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1. WELCOME TO TRILLIUM EMPLOYMENT 
SERVICES 
Thank you for considering Trillium as your employment provider. We are dedicated to 
helping people find a job that fits their skills and interests and helping employers build a 
strong workforce. We are person-centered in our services, and we will support your 
individual success.  
 
Trillium has been providing supported employment services for people with disabilities 
since 1983. We currently serve King, Pierce, Clark, Kitsap, and Yakima counties. We work 
with many businesses in your community, and help people find a range of jobs including 
clerical, daycare, manufacturing, warehouse, custodial, and hospitality positions. 
 
This handbook will explain our services and set clear expectations.  Thank you again for 
considering Trillium as an employment service provider.  
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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 with your employment goals.  
 
We want to know about your dreams and your goals.  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. 
 

 

 

Our First Meeting 

 

Discovery & Planning 

Assessment 

Job 
Development 

 Other 
Services 

Job Coaching & 
Retention 
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3. SERVICES TRILLIUM OFFERS 
There are many ways Trillium can help you with your employment goals. We can help 
you get to know your community better, so you can decide on a job. Keep in mind when 
reviewing the services below, you may need more than one of our services. The services 
you receive are based on your interest, your need, and funding availability.  
 
Discovery & Planning:  You may not be sure what kind of job you want or where you 
want to work. The discovery process includes interviewing those who know you, 
observing you in different community and home settings to learn more about you in 
different ways.  
 
An Assessment: Assessments are short term and will give you an opportunity to try 
different tasks in a work environment.  This allows us to observe 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. 
 
Job development:  Job development will start when we understand your skills and the 
type of place you want to work.  We don’t have a list of jobs waiting to be filled, we 
approach businesses in the community to find the right job for you.  
 
We may do some job development activities with and without you.  We will update you 
on the businesses we are contacting and the progress we are making.  
 
When you get a job, you will have to do the following things and we will support you 
along the way:  
 

• You will have to follow the employers’ rules during 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.  

 
• You will need to plan how you will get to and from work. Trillium does not 

provide transportation services.  
 

• You will need to know the appropriate dress code for your job and be at work on 
time and looking good. You may have to buy a uniform or required safety attire. 
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• You will need to work on their schedule. You are an employee of the business, so 
they determine work schedule, wages and benefits.  

 
Job coaching:  Once you start your job, we will 
talk with your employer about the support 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 and 
build coworker relationships.  
 
Trillium will continue to provide job coaching or 
retention services to ensure that you and your 
employer get the needed support, so you are 
successful and have opportunities for career 
advancement.  

 
Retention:  Once you, your supervisor, and Trillium staff are all confident with your 
work performance, Trillium staff 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, Trillium staff 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, 
Trillium staff can step back in to offer support. 
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4. ROLES AND EXPECTATIONS 
Job Seeker 
Expectations 
 
Your job search and future job should be your first 
priority over sports, activities, volunteering, and 
time with friends. You may have to reschedule 
activities to fit around your work schedule once you 
get a job. When Trillium staff finds job 
opportunities, they expect that you help apply, 
advocate for yourself, and attend interviews. 
Whenever you get together with Trillium staff to 
talk to businesses or to attend interviews, you 
should be dressed professionally.  If you don’t know 
what to wear, ask Trillium staff for ideas. We want 
to help you make a great first impression.  
 
Reality of a First Job 
 
Your first job will probably not be your dream job. To apply to a dream job, you need to 
have work experience and professional references. Your first job will be something that 
helps you build work experience, earn money, and you need to take it seriously and 
show your employer you can be counted on. You may have to work during the evening, 
weekends, or on holidays.  
 
Communication with Employers 
 
It is the job of Trillium staff to maintain support and communication with you and your 
employer.  Requests for a vacation, more work hours, schedule changes, etc., should 
involve Trillium staff. Trillium staff have a working relationship with the business and 
knowhow 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 providing transportation for interviews or appointments and wearing 
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professional attire.  Trillium staff will give you as much notice as possible for scheduled 
interviews or appointments, but some events, like quickly scheduled interviews, may be 
beyond their control. 

 
Trillium staff 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. Be open to exploring a range 
of job types, work schedules, 
businesses, and a broad geographic 
area. 
 

Once a job start date exists, work needs to be a priority over extra-curricular activities 
and volunteer activities. This may mean rescheduling other activities, so they don’t 
conflict with work. A work schedule is determined based on a business’ needs; so, while 
Trillium staff may advocate for certain hours, the work schedule is ultimately 
determined by the business.  Work hours may include evenings, weekends, or holidays. 
Excessive vacation time should not be requested. Attendance is an important way to 
demonstrate commitment to their position. 
 
If you have any questions or concerns to address with an employer, please inform 
Trillium staff so we can support a successful conversations and resolutions. rather than 
approaching a supervisor yourself.  
 
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 Trillium staff in a timely manner.  
 
Many jobs are found through connections, so your network of friends and families is 
valuable.  Think about people you know who own or work at different businesses, stores 
or restaurants and other places that you have community connections. Give the contact 
information to the Trillium staff and they 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 helping you find and keep 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.  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, 
and DVR does not pay for long-term support.  
 
Developmental Disabilities Administration (DDA)/County Services 
Once the time-limited resources from DVR end, you may be eligible for services through 
your county. Trillium contracts with counties to provide long-term employment support 
in partnership with DDA. Contact your Developmental Disabilities Administration case 
resource manager to find out if you are eligible.  
 
Private Pay 
When DVR funding ends or funding from DDA is not 
available, you may be eligible to pay privately for any 
continued necessary assistance. Trillium staff can help 
you determine if this is an appropriate service.  
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6. TRILLIUM POLICIES 
Client Rights: People served by Trillium have many rights including, but not limited to:  
 

• Creating their own job goals and service plans.  
• Being treated with dignity and respect. 
• Asking for information to be explained again or in different ways or languages.  
• Having their personal information handled carefully.  
• Involving others (family/advocates, etc.) in the planning.  
• Being protected from abuse, discrimination, or exploitation.  

 
For full details on client rights Trillium adheres to, please visit  
https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/policy/policy5.06.pdf 
 
We also love these videos on Client Rights created by People First of Washington 
 
https://informingfamilies.org/pf-rights/ 
 
Confidentiality: All information in your records will be kept confidential and secured in a 
password protected database. We require written consent from you or your legal 
guardian to share 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.  
 
Non-Discrimination: We do not discriminate because of race, color, national origin, 
gender, age, religion, creed, marital status, disability, sexual orientation, or the presence 
of any sensory, mental, or physical impairment in the delivery of our services.  
 
Access to Records: The client, funder and a legal guardian have the right to review the 
client files. The legal guardian of a client may review 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.  
 

https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/policy/policy5.06.pdf
https://informingfamilies.org/pf-rights/
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Eligibility for Services: Trillium Employment 
Services maintains that all individuals have 
employment potential; formal assessment of 
vocational skills will not be used in 
determining an individual's eligibility for our 
service. 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 school. Exceptions are Job 
Foundations and School To Work clients and other situations the Program 
Manager may authorize if the client has funding supports.  

• Must show motivation to work and participate in activities that lead to a job.  
• Cannot display behavioral problems so severe there are no current support 

systems available.  
• Have support in the home environment and/or a personal advocate willing to 

assist with work readiness.  
• Have transportation or the ability to pay for transportation to and from work.   
• Have funding for employment services.  
• A Program Manager or designee will determine if eligibility has been met and will 

make the final decision to accept into services. 
 
Ending Trillium Services: Ending services with Trillium may occur if you request 
termination from the program or we feel we cannot help you achieve your employment 
goals.  
 
Essential Services: In the event of an emergency, Trillium will continue to provide 
necessary essential services to the people we serve, to prevent danger to life, health, or 
the safety of everyone. These essential services may include arranging transportation, as 
well as contacting family members, advocates, or authorities.  
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7. TRILLIUM STAFF 
Our team is here to serve you! Typically, the characteristics Trillium looks for in its 
employees include creativity, compassion, a desire to learn, good initiative, 
professionalism, and adaptability to change.  We also strive to hire people with diverse 
backgrounds because we believe that makes our teams stronger.   
 
Staff Training:  We invest a lot in our staff training to make sure you get great services. 
We go beyond the required trainings to make sure staff are learning new strategies for 
supporting your job success. Training includes systematic instruction, discovery, job 
development, first aid and CPR, positive behavior support, and right response training.  
 
Staff Collaboration: While you will have a 
dedicated Trillium staff person, we 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 by 
utilizing the diverse skills on our team. 
Staff may change when staffing capacity 
changes and Trillium may not be able to 
accommodate an individual staff request 
by you or your family. 
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8. RESOLVING PROBLEMS 
We are here to serve you, and if you are not happy with our services, we aren’t doing 
our job.  If we aren’t communicating the way you want or you have challenges with 
Trillium staff or you are upset about something, please tell us so we can do something 
about it.  

Please talk to your Trillium staff person about your concerns. Any issue you bring to us, 
we will try to work through with you.  This is considered an informal complaint. Staff 
will investigate any informal complaints within 48 hours and report back to everyone 
involved on how the problem can be resolved. Sometimes it helps to set up a meeting 
with everyone involved to clear things up.  

If you feel the problem has not been resolved after meeting with Trillium staff and their 
supervisors, 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 then 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 resource manager with you 
during 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 for contact information or checking our website.  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 
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If we can’t resolve your concerns, you have the freedom to choose a different 
employment provider and we would cooperate with your new provider for a smooth 
transition.  

 

 

CONTACTING TRILLIUM 

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: 
5109 NE 82nd Ave, Suite 200 
Vancouver, WA 98662 
Tel: (360) 567-3053 

Office serving  
Yakima County: 
PO Box 412 
Yakima, WA 98907 
Tel: (208) 253-6351 

Our offices are typically open  
9:00am – 4:30pm Monday – Friday. 

 
Please call ahead as our staff are mostly 

out in the community. 

We are also available: 
• TDD: 7-1-1 
• www.trillium.org 
• facebook.com/ 

TrilliumEmploymentServices 
 
Stay connected with us by liking us on 
Facebook, LinkedIn, and Instagram.  
On our website, you can view staff bios, 
find resources, and sign up for our  
e-newsletter. 

We look forward to helping you 
reach your employment goals!  

 

 

 

http://www.trillium.org/
http://www.facebook.com/TrilliumEmploymentServices
http://www.facebook.com/TrilliumEmploymentServices



	Binder1.pdf
	Client Handbook - Cover - 8.5x11 web

	Client Handbook 2021 - proof1.pdf
	Table of Contents
	4. Roles and Expectations
	5. How services are paid for
	Division of Vocational Rehabilitation (DVR)
	Developmental Disabilities Administration (DDA)/County Services
	Private Pay
	DSHS Office of Equal Opportunity/OCR


