
Systematic
Instruction

Fading Supports



✓High School Special Education Teacher 
✓Director of a Supported Employment 

Agency
✓Registered Nurse 
✓Director of Personal Care Services 
✓Employment Initiatives Section Chief at 

the Department of Health Services 
✓Attainment Company Director of 

Curriculum and Training



Discovery

What are your 

Strengths and 

Challenges?

Vocational Profile: 

Personality

Work Setting

Job Interests

Engage

Employers

Interview

Job Shadow

Work Experience

New Job

Placement

Job Planning

Meeting:

Networking

Community Mapping 
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Individual Rights

•Every individual has the right to be treated with dignity, 
respect and fairness at all times.  

•Every individual has the right to talk privately with their 
support staff or co-worker and to have their information 
protected. 

•Every individual has the right to approve any disclosures 
of protected health information under the Health 
Insurance Portability and Accountability Act (HIPAA) 

•Every individual has the right to be included in decisions.

•Every individual has the right to hear feedback and/or 
evaluation of their work, in order to be able to improve. 
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Why use Systematic Instruction?
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• The best way for teaching/learning a task is to 

break it down into steps that are manageable 

(for the worker) and teachable (for the Job 

Coach)

• Putting specific steps in order can ensure that 

the tasks are being done in accordance with 

employer expectations



Teaching vs. Coaching
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Teaching
Learn new 

skills
Individualized 

approach

Goal to learn 
how to perform 

a new task

Coaching
Skills already 

learned

Techniques 
applied to 
everyone

Goal is to improve 
skills, increase 

problem solving and 
self-management



Training On-The-Job

Skills Needed by the Trainer:

✓ Flexible and Adaptable

✓ Problem Solver

✓ Good Interpersonal Skills

✓ Organized to train step-by-step

✓ Responsive to changes in the 

workplace

✓ Clear Communicator with the 

worker, coworkers, supervisor, 

family, home support staff, etc.
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Job Coach Role
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• Learning styles
• Accommodations or adaptations
• Behavioral Support Plan
• Self-monitoring skills

• Employer expectations
• Supervisor and coworkers
• Workplace culture

Job description
Specific work tasks
Schedule
Quality and quantity



Role of a Job Coach
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Respect the 
workplace’s 

protocols, culture, 
and rules 

Blend into the 
workplace with your 

attire and 
communication style

Prioritize interactions 
with the worker and 

their coworkers

Develop a list of job 
tasks and schedule 

that meet employer’s 
expectations

Support 
independence 

whenever 
possible

Clearly define 
your role with 
others and the 

worker

Develop 
teaching 

strategies and 
adjust as needed

Teach self-
monitoring 

strategies as you 
fade your support











Workplace Culture Questions

1. How do coworkers interact and communicate during the 

workday?

2. What is appropriate in this workplace regarding 

conversations, use of cellphone, taking breaks, volume 

of voice?

3. What is the dress code for the work area for the 

employee and what should the Job Coach wear to blend 

into the setting?

4. How do employees enter and leave the building?

5. Where do employees park and where is it appropriate 

for the Job Coach to park?

6. How should the Job Coach enter the building when

coming in after the worker has already started?



Tips for the Job Coach

▪ Know the company
▪ Know or ask about the job 

requirements
▪ Know the applicant’s abilities
▪ Use respectful and age-

appropriate language when                    
providing workplace supports.

▪ Do not use human service or 
educational jargon.  No one at 
the workplace knows what IEP, 
OCD, VR, OJT, CP, IDD, etc. 
means.   

▪ If you develop adaptive 
supports or equipment, it too 
needs to blend in. 

• People First Article by Kathie 
Snow 
https://www.disabilityisnatural.co
m/pfl-articles.html

• Perceptions are based on labels,
words have power and how we 
use them can create images that 
are stereotypic and not accurate.

• The person is first, their disability 
is second and does not define 
them.  

• This is a business that has an 
expectation that the job will be 
completed.

• Business expects: 
▪ Quality Customer Service!

https://www.disabilityisnatural.com/pfl-articles.html


HIPAA at the Workplace

• It is important to exercise all HIPAA policies and confidentiality of 
information regarding medications, diagnosis, historical and 
overall medical information.

• Prepare answers to questions from co-workers:
➢”Thank you for your interest in Mary, that is protected 
information to best respect Mary’s privacy.”
➢“Thank you for your interest/concern, but to protect Mary’s 
privacy that is not something I can share.”
➢“Thank you for your interest in Mary. As you know, we must 
respect Mary’s privacy, but let’s go talk to her as she would love 
to meet you.”







Job Analysis
. 

Tour the work 
environment 
and introduce 

the new 
worker with 

the supervisor

List all the 
steps by 
observing 
another 

employee 
performing the 

task

List 
materials, 

equipment, 
supplies, 

etc. for the 
job tasks

Observe 
coworkers 

for 
potential 
natural 

cues and 
supports

Obtain a 
written job 

description if 
available

Perform the 
task yourself 

when 
appropriate to 
understand the 

sequence 

Create a 
task list 
with the  
schedule 
for each 
job task





1. Natural Cues: 
Stimuli in a setting that lets the trainee know that an activity needs to occur. These may also be called 
environmental cues. Whenever possible, the job coach should identify and associate a task with the 
natural cue in the environment that lets the employee know it’s time to complete a task.  Example is 
customers leave a table, it now needs to be cleared off, the produce is on the cart directing the worker to 
restock the shelves.

2. Visual Cues:  
Using pictures to demonstrate each step of the task sequence.  This gives the individual cues on what 
they need to do next.

3. Shadow/Proximity:  Increasing your distance from the person so you can observe and intervene when
necessary.

4. Direct and Indirect Verbal Cues:  
Providing a direct spoken direction that provides specific instructions.  An indirect verbal cue is a question 
to get the desired response such as, "what do you do next?"

5. Gestures:  
Using non-verbal gestures to direct the worker to the next step or give feedback such as a thumbs up.

6. Modeling: 
Completed by the job coach or preferably a co-worker at the job demonstrating what the task looks like 
when it is being completed, as well as what it looks like when it is done correctly. 

7. Physical Assistance:  
Providing physical assistance for the individual to complete the task such as hand over hand assist.

Cue Hierarchy for Training Strategies



TASK ANALYSIS 
Job:________________________________________________  Name:___________________________________ 

Date: _______________   Completed by: ______________________________________________ 

 

Prompts:     P=Physical         DV=Verbal       IV=Indirect Verbal      Vis=Visual        G=Gesture       M=Modeling      S=Shadowing    

 

Steps of the task Independent 

(+ or -) 

Instructional 

Strategies/Prompts:  

Needed Adaptations? 

1.     

2.     

3.  

 

 

   

4.     

5.     

6.     

7.  

 

 

   

 



TASK ANALYSIS
Task: Making Cheese Sandwiches

Job Coach: Matt Travis

Job: Dietary Aide at Verona Nursing

Worker Name: Tia Williams 

Date: January 31, 20xx

Prompts: P=Physical DV=Direct Verbal IV=Indirect Verbal Vis=Visual G=Gesture M=Modeling S=Shadow/Proximity

Steps of the Task Independent  
(+ or -)

Instructional Strategies/Prompts: Needed Adaptations?

1. Gather all the needed supplies and

equipment
+

2. Open the bread bag and pull out 2 slices of 
bread (+) Tia struggled to open the bread bag so

took too much time; find a more efficient

way to open the bag. She was independent

in
pulling out 2 slices of bread.

3. Lay out two slices of bread side by side +

4.   Open butter container and spread butter on

bread
_ M, P, DV, Vis

Model spreading butter. Hand-

over-hand physical prompt to 

learn pressure.
Direct Verbal cue to spread to 
edges.
Visual cue to see the finished task.

Use softened butter and a pastry brush to 
spread butter.
Use pictorial examples of butter spread to
all edges.

5. Pull off 2 individual pieces of cheese (+) Tia struggled to pull individual cheese 
slices off stack so consider a tool to help
pull off one slice at a time to be more 
efficient.

6. Lay 2 slices of cheese evenly on the bread _ M, G, V
Model placing cheese evenly on 
bread.
Gesture to move cheese to corners.
Visual cue to see the finished task.

Provide a pictorial representation of what
the cheese looks like when placed evenly 
on the bread.

7. Combine bread evenly together to make a

sandwich
_ IV, V due to inconsistency.

Ask Indirect Verbal cue, “Are the 
round tops matching?”
Visual cue to see the finished task.

Provide a pictorial representation of what 
the sandwich looks like with round tops
even.

8. Pick up butter knife and cut sandwich in

half
_ M, P, DV, V

Model cutting sandwich in half. 

Hand-over-hand Physical Prompt 

to cut bread. Direct Verbal cue to 

provide instruction. Visual cue to 

see the finished task.

Provide a pictorial representation of what
the sandwich looks like when cut in half. 

Consider setting the sandwich in a jig to 

accurately cut it in half 100% of the time.





Developing Your 
Fading Plan

1. What is your desired goal or outcome?
2. Strategies:

a) How long are you planning to provide job 
coach support (what funding is paying for the 
job coaching?)

b) What is the plan for the job coach schedule?
c) What are important considerations regarding 

the person’s learning styles, challenges, work 
environment, and coworker supports?



Consistent Training

1. Video record the job coach’s teaching 
interventions at the jobsite and upload to 
restricted YouTube to share with other job 
coaches.

2. Video record an experienced employee doing this 
job to show the supported employee as a role 
model.

3. Check-off tasks for the worker to use daily
4. Use an App that can create checklists with 

photos and instructions
5. Maintain communication between job coach and 

home staff or family
6. Use of technology to reduce on-site supervision 

such as facetime coaching, texts, video 
instruction

7. Share documents (google site), screenshare,
remote tech support computer-to-computer



6. Record time per task with timer, watch, or 
device and record on the checklist 



GPS/Transportation App:
✓ Use GPS on person’s device 

to track their movement in 
the community such as 
Life360, Family Locator, 
Norton Family

✓ Use App for public 
transportation routes in their 
community

✓ Download apps for Huber or 
Lyft 

➢ List of Apps to create Checklists:
✓ https://toggl.com/blog/10-daily-

checklist-apps-to-help-you-get-
more-done-at-work

➢ First-Then Visual Schedule app –
create with real pictures to show 
step-by-step instructions:
✓ https://apps.apple.com/us/app/fir

st-then-visual-
schedule/id355527801

✓ Go Visual app – converts photos and 
videos into teaching skills using hot 
spots, entering text or text to speech 
options
✓ https://www.attainmentcompany.

com/govisual

Use of Technology - Apps

https://toggl.com/blog/10-daily-checklist-apps-to-help-you-get-more-done-at-work
https://apps.apple.com/us/app/first-then-visual-schedule/id355527801
https://www.attainmentcompany.com/govisual


Ongoing Support

1. Maintain communication with the employer and 
co-workers

2. Return to provide retraining when needed
3. Clearly define the expectations of the job, 

timeliness, appropriate attire, breaks, quality and 
quantity standards to ensure understanding with 
the employer, worker, their family, and home 
support staff

4. Look for opportunities for advancement to learn 
new skills 

5. Support social opportunities with the coworkers

6. Support meaningful days for 
the worker if they are not 
able to work full-time due to 
Social Security benefit 
limitations:
• Volunteer opportunities,
• community classes,
• post-secondary education,
• community connections 

(library, YMCA, fitness 
center, etc.)



Supporting 

Successful 

Employment



Additional Resources

Discovery Toolkit – Dept. of Disability Services
https://dds.dc.gov/sites/default/files/dc/sites/dds/publication/attachments/Employm
ent%20%26%20Discovery%20Toolkit%207-11-18.pdf

Learn about SSA’s Red Book:  https://www.ssa.gov/redbook/
Reference source about the employment-related provisions of Social Security 
Disability Insurance and the Supplemental Security Income 

Partners with Business – a Business-led Support Model:  
https://wi-bpdd.org/index.php/partners-with-business/

Role of a Job Coach - YouTube Videos:
https://www.youtube.com/watch?v=RLSmCKLaxYs
https://www.youtube.com/watch?v=1nU91RemByw&t=10s
https://www.youtube.com/watch?v=LjiyALn3cB4

https://dds.dc.gov/sites/default/files/dc/sites/dds/publication/attachments/Employment%20%26%20Discovery%20Toolkit%207-11-18.pdf
https://www.ssa.gov/redbook/
https://wi-bpdd.org/index.php/partners-with-business/
https://www.youtube.com/watch?v=RLSmCKLaxYs
https://www.youtube.com/watch?v=1nU91RemByw&t=10s
https://www.youtube.com/watch?v=LjiyALn3cB4


Additional Resources

Supporting Individuals with Significant Disabilities: The Roles of a Job Coach – VCU: 
https://vcurrtc.org/research/printView.cfm/630

In Virginia, VDOE published "Workplace Readiness Skills" which outline all the soft skills 
that employers in the state are looking for in their employees. Great resources!

http://www.doe.virginia.gov/instruction/career_technical/workplace_readiness/index
.shtml

Job Coaching Services and Benefits to Businesses and                                                 
People with Disabilities – Virginia:

http://www.worksupport.com/documents/va_board_factsheet1.pdf

https://vcurrtc.org/research/printView.cfm/630
http://www.doe.virginia.gov/instruction/career_technical/workplace_readiness/index.shtml
http://www.worksupport.com/documents/va_board_factsheet1.pdf


Janet Estervig, MS, RN

Director of Curriculum and Training  

Attainment Company, Inc.

Contact Information

Janet@attainmentcompany.com

608-497-4516

mailto:Janet@attainmentcompany.com

