SHASTA COUNTY OPPORTUNITY CENTER

SERVICE GUIDE

This service guide is designed to facilitate the efficient utilization of services available through the
HHSA, Shasta County Opportunity Center.

PROGRAM STAFF DIRECTORY

Cristian Mayo, Rehabilitation Clerk 245-6283
cmayo@co.shasta.ca.us

Annual/Semi-annual meeting scheduling & records

Del Lockwood, Staff Services Manager 225-5418
(dlockwood@co.shasta.ca.us)

Oversees rehabilitation operations, intakes and referrals

Jacquelynn McCarty, Employment Services Supervisor 245-6755
(Immccarty@co.shasta.ca.us)

Assembly/Packaging, Mailrooms, Litter Abatement Groups

Jacob Lingle, Employment Services Supervisor 225-5419
(ilingle@co.shasta.ca.us)

Recycling Groups, Shasta Dam, Caltrans Rest Areas,

City of Anderson, Carwash, Grounds Maintenance

Donald Schuette, Employment Services Supervisor 245-6286
(dschuette@co.shasta.ca.us)

Evening Janitorial

Thomas Patterson, Job Developer 245-6285
(tpatterson@co.shasta.ca.us)

Individual Placement

Stephen Mitchell, HHSA Program Manager 245-6912
Oversees business operations
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SHASTA COUNTY OPPORTUNITY CENTER
SERVICE GUIDE

REFERRAL PROCESS — CONSUMERS AGE 24 OR UNDER (Youth)

seeking subminimum wage (SMW) work services must first be referred to Dept. of
Rehabilitation (DOR) services with a goal of Community Integrated Employment (CIE) and
receive Career Counseling Information and Referral (CCIR) services from DOR. DOR guidance is
on page 6 and 7. Youth seeking crew work that pays minimum wage or above may be referred
directly to the OC. The Referral Packet Checklist is on page 8.

REFERRAL PROCESS — WORK ACTIVITY PROGRAM

1.

If the consumer’s primary goal is to work at the Opportunity Center (OC) Assembly
& Packaging Production Program, the Service Coordinator (SC) will assemble a
referral packet and send it to the OC Rehabilitation Clerk (245-6283) and schedule
a tour of the facility if desired.

. The OC will review the referral packet to determine appropriate placement and

then assign an Employment Services Supervisor (ESS) for the consumer. The
ESS will contact the referral agent or consumer to schedule an intake interview.
The consumer must bring their Social Security card and one form of photo ID to
the intake interview.

When a completed Work Activity Program (WAP) authorization has been received
from the SC, the OC will contact the consumer and let them know their program
start date.

REFERRAL PROCESS — COMPETITIVE INTEGRATED EMPLOYMENT, SUPPORTED
EMPLOYMENT GROUP OR COMMUNITY INTEGRATED TRAINING.

1. For Competitive Integrated Employment (CIE) the SC will assemble a referral

packet and send it to the OC Rehabilitation Clerk. (245-6283) The Job Developer
will meet with the consumer and complete an intake before Individual Placement
Services begin.

For Supported Employment Group (SEP) or Community Integrated Training (CIT),
the SC will assemble a referral packet and send it to the OC Rehabilitation Clerk
(245-6283) and schedule a tour of the facility if desired.

The OC will review the referral packet to determine appropriate placement and

then assign an Employment Services Supervisor (ESS) for the consumer. The

ESS will contact the referral agent or consumer to schedule an intake interview.
The consumer must bring their Social Security card and one form of photo ID to
the intake interview.

When a completed CIT or SE Group authorization has been received from the SC,
the OC will contact the consumer and let them know their program start date.
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Individual Habilitation Services Plan (IHSP) REVIEW PROCESS

Each consumer’s work performance goals and objectives are reviewed within 90 days
of being in the program. After the initial review, two reviews are done every year — an
Annual Review in the consumer’s birth month and a Semi-annual Review six months
later.

The reviews are scheduled by Rehabilitation Clerk (245-6283). A tentative schedule is
sent to all referring agents approximately three weeks prior to the review month.
Referring agents should call to confirm with the Rehabilitation Clerk after reviewing the
tentative schedule. The final schedule is distributed no later than a week before the
reviews are to begin. Please call at least 24 hours ahead of time for any cancellations
since 2 — 7 people may be involved in the meeting and must be contacted.

Who comes to the Review?

Consumer

Employment Services Supervisor and/or Instructor

Service Coordinator

DOR Counselor (if DOR case is open)

Care Provider(s)

Parent(s)

Supported Living Workers

ILS Workers, interpreters, and any others providing services to the consumer
Anyone else the consumer requests

©CoNooOrWNE

Most reviews are done at the Opportunity Center except for County Mailroom, City of
Anderson, City of Redding Recycling, S.R.M.C, and Caltrans Mailroom. Their reviews
are done at the work site.
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FREQUENTLY ASKED QUESTIONS

1.

When is the consumers staffing (IHSP review meeting)? Call the
Rehabilitation Clerk (245-6283) to get current information on the consumer’s
staffing.

Who do I call to change a staffing time or date? Call the Rehabilitation Clerk
(245-6283) for any changes in the staffing schedule. She will make the change
and inform everyone else of the new time/date.

Who do | call to refer a consumer for individual placement? All referrals are
processed through the Rehabilitation Clerk (245-6283) whether for the assembly &
packaging production program, community group services or individual placement.

Who can explain a consumer’s pay stub to him/her? Any questions about pay
rate or paychecks should be referred to the Employment Services Supervisor who
will get answers or set up a meeting with you, the consumer, and the OC Fiscal
staff to explain any payroll questions you may have.

How soon can a consumer go out on a crew? Job assignments are based on
consumer preference and work availability. If a consumer has a specific work
interest, let the Rehabilitation Clerk (245-6283) know so we can facilitate the
placement if possible.

A consumer wants to work at (local employer); whom should I call? Call
Thomas Patterson (245-6285) who develops job opportunities for individuals
seeking work in the community. The consumer will need to be authorized for this
service.

Can a consumer start at the OC even though the authorization isn’t
completed yet? No. Any consumers who arrive at the OC whose paperwork has
not been received by the OC will be sent home until we have received the correct
documents including the authorization.
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SHASTA COUNTY HOLIDAY SCHEDULE

New Years’ Day

Martin Luther King, Jr. Birthday
Lincoln’s Birthday
Washington’s Birthday
Memorial Day
Independence Day
Labor Day

Veterans’ Day
Thanksgiving Day

Day after Thanksgiving
Christmas Eve
Christmas Day

These are days that Shasta County is closed. Depending on the requirements of a
contract, some consumers in CIT and Supported Employment Group may be required
to work on some holidays or Saturdays if assigned to Recycling. Employment
Services Supervisors and Instructors have specific information for each work site.



FNRC YOUTH OPTIONS FOR EMPLOYMENT SERVICES UNDER WIOA
FEDERAL REGULATIONS

CONSUMERS AGE 24 OR UNDER (Youth)
seeking subminimum wage (SMW) employment:

Youth age 24 and under cannot be placed in subminimum wage (SMW) work settings, even on
a temporary, short-term basis until either option A or B below have occurred.

A) The youth is found eligible for and receives Dept. of Rehabilitation (DOR) services
with a goal of Community Integrated Employment (CIE), but is not able to achieve
a successful outcome. The case is closed as unsuccessful or Other Than
Rehabilitated. The youth may be referred to SMW employment.

B) The youth is found ineligible for DOR services. Two examples include: 1) prior
to eligibility when provided with an informed choice, the youth indicates he / she is
not interested in Community Integrated Employment or 2) after a Trial Work
Experience plan, the youth is found to be too severely disabled to benefit from
DOR services in terms of a CIE outcome. The youth may be referred to SMW
employment.

C) The youth refuses services. For example, the youth refuses to receive or participate
in the required Pre-Employment Transition Services (Pre-ETS) which include:
job exploration counseling, work based learning experiences, counseling related to
post-secondary opportunities, workplace readiness, and self-advocacy training.

In this case, the youth will be informed that refusal of transition services
disqualifies them from SMW employment until age 25.

e \WWhen a Community Resource Program (CRP)
such as the Opportunity Center (OC) pays
minimum wage, even for crew work, youth can
be referred directly to the CRP for placement.




CONSUMERS INTERESTED IN DOR COMMUNITY INTEGRATED
EMPLOYMENT:

Orientations are held at DOR every Wednesday at 1:30pm in Redding and Red
Bluff where individuals may watch a video, complete an orientation aid form, and
receive an application packet. We prefer for everyone to attend in person, but the
orientation video and application are available online through our website at
www.dor.ca.gov.

- The DOR process does not start until a completed application packet is turned in.
The individual is then assigned to a counselor and scheduled for an intake
appointment usually within 2 to 3 weeks.

- To expedite the eligibility determination process, please give clients a copy of their
records to go with the application packet, or please release records upon receipt of
DOR release of information forms (medical & non-medical).

PLAN OPTIONS MAY INCLUDE:

A) EMPLOYMENT SERVICES:
With the goal of Community Integrated Employment, situational assessment
and/or employment services may be provided by a CRP such as the
Opportunity Center.

B) DOR’S COLLEGE 2 CAREER (C2C) COOPERATIVE PROGRAM.
If the consumer’s goal requires college training to lead to community integrated
employment (CIE), the C2C program provides extra supportive services at
Shasta College including work experience.
Consumers must apply to the Department of Rehabilitation, Shasta College and
the Disabled Students program (DSPS). All 3 of these must be completed
before starting classes. The DOR C2C counselor is Bonita Glavaris in the Red
Bluff office at 529-4272.

ACRONYMS DOR = Dept. of Rehabilitation
CIE = Competitive Integrated Employment
CRP = Community Resource Program
c2C = College 2 Career cooperative program
DSPS = Disabled Students Program & Services
Pre-ETS = Pre-Employment Transition Services
SMW = Sub-Minimum Wage


http://www.dor.ca.gov/

REFERRAL PACKET CHECKLIST - The following documentation must be sent before services can be provided.
DOR Counselor or FNRC Service Coordinator:

Consumer: Date of Birth iMust be 18 or oIderi:

1. Referral form/letter with client contact
info. DOR COOP mutual referral form and
Situational Assessment Referral Packet if
applicable.

2. FNRC Authorization Number from SC or
DOR Authorization.

3. FNRC CDER - Client Profile Sheet,
Summary Turnaround, and Evaluation
Element.

FNRC SOCIAL

4, FNRC IPP / addendum. This document
must specify DOR and/or OC program
involvement.

5. MEDICAL diagnoses, records, any
restrictions with explanation. Medications
list.

DOR Functional Capacities report and
Health questionnaire.

6. PSYCHOLOGICAL Assessment most
current available. Information must be
recent if behavior/mental health problems are
present.

MUST be signed by
Psychologist/Psychiatrist -

7. DOR Application, Employment Record,
Employment Services Referral Packet, Job
Placement Parameters including diagnoses,
legal history, transportation, etc.

8. Individual plan, case notes, and closure
report discharge summary (if coming from
another program).

9. CCIR - Consumers age 24 or under
(Youth) must go to DOR and get a CCIR
form if they are seeking sub-minimum wage
employment.

10. Consent forms.

11. Court conservator papers, if conserved.
Case Manager and Payee if applicable.




