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CHAPTER 4. JOB DEVELOPMENT AND PLACEMENT SERVICES





4.01	INTRODUCTION





	a.	General.  Most veterans programs—whether administered by VA, DOL (Department of Labor), OPM (Office of Personnel Management), SBA (Small Business Administration), or another Federal agency—are designed to contribute to the individual veteran’s readjustment to civilian life.  Public Law 96-466 established suitable employment as a fundamental criterion of successful readjustment for veterans in the chapter 31 program.  Viewed from this perspective, employment services—including job development and placement—become central to the VR&C (Vocational Rehabilitation and Counseling) mission.  The material in this chapter supplements the information in Part I, chapter 2, which identifies procedures for coordination with VHA (Veterans Health Administration), other VA elements, and all non-VA agencies with which VA has established interagency agreements.  Part I, chapter 2 also contains information and procedures for referring veterans for services under these agreements.  In making referrals, VR&C staff members will meet the standards set in these national agreements and any statewide agreements which implement the national agreements.





	b.	Job Development.  As defined in 38 CFR 21.250(b)(2), job development means “a comprehensive professional service to assist the individual veteran to actually obtain a suitable job, and not simply the solicitation of jobs on behalf of the veteran.”  Job development is a difficult and demanding task, VR&C staff members need to coordinate with other community agencies to accomplish many aspects of job development.  Therefore, this chapter will focus first on non-VA veterans’ employment service providers and on interagency coordination.





	c.	Overview of Service Providers.  Several Federal and State agencies supply employment services to veterans.  In some geographical locations, employment services may also be available through local agencies, including county governments and private, nonprofit organizations.  The availability of these local services may depend on other circumstances in addition to an individual”s veteran status.  For example, a veteran displaced from an assembly line job in a failing industry may be eligible for services under various special programs which local job training agencies—such as the Private Industry Council—administer.  In addition, for-profit entities providing employment services exist in most areas of the country.  Effective VR&C job development and placement services are conditioned upon VR&C staff members’ ability to make full use of available resources.  Each local office needs to develop and cultivate a referral network that may include the following organizations and programs:





	(1)	SESA (State Employment Security Agencies), State employment services, and VETS (Veterans’ Employment and Training Service) of the United States DOL;





	(2)	Programs which the Rehabilitation Act of 1973, as amended, authorizes;





	(3)	OPM and the personnel offices of Federal agencies and installations in regional offices; and





	(4)	Any other public, nonprofit or for-profit organizations offering placement services.





	d.	Public Labor Exchange System.  Mandated by the Wagner-Peyser Act, the nation’s public labor exchange system receives its funding from a tax on employers.  DOL exercises some administrative control over the State employment service system by distributing this funding and by prescribing regulations.  VETS comprises a DOL central office staff in Washington and a network of directors and assistant directors in every State.  These DOL employees do not directly deliver employment services to veterans; instead, they monitor and evaluate the delivery of these services by the State employment service system.





	e.	Networking.  In many States, committees of representatives of the various service providers and other interested parties�symbol 190 \f "Symbol" \s 10��such as veterans service organizations and employer groups—exist to facilitate networking and to implement special veterans employment initiatives.  One example of these initiatives is a public awareness program aimed at private employers.  Each State has a Governor’s Committee on Employment of People with
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Disabilities and most large cities have a counterpart called the Mayor’s Committee.  Because these committees are excellent opportunities to network, the VR&C Officer should explore the benefits of staff participation on these committees.





4.02	INTRA-AGENCY AND INTERAGENCY COORDINATION





	a.	Referrals.  VR&C staff member, are responsible for determining appropriate placement, resource, for each veteran VR&C staff member, should incorporate detailed referral and followup procedure, in to locally developed, written interagency agreements.  Prior to any collaboration with personnel outside VA, however, the case manager should inform the veteran of the services the outside agency or program will supply and the kinds of relevant information VA will share for official purposes.  Any exchange of information must meet applicable State and Federal laws (e.g., the Freedom of Information Act and the Privacy Act) and agency regulation and policy.  If appropriate, the veteran’s written consent to the exchange should accompany the exchange of information.  The veteran’s JEAP (individualized employment assistance plan) should clearly show all referrals.  For referrals to liaison staff members, identify the members by name, address and telephone number.  The case manager should notify the liaison member (preferably through face-to-face or telephone contact) in advance of the referral so the veteran does not encounter confusion and unnecessary delay.





	b.	Coordination of Efforts.  A sound knowledge of the roles and responsibilities of other public and private agencies providing job placement and related, services will assist VR&C staff members in determining how to coordinate these activities.  For example, close contact with DOL/SESA personnel and the State rehabilitation agency will help to minimize duplicate employer contacts.  While efficiency argues that all parties arrive at a consensus regarding specific responsibilities, each case is unique and formal agreements should not inhibit the provision of needed services.  Formal written agreements—such as VA agreements with DOL and rehabilitation service agencies, offer a basic framework for coordination and collaboration, but it is essential that each IEAP contain specific information about the methods, services, and activities that the veteran will use in achieving identified goals and objectives.  The involvement of other service provider does not eliminate or reduce VR&C staff members’ responsibility for case management (38 CFR 21.252).  Note that the DOL Directors and Assistant Directors for Veterans’ Employment and Training in each State are also responsible for monitoring Federal agencies’ implementation of Disabled Veterans Affirmative Action Programs.  VR&C Divisions should develop innovative methods of cooperation at the local level to support these programs.





	(1) 	Department of Labor and State Employment Security Agencies.  The U.S. DOL is administratively responsible for establishing and maintaining the nation’s employment service system. (See subparagraph 4.0ld above for an overview of the public labor exchange, system.) Each State participates in that system through a network of local offices.  The State systems are known formally as SESA, but are often referred to as the Job Service.  These State systems are the most significant providers of veterans employment services





	(a)	VA/DOL National and State Agreements.  The VA/DOL national agreement defines, policies and procedures at the national level  State wide agreements implementing the national agreement establish procedures for the coordination of employment services at the local level.  VR&C staff members should be thoroughly familiar with their statewide agreement.





	(b)	LVERs (Local Veterans’ Employment Representatives) and DVOP (Disabled Veterans’ Outreach Program) Specialists.  Most State employment service offices employ an LVER to monitor the office’s delivery of services to veterans.  In addition, under 38 U.S.C. 4103A, DVOP specialists must furnish priority employment assistance to current and former chapter 31 participants.  Service to veterans is the responsibility of the entire Job Service system, including all staff members of each local office. Responsibility shared and does not rest solely on the LVERs and DVOP specialists. In this context, each local Job Service office manager—the supervisor of the DVOP specialists and LVERs—is a key player in the system.  The law requires that 20 to 25 percent of DVOP specialists work in VA locations.  Therefore, the statewide agreement should arrange for outstationing a number of DVOPs at VA regional offices and other VA facilities (38 U.S.C. 4103A).  The absence of this provision, however, in no way abrogates the responsibility of the Department of Labor to comply with this requirement.  VR&C staff members, especially those who have immediate access to an outstationed DVOP specialist, need to develop a close
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working relationship with the entire Job Service system.  VR&C staff members are also strongly encouraged to include State employment service personnel in the initial employment planning process related to job placement and OJT (on-job training) development.  DVOP specialists can particularly help in outreach to employers to develop job opportunities





	(2)	Office of Personnel Management.  Under 38 U.S.C. 4214, OPM is responsible for planning, implementing and overseeing the Federal affirmative action program for disabled veterans.  For a discussion of affirmative action, see chapter 8.  VR&C staff members should maintain liaison with the area OPM office and other Federal agencies’ and installations’ personnel offices to promote the employment of disabled veterans in the Federal government.





	(3)	State Rehabilitation Agencies.  Arrangements with State rehabilitation agencies are often limited to assistance for veterans in areas distant from VA offices or where veterans have encountered placement difficulties.  VR&C Divisions should explore expanding this cooperation and coordination in providing employment services to veterans under chapter 31 who are eligible for and can benefit from the assistance of State vocational rehabilitation agencies and other programs authorized under the Rehabilitation Act of 1973, as amended.  This will require reviewing each case which the case manager has placed or will place in Employment Services status to determine whether the veteran could benefit from the assistance which the State vocational rehabilitation agency can provide.  If this assistance will be helpful, the case manager should personally refer the veteran to enable State vocational rehabilitation staff members to make the necessary arrangements.  VR&C Divisions may need to modify existing arrangements to ensure systematic referral and coordination.





	(a)	Limitation Services.  The VR&C Division can only request State vocational rehabilitation agencies to furnish placement services to obtain employment and postplacement assistance to determine if the veteran has adjusted in employment.  VA will furnish any additional needed assistance—such as payment for supplies, medical care, and treatment—under the IEAP.





	(b)	Use of Other Community Resources.  Increased use of State rehabilitation agencies to supply employment services is in addition to, rather than in lieu of, coordination with other community agencies or contracting with private agencies, both nonprofit and for-profit.  Increased coordination with State vocational rehabilitation agencies should not affect utilization of DVOP specialists and other State employment service staff members.  Similarly, VR&C staff members should continue to use their authority to furnish employment services under contract with both nonprofit and for-profit private entities.





	(c)	Criteria for Rehabilitation.  Employment assistance must focus on occupational areas which carry out the rehabilitation plan which VR&C staff members and the veteran have developed.  The employment resulting from these joint employment assistance efforts will thereby meet both the veteran’s needs and the criteria of VA and State vocational rehabilitation agencies for determining that the veteran has been rehabilitated.





	(d)	Furnishing Information.  VR&C staff members may furnish information needed to assist State vocational rehabilitation agency staff members in providing employment services to the extent permitted in Section IV, Exchange of Information, of the national agreement (see pt. I, app. 2B-3).





	(4)	Small Business Administration.  The SBA offers training sessions in management and marketing techniques, some tailored exclusively to veterans, publishes extensive materials on business practices, and maintains a staff of local business people to consult with would-be entrepreneurs.  During the development of an IWRP (individualized written rehabilitation plan) or IEAP for self-employment in a small business enterprise, VR&C staff members need to contact the SBA.  The SBA can assist VR&C staff members and the veteran to make judgments concerning business trends, funding, marketing, and can assist in obtaining bank loans by guaranteeing payment against default.





	(5)	VA Office of Small and Disadvantaged Business Utilization.  VR&C staff members need to be particularly aware of the Veteran-owned Small Business Outreach Program in the VA Office of Small and Disadvantaged Business Utilization (005SB), which can assist disabled veterans in their efforts to establish small
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businesses.  This program takes affirmative action to solicit veteran-owned small businesses and to help them to participate in VA contract opportunities.  Although this program does not give preference to veteran-owned businesses, it does provide an opportunity for these businesses to bid on and receive contracts.  By the end of calendar year 199 1, this program was instrumental in awarding over $200 million dollars in contracts to Vietnam-era and disabled veteran-owned businesses.  Such contracts can mean the difference between success and failure for many small businesses.	(a)	Special Outreach Efforts.  The Office of Small and Disadvantaged Business Utilization conducts different outreach efforts to assist veteran-owned businesses.





	1.	It creates an awareness of contract opportunities among members of the veteran business community;





	2.	It coordinates outreach activities with national service organizations;





	3.	It sponsors veterans in business opportunity conferences;





	4.	It publishes a Forecast of Contracting Opportunities each fiscal year;





	5.	It publishes a veteran-owned small business resource list,





	6.	It develops news releases aimed at veterans in business; and





	7.	It maintains a dialog with SBA.





	(b)	VR&C Responsibilities.  For all veterans in vocational rehabilitation program with small business ownership as the vocational goal, the VR&C Officer will ensure the close cooperation of VR&C staff members with the Office of Small and Disadvantaged Business Utilization.  In case management, this coordination principally entails referrals of these veterans for information on business opportunities.  The VR&C Officer will also forward to the Office of Small and Disadvantaged Business Utilization information on local SBA business development programs and summary descriptions of small business successes which result from vocational rehabilitation.  To obtain further information from the Office of Small and Disadvantaged Business Utilization by telephone, call FTS (202) 376-6996.





4.03	DIRECT PLACEMENT SERVICES





	a.	Definition.  At the most basic level, direct placement entails the following activities:





	(1)	Matching the needs, abilities, and aspirations of an individual veteran with the demands, salary, and other characteristics of a specific job;





	(2)	Communicating the terms of the match to the parties involved and working to bring about a successful job interview for both the veteran and the employer; and





	(3)	Establishing and maintaining placement aids (ranging from a card file index to a computerized database) to facilitate these matching and communication activities.





	b.	Basic Principles.  When a veteran requires direct placement, the VR&C Division must be prepared to furnish this service.  Direct placement involves actively and personally intervening with employers on behalf of the veteran.  Direct job placement occurs within a network which involves employers, employees, and service providers.





	(1)	Employers.  An employer’s paramount concerns are timeliness in the placement process and productivity on the job.  Employers want good employees within a specific timeframe.  In dealing with employers, the case manager—as the service provider to the employer—should think and act as a salesman in a consumer-oriented market.  The employer has a need for a product—a new employee—or else the job would not be open.  The service provider’s job is to make the initial sale in a way that satisfies the customer, creates good will, and thus retains his or her business for future placements.  This means service providers need to be responsive to time constraints 
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placed on the job opening and must be aware of the quality of the product.  The case manager as service provider must develop the tools to facilitate job matching to meet the employer’s timeliness requirements. Case managers and the VR&C Officer need to investigate data base software that can be tailored to specific needs.  The quality issue revolves around the referred veteran being “job ready.”





	(2)	Employees.  The veteran has completed training; otherwise, the service provider would not be concerned with direct placement.  Nonetheless, general training—such as an academic degree or a proficiency certificate—is only the first consideration in determining whether an individual veteran is ready for a specific job.  Licensing and many other supportive services (see chapter 5) may be necessary to make the veteran truly job ready.  Issues of socialization and readjustment may also require resolution before a veteran�symbol 190 \f "Symbol" \s 10��even an otherwise fully trained veteran—is ready to compete for a job.  Once a case manager has determined that a veteran is rehabilitated to the point of employability, this denotes that the veteran has completed the education and technical training, has acquired the skills needed, and is emotionally ready for employment in his or her vocational objective.





	(a)	Employment Services as Part of IWRP.  The veteran’s IWRP should incorporate his or her employability objectives even if the activities associated with those objectives do not take place until after the veteran completes formal training activities.  VR&C Divisions can begin to supply services and assistance to improve the veteran’s employability—such as interviewing skills training�symbol 190 \f "Symbol" \s 10��under the IWRP.  The case manager need not declare the veteran rehabilitated to the point of employability before he or she begins to receive job-seeking and other related assistance and services.





	(b)	Limited Job Interviews Prior to Job Readiness.  If the veteran is not job ready, a referral to a job interview is a disservice to both the veteran and the potential employer.  The veteran’s future employability will be impaired and that service provider’s credibility with the employer will be damaged





	(3)	Employment Services and Service Providers.  In the context of direct placement, services are of greater significance than service providers.  VR&C staff members should view services available from various providers as tools to help make the veteran more marketable, attract the attention of the customer (the employer), and break down the customer’s sales resistance.  Job Analysis (see par. 4.07 below), job modification (see par. 4.08 below), and postplacement services (see chapter 9 below) are the appropriate tools.  Supportive services available to chapter 31 participants—such as the provision of tools and supplies, transportation, incidental training and licenses—are truly significant job placement aids available to few other job seekers (see chapter 5 below).  Special incentives for employers (see chapter 6 below) can also be extremely useful in difficult placement situations.  Programs such as noncompetitive placement in public-sector employment, unpaid work experience, and affirmative action requirements of Federal contractors (see chapter 8 below) are also direct placement tools.  The VR&C Division is authorized to utilize the job development and placement services of many different sorts of service providers: other public-sector agencies, including Federal, State, and local government agencies; nonprofit organizations, such as rehabilitation facilities and public post-secondary schools; and for-profit entities, such as employment agencies (see par. 4.05 below for more information on contracting for services).





4.04	PROMOTION OF TRAINING AND EMPLOYMENT OPPORTUNITIES





	a.	General.  As funding permits, VA will promote the establishment of employment, training, and related opportunities for veterans with service-connected disabilities (38 CFR 21.252(b)). These activities are not limited to public awareness projects, but may also include, for instance, working to establish training programs for disabled veterans with a large employer or a noncompetitive appointment procedure with a State, county, or municipal civil service system.  VR&C staff members should initiate and carry out these efforts for chapter 31 participants.





	b.	How to Promote Training and Employment.  The keys to effective promotion are coordination and cooperation with other service providers and interested parties, a willingness to participate in activities such as job fairs and committee activities, and an awareness of the common sense principles of effective communication: Carefully and clearly formulate the message, identify the audience, and tell the story in terms that interest the audience.  Conduct all promotional activities on a businesslike basis.  Repeatedly, private employers have stated 
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that they are open to the employment of disabled veterans, but their primary concern is finding the right person for the right job at the right time.  Promotional activities appealing to this need will be more successful than approaches based on patriotism or social responsibility alone.





4.05	CONTRACTING FOR EMPLOYMENT SERVICES





	a.	Areas Appropriate for Contract Services.  Provision of effective employment services is generally a labor intensive activity requiring specialized skills The case manager and the veteran must identify the specific needs for these specialized employment services.  This assessment should analyze needs such as skill development in the areas of resume preparation, interviewing techniques, and marketing methods—for example, interviewing for information and networking.  In addition, VR&C staff members should also assess the need for direct placement services.  Once VR&C staff members and the veteran have identified the needed services, three factors affect the decision whether or not to contract for the services





	(1)	The veteran has identified service needs, but VR&C staff members either cannot supply or cannot timely supply the services;





	(2)	The severity of the veteran’s disability requires specialized placement assistance from a person trained in placing the severely disabled; and





	(3)	Available resources, including public and private agencies, cannot provide adequate assistance on a no-charge basis





	b.	Selection of Service Providers.  The identified needs of the individual veteran constitute the primary factor in the decision to seek services from service providers outside the VR&C Division.  Case managers are encouraged to network with other, service providers—especially State rehabilitation agencies and SESA—to furnish to VA vocational rehabilitation participants the best possible employment services (see subpars. 4.01d and 4.02b(3) above on networking).  Several agencies may supply services simultaneously.  This situation is similar to a veteran in Rehabilitation to the Point of Employability status who requires medical care, psychiatric assistance, and vocational training at the same time.  VR&C staff members may include nonprofit contract organizations in the mix o service providers required to address the veteran’s needs In addition, the VR&C Division may also contract with for-profit entities if:





	(1)	Needed assistance is unavailable from another source;





	(2)	Needed assistance available from other sources is not as effective as that available from a for-profit entity:





	(3)	VA cannot obtain the needed assistance from other sources as cost-effectively as it can obtain the assistance from a for-profit entity; or





	(4)	Acquiring services from other than a for-profit facility would constitute a hardship for the veteran.  (See also par. 3.05b(3)(d) above)





	c 	Selecting a For-profit Service Provider.  After making the decision to contract with a for-profit entity, follow these guidelines when selecting a Service provider.





	(1)	The provider should be an established company with a proven track record.  The case manager may review information on placement for a specific period, question references the provider submits, and confirm the credibility of testimonials the provider offers.  At a minimum, the company must have been in operation for more than 6 months prior to the decision to contract.





	(2)	The company should be able to demonstrate its prior ability to deliver needed services with its own resources.  This means the company can go beyond merely coordinating services which other entities offer, including public-sector and nonprofit private sector agencies.
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	(3)	The company must have the demonstrated ability to work effectively with individuals with disabilities





	(4)	The company must submit to the VR&C Division substantial and timely progress reports and other documentation which the individual veteran’s circumstances require and, as necessary, to evaluate the company’s performance on a regular and periodic basis.  Generally, these reports will be required no more than once every 2 months.  A schedule for submission of reports shall be a part of each contract.





	(5)	The company must have demonstrated the ability to furnish individualized services.  Some services, such as job clubs, may only be available in a group setting.  These services are not discouraged, on the contrary, their use is encouraged.  The company must be able, however, to supply the needed individualized services itself.





	(6)	The contract with the service provider shall be subject to all provisions governing the negotiation and monitoring of contracts, including procedures to prevent waste, fraud, and abuse.





	d.	Program Monitoring.  When using contractual services, the VR&C case manager will carefully monitor the provision of services and amend the rehabilitation plan and contract as necessary.  The process of contracting for employment services does not relieve the VR&C case manager of case management responsibilities, including monthly contacts with the veteran.  The VR&C Officer will carefully monitor the provision of employment services furnished through contractual arrangements.  In addition to following the general provisions in subparagraph c above, the VR&C Officer will take any additional steps necessary to assure contract compliance and prevent waste, fraud, and abuse.  For example, circumstances may warrant the submission of reports by the contractor more frequently than the minimum reporting requirement of every 2 months.  There are two major types of contractual arrangements for employment services:  performance-based and service-based.  Whether contracts are performance-based or service-based, the case manager should develop contracts with service providers which best meet the criteria in subparagraph c above and which best achieve the goal of suitable employment.





	(1)	Performance-based Contracts.  Performance-based contracts focus on tangible work products, often called “deliverables” or measurable results, such as suitable placements rather than a general service intended to culminate in placements.  Some performance-based service providers may have a single charge regardless of services and time expended in the individual case, or they may not clearly identify service costs or time expended.  These nonspecific practices lend themselves to waste, fraud, and abuse.  When negotiating a performance-based contract, the VR&C staff member must clearly identify the services the provider will supply and the charges for these services in the same manner as any other service contract.  The total charge may not exceed the individual charges for the services which the contractor actually furnishes.  The charges per case may not exceed the charges made by employment services, agencies or organizations which are service- or process-based for the same or similar services





	(2)	Service-based Contracts.  Service-based employment contracts are based on separate charges for specific services and assistance.





	e.	Contractual Requirements.  If approval for a facility to supply services under chapter 31 does not currently exist and if provision of these services will result in a veteran receiving subsistence allowance, VR&C staff members will follow normal approval procedures and request that the Education Liaison Representative establish a facility code for the newly approved facility.  This requirement applies to for-profit entities as well as to educational institutions and other entities providing rehabilitation services. (See also pt 111, par 2.02.)





	(1)	Contract.  Once a facility code has been established, the VR&C Division may execute a contractual arrangement with a for-profit employment service provider.  The contract must contain an attached Schedule A identifying specific services the company can provide, the costs of these services, the furnishing of reports, and other pertinent matters.  The schedule must also specify the conditions under which VA will make payment.  For example, payment for services may be conditioned upon the veteran securing employment within 90 days.  Performance-based contracts should define services in terms of concrete outcomes, often referred to as “deliverables.” As noted in subparagraph d above, the contract must also include charges for the specific services which make up the deliverables.  For a vendor providing placement services under a performance-based contract for an individual veteran, actual employment is the deliverable.
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	(2)	Authorizing Individualized Services.  Each veteran will receive needed individualized services, chosen from among the scheduled services allowable under the contract.  The case manager may use VA Form 28�1905, Authorization and Certification of Entrance or Reentrance into Rehabilitation and Certification of Status, to initiate services on behalf of an individual veteran under the terms specified in the contract.  VA will pay all contracts for employment services from the Readjustment Benefits Account appropriation 36X 1037, cost account code 3511.





4.06	ADVOCACY RESPONSIBILITY





	VR&C staff members will ensure that each veteran receiving chapter 31 employment services benefits from all applicable provisions of law or regulation providing for special consideration or emphasis or preference of the veteran in employment or training, especially programs and activities identified above in paragraph 4.01 (38 CFR 21.252(c)). Chapter 8 deals with the various veterans preference and affirmative action programs available to assist in placing disabled veterans in suitable employment.  As part of advocacy for disabled veterans, VR&C staff members may perform, but are not limited to the following activities.





	a.	They should convince prospective employers, especially Federal contractors, that disabled veterans are excellent workers and that hiring disabled veterans is consistent with good business practice.





	b.	They should help to create a more favorable climate for disabled veteran job seekers through vigorous public awareness programs to educate employers and the general public. Many tools and opportunities are available to assist in this endeavor.  Work with local VA Office of Public and Consumer Affairs personnel.  Understand that what may appear commonplace in the rehabilitation community may be newsworthy to business or professional associations.  For example, a veteran who has had his hand amputated as a result of an accident may complete training and be successfully employed as an accountant.  VR&C staff members should bring this accomplishment to the attention of the State association of accountants, an important audience which may have been overlooked in the past.





	c.	They should work closely with industrial engineers, personnel workers, and job analysts of business and industrial firms to develop more realistic job requirements that do not exclude disabled veterans.





	d.	They should supply technical assistance for the modification of jobs, facilities. and equipment when this assistance is necessary for a chapter 31 participant to obtain employment.





	e.	They should provide postplacement assistance to veterans to help them in job orientation, to advise them when unexpected problems develop, and to provide other services to assure a suitable adjustment in employment.





	f.	They should assist the veteran to file a complaint.  If the veteran believes the employer has discriminated against him or her or has not carried out affirmative action obligations, VR&C staff members should assist the veteran to file a complaint.  The VA/DOL agreement describes the procedure for filing a complaint.





4.07	JOB ANALYSIS





	a.	Relationship to Direct Placement.  Job analysis is an essential aspect of direct placement.  This skill is particularly useful when dealing with small businesses which may not have a large personnel staff.





	b.	Methodology.  Job analysis may be based on available information or may require an on-site visit to obtain detailed information about a prospective job.  Although general information about jobs is readily available, it is sometimes inadequate, especially when the veteran has severe physical, emotional, or mental limitations.  Consequently, the case manager may need to conduct an on-site analysis for situations in which precise information about job task requirements and the work environment is critical to successful placement.  A job analysis should provide detailed answers to the following questions.





	(1) What is the frequency and relative difficulty of each task’?
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	(2)	What mental and physical activities are necessary to perform the job?





	(3)	What is the purpose of the job and its component tasks?





	(4)	What are the established training and experience requirements of the job’?





	(5)	How would the working conditions affect the veteran’s disability?





	(6)	Are there any hazards intrinsic to the job or specific to the veteran’s condition?





	c.	Job Profile.  Once the case manager has explored these questions, the next step is to develop a profile of the job and its demands.  Then VR&C staff members can evaluate the veteran’s strengths and weaknesses in relation to the job’s specifications.  Using this information skillfully will greatly increase the likelihood of successful placement





	d.	Other Important Considerations.  Frequently, factors other than job tasks or the immediate work station pose the major obstacles to employment.  For example, the case manager must also evaluate potential obstacles in locations such as the parking lot, entrances, restrooms, and dining facilities.





4.08	JOB MODIFICATION





	When a well-trained veteran with the requisite experience meets obstacles in the work environment, this does not necessarily mean the veteran and job cannot match.  While conducting a job analysis, the case manager should consider whether the job requires modifications to enable the veteran to capitalize on his or her strengths while minimizing the functional limitations which the disability imposes.  As much as possible, the case manager should focus on adaptations that would also increase productivity and efficiency since these concerns are crucial to employers in their hiring decisions.  The innumerable possibilities for adaptations include job task modification, job restructuring, work station redesign, alternative work schedules, and assistive devices. (See par. 8.01c for more on reasonable accommodation, especially in the Federal workplace.) Rehabilitation workshops, engineering or architectural schools, and other employers of handicapped persons may prove to be useful sources of advice and information.  VR&C staff members should be aware of available resources.  There are a number of agencies and organizations which can furnish information and assistance in job modifications Among national level resources, the following may be particularly helpful:





	a.	Job Accommodation Network.  The President’s Committee on Employment of People with Disabilities supports JAN (Job Accommodation Network).  To reach JAN through a toll-free phone number, call 1-800-526-7234 or 1-800-526-4698 (JAN-INWV) in West Virginia JAN offers employers information on successful job accommodation measures and a free consulting service regarding reasonable accommodation.





	b.	Clearinghouse for the Handicapped.  The Clearinghouse for the Handicapped is part of the Department of Education in Washington, DC.  To contact the Clearinghouse, call (202) 732-1114.









































			4-9


