	Disability Program Navigator (DPN) Checklist

REVISED August 2009
INTRODUCTION

The DPN checklist will assist new Disability Program Navigators (Navigators) in becoming knowledgeable about their role and its implementation within the Workforce Investment System. It was developed utilizing information and best practices from the first two Rounds of DPN Projects.
The goal of this self-paced training document is to provide strategic steps in the form of a checklist of activities for the Navigator to complete. The checklist consolidates needed guidance and targeted links to resources in one easy to read document. The format of the checklist requires Navigators to "navigate" to specific existing resources by accessing the web links referenced.  This activity will model some of the problem-solving and investigative research activities that Navigators will be required to do throughout all aspects of their work in order to be effective in their role. 
The checklist is designed to be used in chronological order during the first steps in order to build a consistent base from which all Navigators operate, in accordance with national United States Department of Labor, Employment and Training Administration guidelines for the DPN Initiative. It is understood that as new Navigators progress through the checklist, and in their work, they will begin to engage in multiple activities within this checklist at the same time.  
Initially, new Navigators will spend the bulk of their time in a learning and investigative mode, which the checklist is designed to facilitate. During this time Navigators will be collecting information to begin identifying and prioritizing issues within their local Workforce Investment Area’s One-Stop Career Center(s). The Navigator can then take this information, and with the assistance and support of their One-Stop Career Center Management and Local Workforce Investment Board and partners, incorporate it into an evolving strategic plan to address and meet the needs of job seekers with disabilities and local employers.

If Navigators have any questions about this document they are directed to contact their DPN Project Lead and/or their designated Technical Assistance Liaison.



	Step One: Understanding the DPN Initiative and your role as a Navigator


	Activity Completed

Yes / No / Ongoing 
	Date

	1.a. Read the “DPN Fact Sheet” on the DPN Initiative –

http://www.dpnavigator.net/pages/resources_a3.html  Scroll to the bottom of the page, it is the fourth resource listed from the bottom of the page.
	
	

	1.b. Review DOL information on the DPN Initiative – 

http://www.doleta.gov/disability/ 
	
	

	1.c. Understand the Goals of the Role of the Navigator and Evolution of the DPN Initiative (taken from the DOL Vision Power Point).  

The Goals of the Role of the Navigator:
	
	

	· Facilitate integrated, seamless, and comprehensive services to persons with disabilities in One-Stop Career Centers. 
	
	

	· Improve access to programs and services.
	
	

	· Facilitate linkages to the employer community and develop demand responsive strategies to meet their recruitment/retention needs.
	
	

	· Increase employment and self-sufficiency for Social Security beneficiaries and other people with disabilities.
	
	

	· Develop new and ongoing partnerships to leverage resources.
	
	

	· Inform SSA beneficiaries and other people with disabilities about work support programs available at One-Stop Career Centers.
	
	

	· Create systemic change.
	
	

	The Evolution of the DPN Initiative:
	
	

	· The DPN Initiative was designed to be flexible so that it could fit into the many different one-stop environments.  It is constantly evolving as DOL learns from the experiences of the Navigators and the state DPN Initiatives.
	
	

	· In addition to systems change, Navigators need to focus their change activities on the delivery of integrated services for customers with disabilities through state and local team approaches.
	
	

	· Promoting and modeling resource coordination: the blending and braiding of services and funding around an individual customer’s needs. 
	
	

	· Serving as resource coordinators, facilitating Integrated Resource Teams (IRTs) to develop individual employment plans for job seekers with disabilities
	
	

	· Not carrying a case load
	
	

	1.d. Complete the self-paced web-course: “Welcoming Customers with Disabilities”. This training will take approximately 4 – 6 hours total and can be completed in multiple short sessions: http://www.wiawebcourse.org/
	
	

	1.e. Access the August 2008 Navigator Orientation and Training 3-Part Webinar Training at: 
· All three webinars are archived with audio and files at  http://www.dpnavigator.net/pages/tr_04.html 
	
	

	1.f . Access the 2009 4-Part Webinar Series on how to be a resource on SSA's work incentives and employment support program at: http://www.dpnavigator.net/pages/training.html 
The handouts associated with this training can also be shared with One-Stop Career Center staff to use as a resource as they work with job seekers receiving SSI/SSDI. 
	
	


	Follow up with your DPN Project Lead

The DPN Project Lead is the primary contact for the state/territory DPN Project in communications with DOL, and NDI Consulting Inc. DPN Project Leads introduce and educate state/territory and local entities on the initiative, and establish support, buy-in and investment.  DPN Project Leads develop and maintain relationships with state/territory & local areas, assisting in the hiring, training and ongoing development and support of Navigators in local Workforce Investment Areas.  
	Summary of Findings

	1. Inquire about orientation and training available for new Navigators at the state/territory level.
	

	2. Ask your DPN Project Lead about ongoing training opportunities for DPN professional development at the state/territory level. This could include job shadowing and/or mentoring opportunities available within the state/territory or neighboring states/territories with other Navigators who have experience in the position.
	

	3. Provide contact information to your DPN Project Lead for inclusion in state/territory level Navigator Listservs and for reporting purposes.
	

	4.  Get the schedule and logistical information for DPN monthly calls with DPN Project Lead and fellow Navigators.
	

	5. Ask about timeframes, training and guidance on state/territory level reports. Are there specific reports you will be required to complete and submit to your DPN Project Lead?  
	

	6. Ask your DPN Project Lead about the State/Territory Equal Opportunity (EO) Officer's role and how you can work together with your local EO Officer.
	


	Follow up with your DPN National Technical Assistance (TA) Team

The U.S. Department of Labor’s Employment and Training Administration (DOLETA) has contracted with NDI (National Disability Institute) Consulting, Inc. to provide training and technical assistance to the DPN Projects.
	

	Below is a list of DPN Projects and their designated Technical Assistance (TA) Liaisons. (States/Territories are listed in alphabetical order)
DJ Diamond: phone (740) 398–5247, e-mail ddiamond@ndi-inc.org
Covering: Alabama, Alaska, Arkansas, Connecticut, Georgia, Guam, Hawaii, Idaho, Kansas  Indiana, Louisiana, Maine, Michigan, Minnesota, Missouri, Montana, Nevada, New Jersey, New Hampshire, North Carolina, Ohio, Pennsylvania, Puerto Rico, Rhode Island, South Dakota, Tennessee, Texas, Utah, U. S. Virgin Islands, Virginia, Washington, Washington D.C., West Virginia 
Laura Gleneck: phone (781) 899–0139, e-mail lgleneck@ndi-inc.org
Covering: Alabama, Alaska, Arizona, California, Colorado, Delaware, Florida, Hawaii, Idaho, Illinois, Iowa, Kansas, Louisiana, Maryland, Massachusetts, Michigan, Minnesota, Missouri, Montana, Nevada,  New Mexico, New York, Oklahoma, Oregon, South Carolina, South Dakota, Texas, Utah, Vermont, Wisconsin, Washington.
Contact your assigned TA Liaison for the following:

· Your TA liaison is available to provide guidance to new Navigators, and to answer questions and assist in problem solving. Several of the TA liaisons were former Navigators and/or DPN Project Leads.
· To subscribe to DPN national e-mail listservs, which include:

· One-Stop Toolkit Resources of the Week - These resources include websites and publications, as well as other information and tools that we hope will be useful as you work on systems change activities to help improve employment opportunities for persons with disabilities.

· DPN Bi-Weekly Internet Scavenger Hunt - Today, the Internet serves as an important tool—a user-friendly way—to connect individuals to a vast array of resources.  This is especially true when it comes to disability-related information.  There are a lot of great resources posted to the DOL funded One-Stop Toolkit www.onestoptoolkit.org , NDI Consulting, Inc’s DPNavigator.net www.dpnavigator.net  website, as well as other key websites that Navigators should be both familiar with and accessing.  The bi-weekly Internet Scavenger Hunt will be a fun way to introduce (or reintroduce) you to some of these important resources.  
· DPN training updates and requests for information 

	


	Step Two: Understanding the Workforce Investment System 


	Activity Completed

Yes / No / Ongoing 
	Date

	2.a. Review the PowerPoint presentation “Understanding the Workforce Development System” located at:  http://www.dpnavigator.net/media/resources_pages_docs/Workforce_Dev_System.ppt 

	
	

	2.b. Read WIA Section 188 Disability Checklist

http://www.dol.gov/oasam/programs/crc/section188.htm and the appendix at: http://www.dol.gov/oasam/programs/crc/section188.htm#appendix 
	
	

	2.c. Review your State/Territory Department of Labor Website: http://www.dol.gov/esa/contacts/state_of.htm 
	
	

	2.d. Review your local One-Stop Career Center’s website(s): http://www.servicelocator.org/
	
	

	2.e. Review your One-Stop Career Center’s brochures and marketing materials
	
	


	Research and Answer the Following Questions:

Investigate and answer the following questions to the best of your ability prior to meeting with staff within these programs. To do this, utilize marketing brochures, local websites and other documents. Those questions you are unable to answer through your research can be included as follow up questions to One-Stop Career Center staff, managers and vendors during “Step Three: Introduction and Integration of DPN role into One-Stop”.
	Summary of Findings

	CORE SERVICES: 

· What core services are offered in your One-Stop Career Center(s)? (For example: labor market info, resource room, employment advisor assistance, referrals to programs & services, etc…).

· Who is eligible for these services?

· What is the process job seeker’s go through to utilize these services?

· What is the tracking system for these services and how does it work? What information does it capture? How is that information utilized?
	

	INTENSIVE SERVICES:

· What intensive services are offered? 
· Are there regularly scheduled workshops (i.e. Resume Writing, Interviewing Skills, Career Exploration, Networking, computer classes)?

· It is recommended that new Navigators attend these workshops as time allows to familiarize themselves with these services and to begin identifying any possible barriers to participants with the spectrum of disabilities.
  For each workshop (or type of workshop) answer the following questions:

· What is the name of the workshop (or workshop series)?

· How is this workshop marketed and to whom? 
· What is the process for getting registered for the workshop?

· What is the structure of the workshop? (i.e. timeframes, breaks, homework, different activities)

· Are there supporting materials for the workshops? 

· Are reasonable accommodations offered to individuals accessing this workshop?

· If yes, what is the process for making reasonable accommodations?

· Are accommodations referenced in the marketing materials?

· Are the workshops targeted to the disability community? Offered in accessible formats?

· Are there factors such as targeted marketing, making reasonable accommodations, staff training on disability and employment issues, which are contributing to successful employment outcomes for workshop participants with disabilities? 

· If yes, please identify and list those factors.

· What, if anything, about the current process could be improved upon? Please include in your strategic plan at the end of this document.
	

	TRAINING SERVICES:

· What training programs are offered? (e.g. WIA Adult/Dislocated Worker, & WIA Youth, other).

· If there are orientations to these programs – it is recommended that the Navigator attend them.

For each training program answer the following questions:

· What is the name of the program?

· What is the eligibility criterion for this program?

· What services are provided through this program?

· What is the process for accessing / enrolling in this program?

· Are there other One-Stop Career Center programs a program participant could be co-enrolled in?

· Are there programs outside the One-Stop Career Center that program participants will be accessing? 

· If yes, what are these programs?

· Who is the main contact for questions on this program?

· Who is the contact person in each office for this program?

· Are reasonable accommodations offered to individuals accessing these programs?

· If yes, what is the process for making reasonable accommodations?
· Are accommodations referenced in the marketing materials?

· Are the workshops targeted to the disability community? Offered in accessible formats?

· What about the current process is contributing to success in increasing access to this program by participants with disabilities?

· What, if anything, about the current process could be improved upon?
	

	OTHER PROGRAMS:

· What other programs are offered?

For example: 
· Veterans: http://www.dol.gov/vets/programs/empserv/employment_services_fs.htm
· Employment Programs for people receiving TANF 
· Employment Programs for people receiving Food Stamps

· Ex-Offender

· Senior Community Service Employment Program (SCSEP) http://www.doleta.gov/SENIORS/ 
· Homeless: http://www.dol.gov/dol/audience/aud-homeless.htm
· Youth programs http://www.doleta.gov/youth_services/
· Mentoring programs

· Job Corps: http://jobcorps.dol.gov/
· Include other discretionary grants unique to your One-Stop(s)

· Are there programs being offered within the One-Stop (co-located) that are run by outside agencies/contractors? (i.e. Vocational Rehabilitation, Mental Health)

For each training program answer the following questions: 

· Name of the program?
· What is the eligibility criterion for this program?

· What services are provided through this program?

· What is the process for accessing / enrolling in this program?

· Are there other One-Stop programs a program participant could be co-enrolled in?

· Are there programs outside the One-Stop that program participants will be accessing? 

· If yes, what are these programs?

· Who is the main contact for questions on this program?

· Who is the contact person in each office for this program?

· Are reasonable accommodations offered to individuals accessing these programs?

· If yes, what is the process for making reasonable accommodations?

· Are accommodations referenced in the marketing materials?

· Are the workshops targeted to the disability community? Offered in accessible formats?

· What about the current process is contributing to success in increasing access to this program by participants with disabilities?

· What, if anything, about the current process could be improved upon?
	


	Local Workforce Investment Board (LWIB) Research & Introduction


	Summary of Findings

	· Review the One-Stop Annual Plan & Annual Report. There might be other reports such as a 5-year strategic plan that is updated annually to review. This information will help you to understand the labor market in your area and the strategies that are in place to address local workforce needs.
	

	· Take note of strengths within these plans and reports in serving job seekers with disabilities within the One-Stop. Also note areas where the LWIB is partnering with and/or working effectively with systems that serve individuals with disabilities.
	

	· Note areas for improvement 
	

	· Find out who the board members are on your LWIB (get a list of members). This will include partner agencies, community based organizations, and local employers. Board members are ideally situated to become allies and resources within your Workforce Development Area.
	

	· Discuss with your supervisor and/or One-Stop management the approach that would work best for introducing the DPN role to the LWIB. 

· Review the DPN Bi-Weekly FAQ “How can I work together with my Local Workforce Investment Board?” SEE DPN FAQ Question #9 (Advanced) http://www.dpnavigator.net/pages/faq_nav.html 
	

	· See also Step Three (3.h.).
	


	Step Three: Introducing & Integrating DPN into One-Stop
	Activity Completed

Yes / No / Ongoing / NA
	Date

	3.a. Review all of the suggestions within Step 3 first, then schedule time with your supervisor and/or management at the One-Stop to seek their guidance in planning out the best way to introduce the DPN role to staff and to start integrating the DPN into the One-Stop system. 

· In your discussion reference the DOL DPN Frequently Asked Question #3: “ How do I help the One-Stop Career Centers understand that I am there to help improve the system and not ‘monitor’ what they are doing wrong? ” at:
SEE DPN FAQ Question #3 http://www.dpnavigator.net/pages/faq_nav.html 

	
	

	3.b. Identify All-Staff meeting times. Get onto the agenda for next meeting & introduce DPN role to staff

Supporting material: 

· The DPN Brochure - http://www.dpnavigator.net/pages/resources_a3.html Scroll to the bottom of the page, it is the third resource listed from the bottom of the page.
· DOL DPN Fact Sheet –  http://www.dpnavigator.net/pages/resources_a3.html  Scroll to the bottom of the page, it is the fourth resource listed from the bottom of the page.
	
	

	3.c. Identify regular team meetings for specific programs, or groups of programs/services (i.e. a “Youth Team” that meets monthly and includes all programs that serve youth).  

· Schedule time on the team meeting agenda to introduce the DPN role to that team.

· Supporting material:

· The DPN Brochure - http://www.dpnavigator.net/pages/resources_a3.html Scroll to the bottom of the page, it is the third resource listed from the bottom of the page.
· DOL DPN Fact Sheet –  http://www.dpnavigator.net/pages/resources_a3.html  Scroll to the bottom of the page, it is the fourth resource listed from the bottom of the page.
· Find out answers to program questions from “Step Two” that you were unable to answer through research alone.

· Use survey questions (see 3.d.) to discuss how you, as a DPN, can begin working with the team.
	
	

	3. d. Schedule one-one meetings with program managers and targeted staff members. 

*If you are in a smaller One-Stop (50 or fewer staff) take the time to meet one-on-one with all staff members to learn how they implement their programs and services and determine how best to work together.

· This up-front investment of time will help you to prioritize initial training needs.
	
	

	3.e. Survey staff. This can be done in-person during team meetings (or one-on-one meetings see: 3.c). It can also be done through an electronic or hard copy survey. Suggestions for creating an anonymous electronic survey: http://www.surveymonkey.com  
Ideas for Survey Questions:

1) What has been your experience working with people with disabilities within your program/within the Center? 

2) What relationships or experience does your program/team have working with disability organizations/partner agencies? (i.e. local SSA office, Vocational Rehabilitation, Mental Health agency, Independent Living Center).

3) What is the biggest challenge that you currently face in effectively serving jobseekers with disabilities in your program?

4) What past training on disability and employment have you received?

5) What was the most beneficial training on disability and employment to you in your position? Why?

6) What top three topic areas (in order of importance) would you be interested in receiving training on? (Note: Below are some suggestions – as a Navigator please feel free to develop your own list using this as a starting point)
__ Welcoming Customers with Disabilities    __ Americans with Disabilities Act (ADA)  __ SSA Work Incentives __ Assistive Technology __ Reasonable Accommodations __ Vocational Rehabilitation Services___ Independent Living Center programs __Employer Resources/Tax Credits ___Traumatic Brain Injury __ Mental Illness __ Learning Disabilities __ Low Vision/Blind __ Hard of Hearing/Deaf __ Mobility Disabilities __ Developmental Disabilities/Mental Retardation __

       other: __________________________________________________
	
	

	3.f. Based on results of survey begin to develop a plan for staff training. Access the DPN Frequently Asked Questions (FAQ) “What are some training activities I can coordinate for One-Stop staff to learn how to effectively serve individuals with disabilities?” at:  SEE DPN FAQ Question #10 http://www.dpnavigator.net/pages/faq_nav.html 
· Survey results can also indicate disability organizations or partners to begin working with in Step Four.
	
	

	3.g. Establish a process that will work best for staff to access you (the DPN) for consultation on specific client issues (i.e. regular office hours in One-Stop, team meetings, e-mail, etc…).

This one-on-one, or team, consultation will help identify areas that need attention and can be used to determine future staff training and/or exploration and implementation of new local policies and practices.
	
	

	3.h. Identify any ongoing or ad hoc committees and/or subcommittees the LWIB or One-Stop Center(s) is involved in (internally or with partners) that would be beneficial to participate in. 

· Sit in on a meeting and review minutes (e.g. vision, goals, outcomes) from previous meetings to determine common objectives with the DPN Initiative prior to joining the committee.

Examples of types of committees include: Disability Advisory Committee, Interagency Committee, Continuous Improvement Committee, Marketing Committee, Diversity committee, Newsletter committee, Communication committee, Policy Review committee, Resource Room committee, Safety Committee, etc…
	
	

	3. i.  In addition to using the information you are gathering above to develop and coordinate training, consider developing an easy-to-use desktop guide including internal One-Stop programs as well as top federal, state and local resources. For an example of desktop guides go to: http://www.onestoptoolkit.org/downloads/Nickerson_Desktop_Resource_Guide_for_Job_Seekers_with_Disabilities.pdf 
This can also be useful information to add to the local One-Stop’s website. For examples of Navigators contributions to their One-Stop websites go to: http://www.onestoptoolkit.org/downloads/DPN_State_Local_Websites_updated_8-4-061.doc 
See also Step 4.c.
	
	

	3.j. Consider developing a Newsletter for One-Stop Career Center staff and partners, or contributing a regular article in these or other organizations’ newsletters. This is an excellent strategy for sharing resources, upcoming trainings and events, and to highlight stories about increased access to employment services and meaningful employment outcomes for job seekers with disabilities. In particular, consider highlighting those individual success stories that hinge upon coordination and collaboration among multiple partners and programs.  Examples of Newsletters that Navigators have created or contributed to can be found at 
         http://www.onestoptoolkit.org/library/libraryCategory.cfm?classnumber=20005.0  Be sure to scroll down the page as there are a number of examples of newsletters.
· IMPORTANT: Be sure to use politically correct language in all of your writings as it concerns individuals with disabilities.  The following resource will be helpful: http://www.mediaanddisability.org/   


	
	


	Step Four: Outreach & Marketing to Partner Agencies & Community Based Organizations
	Activity Completed

Yes / No / Ongoing / Not Applicable (NA)
	Date

	4.a. Read DOL DPN Frequently Asked Question #12 “How do I begin to build relationships with community service providers and sustain these relationships?” at:  
         SEE DPN FAQ Question #12  http://www.dpnavigator.net/pages/faq_nav.html 
	
	

	4.b. Using the answers to question #2 in the survey in Step Three’s 3.d as a starting point, begin researching and setting up meetings with community service providers.

Ideas for Survey Questions: 

1. Does your organization refer individuals to the One-Stop Career Center?

2. If so, how would they rate their experiences with the One-Stop Career Center:

- Positive, explain?

      - Negative, explain?

3. If your organization is familiar with the One-Stop, do they have any recommendations on how the Center can make improvements to be more responsive to the needs of individuals with disabilities?

4. What services and supports does your organization offer individuals with disabilities with significant barriers to employment?

5. Is your organization aware of the Disability Program Navigator Initiative?

6. Explain the purpose and the objectives of the project.

Provide the organization with a copy of the DOL DPN Fact sheet and the DPN Brochure at: 
· The DPN Brochure - http://www.dpnavigator.net/pages/resources_a3.html Scroll to the bottom of the page, it is the third resource listed from the bottom of the page.
· DOL DPN Fact Sheet –  http://www.dpnavigator.net/pages/resources_a3.html  Scroll to the bottom of the page, it is the fourth resource listed from the bottom of the page.
	
	

	Community Service Providers to connect with include the following: 
	
	

	· Vocational Rehabilitation Counselors
	
	

	· SSA Area Work Incentive Coordinators (AWIC)
	
	

	· Community Work Incentive Coordinators (CWIC)
	
	

	· Mental Health Agencies
	
	

	· Mental Retardation/Developmental Disabilities Organizations
	
	

	· Substance Abuse Prevention Provider
	
	

	· Adult Education and Literacy Programs
	
	

	· Welfare to Work (TANF)
	
	

	· Local Veterans Employment Representatives (LVER) & Disabled Veterans Outreach Programs (DVOP)
	
	

	· Apprenticeship Programs
	
	

	· Older American’s Employment Programs (SCSEP)
	
	

	· Faith-Based & Community Organizations
	
	

	· Job Corps
	
	

	· Prisoner Reentry Initiatives
	
	

	· Transportation
	
	

	· Homeless Assistance Programs
	
	

	· Financial Education Programs
	
	

	· Independent Living Centers
	
	

	· Other Disability Related Organizations (list):


	
	

	· Local Education Agencies
	
	

	· Youth Council
	
	

	· Individual Development Account Providers
	
	

	· Earned Income Tax Coalition
	
	

	· Volunteer Center
	
	

	· Other Federal, State or Local Programs (list):


	
	

	4.c.  As mentioned in Step 3.i. In addition to using the information you are gathering above to develop and coordinate training for staff and partners, consider developing an easy-to-use desktop guide including internal One-Stop programs as well as top federal, state and local resources. For an example of desktop guides go to: http://www.onestoptoolkit.org/downloads/Nickerson_Desktop_Resource_Guide_for_Job_Seekers_with_Disabilities.pdf
This can also be useful information to add to the local One-Stop’s website. For examples of Navigators contributions to their One-Stop websites go to: http://www.onestoptoolkit.org/downloads/DPN_State_Local_Websites_updated_8-4-061.doc
	
	

	4.d. Consider developing a Newsletter for One-Stop Career Center partners, or contributing a regular article in these or other organizations newsletters. This is an excellent strategy for sharing resources, upcoming trainings and events, and to highlight stories about increased access to employment services and meaningful employment outcomes for job seekers with disabilities. In particular, consider highlighting those individual success stories that hinge upon coordination and collaboration among multiple partners and programs.  Examples of Newsletters that Navigators have created or contributed to can be found at          http://www.onestoptoolkit.org/library/libraryCategory.cfm?classnumber=20005.0  Be sure to scroll down the page as there are a number of examples of newsletters.
· IMPORTANT: Be sure to use politically correct language in all of your writings as it concerns individuals with disabilities.  The following resource will be helpful: http://www.mediaanddisability.org/   


	
	


	Step Five: Assessing Physical Accessibility of the One Stop Center(s)


	Summary of Findings

	5.a. Read DOL DPN Frequently Asked Question #4 “How can I ensure that my One Stop Career Centers are physically accessible?” at: SEE DPN FAQ Question #4 http://www.dpnavigator.net/pages/faq_nav.html  
	

	5.b. Reference WIA Section 188 Disability Checklist: http://www.dol.gov/oasam/programs/crc/section188.htm
and the appendix at: 

http://www.dol.gov/oasam/programs/crc/section188.htm#appendix 
	

	5.c. Find out who the Equal Opportunity Officer at the One-Stop is and learn more about their role in the Center(s). Discuss common objectives and opportunities for collaboration.
	

	5.d. Ask for assistance in assessing the One-Stop(s) from partners and community based organizations. 
	

	5.e. Assess the physical accessibility of the One-Stop(s)

· Do the following areas in the One-Stop meet code with the Architectural Barriers Act (ABA)?

The ABA requires access to facilities designed, built, altered, or leased with Federal funds. Passed by Congress in 1968, it marks one of the first efforts to ensure access to the built environment. The Access Board develops and maintains accessibility guidelines under this law. 

· Entrances and Exits

· Lobbies/Waiting Areas

· Resource room

· Offices

· Conference Rooms

· Restrooms

· Doorways

· Hallways

· Countertop & table heights

· Emergency Alarms and Signage

· Parking spaces

· ADA Accessibility Guidelines for Buildings and Facilities can be found at:                            http://www.access-board.gov/adaag/html/adaag.htm
· Resources on Emergency Evacuation and Disaster Preparedness can be found at:                http://www.access-board.gov/evac.htm 

· One-Stop Physical Assessment tools have been created and used by other DPN Projects. You can access these resources and others by going to the One-Stop Toolkit at http://www.onestoptoolkit.org. 

The Access and Accommodations section at the top of the State and Local Resources by Topic page includes a number of checklists that can provide you with ideas on how to get started: http://www.onestoptoolkit.org/statelocalbytopic.cfm 
· For assistance on physical and programmatic access questions contact your regional ADA & IT Technical Assistance Center: http://www.adata.org/ 

	

	5.f. Identify key One-Stop Career Center staff members (e.g. IT staff, front desk staff, resource room staff) who have experience working with the Assistive Technology.  Ask them to assist you in answering the questions below in 5.g.
	

	5.g. Take an inventory of the Assistive (adaptive) Technology (AT) equipment and software currently available and in use at your local One-Stop(s).

General AT questions: 

· What is the current level of usage of the AT?

· What is the process for accessing the AT?

· What is working about this process?

· What, if anything, could be improved within this process?

Specific questions for each piece of AT equipment and software: Please provide a brief description.

· What is the name of the equipment/software?

· Who does it help?

· How does it work?

· Where is it kept in the Center?

· How do you turn it on?
	

	5.h. If your One-Stop(s) does not have Assistive Technology see DOL DPN Frequently Asked Question #8 “How do I know what type of adaptive equipment to recommend having available in the One-Stop Career Centers?” in the DPN Frequently Asked Questions at: SEE DPN FAQ Question #8 http://www.dpnavigator.net/pages/faq_nav.html 
	

	5.i. For additional resources and information on Assistive Technology go to the One-Stop Toolkit’s “Tools and Resources” page: http://www.onestoptoolkit.org/electronic.cfm 
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