Virginia Commonwealth University

Promoting Partnerships and Employment for Virginians with Disabilities

Referral Process:
When making a referral through the VCU / Board grant please complete the following steps.     

Step 1:  
Complete the online Referral Form. This form can be accessed on the VCU website at:  http://www.worksupport.com/partnership/index.cfm
Step 2:
At the end of the online referral form, you will need to select which Staffing Agency offices to submit the information.  Select the locations that will be most convenient for the job seeker.  
Step 3:  To complete the referral process click “Submit” at the bottom of the form.  A page will be displayed that states that your referral has been submitted and will be processed.  
Step 4:  After the Referral Form to the appropriate staffing agency has been submitted electronically, either the referring agency or the job seeker will receive a phone call from a Staffing Specialist.  The Staffing Specialist will tell the referring agency contact or job seeker to come in for an appointment.  If counselors/job coaches or the customer do not hear from a staffing specialist with in 5-7 days of making a referral, please call the staffing agency to check to make sure the referral was received. 

*Please remember to obtain written permission for the release of information to the chosen Staffing Agency and VCU-RRTC.
If the Referral Form indicates that the individual you are working with needs a job coach then the job coach should call the selected Staffing Agency to make the appointment for the interview and assessment.  If the individual does not need a job coach then the Staffing Agency will contact that individual after receiving the Referral Form.  

Please contact Jennifer McDonough with any questions at 804.828.6984 or via email at jltodd@vcu.edu
Thank you!
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