
TENNESSEE DEPARTMENT OF HUMAN SERVICES - VOCATIONAL REHABILITATION SERVICES 
Job Readiness Report 

CRP Agency Name      Customer’s Name 

     COMPETENCY AREA 
Training 
Needed? 

(yes or no) 

Date 
Training 
Provided 

COMMENTS 

A. The Job Application
1. Can fill out a paper/online job application

completely and correctly or has a responsible
party who can assist when necessary (no blank
items, signed)

2. Resume or fact sheet developed.
The resume must be submitted to VR with the
Vendor Authorization for payment of job
readiness services.
3. References contacted (by the provider of job

readiness services) in advance with complete
information on name, address, telephone #,
job title.

The customer’s reference sheet must be 
submitted to VR with the Vendor Authorization 
for payment of job readiness services. 
4. Demonstrates understanding of legal

implications of signature on application, (drug
screen, felony record, etc.)

5. Drug screening and ability to pass has been
discussed with customer.

6. Education section fully completed accurately
with dates.

B. Finding the Right Job
1. Can identify work interests.  Understands if

they are realistic.
2. Understands the importance of liking the job

and feeling a part of the work environment.
Discuss the following positives of being in a
workplace that “fits”:

Keeping the job    
Working Harder 
Making fewer mistakes  

3. Understands and can discuss own abilities and
aptitudes.

4. Understands the importance of motivation,
attention and dependability.

5. Discuss the following:
Being present everyday 
Being on time 

 Getting along with others
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6. Can explain the benefits of working

7. Understands how to perform a job search
a. Career Centers
b. Friends and family
c. Newspaper
d. Internet
e. Staffing Service
f. Staying organized during the job search

(calendar, appt. book)

C. The Job Interview
1. Understands first contact and first impressions
2. Can understand potential job interview

questions.
3. Demonstrates effective non-verbal behavior

(eye contact, personal habits, calmness)
4. Understands and demonstrates appropriate

dress & grooming for an interview
5. Mock interviews:

a. Job readiness/placement provider
b. Offsite interview conducted by third party

6. Customer can discuss strengths as a worker
7. Can write out answers or verbally respond to

interview questions
8. Understands the need for follow up after an

interview—i.e. a phone call to express interest
in the position, a thank you note for the
interview

9. Can explain what may be perceived as
negatives on application (convictions, lapses in
employment)

10. Understands  pros and cons of disclosure of
disability and knows how to request a
reasonable accommodation

D. Keeping the job.  The work habits and attitudes necessary to keep a job:
1. Contingency Plan/Barriers to Employment

a. Plan for transportation
b. Plan for back up transportation
c. Childcare
d. Back up for childcare
e. Illness
f. Weather
g. Gas & lunch money
h. Do I have an alarm clock and can I use it.

Any contingency/barrier issues which are 
ongoing/recurring in nature or are not fully 
resolved must be included on the Job Placement 
Activity Plan. 
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Date the report content was reviewed with the customer or their representative/guardian: 

CRP Staff  Signature Date 

2. Attendance; what are acceptable absences.
What to do when you need to be absent.

3. Punctuality (upon arriving at work, following
breaks and lunch)

4. Getting along with other – co-workers and
supervisors

5. Quality of work
6. Quantity of work
7. Working safely
8. Following directions
9. Can assess strengths and weakness.  Accepting

responsibility for own behavior and problems
on the job.

10. Knows how to request a reasonable
accommodation.

E. Leaving the Job
1. Understands the importance of:

a. Giving two week notice
b. Leaving on good terms
c. Making sure there is another job to go to.

TDHS staff should check the “Forms” section of the intranet to ensure the use of current versions. Forms may not be altered without prior approval. 
Date of Last Review: 01/06/2024 
Date of Next Review: 01/06/2027 
HS-3337

Effective Date: 01/28/2023 
RDA: 2117 
Page 3 of 3



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /All

  /Binding /Left

  /CalGrayProfile (Gray Gamma 2.2)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Warning

  /CompatibilityLevel 1.6

  /CompressObjects /All

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.1000

  /ColorConversionStrategy /LeaveColorUnchanged

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo false

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments false

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Remove

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 150

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.40

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.76

    /HSamples [2 1 1 2] /VSamples [2 1 1 2]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 150

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.40

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.76

    /HSamples [2 1 1 2] /VSamples [2 1 1 2]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<





    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e55464e1a65876863768467e5770b548c62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200036002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc666e901a554652d965874ef6768467e5770b548c52175370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200036002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>







    /HUN <>

    /ITA (Utilizzare queste impostazioni per creare documenti Adobe PDF adatti per visualizzare e stampare documenti aziendali in modo affidabile. I documenti PDF creati possono essere aperti con Acrobat e Adobe Reader 6.0 e versioni successive.)

    /JPN <>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020be44c988b2c8c2a40020bb38c11cb97c0020c548c815c801c73cb85c0020bcf4ace00020c778c1c4d558b2940020b3700020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200036002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken waarmee zakelijke documenten betrouwbaar kunnen worden weergegeven en afgedrukt. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 6.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>





    /SKY <>



    /SUO <>

    /SVE <>

    /TUR <>



    /ENU (Use these settings to create high quality Adobe PDF documents suitable for a delightful viewing experience and printing of business documents.  Created PDF documents can be opened with Acrobat and Adobe Reader 7.0 and later.)

  >>

>> setdistillerparams

<<

  /HWResolution [600 600]

  /PageSize [612.000 792.000]

>> setpagedevice



	CRP Agency Name: 
	Customer's Name: 
	A: 
	 2: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 1: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 3: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 4: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 5: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 6: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 


	B: 
	 1: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 2: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 3: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 4: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 5: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 6: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 7: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 


	C: 
	 1: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 2: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 3: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 4: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 5: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 6: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 7: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 9: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 8: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 10: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 


	D: 
	 1: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 2: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 3: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 4: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 10: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 9: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 8: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 7: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 6: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 

	 5: 
	 Training Needed?: [ ]
	 Date Training Provided_af_date: 
	 Comments: 


	E: 
	 1: 
	 Comments: 
	 Date Training Provided_af_date: 
	 Training Needed?: [ ]


	Date the report content was reviewed with the customer or their representative/guardian: _af_date: 
	Date Signed: 


