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Congratulations...

On your new appointment to the Lincoln Training Center Supported Employment Program.
Lincoln Training Center is here to help you fulfill your employment goals. This handbook
will serve as a guide to Lincoln Training Center and the services we provide. Your Case
Manager will review its contents with you. If you have any questions concerning the hand-
book, please ask your Case Manager for clarification. Once you have completed reading
the handbook, and understand its contents, please sign below and return this page to
your assigned Case Manager within one week of receiving.

Name Date

(If applicable) Parent/Care Provider Date

Case Manager responsible for handbook review:

Employee Name (Print) Date

Employee Signature Title
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MISSION STATEMENT

The mission of Lincoln Training Center is to foster independence and

improved quality of life for individuals with disadvantages or develop-
mental disabilities through the maximum effort of the organization’s

staff, membership and volunteers. This will be accomplished through

an unquadlified commitment to - and - delivery of - diverse, high qual-
ity programs and services to Lincoln Training Center’s participants,
customers, and the community.

STATEMENT OF NON-DISCRIMINATION

Lincoln Training Center is an equal opportunity employer and complies
with all applicable federal, state and local fair employment practices
laws. We are firmly committed to providing equal employment oppor-
tunities for all applicants and employees. Decisions regarding recruiting,
hiring, compensation, benefits, training, leaves of absence, use of all facil-
ities, participation in all LTC-sponsored activities, promotions, demotions,
transfers, and job assignment practices, including counseling, discipline,
and termination, will be made without regard to a person’s sex/gender
(including pregnancy, childbirth, breastfeeding or related medical condi-
tions and reproductive health decision-making), sex stereotype, gender
identity, gender expression and transgender (including whether or not
you are transitioning or have transitioned) and sexual orientation, race
(including traits historically associated with race, including hair texture
and protective hairstyles), religion (including religious dress and grooming
practices), color, national origin (including language use restrictions and
possession of a driver’s license issued under Vehicle Code section 12801.9),
citizenship status, ethnicity, ancestry, physical or mental disability, medi-
cal condition, (including HIV and AIDS and any cancer-related physical or
mental health impairment), genetic information and characteristics, mari-
tal status, registered domestic partner status, age, military and veteran
status, or any other basis protected by federal, state, local law or ordi-
nance or regulation

continued on page 2
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Lincoln Training Center policy also prohibits unlawful
discrimination based on a perception that anyone has
any of the foregoing characteristics or is associated
with a person who has or is perceived as having any

of the foregoing characteristics. We both welcome
and encourage diversity, which we believe makes a
significant contribution to achieving our objectives.

CONFLICT OF INTEREST STATEMENT

Persons connected with Lincoln Training Center shall
make all decisions based on the best interests of the
organization and shall disclose any real or potential
conflict of interest between their personal, profes-
sional and business interests and the interests of the

OUR HISTORY

Lincoln Training Center is a not-for-profit, 501(c)(3)
organization that was established in South El Monte,
California. Since 1964, Lincoln Training Center (LTC)
has progressed from a small group of parents teach-
ing their sons and daughters simple production work
to an accredited, award-winning organization help-
ing hundreds of adults with disabilities throughout
California, find meaningful work.

Today, LTC continues its mission to provide work
opportunities and job training for people with devel-
opmental disabilities — our participants — through an
array of job programs. Our South El Monte location
offers a base program where participants work on
production, assembly, disassembly and light manu-
facturing contracts, which are fulfilled at our 32,000
square foot facility.

Our Supported Employment program places eager
and qualified workers into community job settings. We
are currently contracting with more than 100 off-site
employers for jobs that include janitorial, landscap-
ing, inventory control, packaging, retail, and clerical.
Supported employment services are offered at our

Center. Any Officer, Director, Delegate, Council or
Committee member of LTC shall refrain from discuss-
ing or voting on any transaction in which he/she has
an interest and cannot attempt to exert any influence
to affect these decisions.

South EI Monte, Roseville, Apple Valley and Fresno
offices.

It is the policy of the State that opportunities for
competitive, integrated employment be given the
highest priority for you. Competitive Integrated
Employment (CIE) is work in the community that is
performed on a full-time or part-time basis earning
the customary rate paid by the employer for the same
work performed by other employees, with the same
opportunities to advance, and working with others
without disabilities.

Lincoln will support and guide you through your
choices.

LTC provides vacation pay, bonuses, worker’s compen-
sation benefits, social activities, work preparedness,
and transitional training.

LTC holds the highest accreditation from the
Commission on Accreditation of Rehabilitation
Facilities (CARF). We are an approved vendor with
the California Department of Rehabilitation and the
Regional Center. Lincoln Training Center maintains
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active memberships in the California Disability Services
Association and California Partnership for Set Aside
Contracting.

Who We Are and What Do We Do
Lincoln Training Center has a dynamic supported

Entrance Criteria

Lincoln Training Center’s emphasis is to provide voca-
tional services for individuals with disabilities who may
need assistance in obtaining and maintaining competi-
tive employment. The Center does not base acceptance
on race, religious creed, color, national origin, ances-

employment program that can help
you reach your employment goals. Your
employment experience is based upon
your interests and abilities.

Lincoln Training Center can assist you
with:

try, physical or mental disability, medical
condition, genetic information, marital
status, sex, gender, gender identity or
expression, age (40 and older), sexual
orientation, or military or veteran status,
unless a permissible defense applies. Sex
includes pregnancy, childbirth, breast-

e Onthejob train-
ing and work experience

e Finding out what your strengths
and weaknesses are

e Learning how to be a good and valued employee
e Finding a job
e Earning a paycheck

e Becoming independent

Staff Qualifications

All Lincoln Training Center personnel must pass a pre-
employment background investigation and must be
legally eligible to work in the United States. Lincoln
Training Center’s Human Resources Department must
approve of all new hires and verify that personnel meet
position qualifications. All new staff is provided with
an orientation and adequately trained, prior to provid-
ing direct services and supports. In addition, all staff
receive CPR and First Aid certification. Personnel are
reviewed annually to ensure that they are providing
quality services that are individualized to meet the
needs of our participants and stakeholders.

feeding, and related medical conditions.
All participants of the Center must be diagnosed with
a mental, physical, and/or emotional disability. The
severity of individual disabilities varies.

In addition, all applicants must:

e Be at least 18 years of age

* Beindependently self-ambulatory (which can
include canes, walkers and wheel chairs)

e Possess self-help skills; i.e. independently
transport themselves to the restroom (unless
qualified for Personal Attendant Services)

e Provide their own lunch, and be able
to feed themselves independently

¢ Provide their own medication needs

e Be provided with transportation by either
a privately contracted agency, public trans-
portation, by their family, or by their own
means (Access Services can be requested
for individuals who use wheelchairs who
are interested in working on an enclave)

e Present statements of disability from a
licensed physician
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e Show evidence of a general physical exami-
nation, and of a psychological examination

e Show appropriate documentation to verify
eligibility to be employed (i.e. valid social secu-
rity number, valid picture identification, etc.)

e Bereferred by a Regional Center or the
Department of Rehabilitation for services

DEFINITIONS

Participant

An individual utilizing the services of the agency (LTC).

Participant Representative

A person that you wish to represent you regarding
the Program, and services you are being provided,
which may consist of, but is not limited to the
following:

* Parent

e Legal guardian
* Conservator

e Relative

=~ Y- =l = Co

e Funding agency
representative
e Etc.

INTAKE MEETING

As a participant of Lincoln Training Center, your partic-
ipation in our program is tailored to your particular
goals and developed by you, your Case Manager, and
your planning team. The most important person in
this process is you. You have the lead role in making
your plan for employment a reality. During your initial
meeting, you and your team will discuss your strengths,
resources, priorities, concerns, abilities, special accom-
modations and interests to develop a plan listing your
job objectives and employment goals.

e Be evaluated by LTC rehabilitation staff for
admission to the appropriate services program

e Successfully complete a 60-day
probationary period

e Be able to benefit from services
under general supervision

e Be an active participant in the process

Job Coach
A staff person who provides training and supervision
to participants.

Case Manager

A staff person who will meet with you formally
and informally to develop specific work goals and
objectives that will help you meet your long-range
goals for employment. The Case Manager will also
keep in contact with your family/care provider and
your Regional Center Service Coordinator. You will
contact this individual for assistance.

In addition, the Case Manager will assist you with
working toward your goals, inform you of the services
Lincoln Training Center can provide and direct you to
other agencies for additional services you may need. It
is LTC’s goal to schedule the initial intake within 3 days
of receiving your referral packet. If there is a place-
ment available, we will make every attempt to provide
you with the earliest start date possible. You can begin
upon Lincoln receiving an authorization and start date
from either the Department of Rehabilitation or the
Regional Center.
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You are encouraged to provide your own
transportation, however, contracted trans-

portation can be requested to be arranged

by the Regional Center, and generally takes
2-3 weeks. If you are self-transported you can
begin sooner. The average waiting time of a new
participant being referred to a group placement in

Supported Employment is 30 days, and for partic-
ipants being referred to be placed in a individual
placement the approximate waiting period is
60-90 days. If there are not any openings avail-
able you will be placed on a waiting list and
provided with LTC’s “waiting list policy,” which
will be adhered to.

WORK RELATED SERVICES WE OFFER

A. Job Development

Lincoln Training Center will assist you with develop-
ing a plan of action for job placement based on the
initial meeting and the review of the job placement
parameters form. Lincoln Training Center will utilize
a variety of resources to explore job openings in your
community. Services include, but are not limited to,
evaluation of the labor market and identification of
suitable employment sites, employer contacts, job
seeking skills training, work site assessment, eval-
uation and recommendation for job coaching plan,
destination training, and other services necessary to
secure and establish employment.

Lincoln Training Center will assist you with inter-
view skills, appropriate dress, creating or updating a
professional resume and any other identified supports
needed to prepare you for an interview. You will also
be asked to sign a Lincoln Training Center Intake
Agreement Form, stating that you agree to cooperate
with the Job Developer and Job Coach by such actions
as returning phone calls, providing work schedules,
and calling Lincoln Training Center when any work
related concerns arise so that a LTC staff member can
support you.

B. Situational Assessments (Roseville)

An External Situational Assessment (ESA) can assist
you with gathering additional information to help you

identify different jobs available and aids in the deci-
sion process by actually placing you at various job
sites. During this placement period, you will receive
intensive one-on-one supervision and training from an
LTC staff member who will provide you with detailed
information about the job and specific job tasks. An
ESA also identifies potential barriers to employment
and recommendations are made for services that will
assist you in the identification of accommodations,
supports, and services that will address these barriers.

You are paid for your participation in an assessment.
You and your planning team can determine if you
would benefit from an ESA.

C. Job Placement

Once you have been hired, Lincoln Training Center is
available to accompany you during your orientation
and initial trainings (when applicable). This gives your
Job Coach the opportunity to learn the job require-
ments along with you so that Lincoln Training Center’s
on-the-job supports are most successful. Short term
follow up services may be provided to assist you in
maintaining employment.
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TYPES OF WORK

Supported Employment is a community based rehabili-
tation program that occurs in a competitive, integrated
community employment setting. Group and Individual
Placement are two different options for supported
employment depending on your needs and the needs
of the employer.

A. Supported Employment-Group Placement

Participants in Group Placement, work in a community
integrated work setting and have a Job Coach at all
times. The Job Coach provides you with on-site train-
ing and support services.

Examples of group placement opportunities include
janitorial, grounds keeping, retail, and warehouse
work.

Lincoln Training Center also posts current supported
employment group openings on our website
(www.lincolntc.org). If the need arises, computers
are available at Lincoln Training Center’s administra-
tive offices during normal business hours, for you to
review our website.

B. Supported Employment-Individual Placement

Participants in Individual Placement (IP) work inde-
pendently by themselves at places of business in the
community. They are hired and paid by a community
employer directly. Lincoln Training Center can provide
you with a Job Coach to train with you so that you
understand all aspects of your job, and assist you with
any job supports you may need. The Job Coach will
meet with you on the job to help you learn the neces-
sary skills and behaviors to work independently.

The Individual Planning Process

Lincoln Training Center is committed to working
with you to help you reach your employment goals.

We encourage you to take a leader-
ship role and ask for what you want.
Everyone will work together so that
services will meet your needs.

The major part of your plan-
ning is completed at what is a¥’
called an Individual Service &
Plan (ISP) meeting. Your first

ISP will be within 30 days of your first day

of work services. If you receive authorization for an
External Situational Assessment (ESA), the ISP meet-
ing will be held after the ESA is done. After you have
started in the employment services program, your
Case Manager will sit down with you to help you
develop your plan. Your comments and answers will
be written down with the focus on helping you with
your work-related skills. After this first meeting, ISP
meetings will be held during your birthday month and
every six months after that.

The individual service planning process is an impor-
tant part of your program. It can help you progress
to better wages and more independent types of work
services. You should start in the type of work service
that is right for you and will help you achieve your full
potential. The following are typical skills that we can
help you learn to reach your work related goals:

e Learning tasks properly and
increasing productivity

e Going from task to task and improv-
ing the quality of work

* Making good decisions and dealing with change
* Setting performance goals
e Following work safety standards

* Being motivated
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* Being properly groomed

e Interacting appropriately with
customers/co-workers

e Building confidence
e Identifying support options
within the workplace

e Advocating for on-the-job /

and off-the-job help L\
-—

e Learning more effec-
tive communication

Hours and Pay Rates

Hours of work for Supported
Employment will vary at each job
site. Lincoln Training Center will make

every effort to help you find employment during
hours that will work for you. Hours of work will be
thoroughly discussed with you prior to actual job
placement.

Pay Rates for Group Placement

Community based supported employment group pay
rates are based on contracted rates but not less than
minimum wage. Pay rates are unique to each place-
ment and job site.

Pay days are on the 10th and 25th of each month. If
either of these days falls on a Saturday or a Sunday,
you will get your check on the Friday before.

Pay Rates for Individual Placement

Pay rates for Individual Placement participants will
be no less than the state minimum wage, and will be
based on the individual employer.

/‘\ Reporting of Earnings
\‘n If you receive either SSI or SSA funds, you will need

SN
S|

to report your monthly gross earnings to your
assigned Social Security office. Failure

' ' to report your earnings could result in
' over payment. If an over payment does

occur, you may be required to pay back

the amount of the over payment. Lincoln
Training Center may assist you in gather-
ing the necessary wage information to be reported
to either SSI or SSA, but it is your responsibility to
report these wages.

Holiday Pay

LTC offers a minimum of 13 paid holidays to those
participants employed in group placement upon
the completion of their 9o-day probationary period,
however, it is a discretionary benefit reviewed by the
Board of Directors annually, and is subject to change.
In addition, participants must work the day before and
the day after the holiday to be compensated for the
holiday. If you are employed in an individual placement,
you will receive the fringe benefits offered through
your employer.
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LTC Holidays
13-Minimum Holidays include:

New Year’s Day - Monday, January 1, 2024

Martin Luther King Jr. Day -
Monday, January 15, 2024

President’s Day — Monday, February 19, 2024
Cesar Chavez Day - Monday, April 1, 2024
Memorial Day - Monday, May 27, 2024

Juneteenth — Wednesday, June 19, 2024
Independence Day - Thursday, July 4, 2024

Labor Day - Monday, September 2, 2024

Indigenous Peoples’ Day — Monday, October 14, 2024

Veterans Day — Monday, November 11, 2024

Thanksgiving Day and the day after -
November 28 & 29, 2024 (Thursday & Friday)

Christmas Holiday -
Wednesday, December 25, 2024 — Christmas Day

FRINGE BENEFITS

A. Vacation Time

Vacation time is at the discretion <A
of, and reviewed annually by,
Lincoln Training Center’s
Board of Directors. The
number of vacation days
is based upon your length of
service with Lincoln Training
Center. Vacation time cannot

9
-~

be saved up (rolled-over) from one year to the next.

Listed below is the schedule used to calculate the
number of vacation days allotted.

Please note WAP (Work
Activity Program) will be
closed over the Christmas
Holiday (exact closure
dates have yet to

be determined).

If you wish to be

paid for this closure,
vacation time may

be used with the
exception of Christmas and New Year’s Day.

Supported Employment sites may require
coverage on ANY of these observed
Holidays. Please see your direct Supervisor
or Manager for Holiday Schedule by site.

*Note — Other holidays may apply to state and federal
community based work sites. In addition, although
you are paid for the holiday, it does not guarantee that
you will be off on that day. Please see your Supervisor
for your specific holiday schedule.

Service Length Vacation Days Earned

0-3 months 1 paid day

4-6 months 3 paid days
7-9 months 6 paid days
10-12 months 9 paid days
Over 1 year 12 paid days

B. Bonus Checks

Lincoln Training Center sponsors a bonus
incentive plan which is at the discretion of the
Board of Directors to approve on an annual basis.
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This bonus check is based upon the number of
years you have been a participant with LTC.

C. Worker’s Compensation

If you are injured while working, you may be eligible
for worker’s compensation benefits. You are required

YOUR RESPONSIBILITIES

As part of a Lincoln Training Center community-based
employment group, you are expected to:

1. Report to your job site on time every day.

2. Call in early if you will be late or unable to come
in. Always call the phone number given to you by
your Job Coach. If you use contracted transporta-
tion, you will need to contact your provider.

3. Return to work on time after breaks.

4. Dress neatly. Abide by the dress rules where you
work.

5. Respect the rights and property of others.

to report the injury to your LTC Supervisor
immediately. The LTC Supervisor will fill
out anincident report and then take
the necessary action to insure you
receive appropriate care.

6. Watch out for your personal items. It is strongly
advised that valuables and large amounts of cash
are left at home.

7. Make personal phone calls during breaks or lunch
times only.

8. Follow safety rules at all times.

Lincoln Training Center utilizes positive behavioral
interventions prior to restrictive procedures. A team
approach in determining necessary supports is a
common protocol in place at LTC. Each incident is
reviewed individually to determine the next step
necessary.

POLICY ON DRUGS, ALCOHOL, AND CONTROLLED SUBSTANCES

Lincoln Training Center is a Drug & Alcohol-Free
Workplace. Therefore, the following actions are
prohibited:

a. Reporting for work under the influence of alcohol,
intoxicants, illegal drugs, or controlled substances;

b. Theillegal use, possession, manufacture, transfer,
purchase, sale or attempted purchase or sale of
intoxicants, illegal drugs, or controlled substances
in any manner, during work hours, or while on the
job or on Lincoln Training Center owned or leased
property, including parking lots;

c. In any way using Lincoln Training Center owned
or leased property or at another property that

contracts with Lincoln Training Center to make or
traffic in intoxicants or illegal drugs.

Additionally, if you are taking a drug or medication,
whether or not prescribed by your physician, that may
adversely affect your ability to perform your duties in
a safe or productive manner, you must report such use
of medication to your supervisor. This includes drugs
that are labeled as, or known to, possibly affect judge-
ment or cause drowsiness or dizziness.

You have the responsibility to report any drug, alco-
hol, or controlled substance situation that affects the
workplace.

Page 9 of 16



Partnerships SUPPORTED

ENIPLOYMENT EMPLOYMENT

POSSIBILITIES Participant Handbook

TRAININGCENTER

RULES OF BEHAVIOR

1. No weapons.

2. No alcohol orillegal drugs. No reporting for work
under the influence of alcohol, illegal drugs or
controlled substances.

3. No smoking in the building or vehicles. Smoking
allowed only in designated areas during break
times.

No aggressive, violent, or harassing behavior.
No inappropriate touching or sexual behavior.

No property damage.

Yoy s

No stealing.

ATTENDANCE/CALL-IN PROCEDURE

In the event you must be absent from work or are
going to be tardy, and are in Group Placement, you
are required to contact LTC prior to the start of your
work day. If you utilize contracted transportation,
you are also responsible for informing them to cancel
your transportation for the day if you are going to be
absent. If you are in Individual Placement, you will
need to contact your employer directly and follow the
guidelines of your employer.

If you are absent for three days in a row, you will
be required to bring in a doctor’s note for the days
you were absent. This note must state that you are
authorized to return to work. Excessive absentee-
ism or tardiness may result in disciplinary action, up
to termination.

Phone Calls

You may only use your cell phone during your break
and meal periods. Use of an employer’s phone is
prohibited.

8. No foul language.

9. No sleeping during work hours.

10. No improper conduct toward
your supervisor or
refusal to perform
legal tasks assigned
by supervisor.

Any violation of the above may result in serious conse-
quences, including suspension or termination. These
infractions will be evaluated on an individual basis. If
you feel we are unfair, please refer to the grievance
procedure.

In the event of an emergency, if it becomes necessary
for you to be contacted at work, your Case Manager
or Job Coach must be called first. You will then be
informed of the call and provided access to return
the call.

Itis recommended that LTC contact numbers be given
to family/and or caregivers for this purpose.

Suspension-Termination Causes

Any of the below mentioned types of work-related
behaviors, depending on the severity and nature of
the behavior, may carry any or all of the following
consequences:

1. Official, documented verbal warning
2. Written warning

3. Suspension and/or termination
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1. Poor Attendance

a. Three (3) unexcused absences in one (1) month.

b. Breaking a signed attendance or behavior contract.

c. Being absent from your work-site during work-

ing hours without notification and approval from
Lincoln Training Center staff.

2. Verbally Abusive/lnappropriate Language

Use of foul language while at work.

towards supervisor, peers, other employ- ¥
ees or customers of the employer.

3. Lack of Cooperation

a. Refusal to accept work assignments.

SUSPENSION PROCEDURE

You may be suspended for any of the reasons noted
in the causes for suspension/termination section of
this handbook. The Case Manager, Program Manager,
Program Director, or Director of Community Services
has the authorization to invoke suspensions. You will
be suspended for a predetermined amount of time at
the discretion of any of these designated personnel.
Upon implementation of suspension procedures, the
following will occur:

1. You will receive notification of your suspension
(either verbally or in writing).

2. If applicable, your parents and/or board and care
provider will be notified.

—

. Disrespectful attitude towards LTC staff and/or

co-workers.

Non-compliance with LTC or employer’s rules and
regulations.

4. Inappropriate Behaviors

Behaviors which have the potential to cause physi-
calinjury to self or others (i.e. hitting, scratching,

~R destruction to property, etc.).

a. Verbalthreats and/or disrespectful behavior [\ //

b. Behaviors which have the potential to
disrupt the normal work process (i.e.
yelling, teasing, socializing, sleeping,
etc.).

c. Sexually overt or suggestive physical/
verbal behavior.

. Your Regional Center Service Coordinator and DOR

Case Manager will be notified.

. Anincident report will be generated by LTC staff

regarding the suspension.

If suspended during the course of the work day,
you will be asked to leave your job site immediately.
It is your responsibility to arrange transportation
from the job site once the suspension is issued.

. A core staff meeting with you, your identified

supports, Regional Center Service Coordinator,
and LTC staff may be scheduled, depending on
the severity of the incident.
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TERMINATION PROCEDURE

You may be terminated for any of the infractions noted
in the causes for suspension/termination section of
this handbook. The Case Manager, Program Manager
or Director of Community Services will review the
situation prior to termination. Upon initiation of termi-
nation procedures, the following steps will occur:

1. You will be notified of the termination.

2. If applicable, your parents and/or board and care
provider will be notified of the termination and
all appropriate documentation will be forwarded
to them.

3. Your Regional Center Service Coordinator and/or
Department of Rehabilitation Counselor will be
notified of the termination and all appropriate
documentation will be forwarded to them.

4. A Department of Developmental Services form
will be completed by your LTC Case Manager and
forwarded to your Service Coordinator.

5. An exit interview will be conducted to refer you
to the appropriate services.

Job Loss

In the event you lose your job due to no fault of your
own, your Case Manager will contact you to discuss
employment options.

Medication Policy

All Lincoln Training Center participants must be able
to provide their own medication needs. LTC does not
manage the self-administration of medications utilized
by persons receiving services.

It is the responsibility of Lincoln
Training Center’s participants, or
participant representatives, to
provide record of all current
medications and/or special
needs. Upon initial intake,
all LTC participants must
complete the participant
medical information form, which wiill

be updated annually. In addition, LTC must be notified
each time there is a change in medication and possi-
ble side effects listed by the doctor.

All participant medical information will be kept confi-
dential by LTC administration.

The procedure for participants, who utilize medication
and work in LTC’s Supported Employment program,
is the following:

Mobile Crews

All mobile crew members must store any medication
in the LTC vehicle. All LTC vehicles remain locked when
not in use. Supervisors are responsible for providing
access to the vehicles when a participant requests
access for their medication, when previously arranged.

Enclaves

All enclave members must store medication in a secure
place, which has been designated by LTC and/or each
supported employment site. The designated storage
place will depend on the sites’ facility, storage loca-
tion, and their own policies and procedures.

The designated location will be discussed upon the
participant’s initial orientation.

Page 12 of 16



Partnerships

TRAININGCENTER

ENIPLOYMENT

POSSIBILITIES Participant Handbook

SUPPORTED
EMPLOYMENT

Special Needs

LTC will provide reasonable accommodations for those
who may have special needs when they adminis-
ter their own medication. Any such requests will be
discussed upon initial intake and will be determined
by the participant, Case Manager, and any designated
parties.

All LTC Job Coaches are responsible for maintaining a
current participant medical form, in their Job Coach
manual, for all LTC participants under their supervision.

SAFETY

Itis the intention of Lincoln Training Center to provide
the safest possible work environment and to take
practical steps to prevent injury to our employees.
Your supervisor will instruct you on our safety proce-
dures and regulations that will apply to your work
site. Bi-weekly safety meetings will provide training
on potential safety issues in the workplace (i.e. lift-
ing techniques, use of wet floor signs, etc.). You are
expected to cooperate with Lincoln Training Center
in all safety procedures.

Safety rules to remember include:

1. If safety equipment is required, it must be worn
and used properly. Examples include safety glasses,
safety vests, and gloves.

2. Obey all safety and evacuation drills.

3. You must immediately report any accidents and
hazards to your Job Coach. Failure to report an

accident or injury immediately will result in disci-
plinary action, up to and including termination.

LTC will provide reasonable accommodations for those
who may have special needs requests. This informa-
tion should be shared and discussed upon meeting
for the initial intake. A formal review of the requested
accommodations will take place within three (3) days
of the intake. The review will include the participant’s
case manager and members of the management team.
A written response will be provided within five (5)
days of the intake.

Participants’ Rights

Persons with developmental disabilities have the same
legal rights and responsibilities guaranteed all other
individuals by the United States Constitution.

Persons with developmental disabilities shall have
rights including, but not limited to, the following:

1. Live independent, active and full lives;

2. The equipment, assistance and support services
necessary for full opportunity, provided in a way
that promotes dignity and independence;

3. Anadequate income or wage, substantial enough
to provide food, clothing, shelter and other neces-
sities of life;

4. Accessible, integrated, convenient and affordable
housing;

5. Quality physical and mental health care;

6. Training and employment without prejudice or
stereotype;
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7. Accessible transportation and freedom of
movement;

8. Bear oradopt and raise children and have a family;
9. Afree and appropriate public education;

10. Participate in and benefit from entertainment and
recreation;

11. Equal access to and use of all businesses, facilities,
and activities in the community;

12. Communicate freely with all fellow citizens and
those who provide services;

13. A barrier-free environment;

14. Determine one’s own future and make one’s own
life choices;

15. Full access to all voting processes.

Confidentiality

Lincoln Training Center is committed to keeping any
information you provide confidential. The Information
Practices Act of 1977, California Civil Code, Sections
1798 et seq., guarantees you certain rights:

* The Right to Privacy:

Only information about you that is relevant and neces-
sary to carry out the purpose of Lincoln Training
Center’s program will be collected. The informa-
tion will be used only in processing your program of
services, including resolving complaints or appeals.

* The Right to Access:

You may request access to any of your records that are
maintained by Lincoln Training Center. Lincoln Training

Center shall promptly let you or your chosen represen-
tative inspect, or shall provide you with, copies of any
document or information in your case record.

* The Right to Request an Amendment to Your
Records:

You can seek correction of any misinformation in your

records by making a request to your Case Manager.

The request should be in writing and as specific as

possible.

Satisfaction of Services

Lincoln Training Center is committed to continually
improving our organization and services. We encour-
age you to provide us with feedback at anytime on
any way we can improve our services to you. You will
be asked to complete a satisfaction survey at your 60
day initial meeting, semi-annual and annual meetings.
Information is also gathered from other stakeholders,
i.e., care providers, employers, direct-care-staff, refer-
ring agencies, and others; measuring their satisfaction
with Lincoln’s services. This information, including
program demographics, will be shared throughout
the year with you by means of quarterly news letters,
participant Council Meetings, etc. The information that
you provide to us will assist Lincoln in analyzing our
performance, and make improvements to ensure we
are providing you with quality services and continually
making Lincoln your Program of choice. Satisfaction
surveys and outcomes information are available on
Lincoln’s web site as well.
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STATEMENT OF RIGHTS OF PERSONS SERVED

Lincoln Training Center, in its commitment to protect
and promote your rights, has developed procedures,
practices, and policies regarding the human rights
of persons served. This information is introduced to
staff upon hire, and explained to you upon entering
Lincoln’s services. In addition, this information will
be shared with you in your Case Management meet-
ing annually and semi-annually. You will also receive
a copy of the Abuse Statement provided by the State
of California.

Lincoln Training Center implements policies that
include, but are not limited to the following:

Your right to:

e Confidentiality of information

* Privacy

Freedom from:

e Abuse

Financial or other exploitation

Retaliation

Humiliation

Neglect

Lincoln encourages you to inform your Case Manager
or Rehabilitation Counselor if you feel that your rights
have been abused. You are also informed that you
have the right to exercise Lincoln Training Center’s
Grievance Procedure if you are not satisfied with
the assistance you receive from your Case Manager/
Counselor.
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PARTICIPANT GRIEVANCE PROCEDURE

If you have a formal complaint that you wish to submit, you are asked to put it in writing and follow the steps
below. If you believe that your rights have been violated, which may include, but not be limited to; abuse, humil-
iation, neglect, retaliation, finances, privacy, etc, you have the right to file a formal complaint:

Step 1

The participant must initiate the grievance process by notifying their assigned Case Manager.

Either the participant or an advocate (i.e. parent, conservator, board and care staff, or Service Coordinator)
may actuate this notification on their behalf. Once notified of the grievance, the Case Manager will inform the
participant’s Service Coordinator and appropriate parties that a grievance has been filed. Within five days of
the date the grievance was received, the Case Manager will hold a meeting with those parties involved and
submit a written report to the supported employment Program Manager. Copies of the report will be sent to
the appropriate parties.

Step 2

Should the resolution proposed by the Case Manager be unsatisfactory to the participant, the participant (or
advocate) may proceed to the next level, which is the supported employment Program Manager. The Program
Manager will then meet with the participant, their advocate, and any other participants to pursue a resolution.
The Program Manager will prepare a written report within five days of the meeting. Copies of the report will be
sent to the participant, and their advocate(s).

Step 3

In the event that the resolution proposed by the Program Manager is still unsatisfactory to the participant, the
participant or their advocate(s) shall notify the Program Manager that they wish to proceed to the next level.
The Program Manager must then submit all written documents of the process to date to the Vice President of
Rehabilitation within five days of receiving notice from the participant or advocate of their wish to proceed to
the next level. The VP of Rehabilitation will then meet with all parties involved. Within ten days of that meeting,
the VP of Rehabilitation will submit their findings and proposed resolution in writing. Copies of the report will
be sent to the participant and his or her advocate(s).

At all steps in the process, the participant will be present in the meetings, consulted in regard to the proposed
resolutions, and informed of their rights should they wish to pursue the grievance further.

Upon presentation of the proposed resolution, at each step in the process, the participant (and/or his or her advo-
cate) has five days to indicate if they find the resolution acceptable or wish to proceed to the next higher level.

At no time will there be retaliation for filing a grievance.
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Notes About Your Program

Name:

Work Site:

Job Coach:

Start Date:

Work Hours:

Dress Code:

Phone # to call if I’'m absent/tardy:

Notes:

IMPORTANT PHONE NUMBERS /| SOUTH EL MONTE
Main Number: (800) 949-4582
Vicky Floresca-Magadia, Supported Employment Program Manager: (626) 636-2570
Jim Smith, Statewide Quality Control: (626) 361-3976
Alexis Lopez, LTC Case Manager/Employment Integration Specialist: (626) 636-2572
Michael Monteleone, Case Manager: (626) 636-2561

Website: www. lincolntc.org
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Notes About Your Program

Name:

Work Site:

Job Coach:

Start Date:

Work Hours:

Dress Code:

Phone # to call if I’'m absent/tardy:

Notes:

IMPORTANT PHONE NUMBERS /| ROSEVILLE
Main Number: (800) 949-4582
Program Director: Extension 2580
Program Development Manager: Extension 2581
SE Program Manager: Extension 2541
Case Manager: (916) 764-4929
To learn more about Lincoln Training Center’s supported employment

services, please visit our website at: www. lincolntc.org
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Notes About Your Program

Name:

Work Site:

Job Coach:

Start Date:

Work Hours:

Dress Code:

Phone # to call if I’'m absent/tardy:

Notes:

IMPORTANT PHONE NUMBERS /| FRESNO
Main Number: (800) 949-4582
SE Program Manager: (559) 975-9347
Case Manager: (559) 474-3288

Website: www. lincolntc.org
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Notes About Your Program

Name:

Work Site:

Job Coach:

Start Date:

Work Hours:

Dress Code:

Phone # to call if I’'m absent/tardy:

Notes:

IMPORTANT PHONE NUMBERS [ APPLE VALLEY
Main Number: (800) 949-4582
SE Program Manager: (760) 628-5319
Case Manager: (760) 984-4565

Website: www. lincolntc.org

TRAININGCENTER
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