


Note:  This is a sample SOP; each center should add/delete from this sample as needed.

DISABILITY COORDINATORS’ RESPONSIBILITIES SOP
[bookmark: _GoBack]PRH REFERENCE 

PRH 6: 6.14, 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 6: 6.14, R1(b)].

PROCESS

Disability Coordinators [PRH 6: 6.14, R1(a-b)]

The health and wellness manager (HWM) and academic manager (AM) will 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

The DCs will jointly develop center-wide activities for all students to promote disability awareness as approved by the center director.  Activities will be considered throughout the year and the DCs will promote disability awareness by placing disability-related posters and awareness materials on center.

Applicant File Review Process/SOP [PRH 6: 6.14, R2(a-c); PRH 1: 1.4, R1-3; Appendix 107; Exhibit 5-1]

The HWM/DC will lead the applicant file review process and ensure all files are processed in accordance with the applicant file review SOP.  The applicant file review process will reflect current requirements in PRH1 and related guidance.  The HWM/DC will ensure all staff are aware of their roles in this process and that the SOP is updated as needed.  

Reasonable Accommodation Process/SOP [PRH 6: 6.14, R3(a-c); PRH 3: 3.21, R2(g); Exhibit 5-1]

The DCs will coordinate the center’s reasonable accommodation process in accordance with the reasonable accommodation SOP.  The DCs will ensure all staff is aware of their roles in this process and that the SOP is updated as needed.

During career transition readiness (CTR), the CTR manager will ensure all students receive information about workers rights and responsibilities including reasonable accommodation in the workplace.

Introduction To Center Life [PRH 6: 6.14, R4(a-c); 2: 2.2, R1(b11), (d4), R2]

The HWM/DC and AM/DC will meet with all new students a variety of times during orientation to discuss the center's Disability Program and the reasonable accommodation process.  Both DCs will attend the new student luncheon and introduce themselves as the DCs.  The HWM/DC will also introduce herself as a DC during the wellness orientation and the AM/DC will introduce himself as a DC during the second week of the career preparation period.  The discussion will provide experience and information that lead to an understanding of the opportunities and benefits available from the Disability Program.

The DC's will 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 will ensure the student handbook includes information about the Disability Program.  Annually, during summer break, the DCs will review this information to ensure it is accurate and easily understood by students.  

CIS Disability Data Collection And Accommodation Plans [PRH 6: 6.14, R5(a-f)]

The HWM/DC will enter disability data and reasonable accommodation plans in CIS for all students with non individualized education programs (IEP) based disabilities as soon as possible after a student’s arrival on center (prior to the first TABE test).  If the student discloses after arrival, this information will be entered as soon as possible after the accommodation process is complete.  Accommodation plans will not contain any medical or diagnostic information. 

The AM/DC will enter disability data and reasonable accommodation plans in CIS for all students with IEP based disabilities 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 will be entered as soon as possible after the accommodation process is complete. 

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

The DCs will review the disability data and reasonable accommodation plans in CIS at least monthly to ensure accurate data and accommodation plans.  

Partnerships/Resources [PRH 6: 6.14, R6(a-c)]

The HWM/DC and AM/DC will work with the business and community liaison, career transition staff and other appropriate staff to develop and maintain partnerships with outside agencies and programs that will assist the center in serving students with disabilities.

Focus will consist 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 DCs will maintain the center’s customized Disability Partnership Tool and have this tool available during regional office assessments.

Referral Process [PRH 6: 6.14, R7(a-b)]

The DCs will ensure staff are aware of the process to document a referral 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 will be documented using the disability referral form.  Staff may submit the referral form to either DC.  The DCs will 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 will secure documentation for any medical disabilities and the AM/DC will secure documentation for any learning related disabilities as needed.  When necessary, the DCs will convene the RAC to discuss the referral and possible accommodations as needed.  Referral forms will be maintained in the student’s accommodation file or student health record as appropriate. 

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

The DCs will work with safety and facilities staff and managers in all departments to ensure the center’s accessibility plan is updated annually by June 30th of each year.  The plan will include priorities and next steps based on the results of the completion of the ADA Checklist for Readily Achievable Barrier Removal and Center Accessibility Tool. 

Staff Training [PRH 6: 6.14, R9; Exhibit 5-4]

The DCs will provide or arrange for at least annual all-staff training on the Disability Program.  Copies of staff attendance, agenda, training materials and hand-outs will be maintained by the human resources department.

New staff will be required by the human resources department to complete the SIMON training entitled, “Supporting Students with Disabilities in the Job Corps Program.”  The human resources department will maintain copies of staff training certificates.
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