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The following provides an outline of tasks to accomplish when developing an SOS program. After each task, fill in the individuals who are responsible for completing the task, the target dates to complete the task, and a status update. Divisions have the flexibility to adapt the plan to meet the needs of the students, division, and business. If modifications are made to this document, please credit VCU CTI for use of forms. The content was developed by the VCU Center on Transition Innovations under a contract from the Virginia Department of Education.
Program Development
Summer/Spring semester (6-9 months prior to implementation)
	[bookmark: Tasks]Tasks
	[bookmark: IndividualsResponsible]Individual(s) Responsible
	[bookmark: TargetDates]Target Date(s)
	[bookmark: StatusUpdate]Status Update

	[bookmark: _GoBack]Review division data to determine need for expanding paid work experiences for students with disabilities.
	
	
	

	Secure administrative buy-in to develop and implement SOS.
	
	
	

	Identify lead coordinator to oversee SOS.
	
	
	

	Meet with DARS/Pre-ETS counselor to discuss collaborating on SOS.
	
	
	

	Assemble core planning team and schedule monthly meetings.
	
	
	

	Convene advisory board and hold first meeting. 
	
	
	

	Explore and secure funding source for student compensation.
	
	
	

	Identify the credit-bearing CTE course for the SOS curriculum.
	
	
	

	Consider adding an additional course to the master schedule if one does not exist.
	
	
	


Recruitment 
Spring Semester (3-6 months prior to implementation)
	Tasks
	Individual(s) Responsible
	Target Date(s)
	Status Update

	Develop marketing materials for student and business recruitment (student application, SOS flyer, and brochure).
	
	
	

	Determine the number of students the program will accept.
	
	
	

	Determine if student recruitment will occur in one or more high schools.
	
	
	

	Explore and determine mode of transportation for students to and from the worksite (student/family, public, school, etc.).
	
	
	

	Market SOS to students, case managers, families, school counselors, DARs and administrators for student recruitment.
	
	
	

	Call potential candidate’s family to discuss benefits of SOS program.
	
	
	

	Organize and hold an SOS information session at the school for students and families.
	
	
	

	Distribute SOS application to students who meet the eligibility criteria.
	
	
	

	Collect and screen student applications and schedule interviews.
	
	
	

	Conduct student interviews.
	
	
	

	Select student participants and identify alternates.
	
	
	

	Notify case managers, students, families, and DARs counselors of student selection.
	
	
	

	Reconvene IEP teams (if appropriate) to include SOS services, goals, and DARS information in the IEP.
	
	
	

	Add semester course and work experience to student schedules.
	
	
	

	Explore existing business relationships within the school, core planning team, advisory board, and families to begin identifying a host business.
	
	
	

	Market SOS to local businesses and schedule meetings to discuss program and benefits.
	
	
	

	Secure business site to provide internship experiences.
	
	
	

	Meet with the business contact and discuss roles and responsibilities. Identify the business liaison.
	
	
	


Program Implementation 
Fall Semester (first semester of program)
	Tasks
	Individual(s) Responsible
	Target Date(s)
	Status Update

	Utilize CTE curriculum and standards for course implementation.
	
	
	

	Supplement CTE curriculum with additional instruction and activities related to career pathways (self-determination, disability disclosure, orientation to business site, etc.).
	
	
	

	Conduct activities to assist students in identifying workplace support needs.
	
	
	

	Conduct activities to assist students to determine the types of conditions in which students work best.
	
	
	

	Collaborate with business to orient students to the company and its workplace expectations. 
	
	
	

	Confirm students have the necessary documentation for employment paperwork requirements (photo ID, social security card).
	
	
	

	Assist students with completing the required paperwork for employment. 
	
	
	

	Collaborate with business liaison to identify internship opportunities. 
	
	
	

	Develop internship experiences and identify mentors with business liaison for each student. 
	
	
	

	Schedule tour of business, observe internship work areas, and have students rank top three preferences. 
	
	
	

	Schedule student interviews with business.
	
	
	

	Collaborate with funding source to begin process for student payment.
	
	
	

	Develop calendar of lessons, activities, and guest speakers for the classroom workshop to be held every two weeks during the internship. 
	
	
	





Program Implementation
Spring Semester (second semester of program)
	Tasks
	[bookmark: Title]Individual(s) Responsible
	Target Date(s)
	Status Update

	Participate in general orientation of the workplace.
	
	
	

	Schedule classroom workshops every two weeks during work shift.
	
	
	

	Communicate daily with student and business mentor on student progress.
	
	
	

	Assess internship training and accommodation needs.
	
	
	

	Conduct weekly evaluations of students’ work performance and identify strategies and support to increase achievement.
	
	
	

	Check in on a regular basis with business liaison to assess program implementation.
	
	
	

	Update case managers, DARs, and core planning team on student progress and business partnership. 
	
	
	

	Consult with students regularly to review post-school plans, support needs, and goal attainment.
	
	
	

	Support students with the transition to employment or post-school education and/or training.
	
	
	

	Begin recruitment efforts for the next cohort. 
	
	
	

	Send out program surveys to parents, students, school, and business staff. 
	
	
	

	Plan for and hold end of the year celebration. 
	
	
	


Program Evaluation
Summer (1-2 months after implementation)
	Action Plan
	Individual(s) Responsible
	Target Date(s)
	Status Update

	Review feedback from surveys and determine if school and business partnership should continue.
	
	
	

	Report program outcomes data to school administrators, advisory board, and funding source. 
	
	
	

	Track student outcomes three months and one year after graduation.
	
	
	

	Identify program strengths and needs, and develop goals for program improvement. 
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