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1.WELCOME TO TRILLIUM EMPLOYMENT SERVICES
Thank you for considering Trillium Employment Services as your service provider. We
are dedicated to helping people find a job that fits their skills and interests and helping
employers build a strong workforce. We try to be very person-centered in our services,
tailoring our support to your individual success.
Trillium has been providing supported employment services for people with disabilities
since 1983. We have offices located in Auburn, Puyallup, Vancouver and Silverdale,
serving King, Pierce, Clark and Kitsap counties. We work with large and small businesses,
some are big names that you would recognize such as the Boeing Company, local
County Government, PeaceHealth Southwest Medical Center, Microsoft, Seattle City
Light, MOD Pizza, Safeway, Home Depot and Starbucks. Other employers are
independent, local businesses in your community, places where you might dine, shop or
purchase services. We help people find a range of jobs including clerical, daycare,
manufacturing, warehouse, custodial, and hospitality positions.
Hopefully this guide will explain the
services we offer and set up clear
expectations for our work together.
Any time you and your advocate have
a question, you can also call us. We
would like to discuss your goals and
ways Trillium may be able to help you.
Thank you again for considering
Trillium as an employment service
provider. We appreciate your
confidence.

2. OUR FIRST MEETING
At our first meeting we will cover much of the information in this handbook. It is an
opportunity for us to explain who we are, what we do, and how the process works.
Getting to know you and your family/advocates is the most important part of the
meeting for us. It is also a time for us to learn about you and discover how we can assist
you.
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Finding the right job for you works best when you, your advocates and Trillium staff
work together as a team and share ideas and information. The more you can help in the
process, the more successful you will be in getting and keeping that job that you want.
Knowing what you can do and what you would like to do is a critical part of your
success. We want to match you to a job and company that fits you. We want to know
about your dreams and your goals so that we can help you work toward them. For
instance, we want to know the geographic area you would like to work in. Do you like
working with people or alone? Indoors or outdoors? Full time or part time? These are
some of the things we will talk about at our first meeting.
We will also ask you permission to get information from schools, previous job
references and others that know you. The information is necessary for us to help you
get a job. We will keep this information private.
Finally, we will explain how our services are paid for, what we both need to do next, and
answer any questions you might have about Trillium.

Our First Meeting

Discovery & Planning

Assessment
Job Development
Job Coaching

Other
Services

3. SERVICES TRILLIUM OFFERS
There are many ways Trillium can help you in your employment pursuit. We can also
help you get to know your community better, in order to decide on a job. Keep in mind
when reading the following list that one or many of the following services might be
what you need. The services you receive will be based on your interest, your need and
the availability of funding.
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Discovery & Planning You may not be sure
about the kind of work you want to do or the
kind of place you want to work. Trillium can
help you develop a plan that is based on your
preferences and skills. We will explain
opportunities and choices that help create a
good plan. We will continue to evaluate and
update the plan along the way. Good planning
and action often includes the involvement and
support of family and friends who can also help
you stay on track toward your employment
goal.
The result of the discovery process is that we understand your preferences and areas of
interest that will help us as we start the first steps of your employment pathway.
An Assessment will provide you with experiences and information to help you decide
about your future employment. It will give you an opportunity to try different tasks for
a short time in different work environments and give you a better idea of what the work
would be like. It will help us see what your work skills are, how well you work in
different environments, and the kind of support or accommodations you might need in
your future job.
We can also set up tours of workplaces to give you a better idea of what different work
environments are like. Part of the assessment may also include an informational
interview, when an employer meets with you and shares information about the type of
work and the workplace, and you will get interview practice even though there isn’t a
specific job available.
The result of the assessment process is that we know your marketable skills and have
good ideas for how to support your employment success.
Job Development When we all understand the skills you have, the type of place you
want to work, Trillium will begin the job development process. We don’t have a list of
jobs waiting to be filled, we approach businesses individually to find the right job for
you.
A resume is a helpful tool in getting a job, so we will help you create your resume with a
list of your education, volunteer experiences, previous jobs, skills and references.
Creative accommodations will be an active part of your job hunt, and this may mean

3

creating non-traditional resumes or using technology. If your work skills and experiences
are not best reflected through a traditional paper resume or sit down interview, your
employment consultant may use a video resume to allow you to demonstrate those
skills to a business. If a question and answer interview is a difficult way for you to best
express yourself, your employment consultant may advocate for a working interview,
where you can do the work to demonstrate your skills. It is your employment
consultant’s job to find creative opportunities for you to be successful in showing
businesses your skills and attributes.
We will do some job development activities with you and others we will do without you.
We will always keep you updated on the businesses we are contacting. We will attend
networking events, chamber of commerce and work with our coworkers to contact
companies on your behalf. We often approach businesses that do not have a particular
job posted, but we believe would benefit from your skills. We usually are pursuing
several companies on your behalf.
We will contact you if we find a job that we think may interest you. If you are interested
in the job, we will try to get you an interview and a tour of the employment site. We will
help you prepare for the interview and will go with you to provide support. You will find
out what the wages and benefits are and what the hours will be.
If you do like the job and would like to work there, we will let the employer know. They
may also want to interview other people. The employer will contact us if you get the
job.
If you do not get the job, we will let you know and continue to look for other jobs on
your behalf. If the employer contacts you directly, please contact us so we can help with
the hiring process. If you find a possible job opportunity on your own during the job
development process, Trillium staff will be happy to help you apply for the job and
follow up with the contact person.
When you get a job, you will have to do the following things:
• You will have to comply with all of the activities the employer requires in the
hiring process. This may include, filling out paperwork or online forms, attending
orientation meetings, or getting necessary training. It could also mean taking a
drug test or having a background check. We will help you with the forms you
need to fill out and any classes and meetings you need to attend.
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• You will need to plan how you will get to and from work. We can help you figure
this out. Trillium does not provide transportation services.
• You will need to know the appropriate dress code for your work environment and
be sure to be at work on time and looking good. You may have to buy a uniform
or required safety attire.
Job Coaching Once you get a job we can help negotiate with your employer for the
support that you will need to be successful. You will be trained by your supervisor and
coworkers, but we will be there to help you learn your job tasks, improve performance
and build coworker relationships. Generally, in the beginning stages of your job, you
may need a lot of job coaching because there are so many new things. Your
employment consultant will identify or create tools to increase your independence and
success at work, such as checklists, labeled work areas, and items that may increase
your efficiency. Your employment consultant will also
explore alternative communications systems with you
if needed so that you are able to communicate with
your coworkers and supervisors. Your employment
consultant will have conversations with your
supervisor or coworkers to see if there are
opportunities for you to improve your skills or expand
your responsibilities. When you can do the job well
enough on your own, we will not be with you on the
job, but will check in with you and your employer
periodically to see if you need any help.
The result of job coaching is that you and your
employer get support to make sure you are successful
and have opportunities for career advancement.
Long-Term Support Depending on your needs and the availability of resources, Trillium
could continue to provide you with long-term support. As part of a long-term support
agreement, Trillium will be available to you and your employer as long as you need the
assistance. Annually, we will develop service plan goals for your career advancement.
Once you, your supervisor, and your employment consultant are all confident with your
new work, your employment consultant will start to fade from your job site, eventually
only checking in with you and your supervisor as needed (but at least once a month).
However, your employment consultant will always be available as a resource for you
and your employer. If at any time, you are struggling with one of your tasks or are
learning a new task, your employment consultant will step back in to offer assistance. It
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is our job to help you feel supported throughout your entire career. Some ways we
provide ongoing support:
o
o
o
o
o
o
o
o
o
o

Checking in with you and your employer each month to see what is new
Advocating for you to get expanded responsibilities in your job
Helping you learn new tasks in your job
Strengthening your coworker relationships
Making sure a new supervisor or coworker knows how to best support you
Providing additional training or retraining
Providing creative accommodations to help your performance
Helping troubleshoot issues with coworkers or supervisors
Finding another job if you lose your job or desire a new job
Pursuing career advancement or an additional job

4. ROLES AND EXPECTATIONS
Job Seeker
Expectations
Your job search and your future job should be your first priority over extra-curricular
activities, volunteering, and friends. You may have to reschedule activities to fit around
your work schedule once you get a job. When your employment consultant finds
different job opportunities, they expect that you help apply and advocate for yourself,
and attend interviews. Whenever you get together with your employment consultant to
talk to businesses or to attend interviews, you should be dressed professionally. An
example of professional dress could include pants that aren’t jeans, a shirt without
graphics/logos, or a dress/skirt. What you wear for an interview will depend on the
workplace (an office vs. a warehouse environment). Please ask your employment
consultant for suggestions. We want to help you make a great first impression.
It is really important that you conduct yourself professionally wherever you go now,
because your employment consultant will be talking to businesses that may know you
or recognize you. You want people to remember you for good reasons, such as your
politeness or friendliness.
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Reality of a First Job
Your first job will probably not be your dream job. In order to get hired at your dream
job, you need to have work experience and professional references. Your first job will be
something that helps you build work experience and earn money. Even though it may
not be your dream job, it will still require that you take it seriously and demonstrate
dedication. You may have to work during the evening, on weekends, or on holidays if
the business requires this.

Communication with Employers
It is the job of Trillium to maintain support and communication with you and your
employer throughout your career. Conversations surrounding requests for a vacation,
requesting additional hours, schedule changes, etc., should involve your employment
consultant. Trillium has a working relationship with the business and the expertise to
handle these conversations in your best interest.

Families, Guardians & Residential Support
Expectations
We will need your support during the assessment and job development process. This
may mean having to provide transportation to or from interviews or appointments,
scheduling around interviews, and providing professional attire. Your employment
consultant will give you as much notice as possible for scheduled appointments, but
some events, like quickly scheduled interviews, may be beyond their control.
Your employment consultant will seek employment that meets the desired job and
number of working hours, but with more limitations placed on employment, the length
of time it takes to find a job increases. Please be open to exploring a range of job types,
work schedules, businesses, and a broad geographic area.
Once a job is secured, work needs to be a priority over extra-curricular activities and
volunteer activities. This may require that previously scheduled or reoccurring events be
rescheduled so they don’t conflict with a work schedule. A work schedule is determined
based on a business’ needs; this means that, while your employment consultant may
advocate for certain hours, shifts are ultimately determined by the business. Not all jobs
are full time. A job may begin with a few shifts a week. The employment consultant will
advocate for career advancement.
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The new job needs to be treated with
the same respect that any other paid
job receives. This means that your son
or daughter arrives on time every day,
in uniform, ready to work. If you have
any questions or concerns to address
with an employer, please inform your
employment consultant rather than
approaching a supervisor yourself.
Like any first job, the hours may
include evening or weekend hours, and holidays. Excessive vacation time should not be
requested, especially at the start of a new job. In order to be a valued team member in a
business, attendance is an important way to demonstrate commitment to their position.
Your Role
You will have the opportunity to support the job search or new job by providing or
arranging transportation, ensuring that they are dressed professionally or in uniform,
and communicating any questions or concerns to your employment consultant in a
timely manner. Your employment agency is a resource for you, so don’t hesitate to use
them.
Many jobs are found through connections, so your network of friends and families is
very valuable in this process. Start thinking about people you know who own or work at
different businesses, stores or restaurants that you frequent, and other places that you
have community connections. You would not necessarily be contacting the business
directly about what types of positions they have, but you could plant a seed with them.
Your conversations may look something like this:
“(Name) is starting to look for a job. We’re working with an employment
consultant at Trillium, and they are talking to different people we know about
employment opportunities. Trillium helps the business with training if they were
to hire (name). Would it be alright if I passed along your contact information so
they could set up a meeting with you?”
We appreciate you sharing your network, just as you might for other friends and
families. We will do the follow-up communication with the individual and keep you
updated.
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5. HOW ARE SERVICES PAID FOR?
Since Trillium is providing you support in finding and keeping a job, and your employer
expects help from us with your training and support, you will need to plan how these
services will be paid. Funding for our services can be confusing, so if you don’t
understand, ask us and we will explain.
Division of Vocational Rehabilitation (DVR)
The Washington State Division of Vocational Rehabilitation is one possible source of
funding for your support. It is to your advantage to go through DVR’s intake process.
You can then be considered for the range of employment services you will need. DVR
will want to know things about you such as where you went to school, your past
employment activities and what you do at home. If you are eligible for DVR, we will
create a service delivery plan that explains the specific service Trillium is providing to
you (assessment, job placement, intensive training and retention). Resources through
DVR are time-limited, designed to help you get a job and support you for the first three
months. DVR does not pay for long-term support.
County Developmental Disabilities Programs
Once the time-limited resources from DVR stop, you may be eligible for services through
the King, Clark, Pierce or Kitsap County Developmental Disabilities Program. Trillium has
contracts with these four counties to provide long-term support. This funding enables
Trillium to check in on you and your employer for as long as you are employed. Contact
your Division of Developmental Administration case manager to find out if you are
eligible.
Private Pay
When DVR funding stops or support from your county is not available, you can pay
privately for any continued necessary assistance. If you are an SSI or SSDI recipient, your
support services could be considered a work-related expense, and we can help you set
up a PASS plan or an IRWE. The PASS (Plan for Achieving Self Support) and IRWE
(Impairment Related Work Expenses) are set up through the Social Security
Administration. They allow you to pay for your support services by using income from
your gross earnings. PASS plans help people pay for services such as work-related
counseling and equipment needed for the job. Because you are paying for work-related
expenses, your monthly SSI will be higher than it would be without these expenses (you
normally lose 50 cents for every dollar earned from wages).
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6. TRILLIUM POLICIES
Client Rights Persons served by Trillium have many
rights including, but not limited to:
• Select their vocational goals and have final
approval of all plans made for them.
• Be treated with dignity and respect and to
have issues explained so that they understand
each aspect of their program.
• Have their services handled with privacy and
confidentiality.
• Involve others (spouse, parents, advocates,
etc.) in the planning process, as long as it is
understood that it is the client that we serve.
• Be protected from abuse, financial or other
exploitation, humiliation or neglect.
For full details on client rights Trillium adheres to,
please see https://www.dshs.wa.gov/dda/policies-and-rules/policy-manual.
Confidentiality All information in your records will be kept confidential and secured in a
locked file or password protected database. We require written consent from you or
your legal guardian in order to share that information with others.
HIV/AIDS Policy It is the policy of Trillium to treat AIDS and HIV infection as a disability
in accordance with federal law. It is also Trillium’s policy to provide a safe workplace for
all employees.
Terms of Employment You will be an employee of the business or organization that
hires you. Wages, benefits and job requirements will be decided by your employer.
Non-Discrimination We do not discriminate against people based on age, nationality,
race, color, religion or creed, marital status, sexual orientation, or the presence of any
sensory, mental or physical impairment in the delivery of our services.
Conflict of Interest If you feel that you have a conflict of interest with your employment
consultant, please notify their supervisor. If you don’t know who the supervisor is, call
the Trillium office and ask. The supervisor and/or a Director will try to solve your
problem as soon as possible.
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Access to Records The client has the right to review their own files. The sponsoring
agency (funder) has the right to review any and all information contained in the files.
The legal guardian of a client may review any information in the file without written
permission. The parent who is not a legal guardian must have written permission from
the client and/or guardian to review files. Staff will provide requested documentation or
access to files within three business days of written request.

Eligibility for Services Trillium Employment Services maintains that all individuals have
employment potential; formal assessment of vocational aptitude or competence will not
be used in determining an individual's eligibility for our service. In order to determine
eligibility for individual employment, a staff member must determine if the individual
meets the entrance criteria:
• Must be 21 years of age or older and not enrolled in public school. Exceptions are
School To Work clients and other situations the Program Manager may authorize
if the client has funding supports.
• Must demonstrate motivation to work and to participate activities that lead to
securing a job.
• Cannot display behavioral problems so severe there are no current support
systems available.
• Have responsible members of the home environment and/or a personal advocate
willing to cooperate with training programs and provide necessary support at
home for work readiness.
• Have access to and ability to pay for appropriate transportation to and from the
place of employment.
• Have a plan in place for funding the needed employment services. This can be
DVR funding, a PASS plan, County Service Authorization or a private payment
commitment.
• A Program Manager or designee will determine if eligibility has been met and will
make the final decision to accept into services.
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Ending Trillium Services Ending services with Trillium may occur if you request
termination from the program or we feel we can not help you achieve the employment
goals you desire.
Essential Services In the event of an emergency, Trillium will continue to provide
necessary essential services to the people we serve, in order to prevent danger to life,
health, or the safety of each individual. These essential services include: arranging
needed transportation, contacting family members, advocates, authorities, and other
services on a case by case basis.

7. TRILLIUM STAFF
Trillium prides itself on the quality of its staff.
Hiring Process To maintain an exceptional working environment and high quality staff,
Trillium employs a rigorous hiring process which is highly collaborative and requires a
very high level of honesty and transparency for all prospective employees.
Typically, the characteristics Trillium looks for in its employees include: creativity,
compassion, a desire to learn, good initiative, professionalism, and adaptability to
change.
Staff Training Trillium staff undergo an extensive and nationally recognized training
program which includes: systematic instruction, job development, first aid and CPR, and
positive behavior support training.
Staff Collaboration While you will have a dedicated Employment Consultant, Trillium
staff work in teams and you may have several staff working on your behalf or supporting
you at your job. Our collaboration ensures the best services are offered to you. Trillium
staff participate in numerous
community organizations and
activities, as well as professional
associations and collaborations within
the field of supported employment.
These organizations include Chambers
of Commerce and clubs like Rotary
and Soroptimist. Trillium is an active
member of Community Employment
Alliance, a statewide association of
supported employment providers.
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8. RESOLVING PROBLEMS
Trillium Employment Services fully supports the rights of individuals to express
complaints regarding any subject whether it be working relationships, program policies
or operations. Individuals will be encouraged and supported in their expression of these
concerns without suffering negative repercussions or retaliation.
Trillium acknowledges that all individuals have freedom of choice of providers and will
cooperate with the County and DDA to ensure this right. This includes directing
individuals to their case managers if they indicate an interest in changing services or
providers.
Problems at Your Job We believe in being able to talk about things. If you have a
problem with another employee, you should first talk about it with the other employee.
If you need help with that, we can help you follow your employer’s procedures to make
sure you get your problem solved.
Problems with Trillium If you have a problem with us (for instance, we don’t give you
the help you need or you feel we have not treated you with respect), talk to us first. You
can talk to any staff member and you can ask a friend or advocate to assist you in talking
about the problem. This is considered an informal complaint. Staff will look into any
informal complaints within 48 hours and report back to everyone involved on how the
problem can be resolved.
In order to have timely resolution, clients are asked to make any and all complaints as
soon as possible. Both the client and Trillium staff are expected to be honest and
respectful in order to facilitate resolutions.
If you feel the problem has not been resolved, you can talk to the Executive Director of
Trillium in person, by phone or in writing. This will be considered a formal complaint,
and the Executive Director will write down the complaint. The Executive Director will
investigate your formal complaint within five business days and you can expect a
written report on how your problem has been resolved.
If the problem is still not resolved, you and the Executive Director will pick a committee
of three persons to listen to your complaint and mediate to resolve it. At least one
person on the committee will not be affected by the outcome to make sure we have
fairness. You should expect written feedback from this committee within 30 days. You
may have your parent, advocates, residential staff or a case manager with you during
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this process. If external mediation is involved, the service funders (DVR, DDA, County)
will be notified.
If your complaint is about the Executive Director, you can contact a Trillium Board
member by asking the Associate Director for contact information. At any time during
this process you can also pursue other legal channels. If the complaint is a discrimination
complaint that you feel unresolved, you may contact:
DSHS Office of Equal Opportunity/OCR
P.O.Box 45839 | Olympia, WA 98504-5839
Phone: 1.800.521.8060 | TDD: 1.800.521.8061
If you have questions or would like information on other resources that might be
available to you, please contact Trillium. You can find more information on our website,
including staff bios and email addresses.
Our offices are typically open 9am -4:30pm Monday – Friday. Please call ahead as our
staff are mostly out in the community.
Office serving
King County:
201 Auburn Way N, Suite B
Auburn, WA 98002
Tel: (253) 735-1553

Office serving
Pierce County:
400 S Meridian Suite 1B
Puyallup, WA 98371
Tel: (253) 446-7510

Office serving
Kitsap County:
3501 NW Lowell St, Suite 101
Silverdale, WA 98383
Tel: (360) 698-6659

Office serving
Clark County:
2800 E Evergreen Blvd
Vancouver, WA 98661
Tel: (360) 567-3053

We are also available:
• TDD: 7-1-1
• www.trillium.org
• Facebook

We look forward to helping you
reach your employment goals!

Stay connected with us by liking us on
Facebook, LinkedIn, Instagram, and signing
up for our e-newsletter on our website
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