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CHAPTER 4.  STAFFING AND STAFF DEVELOPMENT



4.01	STAFFING�symbol 190 \f "Symbol" \s 11��GENERAL



	Proper staffing will assure that the VR&C (Vocational Rehabilitation and Counseling) Service has the right people not only to fill immediate needs, but also to prepare to fill forecasted needs.  These staffing activities center around the identification, recruitment, and selection of professional and support staff.  These activities are authorized under 38 CFR 21.380 and other applicable laws and regulations.



4.02	QUALIFICATIONS FOR PERSONNEL PROVIDING ASSISTANCE UNDER 

		CHAPTER 31



	a.	Qualifications for a Counseling Psychologist



	(1)	GS�11 and GS�12 Positions. In the VR&C (Vocational Rehabilitation and Counseling) Division, qualified counseling psychologists, GS�180�11 and GS�180�12, provide counseling and evaluation services.  The minimum qualification standards for these positions are contained in Office of Personnel Management Handbook X�118, April 1978.  The education requirements for GS�11 and GS�12 are the same.  The GS�12 position requires an additional year and a wider range of counseling experience beyond that required for GS�11.  The total experience requirement for GS�12 must have included vocational/educational, personal adjustment, and rehabilitation counseling.  Positions at GS�12 encompass the full range of counseling psychologist duties, including counseling in each of the three areas mentioned and counseling individuals presenting difficult and complex problems of rehabilitation and readjustment.  A counseling psychologist employed at the GS�11 level is expected to gain the experience in 1 year or more for promotion to GS�12, but this promotion is not automatic.  When the VR&C Officer forwards a recommendation to the regional office Director, the counseling psychologist becomes eligible for promotion to GS�12 level.  Promotion is subject to the Director’s approval.  



	(2)	GS�13 Positions.  Counseling psychologists selected for employment at grade GS�13 must have completed the requirements for the GS�12 counseling psychologist position.  They must have had increased responsibilities and experience that clearly demonstrate ability to provide professional leadership in counseling psychology.  Positions at this grade are classified as Vocational Rehabilitation and Counseling Officer positions or VR&C Service staff positions in VA Central Office.  



	(3)	VR&C Officers.  The VR&C Program recognizes the importance of staff development as a means of preparing new program managers and leaders. These positions are critical to the vitality and continued success of the VR&C program of service delivery.



	(a)	Responsibility for Service Delivery.  The roles and functions of a VR&C Officer differ substantially from those of direct service providers in VR&C Divisions.  Rather than helping veterans attain their individualized rehabilitative goals, VR&C Officers provide leadership, supervision, and management of the station’s VR&C service delivery system.  VR&C Officers must balance financial and staff resources with workload and program requirements to ensure the highest possible quality of service delivery.
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	(b)	Personal and Collegial Relationships.  For some new VR&C Officers, promotion redefines peer and supervisory interactions.  Friendship and collegial relationships will become more formal and may lose some of the spontaneity on which they were previously based.  For example, a relationship in which both parties were previously equal in power and authority may forever alter.  One of the parties to the relationship has been promoted and now has supervisory control over the other person in that relationship.  This could be potentially uncomfortable for both parties.  If  the new manager does not recognize and resolve problems in such relationships, he or she could feel isolated and ambivalent about taking required management actions.



	(c)	Tasks, Skills, and Functional Roles.  In addition to changes in social roles, the VR&C Officer position involves tasks, skills, and functional roles that differ from those which direct service work requires.  Thus, VR&C Officer candidates should not assume that counseling and rehabilitation skills alone provide sufficient preparation for a managerial role.  Management functions require proficiency in such areas as planning, organizing, controlling, coordinating, communicating, and organizational development and change to maximize the performance of an entire work unit.  Along with concerns about the achievements of individual VA clients, the VR&C Officer is now also accountable for the success of the local VR&C Division as well as for his or her contribution to the success of the VARO or VAM&ROC and the overall VA organization.  



	(d)	Subject Area Competencies.  A VR&C Officer will be called upon to demonstrate competency in the subject�areas listed in Table 1 below.  The proportion of time the VR&C Officer devotes to each area will depend upon the size, location, and configuration of the VR&C Division, as well as other variables.  Table 1 contains information on the required knowledge, skills, and abilities for each defined area of managerial expertise in which a VR&C Officer may need to demonstrate proficiency, and potential sources through which to acquire training and experience in those skill areas.





Subject Area

�

Knowledge/Skills/Abilities�

Sources��TECHNICAL KNOWLEDGE �Knowledge of counseling, psychology, rehabilitation; VA and VR&C laws, regulations, manuals, directives, and related judicial determinations; contracting for services.�Graduate study; CP/RC/VRS experience; CP/RC/VRS in�service training; Development of statewide interagency agreements;  contracting for officer training; QRS reviews; COTR (Contracting Officer Training Representative) experience;  contracting assistance.��

Table 1.  Competency Areas for VR&C Officer
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Subject Area�

Knowledge/Skills/Abilities�

Sources

��VR&C PROGRAM MANAGEMENT KNOWLEDGE�VR&C program performance indicators; performance indicators for VR&C employees; VR&C budget management; VR&C ADP applications; VR&C related administrative and finance matters.�Assistant/acting VR&C Officer; supervisor, outbased office; supervisory VRS; delegated VR&C Officer responsibilities.��MANAGEMENT FUNCTIONS�Knowledge of planning (developing goals, objectives, strategies, policies, time management, delegating);  organization (work flow, task groups); controlling (personnel management, motivating employees, employee selection, absence control, disciplinary and adverse actions, performance and quality of work); coordinating (individuals, work units inside VA, and outside agencies); resource acquisition; methods of organizational change and development.   

Ability to work collaboratively with persons at all organizational levels, and across disciplines;  ability to analyze, comprehend, and apply data and complex information, pay attention to details, and use mathematics and statistics; ability to manage and supervise work activities of subordinates.�Graduate study in rehabilitation administration or general administration; management workshops;  attendance at  station management training;  assistance of VR&C Officer; outbased office supervisor;  Participate in station committees/TQM activities;  involvement in leadership roles in professional organizations;  inter/intra agency liaison.��

Table 1.  Competency Areas for VR&C Officer (Continued)
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Subject Area�

Knowledge/Skills/Abilities�

Sources

��COMMUNICATION



�Knowledge of supervision methods;  training techniques; public speaking;  methods of identifying and communicating pertinent VR&C information to others; selling and persuading, negotiation techniques; knowledge of report writing; knowledge of computer technology; knowledge of written communications:



Skill in speaking and writing (language skills); skill in rapid reading; data interpretation; typing or dictation; giving speeches and presentations;  conducting meetings.



Ability to communicate clearly and convincingly.  �Graduate study; teaching and experience giving presentations; outbased office supervisor; assistant or acting VR&C Officer; community leadership roles; reparation of SAO’s and other management reports; request participation in quarterly management briefings; college courses; workshops;  participation in activities that enhance public speaking skills.��

Table 1.  Competency Areas for VR&C Officer (Continued)



NOTE:  Table 1 does not imply a priority grouping of requisite skills, nor does it ensure priority consideration for promotion to a VR&C Officer position.  Rather, it provides an inventory of knowledge, skills, and abilities that an individual needs to function in the position.  It also suggests how to facilitate skill development.  Individuals considering a career in VR&C program management should consult with their supervisors before embarking on a self�development program in this area.



	b.	Qualifications for a VRS (Vocational Rehabilitation Specialist).  VRS positions encompass a full range of duties and services, including the application of special procedures in difficult cases, problem�solving counseling assistance, case management responsibilities, Career Development Center coordination, limited adjustments in the vocational rehabilitation participant’s program and objective, Independent Living Program services, job development and employment assistance.  VRS positions are classified as GS�1715�11 in the Office of Personnel Management Handbook X�118.  It is expected that all VRS hires or reassignees for the GS�11 VRS positions will either possess all the skills they need to carry out the duties outlined in the sample job description shown in appendix 4A.  If they are hired at GS�9, they may be expected to function at the GS�11 journeyman level shown in the sample when the requisite competencies and experiences are attained.  For new hires or reassignees, those who have completed their master’s degree in rehabilitation counseling or a closely related field are regarded as having desirable backgrounds for VRS positions.  Proposed appointments of vocational rehabilitation specialists at grades below GS�9 (trainee and developmental positions) require the development of a proposed job description
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within 2 years.  A prescribed variety of training and experience will be part of the plan, including graduate training, on�job instruction, and regularly scheduled conferences with the supervisor.



	c.	Counseling Psychologist Trainee 



	(1)	Qualifications of Counseling Psychologist Trainee.  The counseling psychologist trainee position, GS�9, is a developmental position located in regional offices.  Minimum qualification standards for the GS�9 position are established in Office of Personnel Management Handbook X�118.  On successfully completing the training period of 1 year, GS�9 counseling psychologists are eligible for career promotion to GS�11.



	(2)	Duties and Responsibilities.  The GS�9 counseling psychologist will work generally at a trainee level, learning to perform the full range of counseling psychologist duties, including those rehabilitation training assistance functions that normally form part of the counseling psychologist’s job duties.  The trainee will receive the necessary degree of supervision to progress through an appropriate incremental series of experiences.



	(3)	Training.  Each trainee will enter into an integrated 1�year training program consisting of the following components:



	(a)	Formal Graduate Education.  Formal graduate education will be made available under the policy and procedures generally applicable to support counselor training and subject to the availability of funds:



	(b)	On�Job Instruction.  This will take a variety of forms including independent study, informal conference and consultation with the VR&C Officer or other assigned supervisor and with other staff members, regularly scheduled conferences with the supervisor, and participation in the ongoing in�service training program for all VR&C staff.



	d.	Psychology Technician



	(1)	General.  Psychology technicians perform paraprofessional technical work in connection with the provision of rehabilitation services under chapter 31 and counseling support services under other programs.  Technicians use a practical understanding of the principles, methods, and techniques of psychology to carry out their duties in assisting counseling psychologists and vocational rehabilitation specialists in the VR&C Division.



	(2)	Qualifications of Psychology Technicians.  The minimum qualification standards for these positions are contained in Office of Personnel Management Handbook X�118, February 1962.  The psychology technician position is classified to the GS�181�5 through GS�181�9 levels depending on the number of years of specialized experience and nature of duties assigned.



	(3)	Duties.  Psychology technicians should be qualified to administer and score the entire range of tests used in VA counseling, including individual tests that require specialized training, clinical insight, and judgment.  The technician may also perform duties, such as reviewing and evaluating occupational and educational information materials, initiating and answering correspondence relating to the procurement of occupational materials and test supplies, and collating data for special projects and analyses.
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4.03	SUPPORT STAFF



	a.	Availability and Quality.  The availability and quality of support personnel can significantly influence the overall performance of the VR&C Division.  The main benefit of appropriate support assistance is the freeing of counseling psychologists and VRS’s from necessary, but time�consuming tasks that personnel in support positions can more efficiently perform.  This allows counseling psychologists and vocational rehabilitation specialists to devote more time to the work demands that constitute the essence of their responsibilities.



	b.	Specialized Clerical Functions.  Adequate well�trained clerical personnel should be available in the VR&C Division to perform not only the usual clerical functions, such as typing, filing, case folder preparation, completion of case documentation, scheduling cases, and arranging travel, but may also perform the following specialized functions:



	(1)	Support functions in the area of counseling and evaluation:



	(a)	Administering, scoring, and recording the results of tests and inventories (such assistance is limited to tests requiring little or no special training and knowledge and application of psychological principles);



	(b)	Obtaining, sorting, and cataloging occupational literature and other materials relating to counseling; and 
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(c)	Compiling data for reports either manually or using computers; and



(2)	Support functions in the area of rehabilitation training:



(a)	Preparing forms for entrance and reentrance into training;



(b)	Checking to see that the courses taken conform to the program outlined in school catalog and bringing any discrepancies to the attention of the case manager; 



(c)	Obtaining course grades and alerting case managers to failing or marginal performances by trainees;



(d)	Reviewing records of wages paid to trainee and informing case managers of any discrepancies between the wages paid and the wage schedule; and



(e)	Establishing and maintaining cooperative relationships with staff members at the various training institutions where chapter 31 veterans are enrolled.



NOTE. For specialized tasks such as those illustrated above, it is essential that clerical staff be carefully selected and trained and that close supervision be provided



4.04 FILLING COUNSELING PSYCHOLOGIST POSITIONS



a.	Requesting Certificates of Eligibles. Counseling psychologist positions may be filled through the counseling psychologist registers maintained by the Office of Personnel Management at 10 OPM regional offices and, in some cases, at OPM's State offices. Requests for certificates of eligibles should specify the special duties to be assigned. The requests for GS­12 eligibles should specify that the experience required for the position includes educational/vocational, personal adjustment, and rehabilitation counseling. The GS­11 requests should specify that the position requires experience in educational/vocational counseling and either personal adjustment or rehabilitation counseling unless the candidate has a doctoral degree directly related to counseling psychology.



b.	Selecting Candidates for Employment. The selection of the GS­1l or GS­12 candidates whose names are secured from a certificate from OPM is the responsibility of the regional office. It is essential that applications be reviewed and the data contained on them be verified carefully by the appointing office prior to selection. This review should include a check by the VR&C Officer with at least one professional person, such as a faculty member or a current or former work supervisor, regarding the applicant's professional competence and other work­related characteristics.



4.05	FILLING VOCATIONAL REHABILITATION SPECIALIST POSITIONS



a.	Requesting Eligible Applicant List. Requests for a list of eligibles from the register for midlevel positions for the position of VRS should be addressed to the appropriate area office of OPM. Such requests should describe any special duties which may be involved.



b.	Selecting Candidates for Employment. The names of the candidates obtained from the list of eligibles provided by OPM do not need VA Central Office approval for employment. It is important to screen each candidate carefully, contacting as necessary the individual's references and previous employers.



c.	Inservice Placement. For VRS positions having known promotion potential which are filled through reassignment, merit promotion principles and procedures will be followed.



d.	Documentation. The documentation required for selection of VRS at the developmental level below GS­9 is described in paragraph 4.02b above.
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4.06 NATURE AND PURPOSE OF TRAINING AND STAFF DEVELOPMENT



a.	Objective and Purpose. The provisions of 38 CFR 21.382 require that rehabilitation services for disabled veterans are provided using the most advanced knowledge, methods, and techniques available for the rehabilitation of disabled persons. The objective of the VR&C staff development program is to insure that the regulatory requirements are met. Rehabilitation is a relatively young and developing field, with newly evolving knowledge and techniques. This accentuates the need to maintain and upgrade knowledge and skills on an ongoing and systematic basis.



(1)	Training Transmits Knowledge of New Developments. Training is the primary tool for helping staff to be current and well informed on new theoretical and technical developments in the fields of counseling and rehabilitation. This presents the potential for enriching and improving the quality of VR&C services as stipulated in the agency's mission and goals.



(2) 	Training Corrects Operational Weaknesses. Dissemination of knowledge regarding counseling and rehabilitation developments cannot by itself lead to the most effective delivery of counseling and rehabilitation services. When the performance of VR&C staff members do not meet the established standards, corrective measures must be taken. Systematic staff development is one of the major means through which identified weaknesses in staff performance can be eliminated and quality improved.



b. 	Suggested Areas of Training and Development. The areas in which training and development services may be provided to enhance staff skills include, but are not limited to



(1) 	Evaluation and assessment; 



(2) 	Medical aspects of disability; 



(3) 	Psychological aspects of disability;



(4) 	Counseling theory and techniques; 



(5) 	Personal and vocational adjustment;



(6) 	Occupational information; 



(7) 	Placement processes and job development;



(8) 	Special considerations in rehabilitation of the seriously disabled;



(9) 	Independent living services; 



(10)	 Resources for training and rehabilitation;



(11) Utilization of research findings and professional publications (38 CFR 21.382); and



(12) Administration of rehabilitation and counseling services.



c.	Training and Development Resources. To carry out training and development activities for VR&C staff, the VA may:



(1) 	Employ the services of consultants; 



(2) 	Make grants to or contracts with public and private agencies, including institutions of higher learning, to conduct workshops and training activities; and
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(3) 	Authorize individual training at institutions of higher learning and other appropriate facilities. 



d. 	Interagency Coordination. The VR&E Service will coordinate with the Commissioner of the Rehabilitation Services Administration and the Assistant Secretary for Veterans' Employment and Training in planning and carrying out personnel training in areas of mutual programmatic concern. The VR&C Division will coordinate their efforts with State vocational rehabilitation agencies, and State employment services, as provided in local or State agreements with these agencies (see ch. 2, par. 2.04).



4.07 RESPONSIBILITY FOR TRAINING AND STAFF DEVELOPMENT



a. 	VR&C Officer. In each regional office, the Vocational Rehabilitation and Counseling Officer or his designee will identify staff development needs and plan and implement a staff development program appropriate to meet those needs. Appendixes 4B and 4C, to this chapter describe specific staff development responsibilities for VRS's and CP's respectively. The VR&C Officer also has a key role to play in establishing an office climate which fosters attitudes, concern for, and interest in professional self­development.



b.	Specific Responsibilities of VR&C Officer. The VR&C Officer has numerous specific responsibilities for training and staff development:



(1)	 Identifying Staff Development Needs



(a) 	Supervision and Review. The results of regular technical supervision and quality review, especially review of individual counseling and rehabilitation cases and the audit of tape­recorded counseling sessions, will provide the best means of identifying areas in which there is need to improve staff skills and knowledge;



(b) 	Group Discussion. Group discussion with the staff will help to identify pertinent needs and will help to determine the priorities to be assigned to them; 



(c) 	Individual Conferences. Conferences should be held with individual staff members to identify particular professional development needs not common to the group; and



(d) 	Staff Development Inventories. Preparation, review and update of VRS and CP Staff Development Inventories (see apps. 4B and 4C).



(2) 	Developing a Staff Development Plan



(a) 	The VR&C Officer will prepare a plan of staff development activities at the beginning of each fiscal year for the concurrence of the regional office Director;



(b) 	The staff development plan shall include



1. 	At least seven of the 12 areas of training and development described in paragraph 4.06b;



2. 	The means through which training and development activities will be accomplished; e.g., inservice training, training in conjunction with other VA elements or with other State and Federal agencies, or attendance at workshops and seminars offered at local colleges and universities;



3. 	A review at least yearly of the needs of each employee of the VR&C Division for additional training and development of the means through which such training will be provided;



4. 	The frequency of inservice training meetings; and
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5. 	The estimated costs by category; e.g., tuition, employee travel, and consultants. 



(3)	 Monitoring and Reporting Training and Staff Development Activities. The VR&C Officer will monitor the staff development plan, assuring that identified training needs are met.



4.08 MEETING STAFF DEVELOPMENT NEEDS 

a.	General. Staff development needs of the VR&C staff in the division may be met through ongoing VR&C inservice training, formal education, Central Office sponsored training programs, and locally arranged professional meetings.



b.	Importance of Inservice Training. Regular inservice training is a major component of a staff development program:



(1)	Inservice training can most readily be tied directly to skills, competencies and content areas pertinent to the performance of VA counseling and rehabilitation functions;



(2)	 It can most readily be made accessible to all staff;



(3)	 It promotes and facilitates intrastaff communication;



(4)	It reinforces both a professional attitude and pride in providing VR&C services; and



(5)	It offers the best opportunity for a systematic ongoing program.



c.	Methods of Inservice Training. Inservice training may incorporate and make effective use of a variety of techniques, such as the following:



(1)	Shared Reading. A program of distributed reading may be arranged in various ways. Individual staff members may each read different designated articles from professional journals or current literature about particular counseling or rehabilitation functions and related areas. The results of such reading are then shared through reports to the group with subsequent group discussion;



(2)	Group Study and Analysis of Tape­Recorded Counseling Sessions. Video or audiotapes of VA and non­VA counseling interviews considered appropriate for this purpose must be carefully preaudited by the VR&C Officer and selected on the basis of their potential usefulness for demonstrating particular techniques, illustrating specific problems, raising questions, or stimulating discussion of counseling theory or practice. A tape made by a VA counseling psychologist will not be audited by anyone other than the VR&C Officer unless the counseling psychologist provides prior permission. Before any interview is recorded, the written permission of the veteran or dependent will be obtained. If the counselee is a minor, the parent or guardian must give his or her permission. If, after being given an explanation of the reason for making the recording and the purposes for which it will be used, the counselee, parent or guardian exhibits any reluctance, the session will not be recorded;



(3)	Case Conferences. These may be based on completed counseling and rehabilitation cases or cases in process. Counseling cases involving multiple sessions are of particular value in offering opportunities for staffing current counseling cases. Problems encountered in providing training assistance are an equally important focal point for case conferences. Such conferences may involve the supervisor and the staff member performing the casework or they may include the entire staff; 



(4)	Other Group Sessions. These may take a variety of forms such as workshops; panel presentations; role playing and discussion and critique of counseling interviews; paper readings; formal lecture followed by discussion; and showing and discussion of films and video taped presentations of psychological, counseling and rehabilitation subjects;
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(5)	Field Visits. Field visits to other counseling and rehabilitation agencies, industrial and business concerns, educational institutions, etc.; and



(6)	Group or Individual Observation of Counseling Interviews, Followed by Case Discussion. This observation may be accomplished by videotapes, one­way screens or, in the case of individual observation, by actually sitting in during a counseling session. In the arrangement for an interview through a one­way screen or direct observation by sitting in on an interview, the purpose of the observation and the professional identity of the observers should be explained in advance to the counselee, parent or guardian and consent obtained. In the case of the one­way screen, the counseling psychologist or vocational rehabilitation specialist should take the counselee into the observation area, so that all involved fully understand the situation.



d.	Formal Education. Undergraduate and graduate course attendance is a useful means of staff development which is especially suitable for meeting particular professional development needs of individual employees. Courses to be pursued with VA support must be in subject areas related to improving counseling and rehabilitation competencies. Agency policy regarding VA support of attendance at non­VA training courses is stated in VA Manual MP­5, part 1, chapter 410, and in the DVB supplement to chapter 410.



e.	Attendance at Professional Meetings. The active participation of VR&C staff members in relevant professional associations, such as the APA (American Psychological Association), AACD (American Association for Counseling and Development) and especially the ARCA (American Rehabilitation Counseling Association), NVGA (National Vocational Guidance Association), within AACD, and the NRA (National Rehabilitation Association), offers a substantial means of remaining abreast of professional developments. Attendance at local, regional, and national meetings of such organizations when appropriate is to be encouraged and, when appropriate, supported (see VA Manual MP­5, pt. 1, ch. 410, par. 10, and ch. 630, par. 21i).



4.09 COMMISSION ON REHABILITATION COUNSELOR CERTIFICATION



a.	Background



(1)	In the belief that rehabilitation counselors should continue to demonstrate their competence to deliver quality rehabilitation services to the public, in 1974 the CRCC (Commission on Rehabilitation Counselor Certification), endorsed the principle of certification maintenance. Certification maintenance is meant to maintain and enhance the ability of rehabilitation professionals to serve clients. Certification maintenance may be satisfied through participation in continuing education programs or by passing the certification examination.



(2)	The Vocational Rehabilitation and Education Service endorses the objectives of the CRCC and encourages VR&C field staff to participate in the process. 



b.	Authority Delegated to VR&C Service. In August 1981, the VR&C Service applied for and received authority from the CRCC to grant certification maintenance credits to counseling psychologists and vocational rehabilitation specialists for VA staff development training. Maintenance credits were previously given certified VR&C staff only when each training program was described and an application forwarded to the CRCC for evaluation. Now the VR&C Service can evaluate its own Central Office sponsored training and field station inservice training and award appropriate certification credit as an arm of the CRCC.



c.	VR&C Service Approval Process



(1)	Purpose. The purpose of the approval process is to maintain a high quality of continuing education oppor-tunities which will extend expertise in the professional practice of rehabilitation counseling in the VR&E Service. 



(2)	Procedures. The following procedures have been established to standardize and hasten the approval process:



(a)	VR&C Officers seeking approval of inservice training programs for certification maintenance will submit, through established channels, a VA Form 28­0521, Application for Certified Rehabilitation Counselor Maintenance, 
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and appropriate supporting information to VR&E Service in Central Office (22) at least 60 days prior to initiation of the training. VA Form 28­0521 will be prepared in an original and one copy, with the copy being maintained on station and disposed of in accordance with RCS VB­ 1, part 1, item No. 13­052. 1.



(b)	Central Office staff will evaluate the application and supporting documentation and decide whether the proposed training meets standards developed by the CRCC. The VR&C Officer will be notified if the training receives approval prior to the inception of the program.



(c)	Each program approved for certification maintenance will be assigned a number which VR&C Officers will issue to program participants. The program number(s) will be forwarded to the CRCC along with the application for certification maintenance at the time of recertification.



(3)	CRCC Standards of Approval. The following standards have been established by the CRCC for approval of continuing education programs:



(a)	Continuing education programs (inservice training) should be no less than 1 contact hour in duration. (A contact hour is defined as equivalent to 1 clock hour spent in an approved program, excluding coffee breaks, social hours, luncheons/dinners, etc.).



(b)	Program focus must be to increase the knowledge or skill in the practice of rehabilitation counseling in one or more of the following areas:



1.	Rehabilitation philosophy, history, structure and laws;



2.	Medical aspects of disability;



3.	Psychological aspects of the handicapping condition;



4.	Occupational information and the world of work;



5.	Counseling theory and techniques;



6.	Community organization and resources;



7.	Placement processes and job development;



8.	Psychology of personal and vocational adjustment;



9.	Evaluation and assessment;



10.	Ability to utilize research findings and professional publications;



11.	The delivery of rehabilitation services; and



12.	Independent living rehabilitation.



(c)	The purpose of the program should be clearly defined in terms of expected outcomes.



(d)	Training programs should include a student evaluation component, i.e., evaluation of the training by program participants.



(e)	Programs and locations are to be accessible; i.e., no disabled person will be excluded from any training program. (Reference: Section 504 of the Rehabilitation Act of 1978 as amended.)
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(f) 	Approved programs must have at least the following information on record:



1. 	Course title; 



2. 	Program focus; 



3.	Learner objectives; 



4. 	Dates and length of course;



5. 	Participants­Who? and how many?



6. 	Program director; 



7. 	Evaluation component;



8. 	Method of instruction; 



9. 	Sponsor(s); and



10. 	Location. 



(4) 	Annual Report to CRCC. The VR&E Service is required to submit to the Commission on CRCC an annual report of training programs approved. This report is submitted to the CRCC no later than January 31 for programs approved during the prior calendar year. Along with the report of training programs approved, VR&E Service must also submit a letter assuring adherence to the aforementioned standards. To timely comply with these reporting requirements, the VR&E Service will not review field stations' applications for counselor maintenance received after December 15.







4­9 

�June 4, 1987	M28­1, Part I 

APPENDIX 4A



VOCATIONAL REHABILITATION SPECIALIST, GS­1715­11



SAMPLE POSITION DESCRIPTION 



(May Be Adapted To Fit Local Situation)



I. PRINCIPAL DUTIES AND RESPONSIBILITIES 



A. 	In assisting the veteran eligible for vocational rehabilitation training under 38 U.S.C. chapter 31, the VRS (Vocational Rehabilitation Specialist) is responsible for the following basic functions:



1. 	Motivating the disabled veteran to pursue rehabilitation services;



2. 	Collaborating with the counseling psychologist and veteran to resolve questions pertaining to the veteran's training program;



3. 	Concurring in the selection of the rehabilitation objective;



4. 	Preparing an individual written rehabilitation program;



5. 	Selecting a suitable training facility and inducting the veteran into training;



6. 	Carrying out case management responsibility for the veteran's rehabilitation program;



7. 	Providing problem­solving counseling assistance;



8. 	Making adjustments in the training program and limited changes in the rehabilitation objective;



9. 	Assuring the placement of the veteran in suitable employment;



10. 	Assisting the veteran in adjusting to employment;



11. 	Providing assistance to persons in Special Restorative Training or Specialized Vocational Training under 38 U.S.C. chapter 35;



12. 	Initiating and maintaining records which will document actions taken to fulfill the veteran's rehabilitation plan; and



13. 	Determining need for special rehabilitation procedures.



B. 	In addition, the VRS may serve as (1) a member of the Vocational Rehabilitation Panel, (2) a liaison to other Government (Federal, State or local) agencies or nongovernment agencies, including veterans service organizations, and (3) the coordinator of the Career Development Center.



C. 	In fulfilling the basic functions on a timely basis and in an integrated manner, the VRS will either provide, authorize, coordinate, or assist in the coordination of services including, but not limited to:



1. 	Training and Rehabilitation Services and Benefits



a. 	On­the­job training development,



b. 	Tutorial assistance,
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c. Personal adjustment,



d. Work adjustment training, 



e. Tuition and fees,



f. Supplies (books, tools, and equipment),



g. Coordination and liaison with school/training facility,



h. Licensing fees, and



i. Other training materials and services;



2. Medical Care, Treatment, and Services



a. Treatment for mental and emotional disorders,



b. Medical diagnosis, care, treatment, and hospitalization, and



c. Prosthetic appliances, eyeglasses, and other corrective devices;



3. Outreach, Employment, and Followup Services



a. Motivation visits to disabled veterans,



b. Preemployment and job placement assistance,



c. Affirmative Action programs, 



d. Adjustment to work situations and environments, and



e. Postplacement followup and assistance;



4. Family Services



a. Social Work assistance,



b. Psychological assistance, 



c. Training family members to care for the veteran,



d. Travel and subsistence, and 



e. Survivors' and Dependents' Educational Assistance (38 U.S.C. chapter 35);



5. Special Services for the Seriously Disabled



a. Communication training, services and devices,



b. Mobility training, services and devices,



c. Telecommunications, sensory and other technical aids and devices,
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d. Specially adapted housing, and



e. Independent living services; 



6. Financial Services



a. Subsistence allowance,



b. Work­study,



c. Part­time employment, 



d. Revolving fund loan,



e. Financial counseling, and 



f. Educational grants or aids; 



7. Homebound Training Employment 



a. Individual instruction,



b. Special equipment modification or acquisition, and



c. Structural modification; and



8. Transportation Services 



a. Relocation for training/employment, 



b. Local transportation services, 



c. Attendant travel expenses, and



d. Beneficiary travel expenses. 



D. The VRS must be knowledgeable about the range of services needed in the rehabilitation process to carry out case management responsibility. Case management includes (1) providing or authorizing needed rehabilitation services on a timely basis and in an integrated manner, and (2) coordinating or helping to coordinate delivery of services with Department of Medicine and Surgery, and other Federal State, and local agencies. 



E. The VRS must be (1) knowledgeable about VA laws, regulations, policy and procedures, and their proper utilization and application; and (2) aware of the full scope of benefits and services available through the VA and other agencies or sources and know how to access them or make referral to them. 



F. The VRS must be (1) knowledgeable and skilled in the field of rehabilitation, including the medical and psychosocial aspects; (2) able to recognize and understand the limitations and capabilities associated with differing disabilities and the individual trainee's residual capacities; and (3) able to apply such knowledge and skills in reference to the vocational objective, training program, potential employment, and the trainee's daily functioning in all facets of life.
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G. The VRS must be knowledgeable in the areas of instruction, training and employment and be able to (1) understand and evaluate the training situation and the trainee's progress toward the objective, (2) determine the compatibility and relevance of the training program and employment objective, (3) consult with the trainer and make decisions regarding need for and potential benefit of modification of the program or other assistance, and (4) motivate the trainee to become knowledgeable about employability skills and to engage in such activity, and (5) provide placement and other services as required in the IEAP (Individualized Employment Assistance Plan).



H. The VRS must possess a fundamental knowledge of the basic techniques and methodology of counseling to provide problem­solving counseling assistance to veterans in rehabilitation training. Counseling skills are needed to (1) establish and maintain an effective helping relationship with the trainee as the basis of the rehabilitation process, (2) motivate and assist the trainee in developing responsibility and independence, (3) assist the trainee in successfully pursuing training and adjusting to employment, and (4) recognize problems which are apparent or imminent and take such timely preventive or corrective actions as appropriate.



II. SUPERVISORY CONTROLS OVER THE POSITION



The VRS is responsible to the Vocational Rehabilitation and Counseling Officer. The VRS's work is governed by applicable laws, regulations, policy and procedures manuals, directives, and other instructions. The nature of the VRS's duties and responsibilities is such as to be performed in an independent manner, although appropriate guidance, consultation and instruction are provided by supervisors or other specialists as necessary. Performance of duties is to be monitored on a regular and systematic basis.



III. OTHER SIGNIFICANT FACTS



A. As a professional in the field of rehabilitation, the VRS's behavior and activities are governed by the ethical standards of practice generally accepted in the field and are endorsed by the several State licensing or certification boards and by professional organizations; e.g., American Psychological Association, American Association for Counseling and Development, and National Rehabilitation Association. The VRS will keep abreast of significant developments in the field of rehabilitation through inservice training, nonagency training, personal reading and interaction with other professionals through membership and participation in professional organizations.



B. The VRS may engage in other activities on a nonrecurring basis to fulfill the objectives of the agency and be given such projects and assignments commensurate with his or her experience and training.
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VOCATIONAL REHABILITATION SPECIALIST

STAFF DEVELOPMENT



1. Purpose. This section provides for an assessment of the VRS (Vocational Rehabilitation Specialist) staff development needs and establishes a systematic program of staff development to upgrade the skills of the VRS to provide problem­solving counseling, employment assistance, and other services. It also provides certification of problem­solving counseling skills and emphasizes the importance of the VRS's provision of such assistance to service­disabled veterans training under 38 U.S.C. chapter 31.



2. Definition. Problem­solving counseling assistance is defined as a process to encourage and assist the trainee to achieve maximum independence by expeditious resolution of practical problems that would interfere with satisfactory progress during training or in adjustment to employment, to develop responsibility and self­reliance, and to acquire effective problem­solving behaviors. Such problem­solving counseling assistance should help establish and maintain stability in the trainee's situation to facilitate satisfactory progress in training and adjustment to employment. The following functional elements are suggested as integral aspects of providing problem­solving counseling assistance:



a. Observation-the VRS must have such frequency and quality of contact with the trainee to be aware of actual or potential changes in the veteran's attitudes, behavior, or circumstances.



b. Recognition-the VRS must be sufficiently familiar with the trainee and training situation to be able to differentiate between typical or a typical attitudes and/or behaviors which may be indicative of problems which could impede or interrupt progress.



c. Interpretation-the VRS must be sufficiently skilled to be able to make an initial judgment or hypothesis about the nature, cause, and effect of the apparent problem.



d. Exploration-the VRS must be able to establish such rapport and relationship with the trainee to enable exploration of the apparent problem situation to confirm or correct the initial interpretation or to clarify the problem.



e. Assessment-the VRS must be able to conceptualize the scope of the problem, including etiology and implications that might follow certain actions or responses by the trainee or VRS.



f. Decision-the VRS must decide on the basis of available data whether to refer the trainee for vocational adjustment counseling or other therapeutic assistance or to continue further assistance within his or her capabilities. 



g. Action Plan-the VRS working with the trainee must be able to conceptualize a plan of action which defines the problem, identifies alternative solutions, considers outcomes and the associated value or desirability, provides for choice of action by the trainee, and for feedback to evaluate and adjust the process.



3. Skills and Competencies for New Hires



a. To carry out their duties and responsibilities, VRS's will acquire such additional training, including necessary course work as will provide the skills to function fully in providing problem­solving counseling, employment planning and placement assistance, and other services. Adequate provision of problem­solving counseling requires competencies possessed by VRS's with a master's degree in Rehabilitation Counseling or related field or 1 year's experience as a VRS and 18 semester hours beyond the baccalaureate degree in the four core areas listed in subparagraph b below with at least one course in each core area. A course in counseling methods or techniques and one course in placement, followup and job development is essential and is required of all VRS's.



/b. Courses of instruction or areas of knowledge typical of those that would enable the VRS to acquire basic knowledge essential to function fully are listed below. Actual course titles and content may vary. Substitution of related courses in a core area may be authorized by the VR&C Officer.
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(1) Psychological Foundations



Abnormal psychology 

Developmental psychology 

Educational psychology 

Individual appraisal 

Psychology of adjustment 

Psychology of learning 

Psychology of motivation 

Psychology of personality



(2) Counseling Foundations



Counseling practicum 

Counseling technique or method (required) 

Counseling theory



(3) Rehabilitation Foundations



Introduction to rehabilitation 

Medical aspects of disability or rehabilitation 

Psychosocial aspects of rehabilitation 



(4) Vocational, Educational and Employment Foundations



Career development theory 

Community resources and services 

Occupational/educational information 

Placement, followup and job development (required) 

Sociology of work or occupations 

Vocational psychology 

Vocational testing and evaluation



4. Individual Development Plan



a. An individual written staff development plan will be prepared and will include the following information:



(1) Formal graduate course work recommended to meet the minimum skill level;



(2) Date the inventory is completed; 



(3) Signature of the VRS;



(4) Signature of the VR&C Officer or Technical Supervisor;



(5) Date the training is completed (upon final submission);



b. The original of VRS Staff Development Inventory and Training Plan, will be maintained on station and upon completion of the individual staff development program will be placed in the VRS's personnel folder. A copy of each initial inventory and plan will be forwarded to the Deputy Chief Benefits Director for Field Operations (201/222A);
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c. Stations should request reimbursement through normal channels for any portion of the training costs which cannot be absorbed locally;



d. Other training related to staff development.
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Veterans Administration�VRS STAFF DEVELOPMENT INVENTORY AND TRAINING PLAN��1.  NAME OF VOC REHAB. SPECIALIST(first name, middle initial,-last name)

Irving R. Ewing�2.  REGIONAL OFFICE

St. Paul�3. GRADE  LEVEL/STEP

11/10��4A.  HOW LONG HAVE YOU WORKED AS A VRS?�4B.  OTHER COUNSELING EXPERIENCE (e.g. DVR, school, etc.)�5.  Indicate graduate or undergraduate degrees held in the following disciplines by checking below.  If no degree, check box. (��16 years        3 months�years            months�ITEM�DEGREE�GRADUATE�UNDERGRAD��6.  LIST ALL CURRENT CERTIFICATIONS OR LICENSES YOU HOLD AND THE �a.�REHABILITATOIN COUNSELING�X���AUTHORIZING BODY (e.g., state or professional association)�b.�COUNSELING PSYCHOLOGY����CERTIFICATES OR LICENSES�AUTHORIZING BODY�c.�SCHOOL-GUIDANCE COUNSELING����Cert. Rehab.�CRCC�d.�SOCIOLOGY��X��Counselor��e.�SOCIAL WORK������f.�EDUCATION (Specify)�������������g.�OTHER (Specify)����7.  IF YOU ARE CURRENTLY ENROLLED IN A DEGREE OR CERTIFICATE ������PROGRAM, PLEASE COMPLETE THE FOLLOWING:�8.  Indicate any short-term training relating to your VRS duties which you attended ��A.  MAJOR FIELD�B. DEGREE/CERTIFICATE (Expected)�in the past 3 years.  (Under “Hours, “ specify sem., qtr., or clock hours)����ITEM�CONTENT AREA(S)�HOURS��C.  NO OF HOURS REQUIRED�D.  NO OF HOURS COMPLETED�a.�Rehab of the Brain�18 c.h.��( SEM.                ( QTR.�( SEM.                ( QTR.�b.�Injured���9.  List any content areas of short-term training that you feel would be particularly beneficial to �c.�VR&C Conference, Chicago�12 c.h.��Vocational Rehabilitation Specialists relating to evaluation, counseling, placement and followup�d.�1979���of disabled veterans.�e.�Career Education�8 c.h.��Case Management�f.�Workshop���Use of Community Resources�g.����Job Development Strategies�h.����10.  Indicate the number of semester/quarter hours taken in the following courses and whether the courses were graduate or undergraduate.  NOTE:  Asterisk (*) indicates a required course, and at least one course must have been taken in each Core Area (Items A thru D).��CORE AREAS AND COURSES�HOURS COMPLETED�CORE AREAS AND COURSES�HOURS COMPLETED���GRADUATE�UNDERGRAD�D.  VOCATIONAL EDUCATION AND �GRADUATE�UNDERGRAD��A. PSYCHOLOGICAL FOUNDATIONS�SEM.�QTR.�SEM. �QTR.�EMPLOYMENT FOUNDATIONS�SEM.�QTR.�SEM.�QTR.��ABNORMAL PSYCHOLOGY�3����CAREER DEVELOPMENT THEORY�3�����DEVELOPMENTAL PSYCHOLOGY�����COMMUNITY RESOURCES AND SERVICES�3�����EDUCATIONAL PSYCHOLOGY�����OCCUPATIONAL/EDUCATIONAL INFORMATION������INDIVIDUAL APPRAISAL�3����*PLACEMENT, FOLLOWUP AND JOB������PSYCHOLOGY OF ADJUSTMENT�����DEVELOPMENT�3�����PSYCHOLOGY OF LEARNING�3��3��SOCIOLOGY OF WORK OR OCCUPATIONS�3��3���PSYCHOLOGY OF MOTIVATION�����VOCATIONAL PSYCHOLOGY������PSYCHOLOGY OF PERSONALITY�3��3��VOCATIONAL TESTING AND EVALUATION�3��3���SOCIAL PSYCHOLOGY�����E.  OTHER COURSES RELATED BUT������B.  COUNSELING FOUNDATIONS�����NOT LISTED ABOVE������COUNSELING PRACTICUM�6�����3�����*COUNSELING TECHNIQUES/METHODS�6����������COUNSELING THEORY�6�����3�����C.  REHABILITATION FOUNDATIONS�����������INTRODUCTION TO REHABILITATION�3����������MEDICAL ASPECTS OF REHABILITATION�3����������PSYCHOSOCIAL ASPECTS OF REHAB.�3����������11.  TRAINING PLAN - If applicable, list courses to be completed to meet minimum qualifications for providing problem-solving counseling.  Complete Item 13 after training has been completed.��CORE AREA�COURSE TITLE�SEM. HRS.�DATE COMPLETED�CORE AREA�COURSE TITLE�SEM. HRS�DATE COMPLETED��a.����c.��������������b.����d.��������������12A.  SIGNATURE OF VOC. REHAB. SPECIALIST

�12B.  SIGNATURE OF VR&C OFFICER�12C.  INVENT. COMPLETED (Date)

371/81�13.  TRAINING COMPLETED (Date)��VA FORM
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COUNSELING PSYCHOLOGIST STAFF DEVELOPMENT INVENTORY



1. EXPERIENCE ASSESSMENT



VA Form 28­8868, Counseling Psychologist Staff Development Inventory, is an assessment of the education, training, and work experiences of DVB counseling psychologists. The VR&C Officer will insure that each counseling psychologist and counseling psychologist trainee completes VA Form 28­8868 to plan and implement a development program for the counseling psychologist. Inventories will be completed by each VR&C Officer.



2. NEW HIRES



The VR&C Officer will make certain that all newly hired counseling psychologists complete VA Form 28­8868. The completed VA Form 28­8868 will be directed to reach the appropriate Deputy Chief Benefits Director for Field Operations (201/222A) no later than 60 days after the effective date of employment.
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Veterans Administration�COUNSELING PSYCHOLOGIST STAFF

DEVELOPMENT INVENTORY�Reports Control

Symbol 22-21��1.  NAME (first-middle initial-last)

Joseph R. Lownley�2.  REGIONAL OFFICE

St. Petersburg�3.  DUTY STATION

Miami��POSITION

(  VR&C OFFICER             (    TECHNICAL SUPERVISOR           (  COUNSELING PSYCHOLOGIST           (  TRAINEE�5. GRADE  LEVEL/STEP

12/3��6.  WORK EXPERIENCE:  HOW LONG HAVE YOU FUNCTIONED IN THE FOLLOWING VA COUNSELING RELATED POSITIONS?�7.  DEGREES AND AREAS OF TRAINING:  Indicate graduate or undergraduate degree(s) held in the following discipline(s) by checking below:��ITEM�POSITION�YEARS�MONTHS�ITEM�DEGREE�GRADUATE�UNDERGR.��a.�CHIEF���a.�REHABILITATOIN COUNSELING�X���b.�TECHNICAL SUPERVISOR���b.�COUNSELING PSYCHOLOGY����c.�COUNSELING PSYCHOLOGIST�2�3�c.�CLINICAL PSYCHOLOGY����d.�VOCATIONAL REHABILITATION SPECIALIST���d.�SCHOOL-GUIDANCE COUNSELING��X��e.�OTHER COUNSELING OR REHABILITATION���e.�SOCIOLOGY�����POSITIONS (Indicate VA or Non-VA)���f.�SOCIAL WORK�����State Rehab. Agency (FL.)�6�3�g.�EDUCATION (Specify)�����������������h.�OTHER (Specify)�����������������i.�APA APPROVED INERNSHIP COMPLETED?�J.  DATE COMPLETED�������( YES  ( NO (If “Yes” complete Item j.)����8.  IF YOU ARE CURRENTLY ENROLLED IN A DEGREE OR CERTIFICATE PROGRAM, PLEASE OCMPLETE ITEMS 8A THRU 8D.��A.  MAJOR FIELD

Counseling

Psychology�B.  DEGREE/CERTIFICATE (Expected)



Ph.D.�C.  NO OF HOURS REQUIRED



    48 ( SEM. ( QTR.�d.  NO. OF HOURS COMPLETED



24 ( SEM. (  QTR.��9A.  LIST ALL CURRENT CERTIFICATIONS OR LICENSES YOU HOLD AND THE AUTHORIZING BODY (e.g. state or professional association)�9B.  LIST PROFESSIONAL ASSOCIATION TO WHICH YOU BELONG:��CERTIFICATION OR LICENSES�AUTHORIZING BODY�American Personnel & Guidance Assn.��Cert. Rehab.��American Psychological Association��Counselor�CRCC�National Rehabilitation Association����������10.  INDICATE ANY SHORT-TERM INSERVICE CONTINUING EDUCATION, OR OTHER TRAINING RELATING TO YOUR COUNSELING PSYCHOLOGIST DUTIES WHICH YOU ATTENDED IN THE PAST 3 YEARS.��CONTENT AREA(S)�SOURCES OF TRAINING�HOURS (Specify as semester, quarter or clock hours)��Ethical Stds. For Psychologists�APA (Florida)�12 c.h.������Rehab of the Disabled Veteran�VA (VR&C)�12 c.h.������Counseling Strategies for �Florida DVR�18 c.h.��Psychiatrically Disabled Clients����11.  INDICATE THE NUMBER OF SEMESTER/QUARTER HOURS COMPLETED IN THE FOLLOWING COURSES AT THE GRADUATE OR UNDERGRADUATE LEVEL, AND THE LAST YEAR STUDY WAS COMPLETED.��CORE AREAS AND COURSES�HOURS COMPLETED�YEAR COMPLETED���GRADUATE�UNDERGRAD���A.  PSYCHOLOGICAL FOUNDATIONS�SEM.�QTR.�SEM�QTR���ABNORMAL PSYCHOLOGY�6������DEVELOPMENTAL PSYCHOLOGY�3��3��1972, 1969��EDUCATIONAL PSYCHOLOGY�3��3��1972, 1969��PSYCHOLOGY OF ADJUSTMENT�3������PSYCHOLOGY OF LEARNING�3������PSYCHOLOGY OF MOTIVATION�3������PSYCHOLOGY OF PERSONALITY�3��3��1971, 1970��SOCIAL PSYCHOLOGY�3�������������B.  STATISTICS�������INTRODUCTION TO STATISTICS���3��1969��ADVANCED STATISTICS�3����1972��NON-PARAMETRIC STATISTICS�3����1971��ANOVA/ANCOVA/SPECIAL TECHNIQUES�3����1980��VA FORM	Continued on Reverse

DEC 1980  28-8868	
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ITEM 11 - Continued��CORE AREAS AND COURSES�HOURS COMPLETED�YEAR COMPLETED���GRADUATE�UNDERGRAD���C.  TESTING�SEM.�QTR.�SEM.�QTR���TESTS AND MEASUREMENTS���3��1969��INDIVIDUAL ASSESSMENT�3����1971��VOCATIONAL TESTING AND EVALUAITON�3����1972��PROJECTIVE TECHNIQUES�3����1971��PERSONALITY ASSESSMENT�3����1979��USE AND INTERPRETATION OF TESTS���3��1969��D.  RESEARCH�������INTRODUCTION TO RESEARCH�3����1979  1969��RESEARCH DESIGN�3����1980��RESEARCH METHODS FOR COUSELORS�������PROGRAM EVALUATION�������E.  COUNSELING FOUNDATIONS�������COUNSELING TECHNIQUES/METHODS�3����1971��COUNSELING THERAPY�3����1971��PSYCHOTHERAPY�������GROUP COUNSELING THEORY�3����1979��GROUP COUNSELING PRACTICUM�3����1980��REHABILITATION COUNSELING THEORY�3����1971��REHABILITATION COUNSELING PRACTICUM�3����1971��VOCATIONAL COUNSELING THEORY�3����1971��VOCATIONAL COUNSELING PRACTICUM�������SUPERVISED COUNSELING INTERNSHIP�3����1972��F.  REHABILITATION FOUNDAITONS�������INTRODUCTION TO REHABILITATION�3����1971��MEDICAL ASPECTS OF REHABILITATION�3����1971��PSYCHOSOCIAL ASPECTS OF REHABILITATION�3����1972��CASE MANAGEMENT�������G.  VOCATIONAL AND EMPLOYMENT ASPECTS�������CAREER DEVELOPMENT THEORY�3����1979��COMMUNITY RESOURCES AND SERVICES�������OCCUPATIONAL/EDUCATIONAL INFORMATION�������PLACEMENT, FOLLOWUP AND JOB DEVELOPMENT�������SOCIOLOGY OF WORK OR OCCUPATIONS�3����1971��VOCATIONAL PSYCHOLOGY�������H.  EDUCATIONAL PRACTICES AND METHODS�������ADULT LEARNING THEORY�3����1980��ADULT EDUCATION �������DESIGNING TRAINING PROGRAM FOR ADULTS�9����1979-1981��INSTRUCTIONAL STRATEGIES FOR ADULT LEARNING�������I.  MANAGEMENT/SUPERVISORY PRACTICES & METHODS�������PSYCHOLOGY OF MANGEMENT�������MANAGEMENT INFORMATION SYSTEMS�������PERFORMANCE APPRAISAL�������PROGRAM EVALUAITON �������MANAGERIAL STATISTICS�������J.  OTHER COURSES RELATED, BUT NOT LISTED ABOVE�����������������������������������12.  SIGNATURE OF COUNSELING PSYCHOLOGIST�13.  SIGNATURE OF VR&C OFFICER�DATE INVENTORY COMPLETED
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