11.6.5 List of Service Category Descriptions
…
	Supported Employment Services—7652O9 (service with required report)

	Benchmark 1A

	Program year to charge
	The year in which the benchmark was achieved.

	To verify receipt
	1. Verify that only one Supported Employment Specialist documented the services provided to the consumer on the DARS1612. 
2. Verify that the Supported Employment Specialist has the required credential by logging in to the UNT's Workplace and Sustainable Employment database using 
· username: DARSstaff, and 
· password: DARSis#1. 
Tips:
· If clicking on the link does not open the database page, copy and paste the entire URL into your browser's address bar: https://pacs.unt.edu/wise/content/completion-reports. 
· The username and password are case-sensitive. 
Note that you have verified the certification on the Supported Employment Specialist note in the "DARS Use Only" section.
3. If the Supported Employment Specialist is not credentialed, verify that an approved DARS3490, Temporary Waiver of CRP Credentials accompanied the invoice. Note that the approval requires all signatures listed under the Authorized DARS DRS Representative Approval section.
If an approved DARS3490 accompanied the invoice for services provided by a noncredentialed Supported Employment Specialist, proceed with step 4.
If the Supported Employment Specialist is not credentialed and an approved DARS3490 does not accompany the invoice, return to the CRP
· a copy of the invoice, 
· a copy of the report, and 
· the authorized letter informing the provider that the Supported Employment Specialist does not hold the required credential. 
Enter a note in the case management system. 
The authorized letter can be found on the DRS intranet page Verifying Credentials for CRPs.
4. Check additional requirements in Chapter 5: Services, 5.5.3 Job Placement as a Purchased Service/Benchmark Payments. 
5. Requires the appropriate DARS form. 
6. Review the form for compliance with quality criteria.


	Receive date
	The date the service was completed (must be within service dates).

	Report receive date
	The date the signed narrative report was approved by the counselor (can be outside service dates).

	Benchmark 1B

	Program year to charge
	The year in which the benchmark was achieved.

	To verify receipt
	1. Check additional requirements in Chapter 5: Services, 5.5.3 Job Placement as a Purchased Service/Benchmark Payments. 
2. Requires the appropriate DARS form. 
3. Review the form for compliance with quality criteria.


	Receive date
	The date the service was completed (must be within service dates).

	Report receive date
	The date the signed narrative report was approved by the counselor (can be outside service dates).

	Benchmarks 2–6

	Program year to charge
	The year in which the benchmark was achieved.

	To verify receipt
	1. Verify that only one Supported Employment Specialist documented the services provided to the consumer on the DARS form. 
2. Verify that the Supported Employment Specialist or Job Skills Trainer (as appropriate) has the required credential by logging in to the UNT's Workplace and Sustainable Employment database using 
· username: DARSstaff, and 
· password: DARSis#1. 
Tips:
· If clicking on the link does not open the database page, copy and paste the entire URL into your browser's address bar: https://pacs.unt.edu/wise/content/completion-reports. 
· The username and password are case-sensitive. 
Note that you have verified the certification on the Supported Employment Specialist note in the "DARS Use Only" section.
3. If the Supported Employment Specialist or Job Skills Trainer (as appropriate) is not credentialed, verify that an approved DARS3490, Temporary Waiver of CRP Credentials accompanied the invoice. Note that the approval requires all signatures listed under the Authorized DARS DRS Representative Approval section.
If an approved DARS3490 accompanied the invoice for services provided by a noncredentialed Supported Employment Specialist, proceed with step 4.
If the Supported Employment  Specialist or Job Skills Trainer (as appropriate) is not credentialed and an approved DARS3490 does not accompany the invoice, return to the CRP
· a copy of the invoice,
· a copy of the report, and 
· the authorized letter informing the provider that the Supported Employment Specialist does not hold the required credential. 
Enter a note in the case management system. 
The authorized letter can be found on the DRS intranet page Verifying Credentials for CRPs.
4. Check additional requirements in Chapter 5: Services, 5.5.3 Job Placement as a Purchased Service/Benchmark Payments. 
5. Requires the appropriate DARS form. 

6. Review the form for compliance with quality criteria.


	Receive date
	The date the service was completed (must be within service dates).

	Report receive date
	The date the signed narrative report was approved by the counselor (can be outside service dates).


...
	Training Job Readiness and Augmentative Services—7652N6 (service with required report)

	Program year to charge
	The year services occurred; prorate when crossing fiscal years.

	To verify receipt
	1. Check additional requirements in Chapter 5: Services, 5.4.3 Community Rehabilitation Program (CRP) Training/CRP Services, Outcome, and Procedures.
2. Requires a provider's written report, such as a DARS3453, Monthly Progress Report for Work/Residential Community Rehabilitation Programs or the equivalent.
3. Verify with the consumer that these services were provided and document the verification before payment.

	Receive date
	The date the service was completed (must be within service dates).

	Report receive date
	The date the report arrived (can be outside service dates).


…

