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WEST VIRGINIA 

DIVISION OF REHABILITATION SERVICES

Helpful questions for transition 
services planning with your 
Division of Rehabilitation 
Services’ (DRS) Transition 
Counselor are available in the 
shaded areas throughout. Space 
is also provided for notes and 
additional questions.
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PARTNERSHIP/COLLABORATION
The West Virginia Division of Rehabilitation Services (DRS) desires 
to work in partnership and collaboration with local education 
agencies and other agencies to provide vital and results-oriented 
services to transition-aged students with disabilities.

PURPOSE OF THE TRANSITION SERVICES 
PLANNER
The purpose of this Transition Services Planner is to provide 
information to educators about DRS. It is an instrument to help 
educators and DRS staff bridge the transition requirements of IDEA 
and WIOA, while providing meaningful and effective transition 
services to students with disabilities. The Planner will facilitate 
discussion between local educators and DRS staff.

This planning effort will help:

1.	 Promote a coordinated effort among the local education 
agencies and the local DRS office,

2.	 Implement strategies that will facilitate effective transition 
services and eliminate duplication of services, and

3.	 Ensure the development of an effective partnership on 
behalf of students with disabilities.

The Individuals With 
Disabilities Education 
Act (IDEA)
requires that schools provide
transition services to students 
with disabilities beginning at age 
16 and link these students to 
appropriate adult service providers. 
Policy 2419:  Regulations for 
the Education of Students with 
Exceptionalities allows transition 
planning to begin at a younger age 
if determined appropriate by the 
Individualized Education Program 
(IEP) Team.

Section 504 of the 
Rehabilitation Act of 
1973
requires a 504 Plan. A 504 
Plan is an educational plan 
developed to ensure that a child, 
who has a disability identified 
under the law and is attending an 
educational institution, receives 
accommodations that will ensure 
his/her academic success and 
access to the learning environment.

The Workforce 
Innovation and 
Opportunity Act 
(WIOA)
requires state Vocational
Rehabilitation agencies to 
coordinate with schools for 
students with disabilities 
regarding Pre-Employment 
Transition Services.

PARTNERSHIPS
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TRANSITION ROLES                                                         
DRS Transition Counselors provide transition-
related services including Pre-Employment 
Transition Services (Pre-ETS) for schools 
throughout the state.

DRS understands that transition planning is an 
essential function of schools and other agencies.

It is critical for DRS staff to become familiar with 
the transition services the school is providing.  
Teachers and district transition specialists 
should be involved in developing the Transition 
Partnership Planning Form. This will help to 
avoid confusion on the part of school personnel 
regarding services DRS will provide and the 
services that will be provided by the school.  
DRS services should supplement services 
provided by the school and not supplant those 
services. It is important that the nature and scope 
of services provided by each entity is clearly 
understood by all parties.

TEAM APPROACH
DRS staff members work in teams to provide 
a broad base of knowledge and experience 
to assist students with disabilities. Both a 
specialized knowledge of disabilities and the 
implications for employment are available 
through DRS specialists in assistive technology, 
independent living, counseling and job 
placement.

Although only one DRS staff member may be 
working directly with the student, other team 
members may be involved—providing input 
as needed at key decision points. In selected 
situations, DRS specialists elsewhere in the 
state may assist with a student’s planning. This 
might occur where more specialized knowledge 
of a rehabilitation service, such as assistive 
technology is needed, or more information is 
needed in the case of a specific disability.

SERVICES
The role of DRS in providing services to students 
is primarily one of planning and helping to 
identify appropriate post-school goals and 

needed supports that lead to employment. Only 
students with disabilities are eligible to receive 
Pre-Employment Transition Services (Pre-ETS) 
and this generally includes students 14-21 years 
old, who are eligible for and receiving special 
education or related services under Part B of 
IDEA, or individuals with a disability for the 
purposes of Section 504.

DRS staff will be available, in cooperation with 
existing services, to provide and supplement:

1.	 Job exploration counseling
2.	 Work-based learning experiences, which 

may include in-school or after-school 
opportunities or experience outside 
the traditional school setting (including 
internships), that are provided in an 
integrated environment to the maximum 
extent possible

3.	 Counseling on opportunities for 
enrollment in comprehensive transition or 
postsecondary educational programs or 
institutions of higher education

4.	 Workplace readiness training to develop 
social skills and independent living; and

5.	 Instruction in self-advocacy, which may 
include peer mentoring

DRS staff members provide Pre-Employment 
Transition Services (Pre-ETS) to students who are 
eligible or potentially eligible for DRS services. 
DRS Transition Counselors serve students in high 
school within the age range of 14-21.
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Students in high school may apply for DRS services to assist 
them with preparing for and ultimately meeting their employment 
goal. Students continue with DRS for a minimum of 90 days after 
obtaining successful employment.

Student with a disability:
»» 14-21
»» Eligible for and receiving 

special education 
services under an 
Individualized Education 
Program (IEP)

»» Student receiving services 
under a Section 504 Plan

Potentially eligible:
»» Students with a disability 

who have not yet applied 
or been made eligible for 
DRS services

Questions for your DRS Transition Counselor:
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STUDENTS AGES 14-21
Students need opportunities to:

Develop awareness of life after 
school through:

•	 Career exploration
•	 Transition fairs
•	 Job fairs
•	 Presentations and group 

discussions about the 
world of work

Identify interests and strengths 
through:

•	 Job shadowing
•	 Interest assessments
•	 Aptitude assessments
•	 Work experience
•	 Vocational counseling
•	 Informational interviews

Address employment success 
skills through:

•	 Work ethic
•	 Behaviors
•	 Attitude
•	 Communication
•	 Daily living skills
•	 Self-advocacy skills

Students ages 14 to 21 will 
begin to engage in activities 
designed to narrow their 
interests and identify post-school 
goals through: job exploration 
counseling; work-based learning 
experiences; counseling on 
opportunities for enrollment in 
comprehensive transition or 
postsecondary educational 
programs or institutions of higher 
education; workplace readiness 
training to develop social skills 
and independent living skills; 
and self-advocacy training.

DRS may assist in providing some 
group services, such as transition 
fairs, group presentations, and 
employment success skills 
training for groups.

»» Career Exploration
»» Transition Fairs
»» Job Fairs
»» Presentations
»» Discussions

»» Work Ethic
»» Behaviors
»» Attitude
»» Communication
»» Daily Living

»» Determine 
Career Goal

»» Develop DRS 
Plan

»» Job Shadowing
»» Interest Assessments
»» Aptitude Assessments
»» Work Experience
»» Vocational Counseling  

(Student and Parent)

»» Work Experience
»» Vocational Evaluation
»» Vocational Counseling
»» Employment Data/Job 

Availability

Create Awareness:  
Life After School Identify Interests/Strengths

AGES 14-21

Address Employment Success Skills

Narrow Interests
Identify Post-School Goals
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COLLABORATION CHART
Collaboration Between DRS and Schools
Q. How does the DRS program fit within the transition process and support school and post-school 

activities?
A. The following chart and description illustrate how DRS may assist the school in meeting the career 

needs of students with disabilities.

POSTSECONDARY
Post-school activities include provision of services developed in conjunction with the student, parents 
and educators during the Individualized Plan for Employment (IPE) planning process. These services 
are often planned in conjunction with other community programs or agencies even while the student 
is in school, and can overlap services provided while the student is still in school. The services 
might include:  independent living training, assistive technology accommodations and modifications, 
employment success skills training, job seeking skills and advocacy. It may also include financial 
assistance for support services, job coaching, on-the-job training, and vocational and college training. 
Job placement services are provided as an essential part of the IPE. 
Students who obtain employment will be monitored for a minimum of 
90 days to help them maintain employment.  

POTENTIALLY ELIGIBLE
DRS will serve students who are potentially eligible for DRS services. 
This includes students with disabilities who have not yet applied or 
been determined eligible for DRS services.

Students who are potentially eligible for DRS services may participate 
in group services, such as college visits, transition fairs, career fairs 
or job application skills provided in a group. Group services do not 
include individualized services directly related to an IPE-PT.

Students who are eligible for and 
require services through DRS will 
develop an:

»» Individualized Plan for 
Employment-Transition 
(IPE-PT)

»» Individualized Plan for 
Employment (IPE) prior to 
graduation

If a student drops out of school, 
DRS can continue to provide 
services.

»» College
»» Vocational
»» On-the-Job

»» Job Placement

»» Support Services
»» Self-Advocacy
»» Job Seeking Skills
»» Employment Success Skills
»» Independent Living
»» Accommodations/

Modifications
»» Financial Assistance

»» Follow-up
»» Employment Satisfaction

Training: Considerations:

POST SCHOOL POST EMPLOYMENT
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REFERRAL PROCESS
Who should refer students? Special educators, guidance 
counselors, school nurses, school psychologists, speech language 
pathologists, administrators and regular educators may refer 
students to DRS.

Who should be referred? Refer students verified for special 
education, students under a 504 Accommodation Plan with a 
verified disability and other students with disabilities that are not 
considered to impact their educational program.

When should a referral be made? Students may be referred 
at age 14 to begin the process of engaging the services of DRS. 

What is the referral process? Complete a referral form 
and submit to the DRS Transition Counselor. The DRS Transition 
Counselor will contact the student and parent or guardian. An 
appointment will be scheduled at the earliest possible time to 
provide an orientation to DRS, complete an application for services 
and sign appropriate release of information forms so that eligibility 
can be determined.

SCHOOL CONTACT
When will the DRS Transition Counselor come to 
your school? The DRS Transition Counselor will be available 
to students and staff at your school as time permits. Given the 
limited time available to educators and DRS Transition Counselors, 
it may be helpful if there is a set schedule. If a set schedule 
is not indicated, all meetings should be arranged in advance. 
A procedure should be in place to communicate unforeseen 
changes to the schedule.

STUDENT RELEASE TIME 
CONSIDERATIONS

•	 How will time be scheduled for the DRS Transition Counselor 
to meet with students?

•	 When and where will the DRS Transition Counselor meet with 
students?

•	 How will class release time be handled?

Questions:

What is the building check-in 
procedure that the DRS Transition 
Counselors need to follow?

What workspace and Internet  
accessibility will be available to 
the DRS Transition Counselors?

How will students be referred to 
DRS?

How will the DRS Transition 
Counselor access students 
during the school day?
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INFORMATION EXCHANGE
How will student records be made available? The DRS Transition 
Counselor will need copies of student records for eligibility and 
planning purposes. The DRS Transition Counselor will need copies 
of the Eligibility Committee (EC) Report and IEP with diagnosis, 
psychological report and any available vocational records for 
career planning. DRS and the school will need appropriate 
release forms signed by the parents or guardians. Student records 
released to DRS through an information release will remain 
confidential as specified on the release forms. Release forms will 
be signed at the time of application for DRS. The DRS Transition 
Counselor will seek records from outside sources as necessary 
and with the appropriate permission.

FEEDBACK TO EDUCATORS
The DRS Transition Counselor will provide periodic status updates 
to the school on referred students, including vocational evaluation 
reports, pre-employment and employment assessments, career 
exploration, etc.

OUTREACH TO STUDENTS AND PARENTS
DRS staff welcome the opportunity to meet with parents, as well as 
with students, to provide information about rehabilitation services 
and employment opportunities. As time permits, the DRS Transition 
Counselor can be available for parent/teacher conferences 
and meetings with parent groups at school or elsewhere in the 
community.

                                                                                                                                      

	

Questions:

How will information be 
exchanged?

What information will be helpful to 
you about DRS’ involvement with 
a student?

What outreach activities does the 
school provide that should involve 
DRS participation?

Are there any school release forms 
that may involve the DRS Transition 
Counselor?
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ELIGIBILITY REQUIREMENTS
Students who receive intensive DRS services must be determined 
eligible. A person is eligible for DRS services if all of the following 
conditions are met:

•	 He/she has a physical or mental impairment
•	 The impairment constitutes or results in a substantial 

impediment to employment
•	 He/she can benefit in terms of an employment outcome from 

the provision of DRS services
•	 He/she requires DRS services to prepare for, enter, engage 

in or retain gainful employment

It is presumed that a person is capable of benefiting in terms of an 
employment outcome from the provision of DRS services, unless 
there is clear and convincing evidence to the contrary.

The DRS Transition Counselor will make the determination of 
eligibility based on a variety of sources including an interview with 
the individual, a review of the student’s records and, if necessary, 
outside medical reports. In most situations, the DRS Transition 
Counselor will be able to determine eligibility very easily from 
school records and an interview with the individual. Students with 
a disability may or may not have an IEP or 504 Plan in order to be 
eligible for DRS services.

STUDENT PLANNING
The Individualized Plan for Employment - IPE (not to be confused 
with the IEP) is the planning tool DRS staff use to help clients plan 
for employment success. It is a structured approach that helps 
clients answer the following key questions:

•	 What is my job goal?
•	 What help do I need to get to my goal?
•	 When will I reach my goal?
•	 Who will help me?
•	 When will my plan start?
•	 Who will pay for what?

In order for the client to select a job goal and develop their plan 
for employment success, they will need to consider their interests, 
what is important to them in a job, what concerns they have that 
will interfere with getting a job, and what jobs are a good match 
for them. DRS staff will be available to work with students and 
educators in developing the IPE.

A Few Examples of 
Impairments:
Physical/Medical: cerebral 
palsy, hearing impairment, 
juvenile rheumatoid arthritis, 
diabetes, spina bifida, cystic 
fibrosis, orthopedic impairment, 
heart condition, dyslexia, ADHD, 
TBI, autism
Mental Health: depression, 
anxiety, bipolar disorder, 
obsessive compulsive disorder, 
PTSD, oppositional defiant 
disorder, drug/alcohol abuse, 
adjustment disorder
Learning: specific learning 
disability, intellectual disability, 
autism, speech/language 
impairment

Division of 
Rehabilitation 
Services Involvement 
in the Individualized 
Education Program – 
IEP:
DRS Transition Counselors 
welcome invitations to attend IEP 
meetings. Attendance can be 
in person, by conference call or 
other types of media connection. 
It is important to give as much 
prior notice as possible so that 
scheduling can be arranged.

It may not be possible for DRS 
staff to attend all IEPs to which 
they are invited. Educators 
and DRS Transition Counselors 
should collaborate in prioritizing 
which IEPs are most important to 
attend. Educators are required to 
get prior consent from parents/
guardians when outside agencies 
are invited to the IEP Team 
meeting.

Pre-ETS resources can be blended into existing career planning curriculum at the school or used as 
a stand-alone resource. The DRS Transition Counselor can discuss ways in which Pre-Employment 
Transition Services can be used at your school to benefit students with disabilities.
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WEST VIRGINIA DIVISION OF REHABILITATION SERVICES
It is critical that DRS activities in the school supplement the role and activities of the school—and 
not replace what the school is doing or is required to do. Schools have the primary responsibility 
for transition services. DRS can play an important role in helping students plan for employment 
and successful community life. DRS is committed to providing proactive services. Helping to guide 
young people and parents toward appropriate vocational or training goals is a significant service. In 
transition, it is the movement toward job readiness and vocational maturity that is critical. Ultimately, 
any service that DRS provides must relate to students becoming successfully employed in the 
community.

Services may include:
•	 Presentations to parents and students on DRS, disability, and employment issues
•	 Consultation with teachers
•	 Transition fairs for students
•	 Information and links to adult agencies
•	 Transition planning through Parent/Teacher Conferences
•	 Instruction in self-advocacy
•	 Emphasis on the development of social skills and independent living skills
•	 Other information and planning activities to facilitate preparation for the transition process
•	 Vocational evaluation 
•	 Selected vocational testing and career counseling at the school
•	 Benefits analysis and financial planning for employment success
•	 Identification and problem solving of a student’s barriers to employment
•	 Development of Individualized Plan for Employment (IPE) and assistance in identifying needed 

supports to prepare for and obtain employment
•	 College tours and orientation to college planning
•	 Independent living and self-advocacy support
•	 On-the-job training at the school or in the community
•	 Skill training
•	 Job seeking skills training and development of an individualized job search plan
•	 Employment success skills training
•	 Job placement assistance and follow along support
•	 Certificate programs
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JOB TRAINING OR WORK EXPERIENCE
Work experience: Work experience for exploratory purposes is educational in nature and is 
the responsibility of educators. However, DRS may collaborate in and provide work experience for 
students approaching their last year in school where the experience is needed as a supplement to 
vocational guidance or vocational assessment.

Job Coaching: It is possible for DRS to provide or pay for job coaching. The job coach provides 
training for specific job skills that are consistent with the student’s employment goal. DRS would assist 
with finding the job and in assuring that it is a good match for the student.

Supported Employment: Supported employment is a training option available to individuals 
receiving services from DRS. This employment service is often appropriate for students who 
experience significant disabilities. Supported employment requires a job coach for the initial and 
intensive training, as well as long-term intermittent support to ensure the individual is successful on 
the job. DRS cannot provide the long-term support. DRS would not be able to enter into a supported 
employment service unless another disability funding agency was able to provide the long-term 
support.

PARTNERSHIP PLANNING
Developing the Agreement: The Transition Partnership Planning Form is a planning document 
that lists important issues that need to be discussed by the local school representative and the DRS 
staff member. The planning form gives those involved an opportunity to discuss and decide how 
operational matters will be handled, such as:

•	 Who should be referred?
•	 How will students be referred?
•	 How will student information be shared?
•	 Where will services be provided?
•	 What type of feedback will be helpful for all parties?
•	 What services will be provided?
•	 Who will provide the services?
•	 What goals or priorities need to be pursued?
•	 How do we partner with other agencies?
•	 How will we evaluate our progress in this partnership?
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Transition Partnership Planning Form
For Local Schools and West Virginia Division of Rehabilitation Services Office

The Individuals With 
Disabilities Education 
Act (IDEA)
requires that schools provide
transition services to students 
with disabilities beginning at 
age 16 and link these students 
to appropriate adult service 
providers. West Virginia 
Department of Education (WVDE) 
Policy 2419:  Regulations for 
the Education of Exceptional 
Students allows transition 
planning to begin at a younger 
age, if determined appropriate 
by the Individualized Education 
Program (IEP) Team.

Section 504 of the 
Rehabilitation Act of 
1973
requires a 504 Plan. A 504 Plan is
an educational plan developed 
to ensure that a child, who has 
a disability identified under 
the law and is attending an 
educational institution, receives 
accommodations that will ensure 
his/her academic success 
and access to the learning 
environment.

The Workforce 
Innovation and 
Opportunity Act 
(WIOA)
The Workforce Innovation and 
Opportunity Act (WIOA)
requires state Vocational
Rehabilitation agencies to 
coordinate with schools for 
students with disabilities 
regarding Pre-Employment 
Transition Services.

The purpose of this Transition Partnership Planning Form is to 
promote a coordinated effort between the local school and the 
local Division of Rehabilitation Services office in providing an 
effective transition from school to work for students with disabilities. 
Prior to agreeing to the operating procedures below, educators 
are encouraged to review the Transition Services Planner, a guide 
for educators in coordinating DRS services for students with 
disabilities.

SCHOOL CONTACT
What is the building check-in procedure?

What workspace and Internet usage will be available to the DRS 
Transition Counselors?

What opportunities will be made available to provide a DRS 
Transition Counselor orientation to educators and students?

REFERRAL PROCESS
How will students be referred to DRS?

How will parents/guardians and students be made aware of DRS 
services?

How will student release time be handled?

How will information be exchanged?
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How will feedback be provided to educators?

How will feedback be provided to DRS?

SERVCES TO STUDENTS
Who will provide each of the Pre-Employment Transition Services 
(Pre-ETS) to students? How will the school and DRS Transition 
Counselor collaborate around these activities?

What opportunities will be made available for students to interact 
with DRS staff members in a group setting in the school?

What opportunities will be made available for students to learn 
from employers?

What opportunities will be made available for students and their 
families to learn about resources in the community?

How and when will DRS staff be available for consultations with 
school staff, students and parents?

Pre-Employment 
Transition Services 
(Pre-ETS)

Job Exploration 

Work-Based Learning 

Counseling for Transition and 
Postsecondary Programs

Workplace Readiness Training

Self-Advocacy Training
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OUTCOMES EXPECTED
Describe the expected outcomes to be achieved as a result of this partnership.

ANNUAL EVALUATION
Describe the process to evaluate the effectiveness of the transition partnership and identify 
responsible parties.

Local Education Agency DRS Representative

Local School Representative

School Name
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West Virginia Division of Rehabilitation Services

304-356-2060 • 1-800-642-8207 • wvdrs.org

◊ Wheeling Office • 304-238-1092
◊ New Martinsville Office • 304-455-0912 
◊ Parkersburg Office • 304-420-4580
◊ Weirton Office • 304-723-5311

◊ Charleston Office • 304-356-2371
◊ Point Pleasant Office • 304-675-0867
◊ Ripley Office • 304-373-0313
◊ Spencer Office • 304-927-0954
◊ Teays Valley Office • 304-760-7082

Charleston District 
Serving the counties of Boone, Calhoun, 
Clay, Jackson, Kanawha, Mason, Putnam 
and Roane

1

Clarksburg District 
Serving the counties of Barbour, Braxton, 
Gilmer, Harrison, Lewis, Marion, Monongalia, 
Preston, Randolph, Taylor, Tucker and Upshur

◊ Clarksburg Office • 304-625-6044
◊ Elkins Office • 304-637-0205
◊ Fairmont Office • 304-367-2714
◊ Morgantown Office • 304-285-3155
◊ Weston Branch • 304-269-0547

2

Wheeling District 
Serving the counties of Brooke, Doddridge, 
Hancock, Marshall, Ohio, Pleasants, Ritchie, 
Tyler, Wetzel, Wirt and Wood

3

Beckley District 
Serving the counties of Fayette, Greenbrier, 
Mercer, Monroe, Nicholas, Pocahontas, 
Raleigh, Summers and Webster

◊ Beckley Office • 304-256-6900
◊ Lewisburg Office • 304-647-7515
◊ Princeton Office • 304-425-1256
◊ Summersville Office • 304-872-0813

4

1

2

3

4
5

6

Huntington District 
Serving the counties of Cabell, Lincoln, 
Logan, Mingo, McDowell, Wayne and 
Wyoming

◊ Huntington Office • 304-528-5585
◊ Logan Office • 304-792-7060
◊ Mullens Office • 304-294-5653
◊ Welch Office • 304-436-3175

5

Martinsburg District 
Serving the counties of Berkeley, 
Grant, Hampshire, Hardy, Jefferson, 
Mineral, Morgan and Pendleton

◊ Martinsburg Office • 304-267-0005
◊ Keyser Office • 304-788-2313
◊ Moorefield Office • 304-538-2701
◊ Romney Office • 304-822-3957

6
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Notes:
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Notes:



West Virginia’s Vocational Rehabilitation program receives 72.4% of its funding through a grant 
from the U.S. Department of Education. For federal fiscal year 2018, the total amount of grant funds 
awarded was $29,401,711. The remaining 27.6% of the funding ($11,208,150) was provided through 
West Virginia state appropriations.
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