Guidelines for Curriculum/Program Description Manuals
The following is a list of the minimum requirements to be included in your program description for employment services when applying for vendorship with the Department of Rehabilitative Services.  It is not meant as an exhaustive list or suggested for your curriculum but merely as a general guide to aid in your presentation of information to the supported employment/facilities coordinators.  It is also expected that the Supported Employment Guide, if applicable, and appendices to the DRS Vendor Agreement be reviewed and adhered to when developing your program.  Evidence of such within your program description would be beneficial.  Letters/emails from local DRS managers are required along with your program curriculum.  Resumes of direct employment staff are also required in addition to the following:.  

· Title of program, program manual

· Purpose of service/program, program objectives

· Individuals for whom the service is designed and rehabilitation problems addressed

· Admission criteria, screening and intake procedures, exit criteria, options for appeal
· Scope of services included (assessment, individual/group services) etc.

· Training methodologies and description of techniques used that are applicable to the specific services 
· Occupational areas, skill areas and work settings available, including types of equipment to which consumers may have access

· Program management procedures followed

· Consumer planning and rating instruments used

· Staffing capabilities per service component, including qualifications of service staff and ratio of consumers to staff

· Description of outcomes expected for consumers in each service and the criteria used to measure the impact of the service upon the consumer; description of the program’s general effectiveness

DRS does not expect the organization to create policies or procedures separate from those that already exist to meet the curriculum requirements.  If procedures and policy exist within the organization that address the subject area, you need only to note where it is included and submit a copy to the appropriate program specialist.  Please keep in mind that Purchase of Service Agreements and subsequent rates are negotiable and are contingent upon review by the program specialists and final approval by the Employment Services and Special Programs Director.   

