Note:  This is a sample SOP; updates should be made to reflect the center’s specific process for meeting each requirement. 

[INSERT CENTER NAME HERE]
DISABILITY COORDINATORS’ RESPONSIBILITIES SOP
PRH REFERENCE 

PRH 2: 2.4, R1(a-b) 

PURPOSE

To describe the roles and responsibilities of each Disability Coordinator (DC) who will implement a Disability Program with a center-wide focus that provides individualized and coordinated services to all students with disabilities. 

POLICY 

The roles and responsibilities of each of the DCs will be defined in an SOP [PRH 2: 2.4, R1(b)].

PROCESS

Disability Coordinator Responsibilities

Disability Coordinators [PRH 2: 2.4, R1(a)]

The Health and Wellness Manager (HWM) and Academic Manager (AM) function as co-DCs with support from all center staff as needed to:

· Ensure that all required Disability Program components are implemented, monitored, and maintained in an effective manner

· Demonstrate commitment to the disability initiative (leadership)

· Delegate responsibilities

· Encourage all staff to take ownership of the program

Reasonable Accommodation Process [PRH 2: 2.4, R3(a-c); PRH 3: 3.4, R23(k); Form 2-03, Exhibit 5-1]

The DCs coordinate the center’s reasonable accommodation process in accordance with the reasonable accommodation SOP. 

During Career Transition Readiness (CTR), the CTR Manager ensures all students receive information about workers’ rights and responsibilities including reasonable accommodation in the workplace.

CIS Disability Data Collection and Accommodation Plans [PRH 2: 2.4, R4(a-f)]

The HWM/DC enters disability data and reasonable accommodation plans in CIS for all students with disabilities not supported by an Individualized Education Program (IEP) as soon as possible after a student’s arrival on center (prior to the first TABE test). The AM/DC enters disability data and reasonable accommodation plans in CIS for all students with disabilities supported by an IEP as soon as possible after a student’s arrival on center (always prior to the first TABE test). If the student discloses after arrival, this information is entered as soon as possible after the accommodation process is complete. Accommodation plans do not contain any medical or diagnostic information.

Only the DCs have access to disability collection entry screen, disability data reports and accommodation plans with notes in CIS. All staff responsible for providing accommodations have access to the accommodation plan in CIS.

Referral Process [PRH 2: 2.4, R5(a-b)]

The DCs ensure there is a written referral/feedback system established to document a referral to the DCs 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. 

Any referrals are documented using the disability referral form. Staff may submit the referral form to either DC. The DCs review referrals prior to the weekly Reasonable Accommodation Committee (RAC) meeting and discuss the referral with the student as appropriate. When necessary, the HWM/DC secures documentation for any medical disabilities and the AM/DC secures documentation for any learning related disabilities as needed. When necessary, the DCs convenes the RAC to discuss the referral and possible accommodations as needed. Staff provides written feedback on the referral. Referral forms are maintained in the student’s accommodation file or student health record as appropriate. 

Note: The “Other Disability-related Requirements” section includes disability-related requirements in other areas of the PRH where the DCs likely have a role in meeting the requirement. Inclusion of these requirements in the SOP is at the discretion of the center/contractor.

Other Disability-related Requirements

Disability Program Introduction [PRH 3: 3.4, R2(a-c); PRH 3: 3.4, R1(b11), (d4); PRH 3: 3.4, R3]

The HWM/DC and AM/DC meet with all new students several times during orientation to discuss the center's Disability Program and the reasonable accommodation process. Both DCs attend the new student luncheon and introduce themselves as the DCs. The HWM/DC also introduces herself as a DC during the wellness orientation and the AM/DC introduces himself as a DC during the second week of the Career Preparation Period. 

The DCs provide new students with:

· The Reasonable Accommodation Brochure, which includes the names and location of both DCs

· The Job Corps Reasonable Accommodation Request Form

The DCs ensure the student handbook includes information about the Disability Program. 

Partnerships/Resources for Individuals with Disabilities [PRH 5: 5.1, R34(a-c)]

The [insert staff] develop and maintain partnerships with outside agencies and programs that assists the center in serving students with disabilities.

Focus consists of:

· Developing relationships with organizations/persons with expertise and knowledge working with person with disabilities

· Networking to provide information about the Job Corps program

· Educating local employers about hiring people with disabilities 

· Developing partnerships with organizations/person with expertise and knowledge in job placement and development of individuals with disabilities

The [insert staff] maintains the center’s customized Disability Partnership Tool and have this tool available during Disability Program Compliance Assessments.

Readily Achievable Barrier Removal [PRH 5: 5.1, R36(a-e)]

The [insert staff] ensures the center’s accessibility plan is updated annually by June 30th of each year. The plan includes priorities and next steps based on the results of the completion of the Americans with Disabilities Act Checklist for Readily Achievable Barrier Removal and Center Accessibility Tool. 

Disability-Related Staff Training [PRH 5: 5.2, R11; Exhibit 5-4]

The [insert staff] ensures disability-related training is completed for all center staff in accordance with Chapter 5, Exhibit 5-4 (Required Staff Training) as follows:  

· Disability Program or Disability-Related Topic – All staff receive training on the Disability Program or disability-related topic annually. 

· Reasonable Accommodation Training in the Job Corps LMS – New staff complete the Job Corps Learning Management System (LMS) training entitled, “Supporting Students with Disabilities in the Job Corps Program” within 90-days of hire and annually thereafter. 

The [insert staff] maintains up-to-date records of training completed by each employee. 
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