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STATE PLAN FOR ADMINISTRATION OF THE

PROGRAM OF VOCATIONAL REHABILITATION IN NEW JERSEY

1.2

l.a

1.4

PART II. VOCATIONAL REHABILITATION OF THE BLIND

Criteria of Blindness,

In order to be eligible for rehabilitation service, an individual must
fall within the following definition of blindness: Central visual acuity
reduced to 20/200 or less in the better eye with correction, or, visual
field defect in which the peripheral field is contracted to such an
extent that the widest diameter of visual field subtends an angle of no

greater than 20 degrees.

Because of the individualized nature of eye conditions and their
particular effect upon a given individual, the rehabilitation of individ-
vals who are blind in one eye only, or whose vision falls between 20/70
and 20/200 will be supervised either by the State Commission for the
Blind or the State Rehabilitation Commission in accordance with the
Mawmmmmm.

Responsibility of the State Board,
The State Board of Vocational Education assumes responsibility for
statistical and financial reports containing estimates of expenditures,

accounting for Federal funds, and the furnishing of other information
to meet Federal requirements found necessary by the Federal Director.

Plan Materials and reports,

() The State Commission for the Blind, or its Executive Director,
approves Plan materials, :

(b) The Executive Director of the State Commission for the Blind
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submits Plan materials and reports to the Federal Director.

(¢) Does not apply.

For Exhibit 44) the State Board of
(QB!M( d.l::ﬂﬂ.m h!&n e

Muhmh&mﬁPNMﬂm

Legal Basis,

Certified copies of all laws including current appropriation laws,
pertaining to the administration of the vocational rehabilitation program

are included as an attachment to the Plan,

responsi-
ﬁmhmmummdmmm In
of 1944, Section 30:6-11 of the Commission's law was amended
:'r-u;, "The State Board dmdmzlmu
| authorized representative” was "empowered to negotiate
uummmmmumm

hhmdm mmm
uujnuuo&umm . mn‘m
uc
sion to be used, ther with funds obtained the State and from

other sources for Wrm the blind, " etc.
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Section II. Eligibility

2.1

2.4

Responsibility for determination,

The State Commission for the Blind assumes responsibility for
determination of the eligibility of individuals for vocational rehabil-
itation, and determination of the nature and scope of vocational
rehabilitation services to be provided such individuals., Such respon-
-mn::m to any other agency or individual not of the

An otherwise eligible person, must have a residence of one year in
for such services
training,
: licenses, and tools and
m Reeidence in the State without any restriction is a
of eligibility for all other services including: diagnosis,
guidance, counselling, placement, post placement supervision,

Criteria of eligibility for vocational rehabilitation,

Eligibility for vocational rehabilitation is determined upon the basis of
two established criteria: (1) The existence of a physical or mental
disability., (2) The existence of a substantial employment handicap
resulting from such disability.

Criteria of eligibility for specific purposes.
(1) Physical Restoration,

A client is eligible for physical restoration services when he has a
physical or mental condition which is relatively stable or slowly
progressive and constitutes a substantial handicap to employment
and which is of such a nature that correction or modification of such
a condition eliminates or substantially reduces such handicap within
a reasonable length of time.

(2) Rehabilitation training and training materials,
A client is eligible for rehabilitation training and training materiais

when he has the mental and physical qualifications and capacity to
profit from such training and it is necessary to his satisfactory

s
|
|
|

.

(8) Tramsportation, occupational licenses, and customary occupational
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tools and equipment,

A client is eligible for these services when they are necessary to
his vocational rehabilitation.,

(4) Maintenance,

A client is eligible for maintenance when it is necessary for his
rehabilitation and his economic need has been established. 600, 16

NOTE: Financial need will determine the eligibility of otherwise
eligible clients for: physical restoration, maintenance,

transportation and guide service, training
occupational tools and
equipment; financial need is not a requirement
for tools and in the
controlled Business Enterprise Program,
Non-diserimination,
The State observes the principle that sex, race or color do not
justify inequality in the determination of eligibility, and in the provision
of necessary rehabilitation services,

The State Agency makes rehabilitation services available only to such
classes of disabled individuals who, through such rehabilitation services,
may be made employable; or more suitably employable and individuals
who are severely disabled or homebound are not excluded.

War -disabled civilians and civil employees of the United States,

The State Agency accepts for vocational rehabilitation any individual
mnurmmm.ummmu.

civilian employee of the U.£8, disabled in the performance of his duty,
who is a resident of the state or who chooses the state as and for his
residence. With respect to individuals so certified all necessary
rehabilitation services, other than maintenance, is made available
without consideration of The individuals financial need.

Hearings on applicants’ appeals,
Any individual applying for vocational rehabilitation services who is
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Section I, Case Finding
3.1 Finding and Intake,

(2)

(b)

()

The State Agency has maintained since 1910 a register of the
blind listing all known blind persons in the Ftate, Through
publbuylﬂruudb’-bucndpmm through
radio and press releases, additional names are constantly being

cmmw friends, relatives of blind people,
and blind individuals themselves., Additional sources of referrals
are hospitals, and medical doctors. Under
Title 30:6-1 of the Revised Statutes of New Jersey, every physician
must report to the Commission every case of defective vision

which in his judgment may result in permanent blindness,
The State Agency establishes cooperative working relationships

with heaith, welfare, compensation, education,
mmm«mamwuvmm

representatives
as well as the visually handicapped individual with the services
of the agency.

Every blind person who is potentially employable, referred or
coming to the attention of the Commission will be given the
opportunity of applying for the various services provided under
this Plan. All such blind individuals will in general be visited
by a properly qualified representative to arrange for intake, A
limited number of clients come directly to the Commission's
offices at the time of first contact. The Commission will employ
such (intake) personnel as may be necessary for this .
mmvmrmuuudumm and
application for vocational rehabilitation (Szhibit-13). He will
initiate the procedure for determination of eligibility for vocational
rehabilitation through a general medical examination and an
mnm Additional data, such as a needs
test report will be submitted
as needed. muuuuumw'-mnnym
rehabilitation services will be made by the Case “upervizor, At
such point as the investigation and advisement of the case indicates,
a definite decision as to feasibility or non-feasibility, for vocational
rmmvmumm"mmmmmum

written, {Exhibit-16)
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Section IV. Case Diagnosis
4.1 Scope of diagnosis.

4.2

4.3

The case diagnosis constitutes a comprehensive study of the clieat
including a medical as well a= a vocational diagnesis of the individual.

Basis of diagnosis.

's
*&m&m
-ﬂnnub, employment experience and oppor-
tunities, mumm

Medical diagnosis.
(2) As a basis for determination of eligibility and formulation of

the individual's rehabilitation plan, the State Agency provides
for competent medical diagnosis, including a complete ophthal-
mological and general examination in every case, and
where to a decision on doubtful cases,

reasonably necessary
the diagnosis, if at all practicable, is secured from a recognized
mnmmmumbythmm

The diagnosis will be accompanied by recommendations as to

the means and methods of restoration, and by a statement of any

physical or mental limitations that may exist.

approved by the Medical Consultant

(b) The State Agency accepts an eye or general medical examination /

in lieu of securing new examinations when such report is sufficiently

conclusive and can otherwise be relied upon to provide a sound

basis for diagnosis of the phy=ical or mental condition of the client.

(e) Minimum information routinely required in the general medica!/
diagnosis are a determination of the physical condition and limita-
tions of the individual, and in addition: bloed serologic test and
urine analysis, Whenever, in the opinion of the examining
physician and/or the Commission's Medical Consultant other
special laboratory tests, examination by specialists, or other
special medical service is necessary, it will be the policy of the
Commission to procure such service or services when the best
interests of the client will be served by such procedure.

(d The State Agency provides hospitalization for diagnostic purposes,
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for a period not to exceed 10 days, when recommended by a
physician and approved by the Commission Medical Consultant,
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Section VI, Confidential Information

é.1

Rules and regulations,
The State Agency adopts such rules and regulations as are necessary

to assure that all information as to personal facts and circumstances
of applicants or clients given or made available to the

: and
tl‘:...-‘m agency evaluation, are held to be confiden-
Use and exchange of information,

(a) The use of such information and records is limited to purposes

|
2
i
]
P ¢

- be used oaly in accordance with the State Ageacy’s regulations,

(d) Procedures and standards,

The State Agency adopts such procedures and standards as are
necessary to (1) give effect to ite regulations; (2) assure that all
clients and interested persons are informed as to the confiden-
tiality of rehabilitation information, and that a copy of the Agency's
md:llﬂnputh:-ﬂh.‘ d‘::.dﬂu
facilities and equipment as assure the adequate protection of the

confidentiality of such records,



"Whereas, the New Jersey Commission for the Blind has
in ite files much confidential information regarding the blind
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‘Whereas, the

Board of Manager who went on record as follows, on March 23,
tion might

1889:

“On motion, duly seconded, the following Resclution was

in this connection the Commission's policy has been set by its
adopted:

3
253383 X uu
THERH
ikl ihE

ell -
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Section VII. Rehabilitation Plan for the Individual

7.1

7.2

7.3

7.4

7.5

Formulation of the plan.
The State Agency formulates an individual of rehabilitation
for each eligible clieat to whom services are to be

furnished. The plan is formulated on the basis of an evaluation of
all data secured through the case diagnesis,

Content of plan,
The individual's plan of rehabilitation sets forth the services
to the client's vocational rehabilitation, the

or revision of the individual's plan when for reason it becomes
the above underlying conditions not be met.,

Clients receiving service are contacted with sufficient and
regularity by counselors to secure an of their
and general adjustment and to afford opportunity to assist in
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Section VIII. Services
8.1 Scope of services.

(a) All necessary vocational rehabilitation services, including
counseling, physical restoration, and placement is
made available in the individual case to the extent necessary
to achieve vocational rehabilitation.

(b) The State Agency assumes responsibility for providing short
. periods of medical care for acute conditions arising in the course
of rehabilitation which, if not cared for, would constitute a hazard
to the achievement of the rehabilitation objective.

(¢) Duration of training.
The rehabilitation training provided in an individual case is
limited to the amount of such training necessary to fit the client
for his vocational objective.
8.2 Counseling and guidance.

(a) muﬁ:ﬁmmumuum

(b) Service reports,
reports are obtained at reasonable intervals from training

Adequate
and other service agencies as to the progress of rehabilitation
services in each case.

8.3 Placement.

( mm responsibility for placement of all
" mmmm

(b) Provision is made for a reasonable period follow-
qumummmmw
8.4 Working arrangements,
providing vocational rehabilitation or similar services, For details of
such agreements see attached cooperative agreements with: State

WW(&. 4a); New Jersey Employment fervice
Haw fepsevTuberenionts reagus{=34<),

- .
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(a) the professional and technical qualifications of personnel;

(b) adequacy of equipment; and

(c) the scope and adequacy of services rendered.
Standards for hospitals.

In purchasing hospital service the Commission will utilize those
hospitals in the State which have been approved by the American

College of Surgeons with due consideration for: the quality of services
oifered, conveniences of the facility to the individual case, economy

in purchase for required services, and the recommendations of the
physician the case.

When available, preference will be given to public or private hospitals
with well developed surgical and specialty services, medical social
services and physical and occupational therapy departments. If

will be given to hospitals which afford residency

medicine and surgery in the State., Minimum requirements for
such physicians are graduation from a school of medicine approved
by the Council on Medical Education and hospitals of the American
Medical Association, The client will have reasonable free choice
of practitioners as described in this section.
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(e)

(d) Specialty
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The standards of qualification of personnel providing physical

or gervice are registry, or graduation
from a school for the training of therapists accepted
by the profession. When personnel of such are not

for an individual's

The standards of gualification of providing

or K

or hrnmuu nurse. In the event

personnel with the : are not available, an
nurse will be this is
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(a) Gradustion from a school of medicine approved by the
Council on Medical Sducation and Hospitals of the
American Medical Association and,

(b) Completion of one year's internship in a hospital
approved by the same council and,

(c) Completion of at least two years exclusively devoted to
special training or experience in the field in which their
use is proposed. _

The standards of selection of facilities for on-the-job-training are
primarily based upon the ability of the Commission or the facility
to provide an instructor or instructors who have trade competency
and experience in training other workers in the operations to be
performed., Other factors are adequate equipment and iastructional
material, provision for a plan of graduated progress in the job to
be learned, and an efficiently organized instructional schedule.
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If a blind person has aptitudes indicating feasibility for

employment, but is not sufficiently adjusted to his blindness

::.h u’:v- Mmdm" t
E

eﬂnhh:zmbduz '.lhﬂlullm

independence. Facilities umm’s work shops,

m—-mnwmm Commisaion’s

Testing, ete
The standards for facilities are: (1) that they be secured
from the psychological of a
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Section X, Economic Need
10.1 Establishment of Need,

Economic need will be determined prior to provision of services
conditioned on need and the individual's financial circumstances
will be ascertained as follows:

in each case involving services conditioned on financial need, the

wmmuwmuuw
information will be securedfesu the client and, if

From his parent or guardian if the client is a minor. I additional

information appears to be necessary, it will be obtained from reliable

(b) This standard is applied in each case to determine the existence

and extent of the individual's financial requirements regardless
of the type of service to be provided.

(¢) The client is considered in financial need if he has insuificient

resources (1) to procure normal living requirements as defined
by this standard and (2) to meet the cost of other
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“%

and uniformly applied
stafi
will

10.5 Uniform Application and Cquitsbility of Standards.
and will be
equitable treatmeat of
standards
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Segetion »I. Persoanel Administration

11.1 Methods and policies of selection and appeintment,

_
_

n HTH

_:
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1.3

11.4
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Participation in political activity.

Any personnel in the day-to-day administration of the

program shall be " t-—?h)“m
that an shall have the to express his views

and to cast his vote.

Personnel Cualifications.

The personnel for each type of position under this
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The New Jersey State Commission ior the Blind consisis of §
departments all respoasible to the Executive Director:
Vocational Rehabilitation

Aid to the Needy Blind

12.1

-2
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Job descriptions setting forth the duties and responsibilities of

’ 12.2 mumum
each type of position is attached as exhibit 8.

12,5 mmm

“
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12,6 Stali Development,
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Section iIil. Fiscal Administration

13.1

13.2

13.3

3.4

13.5

13,6

Exclusion of Capital kxpenditures for Administration.

Ho of any Federal to the State under the Act
et el o ey e o, st
or repair of any :

or rental of any land, for : purposes,
Source of Funds,

Annual made by the State Legislature to the
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Section XV1. Reimbursement from Federal Funds

ﬁz. Mm-numu

.& —z.mmhmw
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Section EVIL. Submission of Reports

may prescribe.
b. mmu_uwmu—uu
vmmu-mﬂw hh-b:u
.-.imm and the nature and amount charges claimed to
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EXAHIBIT 1
PRIMARY LAWE

These laws are on file with ©,.V,R. and are therefore
not attached to this revised plan.
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EXHIBIT II
COLLATERAL LEGISLATIVE

These laws are on file with . V.R. and are therefore
not attached to this revised Plan.
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LyHIBIT I

LAWS GOVERNING NEW STATE DEPARTMENT OF

These laws are on file ©O.V.R. and are therefore
not attached to this revised Plan.
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EXHIBIT 4A
COOPERATIVE AGREEMENT BETWEEN
N, J. STATE COMMISSION FOR THE BLIND
AND

J., REHABILITATION COMMISSION

The cooperative agreement between the New Jersey Rehabilitation
Commission and the New Jersey Commission for the Blind provides that where
central vision is 20/70 or better, with or without glasses and examination
indicates there is little or no likelihood that the vision will deteriorate, that the
Mummmmuu«rmw

attitude of the client toward his visual disability, etc.

Under the circumstances it is agreed by the two agencies that clients
who fall between the two extremes, including one-eyed individuals may be
handled by either agency provided the medical data indicates the existence of
a substantial employment handicap. wmmy&.mmvm
consult with one another in order to clarify the status of the client so that referral
can be made to the agency which can best serve him, Wherever necessary the

George ¥, Meyer,
N, J, State Commission for the Blind

N. 7. Rehabilitation Commission

Dated Yyanch 1, (1€7
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AGREEMENT OF COOPERATION BETWEEN

THE
NEW JERSEY STATE COMMISSION FOR THE BLIND
THE
NEW JERSEY STATE EMPLOYMENT SERVICE
AND THE

VETERANS EMPLOYMENT SERVICE

This agreement of cooperation beiween the New Jersey State Commission
for the Blind, the New Jersey State Employment Service, affiliated with the United
States Employment Service, a division of the New Jersey Unemployment Compensa-
tion Commission, and the Veterans Employment Service is made for the purpose of
coordinating and correlating parallel services undertaken by each agency in aceord-
ance with established legal procedures, and for the elimination of duplication of
effort and competition of services in relation to indicated services to the blind.

nymmm:mwwmummm

s ‘ proper
utilization of persons restricted from entering regular fields of employment or irom
continuing former work activity because of physical limitations. By statute the New
Jersey State Commission for the Blind will provide to eligible persons in the State,
indicated preparatory rehabilitation services for blind civilians and blind veterans with
non-service connected disabilities, provided such services may reasonably be expected
to render such persons available for remunerative employment, or more remunerative
employment. The New Jersey State Commission for the Blind is also responsible,

by law, for the effective placement of blind individuals who meet its eligibility require-
ments in remunerative employment and for adequate supervision, investigation and
follow-up after placement.

All blind individuals and all individuals of apparent impaired vision registered
with the New Jersey State Employment Service after interview with selected gualified
New Jersey State Employment Service personnel will be advised of the rehabilitation
services available to them through the New Jersey State Commission for the Blind.

The New Jersey State Employment Service will furnish the Commission, in writing,
the names and addresses of such individuals who have accepted referral to the Commis-
sion. The Commission will furnish the New Jersey State Employment Service office
within a reasonable length of time a report stating the findings of the Commission

~ with respect to each individual,

To enable the New J State Employment Service to discharge its respon-
sibility in the placement of the i, the Commission will refer all persons applying
to it for employment to the New Jersey State Employment Service local office nearest
the individual's residence for purposes of registration and assistance in the placement
process. Notice of referral will be made in writing by the Commission to the local

office having jurisdiction.
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The Commission will notify the appropriate local oifice of the New Jersey
Service of the placement of any individual referred to the Commis-

Employment
sion by the New Jersey State Employment Service.

The Commission will assume the responsibility for on-the-job training and
foliow-up of all blind or sight-impaired individuals placed in employment as a

result of a referral by the New Jersey State Service to the Commission,
and will notify the appropriate local office in of the success or failure of the
individual on the job.

?
E
)
:
E
:
E

be exchanged by each agency. Occupational and other research studies and projects
will be undertaken jointly by selected personnel of each agency from time to time
as industrial, economic or other conditions indicate the need.

it is agreed that the provisions and procedures outlined in this agreement
shall be liberally construed by the administrators of each agency, in order that all
available facilities may be utilized in the establishment of a service adequate to the

placement of the blind.
This supersedes all previous agreements between the agencies involved.

George ¥. Meyer, Executive Director
New Jersey State Commission for the Blind
&'y ]/',“J “ / , .

DATE June 30, 1847
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The New Jersey State Board of Vocational Education and
the New Jersey State Commission for the Blind agree that -
(1) All Plan materials and reports affecting the
program administered by the
Agency for the Blind will be transmitted by such
Agency directly to the Office of Vi Rehabil-

(2) Copies of such Plan materials and reports will be
the duly authorized

submitted simultaneously to

¢3/.1.7 /53 BY: : M,éc:t-f o
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CIVIL SERVICE LAWS
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STANDARDIZED STATE TRAVLL REGULATIONS

See Part Une of the State Plan for Vocational iehabili-
tation in New Jersey.
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N, J, STATE COMMISSION FOR THE BLIND

Legislative Fiscal Year
July 1, 1 - June 30, 1952

director $ 7,500.00

Other officers and employees 124, 820, 00

Special services 1, 500.00

Bonus 420.00

800. 00

Mobile eye clinic supplies $00.00

Extension of home industries . 1,700.00

7, 500.00

252.00

Expressage Lgtz

Subscriptions and membership dues 85.00
Support, instruction and rehabilita-

tion of blind 128, 000. 00

Higher education of blind §, 000.00

Prevention of blindness 8, 000. 00

State relief of blind 280.00

Entertainment for the blind 300.00

Mobile eye clinic expenses 2, 080.00

Curative workshop expenses 200.00

176.00

300.00

200.00

100. 00

!¥%eeagﬁﬁhnmnun 4, 000.00

to counties
Chapter 348, P. L. 1941) 8, 500, 00

$133, 740.00

147, 967.00

775.00

12, 500. 00
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ASSISTANT EXECUTIVE DIRECTOR

Dutles

e m——

Under direction of the Executive to assist in the administration of the various
aspects of the Commission's program of services to the Blind.

Work with staff members and Department heads recommending policies and
procedures for the advancement of the Commission's program.

Assist in general supervision of personnel and in the development and applica-
tion of personnel standards and policies.

Typical Tasks

1. To organize and prepare plan materials required by the Federal Government
in the Assistance and Vocational Rehabilitation programs.

2. To prepare studies, bulletins, and regulations covering various aspects of
the Commission's work,

3. To review official documents and assist in their application and

4. To plan and effectuate a program of in-service training within the various
departments of the Commission.,

5. To prepare critical correspondence for the Executive,

6. To represent the Executive in his absence and on special assignments,

7. To work with division and supervisory heads in developing standards of
performance, interpreting procedures, policies, etc., and evaluating their

8. To work with other cooperating agencies and with section heads in developing
a better understanding and cooperative rapport

9. nmmmmu—mx Mdm and Director
of Case Services in order to coordinate the case services with the business and
fiscal aspects of the Commission's work,

Minimum Qualifications

Ammdmm'mmmmumm
social problems, education, and vocational adjustment.

Ten years experience in the field of social service, rehabilitation, or related
fields, three years of which must have been in an administrative and supervisory
capacity, and three of which must have been in the area of the blind,

Qualities of tact, leadership, and ability to direct, commensurate with the
responsibilities involved in the position. Ability to handle technical problems
associated with the administration of social service, education and rehabilitation

programs.
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{Assistant Supervisor of i’
Duties
Under of the Stand Supervisor: Counsel and instruct operators on
the job; to assist in handling accounts and records; to supervise a

‘To counsel and advise stand operators relative to management techniques.
To inspect stands for conformity to regulations,

To assist in purchases and the adjustment of individual business needs.
To review and analyze reports.

To assist operators in maintaining current records.

To instruct operators in orderly display and other sales techniques.

To perform such other services as may be involved in the maintenance of a
high standard of stand management.

Minimum Qualifications
(a) A high school education,

(b) At least three years of paid full-time chain store

or business management experience. (Appropriate schooling beyond the high
school level may be substituted for work experience in the ratio of one year of
schooling to six months of experience; however, such substitution may not

be made for more than one year of experience.)

(c) Amdmmmmumm
A ummmﬁnz '
a ing to maintain and
muWMuMJN“u
capabilities of blind people and the objectives of the stand program; ability
to work with people; ability to prepare clear and concise reports. Good health;
neat personal appearance; good judgment; tact, initiative and integrity.




You're viewing an archived copy from the New Jersey State Library.

ASSISTANT TC THE EXECUTIVE DIRECTOR

%mdmnm:

Maintain and supervise a special services unit designed to make available to
blind people services not elsewhere available,
Administer the loan and repair of special devices loaned to blind people.
Develop and coordinate Commission’s relationship with service clubs.

Al Tasks
. T0 secure from the supervisors in the various departments data concerning
the individual needs of blind people requiring service.
2. To confer with clubs, committees and individuals with reference to facilities
that might be placed at the disposal of individual blind people.
3. Take blind people to doctors, clinics and other facilities when the service in
question do not come under the program of any other dej N
4. To help blind people buy clothing and secure the ties for which funds
have been provided by clubs.
§. To talk to clubs and bring to their attention services that they might perform
for blind people.
8. To work out programs of service to preseat to clubs when they have a desire
to serve.
7. To show the pieture of the Commission’s activities and make presentations
oi the Commission’s work.
8. Plan vacation opportunities for blind people and other recreational activities for
groups that are interested in such lines.
8. To receive and process requests for special equipment to be loaned by the
Commission.
10. To coordinate the transportation {acilities of the Commission for the purpose
of effectively utilizing long distance transportation for a number of peopls.
11. To look after the repair and maintenance of the Commission's automobiles,
Talking Books and other equipment provided for the use of the staff and clients,
12. To maintain a record of possible homes for blind people to facilitate their
housing and through inspection determine their suitability.
u.nm«ummmwmdmmmmsmcm
sion for the purpose of tying in voluntary services with those furnished under State

expense.
14, To represent the Executive at clubs, recreational gatherings, and other
meetings appropriate to the service,

15. To arrange for special concessions to blind people extending such services
as are now furnished to blind people through the Commission such as bus passes,

theater , entertainment privileges and the like.
::. To supervise the distribution of transportation and theater passes as requested

17. mmmmmmummnmmm
needs either in person or through cooperating volunteers such as assisting in
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years ‘ 1 experience specialty
Knowledge of public personnel practices, budgetary and accounting procedures,
ability to plan and supervise the work of others,
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CLERK

DEFINITION: Performs moderately difficult clerical work; does related
work as required.

DISTINGUISHING CHARACTERISTICS: The incumbent works under super -
vision and may have limited super-
vision over a small group of workers.

EXAMPLES OF WORK: Reviews and passes on reports and applications
where rather simple determinations are involved;
mﬂmmmnmmmmg

maintains up-to-date mailing lists; requisitions and stores office supplies;
compiles data for reports; assists in making up and verifying payrolis;
operates office appliances and machines.

1. Education at a level represented by the successful completion
dtwmldﬂnuan-huiﬁuh:l.

2. Familiarity with modern office practices, procedures, and
appliances.
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CLERK BOOEKKEEPER

DEFINITION: Performs moderately difficult bookkeeping and clerical
work; does related work as required.

DISTINGUISHING CHARACTERISTICS: The incumbent works under
immediate supervision in the

performance of routine phases of the office program.

percentages and discounts; determines accounts to which orders and
vouchers are charged; prepares trial balances; reconciles bank accounts;
compiles reports.

1. Education at a level represented by the successful completion
of two years of study at a standard high school.

2. Enowledge of bookkeeping procedures.
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CLERK EDIPHONE OPERATOR

Under the direction of a Senior Clerk or other supervisor in a State
department, institution or agency, types copy from Ediphone or other recording
equipment; does related work as required.

EXAMPLES OF WORK

Transcribes dictation from an machine or other recording equip-
ment and types technical, scientific, statistical, and other statements
and reports, payrolls, vouchers,

specifications, case records, mumm

Checks and compares finished copy.
Composes and routine correspondence and fills in forms, circular
letters, and form as directed.

Addresses, stamps, and mails Department envelopes and other mail,

Operates numbering, time stamping and dating machines.

mmmcmmnm including manually
and electrically operated typewriters, duplicating and adding machines
as may be required.

Maintains established records and files.

REQUIREMENTS
Education

ot e gt

wm«mmammma
the level represented by graduation from high school.
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CLERK STENOGRAPHER

DEFINITION: Performs moderately difficult stenography, typing and
clerical work; does related work as required.

DISTINGUISHING CHARACTERISTICS: The incumbent does general
office work under supervision.

EXAMPLES OF WORK: Takes shorthand notes from difficult
dictation and transcribes them; files

and records; types form letters, reports and requisitions; cuts stencils;

opens and distributes mail; answers the telephone and gives out routine

1. Education at a level represented by the successful completion
ded“ﬂuW“Jﬂthh
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CLINICAL PSYCHOLOGIST

Duties:

Under Executive direction, develop standards for psychological services,
including the various of scientific measurements and techniques, as aides

in social, personal, - and vocational adjustment; administers tests,
and furnishes interpretations of test results; evaluates program needs,
Typical tasks:

1. To study the various service programs of the Commission and recommend
services,

specific psychological

2, Make individual case studies on a referral basis and advise on program
planning,

3. Administer, and where necessary, supervise the administration of
psychological tests and measurements and findings,

4. Consult with executive officers and department heads on service programs.
5. mumnmmmmumw
of interviewing aides, improved use of school and employment records, social
&mm,ummmmnmm
6. Consult with specialists and wumum«-ﬂ
which present the more difficult
Mmammmumamumm

By personality psychological
Wh‘huﬂm aid the staff in gaining a broader
of human behavior and methods of dealing with cases of

maladjustment.,

9. Consult with the Commission's Educational Director and others on the
selection of tests, interpretation of results, and the application of remedial
and preventive techniques in the school program.

10. Act as psychological advisor and consultant at the Commission's training
center,

11. Do related work as required.

Minimum Qualifications

1. Possession of a Ph. D. from a University with specialization in psychology,
mental measurements, and statistics; graduate work in clinical psychology.
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Duties

Under supervision of the Director of Education:

Wummm*-mMnrm
visually handicapped.

Give counsel and guidance to families, school authorities and students
attending public High Schools and schools of higher learning.

Make available special educational materials,

Typical Tasks

1.

3.
4,

7.

Give educational and vocational guidance to High 3chool students and those
adults planning advanced training, arrange for diagnostic tests, vocational

interest etc.

Advise with teachers and principals of public High Schools regarding the
adjustment of individual blind or seeing students; the

of teaching techniques for the blind or partially seeing High School students;
check ] students' progress advising diagnostic or remedial
treatment when indicated.

Employ and supervise Tutor-Readers for each visually handicapped High
Arrange for provision of specialized equipment such as braille or large-
print textbooks, braille writers, typewriters, Talking Book records,
science or mathematics equipment.

'. Consult with coliege persoannel or faculty of vocational training schools

. regarding problems of students receiving advanced training; interpreting
the special needs and advising regarding adaptation of methods and checking on
progress, etc.

Advise with parents and with individual students regarding social, emotional,
physical and academic adjustment, recommending use of social welfare and
recreational agencies when necessary.

Act as interpreter between home and residential school for the blind in
cases transferred from public school facilities to temporary placement in
residential school.

Do related tasks as assigned.

Minimum Qualifications

New Jersey secondary school teaching certificate with special training as a
teacher of the blind and as a teacher of the partially seeing, which training should
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-2-

include such courses as: Anatomy and Diseases of the Eye, Psychology of the
Handicapped, Special Methods and Techniques in Sight-Saving Classes and Special
Methods for Teaching the Blind, Educational and Vocational Guidance.

A minimum of two years teaching experience.



You're viewing an archived copy from the New Jersey State Library.

FILE CLERK

DEFINITION: Performs moderately difficult filing work; does related
work as required.

DISTINGUISHING CHARACTERISTICS: The incumbent does general
filing work under supervision.

EXAMPLES OF WORK: Arranges, indexes and files papers, records,
correspondence, memoranda, maps, tracings,

property plans, and other matter; pulls papers and folders from files

as requested and charges them on forms prepared for the purpose;

develops, modifies, and expands existing filing systems, and installs new

1. Education at a level represented by the successful completion
of two years of study at a standard high school.
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INTAKE WOREER
(Social Case Viorker)

Duties

Under supervision of the Employment Supervisor:

Interview blind people; make detailed reports of their background, needs,
and capabilities,

Stimulate newly-blinded persons to accept rehabilitative services.
Assist applicants for service to make suitable choices.

Typicsl Tasks

a. To contact clients for pury of rehabilitation.

b. To take a case history set up their financial resources as well as their
rehabilitation needs together with appropriate data.

¢. To recommend the type of services needed.

d. To act as vocational counselors in executing rehabilitation plans,

e. To do related interviewing and diagnostic work as required.

two years of full-time paid experience in social service work with an agency for the
blind as a home teacher or social case worker or counselor,



You're viewing an archived copy from the New Jersey State Library.

MEDICAL CONSULTANT

(1) Dutles:

To furnish day-to-day consultation to the of Physical Restoration
on individual cases and specific medical s

wmmumma&mnmm—

to assist the in representing the State agency in its contacts with
the medical and associated professions;

to assist in the maintenance of the standards established by the State agency
for the selection of physicians, hospitals, and other medical personnel and
facilities qualified to serve various types of cases, and for payments to
physicians, hospitals, and others;

to assist in training the rehabilitation case-work staff with regard to physical
restoration,

(2) biinimum qualifications:

(2) Graduation from an approved (approved by the Council on Medical
Education and Hospitals of the American Medical Association) school

of medicine, and
internship in a hospital approved (approved by the Couneil
- u&ﬁ';mu&mudumumzw-
for internship, and

(c) At least two years of graduate training or experience in a medical field
appropriate to physical rehabilitation.

(d) Licensed to practice medicine and surgery in the State of New Jersey.
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MEDICAL SOCIAL WORKER

D. N: Under the direction of a supervisory officer in the Commission for

the routine and difficult office and field work involved in providing
needed medical and social assistance for children and others who are blind or whose
vision is impaired; does related work as required.

LES OF WORK: Organizes assigned medical social work concerned with the
are blind or who have defective vision and develops

gives instructions to student nurses by means of lectures and explanations concerning
the current methods of sight conservation; helps to arrange and make out the programs
for eye health promotion in those schools having for their objective the conservation
of the vision of children; arranges for exhibits at county fairs and other meetings and
explains the purposes of the exhibits; handles correspondence; prepares reports
containing findings, conclusions and recommendations; maintains suitable records

REQUIREMENTS:
1. Formal and other education and training showing attainment of the level
represented by graduation from a college of recognized by a

3. Some experience involving the collection, analysis, use and recording of
the information needed to determine a proper course of medical social action in the
case of persons who are blind or whose vision is defective.

Considerable knowledge policies, standards, methods
ummmnmmm" uwﬂlunnbd
mmmumm.:.uuummum of the
problems encountered in collecting and analyzing factual information needed in passing

basing appropriate action thereon, of medical social case work methods and
terminology, of the laws, rules and regulations under which the Commission for the
Blind operates and of the policies, mumuum of
the organization, objectives and activities of the varied types of public and private
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mmum:mwummdmmu

of the handling of correspondence, dhmdrmMM
m and recommendations, and of the maintenance of suitable records and

".mchn,um. and established procedures and
mmm cases, hmw
mmmummmm to work

associates, individuals, families, teachers, physicians, and organizations, bedhet
and make correct appraisals of the factual information needed in providing medical
social services for children and adults who are blind or who have defective vision, to
learn the significant facts in individual or family situation and to weigh and

: facts, to plan and carry out programs of special readjustment of persons
who are blind or who suffer from defective vision on the basis of such findings, to
comprehend the emotional, social, economic and other problems of children and aduits
who are blind or who have defective sight, to comprehend modern sight saviag devices
and methods, to handle correspondence, to prepare clear, sound, accurate and

§. Good health and freedom from disabling physical and mental defects,
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PLACEMENT AGENT

Duties
Under supervision of the Supervisor of

Place blind people in appropriate and supervise their continuous
job adjustment.

Survey plants; demonstrate operations feasible for blind people; and in other
ways develop employment opportunities.

Typical Tasks

mummhw;mzymmumm
wumumnhu

b. Contact employers in behalf of clients and conduct plant surveys in order to
find suitable operations that blind people can do.

c. Promote, expand and in other ways develop occupational opportunities for
blind people.

d. mmamnuﬂwummm
permanency of employment, the smoother operation of the placement program,
ndthmm-tdmclhdhnmhthwm

e, Demonstrate the efficient performance of jobs suitable for blind people through
plait surveys.

1. Keep an adequate system of records.

g. Give-on-the-job training.

h. Promote cordial industrial relations.

i. Assist whenever necessary in the evaluating of employment applicants.
j. Do related tasks as assigned.

Minimum Qualifications
Mmmm;mnmmnnmm
agressive; intelligent; having an understanding of blind people; having insight into

being equal to blindness will be considered an advantageous asset to a worker
in this area.)

A minimum formal education of high school, trade, or vocational high school
nature; graduation from an accredited college.
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management,
to each year of college up to two years allowed.
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PRINCIPAL CLERK BOCKEEEPER

DEFINITION: Periorms complex and detailed bookkeeping and clerical
work; does related work as required.

DISTINGUISHING CHARACTERISTICS: The incumbent works uader direction,
m.an «ammﬂ“um' - w
% independent judgment

the exercise of considerable
ummdmmmmmamm

g worl; instructs employees in methods of
n-au' uau"" mmmmgmm
sioner or department
REQUIREMENTS :

1. mu:mwumm.m
high school.

2. Not less than four years of experience in responsible bookkeeping
work, some of which shall have involved responsible supervisory duties.

3. Thorough knowledge of modern bookkeeping procedures, and office
practices.
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PRINCIPAL CLERK STENOGRAPHER

DEFINITION: Performs exceedingly difficult and complex stenography,
typing, and clerical work; does related work as required.

DISTINGUISHING CHARACTERISTICS: The incumbent, under general
direction performs either work of

' independent judgment. .
within this class serve as secretaries to only the highest administrative

EXAMPLES OF WORK: Takes dictation of an difficuit and com-
plex nature such as lengthy and technical
letters, decisions, briefs, and memoranda; records proceedings of con-
ferences, hearings, and meetings; transcribes information that is difficult
to tabulate and arrange such as legal papers and documents, large and

visitors to administrative offices; letters for official signature where
the nature of the reply may, or may not, be indicated; maintains confidential
files and accounts.

REQUIREMENTS:

1. Education at a level represeated by graduation from a standard
high school secretarial course.

2. Not less than four years of experience in responsible clerical work
and stenography.

3. Thorough knowledge of stenography and of modern office techniques.
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SENIOR CLERK

g_rm; Performs specialized clerical work of considerable difficulty;
does related work as required.

mmmhmdwm The
work may involve individual activities of a nature,
dm&xmn-ummmum or a combination

d determinations are invelved;
answers non-routine inside or outside of the office;
handies of a complicated nature which may not be reviewed
prior to its dispatch; plans and the work of in subord-

1. Education at a level represented by graduation from a standard
high school.

2. Not less than two years of experience in general clerical work.

3. Enowledge of modern office practices, procedures and appliances,
uumnuuad&epmmamnm



supervision,
group of subordinate Clerk Bookkeepers or Clerks, assumes
nmmmmormmc&ohmq:twndum

EXAMPLES OF WORK: m%m;mmmm;
prepares documents; assists in preparation of an annual budget; enters orders,
requisitions, invoices, and payrolis in the ledger; records and {iles deeds;
supervises the work of employees in subordinate positions,

REQUIREMENTS:

1. Education at a level represented by graduation from a standard
high school,

2. Not less than two years of experience in bookkeeping work.
3. Considerable knowledge of modern bookkeeping procedures,
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STAND MANAGEMENT SUPERVISOR
—(Supervisor of Vendors)

Duties

mmumwuwummmm
opportunities program; to maintain the stand program on a high level of
efficiency; to develop standards of merchandising, display and management.

Typical Tasks
n. Secure and develop new stand business opportunities.

b mmmmummm
¢. Advise on the training of operators. _
d. Assist in surveying operating enterprises and evaluating their performance.

e. Help make stand placements and such after care arrangements as may be .
necessary for guiding the stand operators and Assistant Stand Supervisor
into constructive relationships among themselves and with the public.

1. Do related work as required,
Minimum Qualifications
(a) MM:MWmmmlmu

(b) Five years of successful full-time experience in the field of management,
sales, and merchandising of which at least two years shall have been as a
manager of one or more chain stores or as a supervisor of two or more chain
stores. In addition, anhm-dmmm-umpudm‘d&n
agency for the blind in the rehabilitation area.

(c) A therough knowledge of medern purchasing, storing, handling and
accounting methods for commodities and other merchandise ordinarily handled
by vending stands; a knowledge of advertising and general display methods; a
mﬂﬁo“ﬂwﬂmd“m&bapmvnoi
the stand program; the ability to maintain and establish friendly and

cooperative relationships with business executives, public oificials and stand
operators; the ability to prepare clear and concise reports and to handle
routine forms of correspondence.
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SUPERVISOR OF PHYSICAL RESTORATION

Duties

Under supervision of the Director of Case Services, to help plan and execute the
wdmmmwmnn:mmc«mm

mmwmmomxnm.
Supervise the Commission's program of publicity and prevention of blindness.

Xypieal Tasks

1. Supervise and direct the medical social work stalf and their activities.

2. Establish case work

s. m(mmmummmmcmqmm
mwﬂ: and other medical personnel and facilities to be used in

| the program.
4, mmam contracts, ete.

8. Prepare appropriate reports.
6. Supervise the maintenance of adequate statistical and case records.

7. Propose, initiate, direet and supervise activities contributing to a more
effective understanding, control and prevention of the incidence of blindness.

8. Consult with school administrators, industrialists and Department of Health on
the implementation of programs for eye care and Prevention of Blindness,

9. Consult with medical societies, physicians, and hospitals, and interpret the
Commission’s program of physical restoration.

10. Instruct nurses and lay in a better understanding of eye heaith and
techniques for prevention of eS8,

Minimum Qualifications

(a) Wthmum’mmm:
recognized school of social work with a Med. W. degree.

(b) At least four years of full-time paid experience since graduation in social

welfare work, preferably in work related to prevention of blindness. At least two

* of the four years must have been in a medical setting, preferably in a hospital, clinic,
health or in a physical restoration program. One year of four must

have been in an capacity.
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SUPERVISOR OF PLACEMENT
{Bupervisor of Employment)

Duties

Under supervision of the Assistant Executive Director:
Supervise and direct the activities of the placement department.

Develop facilities for the employment of blind individuals.
Typical Tasks

a. Plan coordinated activities of the placement department.

b. Assign case loads, supervise and evaluate

¢. To be a participating member of the Commission's placement and
mm committee set up to plan rehabilitation programs on a
case A

d. To assist vocational counselor in meeting problem situations.

e.

To contact Employment Services and employer groups for purposes
of developing and extending the Commission's program within a

f. To help develop new employment areas for the blind,
To help integrate the employment service with other Commission

To recommend and assist in the development of employment policies,

To develop procedural bulletins in the employment area.

i zmwunwmmmmm
To

§

Mmmwmmmd

Graduation from a four year course at an accredited college or university with
a recognized degree. A minimum of six graduate or undergraduate course
credits in the area of vocational guidance.

A minimum of three years of successful full-time paid experience in the area
of vocational counsel and placement.
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VOCATIONAL COUNSELOR

Duties

e

Under Supervision of the Supervisor of Employment:

Set up vocational training programs for employable blind individuals
and follow them through.

Give vocational guidance and counsel.

Typical Tasks

'romlyn needs and capacities of placement applicants and set up
plans for their vocational rehabilitation.

Arrange for the vocational training and education of clients under supervi-
sory direction, :
Interpret individual plans of rehabilitation to clients and to give guidance

in
To give vocational counsel and information.

g op

rehabilitate employment applicants.

To compile informational and study material for the use of blind people in
selecting a vocation,

To place blind people in appropriate employment.

Do related work as assigned.

Minimum Qualifications

Understand the problems of blindness and the methods of coping with them;
mmmm;wmcmmwm

tion program; have a thorough knowledge of educational and training facilities
for blind people; have a thorough knowledge of educational techniques so as to
be able to guide and interpret the process of training to the client and to the
Commission's specialists.

Have a recognized four year college degree with specialization in psychology
or sociology; teaching, or guidance and counseling.

Have a minimum of two years of full-time paid counselling and placement
experience, one year of which shall have been in the field of the handicapped
preferably with an agency for the blind. Added experience and training in
meeting the problems of blind people on the employment level will be
considered an asset.

* ep o

Fe

To assist in the coordination of specialized services required to successfully





