	
	Division for Rehabilitation Services
Non-Bundled Job Placement Services—
Summary Report     
                                                

	General Instructions     

	Follow the instructions below when completing this form: 
· Complete the form electronically, answering all questions;     
· The Job Placement Specialist will record an answer to each question as it relates to the services provided;     
· Write narrative summaries in paragraph form in clear, descriptive English;     
· Review the form carefully and leave no blanks. Enter N/A if not applicable (for example, service not addressed or provided); and     
· Make certain all standards have been met before submitting this form with an invoice for payment.     

	Form completed for:    Application Training and Completion
   Data Sheet and/or Résumé Completion for Consumer 
   Data Sheet and/or Résumé Completion with Consumer  
   Interview Training 
   Other:      

	Consumer’s Identification Information     

	Consumer’s name:      
	DARS Case ID:      

	Service authorization number:       

	Service Delivery Information for Data Sheet and Resume     

	Application Training 

	   N/A-This service not addressed.

	· Job Placement Specialist Provided:  

	   Initial Instruction
	   Monitoring
	   Guidance with minimal assistance

	    Hands-on assistance    
	   Extensive on-going assistance   
	   Resource tools

	   Documents completed for the consumer

	

	Was State of Texas Application completed?         Yes      No  

	If yes, attach the completed application to the DARS1871 and invoice. 

	Were other job application(s) completed?    Yes      No  

	If yes, attach copies of completed application, when available, to the DARS1871 and invoice. 

	If yes, list the name of the business where applications were completed:

     

	Describe the instructions and resources the consumer received related to completion of:

Electronic application: (Business website or kiosk)      
Paper Format:      

	Describe the consumer’s ability and willingness to perform task completion and/or how any task(s) were completed for the consumer:
Electronic Format (Business website or kiosk): 
     
Paper Format:
     

	Describe the instructions and resources the consumer received related to the completion of pre-employment screening questionnaires and/or testing (for example, drug screens, criminal background check, medical review, personality test, aptitude test, etc.). 

      

	Describe the consumer’s response to the effort and preparation needed related to the pre-employment screening questionnaires and/or testing. 

      


	Employment Data Sheet and Résumé

	   N/A-This service not addressed.

	   Employment Data Sheet and Résumé Completion for Consumer  

	   Employment Data Sheet and Résumé Completion with Consumer

	· Job Placement Specialist Provided:  

	   Initial Instruction            
	   Monitoring                          
	   Guidance with minimal assistance  

	    Hands-on assistance    
	   Extensive on-going assistance   
	   Resource tools 

	   Documents completed for the consumer                       

	Describe services received:

	· Was the DARS1890, Employment Data Sheet completed?     Yes     No  

	If yes, include the DARS1890 with the DARS1871 and invoice. 

	If yes, describe the consumer’s ability and willingness to complete tasks and/or how tasks were completed for the consumer.

     

	If yes, describe instruction and resources the consumer received.
     

	· Was the Résumé completed?     Yes     No  

	If yes, include the Résumé with the DARS1871 and invoice

	If yes, describe the consumer’s ability and willingness to complete tasks and/or how tasks were completed for the consumer.

     


	If yes, describe instructions and resources the consumer received:

     


	· Was an alternate type of Data Sheet completed?     Yes     No  

	If yes, include the alternate Data Sheet with the DARS1871 and invoice.

	If yes, describe the consumer’s ability and willingness to complete tasks and/or how tasks were competed for the consumer.

     

	If yes, describe instructions and resources the consumer received:

     

	Interview Training 

	   N/A. This service not addressed.

	Was a training overview of the interview process provided?     Yes      No  

	· Job Placement Specialist Provided:  

	   Initial Instruction
	   Monitoring
	   Guidance with minimal assistance

	    Hands-on assistance    
	   Extensive on-going assistance   
	   Resource tool 

	   Documents completed for the consumer                       
	   Accompanied consumer to interviews         

	· Describe the instructions and resources the consumer received related to the overview of the interview process.

     

	· Describe the consumer’s response to the effort and preparation needed to execute skills necessary to participate in the interview process.  

     

	Was a training overview of the interview types provided?     Yes      No  

	· Job Placement Specialist Provided:  

	   Initial Instruction            
	   Monitoring                          
	   Guidance with minimal assistance  

	    Hands-on assistance    
	   Extensive on-going assistance   
	   Resource tools 

	   Documents completed for the consumer                       
	

	· Describe the instructions and resources the consumer received related to interview types such as: screening, telephone, panel and/or group, behaviorally based, situational, and technical.
     

	· Describe the consumer’s ability and willingness to perform skills or tasks related to the different interview types.   
     

	Was skills training on how to research businesses and positions provided?     Yes      No  

	· Job Placement Specialist Provided:  

	   Initial Instruction            
	   Monitoring                          
	   Guidance with minimal assistance  

	    Hands-on assistance    
	   Extensive on-going assistance   
	   Resource tools 

	   Documents completed for the consumer                       
	

	· Describe the instructions and resources the consumer received related to researching a business and position(s).    

     

	· Describe the consumer’s ability and willingness to perform skills or tasks related to researching a business and position(s).  

     

	Was skill training on how to identify questions to ask the business when interviewing provided? 

   Yes     No  

	· Job Placement Specialist Provided:  

	   Initial Instruction            
	   Monitoring                          
	   Guidance with minimal assistance  

	    Hands-on assistance    
	   Extensive on-going assistance   
	   Resource tools 

	   Documents completed for the consumer                       
	

	· Describe the instructions and resources the consumer received related to questions to ask the business when interviewing. 

     

	· Describe the consumer’s ability and willingness to perform skills or tasks related to questions to ask the business when interviewing.
     

	Was skill training on how to identify and respond to typical interview questions asked by the business for the industry of the consumer’s employment goal(s) provided?
   Yes     No  

	· Job Placement Specialist Provided:  

	   Initial Instruction            
	   Monitoring                          
	   Guidance with minimal assistance  

	    Hands-on assistance    
	   Extensive on-going assistance   
	   Resource tools 

	   Documents completed for the consumer                       
	   Accompanied consumer to the interviews

	· Describe the instructions and resources the consumer received related to identifying and responding to typical interview questions asked by the business for the industry of the consumer’s employment goal(s).  

     

	· Describe the consumer’s ability and willingness to perform skills or tasks related to identifying and responding to typical interview questions asked by the business for the industry of the consumer’s employment goal(s).
     

	Was instruction on how to answer “tricky” questions related to employment barriers provided?

   Yes     No  

	· Job Placement Specialist Provided:  

	   Initial Instruction
	   Monitoring
	   Guidance with minimal assistance

	    Hands-on assistance    
	   Extensive on-going assistance   
	   Resource tools 

	   Documents completed for the consumer                       
	   Accompanied consumer to the interviews

	· Describe the instructions and resources the consumer received related to answering “tricky” questions to address such employment barriers as gaps in work history, criminal background history, and limited work experience.

     

	· Describe the consumer’s ability and willingness to perform skills or tasks related to answering “tricky” questions to address employment barriers as gaps in work history, criminal background history, and limited work experience.

     

	Was instruction on personal grooming and presentation provided? (including body language required for an effective interview)      Yes     No  

	· Job Placement Specialist Provided:  

	   Initial Instruction            
	   Monitoring                          
	   Guidance with minimal assistance  

	    Hands-on assistance    
	   Extensive on-going assistance   
	   Resource tools 

	   Documents completed for the consumer                       
	

	· Describe the instructions and resources the consumer received related to personal grooming and presentation including body language required for an effective interview.
     

	· Describe the consumer’s ability and willingness to perform skills or tasks related to personal grooming and presentation, including body language required for an effective interview.
     

	· Describe any areas that DARS will have to address before the consumer interviews for a position.
     

	 Were mock interviews completed?        Yes     No  

	· Job Placement Specialist Provided:  

	   Initial Instruction            
	   Monitoring                          
	   Guidance with minimal assistance  

	    Hands-on assistance    
	   Extensive on-going assistance   
	   Resource tools 

	   Documents completed for the consumer                       
	

	· Describe the instructions and resources the consumer received related to participation in mock interviews.
     

	· Describe the consumer’s ability and willingness to perform skills or tasks related to participation in mock interviews.

     

	· Describe any areas that DARS will have to address before the consumer interviews for a position.
     

	Deaf Service Premium service authorization Issued       

	Achieved Requirement of Premium Deaf Service Premium
    Yes     No  (If yes, attach copy of certification)
	DARS ONLY—Verified for Payment
  Yes    No    N/A  Initials:       

	Signatures     

	Signatures for:    
    Application Training
    Interview Training 
    Employment Data Sheet and Résumé Completion for Consumer  

    Employment Data Sheet and Résumé Completion with Consumer 

    Other:      

	I, the consumer (or legally authorized representative), am satisfied and certify that the dates, times, and services are accurate. If you are not satisfied, do not sign. Contact your DARS counselor.     

	Consumer’s signature:  X       ____________________________
	Date:       

	Signature of consumer’s legally authorized representative (if any):
X         _______________________________
	Date:       

	I, the Job Placement Specialist, certify that    
· the above dates, times, and services are accurate;    
· I personally provided all services recorded within the above DARS1871;     
· I documented the services and information described above;     
· The consumer, and/or the consumer’s legally authorized representative, signed this form on the date stated in the form’s date field;      
· I handwrote my signature and date below;     
· I maintain the credentials required for a job placement specialist, as described in the Standards for Providers (SFP); and     
· I maintain any credentials/licenses indicated below that are required for any employment premium service, as described in the SFP (see attached copy of credential and/or license).     

	Type of Credential and/or Licenses
	Number:
	DARS ONLY—Verified

	UNT credential
	     
	  Yes      No      N/A  Initials:      

	Other:     
	     
	  Yes      No      N/A  Initials:      

	Job Placement Specialist:

	Print or type name:  
	     
	Date DARS1871
submitted:       

	
	Signature:  
	X      
	

	

	  DARS Use Only—Verification of CRP’s Staff UNT Credentials  

	UNT website verifies that the CRPs staff person listed above is     Credentialed

   Not credentialed in Job Placement.

	If the job placement specialist is not credentialed, 

· Is an approved DARS3490, Temporary Waiver of CRP Credentials attached to the invoice? 

· If yes, does the DARS3490 approve services with correct service dates?  
	  Yes    No 

  Yes    No 

	Printed name of DRS staff member making verification:
	     
	Date verified:      

	If unable to verify the credentials or the approved DARS3490, complete the following:   

	· The date a copy of the submitted invoice and DARS1871 was returned to the CRP with written notification that CRP staff person did not meet the credential criteria required or submit an approved DARS3490 waiving the required credential.  Date:      

	· Enter the date a case note was entered to document the return of invoice and required form(s)  
Date:      

	DARS Use Only—Verification of CRP’s Staff Deaf Services Premium   

	Service authorization issued for Deaf Service Premium?    Yes       No If no, skip to next section. (A copy of the certification should be attached to the form and invoice.)

If Yes, Board for Evaluation of Interpreters (BEI) certification    Credentialed             Not credentialed
Registry of Interpreters for the Deaf (RID) certification     Credentialed              Not credentialed
SLPI rating of intermediate plus                                        Credentialed              Not credentialed

	Printed name of DRS staff member making verification: 
	     
	Date verified: 
	     

	If unable to verify the credentials, complete the following:   

	· The date a copy of the submitted invoice and DARS1871 was returned to the CRP with written notification that the CRP staff person did not meet the credential criteria required.  Date:      

	· The date a case note was entered to document the return of invoice and required form(s)  
Date:      

	DARS Use Only—DARS Approval of the DARS1871     

	Verified that the DARS1871 is accurately completed per form instructions and the Standards for Providers.
	  Yes      No

	Verified that the DARS1871 accurately describes the instruction, resources, and services provided as per the Standards for Providers requirements.  
	  Yes      No

	Verified that the DARS1871 accurately describes the consumer’s ability to perform tasks as per the Standards for Providers requirements.  
	  Yes      No

	Verified that the appropriate level of service was provided as stated in the Standards for Providers.
	  Yes      No

	If Employment Data Sheet/Résumé services were purchased, verified that the DARS1890, résumé, or alternate data sheet was submitted and meets all requirements included in the SFP and “Special Comments” of service authorization.
	  Yes      No      NA

	Verified that the consumer is satisfied with the services provided via signature on form or by consumer contact.
	  Yes      No

	Verified that all additional requirements of the service as noted in the “special comments” of the service authorization were met.
	   Yes      No

	If any question above is answered “No,” complete the following:

· Send a copy of the submitted invoice, DARS1871, DARS1890, résumé, or alternate Personal Data Sheet as applicable to the CRP with written notification that the service provided did not meet the requirements as described in the Standards for Providers.     Date sent:       

· Record a case note to document the return of invoice and required forms  
· Date recorded:      

	DARS1871:    Approved      Sent back to provider

	Comment (if any):       

	Printed name of DARS staff person making verification:  
	     
	Date:  
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