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Department: Career Planners 
 
1. Description: Suitability for our programs should never be based on whether an individual has a barrier or 

multiple barriers to employment.  It is expected that we serve clients with barriers but it is appropriate and 
necessary to help them deal with those barriers when they impact their ability to get and maintain employment.    
Areas of possible impact include: health/wellness, legal status, self/family care, transportation, interpersonal, 
and financial. 
 

2. Responsibilities:  
a. Career Planner (CP): The CP is responsible for: 

i. Employing active listening skills, discussing barriers in a professional and supportive manner that 
fosters trust and a sense of shared commitment to goals. 

ii. Conducting informal and formal barrier screening on all areas listed above for all clients, 
customizing tools and resources based on individual client needs/aptitudes. 

iii. Using barrier screening results to determine which services will be needed / provided and which 
will be referred out and / or program funded. 

iv. Documenting barrier screening results and creating action steps/employment plans to deal with 
barriers that impact employability. 

v. Reassessing throughout program involvement for ongoing/new barriers. 
 

3. Process:  
Career Planners (CP) drive the barrier screening process by: 

a. Gathering information /screening for barriers and helping client recognize barriers that could hinder 
his/her successful participation in program services and their employability 

b. Problem solving with clients ways to successfully address barriers 
c. Helping clients connect with available external resources or program funded resources 
d. Helping clients discover what, if anything, is out there: conducting CCAP search /google search. 
e. Setting clear expectations and clear goals for next steps 
f. Completing required data entry / documentation 
g. Follow-up and inquire about progress on addressing personal/professional barriers.  Check about 

referrals and follow-through.   
 

4. Additional Resources 
a. Program application, DVR reports, work readiness assessment 
b. Barrier Screening Tool (still in development) 
c. Career Planner Resources list 

 
5. Back-up 

a. Each CP is responsible to communicate and provide the details of his/her back-up with everyone. 
 


