the court order
regarding probation. Confidential information which is not
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public record will remain confidential and not be disclosed
without the permission of the persons involved.

How much will | get paid?

This is an important question. When placed in a job in the
community you will make at least the minimum wage and be
paid by the company you work for. If you work on a Group
Supported Employment Work Crew, you will be paid by Blue
Ridge Area Foundation according to your productivity. That
means you will be timed on the tasks you are asked to do
according to state regulations.

When you get your paycheck, there will probably be some
deductions for state and federal taxes. All people who are
employed have these deductions on their paychecks. Some
of these taxes pay for your Supported Employment Services.
So, when you get your paycheck, you may not make quite as
much as you thought The BLUE RIDGE AREA
FOUNDATION Supported Employment staff will help you
understand these deductions.

How often will | get paid?

Some employers pay weekly, some pay every other week,
and others pay twice a month. Group Supported
Employment pays every other week.

Will my earnings affect my SSI benefits?

Yes. Social Security Insurance (SSI) is a check many people
with disabilities receive monthly to help with living expenses.
A general rule is that for every two dollars you earn, your
benefits will be reduced by one dollar. So, even though
working may reduce your SSI benefits, you are going to
have more money if you work. A BLUE RIDGE AREA
FOUNDATION staff person will talk to you about your SS|
benefits before you start working. Sometimes you can
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reduce the effect your job has on SSI benefits through a
“PASS” plan.

What is a PASS Plan?

A PASS plan allows you to save money for specific things
like transportation to and from work. The money you save
will be deducted from the amount of your job earnings that is
counted against your SSI benefits. The PASS Plan must be
approved by Social Security and the Department of
Vocational Rehabilitation.

What about holidays and days off?

Your employer will decide which holidays you will be able to
take off and whether you will be paid for holidays. Your
employer will also review how many additional days you may
take off and how you should ask for these days off. Your
Job Coach will help you understand these policies.

What happens if | am sick?

Your employer depends on you to do your job; therefore, if
you are sick and cannot work for any reason, you must call
your employer as soon as you know you cannot go to work.

Is there a fee for Supported Employment?
The Department of Vocational Rehabilitation will pay for your
services so they will not cost you anything.

What do I need to do to prepare to get a job?

Your Job Coach will work with you on a variety of activities to
help identify your strengths, your interests and areas that
need improvement. They will also assist you in completing
applications for employment and provide training on
interviewing skills.




