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Disclaimer

This Trainer’s manual is written to meet the needs of both seasoned staff (employment specialists and trainers) and new or out-of-agency staff, who may not have much experience working with, or knowledge of people with visual impairments. To avoid making assumptions about what readers know, the author has chosen to provide a significant amount of information that may be somewhat redundant for those of you who have considerable experience working with blind and partially sighted people. To minimise this effect, the author has included some background information with the supplemental material, for those who wish to read further on subjects. Likewise, so that trainers may comfortably jump over content with which they are familiar, there are checklists with truncated versions of content also included in the supplemental material. The relevant material is referenced throughout the manual, and resides in the Trainer’s toolkit, see below.
Conventions used throughout the manual

The titles of student handouts and supplementary materials within the text are presented in bold to facilitate reading for partially sighted people (italics and underscoring are omitted for the same reason).
Whenever there are graphics or pictures in the text, there is a text description for readers who are blind or partially sighted. (This is intended both for visually impaired trainers and for trainers to use with participants to consistently describe visual or graphical content.)
Important

Text that is of particular importance is presented like this. Trainers should pay close attention to these points.
Customise

Text that requires customising, for example in some of the student handouts, is signposted like this. The trainer may need (or want) to substitute content, or add details, to meet the requirements of the trainer or participants.

Trainer Tip

Tips for trainers are presented like this. This is short, explicit content that is intended to help trainers plan ahead for presentations or possible situations that may arise.
Trainer’s toolkit

The Pre-employment programme handouts for participants and supplementary material for trainers are supplied to you separately as Word documents, enabling you to produce copies. At the beginning of each successive module, the Trainer’s toolkit list will alert you to the new handouts for the module, any previously disseminated handouts that will be used again in the current module, and identify supplementary material relevant to the module.
Handouts in this module

· Participant pre-enrolment checklist: Handout 0.1
Supplementary material

· Levels of intervention model: Supplement 0.1

· Training set up checklist: Supplement 0.2
Pre-employment programme trainer’s manual 
This pre-employment programme is designed to meet the needs of individuals who are blind or partially sighted and out-of-work, but considering employment. They may or may not have worked previously. If they have worked previously it may have been prior to experiencing vision loss or it may have been some time ago (for example, out-of-work six months or more). Ideally, this programme is delivered in a series of meetings that are of sufficient duration (5-6 hour segments) and proximity (every day or in clusters of days such as Monday, Tuesday, Wednesday or Wednesday, Thursday, Friday) that the pattern of attendance approximates work demands.
While much of the content can be delivered individually (one trainer or employment specialist presenting to one client or person), there are distinct advantages to presenting the content in a group setting. The major advantages include:

· having a group of people’s perspectives voiced through discussion and feedback, which helps participants learn from others’ experiences and share their stories in a supportive environment
· providing a venue where people who may not have met or worked with other blind or partially sighted individuals have the opportunity to do so, which is of critical importance to people who are adventitiously visually impaired (losing sight later in life) and may believe that without sight they cannot do the things they once did
· simulating a working environment and work-like demands for attendance, punctuality, and cooperation

· enabling the trainer to reach more people over time who need services than he can do by simply seeing individual clients as the schedule allows.
Recruitment: establishing a group

In terms of the size of the group, a group of ten to twelve participants is an ideal size for a pre-employment programme led by a single trainer with occasional assistance. If there are more than 15 (participants, trainer and helpers), the group can become unwieldy, particularly during independent work time as the trainer may be called in many directions to help or give advice. If there are helpers readily available (staff or volunteers), a group of 10-12 participants can easily be managed. A group smaller than six participants is almost too small to be effective for many of the group activities and is not recommended.
When screening for participants, the trainer will want to consider the levels of ability the applicants present with when they come for an initial interview. The best candidates for the Pre-employment programme are from the informational and instructional segments of the blind and partially sighted population, not Advocacy level individuals who will require a more intensive job placement model to achieve success. A brief overview of the market segmentation model follows.
Levels of intervention

The Levels of intervention model proposes three major market segments that focus on categorising clients based on their need for assistance from service providers and the length of time they’re likely to need intervention to succeed in their goal achievement.
Informational clients

These clients typically need minimal assistance from service providers (they need to learn of resources, adapted tools, fiscal or emotional supports available to people with vision difficulties, and techniques for doing activities of daily living and working without sight or with impaired sight) to move into work or work-related activity. See case notes below for an example of a typical informational client.
The case of Thom (an informational client): Thom is a 25 year old man who is blind due to retinoblastoma. He has been blind since the cancer was discovered in his eyes at 18 months and they were enucleated. Thom attended mainstream school and graduated with his same-aged peers. Following graduation, he attended university and earned a degree in journalism... now he’s come to you for assistance in finding work. He shows up for his appointment with you on-time and well-groomed. He is a competent cane traveller. He brings an electronic note-taking device with him to his appointment and takes notes throughout the conversation with you, after asking your permission to do so. He wants to work in an entry-level job with a newspaper and has asked for assistance with his CV and job leads. He gives you a copy of his current CV, but acknowledges that it needs editing.
You might give Thom a short list of relevant articles to read or websites to visit about CV development and provide him with some examples of fictitious individuals’ CVs that he could use to decide what he wants to produce – how he’d like to change what he’s written. You’d then ask him to draft a new CV (using the resources you’ve shared) for your review and schedule an appointment to go over his draft.
At the appointed time for his return visit, if he is truly an informational client, Thom will arrive with a draft CV and be prepared to discuss with you what he read and how he determined the format and content to include. You’ll be able to have a lively discussion of the CV development process. You will critique Thom’s CV and depending on what he’s produced, either encourage him to revise as necessary or move on to a discussion of other needs he says he has. 
Instructional clients

These clients require an average amount of intervention from service providers (they must be taught how to use the resources, tools, and information that they receive and learn how to generalise what they’ve learned in one environment to other places and under different circumstances) to move into work or work-related activity. The instructional level segment includes the majority of clients requesting rehabilitation services (anticipated to be approximately 75 per cent of the population of unemployed blind and partially sighted adults) and has been further delineated into three tiers:
Instructional clients/first tier
These clients will likely need six months to one year of assistance to achieve their goals. Their job readiness or employability skills are best evaluated by giving them assignments (canvassing employers to find job leads, completing applications, practice interviewing, and so forth) to see how well they can apply their disability-specific skills and demonstrate a willingness to work at looking for employment.
The case of Monique (an instructional level client/first tier): Monique is a 32 year old woman with partial sight loss due to albinism. She is a secondary school graduate who’s been unemployed for approximately ten months. It took her almost a year after leaving school to find full-time work as a customer assistant at Marks & Spencer. She worked for Marks & Spencer as a customer assistant for just over eleven years until she decided to relocate to be closer to her mother.
She reports to you that she hasn’t had any luck finding another job. She explains that she relocated to this area about ten months ago to live with her mother and doesn’t know the city well. She says she doesn’t want to return to retail. She’s hoping you might be able to assist her with training – to attend a business school or college to upgrade her skills. She’s convinced that the poor economy coupled with her lack of education beyond secondary is keeping her from being selected for jobs.
When you ask her to describe the work she did at Marks & Spencer, you discover that Monique never shared with her employer that she had difficulty seeing. She states that she was able to see well enough to read the LCD output on the cash register, recognise bank note denominations, and handle the credit card machine. If she had difficulty seeing, she used a hand-held magnifier, but wouldn’t do so in front of her boss or the customers. She believes the only real limitation imposed by her vision loss is her inability to drive. However, when asked about advancement during her tenure at Marks & Spencer, she states that her vision was interfering with her efficiency on the job and that may be the reason she was never promoted.
Monique has no written documentation to share with you – no current or former CV, no work-related records, no copies of certificates or her secondary credentials, and no copies of applications she’s submitted in the last ten months. When asked about her activities over the last few months, she states that she’s been busy with moving and learning her way around town. She shares that she has been to community-based service providers and they all want her to return to retail.
Instructional clients/second tier
These clients will likely need one to three years of assistance in order to prepare to go to work. They will typically benefit from structured instruction by trained blindness professionals and adult educators. They often need work experience and skills training before they will be able to convince an employer to consider them for jobs.
The case of Abraham (an instructional level client/second tier): Abraham is a 45 year old man with macular degeneration who is partially sighted. He worked as a day labourer in a shipyard for all of his adult life. When the employer discovered that he couldn’t see well, he moved Abe to an office job because he felt Abe was no longer safe in the shipyard. He struggled to find things to do in the office and found his responsibilities diminished over the six to nine months he worked indoors. He’s been unemployed ever since the shipyard closed down a couple of years ago.
He is married with one child, a daughter, still at home and one child, a son, who has moved out. His wife is now the primary breadwinner and Abe is helping out at home with housework and shopping but isn’t happy. He wants you to find a job for him so that he can get out of the house and support his family again. He has no disability-specific skills – he has refused to work with a Mobility Officer and doesn’t see the need for instruction with a Rehabilitation Officer. His son has a computer and helps if the family needs online information or services. Abe was never a strong reader and would prefer a job that involves working with his hands. He has good construction skills and continues to work with basic hand tools to fix things around the house and he loves to make small toys from wood.
He has no written documentation related to his work history. He has no system for note-taking and reports to you that he has learned to be a good listener. His son drove him to the appointment and plans to return for him in an hour. He isn’t sure you’re the best person to help him, but he’s hoping that you can point him in the right direction because he’s heard that you understand what jobs blind and partially sighted people can do.
Instructional clients/third tier
These clients will very likely need three to five years of assistance to prepare for work. They require intensive instruction over a significant period of time to determine their ability to seek and maintain employment. Many of these clients will present with limited literacy or numeracy skills. They will have minimal or no work experience; if they have worked, they typically will have been out of work for 10 years or more. They are often good candidates for intensive rehabilitation centre training. They may need long-term intervention with remedial instruction in community-based literacy or vocational training programs. Often, there will be other health and disability issues that must also be addressed. They typically need disability awareness counselling, extensive orientation and mobility training, life skills training, and related disability-specific skills training. They may require transitional placements in voluntary or supported work environments to prepare for entry or re-entry into the labour market.
The case of Miriam (an instructional client/third tier): Miriam is 55 years old and blind due to retinopathy of prematurity. She attended special residential schools for her primary and secondary education. After leaving school, she married another student from her secondary school – a man with partial sight. They were married for eight years. They had no children and although her husband worked at a workshop for people with disabilities, Miriam felt she could do better and pursued coursework to become a masseuse. She worked as a volunteer masseuse at the local home for elderly people (one or two times a month) for about three years.
When she and her husband divorced, Miriam moved back into her parents’ home. She wasn’t successful in securing a job as a masseuse, which she attributed to employers’ bias against hiring blind people and lack of awareness of the ability of someone without sight. During her efforts to find employment, she was told that she would need to use a computer to do the recordkeeping in a clinic or anywhere else that would hire someone with her skills so she decided to return to college. She attended a number of computer courses and her parents bought her a computer with access technology. She has good word processing skills and can use the internet. However, she still hasn’t been able to secure a job and is beginning to worry as her father died last year and her mother isn’t well.
She needs you to help her find a job in the village where she currently resides with her mother. She would like a job in an office. She doesn’t feel that she can work as a masseuse because her hands are somewhat arthritic and that work is too hard for her physically at this point in her life. She needs something easier! She presents as somewhat dowdy and poorly groomed. Her mother assists her with travel about the community (they both use the bus to go shopping or to the doctor). Miriam uses braille for reading and writing. She uses the computer primarily for keeping in touch with family members via email and to search for information that she and her mother want. The computer is five years old and their internet service is a bit slow, but Miriam reports that it’s fine for their needs!
She brings a three-ring binder to her appointment with you and it has print copies of her certificates of completion for all the courses she has taken in her life – everything from a spelling course to the European Computer Driving License she earned five years ago. She has no CV and no written record of her employment history. When you ask her to write up her employment history for you and bring it with her to your next appointment, she assures you that will be no problem. She brings a digital recorder with her to the interview, but doesn’t use it until the end of the appointment when she notes the date of her next appointment with you. She asks you to call a taxi service and give them the address so that they’ll come and pick her up and take her home. When she leaves, you wonder if you’ll ever see her employment history!
Advocacy level clients

These clients are rarely candidates for full-time, competitive employment as they cannot function without external supports such as job coaches, personal assistants, interveners, nursing care, etc., due to the severity of their disabilities. These clients are typically rote learners and cannot generalise what they learn from one setting to another; therefore, they need to be taught on-site—where they will use the skills being taught. They are not able to use traditional literacy tools and may be functionally illiterate. They may be able to participate successfully in sheltered or supported work activities with external assistance. However, it is critical to understand that they will need ongoing, external supports for life (Wolffe, 2012).
The case of Bertie (an advocacy level client): Bertie is a 26 year old man with partial sight who uses a wheelchair and has a speech disorder. He is unable to read or write due to severe learning difficulties. He understands verbal instructions and can be understood in turn, once people have become accustomed to his speech. Bertie has spent his entire academic career in special education classes for students with physical and cognitive disabilities. He can see well enough to follow pictorial directions; for example, he can follow a simple recipe if the directions are pictured in the sequence he needs to follow. He can also see well enough to navigate in his electric wheelchair without sighted assistance or mobility tools. He lives at home and would like to get a job so that he can move into his own apartment with attendant care.
He did a few job trials while in school. He helped with tasks at school such as delivering supplies and mail to teachers from the headmaster’s office. He helped in the athletic department by carrying equipment and running errands. He also worked as an assistant to the coach who prepared younger students who were wheelchair athletes and would like a similar position now. He’d like you to sponsor him in a sports training programme and find him a part-time job as a coach’s assistant when he finishes the course. He’s had no paid work experience and there are a number of outstanding issues related to his abilities: his learning difficulties, which make written and spoken communication a challenge; and physical limitations, including lack of stamina; however, his functional vision appears to be good.
When he meets with you, he is accompanied by his mother and father who are his legal guardians. They speak for Bertie – describing his school and home life and explaining that they are now ready for Bertie to go to work. However, they don’t want to jeopardise his benefits and would like for him to work a minimum number of hours so that he has something to do, somewhere to go rather than sit home all day. When you try to speak to Bertie, he looks to his parents and they answer for him. The only time during the conversation when he appears animated is when his parents are relating his experiences with the coach at his school. They’d like to know if you can sponsor him in a training course and then convince the school he attended to take him on as a part-time worker.
Trainer Tip

A brief description of the Levels of intervention model, which you can use as a quick-reference sheet, is available as Supplement 0.1 (see Trainer’s toolkit).
Other recruitment considerations 

In addition to determining a prospective participant’s level of ability and corresponding need for intervention, there are a few other considerations that counsellors or trainers will need to consider when recruiting candidates for the Pre-employment programme. This is a group counselling process so it is important that the clients participating coalesce and work well together; therefore, it is advantageous if everyone speaks a common language. If participants are hearing impaired or deaf, it will be critical that they are accompanied by sign language interpreters who will be available during the group and individual work sessions to assist with communication.
This course is outcome-oriented and the expectation is that participants will be prepared to change whatever they can that is inhibiting them from finding or keeping work. This group, like many other courses and work, has strict requirements regarding attendance and punctuality. Clients with mental health or behavioural problems that cannot be managed medically may not benefit from this model as it may be too fast-paced or demanding for them. Likewise, clients who are currently abusing drugs or alcohol may benefit from going through a drug or alcohol treatment programme prior to working in a pre-employment group like the one described here.
Important

It is critical that the lead trainer meets prospective attendees in advance of starting the sessions to ensure that they are appropriate referrals and that they are ready to commit to a structured learning group that will require their attendance for the entire fifteen sessions. In the Trainer’s toolkit there is a Pre-enrolment checklist (Handout 0.1), which you will want to give each prospective attendee in preparation for coming to the course.
In addition to knowing what they would need to bring to such a training session, participants also need to know what they will receive. The trainer will want to discuss the kinds of activities and talks (you may want to refer to the Table of Contents for ideas) that will be included and describe the fact that it is an interactive group where there will be plenty of opportunities to do things such as develop or refine their CVs, submit applications online, and practise interviewing. It will also be important to mention that the group is conducted in a work-like environment and follows a strict schedule which is adhered to for the sake of the participants – it’s designed to be as much like work as possible so that the participants can point to their involvement as a serious commitment that evidences their readiness to move into employment. Although some clients will balk at working through all of the lessons and completing all of the assignments, it is important to convey to the prospective participants the importance of doing so as the programme gives them an opportunity to:

· Analyse what they have to offer an employer (interests, abilities, values, and work personality).

· Explore what jobs are available that match their strengths and qualifications.

· Understand what resources are available to them to both find and secure employment.
· Practise job seeking in a safe, responsive environment.

· Determine how to handle disability-related issues such as how and when to disclose information about a vision loss, how to handle job accommodation queries positively, how to make a favourable impression on a sighted interviewer when one’s vision impairment inhibits reading body language and facial expression.

· Learn how to manage time and resources during the job search to maximise efficiency and efficacy.
Introduction to the group process

When preparing to deliver a pre-employment programme, the lead trainer needs to consider where the group will meet and how many people can comfortably fit into the space available. For participants who are blind or partially sighted, the following are important physical space and methodological considerations.
Trainer Tip

These logistical and methodological considerations are synthesised and structured for you as a Training set-up checklist (Supplement 0.2), which is available in the Trainer’s toolkit.
· The group meeting place needs to be easily accessible by public transportation and identified far enough in advance that prospective attendees can be oriented to the routes they will need to take to attend.

· The building and rooms where the group will meet should be clearly signed in braille and print.

· There will need to be an orientation to the facility incorporated into the first day of the course. The orientation needs to include, at a minimum: where the toilets are located, where there are public telephones, where the emergency exits are, where break areas are located and what drinks and snacks are readily available, as well as how those items are arranged (which containers hold regular coffee, decaffeinated coffee, hot water; where the sugar, milk, biscuits, etc are located and so on.) If there is an amount to pay and a place to deposit monies, that will need to be pointed out to participants.
· If there is a communal refrigerator or storage area for lunches, those details will also need to be shared. If there is an available space to eat lunch on the premises, the blind and partially sighted attendees will benefit from an orientation to that space, too. Participants will also appreciate information about local eateries and shops close-at-hand for purchasing supplies.
· Participants with visual impairments frequently bring note taking devices such as PDAs and laptops that will need recharging so easy access to electrical outlets will be important.
Important

The furnishings in the room should not be moved about during the group process.
· Chairs should be pushed under tables rather than being left out in aisles. Doors should be either opened or closed completely, not partially open. Briefcases, computer bags, purses, or other packages should be kept clear of the aisles.

· Any information that the lead trainer, staff, or guest presenters put up visually, such as PowerPoint presentations, should also be available as braille or large print handouts so that blind and partially sighted attendees can easily follow along without being able to see the visuals.

· Reference materials and examples to show participants how items are formatted or to use in comparisons between different submissions such as poor, good, and excellent applications or CVs will need to be available in print and braille as well as electronic or audio formats.

· Ideally, the training room will have work stations where participants can do independent work at computers with speech output and screen enlargement software. Video magnifiers or closed circuit television systems (CCTVs) are also helpful to many participants with partial sight. Digital recording devices are helpful both for instruction and record keeping; needless to say, headphones are a must for playback in a group setting.

· Although participants will be expected to bring their own note taking tools and equipment, it is helpful to have spare paper, pens, slate and stylus, and a manual braille writer. Bold-lined and/or raised line paper is a bonus. However, the trainer will want to announce that these supplies are for emergency purposes, it is expected that the participants will show up daily with what they need in order to work within the group.

· During the group process, the trainer may be confronted by individual behaviours that participants ascribe to their visual impairment. For example, a participant may be present who closes his eyes or places his head on the table and appears to be napping during talks or periods set aside for individual work. When asked about this behaviour, the participant in question may indicate that he “needs to rest” because of his visual impairment. He may attribute these behaviours to eye strain or visual fatigue. Ideally, the referring employment specialist will have obtained a detailed understanding of the participant’s visual limitations or any other health related issues and can encourage the individual to make those known to the Pre-employment programme trainer in advance of starting the class. This way you, the lead trainer, can discuss with the prospective participant how to alert you to instances when he needs to be excused to take a visual break or how he will handle the visual demands differently.

While it is appropriate to discuss expectations for engagement and participation in advance with prospective participants, some of these issues may not arise until during the training sessions. When or if they occur, the trainer will need to be prepared to meet with the participant exhibiting the deviant behaviour and discuss with sensitivity the issue (what the trainer sees the participant doing that is cause for concern). It is best if such issues can be discussed and the ramifications detailed (that the client may have to prepare for a shorter or less visually stressful work commitment). If clients need frequent rest breaks, it is their responsibility to negotiate such with the trainer.
Trainer Tip

Participants must understand that if they are having difficulties in a training seminar, they will likely have similar difficulties in a work environment and must consider the implications in their planning for the future.
Career counselling resources

The following section lists some of the most popular career counselling resources available for your reference. In order to help you refine your skills so that you can provide the best service possible to the Pre-employment programme participants, a few outstanding general counselling texts (marked with an asterisk) are also included on the following list.
Trainer Tip

Some of these resources will be on Bookshare as audio books and some may be available through RNIB’s National Library Service. Bolles’ and Wolffe’s books are definitely in both collections.
· *Benjamin A, 1987. The helping interview. 3rd ed. Boston: Houghton Mifflin.

· Bolles RN, revised annually. What color is your parachute? Berkeley, CA: Ten Speed Press.

· Bolles RN and Brown DS, 2001. Job-hunting for the so-called handicapped or people who have disabilities. Berkeley, CA: Ten Speed Press.

· Brown D and Brooks L, 1991. Career counseling techniques. Boston: Allyn and Bacon.

· Brown D, Brooks L and Associates, 1996. Career choice and development. San Francisco: Jossey-Bass.

· *Carkhuff RR, 2009. The art of helping. 9th ed. Amherst, MA: Human Resource Development Press.

· *Corey G, 2009. Theory and practice of counseling and psychotherapy (8th ed). Belmont, CA: Thomson Higher Education.

· Crites JO, 1981. Career counseling: Models, methods, and materials. New York: McGraw Hill.

· *Egan G, 2007. The skilled helper. 8th ed. Monterey, CA: Brooks/Cole.

· Figler H, 1999. The complete job-search handbook. New York: Henry Holt.

· Figler H and Bolles RN, 2007. The career counselor’s handbook. 2nd ed. Berkeley, CA: Ten Speed Press.

· Gottfredson GD and Holland JL (1996). Dictionary of Holland occupational codes. 3rd ed. Odessa, FL: Psychological Assessment Resources.

· Gysbers NC and Moore EJ, 1987. Career counseling: Skills and techniques for practitioners. Englewood Cliffs, NJ: Prentice-Hall.

· Irish RK, 1987. Go hire yourself an employer. 3rd ed. New York: Anchor Press/Doubleday.

· Keirsey D and Bates M, 1998. Please understand me II: Character & temperament types. Del Mar, CA: Prometheus Nemesis Book Company.

· Lathrop R, 1989. Who’s hiring who? Berkeley, CA: Ten Speed Press.

· Levinson JC and Perry D, 2009. Guerrilla marketing for job hunters 2.0. Hoboken, NJ: John Wiley & Sons.

· Sher B, 1979. Wishcraft: How to get what you really want. New York: Ballantine Books. [Note: this book available in free pdf format: http://wishcraft.com]

· Sinetar M, 1987. Do what you love, the money will follow. New York: Dell Publishing.

· Tieger PD and Barron-Tieger B, 2001. Do what you are: Discover the perfect career for you through the secrets of personality type. 3rd ed. New York: Little, Brown and Company.

· Wolffe KE, 2012. Career counseling for people with disabilities: A practical guide to finding employment. 2nd ed. Austin, TX: PRO-ED.

· Zunker VG, 1998. Career counseling: Applied concepts of life planning. Pacific Grove, CA: Brooks Cole Publishing.
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