RPM Chapter 5: Services
Revised 12/08
NOTE: In addition to edits noted here, entire chapter was renumbered to improve organization.
5.4 Training
NOTE: new section 5.4 added; former section 5.11 moved into new section and renumbered 5.4.3, with lower level headings removed.
5.4.3 Community Rehabilitation Program (CRP) Training

Overview
...
· institution to community coordination; 
· job coaching;
· 
· job placement; 
· personal social adjustment training; 
· post-acute brain injury services; 
· room, board, and supervised living; 
· supported employment; 
· vocational adjustment training; 
· vocational evaluation; and 
· work adjustment training. 
...
Referral Procedures
…

CRP Services, Outcome, and Procedures
...

	Service
	Expected Outcome
	Procedures

	...

	
	
	

	
	
	






	
	
	








	
	
	





	
	



	




	Job placement
	The provider supplies the necessary assistance or training for the consumer to conduct the job search and/or be placed in competitive employment, and employment is maintained for 90 days.
Placement must be within an organization or business that is not owned, operated, controlled, or governed by the CRP providing the service.
	Payment systems are based on the consumer's tier level. For more details on services and fees, see 
· 5.5.3 Job Placement as a Purchased Service and 
· DRS Standards for Providers, Chapter 2: Standards for Work-Oriented CRPs, 2.1 Fees/General Community Rehabilitation Program Fees.
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Excused Absences
…

5.5 Employment 
5.5.1 Overview
(Revised 03/08)
*The vocational rehabilitation program helps eligible people enter employment. An employment outcome for the VR program consists of entering or retaining full-time or, if appropriate, part-time competitive employment in the integrated labor market, including supported employment or any other type of employment in an integrated setting, such as
· self-employment, 
· telecommuting, and 
· business ownership. 
The employment must be consistent with the consumer’s strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice.*
*Based on 34 CFR Section 361.5(b)(16)
You provide help, to the degree needed (see Consumer Profiles) to prepare the consumer for employment that reasonably matches the planned employment outcome.
In addition to reasonable and necessary services to prepare the consumer for employment, determine strategies for the consumer to engage in and retain employment. Coordinate employment assistance after the consumer agrees to these strategies. Consider the consumer's need for licensure, tools, equipment, uniforms, or ancillary services to enter and maintain employment.
Your participation depends on the consumer’s needs. The strategy or combination of strategies to achieve successful outcomes also depends on the consumer’s needs. Consider a full range of employment assistance strategies that may include
· counselor-driven employment assistance, 
· purchased job placement services, 
· supported employment, and 
· various forms of self-employment. 
Choosing the strategies most consistent with the consumer’s need for help results in a more productive job search and greater progress toward successful outcomes (see Employment Assistance Guide).
When the consumer is ready to begin his or her job search, either alone or with counselor or CRP assistance, mark the case "Job Ready" in the electronic case management system. This facilitates the job search by allowing staff members to target current business or new business accounts that match the consumer’s interests and knowledge, skills, and abilities (KSA). Additionally, the chance to respond to job orders from a business is greatly enhanced when information about "Job Ready" consumers who may have the qualifications and interests sought by the business is readily available.  Accurately and consistently marking cases as “Job Ready” allows staff members to run queries to identify businesses that have available jobs in the desired fields.  It is critical to match consumers seeking jobs with businesses that are hiring for the jobs that consumers are seeking.
5.5.2 Counselor-Directed Employment Assistance
Counselor Responsibilities

As a VR counselor, you provide as much assistance as the consumer needs to attain a successful employment outcome. The amount of counselor participation in the placement process depends on the needs of the consumer, but may include
· acting as a teacher and coach to develop the consumer’s skills in finding, getting, and keeping a job (for example, résumé reviews, identification of transferable skills, interview preparation, etc); 
· facilitating job clubs or small classes at DRS offices to help consumers learn about topics related to gaining competitive employment;
· linking consumers to existing community resources that offer employment resources and/or classes to the public, such as WorkSource or Workforce Centers;
· providing information about community organizations and people that offer placement assistance; 
· contacting prospective employers to develop job opportunities in general or to place a specific consumer;
· conducting job searches by using the Texas Workforce Commission's Jobs Express, and other job listings that are available on the Internet. See the DRS Intranet, Programs Web Page, Employment Resources for access to several Internet employment sites; and 
· creating a service record documenting when a consumer is referred to the Texas Workforce Commission (TWC). 
You may also help the consumer develop the skills needed to
· explain his or her disability when necessary, and ask for accommodations; 
· explain any historical information that may present a barrier to employment, for instance, gaps in employment, criminal record, etc.; and 
· demonstrate confidence in his or her ability to do the job. 
See Counselor-Directed Placement for more information.
Employer Contacts
Employment assistance in most cases requires contact with employers. You and the consumer should agree in advance on
· whether to disclose the disability, 
· what information to reveal in support of a job match, 
· an approach to answering sensitive questions, and 
· an understanding of the dual relationship with the employer as a customer. 
Ensure that appropriate releases are in place (see DARS Business Procedures Manual, Chapter 20: Confidentiality and Use of Consumer Records and Information). For example, if the consumer asks you to release the results of an HIV antibody test to an employer, obtain a written, signed release specifically authorizing DRS to do so. The release must specify the person or classification of people (for example, potential employers) to whom DRS may release the test results.
Business Relations Unit
The Business Relations Unit (BRU) does not develop jobs for consumers. Instead, the BRU initiates contact with businesses that best serve consumer employment needs, using a “Job Ready” query as a tool to match consumer vocational goals with available jobs (businesses) in the community. The BRU may initiate a business relationship with an employer, and then “hand it off” to a unit level point of contact (POC) who will sustain the relationship. The BRU helps staff members understand the needs of businesses and identify ways to fill those needs with DARS services, consumers, community contacts, etc. For more information on the functions of the BRU, see BRU Functions
5.5.3 Job Placement as a Purchased Service
You may purchase job placement assistance from CRP providers who are under contract to provide this service, or, in certain circumstances, from nontraditional providers.
The job placement service provider supplies the necessary training and support for the consumer to search for a job and/or enter competitive employment, and maintain the employment for 90 days. There is no minimum or maximum number of hours for this training and support.
The services rendered by the provider prepare the consumer to seek employment and enter a job that is consistent with his or her 
· unique strengths, interests, abilities, capabilities, 
· desired employment conditions, and
· employment goal. 
There is a reasonable expectation that the job is permanent rather than temporary.
When you authorize job placement as a purchased service, make no benchmark payments unless the consumer’s job is in an organization or business that is not owned, operated, controlled, or governed by the CRP or nontraditional provider providing the service.
Referring a Consumer to a Job Placement Provider

Finding, getting, and keeping a job may require a variety of skills such as
· completing a job application, 
· developing a résumé, 
· searching for a job, and/or
· interviewing for a job.
Consumers may need different amounts of support and assistance during the job placement process. Consumers may
· require teaching or coaching in the skills, but can then apply them independently or with minimal feedback and coaching; or
· require additional support, repeated instruction and/or individual assistance to complete tasks, even after initial instruction has been completed.
Before you purchase job placement services, you and the consumer should discuss and determine the consumer’s support and assistance needs and complete all sections of the DARS3430, Job Placement Services—Referral. Schedule a meeting with the provider and consumer to develop the DARS3431, Job Placement Services—Plan. Provide a copy of the DARS3430 to the provider before the meeting and any other pertinent information on reports, and/or testing.
To complete the referral process, and before issuing a purchase order for services, meet with the consumer and the provider together to 
· review and clarify employment training needs, 
· discuss the consumer’s skills, abilities, experiences, training, and/or education that may relate to the placement, 
· identify work conditions that must be considered when helping the consumer find employment,
· verify the employment goal, and 
· identify potential positions and/or employers.
At that meeting, also complete the DARS3431, Job Placement Services—Plan.  
While it is preferable for this meeting to be held in person, any method that allows all parties to actively participate in the discussion is acceptable. You should complete all sections of the DARS3431 during this meeting. It will then serve as a “blueprint” that outlines the type of position to look for, the consumer’s needs, and the amount of assistance and support to be provided to achieve the consumer’s employment goal.  See Completing the DARS3431 in the Counselor Toolbox for information about completing the form.
Update the DARS3431 as needed based on follow-up meetings with the consumer and the provider, especially if the consumer identifies different or additional employment conditions and/or employment goals. 
Placement Tiers

Some consumers learn through time how to customize applications, résumés, and interviews to particular jobs. Others require repeated assistance throughout the job search and some require additional supports to maintain the job.  
Because it is more challenging to find employment and support for some consumers than others, there are two payment tiers for purchased job placement services. You determine the placement tier based on the consumer’s needs. See Placement Tiers for considerations in determining the correct tier. Document the rationale for your decision in case notes.
Benchmark Payments

Benchmark A: Job Placement
Assistance, training, or supports provided may include
· writing résumés and proposals to assist in placement; 
· contacting employers from target lists and developing consumer jobs; 
· performing job analysis; 
· reviewing job match information; 
· assisting the consumer with job applications, preemployment forms, practice interviews, and preemployment testing or physicals; 
· accompanying consumer to interviews and company visits; 
· assisting the employer with the Work Opportunity Tax Credit; and 
· training the consumer to travel to and from the job.
Activities related to obtaining a placement can be taught to the consumer, completed with the consumer, or done for the consumer based on the consumer’s abilities.
You pay the provider (see Fee Schedule 2-0005) when the consumer 
· is placed and begins employment in a job that is consistent with the employment goal and a majority of the employment conditions outlined and agreed to on the DARS3431 Job Placement Service—Plan, 
· is earning at least minimum wage,  
· has been employed a total of one day, and 
· is satisfied with his or her job.   
The provider submits an invoice, accompanied by the DARS3432, Job Placement Services—Support Summary, with the employment information and summary of services for Benchmark A sections completed in full. This form must be signed by the provider and consumer or consumer’s legally authorized representative.  
Benchmark A is generally paid only one time per consumer, per provider. Under certain circumstances, it is necessary to place the consumer in one or more subsequent jobs. In order for payment to be made for the succeeding placements, prior approval in the form of a purchase order is required. Area manager approval is required to pay for additional Benchmark A payments.
Contact the consumer or employer to verify the contents of the DARS3432 and the consumer’s employment, and document this contact in the designated section of the form.
Benchmark B: Job Placement – After 45 Days of Paid Employment
Assistance, training, or supports provided may include
· educating the employer and employees on disability-related issues;
· setting up accommodations at the worksite;
· ensuring that job accommodation(s) meet consumer’s needs;
· evaluating the effectiveness of accommodations at the worksite and making any adjustment to ensure the consumer’s success;
· advocating with and/or for the consumer to ensure that he or she maintains the hours, wage, and position he or she is hired for, and is given the opportunity for advancement; and
· recommending job coach services if needed to ensure that the needs of the consumer and employer are met.
Note:  Providers should routinely meet with the consumer on or off the worksite between initial placement and the 45-day benchmark to discuss and resolve any issues related to job.  
You pay the provider (see Fee Schedule 2-0005) when the consumer
· is placed in and maintains employment in a position that is consistent with the employment goal and a majority of the employment conditions outlined and agreed to on the DARS3431, Job Placement Services—Plan;
· is earning at least minimum wage, 
· has been employed a total of 45 cumulative calendar days [link to definition below], and
· is satisfied with his or her job, 
The provider submits an invoice, accompanied by a DARS3432, Job Placement Services—Support Summary with the employment information and summary of services for Benchmark B sections completed. The form must be signed by the provider and consumer, or the consumer’s legally authorized representative.
The information provided in the summary of services should describe 
· how the consumer has adjusted to his or her job; 
· issues or concerns that have emerged, if any; and 
· how these were addressed.  
Contact the consumer or employer to verify the contents of the DARS3432 and the consumer’s employment, and document this contact in the designated section of the form.
Note:  Employment is considered "cumulative" so long as any gaps are not due to the consumer’s disability. If a consumer loses a job before the 45-day benchmark and the job loss is not due to the disability, the consumer’s progression within the 45-day benchmark is “frozen” until he or she becomes employed again, at which time the progression towards completion of the benchmark begins again.
Any gap in employment greater than eight weeks results in a new employment period. 
Benchmark C: Job Placement - After 90 Days of Paid Employment. 
You pay the provider (see Fee Schedule 2-0005) when the consumer
· is placed in and maintains employment in a position that is consistent with the employment goal and a majority of the employment conditions outlined and agreed to on the DARS3431 Job Placement Services—Plan, 
· is earning at least minimum wage, 
· has been employed a minimum of 90 cumulative calendar days, and 
· is satisfied with his or her job.  
The provider submits an invoice, accompanied by DARS3432, Job Placement Services—Support Summary with the employment information and summary of services for Benchmark C sections completed. The form must be signed by the provider and consumer or the consumer’s legally authorized representative.
Note: Providers should routinely meet with the consumer on or off the worksite between the 45-day and the 90-day benchmarks to discuss and resolve any issues related to the job.  
All Yes and No questions at the bottom of DARS3432, Job Placement Services—Support Summary must be answered. If question #1 is answered No, do not pay for Benchmark C until all parties are satisfied with the consumer’s performance on the job. If any other question is answered No, an explanation must be provided in the comment section below the questions.
Contact the consumer or employer to verify the contents of the DARS3432 and the consumer’s employment, and document this contact in the designated section of the form.
Professional Placement Premium
A professional position is defined as a position that requires the completion of at least a bachelor’s degree.  The requirement must be stated in the employee’s job description or job posting.
The decision to pursue a professional position is made during the initial meeting with the consumer and the provider, and documented on the DARS3431, Job Placement Services—Plan. Include the premium payment as a separate line item when you issue the purchase order for Benchmark C.
You pay the provider (see Fee Schedule 2-0005), when the consumer is placed in a professional job that matches the employment goal, (a job that requires at least a bachelor’s degree) and has otherwise completed the requirements for Benchmark C. 
Along with the invoice for Benchmark C, on the DARS3432, Job Placement Services—Support Summary, the provider describes the job that matches the occupational goal and requires at least a bachelor’s degree. A copy of the job posting or job description documenting the educational requirement must be included with the invoice.
Nontraditional Providers for Placement Services
A nontraditional provider is a person who is not currently an approved CRP, and who is in a position to help a particular consumer find a job. A nontraditional provider may become an approved CRP at some point. 
A nontraditional provider may be used when
· the consumer gets “lost in the shuffle” with a traditional provider because of a waiting list or communication issues. The traditional provider may not believe he or she has the skills to work with the consumer;
· services are needed in an area with few or no providers; or
· the counselor has identified a person (or people) in the consumer’s life who is very supportive and active, wants to be involved, and has potential access to employment opportunities.
(See “Who would be a good candidate for a non-traditional provider” for more information.)

Agreement with Nontraditional Provider 
Explain consumer confidentiality, disclosure of information, and other pertinent ethical considerations, and your expectations for a nontraditional provider’s performance. If the person agrees, request that the CRP Specialist set up the nontraditional provider as a vendor.  (This could take up to a week.)  
The nontraditional provider may work with up to three different consumers. If the provider wants to serve more than three consumers, refer him or her to DRS Standards for Providers, Chapter 1, 1-0080 Application Process for New CRPs to apply to become a CRP contractor. You must contact the CRP specialist to reactivate the nontraditional provider each time you wish to use him or her. Issue the purchase order to the nontraditional provider and send a copy to the CRP Specialist in the Regional Office.
Use the following procedures each time you need to issue or change a service record (SR) or purchase order (PO) using the nontraditional provider, after provider setup is completed:
Counselor
· requests CRP specialist assistance to link a provider to nontraditional provider specification.
CRP Specialist
· requests that Procurement and Business Services (PBS) link the provider to the nontraditional provider specification; and
· lets the counselor know that the provider is linked.
Counselor/RST
· issues or changes the needed SR or PO for a specific consumer;
· always clicks the   “Include in Service” button in the electronic case management system to ensure that all the additional wording for nontraditional provider specifications is on the printed PO; and 
· informs the CRP specialist when the SR or PO is completed.
CRP Specialist
· asks PBS to remove the specification link to the provider.
Job Placement by Nontraditional Provider 
Follow all procedures that apply to Job Placement by traditional CRP providers (See 5.5.3  Job Placement as a Purchased Service) except that you do not assign a payment tier.  Use the following fee schedule for nontraditional providers:
Benchmark A: Job Placement – 1 day, $500 
Benchmark B: Job Placement – 45 days, $200
Benchmark C: Job Placement – 90 days, $500
5.8 Adjunct Services
5.8.1 The Purpose and Scope of Adjunct Services

This section describes policies that apply to services that

· support other planned VR services, or 
· are necessary for a consumer to participate in assessments to determine eligibility and rehabilitation needs. 
These services include

· maintenance, 
· consumer transportation, 
· personal attendant services, 
· interpreter services for people who are deaf, 
· special telecommunication assistance, 
· translator services, 
· institution-to-community coordination services,
· services to family members, 
· tools and equipment, and
· occupational licenses.
…

5.8.3 Transportation Services
…

One-Time Transportation

…

	Provider Type
	Payment Rate

	Public
	actual cost to the consumer

	Private or third-party
	actual mileage times a maximum of $.585 per mile

	Consumer
	actual mileage times a maximum of $.16 per mile*


*Rate adjusted quarterly.
Regular Weekly Transportation

…

	Provider Type
	Payment Rate

	Consumer
	the lesser of

· actual mileage times a maximum of $.16 per mile*, or 

· $50 per week 


*Rate adjusted quarterly.

…

5.8.10 Tools and Equipment

Required tools and equipment DRS buys for a consumer are the property of the State of Texas. Tools and equipment may include motorized equipment such as
· garden tractors, 
· power accessories, 
· portable vending stands, and 
· special motor scooters. 
You may provide required tools and equipment to the consumer when the following conditions are met:
· the IPE shows that the consumer is entering into a training program or employment; 
· purchased tools and equipment are good quality and regularly required for the chosen occupation, trade, or profession; and 
· the cost of tools and equipment does not exceed 
· $1,500 for any single item, and 
· a total of $2,000 for all tools and equipment. 
Tools and equipment may be repaired if replacement is not cheaper.
Remind the consumer of the agreement in the IPE to
· safeguard and maintain proper custody of tools and equipment, 
· not dispose of tools and equipment unless unserviceable or obsolete, and 
· return to DRS usable tools and equipment not used as planned. 
Exercise due diligence in recovering usable tools and equipment the consumer no longer needs.
Procedures for Buying, Transferring, or Reporting Lost or Stolen Tools and Equipment
The following table presents procedures for activities related to tools and equipment.
	Activity
	Procedure

	Paying for goods
	You must
· obtain the consumer’s signature on an itemized receipt or cash register receipt that describes each good purchased, or a DARS3425, Receipt for Items;

· place the signed receipt in the case file.

	Transferring tools or equipment
	Occupational tools, equipment, and supplies originally purchased for a consumer and later recovered may be transferred to another consumer if the equipment is still serviceable or under warranty.
The MSS transfers consumer equipment from one consumer location to another and
· assesses the condition of the equipment; or 
· hires a local consultant to assess it, when necessary; and 
· reports the equipment condition to the receiving MSS. 
When the recovered items are not reissued to another consumer, transfer them to the Property Management Office (PMO) located at the DRS Central Warehouse.
Document transfers and reissues in case notes of both consumers involved. Do not enter the name of one consumer in another consumer’s case file.

	Reporting the misappropriation of tools and equipment
	If a consumer sells; pawns; loans; uses as loan collateral; transfers to an unauthorized, known third party; or otherwise uses tools or equipment unlawfully,
· notify the third party immediately that the state has title to the property, and 
· request that the property be returned; and
· contact DARS Legal Services through appropriate management channels before DRS files theft charges against the consumer.



5.8.11 Occupational Licenses
An occupational license is any license, permit, or other written authority from a state, city, or other governmental unit that a person must have to practice an occupation.
Providing occupational licenses is intended to enhance a consumer's employability.
*Job-related services, including occupational licenses, tools, equipment, initial stocks, and supplies, are available.*
*Based on 34 CFR Section 361.48(p)
DRS pays only fees for
· licenses, and 
· necessary examinations or registrations. 
DRS does not pay
· state or municipal tax assessments on occupations, or 
· dues to professional associations or trade unions. 
DRS management may not authorize any exceptions.
