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Why this Manual?
You're going to college. Congratulations! Or you're already there. Either way, it is a tremendous achievement, and you should be very proud of what you've accomplished to get this far. Now, though, it's time to "get to work!"

This booklet promotes the importance of work activities, and work-based learning, to your college experience. It urges all students with disabilities to take key steps that will enhance their career opportunities. Its premise is that by combining academic study with more work experiences, you will be better prepared for the workforce.




	I. Introduction
Why are you attending college? Perhaps you have decided you need a college education to obtain the knowledge and experience, which will help you to get to, or to decide on, where you're going in life. Most college students (77%, in fact) report that they are pursuing higher education to prepare for a career.

As a college student you will be getting a lot of statistics thrown at you, but here's a very sobering one for a student with a disability to consider. According to a 1998 Harris poll, more than 60% of adults with disabilities surveyed reported they were unemployed or significantly under-employed. This statistic clearly indicates that students' with disabilities chances of flourishing in a career of their choice are not as good as their non-disabled classmates.

Here's another finding. Studies show that students with disabilities who are in college have had significantly fewer work experiences – paid or unpaid – during their high school and pre-college years. 


Well, what can be done about this? 
In today's marketplace, it is unlikely that classroom coursework alone will adequately prepare you for a career. Work experience, including work-based learning opportunities, can help solidify the knowledge you get from classroom learning. Work experience also provides you with the exposure necessary to make informed choices about what work you like and what work you're good at. Without these concrete experiences it is doubtful that you'll know if a particular career is right for you or not.
	II. Why Worry About Work Experience - I Need a Degree First,
Don't I?
There's no doubt that you have a lot of things going on in your life. Depending on the diagnosis, you no doubt face some extra academic challenges because of your disability. To address such challenges alone is quite a job - how could you find time to also work?

Common work experiences for many high school kids involve summer or part-time jobs. Unfortunately, most high school students with disabilities usually do not hold such jobs. For people with disabilities also to wait until graduation from college before working in a first job is a big mistake. If you didn't work during high school, don't fall further behind by not working during your post-secondary years. Realize that many of the people you are going to be competing with for jobs are already involved in work and work-based learning. 


An ideal college experience would interweave a series of focused work activities with your academic studies, in preparation for a related-career position after graduation. These work experiences give you opportunities to transfer the skills and theories that you have acquired in the classroom, and to apply them in a realistic setting. The internal and external feedback you receive in completing your assignments can be of great help to you in concretely determining your interest in and suitability for a profession.
There are many work options for you. These include:

· a summer or a weekend job;

· an internship position;

· a work study position as part of a school financial aid package;

· a paid or volunteer assignment; or 

· a work focus for your overall course of studies, such as a co-operative education program.

You can work in any or all of these situations. Each is valuable in providing progressive work experiences during college that build up your work capacity, expand your resume, and/or allow you to concretely learn about your work interests and skills.

There are a lot of reasons for working throughout your high school and college years. Money, to be sure, is usually the primary motivator. But there are many other benefits for working, and real reasons why staying away from the workforce during these years may make it all the harder to enter it later. Consider some of the following issues:

Practice, practice, practice…… Let's do the math! As previously indicated, over the past 10 years, the employment rate for a person with a disability in the United States has been about 40%. While the employment rate for the general population has been about 80%. If you're a student with a disability this means that upon graduation, your non-disabled peers are twice as likely to get a job than you are. Obtaining employment is a competitive process, and the reality is that sampling and experiencing the world of work throughout your college years will prepare you to more effectively compete for future employment opportunities.

Proving your skills. Don't be naïve in thinking that a college education is a guarantee for employment. Of the 60% of adults with disabilities who are unemployed, many have post-secondary degrees, but they have not been able to convince an employer that they have the skills and ability to transfer their classroom knowledge to the workplace. The ability to document in your resume your progressive or consistent work-based learning experiences will make it much easier for an employer to correlate your actual work experience with a job opening. 

References. Employers are very serious about checking up on references. Academic and personal character references are important. But if these are the only references you provide, you are likely to be at a disadvantage, as employers want to speak with other employers about you and how you operate in the world of work. Employers realize that successful completion of internships, work-study assignments, and work indicates that you have the discipline, skill, and ability to function and get along in the workplace.

Reasonable Accommodations. You may be very knowledgeable about the accommodations you need to complete the essential functions of a job in your chosen profession. There is also the likelihood that you may not be fully aware of what you need until you actually begin working. The practical information and experience in various jobs will show you which accommodations will help you be the most successful and productive. The knowledge of specific accommodations, and the proven work success, will greatly increase your chances of being considered for the job. Work-based learning situations also give you the opportunity to find out about your potential accommodation needs, to apply and test specific accommodations; and then to pick the best solutions. 
Networking. Work based learning activities will bring you into contact with professionals in your field. Not only can you learn from these people but they also become part of your "contact network". These contacts can be of great assistance to you when you begin your job search as they can introduce you to employers or give you employment leads that aren't necessarily placed in newspaper ads. There is the possibility that the one of the places of businesses you work in will hire you upon graduation.
	III. Campus-Based Employment Services
Campus-based employment services are present in many forms to help college students with vocational planning, and coordination of such planning with academic studies, in order to move toward these career goals. What specific campus support services are offered, and the level of staff available, varies from school to school. The level of available services can vary even within a school, depending on the students' program of study and the assignment of a faculty advisor. 

Larger campuses offer an array of specific employment support services. Some provide offices and staff for specific work support services. The types of services that may be available in separate office locations and by separate staff include the following:


Disability Services - The office that provides classroom and related academic supports may provide employment supports in limited situations, such as when an internship or practicum experience is required or desired as part of a course of study. Disability Services staff will provide needed accommodations to make sure a student with a disability has the same access to internships and related course offerings as other students.
Career Services - A campus career services office provides a variety of services which help students plan for and realize employment and career goals. Examples of assistance provided include:

· Identifying skills, interests, and career goals; 

· Learning about specific career options; 

· Applying to graduate school

· Applying to job openings; and 

· Developing job search strategies, including resume writing and interviewing.

Cooperative Education - Co-operative ("co-op") education programs usually offer classroom study and work term placements (usually in alternating semesters) in various business and employment settings. Some colleges and universities have offices that set up co-op work/study experiences. 

Academic Advising - Like Disability Services offices, academic advising services may become involved in employment support services when part of a student's curriculum involves work-based learning situations. 

Financial aid - Employment is an important part of many financial aid packages given to students. Perhaps the most common is work-study, which offers paying jobs to students who need additional income in order to attend college

Field Placement Supervisors – Staff with responsibilities to develop and maintain work-based learning situations, usually within a particular professional field, are located in various departments in larger colleges and universities.

Smaller campuses may have fewer programs, with many of the functions listed above centralized in one location. For example, there may be a single person offering generalized advising and career services within the dean of students' office. While the array of services may vary, all campuses are legally responsible to provide equal access to programs and services for students, and to not discriminate based on disability. This generally means that all services must be accessible to students with disabilities, including:

· advising, 

· tutoring centers, 

· student computing center, and 

· career services. 

The Key Support Role of Disability Service Providers
Under the ADA and Section 504 laws, all campus services must respond to requests for reasonable accommodation by students who have disabilities as defined in the law. Some campuses have centralized services for responding to these requests, such as an ADA Coordinator. A campus Disability Service office is often involved in identifying or providing reasonable accommodations, most often for academic learning situations, but often in other situations as well.

Even in non-academic situations, the Disability Services office is often a key source of support. It can provide referral to the correct office or person when needed, and can also provide consultation support to another office or staff person who needs such assistance.

If you need assistance in locating the disability service provider on your campus, call the office of the dean of students, or the president's office, for referral information. Contact information for students attending, or planning to attend college in southern Maine, is provided at the end of this booklet.

Making use of campus resources is both practical and expected. Contact information is printed in catalogues, on bulletin boards, web sites, and in campus news publications, and delivered as part of student orientation programs. The student must initiate contact to access all services. Referral from one service to another in a process of finding out who to call and how to find them will help students become informed. Building a network of employment support resources that will fortify a student's own initiative and interests will build capacity for future success.

	IV. Community-Based Employment Services
The following community-based resources are described in this chapter:

A. Vocational Rehabilitation (VR) Service System
B. Local Employment Service Provider Agencies
C. State Mental Health/Retardation services

D. Other Related Systems and Programs.
A. Vocational Rehabilitation (VR) Service System. 

VR offices are located in all states, most having local offices throughout a state. These offices assist persons with disabilities to obtain and to retain employment. VR services are not entitlements, and thus an individual must apply and be determined to be eligible for services related to their disability. A reasonable outcome of employment is usually required to receive VR services. Individuals found eligible for services might encounter some additional service condition (such as a waiting list that is based on severity of disability). Such condition may affect the level at which, or how soon, an individual receives rehabilitation services.


It is recommended that students with disabilities make contact and apply for VR Services a minimum of a year before they want to start work. 
If a student is actively working with VR, the student will have agreed to an Individualized Plan for Employment (IPE). The IPE (formerly called the Individualized Written Rehabilitation Plan) details each party's responsibilities and the purpose and direction of the plan. 

VR provides funds to pay the full or partial costs of the following services:

· Psychological and/or Medical Evaluations

· Vocational Evaluation

· Situational Assessments

· Job Development

· Job Coaching

· On the Job Training (financial employer incentive)

· Adaptive Equipment

· College Tuition

· Clothing Needs related to finding work

· Counseling

· Short term transportation

Campus disability support providers are most likely to work with VR as a community-based service affiliated with students with disabilities. VR can often augment the campus' resources for adaptive equipment and services, and play a major role in supporting the student's educational and employment pursuits.

Note that in Maine, the VR agency has two divisions:

· Division for the Blind and Visually Impaired (DBVI);

· Division of Vocational Rehabilitation (DVR).

B. Local Employment Service Provider Agencies. 

Most local areas have a range of employment service provider agencies, which serve students and others with disabilities. 

Examples of local employment service provider agencies in Maine are:

· Employment Trust, Inc. (ETI)

· Maine Medical Center's Hospital Industries Program

· Work Opportunities Unlimited (WOU)

· The type of services that these agencies can help to support include: 

· Vocational Evaluation

· Vocational Counseling 

· Job Seeking Skills Development

· Consultation for work study, internships and professional work based learning programs

· Job Development (full time, part-time, seasonal positions; on and off campus)

· Job Placement

· Job Coaching

· Linkages to employers for informational interviews

· Job Shadowing

· Linkages and Advocacy with community resources

· Follow up post job placement services

· Technical assistance to campus providers and employers for job analysis and disability accommodations.

C. State Mental Health/Mental Retardation services.
In a manner similar to VR, each state has a service system for individuals who have disabilities related to mental illness and mental retardation. In Maine, this agency is the Department of Behavioral and Developmental Services (DBDS). DBDS (hereafter in this section, the MH/MR agency) has offices located throughout the state. 

In most cases, the MH/MR agency financially supports ongoing employment support needs of an individual after initial VR services have been completed. Often these services are termed "Ongoing Employment Supports" and are meant to assist an individual to maintain employment.

Students with mental health and retardation-related diagnoses should consider registering with the MH/MR agency. What supports are provided will be determined through an application process.

Services funded through the agency include:

· Psychological and Medical Diagnosis

· On-going Employment Supports

· Counseling

The MH/MR agency in Maine refers their clients with community-based social service agencies for services. It provides few direct services beyond Case Management.

D. Other Related Systems and Programs.
There are several related systems and programs, which provide employment supports in the community for youth and adults with disabilities. These additional programs are:

· Maine's ASPIRE welfare to work program,

· One-Stop Career Centers located in Maine and all other states,
· Workforce Investment Act programs, and

· Social Security Work Incentive programs.

ASPIRE provides employment assistance to those students who qualify for their services. Parents must be raising one or more children (under 18 years of age), to qualify, and assistance is based on economic need. ASPIRE is a Department of Human Services program located throughout the state. In most instances ASPIRE will refer the individual to VR for additional services.
	V. Planning for Successful Work
Once you make the decision to include more work activities as part of your college experience, you really need to give serious consideration to the implications of this decision while going to school. Here are three key issues:

1. Balancing work and school. 
Though work-based learning is very important in helping you successfully move toward your career path, it is meant to be only a part of your academic experience. If you excel in work-based learning, but flunk out of school because you haven't kept up with your class work assignments, you haven't accomplished much. 

You need to decide just how much time you can afford to focus on working while still keeping up with your coursework. You also should take into consideration the positive social aspects of attending college. The key thing is to find a balance between school, work, and play.


2. Getting Advice.
Visit with your Academic Advisor to discuss your work-based learning interests. The earlier you can do this, the better it will be, including before you start college, or no later than your first year. Your advisor can likely provide you with information on the type of jobs and work-based learning that will have relevance to your degree work. Review with your advisor any internship, co-operative education or field placement requirements to your acquiring a degree. Ask your advisor about what and how other students in your field of study are doing regarding work activities. Maybe your advisor can introduce you to some of these students so you can speak with them directly about their experiences. Keep your advisor in your communications loop, and utilize their advice in identifying and accomplishing your educational and career goals. Also, don't forget about keeping your parents involved in your decision making process so you can get their insight and feedback.

3. Consider Taking More Time.
The responsibilities inherent in work activities and work-based learning might require you to plan on taking longer to complete your degree. It could also mean attending school during the summer or between semesters. Again, the key is balancing school, work, finances and play, in accordance with your own interests and abilities.

Give serious, up front consideration to extending the time you need to complete your degree. The planned extra time, which allows you to balance working, learning, and socializing could have significant positive impact on your career opportunities in the future and make your overall college experience more enjoyable. Of course, many of you will also need to review this with your primary advisory board, your family, before deciding to intentionally extend the length of your college education.
	VI. Reasonable Accommodations and Support Needs
A disability may cause a student some difficulty in accessing work-based learning. If this occurs, you must take the appropriate actions that enable you to fulfill the required coursework or essential functions of the job. 

An earlier section of this booklet addressed how the Americans with Disabilities Act (ADA) prohibits discrimination. Most colleges and universities, as well as companies that employ more than fifteen employees, cannot discriminate based on disability; and are required to provide reasonable accommodation to qualified people with disabilities. 

When you work, you may need reasonable accommodations in order to perform the job requirements. The employer must be made aware of this need, and the disability condition causing this need. If your disability is not visible or apparent, you can decide whether you want to disclose your disability or not. However, the ADA law may not apply if you choose not to disclose your disability.


Many students with disabilities will not require any reasonable accommodations to participate in work-based learning. For those who need accommodation or related supports, these would in most cases be obtained from your employer. In some work-based learning situations, there may be some sharing of accommodations and supports among the employer, the college, and involved state service agencies.
Here is some advice which can help you seek out and obtain the accommodations and support that you may need:

1. Work cooperatively through the process. 
Assume that the school or employer wants to cooperate with you in fulfilling your coursework or attaining a job. An adversarial approach should be used only when extensive efforts to cooperate have not worked. If you feel you have exhausted all avenues and you still are prohibited from participation, then you can consider proceeding with a grievance process or obtaining legal assistance in resolving the issues.

2. Help to develop reasonable solutions to meeting your needs. 
Often all that is needed is a simple, common sense, adaptation of equipment, the environment or workflow process. The more information you can supply on your accommodation needs, the easier it will be for the school or employer to provide them. 

3. Seek out all off-campus employment support options, especially Vocational Rehabilitation. 
DVR services are can be quite helpful in your efforts to build your career capacity through work experience and work-based learning. It is not an entitlements, and you must often wend your way through what appears to be a complex application and eligibility determination process. This can be frustrating, so start the process as early as you can so you have time and can find help with this process. 

The DVR Counselor assigned to you can be of great assistance to you in obtaining and sustaining work-based learning and employment opportunities. Utilize your counselor's experience. Take the time to develop a relationship with your counselor. If you are unsatisfied with the results you're getting or are having difficulty working with the counselor you can request a different one. The key is to discuss your educational and vocational aspirations with your counselor and together develop a plan to attain them.

4. Do whatever is necessary to make the accommodations successful.

As you go about these efforts, acquiring the accommodation or adaptive equipment you might need, think about the concept of being an "enabler." You seek to enable college staff and employers to see the skills and abilities that you bring to work and work-based learning situations. In displaying motivation, knowledge and problem solving ability, you can only make a favorable impression upon those who control access to where you want to be. It is up to you to bring all of these things together. You can do it. Don't take no for an answer, ask why not? Or, better yet, show how it can be easily provided for. Don't allow your disability to get in the way of you achieving your work experience and career development plans.
	VII. Getting Going with your Work Activities
Now that you've done some planning on how to fit work-based learning into your curriculum and your life, you need to get going on working and learning. 

Work-based learning was earlier explained as an interweaving of work activity with your field of academic study. This is likely an ideal for many students. However, if you are unable to structure a work experience directly related to your field of study, don't put off pursuing other types of work. There is much to be said for just getting out and into the workforce in some capacity. 

Regardless of your approach you should consider a process that allows you to explore the diversity of the world of work. The more varied your experiences, the more information you will have to assist you in your career direction.


Here are some final thoughts that can be incorporated into the pursuit of work-based learning and employment:
· Know your disability and what functions are impacted. Be prepared to intelligently discuss your disability and its implications on work-based learning.

· Actively participate in all meetings concerning your work and your future. Do not let others speak for or about you without your consent.

· Research and understand the state and federal laws and regulations, which have been enacted to ensure equal access to all societal activities. Be fully aware of your options.

· Take the lead in planning for your career and the educational experiences necessary to achieve it.

· Be assertive and a self advocate about what you need to be productive and successful.

· Realize that as human beings most of us will fail at one time or another in our career paths leading to the position(s) we eventually excel in. Failure in a job is not necessarily a negative experience; the idea is to learn from failures.

· Have fun while you learn, that's what college is for.

· In short, know yourself.

	Appendices
Campus based resources available in the southern Maine area to assist you in employment and work-based learning.
Maine College of Art - Portland, Maine
(207) 879-5742, TTY relays service: (207) 955-3323

Dean of Students, Disability Student Services
Career Development Coordinator

Saint Joseph's College - Standish, Maine
(207) 892-6766, TTY 893-7818

Career Services Director
Admissions Director, ADA Accommodations Coordinator


Southern Maine Technical College - South Portland, Maine
(207) 767-9500, TTY 767-9667
ADA Services Coordinator, Career Services, Learning Center

York County Technical College - Wells, Maine
(207) 646-9282, TTY relays service: (207) 955-3323

Vice President of Student Affairs, Disability Services Coordinator

University of New England - Portland & Biddeford, Maine
(207) 283-0171, TTY (207) 294-5934

Career Services, Learning Assistance Center, Office for Students with Disabilities

University of Southern Maine - Portland, Gorham & Lewiston/Auburn, Maine
(207) 780-4141 or (800) 800-4876, TTY 780-5646

Advising Services, Career Services & Cooperative Education, Office of Academic Support Services for Students with Disabilities

Off campus resources 
Department of Labor - the Maine Employment Resource
In Cumberland County:
Career Center
185 Lancaster Street
Portland, ME 04101
Phone: 775-5891;  TTY: 822-0412; Toll-free: 1-800-315-1192

In York County:
Career Center
110 Main Street, Suite 1400
Saco, ME 04072
Phone: 286-2650; TTY: 286-2680; Toll-free: 1-800-760-1570

- or - 

Career Center
63 Main Street
Sanford, ME 04073
Phone: 324-5460; Toll-free: 1-800-343-0151

This is a combination of the following employment support programs: Maine Job Service, Vocational Rehabilitation, Workforce Development Center (York County) and Training Resource Center (Cumberland County). 

Department of Human Services
In Cumberland County:
161 Marginal Way
Portland, ME 04101
Phone: 822-2000; TTY: 822-2293; Toll-free: 1-800-482-7520

In York County:
39 St. Ignatius Street
Sanford, ME 04073
Phone: 324-9472; TTY: 324-8930; Toll-free: 1-800-482-0790

-or -

208 Graham Street
Biddeford, ME 04005
Phone: 282-6191; Toll-free: 1-800-322-1919

Maine Center on Deafness 
85 Preble Street
Portland, ME 04102
Phone: 761-2534; TTY: 761-2533

Maine Center for the Blind and Visually Impaired
189 Park Avenue
Portland, ME 04102
Phone: 774-6273 (Voice or TTY)

Social Security Administration
In Cumberland County:
537 Congress Street
Portland, ME 04101
Phone: 780-3536; Toll-free: 1-800-772-1213

In York County:
P.O. Box 209 180 Main Street
Biddeford, ME 04005
Phone: 828-5956; Toll-free: 1-800-772-1213

In Southern York County:
80 Daniel Street
Portsmouth, NH 03801
Phone: (603) 433-0719; Toll-free: 1-800-234-5772

Department of Labor - Division for the Blind and Visually Impaired (DBVI)
In Portland:
105 Elm Street
P.O. Box 3574
Portland, ME 04101
Phone: 822-0400

In Augusta:
Maine Department of Labor
150 State House Station
Augusta, ME 04333-0150
Phone: 624-5323; Toll-free: 1-800-315-1192

Department of Labor - Division of Deafness
Maine DOL Division of Deafness
35 Anthony Avenue
Augusta, ME 04333-0150
Phone: 624-5318; Toll-free: 1-800-332-1003

Department of Behavioral and Developmental Services (DBDS)

Adult Services
169 Lancaster Street
Portland, ME 04101
Phone: 822-0270; Toll-free: 1-800-492-0846
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