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NHVR’s Job Shadow Program is in compliance with NH Department of Labor Chapter 279:22-aa Non Paid Opportunities for Adults with Disabilities.  	In accordance with the rules of this program:
· An employer/employee relationship does not exist
· The Job Shadow experience must be primarily for the benefit of the customer
· No expectation of wages should be considered during assessment
· NHVR as the contractor of the program, in conjunction with the provider agency (Community Rehabilitation Provider), is responsible for liability and medical coverage during the assessment
· Sites must be approved by DOL http://www.nh.gov/labor/inspection/school-to-work.htm
	               	                              
Job Shadow is a learning experience, to be completed following the interest assessment phase, where the customer goes on-site to one or more employment locations.  The customer observes and questions the worker regarding the specific job and work environment at the job site.  Job Shadow should not be confused with Situational Assessment.  Job Shadow is for observation and real work shall not be performed by the customer. Job Shadows shall not exceed five (5) hours and may be used when a customer:  
· needs to clarify career interests
· needs to find out more about a specific career (academic, technical & personal skills required)
· needs to learn the career path
· needs to gain increased knowledge of work cultures and environments
· needs to determine if the position they are exploring is appropriate given their disability and all other factors.

The products of this phase are the Job Shadow-Customer Form Job Shadow-Customer Form 5-2010.doc
and the Job Shadow-CRP Form Job Shadow - CRP Form 5-2010.doc for each job site.   The reports and invoices are due within 10 days after the end date of the service.

	STEP
	Who is Responsible
	Procedure
	Others Involved

	1)   Identify 
      Interests
	Counselor
	· Complete the intake interview
· Document eligibility
· As part of the assessment process, review  interest assessment (Choices, SDS, CAI, Strong Campbell, WRIOT, Interview) with customer
· Review job descriptions with customer to help narrow down the career options to a few
· Print and provide copies of job descriptions/job demands for customer’s use as warranted
· If applicable, provide career videos for customer to view
· Make decision with customer that further information is needed and agree to engage in the Job Shadow Process.

	Customer

	
	Customer
	· Participate in interest assessment
· Explore career options by reading information about careers provided by VR counselor and anything available in the community or on the internet
· Engage in decision making process regarding career options based upon critical factors:
· matching ability & needs with job specification
· Economic and labor market information
· Make decision with VR counselor that further information is needed and agree to engage in the Job Shadowing Process.

	Counselor,  CRP

	2)  Site   
     Development
	Counselor
	· Refer to CRP when it is determined that additional support is needed to assist the customer to learn about the career options because of their lack of knowledge of the world of work and expectations in the workplace.
· Confirm possible work site is an NHDOL approved site.      Access web site http://www.nh.gov/labor/inspection/school-to-work.htm
· Develop an Action Plan outlining the parameters of the 
        Job Shadow.
· If site is NHDOL approved and Team is in agreement, 
       work with employer, CRP, Customer, Guardian (if    
       applicable) to develop the Job Shadow Agreement
       Job Shadow Agreement.docx
· Authorize the Job Shadow service
· If no site is developed after 6 weeks, a meeting will occur
       with the Customer and CRP, (Team), to determine   
       whether the search for a site will continue or other
       assessment strategies will be utilized.
	

	
	Customer
	· Shall commit to participating in the Job Shadow
· Shall engage with CRP, to the best of their ability, to
       develop the site for the assessment.
· When site is developed, engage in decision making 
        process with the counselor about beginning the Job
        Shadow 
· Job Shadow Agreement will be developed with 
       Counselor and CRP.
	Customer, Counselor and CRP

	
	CRP
	· Receive referral and develop agreement for specific career(s) to be explored in Job Shadow  process
· Communicate efforts to secure a site by completing bi-weekly Job Logs.  NHVR Job Search Log 3-2014.docx
· Confirm possible work site is an NHDOL approved site. Access web site http://www.nh.gov/labor/inspection/school-to-work.htm
· After NHDOL approved sites have been exhausted, consult with counselor regarding new site approval.
· Upon counselor approval of new site, assist employer through NHDOL approval process. DOL Pre-screening for Employers 3-26-14.docx 
· Notify customer and counselor that they have found an employer that interested in participating in the Job Shadow.
· In collaboration with Counselor, complete a Job Shadow Agreement form Job Shadow Agreement.docx
· Communicate any significant concerns around site development with counselor/Regional Leader  
	Customer, Counselor and CRP

	
	VR Admin
	· Will provide Proof of Insurance to the employer 
	

	3) Job Shadow
	Counselor
	· Receive and review reports from CRP 
· Meet with customer to discuss findings and engage in decision making process using information gathered.
	

	
	Customer
	· Develop questions with the assistance of VR counselor and CRP to be used on a job site(s)
· Summarize Job Shadow experience Job Shadow-Customer Form 5-2010.doc experience with CRP and consider how the job can be performed given their disability 
· Send “Thank You” notes to employers
· Meet with VR counselor to discuss findings and engage in decision making process using the information gathered

	Counselor, Customer and CRP

	
	CRP
	1. Assist customer in preparing for Job Shadow experience (review questions, appropriate clothing, behavior, etc)
1. Assist customer in summarizing the Job Shadow experience  and consider how the job can be performed given the customer’s disability Job Shadow - CRP Form 5-2010.doc
1. Assist the customer in completing “Thank You” notes to the employment site
1. Submit written reports and invoice on each job site to VR counselor within 10 days after the end date of the service, and include a narrative summary of the assessment of the customer’s engagement in the process (i.e. dress, timeliness, attitude, demeanor)
1. Seek feedback from employer(s) and include in report.

	Customer
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