Disability Program Compliance Assessment Questions
Please provide written responses to the following questions.  The purpose of the visit is to verify and clarify compliance with PRH requirements as well as to highlight program qualities and strengths.  Please ensure all information (e.g., data, forms, materials, logs, surveys, files) necessary to support your responses is available for the review.  

Disability Coordinators (PRH 6: 6.14, R1 (a-b))
a) Who are the disability coordinators on center?  How long have they been in this position and what other position(s) do they hold on center? 

b) Do the DCs attend the region’s monthly DC call/webinar on a regular basis?  Have both DCs attended the DC Orientation webinar?  How many disability or file review-related webinars have the DCs attended in the past year?

c) Is there an SOP describing the specific roles and responsibilities of each of the DCs? 
Applicant File Review (PRH 6: 6.14, R2 (a-c); PRH 1: 1.4 R1-4; Appendix 107; Exhibit 5-1)

a)  Does the center have written SOP for the applicant file review process? 

b) Are files processed within 30-calendar day from receipt by center?  If not, how do you address the situations when an applicant file is not processed within the 30-calendar day timeframe?
c) Who receives the applicant files?

d) Who maintains the applicant file review log?  
e) Does the log document:

· How long the file has been on center?
· Where the applicant file is on center/how long it has been there?
· Who reviewed the file and when?
· Any movement or actions taken related to the file?
· The center’s recommendation regarding enrollment?
· Files sent to the regional office as recommendations for denial?
f) Who is the center’s File Review Coordinator? 

g) Which staff members make up the File Review Team (FRT) and who determines the members of the FRT?
h) What is the procedure for reviewing an applicant file on center?

i) What reasons does the center recommend denial?

j) Describe the accommodation review process when the center is considering recommending denial due to health care needs or because of direct threat? 
k) Under what circumstances does the center return files to the Admissions Counselor?   
l) Where is protected applicant file information (e.g. health/disability) stored and maintained during the file review process? 
Reasonable Accommodation Process (PRH 6: 6.14, R3 (a-c); Appendix 605; PRH 3: Section 3.21, R2 (g))

a) Does the center have a written reasonable accommodation SOP?  
b) Who coordinates the center’s Reasonable Accommodation process?

c) If an applicant/student declines accommodations, how is the decline documented?  

d) Who participates in the reasonable accommodation committee (RAC) meetings?

e) Who determines the participants in the RAC meetings?

f) For what purposes are RAC meetings convened?

g) Where is documentation of RAC meetings stored?

h) How is the applicant/student involved in this process? 

i) Who informs staff that a student has a new or updated accommodation plan in CIS?  How is this notification provided and how often?


j) How is the effectiveness of accommodations evaluated? If the evaluation indicates a concern, how is it handled?
k) Who maintains the accommodation files and disability, no accommodation files?  Where are these files stored? What happens to these files when a student separates from the program?  


l) Has the center denied any requests for accommodation?  If yes, please explain the process.


m) Are students receiving information about workers rights and responsibilities including reasonable accommodation in the workplace during Career Transition Readiness?  If yes, describe.
Introduction to Center Life (PRH 6: 6.14, R4 (a-c); PRH 2 section 2.2, R1 (b11, d4), R2
a) What information about disability and reasonable accommodation is provided to new students during orientation to center life?  

b) Describe how/when new students are introduced to the disability coordinators? 

c) Is there information about the disability program and/or reasonable accommodation in the student handbook? 

CIS Disability Data Collection and Accommodation Plans (PRH 6: 6.14, R5 (a-f))
a) Is the center entering required disability data in CIS?  Who is entering this information?
b) Who enters the accommodation plans in CIS?  How often?
c) Who is entering testing accommodations?  Are students receiving their accommodations on their first TABE test?

d) Who is documenting the accommodation process in the CIS Notes Tab?

Networking/Partnerships (PRH 6: 6.14, R6 (a-c))

a) Describe your relationships/partnerships with outside agencies and programs that assist the center in serving students with disabilities?  

b) Have you completed the Disability Partnership Tool available on the Job Corps Disability website or the customized Disability Partnership Tool provided by your regional disability coordinator?

c) How do other staff assist the DCs with developing relationships/partnerships with outside agencies and programs that assist the center in serving students with disabilities?  

Referral Process (PRH 6: 6.14, R7 (a-b); Appendix 605)
a) What is the center’s referral/feedback system when a student discloses a disability and may want reasonable accommodation or staff suspects a student may have a disability that is impacting his/her success in the program and should meet with the DCs to consider reasonable accommodation? 
b) Is there a form/other documentation to document this process?  Where is it stored?

Readily Achievable Barrier Removal (PRH 6: 6.14, R8 (a-e); Exhibit 5-2)

a) Has the center completed the ADA Checklist for Readily Achievalbe Barrier Removal to determine potential improvements to the physical accessibility of the center?
b) Has the center completed the Center Accessibility Tool to determine potential improvements to the programmatic accessibility of the center?

c) Does the center have an accessibility plan with priorities and next steps to improve the programmatic and physical accessibility of the center?  
d) Is the plan updated annually (due 6/30)? 

e) Does safety and facilities maintenance staff play a role in completing the plan?  What staff is involved?
f) In the past two years, have any actions to improve the programmatic or physical accessibility of the center been taken?

Staff Training (PRH 6: 6.14, R9; Exhibit 5-4) 

a) Does all new staff complete the Supporting Students with Disabilities in the Job Corps Program training available in SIMON during their 1st 90 days of employment?  
b) Does all staff complete the Supporting Students with Disabilities in the Job Corps Program training available in SIMON annually? 
c) Has all staff attended training about the Disability Program or a disability-related topic during the past year?
d) In the past year, has any disability-related training beyond the required training been provided?  

Center-wide Focus (Quality Indicator 4)

How are these areas on center involved in the Disability Program? 

· Academic Manager (if not a DC)

· HMW (if not DC)   
· Career Technical Manager 

· CMHC

· CSO

· Counseling 
· Instructors (Academics/Career Tech/CPP)

· Records

· Residential 
· TABE Administrator
· Work Based Learning 
· Career Transition Readiness
Self-assessment of the Center’s Disability Program

a) What part of the Disability Program is the strongest?  Do you feel any aspects of the center’s Disability Program are unique or innovative? 
b) What part of the Disability Program do you think could improve?
c) In what areas would the center like additional assistance?
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