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Introduction to the Issue by Amanda McCarthy,  
Editor-in-Chief, VECAP Journal 

 
My oldest child started Kindergarten this year at our local public elementary school. I found myself 
feeling much ambivalence regarding the transition. I was indifferent regarding the new demands of 
kindergarten (compared to preschool) but also excited about the possibilities and opportunities that 
kindergarten might bring. I was grieving the innocence and routine of pre-school while being excited 
to see my child make new friends and learn how to read. I was feeling as if I had a foot in two different 
worlds but was not solidly in either. Many people come to vocational evaluation and career 
assessment services sort of between two worlds too. They may be grieving their former situation (e.g., 
different abilities; being in high school) but also curious about the future opportunities associated 
with their new situation (e.g., entering a new career; earning first paycheck). They may be excited to 
explore the potential careers available to them but also feel scared that they may not be good enough. 
They may truly feel two different ways about the same thing. 
 
While ambivalence is normal during periods of transition, it’s widely believed that resolving 
ambivalence is necessary to move forward. Ambivalence has been often described as driving a car 
with one foot on the gas and one foot on the brake. This analogy highlights the importance of getting 
clarity regarding motivations and goals so one can move forward in a deliberate way. For many 
clients, high quality career assessment can assist a client to get the clarity and information necessary 
for making career decisions. The opportunity to become aware of interests, values, and skills, explore 
career options, and in the case of level three vocational evaluation, even try out various options 
through real or simulated work, is life changing. The information from career assessment and 
vocational evaluation can help a client make informed choices regarding their future so they can move 
forward towards high life satisfaction.  
 
The construct of ambivalence is also a useful way to discuss the current issue of the VECAP Journal. 
The articles in this issue, in their own way, have a connection to ambivalence. The first article covers 
the topic of report writing in career assessment and vocational evaluation. Most professionals have a 
love -hate relationship with report writing. While professionals recognize the importance of the final 
written report, most professionals can relate to the enormous time and effort it takes to create a 
strong final report. In their article Effective Practices in Vocational Evaluation Report Writing authors 
Kelsea Mills, Elizabeth Jones, and Megon Steele provide an encouraging review of the importance of 
report writing and a critical discussion of effective practices for writing reports in vocational 
evaluation and career assessment.  
 
The second article covers the topic of virtual career assessment services. Again, many providers of 
career assessment services feel ambivalent about virtual services. Dr. Randall Boen takes a 
streamlined approach to informing readers regarding the issue of virtual services, outlines critical 
factors in relation to the code of ethics, and provides useful suggestions for each provider to consider 
regarding the use of virtual services.  
 
The final article covers providing career assessment services to military veterans. In terms of 
transition, military veterans can find themselves truly caught between two worlds. In her article, 
Rehabilitation Counseling student and 2022 VECAP Student Literary Award winner Stephanie 
Smelser, reviews several recently published articles regarding military veterans with psychiatric 
disabilities. Her review provides readers with current information on the topic and recommendations 
for using the information in their practice.  
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In conclusion, as career assessment professionals, we frequently encounter ambivalence within clients 
and ourselves. Becoming aware of the ambivalence and acknowledging that it is possible to feel two 
different ways about the same thing allows for opportunity to seek information and clarity to move 
forward. I hope you enjoy this issue of the VECAP Journal and may it help you to resolve some 
ambivalence you may have about these topics. Please do not hesitate to contact me if you have 
questions or comments.  
 
 
Amanda McCarthy, Ed.D. CRC, CVE, LCPC (IL) 
Associate Professor 
Rehabilitation & Disability Services (BS) and Rehabilitation Counseling (MS) 
Northern Illinois University 
DeKalb, IL 
e-mail: amccarthy@niu.edu 
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Effective Practices in Vocational Evaluation Report 
Writing 

 
Kelsea Mills, Elizabeth Jones, and Megon Steele 

 
Abstract 

 
An effective vocational evaluation includes a well-written and comprehensive final report. Evaluation 
reports are commonly considered a requirement of accredited and regulated agencies; however, 
report writing is a complex skill that requires ongoing professional development and practice. A well 
curated vocational evaluation report can serve as an effective way to assist the client and their 
personal and professional support systems to proceed through the necessary steps for career success. 
The purpose of this article is to review effective practices regarding report writing in vocational 
evaluation. The intent of a vocational evaluation report will be reviewed in relation to some of the 
foundational concepts of the profession of vocational evaluation. Additionally, this article will address 
challenges to effective report writing and highlight strategies to assist with the report writing process. 
Finally, common errors of vocational evaluation report writing will be discussed.  
 
Keywords: vocational evaluation, career assessment, report writing, effective practices  
 
Introduction  
 

Vocational Evaluation is defined as “a comprehensive process that systematically uses work, 
either real or simulated, as the focal point for assessment and vocational exploration, the purpose of 
which is to assist individuals in vocational development. Vocational evaluation incorporates medical, 
psychological, social, vocational, educational, cultural, and economic data into the process to attain 
the goals of evaluation.” (Dowd, 1993). Vocational evaluators and career assessment professionals use 
their skill set to aid clients in self-discovery for the development of an employment plan (Thomas, 
2020). The result of a vocational evaluation provides useful and realistic information to clients that 
can be used to help the client to meet their career and related goals. In the end, the vocational 
evaluation report serves as a clear and meaningful document outlining the process of the evaluation 
and provides a roadmap for the client to successfully reach their career goals. As indicated in the 
document, A New Paradigm for Vocational Evaluation Empowering the VR Consumer through 
Vocational Information (Thirtieth Institute on Rehabilitation Issues, 2003), the vocational evaluation 
report is the primary form of communicating the results of the evaluation or assessment and serves as 
an official document of the vocational evaluation activities in which the client participated as well as 
the resulting outcomes of the process.   
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The final report not only represents the work that the professional has facilitated, but it will 
also be used to guide and direct decisions that will impact the life of the client.  The final report is a 
critical component of vocational evaluation. Given the impact of the report, the vocational evaluation 
and career assessment process can be useful to professionals at all experience levels. Ongoing 
professional development and education regarding the development of vocational evaluation reports 
can additionally be helpful to professionals in the vocational evaluation and career assessment 
professions. Gaining and maintaining effective report writing skills is a key role in vocational 
evaluation and career assessment practice.  
 

In addition to accurately portraying technical information in the report, professionals must 
embody a mindset of purpose, intentionality, empathy, compassion, and integrity when creating 
vocational evaluation and career assessment reports.  The report writing process demands quite a bit 
from the professional. The reality is that, at times, report writing can feel like a very daunting process. 
The demands of effective report writing seem to be commonly felt amongst human service 
professionals, including vocational evaluators.  Huff (2020) concurred that the process of report 
writing is an intimidating task, as it requires communicating the complexities of what has been 
learned into a single document. In vocational evaluation, the effective communication of evaluation 
results require excellent written communication skills as well as the ability to interpret, synthesize, 
and integrate data from the vocational evaluation that is customized for the individual client 
(Thomas, 2020).  

 
The complexity of report writing further warrants professional development and education for 

vocational evaluation and career assessment professionals regarding the topic of report writing. 
Therefore, the purpose of this paper is to provide information on report writing for vocational 
evaluators and career assessment professionals. This review will address several topics relevant to 
report writing including ethics and values, the importance of abiding by guiding vocational evaluation 
principles, triangulation and synthesis of information, person-centered writing skills, review of 
common myths, strategies to avoid common mistakes, and methods for addressing referral questions 
and recommendations. Additionally, this paper will provide a practical tool for the evaluator to use for 
preparing and reviewing reports.  
 

Pre-Writing 
To create an effective final report, the professional must have a strong foundation for report 

writing, such as understanding key principles, values, ethics as well as the essential roles and 
responsibilities of the vocational evaluation and career assessment professional. 
   
Principles, Values, and Ethics  
 

When evaluators have a strong understanding of the principles, values, and ethics that are most 
critical to their profession, they will feel intentional and clear when writing their reports.  Once the 
report is finished, an evaluator needs to be confident that the report is complete, that all referral 
questions have been answered, and that the content of the report will be useful to clients.  Confidence 
begins to grow, knowing that the assessment process has been conducted in a way that aligns with the 
evaluator’s key principles, values, and ethics as they begin the report. As indicated in the 30th IRI 
(2003), the evaluation process and report guided by the key principles will be affirming and valuable to 
the client and their stakeholders. Continuously following key principles will ensure that a client feels 
validated, understood and engaged in not only the assessment process, but in the findings and 
recommendations in the report.  
  

Principles guide evaluators to educate and inform clients of the purposes of the report. Clients 
will be informed that their participation will allow the evaluator to capture evidence necessary to 
provide recommendations that will move the client forward with their goals. The report will be seen in 
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a positive light as clients know it is about them, for them and includes ideas and options about which 
they are excited. Additionally, following principles will ensure that the stakeholders know the 
importance of the report and how it will be incorporated into the overall picture of the client’s planning 
and outcomes. The clarity of the report will ensure that there will be no confusion regarding the actions 
and steps that have been taken by all parties involved.  

 
Evaluators can be prepared for writing an applicable and thorough report by following principles 

for effective practices. Author suggested principles begin to include the evaluation with the report in 
mind, view the report as part of a developing process, remember the role and function of the 
information presented for the profession, include behavioral observations, practice responsible use of 
assessment, instruments, and techniques, and make recommendations grounded in evidence and 
consistency.  
 
Begin With the Report in Mind    
 

Vocational Evaluators are encouraged to consider report writing at the very beginning of the 
assessment process.  The evaluator must come to the evaluation prepared, ensure the client that they 
are aware of the referral questions, know the basic background information as it pertains to the client, 
select appropriate assessment instruments, and by guaranteeing that they have all necessary 
documentation from the referring party.  
   
View the Report as Part of a Developing Process  
 

Evaluators need to approach the process with an understanding that this is only one aspect of a 
client’s career development.  Evaluators must understand that the client’s career development, 
including the evaluation, is an ongoing and continual process. This will inevitably help the evaluator 
limit the amount of pressure that they place on themselves to capture everything in one report. It is 
important that both the evaluator and the report reader understand that the information presented is 
essentially only a glimpse into the client’s life, while also remembering to be more focused on the 
process so it may help guide their next steps.    

 
If evaluators do not keep the big picture in mind, they may author a report that is limiting for 

the client. They may use language that hinders potential options and may narrow prospects and future 
goals.  For example, evaluators should not use language that has the potential to constrict the vocational 
plan or language that limits future change and growth as an outcome of participation, training or 
education. Additionally, evaluators should write from a career development standpoint so that 
recommendations can be seen in terms of the client’s current situation with clear next steps in the 
process, but should also leave room for future change, especially as the client develops their interests, 
skills and abilities. Evaluators using only one piece of information, such as an academic test score, a 
functional limitation, or a singular stated vocational interest, will present a report that will have limited 
utility for the client which will also limit their potential to build upon future goals.   

 
Reports should not be viewed as one of the final tasks of the vocational evaluation process to 

simply be read and filed away.  Rather, the report needs to have direct applicability on the career and 
educational future of the client and be used and built upon after the evaluation has been conducted 
(30th IRI, 2003).  
 
Remember Role and Function    
 

Evaluators need to remember their role and function within a larger service delivery system.  
Understanding their role will remind them to request input from a variety of individuals who are 
involved in the client’s rehabilitation process, especially when seeking answers to questions beyond 
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their expertise. When evaluators spend time getting to know the client and connecting with 
stakeholders on the client’s vocational team, the evaluator will have a wide scope of information and 
may better understand their client so that they may be able to draw on this information for report 
writing.   An important note is that the author of the report must always be the individual that performs 
the vocational evaluation interview and subsequent testing.  For the purposes of this article, that 
individual is referred to as the evaluator.   
 
Include Behavioral Observations   
 

If evaluators have collected detailed behavioral observations (what the client was doing, what 
was happening around the client, date, time of day, etc.), including and paying attention to self-reports 
and statements from the client, they can be confident that they will have enough key information to 
place into their report to support their recommendations. These observations may be solely based on 
their self-reported abilities or in comparison to objective information in records.  Vocational evaluation 
and assessment must be grounded in career, vocational, and work contexts (Castiglione, et al, 
2018). Everything that the evaluator does ought to be relevant for determining vocational information. 
Evaluation will be most effective when hands-on work, whether real or simulated, is thoroughly 
included. Community-based assessments are an ideal practice and should also be considered 
(Castiglione, et al, 2018).  
 
Practice Responsible Use of Assessment Instruments and Techniques   
 

There should be great importance placed on the idea that the assessment utilized is current, 
cross-validated, and relevant in order to be useful. Having a wide variety of assessment tools and 
techniques is essential so that the evaluator may be prepared for the specific needs of the client, in order 
to obtain the information needed to effectively answer referral questions. Considering universal design 
for learning principles, evaluators must be ready to provide assessment/tasks that meet a variety of 
learning style preferences.  Having a diverse toolkit of activities to use to assess the client will ensure 
that the process is engaging and meaningful for the client. It is imperative that documentation for the 
various tools used are reflected in the report.   

 
Regarding the administration of the vocational assessment, research from Dillahunt-Aspillaga, 

et. al., (2015) indicates that an evaluation of a client with a traumatic brain injury must include 
assessment tools that are more commonly administered for this clientele and must include their 
vocational interest inventories, achievement tests, behavioral observations, work values, aptitude or 
intelligence tests, work samples, and general ability aptitude assessment. While this research was 
specific to evaluations for clients post traumatic brain injury, the types of assessment tools indicated 
are appropriate and can be administered during the process of vocational evaluation for a client with a 
disability.  The Dillahunt-Aspillaga et al., (2015) study draws attention to a wide range of tools that may 
be necessary to address the needs of individual client. To make more informed choices regarding 
assessment tools, evaluators must first understand the purposes of the results of the assessment process 
and how they are to be used and, most importantly, that the results are to move a client toward their 
goals as well as answer referral questions.  
 
Make Recommendations Grounded in Evidence and Consistency  
 

Evaluators must ensure that the recommendations put forward are consistent with the abilities 
and goals of the client as well as address referral questions. Considering the potential jobs for the client, 
those that are reviewed should be jobs that are in demand or can feasibly be achieved. All conclusions 
that are made should be supported by other documentation, and recommendations should be both 
practical and actionable.  If vocational evaluators focus on establishing recommendations based on 
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current information such as completing research on current labor market trends, they will be able to 
create a report that has strong reliability.  
 
Values    
 

Professional values are especially important as we approach this extremely critical part of our 
jobs as vocational evaluators.  The foundation of vocational evaluation and assessment is that all human 
assessment is holistic, humanistic, and equitable.  A holistic approach encompasses issues of diversity, 
including all relevant attributes of the client, their existing or potential environments (ecologies), and 
must include the various interactions between the client and their environment(s). A humanistic 
approach to vocational evaluation and assessment requires a client’s involvement, informed choice, 
self-determination, and a process that is designed and implemented to benefit the client served with an 
emphasis on their individual capabilities and strengths.   
 

Equitable services ensure that each client is treated fairly. Clients need, as much as possible, 
access to an assessment process that is as unbiased and nondiscriminatory. Furthermore, the 
environment must suit the client with minimal accommodations rather than the client being required 
to adjust to fit the vocational environment. (Castiglione, et al, 2018). All specific processes and/or 
accommodations provided will be noted clearly in the report.  
 
Value the Right to Work    
 

Every individual has the right and opportunity to engage in a meaningful and satisfying career 
and/or employment, which will contribute to his or her quality of life in a positive way (Preamble for 
VECAP’s By-laws, 2020). Keeping this value in mind, evaluators can ask themselves this question as 
they write, “How will this document best help the client become employed in a satisfying career that 
will contribute to their positive quality of life?”  When all aspects of the report have this value and focus 
on the forefront, the report will be certain to be meaningful to the client. The report should also 
empower clients as they will feel heard, understood, and supported. The information and 
recommendations within the report will be accessible, understandable, and easy to utilize thus helping 
the client gain more of a sense of control over their life.  
 
Value the Client as a Partner in the Process  
 

Vocational evaluators can include their client as a partner in the process by communicating ideas 
and recommendations with them throughout the process as well as informing them they have the right 
to know what is included in the report. Seeing this process from the viewpoint of an active partner or 
even director will contribute to the client taking ownership of the process and planning that follows. 
Having the client’s insights and suggestions, including the review of recommendations at the end of the 
process is also advised.  Clients should not be surprised by anything included in the report following 
completion of the process because communication regarding what will be in the report has been 
completely clear between the evaluator and the client.  
 
Value Self-Determination and Empowerment  
 

To promote client empowerment, information in the report should include services and 
recommendations that clients can negotiate independently or with minimal accommodations and 
support.   As clients realize that they will be moving on independently, it is important that they feel 
capable of accomplishing the next steps.  Keeping professional values in mind will allow evaluators to 
include report information that serves as a springboard by listing the specific steps necessary for the 
client to have the opportunity to achieve their life goals.  Reports should include information that will 
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lead the client towards a positive vocational outcome and not a procedural or attitudinal roadblock. 
(30th IRI, 2003)    
 
Value Cultural Diversity  
 

Vocational evaluators recognize diversity and embrace a cross-cultural approach in support of 
the worth, dignity, potential and uniqueness of clients and their environments. Reports must promote 
nondiscrimination and should not be based solely on race, color, class, gender, gender identity or 
expression, sexual orientation, ethnicity, national origin, immigration status, age, religion, disability, 
genetics, or veteran status. This should also include groups or clients disenfranchised by social and 
economic challenges (VECAP Code of Ethics, 2021).  Vocational evaluators must also keep personal bias 
in check, be aware of potential misperceptions, and even stereotypes.  Reports are to be written in a way 
that honors the client’s multicultural identity and ensures biases are not communicated within the 
report.    
 
Ethics In Report Writing  
 

Guiding professional ethics are critical for Vocational Evaluators. Evaluators have a professional 
code of ethics that must be followed and this includes their accrediting bodies, which includes the 
Canadian Vocational Rehabilitation Professionals (CVRP) Code of Ethics (2020) and the Commission 
on the Certification of Rehabilitation Counselors (CRCC) Code of Ethics (2009), but must also include 
any organizations of which they are members, such as Vocational Evaluators and Career Assessment 
Professionals (VECAP). Considering all of the professional codes of ethics applicable to the evaluator, 
consistency and respect in regards to the client’s rights to privacy, confidentiality, and autonomous 
decision-making (self-determination) must be a priority.  Informed consent is a crucial ethical standard 
as clients must be informed of the purpose of the process and how that information in the report will 
be used by those who are given access to it. Clients must also understand that it is up to them to give 
permission for reports to be shared with others and that the results of the assessment should be used 
for the intended purpose. All efforts need to be made to ensure that the report results are not misused 
or used inappropriately.  Reports will be used for the basis for recommendations.  

 
Vocational evaluators strive to engage in actions that are beneficial and contribute to the welfare 

of others, to help others and to promote good.  Vocational evaluators are required to do no harm, which 
includes avoiding situations that could negatively impact a person’s freedoms or well-being. They 
promote fairness and justice in the access to and benefit from assessment services. In reference to 
access, in order to promote a fair and just process, evaluators need to take into consideration potential 
barriers that clients may have accessing assessment services. For example, if a female client’s 
culture/background informs them that they should not be alone with a male, a male evaluator will want 
to ensure there is another individual present so the client will feel comfortable. Or, if a transgender 
individual has been mistreated in certain career or industry sectors, the evaluator will need to be aware 
and sensitive to their situation when exploring career options. If the client’s socioeconomic status 
appears to be limiting their perspective options, an evaluator will need to be ready to broaden their 
expectations to promote fairness and equity. Overall, potential barriers for a positive and meaningful 
assessment process need to be addressed and removed, as necessary.  

 
Vocational evaluators should exercise reasonable judgment and take precautions to deal with 

potential biases, boundaries of professional competence, and limitations of their expertise, so they may 
not be lead to or condone unjust practice. Vocational evaluators must consider their own potential 
biases and judgments by taking an honest self-assessment and personal reflection of their own feelings, 
thoughts and behaviors and to address their concerns with other competent professionals prior to 
engaging in the evaluation process. For example, if an evaluator has had a negative experience with an 
individual of a specific race or ethnicity, they will need to consider potential unresolved feelings that 
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could impact their judgment or treatment of the individual from the same race or ethnicity. In matters 
of expertise, if an individual presents with a disability that the evaluator is unfamiliar with, they can 
consult a colleague who has more expertise and experience. If an evaluator is uneducated in certain 
cultural norms, they need to seek out information to ensure they are competently and appropriately 
approaching and treating their clients.  

 
Vocational Evaluators strive to be honest, loyal and honor promises or commitments made that 

were legitimately engendered. For example, if an evaluator has informed a client and their stakeholder 
that they will be given the opportunity to utilize assistive technology during the evaluation process to 
ensure appropriate access, the evaluator needs to provide this opportunity. If the client has a 
transportation barrier, and the evaluator promises to secure transportation to the assessment site, they 
must follow up and provide transportation. If the referral agency has asked for specific questions to be 
answered, the evaluator must answer these questions. They must uphold professional standards of 
conduct, clarify their professional roles and obligations, accept appropriate responsibility for their 
behavior and seek to manage conflicts of interest that lead to exploitation or harm (Kitchener, 1984). 
For example, if the client discloses that their current employer, is verbally abusing them, this must be 
reported, regardless of the fact that the employer may be promising the client a promotion. These ethics 
shape, direct, and influence the tone of reports.  
  
Referral Questions  
 

Competent evaluators must take note of the questions asked from their referral source, ensure 
that the evaluation process addresses these questions, and that the report provides a detailed response. 
If the referral questions are not thoroughly described, the responsibility is on the evaluator to clarify 
and confirm.  Knowing the questions ahead of time and confirming these with the referral source will 
provide the initial direction for the entire vocational evaluation process, and will eventually drive the 
information presented in the report.  Pulling the referral questions out again to reference while writing 
the report will give the evaluator an idea of whether adequate and appropriate information has been 
gathered and documented.  Thomas (2020) also recommends the use of an appropriate referral form, 
where the referral form that is long enough to capture essential information but short enough to 
encourage efficiency. Furthermore, Thomas (2020) also recommends that new referral sources are 
provided at the orientation to the referral process to ensure appropriate referral questions are included. 
A strong report begins with appropriate referral questions.  
 
Background Information  
 
Intake Interview  
 

The Vocational Assessment includes an interview with the client and the administration of 
multiple vocational assessment instruments.  During the interview process with the client, the 
discussion may include addressing the clients’ demographics; perception of their diagnoses; functional 
limitations and overall needs; impacts of disability to perform activities of daily living, participate in 
educational endeavors, and/or perform essential job tasks; legal history; military service; educational 
endeavors; basic competencies and skills; certifications gained from past employment or educational 
endeavors; vocational goals and actions made towards achieving their goals; and perceived obstacles or 
barriers that prevent goal achievement.  Asking the client for detailed information through the 
interview process can help the evaluator comprehend the client’s specific situation in order to shape 
the appropriate recommendations. Examples of necessary detailed information to obtain may include, 
but is not limited to dates of employment, pay rate and hours worked per week, reason for leaving the 
position, detailed job duties including which were enjoyed or not, how the job was obtained, if job 
coaching used (and if so, whether it was helpful), and what level of accommodations were 
recommended. In addition, throughout the intake interview process, the evaluator must be in constant 
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observance of the client’s behaviors, especially any behaviors that may be of significance while 
performing job tasks.  
 
Information to Request and Review  
 

In almost all cases, it is impossible for one to write an acceptable report without reviewing 
documentation. The important documentation from outside sources to be reviewed includes records 
pertaining to medical care, psychological care and evaluation, employment, and education. During this 
review, it is within the role of the evaluator to determine which pieces of information are relevant to the 
vocational evaluation and subsequent final report (Thomas, 2020).  
 
Medical Records    
 

Medical records provide insight to the client’s diagnosis, treatment, functional abilities, 
functional limitations, prognosis, and potential future needs in regards to medical treatment. 
Connecting the information collected to the client’s medical and/or psychological condition, including 
their diagnosis and functional capabilities, is essential. Some considerations for the evaluator must 
include understanding the date of the record reviewed as well as the objectivity of the record.  
Evaluators must be aware of the dates recorded, as older documentation may no longer be directly 
relevant.  Regarding the objectivity of the record, the evaluator will take note of who the responsible 
entity was for obtaining the medical report and, determine whether the specific report can be 
considered valid or if it is biased in any way. The best practice is to use the most objective medical 
information available.  
 
Employment Records  
 

For clients who have previous work experience, gathering thorough, available information about 
the client’s past work history is vital. Employment records can provide insight as to the client’s previous 
job duties and physical requirements of positions via job descriptions, pay rates via payroll records, 
ability to maintain employment, needed accommodations, and performance via performance reviews.   
An evaluator will keep in mind that research shows one of the best indicators of future work 
participation is demonstrated in the worker’s past work participation (McDonnal and O'Mally, 2012).   
Breaugh (1981) also found that prolonged or excessive periods of work absence tend to increase the 
probability of increased absence or nonwork participation in the future.  The ability to outline objective 
and in-depth historical employment information can help establish realistic expectations and 
recommendations for the client’s future employment probabilities.  
 
Educational Records  
 

Educational records can provide insight as to academic achievements, academic functioning, 
accommodations received, tracking progress towards reaching goals, and educational plans.  Important 
educational records to consider include student portfolios, high school or college transcripts, IEP or 
504 plans, degree plans, ACT or SAT results, or the results of previous academic testing.  Evaluators 
must consider the age of the records as older educational records may not be reflective of a client’s 
current ability (Thomas, 2020).  
 
Writing the Report  
 

Our goal as evaluators is to prepare and present a comprehensive Vocational Evaluation Report 
that synthesizes all of the information obtained from the objective review of records, from the 
vocational evaluation interview, and from the vocational assessment. The written report provides 
evidence of what the client did during the evaluation and serves as a product of the process. The skills 
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required for report writing are complex (Thomas, 2020). The evaluator must have strong foundational 
skills and fluency in the technical aspects of vocational evaluation such as reliability, validity, 
interpretation, and scoring. However, the evaluator must also have social and relational skills such as 
building trust with the client. Therefore, the skills required to complete an appropriate evaluation 
include both the science and art of report writing.  
  
The Science of Report Writing  
 

Vocational evaluators are tasked with bringing together all of the data available about a 
particular client with the goal of presenting safe, reliable, and viable employment opportunities 
including detailed recommendations to help the client reach their goals. This requires organization of 
the data collected via the interview process and from the review of records. Evaluators need to present 
this information in a logical and sequential manner that builds up to the recommendations.  To do this, 
it is important to first understand the widely accepted sections of a Vocational Evaluation report.   Per 
the State of Vocational Evaluators: A National Study by Sligar and Betters (2012) the following areas 
were determined to be consistent amongst evaluators in their reports: behavioral observation, 
summary of the evaluation process, client demographics, psychometric tests, work samples, situational 
assessment, and community-based assessment, findings, and vocational recommendations. (Sligar & 
Betters, 2012).  Additional sections, which may or may not be included based on the client’s specific 
situation, are career guidance, answers to referral questions, assistive technology recommendations, 
labor market analysis, medical information, job modifications, transferable skills, functional capacity 
evaluation results, learning styles information, and job recommendations. (Sligar & Betters, 2012). The 
rubric for the International Certified Vocational Evaluator credential (citation needed) requires that 
their certification holders be proficient in including within their reports: referral questions, work 
history including duration, duties, and reason for leaving the position, educational background, 
medical/disability restrictions and implications, personal and social background, previous assessments 
utilized including their description, work samples or other work techniques used and their description, 
as well as other assessment and work samples results with analysis.  Another area to be addressed, and 
these authors would suggest adding to the rubric, include a summary of the goals of the client with 
evidence that can be in support or lack thereof their goals.  
 
Documenting Observations    
 

Behavioral observation is an essential component of a vocational evaluation and can assist with 
accurate interpretation of data on the vocational evaluation report (Thomas, 2020). Observations of 
the client are made throughout the evaluation process which include not only their behavior, but also 
any responses to accommodations or assistive technology that will be utilized. This includes during the 
referral and scheduling process. during the intake interview, assessment, and any real or simulated 
work activities, and from the post-evaluation process. Inclusion of observational data from these 
activities is essential to any thorough report. Proper and thorough documentation of observations helps 
with the synthesis, triangulation, and the recommendation process to address client’s behaviors, help 
to confirm information provided by the client, determine accommodations, and provide an overview of 
what may be expected from the client in an employment context.  
 

A cornerstone in vocational evaluation is the inclusion of work activities, both those that are 
based on past performance or simulated through the assessment process. Attention should be given to 
the environment where the work activities are performed. Observations can be informal or formal, 
occur in a variety of environments, made by a variety of people and ought to be well documented in an 
objective, non-biased manner (Smith et al., 1995). In the 30th IRI, it is indicated that observations are 
not meant to detail every action of the client but chosen for inclusion in the report based on the 
usefulness to recommendations and occupational options (2003).  
 



14 
 

Copyright © 2022 Vocational Evaluation and Career Assessment Professionals 

Just as we need to ensure our observations are relevant, we must also be cognizant of how our 
observations are communicated. While an observation may be factual, is it tactful? Bornstein, cautions 
against language that may come across as too frank or direct to the client and to consider how 
observations can be conveyed with more sensitivity (Bornstein as cited in Huff, 2020).  To add the voice 
of the client to observational data, Holman likes to incorporate quotes from clients or metaphors they 
have used to describe themselves, as a way to bring the patients to life on paper (Holeman as cited in 
Huff, 2020).  
 
Triangulation and Synthesis  
 

In research, triangulation is the process by which information available is compared and how 
this can lead to increased credibility and validity (Cohen, et. al., 2000). By looking at how various pieces 
of information available for review are consistent, the evaluator can help to provide an overview of a 
variety of data points on a single topic.  Comparison of information on each topic is essential for the 
preparation of a comprehensive report, as all the information necessary may not be able to be obtained 
from one source. Triangulation includes four key components: what is expressed by the client, what is 
available to review in records, what is demonstrated by the client, and what objective test results reveal.  
 

Triangulation begins with information that is expressed to you by the client in the interview 
process, which is then compared with what the client demonstrates during the assessment process, and 
also compared to the results of the vocational tests. What can be ascertained or built upon from 
available documentation subject to review is also an important consideration when triangulating data.   
For example, vocational assessment scores can be compared to the scores which may have been able to 
be obtained through the review of educational records. The consistency, or sometimes inconsistency, 
needs to be discussed within the report as well as the implications that it has on the recommendations 
that will be presented.   
 

Synthesis is the process of bringing together data with the purpose of drawing conclusions about 
how the client can achieve their goals. If the client does not specify their goals, synthesis can help them 
to identify and establish their goals. When the client has already established a goal, synthesis can help 
to confirm the appropriateness and/or determine the best way to successfully implement the plan. 
Thomas (1986) outlined that this process, and its subsequent interpretation, can be the most difficult 
part of the evaluation process.  
 

This continues to be true as every client with whom an evaluator works with will not have the 
exact same scenario, as such, no two reports are the same.  Information used within the report ought to 
be verified, demonstrated, expressed, measured, and specific to the individual you are preparing the 
report for.  The Vocational Evaluator is advised to not take all information at face value and, if you 
cannot explain it to someone else or articulate it in your report, further research needs to be 
conducted.    

 
If there are inconsistencies that are worth noting in the report, evaluators will include this 

information with a person-centered focus.  The goal is not to try and call out this client but to explain 
inconsistencies that might impact future vocational rehabilitation service provision.     
 

The skills of synthesis and triangulation are essential in vocational evaluation report writing, as 
writers must take the utmost care not to make recommendations that are contradicted by the data they 
report.  For example, recommending a job in a retail store after reporting a history of repeated 
shoplifting, suggesting an educational program for someone who does not meet the academic entrance 
requirements, or offering ideas for employment that ignore a client’s physical conditions are all 
situations in which the information available was not appropriately triangulated and synthesized.  A 
credible report will take a holistic approach to gathering data, considering the entire scope of a person’s 
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physical, psychosocial, emotional, behavioral, and vocational strengths and needs.  It will also take an 
honest look at the limitations of the evaluation, alerting the reader to areas where more information 
may need to be gathered.   
 
Interpretation  
 

Interpretation can be summarized as explanation of the meaning of something. For the purposes 
of writing a Vocational Evaluation report, this would include the translation of raw data into 
information that can be utilized to improve vocational attainment (30th IRI, 2003). Interpretation 
requires explanation and ties together the triangulation and synthesis of data.  
 

Interpretation and explanation of data will be required in order to present occupations and 
recommendations which are suitable for the client and consistent with their goals. In data 
interpretation, it is important to include the client’s transferable skills, the reasoning behind 
educational and employment recommendations, and identify what supports, accommodations, 
modifications, or assistive technology may be needed during those endeavors.     
 

Descriptive and detailed recommendations written in a way that prescribes the processes and 
possibilities will facilitate success, as outlined in the 30th IRI (2003). When writing recommendations, 
it is important to make them sequential for easier implementation. All recommendations should 
demonstrate how a client is being propelled towards success. By having gone through the data 
interpretation process, the evaluator can outline a step-by-step process addressing how the client can 
be successful in each of the suggested processes. Within each step, it can be important for the evaluator 
to identify environmental issues, supervision needs, instruction and recall requirements, 
accommodations, techniques that were beneficial during the evaluation or past work to be able to 
empower the client to successfully complete each step (30th IRI, 2003). Reports written by evaluators 
need to be individualized and specific to the unique client evaluated. While the format between reports 
may be consistent, no two reports will ever be the same.  
 
The Art of Report Writing  
 

While writing a vocational evaluation requires technical skill that can take years to hone, there 
is an art to writing that is just as necessary to ensure readability of the document and respect for the 
reader.  
 
Person-Centered Approach   
 

Vocational evaluation is a highly interpersonal process and experience, both for the evaluator 
and the client.  In the end, a report is written to capture this unique process of self-discovery. Assess 
means to sit besides, and this is what Vocational Evaluators do.  Clients are participating in an 
evaluation because they need answers to questions, and they need assistance. The evaluator’s role is 
not only to guide and facilitate, but most importantly, it is meant to function as a supportive role.  An 
evaluation is not something “done to” the client, it is a process to go through “with” the client.  In the 
simplest sense, an evaluator must be prepared to hold space for a client to learn, discover, consider, 
and eventually make critical and informed choices for their vocational planning. There are many things 
to consider prior to writing a report. First and foremost, it is crucial that an evaluation begin with the 
client in mind.  Thomas (2020) reminds evaluators to design vocational evaluation from a person-
centered perspective.  
 

Ensuring that the report will be helpful for the client, should be the motivating and driving force 
to enhance the evaluator’s focus.  Evaluators spend a significant amount of time building rapport with 
clients. Building on this momentum can steer the focus of the evaluation report writing process.  
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Wanting to ensure that the report is positive, understandable, and helpful for the client will be an 
impelling place to begin. Remembering to keep the report person-centered is vital.  
 

Empathy for the client can also promote positive report writing practices. Picturing oneself in 
the shoes of one’s client, can help mentally prepare the evaluator for writing with the client in mind. 
Thinking about the client’s socio-political world and how their environment(s) impact their thoughts 
and behaviors will be helpful (Huff, 2020).  Knowing the client’s background information, 
understanding their family situation, socio-economic needs, cultural factors and other relevant 
contextual factors will allow the evaluator to create a report that truly is tailored to fit the client.    
 
Using Language with Readability and Respect  
 

Understanding the correct way to document observations, using appropriate language, and 
keeping the readers and stakeholders in mind are key to creating a work product that is meaningful, 
tactful, and useful.  A well-crafted vocational evaluation report is written with careful consideration to 
the client, as well as the audience. It offers recommendations rather than dictates.   
 

The language with which a report is written can be nearly as important as the content itself.   
Using the appropriate language to refer to a person’s disability is not always as simple as using widely 
accepted person-first language. The American Psychological Association (2020) references the best 
practice of deferring to the disability language choices of the individual client when choosing how to 
refer to them in the report. The responsibility is on the evaluator to understand person-first and 
identity-first language.  Person-first language emphasizes the person and not the client’s disability or 
chronic condition (e.g., “a person with paraplegia” vs. calling the person, “a paraplegic”).   However, 
some clients prefer identity-first language.  This refers to situations where an individual claims their 
disability and chooses to acknowledge it as part of their identity rather than permitting others to name 
it. Often, it is used as an expression of cultural pride and a reclamation of a disability that once conferred 
a negative identity. This is the choice of the client, and such situations should be identified by evaluators 
on a case-by-case basis. In the report, the preference of the client as to how they choose to self-identify 
should be noted and utilized. Identity-first language is more often favored by clients who are more 
comfortable with their disability as a cultural factor or identifying trait (Dunn & Andrews, 2015).  
 

In general, it is recommended that evaluators avoid language that uses pictorial metaphors or 
negative terms that imply restriction unless preferred by the client.  For example, instead of using 
“wheelchair bound” or “confined to a wheelchair,” use “wheelchair user” (Dunn & Andrews, 2015).  
Language such as “high functioning” or “low functioning” are problematic and ineffective in describing 
the nuances of a client’s experience with a developmental and/or intellectual disability. Instead, specify 
the person’s strengths and needs (Dunn & Andrews, 2015).     
 

Readability of the report is important.  As a report preparer, one can do an extensive amount of 
research and data collection, but if it cannot be written in a manner that is both understandable and 
implementable it will not be of benefit to either the placement team or the client for whom the 
recommendations were prepared. Write in past tense when discussing data and conversations, as these 
refer to activities that occurred prior to the writing of the report.  It is recommended that the evaluator 
avoid the use of absolutes and stay within their area of expertise (Thomas, 1986).  For example, an 
evaluator would not make determinations related to a person’s mental health diagnosis, needed 
treatment, or medication recommendations as this is not their area of expertise. Additionally, an 
evaluator would not make a recommendation based on functional skills and limitations that require a 
formal analysis by a physical or occupational therapist. Evaluators would also not make statements 
about labor market specifics in which a workforce development professional should be consulted for. 
Pades (as cited in Huff, 2020) encourages writers to ask themselves whether each paragraph in their 
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report is understandable and whether the information holds meaning to untrained readers (Huff, 
2020).   
 

Ensuring readability allows the findings to be relayed to the client in a way that can be personally 
comprehended. The Commission on Accrediting Rehabilitation Facilities’ (CARF) criteria for 
exemplary Comprehensive Vocational Evaluation Services encourages making sure that “the person 
served understands the results “as a hallmark of quality results” (CARF, 2020).  By the time the 
evaluator writes the report, they will want to have a strong understanding of how the client will 
processes the information presented and will need to use a personalized format to share the results. A 
thorough wrap-up meeting to collaborate and share findings will allow for time to check-in with the 
client to ensure understanding and to allow all stakeholders to ask questions. To simplify the 
information in a complex report, evaluators may consider pulling out the most important points, 
breaking information down in graphic organizers, or rewording recommendations for the client in a 
separate document.    
 
Sensitivity when Making Recommendations    
 

In order to be complete, a report must include interpretation of data from the evaluation that 
aligns with the comprehensive recommendations (Thomas, 2020). To further respect the voice of the 
client in the vocational evaluation report, remember that recommendations must always include the 
client’s feedback and voice, and must go beyond the simple examination of skills and potential 
(Dillahunt-Aspillaga, et. al., 2015). The 30th Institute on Rehabilitation Issues (2003) noted that by 
adding the wishes of the client, the chance increases that recommendations will actually be used as the 
client feels that the report is applicable. Dillahunt-Aspillaga, et. al. (2015) found that respondents in 
their study on vocational evaluation following traumatic brain injury were easily able to read the reports 
with recommendations that appropriately reflected the collaboration and agreement between 
stakeholders. Along this vein, making time at the end of an evaluation to discuss possible 
recommendations and options with a client is a way to ensure buy-in and what next steps the client is 
willing to take based on the recommendation.  
 

To put guidance into the correct context, make sure you frame it as suggestions and 
recommendations rather than commands, as Holman suggests (Huff, 2020) “Client may find ____ 
helpful” is more palatable than “The client should _____.” If the client takes offense to the presentation 
of recommendations, they may disengage from following through with future service providers who will 
be implementing those recommendations.  
 
Common Pitfalls and Mistakes  
 

When writing reports, vocational evaluators can avoid common pitfalls, mistakes, and myths 
that result in wordy, incomplete, and inaccurate work products. Thomas (1986) warns evaluators not 
to write reports that are too long or opine on previously known information.  Those reports that fail to 
address referral questions, give no alternative employment goals, or report data and scores without 
interpretation, lack usefulness and applicability. Reports riddled with contradictions, like discrepancies 
between work goal and demonstrated academic skills, are not helpful at best and can be damaging at 
worst.    
 
Wordiness   
 

Rather than lose readers in wordy rehashing of information, many writing mentors suggest the 
mantra of writing tight, or sharing ideas in as few words as it takes to get the point across accurately.  
The book Write Tight by Brohaugh (2007) cautions that wordiness can actually cause the reader to 
skim through writing as he or she searches for useful information. As Thomas (1986) notes, writers  
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believe the myth that the addition of details means information is accurate, and long reports signify 
comprehensiveness. However, this may not necessarily be true.  Instead, Schneider, (as cited in Huff, 
2020) asserts that longer reports are often more so regurgitations of data than organized and 
thoughtfully crafted work products. Thomas (1986) recommends keeping average sentences short, 
varying sentence length, sticking to simple over complex, avoiding unnecessary words, and using action 
verbs.  
 
Assertions and Assumptions  
 

A strong writer will not make assertions or draw conclusions that are not backed by evidence or 
are not accompanied by solutions.  As Schneider says, readers are seeking answers to problems, not 
reiteration of evidence (Huff, 2020).  For a well-balanced approach, it is important to avoid hiding 
behind the test results or data. Thomas notes that evaluators mistakenly assume that standardized data 
makes information more reliable, standardized scores and percentiles make information believable, 
and that repeating prior evaluations is helpful (1986). Instead, a strong report writer will carefully look 
for intersections and contradictions between measured, expressed, and observational data.    
 
Focus on Limitations of the Client   
 

A report that only highlights and addresses the client’s limitations will not be comprehensive 
and will miss opportunities to utilize known strengths. Without addressing what a client is capable of, 
the report not only takes on a tone of negativity but lacks practical application.  
 
Not Addressing Referral Questions    
 

To ensure that the vocational evaluation report is appropriately assisting the client in achieving 
their goals, it is essential to thoroughly answer all referral questions. By not doing so, both the client 
and all involved members of their vocational team are left with unanswered questions.  
 
Failure to Address Limitations of the Report or Vocational Evaluation Process  
 

When it is found that more information is needed to make thorough recommendations, this will 
be noted, along with other specifics and relevant information, regarding what the evaluator would have 
done differently given additional time or resources. The writer will also include when referral to other 
service providers is appropriate to gather additional information.  
 
Lack of proofreading    
 

Additional considerations which can make a report difficult to read and/or can cause the 
substance of the report to be missed include sloppiness or improperly stating opinions as has been 
indicated by Graham Consulting, LLC (2011). To avoid this, proofreading and doing a final read-
through of the full report is essential. Handing off reports for peer review within the same office is 
advised. 
   
Special Considerations  
 
Considerations for Discovery Profiles  
 

At times, evaluators need to move beyond the scope of a traditional assessment to use another 
creative and collaborative process such as Discovery. This is an ideal, person-centered process to use 
when test performance and related measurements are not expected to yield favorable or useful results. 
Used with clients with complex conditions, Discovery is a qualitative approach and precursor to the 
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customized employment process developed by Marc Gold and Associates (Callahan, 2018). Whereas a 
traditional vocational evaluation report details comparative data with predictive and prescriptive 
recommendations, a report for Discovery - called a Discovery Profile - is an observational snapshot of 
current functioning for the purpose of planning. Specific characteristics of a Profile are given below, as 
outlined by Callahan (2019).  

 
 A Discovery Profile avoids the use of comparisons or scores while describing in detail the client, 

their life, and activities they can perform.  
 The Profile is objective and free of opinion when detailing observations. The work and capability 

of the client speaks for itself through the documentation.  
 A Discovery Profile expects employment and never deems a person who wants to work as 

unemployable.  
 A Discovery Profile is considered the property of and a collaboration with the client, rather than 

a work product belonging to a business or agency.  
 A Profile is comprehensive in finding examples of the client at their best at home, at work, at 

school, and in the community   
 A Discovery Profile is robust and includes information about activities, considerations, people, 

and routines of importance to the individual.  
 A Profile does not compare the client to others. Only where areas of excellence are identified 

does the evaluator note comparisons to others’ performance.  
 A Profile is meant to be a resource for planning and negotiating a customized employment 

situation.  
 

Considerations for Forensic Evaluations  
 

The emphasis of a vocational evaluation in a forensic, legal process varies from that of evaluations 
utilized in other settings.  In a forensic evaluation, the primary focus of the evaluation is to determine 
what, if any, impact an acquired disability has on the client’s ability to obtain and maintain future 
employment.  A secondary factor to be addressed often includes the potential loss of earnings the client 
may have experienced due to the acquired injury and impairment. Therefore, some important 
considerations should be made by the Forensic Vocational Evaluator that may differ from information 
presented within this article.  Specific considerations are listed below.  

 
 The individual being evaluated is not considered to be the client but instead this shifts to be the 

referral source.  

 Forensic evaluations often have an emphasis on the client’s level of recovery, physical abilities, 
resultant limitations, and have a focus on the financial impact of the injury.   

 A personal interview of the client does not always occur and often, when retained by the defense 
counsel, the vocational evaluation focuses on the review of the plaintiff’s expert report, medical 
records, testimony or interrogatories, as well as other relevant case documents. In this instance, 
it is important that the evaluator gather as much information as possible for the purposes of 
synthesis, triangulation, and interpretation.  

 Within a forensic evaluator’s practice, utilizing a consistent methodology amongst all 
evaluations performed helps to build credibility and objectivity.  

 Observations often require triangulation between what physicians have indicated in narratives, 
abilities indicated in various therapies, what the client demonstrates in the evaluation, and how 
the client self-reports their abilities. This should be documented in the report regarding both 
consistencies and inconsistencies.  

 There is often a heightened importance of past employment and a reduced emphasis on future 
educational opportunities.  
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 Economic impacts of the injury, including the potential loss for earning capacity, is important. 
Additional documentation/tools which may be utilized and outlined for determining a loss of 
earning capacity and to justify recommendations may include but are not limited to those from 
the United States Department of Labor, United States Bureau of Labor Statistics, state specific 
employment projections, the Social Security Administration, or National Occupational 
Classification for Canada.  

 Informed consent is often not required to be obtained. While it should always be explained to 
the client the purpose of the evaluation, consent is often considered implied as the evaluation 
occurs or is considered a requirement of their legal case.  

 Vocational evaluations are rarely reviewed with the client.  

 
Checklist Tool for Vocational Evaluators   
 

The writing of the vocational evaluation report is a useful tool that portrays the client’s strengths, 
obstacles to overcome and how to overcome them, and outlines the plan to assist the client in being 
able to successfully reach their career goals. The report can be viewed as a compassionate picture of the 
client which can best be developed by getting the opportunity to know the client through the interview 
process, by gaining a greater understanding of the client through the review of records, and by 
administrating and analyzing the results of the vocational assessment. The triangulation, synthesis, and 
interpretation of the data provides a comprehensive and supportive report.  
 

It is important to note that the skill of vocational evaluation report writing takes time and practice 
to develop. Peer-review is recommended as new evaluators to assist with development this skill. In 
addition, the following checklist is provided to assist evaluators in the report writing process:   

 
 Have I included within my report the sections and information required by my agency, employer, 

accrediting body, etc.?  

 Did I receive, review, and outline necessary documentation including, but not limited to medical, 
psychological, educational, employment, and/or financial records?  

 Does my writing reflect person-first language and is it presented in an honest manner?  

 Did I include behavioral observations, including client quotes, in an objective manner?  

 Did I balance the client’s functional limitations with their strengths and potential?  

 Did I appropriately interpret the data available?  

 Did I triangulate the data available from records, interviews, behavioral observations, and the 
results of assessment?  

 Did I acknowledge and address any discrepancies or consistencies determined through the 
synthesis of the triangulated data?  

 Did I develop recommendations taking into account the interpretation of data?  

 Did I fully outline recommendations, in a sequential manner, which will assist the client in 
reaching their employment goals?  

 Do my recommendations include alternate employment goals?  

 Did I write the report so it is understandable and in a manner the client will understand?   

 Did I include and thoroughly answer referral questions?  

 Did I seek out the professional input of others where my expertise is limited?  



21 
 

Copyright © 2022 Vocational Evaluation and Career Assessment Professionals 

 Did I review the surrounding area to ensure my recommendations match up with labor market 
demands?  

 When applicable, did I review all of my recommendations with the client before writing the 
report?  

 When applicable, did I seek feedback from the client to ensure they are in agreement with the 
recommendations?  

 Did I proofread my report, or hand it off to a peer, for proofreading?  

 
To further assist evaluators, the above indicated Checklist Tool for Vocational Evaluators with an 

option for adding notes is available as a single-page addendum to this article which can be printed and 
utilized by the evaluator.  
 
Summary   
 

The vocational evaluation process and report serves as one of the single most impactful processes 
to help an individual with development of career goals as well as pave the pathway to success. The level 
of impact is directly related to how well the report is written, clarity, and practical use by both placement 
teams and the client. Evaluators can guarantee that the reports they prepare directly contribute to the 
client’s success by abiding by guiding vocational evaluation principles, triangulation and synthesis, 
person-centered writing skills, avoiding common myths and pitfalls, addressing referral questions and 
recommendations, making proper recommendations, and forming a habit of checking for these 
components using the Checklist Tool for Vocational Evaluators.  
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Ethics of Telehealth in Vocational Evaluation:  
Theory and Practical Implications 

 
Randall Boen 

 
 

Abstract 
 

The goal of this article is to understand the many ethical issues inherent in telehealth environments. 
Throughout the Covid 19 pandemic, vocational evaluators have been faced with many new challenges 
that interfere with providing effective services. Challenges associated with telehealth platforms are 
specifically highlighted as many were faced with transitioning to distance service provision. This brief 
will evaluate the role of ethical considerations in ever changing service environments. Further, this 
article will discuss specific ethical principles in addressing specific challenges related to telehealth in 
this area.  
 
Keywords: vocational evaluator and ethics, ethical practice of telehealth service, COVID-19 and 
vocational evaluation, ethical models for service delivery 

 

Introduction 
 

In 2020, the service environments of all human service professionals was challenged by the 
effects of the public health emergency caused by the novel corona Virus pandemic (Covid-19). One 
substantial change that effected human service professionals, was the utilization of technology in the 
delivery of health care. In the past few years, telehealth has quickly become a necessary component to 
effective service delivery (Hartley, Peterson & Fennie, 2022). Telehealth is defined here as the use of 
electronic devices and telecommunication technologies to support distance clinical health care, 
patient and professional health-related education, public health, and health administration (American 
Telemedicine Association [ATA], 2020; Health Resources & Services Administration, 2020). The 
professional practice of Vocational Evaluation (VE) is used within this context to describe a range of 
services from vocational related screening to comprehensive vocational assessment, planning and 
delivery (Dowd, 1993; Smith et al., 1994). VE has historical ties in the face-to-face service delivery 
model. Throughout this article the term client will be used to describe the person(s) who is the 
primary recipient of VE services.    

 
Telehealth delivery service methods may occur either synchronously or asynchronously (ATA, 

2020). Synchronous VE telehealth services include real-time healthcare delivery between the 
practitioner and client. Synchronous VE telehealth services may be used for several purposes 
including intake, screening, and evaluation. Asynchronous VE telehealth services are employed when 
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information is shared in a clinical context but not in real time. Examples may include sharing a report 
with a client via email, direct messaging, or online telehealth portal.  

 
Prior to the Covid-19 pandemic, benefits of telehealth were evident because it is convenient, 

cost effective, and has the potential to increase services (Abbott, Klein, & Ciechomski, 2008; Centore 
& Milacci, 2008; Hertlein, Blumer & Mihaloliakos, 2014). Another benefit includes connecting with 
younger transition age clients who are typically more technologically adapt (Lazuras & Dokou, 2016; 
Midkiff & Wyatt, 2008). Disadvantages of using these platforms may vary depending on access, use 
and security concerns. First, the security of using online platforms should be a top priority (Hartley, 
Peterson & Fennie, 2022). In the age of digital communications and data transfer, security priorities 
should be adaptive to meet the needs of telehealth practitioners and consumers. Any new technology 
adoption should be done with diligent review of security features and support (e.g., new virtual 
meeting places, cloud storage options etc.; ATA, 2020). While facing these systematic challenges 
surrounding security, VE telehealth providers need to be continually aware of the upgrades to 
software and needs of consumers.   

 
Although this article concerns the ethics of telehealth service provision for Vocational 

Evaluators there are topics beyond the scope of this review. For example, state and federal regulation 
concerning telehealth services in which the professional operates, although necessary for clinical 
practice, is not included in this paper. Legal manners are also beyond the scope of this review. The 
notification of enforcement discretion for telehealth remote communications during the COVID-19 
nationwide public health emergency should be referenced (Office of Civil Rights, 2020).  

  
Codes of Professional Ethics   
 

This article includes the ethical codes that many professionals functioning within VE 
environments follow. The Vocational Evaluation and Career Assessment Professionals (VECAP) 
published code of ethics provide guidance in working virtually (VECAP, n.d.). This official position 
was published in response to the ongoing COVID19 situation and provides guidance to those who 
work in vocational evaluation settings. Among the recommendations provided by this code of ethics, 
there is a necessity for client/consumer comfort and familiarity level with the technology being used. 

   
Other codes of professional ethics informing this work include, but are not limited to, the 

Certified Rehabilitation Counselor (CRC), Vocational Evaluation Specialists (VES), Work Adjustment 
Specialists (WAS), and Career Assessment Associates (CAA). Many practicing professionals in this 
field are Certified Rehabilitation Counselors (CRC), who follow the Code of Professional Ethics for 
Rehabilitation Counselors (Commission on Rehabilitation Counselor Certification [CRCC], 2017). 
Although at the date of this publication the Code of Professional Ethics for Rehabilitation Counselors 
was last published in 2017 was current, a revised code is currently underway for 2023. Next, the Code 
of Professional Ethics for VES,WAS and CAA (CRCC, 2009). Finally, the Code of Ethics: Setting the 
standards for Vocational Rehabilitation Professionals (Vocational Rehabilitation Association of 
Canada [VRAC], 2009). The purpose of these codes is to guide individual’s behavior to act in a 
manner consistent with others in the field (VRAC, 2009). These codes of ethics also serve as a guiding 
resource for professional’s entering new or unfamiliar practice areas (CRCC, 2017).  

 
  

Recommendations   
 

When engaging clients in distance counseling, the current article proposes that vocational 
evaluators consider the following three elements: setting, types of technology, and purposes. These 
considerations have been proposed from an ethical perspective, and do not cover the diversity of 
knowledge and skills required in such settings. The first consideration is the setting in which the 
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telehealth services take place. The VE provider may practice in many different private and forensic 
environments, which will ultimately affect the general utilization of telehealth. For example, the VE 
needs to be cognizant of the policy and procedures in telehealth work. If these guidelines have not 
been established (i.e., private practice) the VE may need to lay the foundation for such work.  

 
The next consideration deals with the type of technology being used for the vocational 

evaluation. The VE provider may use video conferencing software, e-mail, or more complex data 
management systems in order to conduct their business. This area will also impact the recipient of 
such services. Considering the technological availability of consumer/ client it is included in this 
consideration.  

 
Finally, what is the specific purpose for the telehealth service? As identified previously, a key to 

laying the framework for telehealth services is having a clear perspective on how the interaction will 
occur (e.g., synchronous or asynchronous). Furthermore, is the VE using technology to transmit 
information, interview a client, or completing a report?  

 
 

 
 
Figure 1 provides a proposed hierarchy of elements that may serve for effective practice 

(American Medical Association, 2020; ATA, 2022; Hartley, Peterson, & Fennie, 2022). This model 
preposes the relative importance of issues surrounding telehealth services by its hierarchy structure. 
The first level includes the specific ethical guidelines that should be established for services. These 
refer to the code of ethics and relevant guidelines that one follows. The next level includes the 
available technology, including equipment and supplies. The quality and effectiveness in service can 
be impacted by the technology used. For example, using an outdated system can lead to ineffective 
connection or inability to use certain software. The third and fourth levels of this model underline the 
importance of user knowledge and skills among the provider and client. If the client is unfamiliar or 
uncomfortable with the technology being used, they may choose to not proceed with services offered. 
The top of the model, evaluation, refers to the product or outcome of services.  

 
A list of clinical skills include understanding and using technological potential, managing 

technical issues, and adapting to changing needs. Ethical issues for distance counseling include 
assessing the risks and benefits of engaging in the use of technology-based distance counseling, 
referral information for client emergencies, time zone differences and cultural and/or language 
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differences that may impact services (CRCC, 2017; Midkiff and Wyatt 2008). If the telehealth 
intervention is evaluation focused, privacy and test-fairness are two issues that should be managed. 
Across these areas, providers should develop a comprehensive informed consent and documentation 
process. These documents should encompass the existing and emerging benefits and risk associated 
with telehealth VE service provision.  

    
Ethical considerations when working with people with disabilities are should be a priority. This 

should include areas of fair access and use of technology (e.g., section J.2.a CRCC, 2017). VE must 
consider the degree to which any technology has been adapted and if it is appropriate to the client’s 
needs and accessible to the client given individual capabilities. This has a direct relationship with 
many of the areas of the proposed hierarchy including the types of technology used and user’ 
knowledge and skills.  

  
Another priority for telehealth regards managing emergency situations. Having a robust set of 

contingency plans in place on an average day will aid the vocational evaluator during unexpected 
events. To complicate matters further, these plans must also consider the VE professional, and client 
may not be in the same geographic location (Midkiff and Wyatt 2008). These emergency plans may 
include having secondary modes of contact and plans for client’s safety and security. Remote storage 
of data may also elevate concerns of hardware damage. In addition, generated power may be 
necessary for service delivery. Remote work protocols should also be considered for events involving 
evaluation or relocating. These guidelines should help clarify roles and responsibilities in unexpected 
events.  

      
From the perspective of the client/consumer there are several issues that impact their 

utilization of telehealth services. Many are beyond the scope of this review, however the two issues 
addressed concern technology availability and familiarity. The first issue concerns access to 
technology and internet availability. Clients may have several concerns where access may present 
itself a barrier to services. The VE provider may need to address these issues prior to service delivery 
while also negotiating existing technology and internet availability. The final issue concerns the prior 
familiarity with technology enabled services. Clients will approach the evaluation process having had 
a range of prior exposure to technology services. Further, the VE should have a good understanding of 
prior technology skill that the client processes prior to the engagement in services.  

    
Conclusions   
 
The growing number healthcare providers has expended expendably over the past several years 

(ATA, 2020). This exposure will affect consumers interactions with VE service providers. The use of 
technology has become imbedded in how vocational evaluators interact with the consumers they 
serve. Whether interacting synchronously or asynchronously VE professional should continuously 
evaluate their ethical obligations while working in these environments (Barros-Bailey, 2018). This 
article has focused on general benefits and limitations of telehealth environments.   
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Abstract 
The number of military veterans with psychiatric disabilities continues to increase. To best serve 
veterans with these conditions, rehabilitation professionals must be aware of current best practices. 
Psychiatric disabilities may not be visible but these conditions impact veteran’s and must be taken 
into consideration when making career decisions. To aid professionals with increasing knowledge of 
the literature, a total of five articles were reviewed and major findings were summarized. Implications 
for rehabilitation professionals and suggestions for future practice directions are provided. This 
project highlights the importance of staying current in the literature regarding veterans with 
psychiatric disabilities.  
 
Keywords: Veterans, career decision making, psychiatric disability, vocational evaluation 

 
 
Veterans with psychiatric disabilities represent a large percent of the veterans receiving vocational 
rehabilitation services. The most common disabilities experienced by veterans are associated with 
depression, PTSD, and TBI. Symptoms of PTSD include a combination of more specific symptoms 
from four clusters of intrusion, avoidance, negative alterations in cognition and mood, and alterations 
in arousal and reactivity (Bidel et al., 2014). Symptoms of depression include feelings of sadness and 
worthlessness, disinterest in activities that were once enjoyable, thoughts of death and dying, and 
disturbances in sleep and appetite (Bidel et al., 2014). Symptoms of TBI can include changes or loss of 
physical mobility, speech, cognition, sensory processing, and mental health (National Institute of 
Neurological Disorders and Stroke, n.d.). While each experience is individualized, these conditions 
can create numerous concerns, especially as it relates to finding and maintaining gainful employment. 
It is important for rehabilitation professionals to understand the current research regarding veterans 
and career development services. The purpose of this project is to review the selected research to 
assist professionals and to stay current on some of the contemporary issues. Articles were select based 
on recency of publication and topics that were most closely related to providing services to veterans 
with psychiatric disabilities. A total of five articles will be reviewed and conclusions will be offered.  
 

The article Providing Career Development Services to Veterans: Perceived Need, 
Acceptability, and Demand (Stevenson, et al., 2021) takes a look into the feasibility of the Vocational 
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Evaluation Center (VEC) for veterans with psychiatric disorders. The VEC is a veteran affairs system 
for career development services. The research questions posed in the article asks is how well received 
the intervention of the VEC is among providers and consumers and to what extent veterans with 
psychiatric disorders utilize services? Researchers analyzed 90 veterans who had referrals to the VEC 
between December 2016 and June 2018 (Stevenson, et al., 2021). Specifically, they looked into  
veterans’ demographics, referral source, previously utilized sources, a self-report, employment status, 
service connection status, and education level. They also investigated why these individuals were 
looking for services through open ended questions. The data was gathered when a veteran was 
referred to the VEC, then was re-identified and analyzed by a counseling psychologist and pre- and 
post-doctoral trainees through qualitative analysis (Stevenson, et al., 2021).  

 
As a result, from this data, they were able to come to a conclusion that answered the research 

question. They found that the interventions that the VEC provide are indeed practical, well received, 
and in demand by veterans with disabilities (Stevenson, et al., 2021). Although the researchers were 
able to come to a positive conclusion, there are some cautioned limitations, such as limited qualitative 
data and lack of data regarding the effectiveness of the VEC interventions (Stevenson, et al., 2021). 
Overall, the article addressed all the steps in the research process.  
 
Combat Experience and Career Development  
 

Taking a deeper look into veterans with mental health disorders, researchers show how 
veterans experience with mental health differ based on having or not having combat experiences 
during their time serving in the military. Kukla et al. (2015) studies the perspectives of 40 veterans 
who have PTSD or a severe mental illness (SMI) and are receiving health care from the Department of 
Veteran Affairs (VA). Specifically, 21 participants experienced combat and the remaining 19 have not 
had combat experience. Those participating, completed a survey and interview in person where they 
were asked to describe positive and a negative employment experiences. Results concluded that 
veterans who served in combat experienced more work barriers and a higher prevalence of mental 
health disorders, especially PTSD (Kukla et al., 2015). Those who did not serve in combat were 
primarily diagnosed with psychotic disorders and only a few were diagnosed with PTSD and/or mood 
disorders. Health, transition, interpersonal relationships, self-experiences, and characteristics of the 
employer and workplace were all considered barriers to work reintegration.  
 

There were some notable differences between both groups within each category. In the health 
domain, combat veterans reported both mental and physical disorders, primarily physical, while non-
combat veterans reported more mental health disorders than physical (Kukla et al., 2015). The 
transition domain had mixed responses. Some veterans felt confused once discharged, as if they were 
just thrown out with nothing. However, others felt that learning about leadership and interpersonal 
skills during their military career helped them transition after discharge (Kukla et al., 2015). The 
interpersonal domain included ideas of support from family, friends, co-workers, etc. While some 
veterans had great support, others felt misunderstood and that their diagnosis made some work tasks 
more difficult. Both groups of veterans felt that their skills translated well into civilian jobs, however 
their employers did not agree and struggled to understand how military and civilian jobs compare 
(Kukla et al., 2015). It was beneficial for veterans to find work that related to the structure of the 
military and to also find purpose in their civilian careers.  

 
A limitation of this study was that the veterans were asked about recent work experiences, but 

their recent experiences may differ greatly when compared to work integration experienced further in 
the past. Another limitation was the specific war or time of peace when the veteran had the 
opportunity shape their mental health and work integration opportunities. However, there were some 
conclusions drawn from this study that could help make great strides in understanding how 
psychiatric disabilities impact a veteran’s career development. First, work integration involves many 
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factors such as the way veterans think about themselves and their ability to succeed in the civilian 
world. Secondly, veterans who have psychiatric disabilities may need more support with work 
integration and adjustment to the civilian workforce. We can conclude that providing career 
development services can help veterans manage a psychiatric disability and better acclimate to 
civilian work.  
 
Job Search Strategies  
 

The article Helping Veterans Achieve Work: A Veterans Health Administration Nationwide 
Survey Examining Effective Job Development Practices in the Community, offers research pertaining 
to effective job development practices, providers perceptions of job development for veterans with 
psychiatric disabilities, and effective job development practices.  This study includes 233 staff 
interviews at the VA who work in career development and assist veterans with psychiatric disabilities. 
Unemployment is an ongoing obstacle that veterans with disabilities face. In fact, “70% of participants 
perceived job development to be difficult” and only one out of seven interviews resulted in job offers 
for veterans with disabilities (Kukla et al., 2018).  

 
The purpose of this study was to investigate the perceptions and magnitude of job development 

services from VA professionals. Data was collected through a survey of open-ended questions sent to 
VA professionals nationwide that worked in job development facilities. The data was then analyzed by 
trained coders. Results showed that the most effective job development strategies with employers was 
to center on the interests and needs of the employer, followed by marketing the VA career programs, 
and focusing on the benefits of hiring a veteran (Kukla et al., 2018). The use of these two strategies 
was useful for veterans’ employability, as the employer will likely see it as a benefit to have the 
veterans’ skills and feel that they are a proper match. Results also showed that the least two effective 
strategies were employer characteristics and using a team-based approach (Kukla et al., 2018). 
Businesses not interested in working with veterans as well as VA professions working together to 
network and solve vocational barriers for their clients seemed to be at the bottom of the list for the 
participants.  

 
Although, there are other important strategies pertaining to the career development of 

veterans with psychiatric disabilities, other important strategies include working as a team to 
generate new ideas that benefit the client(s) and having a network of veteran friendly companies that 
can accommodate disability would also be beneficial to the veterans looking for work. Overall, the 
results highlight several strategies that promote positive job development for veterans with 
psychiatric disabilities. Researchers suggest that the strategies used should be linked together to 
benefit veterans with disabilities seeking job development within the VA (Kukla et al., 2018). It is 
important to note that the most effective strategies anticipate more favorable employment outcomes; 
however, each individual will have different needs so all strategies should be considered when 
working with a client.   

 
Transitional Work  
  

The article Employment Outcomes from VA Vocational Services involving Transitional Work 
for Veterans with a Diagnosis of Posttraumatic Stress Disorder studied job development for veterans 
specifically with PTSD. Researchers investigated the differences in the veterans who did and did not 
engage in transitional work and the employment outcomes of doing so. Veterans with PTSD were 
randomly assigned to participate (141 veterans) or not participate (129 veterans) in transitional work 
(Davis et al., 2019). Transition work should be beneficial to those who engage in the program as it 
provides them with an environment to expand skills, improve work etiquette, and affords the 
opportunity to earn income while getting support through the VA to find competitive jobs (Davis et 
al., 2019). However, Davis et al. (2019) suggests that transitional work has limitations and barriers for 
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veterans with PTSD and emphasizes that previous research does not suggest transitional work relates 
to stronger competitive employment outcomes. Results of this study did show that those who 
participated in transitional work “had higher rates of adherence to completing protocol assessment 
visits” compared to those who did not take part in transitional work (Davis et al., 2019).  

 
However, there was “no difference in the rate of becoming a steady worker, the rate of 

becoming competitively employed at any time, the number of weeks or days employed, the amount of 
income earned, or the type of jobs held during the 18-month follow-up” (Davis et al., 2019). In the 
adjusted analysis, researchers found that those who did not participate in transitional work were 
actually 2.5 times more likely to get a competitive job than those who did engage in transitional work 
(Davis et al., 2019). A limitation of the study is that half of the veterans with PTSD who were assigned 
to transitional work did not do so. In addition, job skills learned in one setting during transitional 
work may not be applicable to all jobs. Since transitional work has been shown to be less than 
beneficial to many veterans with PTSD, more resources should be made available to help them with 
successful career development.  

 
Supported Employment  
 

Looking further into VA professionals’ point of view, the article Barriers and Facilitators 
Related to Work Success for Veterans in Supported Employment: A Nationwide Provider Survey 
explores the barriers and facilitators of employment success in supported employment for veterans 
with psychiatric disabilities. 114 professionals who work in supported employment sectors at the VA 
completed a survey consisting of questions using a Likert scale as well as open ended questions. 
Results of quantitative and qualitative data arose from the survey and was read by coders to find 
themes in the responses. A notable theme that surfaced was the lack of available transportation for 
veterans to get to jobs. Another theme was that professionals reported a lack of resources overall, 
suggesting that computer labs and better transportation services for staff and clients incorporated 
into the programs would be beneficial to providing successful career development to the veterans 
(Kukla et al., 2016). Participants of the study mentioned that having good relationships with the 
employers hiring these veterans was an essential factor in providing supported employment services 
(Kukla et al., 2016). This theme aligns with many other research studies discussed, making it a 
fundamental factor to be aware of for rehabilitation professionals. Quantitative findings included the 
highest rated facilitators being “veteran motivation, a good match between the veteran and the job, 
the assistance of VA SE services, and the veteran’s self-confidence related to work” (Kukla et al., 
2016).  

On the other end of the spectrum, the highest rated barriers veterans experienced included 
substance use, psychological stress, mental health, cognitive functioning, and other general medical 
health concerns (Kukla et al., 2016). The psychiatric disabilities veterans experience is impacting their 
work success and career development. However, balancing these barriers while increasing their self-
confidence and motivation may help to enhance the work success rates. Finally, as discussed in 
previous literature, educating employers, and promoting that veterans with psychiatric disabilities are 
productive employees, can increase the likelihood that employers will hire these individuals and open 
up to relationships with them (Kukla et al., 2016). Overall, this literature provides thorough 
understanding of the facilitators and barriers that veterans with psychiatric disabilities experience 
during career development. This study adds to rehabilitation professionals understanding of tools 
that are beneficial or those that need improvements so that these services may be provided in the best 
way possible.  
 
Conclusions and Future Directions  
 

The findings from the articles suggest that future research can and should be done. There were 
some limitations discussed that should be explored further to enhance the topic. More research 
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should be done on the long-term effects of supportive employment and career development services 
for veterans with psychiatric disabilities. It would also be beneficial to investigate programs outside of 
the VA, such as private companies, who provide these services as they may show different results and 
may provide new insights for methods that best support these veterans.  
 

We can conclude that increasing positive facilitators such as self-confidence and finding a good 
match between veterans and the job will help to support veterans with psychiatric disabilities in 
career development. Another conclusion that can be made is eliminating barriers such as 
psychological health, employer stigma, and transportation barriers that contribute to veterans and 
career development. Having a deeper understanding of common psychiatric disabilities that veterans 
may have will provide a new perspective on how to increase these positive facilitators and decrease 
employment barriers. This knowledge will help rehabilitation professionals find needed 
accommodations in job environments as well as focus on these veterans’ strengths when working on 
career development.  
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General Call for Papers 

Vocational Evaluation and Career Assessment 
Professionals (VECAP) Journal 

 
The VECAP Journal is a peer-reviewed journal that aims to advance the knowledge and 
practice in all areas of career assessment, vocational evaluation, and work adjustment by 
publishing evidenced-based research as well as conceptual papers, case studies, assessment 
tool reviews, policy briefs, reaction papers, and brief reports (e.g., interesting, or new ideas; 
pilot projects). 
 
The variety of paper types is deliberate for welcoming a wide range of authors including (but 
not limited to) academics, service providers, and students. Additionally, authors representing 
various professions and settings are encouraged to submit (e.g., vocational evaluation, 
rehabilitation counseling, career assessment, additional counseling specialties, special 
education, allied health).   
 
The VECAP Journal is uniquely positioned to reach both academics and service providers and 
authors benefit from this exposure. Upon publication, the VECAP Journal is immediately 
distributed to all VECAP members. Additionally, the Journal is indexed with Crossref, which 
allows for each paper to have a unique Digital Object Identifier to further increase 
discoverability of content. Finally, sometime after publication, a full-text copy of the Journal 
is posted to the VECAP website to encourage additional exposure for authors.  
 
At this time, there are no fees to authors associated with publishing in the Journal.  
 

Paper Submission Procedures 
A complete submission includes three main components: (1) Paper, (2) Cover letter, and (3) 
Author bios. These materials must be e-mailed to editor Amanda McCarthy at 
amccarthy@niu.edu.  
 
1) Paper: With your submission, please include a deidentified copy of the paper prepared 

according to the current edition of the Publication Manual of the American Psychological 
Association (APA). Please be sure to remove author names and identifying information 
from the title page and from the paper. Please include an abstract and keywords in this 
paper document. Any tables or figures should be included in this paper document. The 
paper must be submitted electronically in one Microsoft Word document.  
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2) Cover Letter: On a separate document from the paper (or in an e-mail) include a brief 
cover letter describing the paper, it’s significance,  and it’s fit for the VECAP Journal. In the 
cover letter (or e-mail), also confirm that you agree to the VECAP Journal Author 
Agreement (which is listed out below): 
 Agree to obtain written permission and pay fees for materials (e.g., tables, charts, art 

work) from other source(s) that are included in the paper. 
 Confirm the paper is not published in or submitted for publication to another 

periodical. 
 Agree that the copyright for the paper is transferred to the publisher if and when the 

paper is accepted for publication. The copyright covers the exclusive rights to 
reproduce and distribute the paper without permission in writing from the author(s).  

 Confirm that the work was completed in compliance with all relevant ethical and 
professional standards (e.g., no gift authorship, no fabrication of results, ect). 

 Confirms that the manuscript meets submission standards 
 
3) Author Bios: On a separate document from the paper and cover letter, please submit brief 

author(s) biography that would be published with the paper, if the paper is selected for 
publication.   

  
Again, in the end, you will be submitting three things: 1) Paper, 2) Cover letter, and 3) Author 
bios. After submission, you will receive confirmation of receipt within 5 days of submission 
(not including holidays or weekends).  For information on the status of your paper or 
questions about the Journal please contact Amanda McCarthy, Editor-in-
Chief, amccarthy@niu.edu 
 

Descriptions of Paper Types 
To further assist prospective authors, the descriptions of the types of Papers consider for 
publication are provided.  
 
Research Papers (peer reviewed) 
Research Papers provide new research results related to vocational evaluation, career 
assessment, or work adjustment. Research Papers generally consist of an abstract, 
introduction, methods, results, discussion, and references. Quantitative (e.g. statistical 
analysis of original or secondary data), qualitative (focus groups, interviews, or similar), and 
mix methods projects are welcome. 
  
Review Papers (peer reviewed) 
Review Papers assemble many different papers on a specific subject into an articulate 
narrative about vocational evaluation, career assessment, or work adjustment. 
  
Case studies 
Case studies is a report of a single case/client. This is a popular form of manuscript among 
practitioners of vocational evaluation, career assessment, work adjustment, and related fields. 
Case studies typically draw from the author’s experience with cases/clients that are deemed 
interesting or unusual. Case studies must provide sufficient references. 
  
Test, book, or work sample reviews (peer reviewed) 
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A test, book, or work sample review provides a detailed description and analysis of a 
standardized test, work sample, or book utilized in vocational evaluation, career assessment, 
work adjustment, and related fields.  
  
Policy briefs (up to 3,500, peer reviewed) 
A policy brief is an analysis of a proposed, new, or existing policy that focuses on the 
background of a policy issue, the details of the policy, and its real or predicted impact. 
  
Reactions (up to 3,500 words, not peer reviewed) 
Reaction Papers are opinions on content published in the journal. If a reaction is found 
acceptable, a copy will be sent to the author of the original Paper and the author of the 
original Paper will have an opportunity to provide a response, with new material, that will be 
considered for publication along with the reaction Paper. 
  
Brief Reports (peer reviewed) 
Brief reports describe interesting new ideas or innovations in vocational evaluation, career 
assessment, work adjustment, or related fields, works in progress, or concise reports of small 
pilot research studies that are not sufficiently developed to be published as research Papers 
 
I hope you consider submitting your paper to the VECAP Journal.  
 
Please note, the VECAP Journal is also looking to add additional peer-reviewers. If you are 
interested in being considered as a peer-reviewer for the journal, please e-mail your interest 
and a copy of your CV/Resume to the editor-in-chief.  
 
Best, 
Amanda McCarthy, Ed.D., CRC, CVE, LCPC (IL) 
Editor-in-Chief, VECAP Journal 
Associate Professor 
Northern Illinois University  
amccarthy@niu.edu  
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VECAP MISSION 

VECAP is a nonprofit 501(c)6 organization originally founded in 1967 to promote the 
professions and services of vocational evaluation and work adjustment. Formerly known as 
the Vocational Evaluation and Work Adjustment Association (VEWAA), the name was 
changed in 2003 to better reflect the focus of the organization as well as emphasize the 
independent status of the organization. This group has no affiliation with the National 
Rehabilitation Association (NRA) or the NRA/VEWAA. 
 
The VECAP association is committed to advancing and improving the fields of vocational 
evaluation and career assessment and represents the needs of the professionals who provide 
those services. Its scope of services will encompass individuals who need assistance with 
vocational development and/or career decision making. 
 
VECAP is comprised of a membership of professionals who provide vocational evaluation, 
assessment, and career services and others interested in these services. 
 
VECAP members identify, guide, and support the efforts of persons served to develop and 
realize training, education, and employment plans as they work to attain their career goals. 
 
For membership information, visit VECAP.org. 

 

 
 


