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PRE-EMPLOYMENT CAREER TRAINING PROGRAM 

 

PURPOSE OF PECT VOCATIONAL PROGRAM 

The Pre-Employment Career Training Program (PECT) is a program that helps students with 
disabilities (students with IEPs and 504’s) prepare for transition to employment and community 
participation during and after high school. Students who have work experience during high school 
are more likely to continue to work and earn more money after leaving school. 

Students learn to become productive, independent, self-sufficient adults through a variety of PECT 
experiences. PECT will assist students in developing appropriate work habits and realistic career 
goals. This program offers meaningful pre-vocational support in Job Exploration Counseling, 
Work-Based Learning Experiences, Counseling on Post-Secondary Education, Workplace 
Readiness Training, and Instruction in Self-Advocacy. 

 

STEP PROCEDURES 

1. PECT students are typically referred at the end of their sophomore year of high school. 

2. Students are referred using the Referral process on the next page. 

3. PECT will assist in finding employment. Students who are able should fill out and turn in 

applications on their own. The Transition Specialist/PECT Coordinator or job coaches can 

then follow up with the employer. 

Name Phone Email 

Allison Borland (Transition Specialist 
& PECT Coordinator) 
 

Work: 309-697-0880 
Cell: 331-704-0921 

aborland@seapco.org 

Kris Dutton (Job Coach) 
 

Cell: 309-231-4185 kdutton@seapco.org 

Brenda Hyneman (Job Coach) 
 

Cell: 309-363-2126 bhyneman@seapco.org 

Betsy Baker 
 

Cell: 309-401-7646 bbaker@seapco.org 



 
ELIGIBLE VS POTENTIALLY ELIGIBLE STUDENTS 

Students are split into two different categories when being referred. The DRS Counselor makes the 
final decision on what category students will be in. 

Students that would fall into the Eligible category are those who will pursue competitive 
employment after graduation. They will also need support through DRS services in some capacity 
during that time. 

Students that would fall into the Potentially Eligible category may not need vocational services 
from DRS after graduation but may want assistance with college. They can also be students who 
are not going to pursue competitive employment after graduation. 

All students in both categories are able to receive services from the PECT Vocational Team. In this 
category you can receive pre-vocational support in Job Exploration Counseling, Work-Based 
Learning Experiences, Counseling on Post-Secondary Education, Workplace Readiness Training, 
and Instruction in Self-Advocacy. 

 

DRS PECT REFERRAL FORM 

This form is used to refer a student to the PECT vocational program. The first box of information 
needs to be filled out with student information. 

● Date 
● Method of contact 
● Last name, first name, middle name 
● Date of birth 
● Age 
● Sex 
● Social security number 
● Current grade level 
● Home address 
● Home phone number 
● Disability 

This form only goes to the DRS counselor with a signed release, copy of birth certificate, and most 
recent physical exam. 



 
PERMIT TO RELEASE OR OBTAIN INFORMATION FORM 

This form accompanies the DRS PECT Referral Form. This allows DRS to obtain records from the 
school district in order to begin the PECT referral process. Student’s name and date of birth are to 
be written in at the top of the form. 

Step 1: To be completed by the person filling out the referral. 

Step 2: Check the following boxes: 

● Psychological 
● Speech and language 
● Social development 
● Medical/health 
● IEP eligibility 
● Physical and/or occupational therapy 
● Other: Birth certificate (must be included) 

Step 3: Check SEAPCO to see if the student's records are with SEAPCO. If a student's records are 
with another school, check the appropriate box and fill in the address. 

Step 4: Check the box for Todd Welton as all records go to him. 

Step 5: Parents AND students must sign and date. The Permit to Release or Obtain Information 
form and the DRS Referral form, along with all records, are given to Allison Borland, Transition 
Specialist/PECT Coordinator. 

 



 

 



 



 
After the DRS PECT Referral Form, Permit to Release or Obtain Information Form, and student 
records reach the PECT Counselor at DRS, the counselor will set a time to meet with parents and 
the student to go over information. The PECT counselor will enter the student information into the 
DRS system, confirm the student’s social security number, and the student will be assigned a DRS 
number. Once the SEAPCO Transition Specialist/PECT Coordinator receives this number, the 
student will be sent a letter letting them know they have officially been entered into the program. 

Services with the PECT include: 

● Meeting students to find out skills and interests 
● Helping students find employment 
● Checking up on students on the job 
● Meeting with employers to make sure all is well on the job 
● Intervene when necessary if there are issues with job placement 
● Going to student’s IEP meeting, annual reviews and any other pertinent meetings 

 

OJT/WORK SITE FORM 

This form is completed for all students starting a new job. It is the teacher’s responsibility to fill out 
this form. It is very important that all the following information is filled out: 

● Student’s name 
● Employer 
● Supervisor 
● Full address of work site 
● Phone number of work site 
● Job duties to be performed by student 
● Beginning date (student will only be able to be paid as of this date) 
● Student’s work schedule (days and hours) 
● Check whether OJT or employer-paid 
● Wage per hour 

This form should be emailed to Allison Borland at aborland@seapco.org. 

This information must be entered into the DRS website and approved by the DRS PECT counselor 
before student’s work hours can be entered into the DRS website. 



 
A work site form must be completed for each employment placement. If a student is working at 2 
different job sites, a form must be filled out for each job site. If a student ends a job placement 
and starts a new job placement at any time during the school year, a new worksite placement 
form must be filled out for the new work site. 



 



 
PAYCHECK STUBS 

Students must report their hours through a timesheet provided by the Transition Specialist/PECT 
Coordinator and by submitting their paycheck stub, if they are in an employer paid position. 
Teachers will collect paycheck stubs from students and add them to their school's PECT Drive in 
the designated folder. 

If a student is not in an employer paid position, a timesheet is all that is needed. 

 

PECT TIMESHEETS 

Timesheets are to be sent to Allison Borland via your schools PECT Drive in the designated folder. 
The due dates for these will be given to teachers at the beginning of the school year. 

It is very important to get time sheets in by the due date, as payroll cannot be held up and hours 
have to be entered into a State database on time. These timesheets are very important because 
they allow DRS to pay for students who become outcomes and allow for more funding to come in 
for the PECT program. 

Information needed on time sheets: 

● Student’s first and last name 
● DRS number 
● Vendor: SEAPCO 
● Age 
● Grade 
● School 
● Billing Period – Month/Year. 
● Worksite student is working at 
● Pay: OJT or EMP 
● Write in number of hours worked 
● Total weekly hours. Please check to make sure hours are correctly added. 

Working hours should be rounded, a chart explaining how to round these are on the next page. 

Please make sure that timesheets are legible. It is a good experience for a student to fill out 
his/her own time sheet, but if not legible, please re-write it. 

 



 



 



 
QUARTERLY STUDENT EVALUATION 

Student employment evaluations will be filled out on working students at the end of each grading 
period. The SEAPCO Transition Specialist should receive at least two evaluations by the end of 
each semester. Dates will be given to teachers at the beginning of the school year. 

All information at the top of the evaluation should be filled in. 

Students who receive job coaching services, will have an additional area for completion on the 
back of evaluation. The job coach will fill out and review their portion of the evaluation, but the 
teacher is responsible for uploading the evaluation into their school’s drive in the designated 
folder. 

For students who do not receive job coaching services, it is the teacher’s responsibility to have 
evaluations filled out by the employer and turned in. The easiest way for teachers to do this is to 
give a copy of the evaluation to the student to turn into their employer and repeatedly remind the 
student to get the evaluation back to them as soon as possible. 

 

PRE-EMPLOYMENT TRANSITION SERVICES FOUNDATIONAL SKILLS CHECKLIST 

This form will be used by teachers to communicate what services the student has completed 
within the school setting. It will need to be completed for each student by February of each school 
year. 

 

COLLEGE INITIATIVE 

If a student is interested in attending a community college or a university after completing high 
school they can be referred as well. The DRS counselor makes the final decision on if they will pay 
for the students' education. To be eligible for the Eligible or Potentially Eligible category, they must 
need support in the areas the Vocational Team provides. DRS is able to pay for tuition, fees, books 
and even mileage reimbursement, if found eligible. Students must be in the PECT program for 
these services to be paid for by DRS. Information needed to be considered for the College Initiative 
Program: 

● Be in agreement with DRS counselor on planned area of study 
● Apply for admission to the college or university 

○ Copy of acceptance letter 



 
● Complete FASFA 

○ Proof of FASFA completion 
● Complete college placement test 

○ Copy of recommendations from placement test 
○ If test is not needed for program, a letter stating why it is not needed from the 

institution 
● Write a brief essay on why student wants to attend the college or university program and 

their interest in the career 
● High School Transcript and GPA 

There is also an opportunity for students who are still in high school or a transition program to 
apply for DRS to pay for a class while they are still enrolled in their program. It allows students to 
have a dual credit class paid for or a transition student to trail a college course. Students must 
have a specific field of study they want to go into. The DRS counselor makes the final decision if 
they will pay for the students' class. The student must also be referred to the PECT program and in 
the DRS system to be eligible. Information needed to be considered for this program: 

● Be in agreement with DRS counselor on planned area of study 
● Apply for admission to the college or university 

○ Copy of acceptance letter 
● Complete college placement test 

○ Copy of recommendations from placement test 
○ If test is not needed for program, a letter stating why it is not needed from the 

institution 
● Write a brief essay on why student wants to attend the college or university program and 

their interest in the career 
● High School Transcript and GPA 

 

 



 



 



 



 



 



 



 



 



 



 


