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8.1 Chapter Overview

For services started on or after November 1, 2014, please follow the policies, procedures, definitions, and fees given below. 

Employment Assistance is one of the primary services that Vocational Rehabilitation purchases from Employment Service Providers (EPS). It includes the planning and service provisions that each consumer needs to be successfully employed. Employment Assistance has two basic components: a qualified applicant and a business with a job opportunity. Employment assistance from the consumer’s point of view includes being involved in planning and receiving services to prepare him or her for work, helping him or her to find work, and assisting him or her in keeping a job or finding a new one. The goal is to help the consumer become a qualified applicant for his or her chosen career. Success depends on matching the qualifications of an applicant with the requirements of the business. 

*The vocational rehabilitation program helps eligible people with disabilities 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. The employment must be consistent with the consumer's strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice.*
*Based on 34 CFR Sec. 361.5(b)(16)
As a result of the services given by the Employment Service Provider, the consumer is adequately prepared to seek employment and is placed in a job that is consistent with his or her

· unique strengths, interests, abilities, and capabilities; 

· desired employment conditions, and 

· employment goal. 

There is a reasonable expectation that the job the consumer gets is permanent rather than temporary.

If a consumer has a Consumer Representative or a court appointed guardian with assigned power to make decisions on behalf of the consumer, that representative or guardian will be included in the decision related to employment.

With respect to wage employment, Employment Service Providers (ESP) can provide the following: 

· Counselor Directed Placement purchased services 

· Non-bundled Employment Services
· Job Placement Services

· Basic Job Placement 

· Enhanced Job Placement 

· Job Skills Training and Job Coaching

· Supported Employment Services

The provider must have a purchase order authorizing service provisions before providing any services to a consumer. The provider must follow all specifications in the following documents before DARS is authorized to pay an invoice:

· the bilateral contract,

· the purchase order, and

· the Standards for Providers Manual.

8.2 Key Terms
All information in the Key Terms section is identical to that in the Rehabilitation Policy Manual, Chapter 9: Employment Services.
	Benefits Planning is the process of reviewing a consumer’s social security and other benefits to determine the impact of employment and to develop strategies to ensure that the consumer gains resources to address lost benefits or understands necessary reporting requirements to keep benefits. 

Benchmark(s) are specific employment outcomes for which payments are made to the provider during the course of the Job Placement or Supported Employment process. 
Bundled Employment Services are services that DARS buys as a package and are often included in benchmark-based services. Examples are Bundled Job Placement and Supported Employment.

Business Relation Specialists are DARS employees who help with business development to enhance employment options for DARS consumers. 

Circle of Support is a group of people that helps a consumer accomplish objectives. The group functions as a “community” for that person who cannot achieve those objectives on his or her own. A circle of support is a strategy used in person-centered planning. 

Community Rehabilitation Program (CRP) refers to a program that provides directly, or facilitates the provision of, one or more vocational rehabilitation services to people whom DARS serves. It includes, but is not limited to such services as medical services, counseling, rehabilitation technology, evaluation and testing, and employment.*

* Based on CFR §361.5 Applicable definitions.
Community Rehabilitation Provider (CRP) is an individual or agency with which DARS contracts to provide consumer services for payment. 

Compensatory Techniques are strategies used to help people perform tasks in an alternative manner or by using adaptive aids so that they can be more independent. Compensatory techniques also help people learn new tasks.

Competitive Employment * is work in the competitive labor market that is performed full-time (or for the maximum number of hours possible) in an integrated work setting. A person is compensated at or above the minimum wage for competitive employment, but not less than the customary wage paid by the employer for the same or similar work performed by people who do not have disabilities. 

*Based on 34 CFR Section 363.6(c)(2)(i)
Cover Letter is a letter sent with a résumé to provide additional information on the applicant’s skills and experience.
Credential is proof that a third party has evaluated an individual’s professional knowledge, skills, competency, and ethics to determine whether he or she has the competency required to perform specific tasks and functions. Credentials are required for providers of certain employment services to DARS consumers.

Cumulative Calendar Days of Employment refers to the total count of days beginning with the first day a consumer worked on a job and counting each subsequent day whether the consumer worked or not. The count continues until the day that the consumer is no longer working for the employer.

Customized Employment is an approach of hiring, retaining, and assisting with the return to work process that ties the strengths, conditions, and interests of a job candidate or employee to the business needs of an employer. Department of Labor (DOL) Office of Disability Employment Policy (ODEP)
Employment Assistance Services include the planning and providing of services that prepare consumers for work and help them to find suitable employment and keep their jobs. 

Employment Conditions are consumer requirements or preferences for working conditions. 
Employment Data Sheet is a way of organizing all the information that will be required to fully complete an application form and résumé. The Employment Data Sheet is one way of ensuring that spelling is correct and information is accurate. Personal Data Sheets include such information as name, addresses, phone numbers, identification numbers, education history, work history, volunteer history, and references.
Employment Outcome *means, with respect to the individual, entering or retaining full time, or, if appropriate, part-time competitive employment in the integrated labor market, supported employment, or any other type of employment in an integrated setting. This includes self-employment, telecommuting, or business ownership that is consistent with an individual’s strengths, resources, priorities, consumers, abilities, capabilities, interests, and informed choice.*
*CFR 361.5(B)(15)

Employment Service Provider (ESP) An ESP is a provider that has a Standards for Providers Manual contract to provide work-oriented services to DARS consumers. 

Extended Services and Supports may be necessary to maintain the employment outcome after a consumer's VR case has been closed. Extended services and supports involve either on- or off-site monitoring (as requested by the consumer or legal representative) for as long as needed to ensure the consumer's job stability and are provided and funded by sources other than DARS, and may include the employer. Both natural supports and paid supports, including Long Term Supports and Services provided by other state and federal programs, can be used to facilitate Extended Services.

Long Term Supports and Services (LTSS) are Extended Services and Supports available through the Department of Aging and Disability Services (DADS) or the Department of State Health Services (DSHS). The counselor should get a copy of the individual service plan from the LTSS case manager or service coordinator. The service “Supported Employment,” detailing the amount of units authorized and the name of the provider, should be on the plan when LTSS are used to provide any of the Extended Services a consumer may need to maintain employment prior to the counselor closing the case. For assistance in coordinating with DADS, please contact the Program Specialist for Benefits and DADS.  

Fading is a technique used in job training, in which prompting to perform a task is gradually withdrawn until the need for the prompting decreases and is no longer needed. 

Hard Skills are related to professional knowledge, tools, or techniques that allow a person to perform the essential functions of a job.

Informational Interview is a meeting in which job seekers get advice about their careers, the industry, and the corporate culture of a potential future workplace. The business also learns about the job seekers and judges their professional potential and fit with the corporate culture, thereby gaining exposure to candidates for future hires. Informational interviews allow individuals to gain employment leads and expand their professional network. These interviews provide a non-threatening form for discussion as each person learns about the other.
Integrated work settings *provide an environment where consumers with disabilities interact regularly with nondisabled employees and/or with the general public.*
*Based on 34 CFR Section 363.6(c)(2)(ii)

Interview Training includes instruction in the interview process used by businesses to select the most suitable candidates for their positions. Interview training includes learning how to research a business prior to the interview; formulation of interview questions to be asked by the potential employee to ask the business interviewer(s); prepared responses to standard interview questions asked by businesses; instruction in attire, makeup, and hairstyles acceptable for interview; and training in non-verbal communication. Mock interviews may be used as a training technique. 
Job Accommodation Network (JAN) is the leading source of free, expert, and confidential guidance on workplace accommodations and disability employment issues. Working toward practical solutions that benefit both employer and employee, JAN helps people with disabilities to enhance their employability and shows employers how to capitalize on the value and talent that people with disabilities add to the workplace. For more information, go to the JAN website, https://askjan.org/.
Job Analysis A job analysis breaks a position into its parts and identifies the inherent requirements. It demonstrates what the candidate can do, where support is needed, and provides solutions for any part of a job that a candidate is unable to perform, such as reallocating tasks to and from other employees
Job Application Completion is the process of completing applications for employment that are used by companies to hire employees. Job application can be completed in a paper format or by completing a form online at a company’s website or at a hiring kiosk in a store or business. Application completion may include answering pre-employment screening questionnaires. 

Job Carving, sometimes referred to as Job Creation, is a way to develop a job or certain job duties from one or more job descriptions or from unmet needs of an employer. This technique is often used in Supported Employment.

Job Development is the act of developing a job that meets the needs of the consumer and of the business hiring the consumer. 

Job Placement Specialist is the Employment Service Provider’s employee who provides Job Placement Services to DARS consumers. The Job Placement Specialist must maintain the University of North Texas (UNT) Job Placement Credential.

Job Ready is when the consumer has all the necessary training and tools needed with supports in place to begin seeking employment in his or her chosen career. This is different for each consumer, because each consumer has different skills, abilities, interests, and career goals.  

Job Searching is the process of using traditional and non-traditional methods to find jobs that meet an individual’s strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice as outlined in a consumer’s Placement Plan. Such methods include use of job search engines, job banks, job boards, employer job postings, LinkedIn, social networking, and attendance at job fairs to facilitate the job search. The provider or counselor can contact the potential employer on behalf of the consumer. 
Job Sharing is a flexible work option in which two or more people share the responsibilities and tasks of a single position based on their respective strengths, skills, and interests while meeting workplace needs. This technique is often used in Supported Employment.
Job Skills Trainers or Job Coaches are people who specialize in helping people with disabilities to learn and accurately carry out job duties. Job Skills Trainers and Job Coaches provide one-on-one training tailored to meet the needs of the employee and to meet the employer’s expectations. Job Skills Trainers and Job Coaches must maintain the UNT Job Placement Credential.

Job Site Analysis is a detailed look at a specific job. It identifies the tasks performed and the skills, abilities, and personal characteristics needed to perform the job. 

Living Wage, also called Livable Wage is defined by the wage and/or minimum income that can meet the basic needs to maintain a safe, decent standard of living within the community. The particular amount that must be earned per hour to meet these needs varies depending on location.  The living wage differs from the minimum wage. Gertner, Jon (January 15, 2006). “What is a livable wage?” The New York Times. Retrieved 19 March 2012.
Most Significant Disability is a term used to describe a consumer who

· has a severe physical or mental impairment that seriously limits three or more functional capacities such as mobility, communication, self-care, self-direction, interpersonal skills, work tolerance, or work skills as they relate to achieving and/or maintaining competitive employment, and

· can be expected to require multiple VR services for an extended period of time.
Natural Supports describes supports provided to an employee from supervisors and co-workers, such as mentoring, friendship, socializing at breaks or after work, providing feedback on job performance, or learning a new skill together. Friends, family, or volunteers to help the consumer keep his or her job can also provide natural supports outside of the worksite. Examples of supports provided away from the worksite could include transportation, reporting of earned income to social security, feedback on attire and hygiene, or medication management. When natural support resources are not available, paid supports not funded by DARS can be used to ensure a consumer maintains long-term employment. 
Negotiable Employment Conditions are preferences for working conditions and the things that a consumer would like the placement provider to consider when looking for suitable employment. 

Non-Bundled Job Placement Services are services like résumé and interview training purchased for the consumer outside of a benchmark based service or Bundled Service such as Basic Job Placement, Enhanced Job Placement, or Supported Employment.

Non-Negotiable Employment Conditions are conditions that a consumer and counselor have indicated must or must not be present in an employment placement. The placement provider must always assure these conditions are met when looking for an employment placement for the consumer.
Examples of non-negotiable conditions include, but are not limited to: 

· job must be on bus route #4, 

· must earn at least $16 per hour,

· must earn at least $10 per hour,

· must work at least 15 but no more than 20 hours per week,

· must not require job duties the consumer is not willing to perform, or 

· worksite must allow job coach on site.

Occupational Information Network (O*NET) is a national source of occupational information. The O*NET database has information on hundreds of standardized and occupation-specific descriptors. The database, which is available to the public at no cost, is continually updated by surveying a broad range of workers from each occupation. O*NET is an interactive application for exploring and searching occupations. It is developed under the sponsorship of the US Department of Labor/Employment and Training Administration (USDOL/ETA) through a grant to the North Carolina Department of Commerce. For more information, go to http://www.onetonline.org/.
On-the-job training means training by an employer that is provided to a consumer while engaged in productive, paid work in a job that provides the knowledge or skills essential to the full and adequate performance of the job. The service is limited in duration based on the job requirements and training needs of the consumer. In Texas, DARS or the Texas Workforce Commission can provide reimbursement to the employer for the extraordinary costs of providing the training and additional supervision related to the training. 

Person Centered Planning Process the person (consumer) owns and controls the planning process and its products. Person-centered planning brings together all the people who are important to the person including family, friends, neighbors, support workers, and other professionals to create a comprehensive portrait of the person and what he or she wants to do with his or her life. This team identifies the skills and abilities that can help the person achieve his or her goals for competitive employment, independent living, continuing education, and full inclusion in the community. The team also identifies areas in which the person may need assistance and support and decides how the team can meet those needs.

Placement Plan identifies the job tasks, employment conditions, and consumer-support needs agreed on by the consumer, counselor and CRP employee. The Placement Plan is used as the “blueprint” in Basic Job Placement, Enhanced Job Placement, and Supported Employment to ensure that the employment gained for the consumer meets the consumer’s strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice.

Position Negotiation is the process of reaching an agreement on what essential job responsibilities will be performed or those that will not be performed for the business by the person being hired. 
Pre-employment Testing can include aptitude, skills, literacy, personality, medical, and drug tests as well as background checks to verify work history and credentials
Preparing for the First Day on the Job is a service provided to consumers to help ready them to start their new job. This can include help in setting up transportation, choosing clothing, and planning for the morning of the first day at work. This direction can be provided by the counselor, other VR staff, or a provider. 
Professional References are recommendations for employment from such persons as managers, colleagues, clients, business contacts, and others who can attest to your skills, qualifications, and abilities.
Quality Criteria are points of reference used when reviewing provider documentation and services-rendered to determine whether outcomes have been achieved by the consumer or the provider and effectively documented on the appropriate DARS forms. Quality criteria must be met before the DARS counselor may authorize payment to the provider. Go to Quality Criteria for Supported Employment. 

Rehabilitation Policy Manual (RPM) contains all policies and procedures governing the provision of services through the Division of Rehabilitation Services.
Résumé is a written compilation of education, work experience, credentials, and accomplishments that is used to apply for some jobs. Several types of résumés are used: chronological, functional, combination, or targeted. Not all jobs require a résumé.
Salary Negotiation is the process of reaching an agreement on what a business will pay the consumer-employee for the skills, knowledge, and experience he or she offers to the business. 
Significant Disability is a term used to describe a consumer who

· has a severe physical or mental impairment that seriously limits one or more functional capacities such as mobility, communication, self-care, self-direction, interpersonal skills, work tolerance, or work skills as they relate to achieving and/or maintaining competitive employment; and

· can be expected to require multiple VR services for an extended period of time.
Soft Skills are behavioral competencies, also known as interpersonal skills or “people skills.” Soft skills are the skills, traits, work habits, and attitudes that all workers across all occupations need in order to obtain, maintain, and progress in employment.
Standard Occupational Classification System (SOC) is used by federal statistical agencies to classify workers into occupational categories for the purpose of collecting, calculating, or disseminating data. All workers are classified into one of 840 detailed occupations according to their occupational definition. To facilitate classification, detailed occupations are combined to form 23 major groups, 97 minor groups, and 461 broad occupations. Detailed occupations in the SOC with similar job duties, and in some cases skills, education, and/or training are grouped together.

Standards for Providers Manual (SFP) provides standards that ensure accountability and quality of services to DRS consumers.
Suitable Employment is employment that meets the consumer’s needs outlined in his or her Individual Plan of Employment (IPE) and/or the Placement Plan for Job Placement or Supported Employment services including non-negotiable employment conditions and negotiable conditions. The consumer has the physical and mental skills, training, experience, and/or requirements necessary to hold the position at the business. The employer meets all reasonable health and safety standards for the industry and the employer compensates the employee with a competitive wage. 

Supported Employment is offered to consumers with the most significant disabilities to enable them to enter competitive employment by 
· providing individualized assistance finding an appropriate job match, and 

· establishing extended services/long term supports within the work environment. 

Consumers in Supported Employment need assistance to

· compete in the open market, 

· meet potential employers, and 

· develop and coordinate extended services and long-term supports to maintain employment after DARS closes the case.  

Often, these consumers have been

· excluded from community services, 

· institutionalized, or 

· in such segregated work programs as sheltered workshops or enclaves for long periods. 

Supported Employment Assessment (SEA) is completed by the Supported Employment Specialist using person-centered techniques to conduct discovery interviews and interviews with individuals within the consumer’s circle of supports, as well as observations of the consumer in multiple settings to determine the consumer’s specific needs for employment. The assessment includes informational interviews with potential employers, work-skills observations and the identification of potential Extended Services necessary for the consumer to maintain long-term employment.

Supported Employment Specialist is the CRP employee who completes the Supported Employment Assessment, identifies jobs the consumer can perform in the community, and coordinates the consumer’s attainment of the job and job skills training to ensure that the consumer learns the job and uses long-term supports to maintain long-term employment success. The Supported Employment Specialist must maintain the UNT Supported Employment Credential.

Targeted Job Tasks or Skills are those tasks or skills identified as part of the assessment and planning process of job placement, enhanced job placement and supported employment that the consumer has the ability and interest to perform. 

Temporary Waiver for UNT Credential is an option to temporarily set aside the contractual requirement for UNT credentials when it is in the best interest of the consumer or when there are no CRP employees available with the required UNT credential who can provide the needed employment service. Each waiver must be approved according to the current policy.
Thank You Letters are letters that the consumer sends after a job interview to the people who interviewed him or her. Thank you letters express appreciation for being considered for the job, emphasize interest in the position, and offer an opportunity to provide additional information about the applicant’s qualifications.

Transferable Skills are the skills and knowledge acquired through personal experience such as schooling, jobs, classes, hobbies, or life experiences. 
Transitional Employment for Consumers with Chronic Mental Illness is a series of temporary job placements in competitive employment in integrated work settings for consumers needing support services on or off the worksite. In transitional employment, the Supported Employment services must include continuing job placements until a suitable employment outcome is achieved.*  

*Based on 34 CFR Sections 363.6(c)(1)(ii) and 361.5(b)(56)
Wage Employment or wage earners are people who are in employment situations that are covered under the Fair Labor Standards Act (FLSA). These are salaried or hourly workers who are paid by the hour. For more information, go to http://www.dol.gov/whd/flsa/. The FLSA establishes a minimum wage at the federal level that all states must abide by, among other provisions. People who are self-employed or who are issued a 1099 from the IRS, instead of a W2, are not wage earners.
Worksite accommodations are environmental changes, assistive technology devices, techniques, or work process changes that improve the ability of a person with a disability to perform in his or her work environment and/or complete his or her work.

Work Observations refers to when the Supported Employment Specialist observes the consumer in work environments performing work-related tasks in order to determine the consumer’s strengths and challenges as well as interests related to work.


8.3 Fees
The table below shows fees for Employment Assistance Services.

	Service
	Fee

	Basic 

Job Placement
	· Benchmark A: Job Placement—5 days, $900.00

· Benchmark B: Job Placement—45 days, $450.00

· Benchmark C: Job Placement—90 days, $900.00

· Professional Placement Premium—$500.00

· Criminal Background Premium—$500.00
· Deaf Service Premium—$1,065.00
· EN Employment Advancement Payment—$450  

	Enhanced Job Placement
	· Benchmark A: Job Placement—5 days, $1200.00

· Benchmark B: Job Placement—45 days, $600.00

· Benchmark C: Job Placement—90 days, $1,200.00

· Professional Placement Premium—$500.00

· Criminal Background Premium- $500.00
· Deaf Service Premium- $1,420.00
· EN Employment Advancement Payment—$450  

	Supported Employment Services
	· Benchmark 1A: Supported Employment Assessment (SEA)—$975.00

· Benchmark 1B: Supported Employment Services Plan—Part 1 (SESP Part1)—$150.00

· Benchmark 2: Job Placement and SESP Part 2—$1,500.00

· Benchmark 3: Four-Week Job Maintenance—$1,500.00

· Benchmark 4: Eight-Week Job Maintenance—$750.00

· Benchmark 5: Job Stability—$750.00

· Benchmark 6: VR Closure—$3,000.00

· Professional Placement Premium—$500.00 

· Criminal Background Premium—$500.00 

· Deaf Service Premium at completion Benchmark 1b—$533

· Deaf Service Premium at completion of Benchmark 6—$3,550.00

· EN Employment Advancement Payment—$1,237.50 

	Job Skills Training/Job Coach
	· Individual Job Skills Training and Job Coaching—Negotiated up to $37.50 per hour, for a maximum of 200 hours

· Individual Job Skills Training and Job Coaching For the Deaf—Negotiated up to $55.25 per hour of training, for a maximum of 200 hours

· Group Job Skills Training and Job Coaching—Negotiated up to $19.00 per hour, per individual, for no more than 4 individuals in a group, for a maximum of 200 hours per individual in the group

· Group Job Skills Training and Job Coaching For the Deaf—Negotiated up to $27.50 per hour, for no more than 4 individuals in a group, for a maximum of 200 hours per individual in the group

Note: The maximum total of hours of Job Skills Training and Job Coaching is 200. This total includes both Individual and Group Job Skills Training and Job Coaching.

 

	Non-Bundled Employment Services
	· Job Application Training and Completion—$150.00

· Job Application Training and Completion Deaf Service Premium---$71.00

· Employment Data Sheet and Résumé Completion for Consumer—$225.00

· Employment Data Sheet and Résumé Completion for Consumer Deaf Service Premium—$106.50

· Employment Data Sheet and  Résumé Consumer Instruction with Employment Data Sheet or Résumé submitted—$225.00

· Employment Data Sheet and Résumé Consumer Instruction with Employment Data Sheet or Résumé submit Deaf Service Premium—$106.50

· Interview Training—$300.00

· Interview Training Deaf Service Premium—$142.00 

	Note: The Employment service providers cannot collect money from a DARS consumer or the consumer's family for any service charged in excess of DARS DRS fees. If DARS and another resource are paying for a service for a consumer, the total payment must not exceed the fee specified in the DARS-DRS Standards for Providers.


8.4 Employment Premium Services

	Service Overview:

A DARS Counselor may purchase the optional services(s) described below for a consumer. The consumer must meet the requirements to be eligible for the Employment Premium Service and the provider must receive a purchase order that authorizes the Employment Premium Service. An Employment Premium Service payment is paid only once and is paid when the consumer achieves the required criteria. For Bundled Services, such as Bundled Job Placement and Supported Employment, all benchmarks must have been completed before payment of any invoice for an Employment Premium Service. Form(s) and invoice(s) will be returned to the provider if incomplete. DARS will provide notification of issues related to the incomplete form(s) and/or invoice. The Employment Service Provider must resubmit forms and invoice correcting issues to gain payment of the invoice.
Service Descriptions and Scopes:

Criminal Background Premium—For a consumer’s case to be eligible for Criminal Background Premium, DARS must have a Criminal Background Check (CBC) on file that indicates the consumer has
· a felony criminal conviction, or 
· a guilty plea with deferred adjudication for a felony criminal offense, or
· a no-contest plea with deferred adjudication for a felony criminal offense.
An Employment Services Provider is eligible for the Criminal Background Premium when the consumer gains employment that meets all the criteria outlined in the DARS1833, Job Placement Services Placement Plan and Benchmark Status Report or DARS1613, Supported Employment Service Plan including the Criminal Background Premium. The Criminal Background Premium must also be authorized by a purchase order. The premium payment is made only once, at the conclusion of the achievement of the Wage Employment Service. For fees chart, see 8.3: Fees. 
Outcomes Required for Payment

DARS is authorized to pay the provider when an accurate and complete invoice and DARS1833 is submitted confirming that the consumer has otherwise achieved the requirements for Basic or Enhanced Job Placement Service Benchmark C or Benchmark 6 in Supported Employment Services.
Deaf Service Premium—An Employment Service Provider is eligible for Deaf Services Premium when a consumer uses manual sign language to communicate and the job placement specialist or Supported Employment Specialist providing services to consumers is proficient with sign-language skills. The job placement specialist or Supported Employment Specialist must prove proficiency in sign language by evidence of either holding a Board of Interpreters for the Deaf (BEI) certification, a Registry of Interpreters for the Deaf (RID) certification, or a SLPI rating of intermediate plus. Employment Services Provider is eligible for DEAF Service Premium when the consumer gains employment that meets all the criteria outlined in the DARS1833, Job Placement Services Placement Plan and Benchmark Status Report, or DARS1613, Supported Employment Service Plan, including the Deaf Services Premium. The Deaf Services Premium must also be authorized by a purchase order. The premium payment is made only once, at the conclusion of the achievement of the Wage Employment Service. For fees chart, see 8.3: Fees. Link to 8.3 in this document.
Outcomes Required for Payment

DARS is authorized to pay the provider when an accurate and complete invoice and DARS1833 or DARS1613 is submitted confirming that the consumer

· meets all the criteria outlined in the DARS1833, Job Placement Services Placement Plan and Benchmark Status Report or DARS1613 Supported Employment Service Plan; and
· has otherwise achieved the requirements for Basic or Enhanced Job Placement Service Benchmark C or Benchmark 6 in Supported Employment Services.
Proof (copy of certification) that the Job Placement Specialist or Supported Employment Specialist maintains a Board of Interpreters for the Deaf (BEI) certification, or a Registry of Interpreters for the Deaf (RID) certification, or a SLPI rating of intermediate plus, must be provided with invoice. 
Wage Premium—When a consumer has employment that meets all the criteria outlined in the DARS1833, Job Placement Services Placement Plan and Benchmark Status Report or DARS1613 Supported Employment Service Plan and the consumer earns a gross wage of $16 per hour for more than 20 hours per week. Employment Services Provider is eligible for Wage Premium when indicated on the DARS1833 or DARS 1613 and the Wage Premium is authorized by a purchase order. Proof of the consumer’s earnings and average hours worked per week must be submitted such as an itemized pay stub with the invoice. The premium payment is made only once at the conclusion of the achievement of the Employment Service.  
Outcomes Required for Payment

DARS is authorized to pay the provider when an accurate and complete invoice and DARS1833 or DARS1613 is submitted confirming that the consumer

· meets all the criteria outlined in the DARS1833, Job Placement Services Placement Plan and Benchmark Status Report, or DARS1613, Supported Employment Service Plan;
· has a job that earns $16 per hour for more than 20 hours per week with a copy of an itemized pay stub submitted for proof; and
· has otherwise achieved the requirements for Basic or Enhanced Job Placement Service Benchmark C or Supported Employment Benchmark 6.
Professional Placement Premium—When a consumer has employment in a job that meets all the criteria outlined in the DARS 1833, Job Placement Services Placement Plan and Benchmark Status Report, or DARS1613, Supported Employment Service Plan, and the position requires the completion of at least a bachelor's degree. This requirement must be stated in the employee's job description or job posting. The Professional Placement Premium must be indicated on the DARS1833 and the Professional Placement Premium must be authorized by a purchase order. The premium payment is made only once at the conclusion of the achievement of the Wage Employment Service. For fees chart, see 8.3: Fees. Link to 8.3 in this document.
Outcomes Required for Payment:

DARS is authorized to pay the provider when an accurate and complete invoice and DARS1833 is submitted confirming that the consumer

· meets all the criteria outlined in the DARS1833, Job Placement Services Placement Plan and Benchmark Status Report or DARS1613, Supported Employment Service Plan;
· has a job that requires at least a bachelor's degree (copy of the job description or job posting must be submitted as proof); and
· has otherwise achieved the requirements for Basic or Enhanced Job Placement Service Benchmark C or Supported Employment Benchmark 6.



8.5 Non-Bundled Employment Services

	Non-Bundled Job Placement Services are purchased from contracted providers when the consumer needs more assistance than the counselor or DARS staff can provide related to a specific skill(s) or task(s) that needs to be completed for the consumer to gain employment. These services are not bought with Bundled Employment Services such as Basic Job Placement, Enhanced Job Placement, or Supported Employment services. 

Infrequently, Bundled Employment Services—Basic Job Placement, Enhanced Job Placement, or Supported Employment—need to be purchased for a consumer after the purchase of Non-Bundled Job Placement Service(s). In these cases, a reduction of payment for the Non-Bundled Job Placement Service(s) will be applied to the fee of the Bundled Employment Service. 

Each Non-Bundled Job Placement Service should be purchased only once for a consumer. Infrequently, a Non-Bundled Job Placement Services may need to be purchased more than once to ensure the consumer gains the training and support necessary to be successful. When this is necessary, a DARS 3472, Contract Service Modification, must be completed, reviewed by the area manager and approved by the Regional Director per RPM 7.5.8 Exceptions to Contracts, before the service is re-purchased. The DARS 3472 must be submitted with the invoice and kept in the DARS and CRP’s consumer file.
Non-Bundled Job Placement Services can be purchased with On the Job Training, Apprenticeship, and Job Skills Training and Job Coaching when determined appropriate by the DARS counselor.  

Service Description and Scope

The Service Provider

· supplies initial instruction, assistance, monitoring, and any needed resources and tools to help the consumer, or

· completes tasks for the consumer as appropriate.  

The assistance, training, or support provided by Job Placement Specialist must be documented on the DARS1871, Summary of Non-Bundled Job Placement Service Report, in clear descriptive terms.  

Non-Bundled Job Placement Services include:

· Job Application Training and Completion;

· Employment Data Sheet and Résumé Completion for Consumer;

· Employment Data Sheet and Résumé Consumer Instruction with Employment Data Sheet or Résumé submitted and

· Interview Training  
Procedure

Process steps: 

· The counselor completes the DARS1870, Non-Bundled Job Placement Service(s) Referral, and submits it to the provider. The Referral Form includes any documentation that will prepare the provider to better work with the consumer (for example, Medical or psychological reports, case notes, vocational testing, or employment data collected by DARS). The Referral Form will indicate what Non-Bundled Job Placement service(s) will be purchased for the consumer and any special directions related to the delivery of the service(s). If the Deaf Employment Premium Service is necessary, it will be included on the Referral form and Purchase Order issued for the service. See 8.4 Employment Premium Services for additional information. Link to 8.4 in this document. 
· The Job Placement Specialist supplies initial instruction with guidance, monitoring, and any needed resources and tools necessary to assist the consumer or completes tasks for the consumer as appropriate.
· The Job Placement Specialist completes  and submits the DARS1871, Summary of Non-Bundled Job Placement Service(s) Report, documenting the assistance, training, or support provided by job placement specialist in clear, descriptive terms
· DARS staff members review the submitted forms and the invoice to ensure completeness, accuracy, and that the required outcomes for payment have been achieved. Form(s) and invoice will be returned to the provider if incomplete. DARS will provide notification of issues related to the incomplete form(s) and/or invoice. The Employment Service Provider must resubmit forms and invoice correcting issues to gain payment of the invoice. 

· If the Deaf Employment Premium Service was authorized, the invoice will be paid after the DARS1871, Summary of Non-Bundled Job Placement Service(s) Report, is approved. See 8.4 Employment Premium Payments for additional information  Link to 8.4
· Once the forms and invoice have been approved, the invoice is paid.
Outcomes Required for Payment

8.5.1 Job Application Training and Completion

The Job Placement Specialist supplies initial instruction, assistance, monitoring, and any resources and tools necessary to assist the consumer in completion of job applications and pre-employment screenings questionnaires and/or testing.
Training must include

· an overview of the Job Application process;

· an overview of the application types such as paper, website, and kiosk;
· how to identify appropriate responses to questions on job applications;

· how to write clear descriptive responses to questions;

· how to ensure your job application is free of spelling and grammatical errors;
· strategies for addressing such employment barriers as gaps in work history; criminal background history, limited work experience, etc.;

· an overview of pre-employment screening practices;

· an overview of the different types of pre-employment screening such as aptitude, skills, literacy, personality, medical, and drug tests, as well as background checks to verify work history and credentials; and
· pre-employment testing practice in areas such as literacy, aptitude, and personality tests. 

The Job Placement Specialist completes the DARS1871, Summary of Non-Bundled Job Placement Service(s) Report. The report must include a clear, descriptive summary of the assistance, training, and supports provided by Job Placement Specialist and must document a clear descriptive summary of the consumer’s skills at the conclusion of the training.
8.5.2 Employment Data Sheet and Résumé with instruction

Résumé Completion for Consumer

When the consumer is able to demonstrate skills necessary to complete the Employment Data Sheet and Résumé, 

· The Job Placement Specialist supplies initial instruction, assistance, and monitoring as well as any resources and tools necessary to help the consumer in the completion of:

· DARS1890, Employment Data Sheet Application and Résumé Builder, or equivalent for the consumer. Any equivalent document must have all components of the DARS1890; and 
· A résumé containing the relevant information that is on the DARS1890.
· A Job Placement Specialist completes the DARS1871, Summary of Non-Bundled Job Placement Service Report. The report must include a clear, descriptive summary of the assistance, training, and supports provided by Job Placement Specialist and must document a clear, descriptive summary of the consumer’s skills at the conclusion of the training.   
8.5.2.1 Employment Data Sheet and Résumé completed for the consumer

When a consumer needs the Employment Data Sheet and résumé completed by the Job Placement Specialist,

· the Job Placement Specialist gets all needed information from the consumer and other resources to complete

· the DARS1890, Employment Data Sheet Application and Résumé Builder or equivalent for the consumer. Any equivalent document must have all components of the DARS1890; and 
· a résumé containing the relevant information that is on the DARS1890.  
· A Job Placement Specialist completes the DARS1871, Summary of Non-Bundled Job Placement Service Report, and submits complete DARS 1890 and résumé with invoice. The DARS 1871 must include a clear, descriptive summary of the assistance, training, and supports provided by Job Placement Specialist and must document a clear, descriptive summary of the consumer’s skills at the conclusion of the training.

8.5.3 Interview Training 

The Job Placement Specialist supplies initial instruction, assistance, monitoring, and any resources and tools necessary to assist the consumer in gaining the skills necessary to interview effectively with businesses that relate to the consumer’s employment goal(s).  
Training must include:

· an overview of the interview process;

· an overview of the interview types, for example, screening, telephone, panel and/or group, behaviorally based, case, situational and technical;
· how to research businesses and positions;

· how to identify questions to ask the business when interviewing;

· identification of typical interview questions asked by the business for the industry of the consumer’s employment goal(s) and how to answer them effectively; 

· strategies for “tricky” questions to address employment barriers such as gaps in work history, criminal background history, limited work experience, etc.;

· instruction in personal grooming and presentation, including body language required for an effective interview; and

· mock interviews to ensure that the consumer can effectively interview after learning the required skills. 
The Job Placement Specialist completes the DARS1871, Summary of Non-Bundled Job Placement Service(s) Report. The report must include a clear, descriptive summary of the assistance, training, and supports provided by Job Placement Specialist and must document in a clear, descriptive summary the consumer’s skills at the conclusion of the training.

If Deaf Employment Premium Service was authorized, the invoice will be paid after the DARS1871, Summary of Non-Bundled Job Placement Service(s) Report, is approved. For information on outcomes to verify before payment of Deaf Employment Premium Service, go to 8.4 Employment Premium Payments for additional information. Link to 8.4 in this document.

Purchasing Fees: For fees chart, see 8.3: Fees. Link to 8.3 in this document.
Staff Qualification:

Open this link to find the Job Placement Specialist qualifications.

Link to Job Placement Specialist in this document. Provider Guidance Tools: None


8.6 Job Placement

	Service Overview:

Job Placement Services are purchased from Job Placement Service Providers when the consumer is going to need more assistance with placement than the DARS Staff can provide. The Job Placement Specialist helps the consumer to find employment in the competitive labor market in an integrated work setting that meets the consumer’s employment goal(s) and employment conditions and uses the consumer’s unique strengths, interests, abilities, and capabilities outlined on the DARS1833, Job Placement Services Placement Plan and Benchmark Status Report. 

*There is a reasonable expectation that the job is permanent rather than temporary and is full-time (or the most hours possible) in an integrated work setting. The consumer is compensated at or above the minimum wage, but not less than the customary wage paid by the employer for the same or similar work performed by people who do not have disabilities.*
*Based on 34 CFR Section 363.6(c)(2)(i)

Each benchmark should be paid only once to a Job Placement Services Provider per consumer, even if the consumer loses a job after the completion of a benchmark. If more than one Job Placement Service Provider is assigned to work with a consumer, again, only one benchmark can be paid per consumer per benchmark. Infrequently, a Job Placement Benchmark may need to be purchased more than once to ensure the consumer gains the training and support necessary to be successful. For instances in which this is necessary, a DARS3472, Contracted Service Modification, must be completed, reviewed by the area manager and approved by the Regional Director per RPM 7.5.8 policy before the service is re-purchased. The DARS3472 must be submitted with the invoice and kept in both the DARS and CRP’s consumer file.
A consumer’s employment is considered "cumulative" so long as any gaps are not due to the consumer's disability. Examples of job loss due to disability include, but are not limited to: hospitalization and/or medical condition management (seizures). If a consumer loses a job before the 90 day benchmark and the job loss is not due to the disability, the consumer's progression within the 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 without the provider being paid for any of the benchmarks that have already been paid.

The Job Placement Specialist will verify a consumer’s employment through an employer or consumer contact and will document the verification on the appropriate form when invoicing DARS. DARS will verify the dates of employment. If DARS verification indicates the Job Placement Provider documented inaccurate information, repayment of funds may be required.
The final employment verification must document that the consumer has been employed a total of 90 days without a break in employment greater than eight weeks. If the employer has classified the employee as an employee during any orientation period, that time is included in the 90 days of employment cumulative calendar day count.

DARS pays for job placement only if the consumer is placed in an organization or business that is not owned, operated, controlled, or governed by the Community Rehabilitation Program (CRP) providing the service. CRPs that are state agencies, state universities or facilities that are a part of a state university system are exempt from this requirement.
This service can be purchased with Job Skills Training/Job Coaching when determined appropriate by the DARS Counselor. Job Placement Services cannot be purchase in conjunction with On the Job Training services.

Procedure

Process steps:
The counselor completes the DARS1831, Job Placement and Enhance Job Placement Service—Referral, and submits to the provider. The Referral Form includes any documentation that will prepare the Job Placement Specialist to better work with the consumer (for example, medical or psychological reports, case notes, vocational testing or employment data collected by DARS). The Referral also establishes the date and time for the Job Placement Planning Meeting.

The counselor, consumer, Job Placement Specialist, and any other individuals the consumer or counselor invites meet to conduct the Job Placement Planning Meeting. The counselor, consumer and Job Placement Specialist are required to participate in the meeting. The meeting can be held in person or through phone conference, video relay, or any method that allows all parties to actively participate in the discussion. Note that original signatures must be gained from all parties in attendance at the meeting. 
The purpose of the meeting is to
· review and clarify the employment support and training needs required by the consumer to attain employment; 

· identify skills, abilities, experiences, training, education, attributes and/or barriers related to the consumer’s employment; 

· identify employment conditions that will need to be considered when helping the consumer find employment; 

· identify the SOC Code(s) and employment goal(s); and 
· identify any premium payments or reduction payments that apply to the services being purchased (for example, Deaf Service Premium, Criminal Background Premium, Professional Placement Premium or reduction of Non-Bundled Employment Services fees)

The DARS counselor is responsible for electronically completing the “Plan Sections” of the DARS1833, Job Placement Services Placement Plan and Benchmark Status Report. The Employment Plan will then serve as a "blueprint" of the requirements for the placement.

After the form is signed by all parties at the conclusion of the meeting, the DARS counselor provides both a signed copy and an electronic copy of the form to the job placement specialist.

A Purchase Order is issued to the provider for both Benchmark A and Benchmark B.

For Basic Job Placement:

The Job Placement Specialist provides initial instruction, assistance to learn skills, monitoring to ensure the consumer is demonstrating the skills, and any resources and tools necessary to assist or train the consumer in the completion of the following:

· Pre-employment Needs:

· Employment Data Sheet* and/or Résumé* 

· Cover letter and Thank you letter*
· Professional References*
· Job Searching*
· Job Application Completion*
· Interview Training*
· Worksite Accommodations*
· Pre-Employment Testing*

· Salary Negotiation* and/or Position Negotiation*
· Preparing for the first day on the job*
* Defined in the Employment Services Key Terms of this chapter.

For Enhanced Job Placement:
The Job Placement Specialist provides hands-on instruction, extensive -comprehensive on-going assistance, any needed resources or tools, and, when necessary, the job placement specialist will complete task(s) for the consumer related to the following:

· Pre-employment Needs:

· Employment Data Sheet* and/or Résumé* 
· Cover letter and thank you letter*
· Professional References*
· Job Searching*
· Job Application Completion*
· Interview Training*
· Worksite Accommodations*
· Pre-Employment Testing*
· Salary Negotiation* and/or Position Negotiation*
· Preparing for the first day on the job*

* Defined in the Employment Key Terms of this chapter.

· Consumer attains employment that meets the requirements outlined in “Plan Sections” of the DARS1833, Job Placement Services Placement Plan and Benchmark Status Report, (for example, employment conditions, SOC, employment goal).
· The Job Placement Specialist completes both the DARS1833, Job Placement Services Placement Plan and Benchmark Status Report, and DARS1835 Job Placement Services—Support Summary Benchmark, documentation for the 5th day of employment, 45th day of employment, and the 90th day of employment. Invoices are submitted the day after the achievement of the benchmark (6th day, 46th day, and 91st day).
· DARS staff reviews the submitted forms and invoice to ensure completeness and accuracy, returning to the provider if incomplete. DARS may provide notification of issues related to the incomplete form(s) and/or invoice. The Job Placement Provider must resubmit forms and invoice correcting issues to gain payment of the invoice.  

· Any Employment Premium payments that apply to the services being purchased (for example, Deaf Service Premium, Criminal Background Premium, Professional Placement Premium, Wage Premium) will be paid after 
· the consumer achieves 90 days of cumulative calendar days of employment and
· DARS1833 Job Placement Services Placement Plan and Benchmark Status Report;; and 
· DARS1835 Job Placement Services—Support Summary have been approved for Benchmark C. See 8.4 Employment Premium Services for additional information. Insert link to 8.4.
· Once the forms and invoice have been approved, the invoice is paid.
Staff Qualifications:

The required qualifications for a Job Placement Specialist are 

· the University of North Texas (UNT) Workplace Inclusion and Suitable Employment (WISE) Texas Job Placement Credential; and
· a bachelor's degree in rehabilitation, business, marketing, or related human services; and one year of documented experience providing employment services to individuals; or 
· an associate degree in rehabilitation, business, marketing, or related human services; and two years of documented experience providing employment services to individuals; or 

· a high school diploma or GED, and at least three years of documented experience providing employment services to individuals; and 
· proficiency of sign language skills must be evidenced by either holding a Board of Interpreters for the Deaf (BEI) certification, a Registry of Interpreters for the Deaf (RID) certification or a SLPI rating of intermediate plus if providing services to consumers who are deaf.
The CRP director must approve the DARS3455, Community Rehabilitation Program Staff Information form completed by the Job Placement Specialist.

DARS may pay only for the services of a non-credentialed Job Placement Specialist when

· there are no credentialed job placement specialists available at the Job Placement Services Provider, and 

· the DARS Counselor determines that it is in the best interest of the consumer to do so. 

DARS will pay for services provided by a non-credentialed provider under the above circumstances if a DARS 3490, Temporary Waiver of CRP Credentials, is completed by the Employment Services Provider’s Director and approved by the DRS Regional Director and the Contract Administrative Manager. A copy of DARS 3490 must be kept in the CRP’s file and a copy must be submitted with any invoice in which the approved non-credentialed Job Placement Specialist provided service to the DARS consumer. The signed original DARS 3490 will be kept in the DARS Contract Manger’s file. 

For additional information about the UNT credentialing process, see Texas CRP Provider Training | Workplace Inclusion & Sustainable Employment.
Provider Guidance Tools:
· Workforce Classes
· WWW.Texasworkprep.com  

· Work in Texas

· 

 HYPERLINK "http://darsnetmossx.dars.txnet.state.tx.us/documentcenter/cper/Publications/Policies/Initial%20Draft/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/D4DSCM7T/hiredtexas.org" 

Job Clubs offered by provider or community resource

· 
JAN Website 
· DARS Diagram of the Job Placement Services Process





8.6.1 Bundled Basic Job Placement 

	Bundled Basic Job Placement Services 

The Job Service Description and Scope:  

The Job Placement provider supplies the following for the consumer so that he or she attains employment that matches the criteria outlined in the consumer’s DARS1833, Job Placement Services Placement Plan and Benchmark Status Report, as follows: 

· initial instruction; 

· tools and resources necessary to complete task(s);

· assistance and follow-up instruction to learn skills and/or to use resources and tools; and

· monitoring to ensure the demonstration of skills.

Consumer must gain and maintain competitive integrated employment for 90 cumulative calendar days. There are no minimum or maximum hours of assistance, training, or support as long as the job placement specialist provides initial instruction, assistance to reinforce learned skills, monitoring to ensure the consumer is demonstrating the skills, and any resources and tools necessary to assist or train the consumer in the completion of the following:
· Pre-employment Needs:

· Employment Data Sheet/Résumé* 

· Cover letter and thank you letter*
· References*
· Job Search Process*
· Application Completion*
· Interview Training and Process* 
· Worksite Accommodations*
· Pre-Employment Testing*
· Salary and position Negotiation*

· Preparing for First Day on the Job*
*Defined in the Employment Service Key Terms of this chapter.

The training, assistance, or support provided by Job Placement Specialist must be documented on the DARS1835, Job Placement Services—Support Summary, in clear, descriptive terms.

Once a consumer is placed, it is expected that the Job Placement Specialist will monitor the consumer’s performance as appropriate for the consumer’s individual’s needs. The Job Placement Specialist should evaluate and identify any issues or concerns related to the placement notifying DARS if additional services may be necessary to support the consumer’s success.  

Outcomes Required for payment of each Benchmark:

Benchmark A: Job Placement—After completion of the 5th Day of Paid Employment
It is expected that the Job Placement Specialist assess the consumer’s abilities related to each of the following and provide initial instruction, guidance, monitoring and any resources/tools necessary for the consumer to successfully complete all of the following: 

· Pre-employment Needs:

· Employment Data Sheet* and/or Résumé* 

· Cover and Thank you letter*
· Professional References*
· Job Searching*
· Job Application Completion*
· Interview Training*
· Worksite Accommodations*
· Pre-Employment Testing*
· Salary Negotiation* and/or Position Negotiation*
· Preparing for the first day on the job*
* Defined in the Employment Key Terms of this chapter.

Using the DARS1835, Job Placement Services—Support Summary, the job placement specialist documents in descriptive terms the information in the Service Delivery Information at Placement-5th day section of the form:
· initial instruction, guidance, monitoring, teaching and any resources or tools provided to the consumer; 

· the consumer’s ability and willingness to perform the tasks; and

· how the Job Placement Specialist assisted the consumer in the process of gaining a job;

· the above information shall be documented related to all areas listed below:

· Pre-employment Needs:

· Employment Data Sheet* and/or Résumé* 

· Cover letter and thank you letter*
· Professional References*
· Job Searching*
· Job Application Completion*
· Interview Training*
· Worksite Accommodations*
· Pre-Employment Testing*
· Salary Negotiation* and/or Position Negotiation*
· Preparing for the first day on the job*
* Defined in the Employment Key Terms of this chapter.

DARS1835, Job Placement Services—Support Summary, must also indicate the consumer’s
· employment Information requested on the form;

· need or use of accommodations, compensatory techniques, and special training needs identified or established at the worksite;

· hire date and that the consumer has been employed for the business for five cumulative calendar days—(Note: consumer does not have to work each day in the cumulative count);

· compensation is at or above the minimum wage but not less than the customary wage paid by the employer for the same or similar work performed by people who do not have disabilities, 

· integrated work setting, and 

· satisfaction with the job.

The DARS1833, Job Placement Services Placement Plan and Benchmark Status Report, must indicate the consumer achieved the following as identified in the plan on the form:
· all (100 percent) nonnegotiable employment conditions, 

· at least half (50 percent or more) of the negotiable employment conditions, and 

· is placed in a job that meets the SOC and the Employment goal.

The DARS1890, Employment Data Sheet Application and Résumé Builder or equivalent document such as a complete, accurate résumé or Texas State Application, must be submitted.

Benchmark B: Job Placement—After completion of the 45th Day of Paid Employment

DARS1835, Job Placement Services—Support Summary must also indicate
· the employment Information requested on the form;

· the need or use of accommodations, compensatory techniques, and special training needs identified or established at the worksite;

· all visits from the job placement specialist recording the date and summary of each visit;

· that the consumer has been hired and employed for the business 45 cumulative calendar days (Note: consumer does not have to work each day in the cumulative count);

· compensation at or above the minimum wage but not less than the customary wage paid by the employer for the same or similar work performed by people who do not have disabilities, 

· an integrated work setting, and 

· consumer satisfaction with the job.

The DARS1833, Job Placement Services Placement Plan and Benchmark Status Report must indicate the consumer has achieved and maintains the following as identified in the plan on the form:
· all (100 percent) nonnegotiable employment conditions, 

· at least half (50 percent or more) of the negotiable employment conditions, and 

· placement in a job that meets the SOC and the Employment goal.

Benchmark C: Job Placement—After completion of the 90th Day of Paid Employment
DARS1835, Job Placement Services—Support Summary, must also indicate
· employment Information requested on the form;

· need or use of accommodations, compensatory techniques, and special training needs identified or established at the worksite;

· any visits from the job placement specialist recording the date and summary of each visit;

· consumer has been hired and employed for the business 90 cumulative calendar days—(Note: consumer does not have to work each day in the cumulative count);

· compensations at or above the minimum wage but not less than the customary wage paid by the employer for the same or similar work performed by people who do not have disabilities, 

· integrated work setting, and 

· consumer satisfaction with the job.

The DARS1833, Job Placement Services Placement Plan and Benchmark Status Report, must indicate the consumer has achieved and maintains the following as identified in the plan on the form:
· all (100 percent) nonnegotiable employment conditions, 

· at least half (50 percent or more) of the negotiable employment conditions, and

· placement in a job that meets the SOC and the Employment goal.

If the DARS1833, Job Placement Services Placement Plan and Benchmark Status Report, indicates that the provider is eligible for any Employment Premium Service payments such as Professional Placement, Criminal Background, or Deaf Services go to .8.4 Employment Premium Services for additional information. Link to 8.4 to identify if outcomes have been achieved. 
Purchasing/Fee: For fees chart, see 8.3: Fees. Link to 8.3




8.6.2 Enhanced Job Placement 

	Enhanced Job Placement Services 

Service Description/Scope:  

The Job Placement Specialist supplies the following for the consumer so that he or she attains employment that matches the criteria outlined in the consumer’s DARS1833, Job Placement Services Placement Plan and Benchmark Status Report. The Service Description/Scope is as follows: 
· significant initial hands-on instruction; 

· tools and resources necessary to complete task(s);

· extensive and comprehensive on-going training as needed, including individualized assistance, to learn skills and/or to use resources/tools; and/or

· task completion on behalf of the consumer. 

Consumers will need extensive and comprehensive on-going training and supports to compete in the labor market, but will not need Extended Services and supports to maintain employment

Consumer must gain and maintain competitive integrated employment for 90 cumulative calendar days. A Job Placement Specialist must train, assist, or complete tasks on behalf of the consumer; however, there are no minimum or maximum hours of service that the job placement specialist must provide in the completion of all of the following:

· Pre-employment Needs:

· Employment Data Sheet* and/or Résumé* 

· Cover and Thank you letter*
· Professional References*
· Job Searching*
· Job Application Completion*
· Interview Training*
· Worksite Accommodations*
· Pre-Employment Testing*
· Salary Negotiation* and/or Position Negotiation*
· Preparing for the first day on the job*
* Defined in the Employment Key Terms of this chapter.

The training, assistance, or support provided by Job Placement Specialist must be documented on the DARS1835, Job Placement Services—Support Summary, in clear, descriptive terms.

Once a consumer is placed, it is expected that the Job Placement Specialist will monitor the consumer’s performance as appropriate for the consumer’s individual’s needs. The Job Placement Specialist should evaluate and identify any issues or concerns related to the placement, notifying DARS if additional services may be necessary to support the consumer’s success.  

Outcomes Required for payment of each Benchmark:

Benchmark A: Job Placement—After completion of the 5th Day of Paid Employment
It is expected that the Job Placement Specialist will assess the consumer’s abilities related to each of the following and provide significant hands-on initial instruction; tools and resources necessary to complete task(s); extensive and comprehensive on-going training, including individualized assistance, to learn skills and/or to use resources and tools; and/or task completion on behalf of the consumer to successfully complete all of the following: 

· Pre-employment Needs:

· Employment Data Sheet* and/or Résumé* 

· Cover letter and thank you letter*

· Professional References*
· Job Searching*
· Job Application Completion*
· Interview Training*
· Worksite Accommodations*
· Pre-Employment Testing*
· Salary Negotiation* and/or Position Negotiation*
· Preparing for the first day on the job*
* Defined in the Key Terms of the Employment Services Chapter.

Using the DARS1835, Job Placement Services—Support Summary, the job placement specialist documents in descriptive terms the information in the Service Delivery Information At Placement-5th day section of the form. The information should include the following:
· training, assistance, or support provided by job placement specialist and any resources or tools provided to the consumer; 

· the consumer’s ability and willingness to perform the tasks; and

· how the Job Placement Specialist assisted the consumer in the process of gaining a job;

· the above information shall be documented related to these areas:

· Pre-employment Needs:

· Employment Data Sheet* and/or Résumé* 

· Cover letter and thank you letter*
· Professional References*
· Job Searching*
· Job Application Completion*
· Interview Training*
· Worksite Accommodations*
· Pre-Employment Testing*
· Salary Negotiation* and/or Position Negotiation*

· Preparing for the first day on the job*
* Defined in the Employment Key Terms of this chapter.

DARS1835, Job Placement Services—Support Summary, must also indicate
· employment Information requested on the form;

· need or use of accommodations, compensatory techniques, and special training needs identified or established at the worksite;

· consumer has been hired and employed for the business five cumulative calendar days—(Note consumer does not have to work each day in the cumulative count);

· compensation at or above the minimum wage but not less than the customary wage paid by the employer for the same or similar work performed by people who do not have disabilities, 

· an integrated work setting, and 

· satisfaction with the job.

The DARS1833, Job Placement Services Placement Plan and Benchmark Status Report, must indicate that the consumer achieved the following as identified in the plan on the form:
· all (100 percent) nonnegotiable employment conditions, 

· at least half (50 percent or more) of the negotiable employment conditions, and 

· is placed in in a job that meets the SOC and the employment goal.

The DARS1890, Employment Data Sheet Application and Résumé Builder, or equivalent document such as a complete, accurate résumé or Texas State Application, must be submitted.

Benchmark B: Job Placement—After completion of the 45th Day of Paid Employment

The DARS1835, Job Placement Services—Support Summary, must also indicate
· employment Information requested on the form;

· need or use of accommodations, compensatory techniques, and special training needs identified or established at the worksite;

· any visits from the job placement specialist recording the date and summary of each visit;

· consumer has been hired and employed for the business 45th cumulative calendar days—(Note consumer does not have to work each day in the cumulative count);

· compensation at or above the minimum wage but not less than the customary wage paid by the employer for the same or similar work performed by people who do not have disabilities, 

· an integrated work setting, and 

· satisfaction with the job.

The DARS1833, Job Placement Services Placement Plan and Benchmark Status Report, must indicate the consumer has  achieved and maintains the following as identified in the plan on the form:
· all (100 percent) nonnegotiable employment conditions, 

· at least half (50 percent or more) of the negotiable employment conditions, and 

· placement in a job that meet the SOC and the Employment goal.

Benchmark C: Job Placement—After completion of the 90th Day of Paid Employment
DARS1835, Job Placement Services—Support Summary, must also indicate
· employment Information requested on the form;

· need or use of accommodations, compensatory techniques, and special training needs identified or established at the worksite;

· any visits from the job placement specialist recording the date and summary of each visit;

· consumer has been hired and employed for the business 90 cumulative calendar days—(Note consumer does not have to work each day in the cumulative count);

· compensation at or above the minimum wage but not less than the customary wage paid by the employer for the same or similar work performed by people who do not have disabilities, 

· an integrated work setting, and 

· satisfaction with the job.

The DARS1833, Job Placement Services Placement Plan and Benchmark Status Report, must indicate the consumer has achieved and maintains the following as identified in the plan on the form:
· has achieved all (100 percent) nonnegotiable employment conditions, 

· has achieved at least half (50 percent or more) of the negotiable employment conditions, and 

· placement in a job that meet the SOC and the Employment goal.

If the DARS1833, Job Placement Services Placement Plan and Benchmark Status Report, indicates that the provider is eligible for any Employment Premium Service payments such as Professional Placement, Criminal Background, or Deaf Services, go to 8.4 Employment Premium Services for additional information. Link to 8.4 to identify whether outcomes have been achieved. 
Purchasing and Fees: For fees chart, see 8.3: Fees. Link to 8.3


8.7 Supported Employment Services
	Supported Employment follows a "place then train" model, which is a two-part process:

· place a consumer with the most significant disabilities in a competitive job, and then 

· provide training and support directly related to the job. 

Unlike the traditional vocational rehabilitation model which provides job readiness and other training activities to prepare a consumer for employment, this model is more appropriate for consumers with the most significant disabilities. Because the focus is on finding the best job match and providing training for that particular job, problems that typically occur in transferring skills from an artificial training environment to a real job are eliminated.

For consumers to be eligible for Supported Employment (SE) services, they must meet the DARS definition of most significant disability as determined by the counselor. Consumers must 

· have three or more limited functional capacities, and

· require Extended Services (long-term supports) to be successfully employed. 

Consumers with the most significant disabilities who have any of the following challenges or needs are appropriate for Supported Employment services: 

· competitive employment has not occurred or has been interrupted or intermittent,

· have not benefited from traditional vocational rehabilitation services,

· require considerable assistance competing in the open job market,

· have had difficulty finding an appropriate job match,

· can maintain competitive employment with necessary supports in place, and 

· need another person, organization, or other resource needs to provide the Extended Services (long-term supports) after the Vocational Rehabilitation funded services end. 

Supported Employment enables consumers with the most significant disabilities to enter competitive employment by 

· providing individualized assistance finding an appropriate job match, and 

· establishing Extended Services and long-term supports within the work environment. 

Consumers in Supported Employment need assistance to

· compete in the open market, 

· meet potential employers, and 

· develop and coordinate Extended Services and long-term supports to maintain employment after DARS closes the case.  

Often, these consumers have been

· excluded from community services, 

· institutionalized, or 

· in segregated work programs such as sheltered workshops or enclaves for long periods. 

A Supported Employment Specialist seeks the best possible match between a consumer's skills, interests, abilities, and support needs and the employer's unmet business needs such as job duties that other employees do not have time to perform. Many times these jobs need to be “carved out” or created for a good job match to be made. Consumers receiving Supported Employment will not be able to apply for posted jobs without assistance from the Supported Employment Specialist. The Supported Employment Specialist or Job Skills Trainer addresses any barriers to employment the consumer might have and may provide short-term support, while natural supports (such as peers or co-workers) are being arranged to meet the consumer's long-term needs. 

An employer who hires a consumer in Supported Employment should provide training for the consumer just as he or she would for other new employees, with help and support from the DARS Counselor and the Supported Employment Specialist. The Supported Employment Specialist should ensure that adequate support is provided to the consumer by the Job Skills Trainer on a routine basis. The Supported Employment Specialist works in coordination with the counselor throughout the Supported Employment process to ensure the best possible employment outcome for the consumer. 
Service Description/Scope

Procedure

Process steps:
(Revised 02/10)

The following general rules apply to the Supported Employment process:

· The SE provider must receive written authorization in the form of a purchase order from the DARS counselor before providing the Supported Employment services; 

· DARS purchases Supported Employment services only from providers who have contracts with DARS to provide these services; 

· Supported Employment job placement must be in an organization or a business that is not owned, operated, controlled, or governed by the community rehabilitation program (CRP) providing SE services. CRPs that are state agencies, state universities or facilities that are a part of a state university system are exempt from this requirement;

· The provider must submit required documentation of services provided along with an invoice. The DARS staff verifies that services were delivered and completed, and reviews the documentation to ensure that all quality criteria have been addressed and achieved;

· The DARS staff returns the incomplete documentation to be completed or updated before authorizing payment;

· If, at any point in the process, the consumer loses the job, the consumer's progression within the benchmark is "frozen" until the consumer becomes reemployed. Benchmark progression continues when the consumer becomes employed in a new position, and a new SESP—Part 2 is completed to reflect the new position;

· If, at any point in the process, the consumer wants to change his or her targeted job tasks, negotiable employment conditions, or nonnegotiable employment conditions, a new SESP—Part 1 must be completed in an additional SESP—Part 1 meeting; 

· If the consumer loses his or her job and requires placement in a new job, the counselor, the consumer, and the SE provider meet to: 

· discuss the reasons the consumer lost the job, 

· review the SESP Part 1 and create a new SESP—Part 1 if needed, and 

· determine the plan for gaining another placement. 

· Any gap in employment greater than eight weeks results in a new employment period; therefore, the consumer must complete a minimum of 30 cumulative calendar days of employment in the new job before job stability can be established; 

· If the consumer changes jobs between Benchmarks 3 and 4, or loses a job during Benchmark 5, a minimum of 30 cumulative calendar days of employment in the new job is required before job stability can be established; 

· The consumer must be performing the job to the expectation of the employer, and Extended Services and Supports identified on the DARS1616 must be in place and working before the counselor can determine that the consumer is stable in the job. Job stability is defined as:

· Performing to the employer’s satisfaction 

· Consumer and legal guardian are satisfied with the job 

· All (100 percent) non-negotiable conditions are achieved

· 50 percent or more of the negotiable conditions are achieved 

· Extended supports are in place and working

· Each benchmark payment is made only once to an SE provider for the consumer, even if the consumer loses a job after the completion of a benchmark and continues to receive services with that same SE provider. Infrequently, a Job Placement Benchmark may need to be purchased more than once to ensure that the consumer gains the training and support necessary to be successful. For instances in which this is necessary, a DARS3472 must be completed, reviewed by the area manager, and approved by the Regional Director per RPM 7.5.8 policy before the service is re-purchased. The DARS3472 must be submitted with the invoice and kept in both the DARS and CRP’s consumer file;
· If the consumer chooses a new SE provider, the new SE provider and the DARS counselor negotiate the benchmark at which the consumer begins. A DARS3472 must be completed to document the agreement to amend the contract. The DARS3472 must be reviewed by the area manager and approved by the Regional Director per RPM 7.5.8 policy before the service is re-purchased. The DARS3472 must be submitted with the invoice and kept in both the DARS and CRP’s consumer file;
· A Supported Employment Specialist will verify a consumer’s employment through an employer or consumer contact and will document the verification on the appropriate form when invoicing DARS. DARS will verify the dates of employment. If DARS verification indicates the Employment Service Provider documented inaccurate information, repayment of funds may be required.

The Supported Employment Outcome-Based System is a comprehensive service package that may encompass a variety of services traditionally purchased separately. Therefore, the following vocational rehabilitation services cannot be purchased when a consumer is receiving Supported Employment services: 

· vocational assessment, 

· job readiness, 

· job development, 

· job placement, 

· on-the-job training, 

· vocational adjustment training, 

· work adjustment training, 

· personal social adjustment training, or 

· job coaching and/or job skills training.

Outcomes Required for payment of each Benchmark:
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Benchmark 1A: Supported Employment Assessment (SEA), and the SEA Review Meeting

Discovery. If a consumer has an SE goal, Discovery is conducted by the Supported Employment Specialist. If a supported self-employment (SSE) goal is identified during Discovery, the consumer must be assigned to a Supported Self-Employment Specialist (SSES) before the completion of the Supported Self-Employment Services Plan, and will work with the SSES as long as there is an SSE goal. Benchmark 1A can be completed by a Supported Employment Specialist if the goal of SSE is not the goal directly related to the purchase order. 

While there is no set standard for how much time a provider spends with a consumer during Discovery, research suggests that the process takes 20 to 30 hours and should include observing the consumer's abilities, challenges, and resources, as well as collecting information from professional and nonprofessional supports in the consumer's life. The Supported Employment Specialist will incorporate information in the report provided by DARS related to benefits planning, the consumer’s cognitive and physical abilities. 

Discovery includes exploring

· options related to wages and employment outcomes (including self-employment outcomes); 

· the consumer's interests, capabilities, preferences, and ongoing support needs; and 

· the Extended Services and supports required at and away from the job site that will be necessary for employment success. 

Discovery activities include

· observing the consumer's work skills and behaviors at home and in the community and touring current or potential work environments with the consumer; 

· collecting personal and employer reference information; 

· assessing the consumer's learning style and needs for adaptive technology, accommodations, and on-site supports; and 

· assessing the consumer's strengths, challenges, and transferable skills from previous job placements. 

Supported Employment Assessment (SEA). The Discovery process enables the provider to gather the information necessary to answer all the questions on the SEA. The report must describe the consumer so that someone reading the report has a clear picture of who the consumer is and what the consumer's employment goal(s) are. DARS recommends that the person-centered planning process be used when collecting information for the SEA.

The SEA must focus on the consumer's

· support needs that may be necessary for successful employment, including self-employment; 

· interests, skills, and functional abilities related to daily living, employment, and recreation; and 

· support needs that family, friends, and professionals provide to help the consumer maintain a high-quality life at home and in the community (for example, financial assistance, room and board, supervision for safety, and transportation). 

The SEA must be submitted to the DARS counselor at least one week before the SEA review meeting. The DARS counselor reviews the SEA in accordance with the quality criteria. If the quality criteria are not achieved, the SEA is returned to the provider so the needed information can be added before the SEA review meeting.

SEA information and recommendations are used to develop the DARS1613, Supported Employment Services Plan—Part 1 or the DARS1800, Supported Self-Employment Services Plan (SSESP).

SEA Review Meeting

The SEA review meeting is led by the DARS counselor and includes the consumer and the Supported Employment Specialist or Supported Self-Employment Specialist. This meeting must occur before the SESP—Part 1 planning meeting to ensure that the SEA is accurate and can be held via teleconference. The purpose of the meeting is to determine whether the better employment outcome for the consumer can be achieved through Supported Employment or Supported Self-Employment—or if no employment outcome will be pursued—and to identify the next steps that must take place. The meeting also helps determine whether the DARS1614, Supported Employment Services Plan—Part 1 or DARS1800, Supported Self-Employment Services Plan must be completed. 

Required Documentation: 

The SEA (DARS1612,Supported Employment Assessment) is required documentation and must

· provide enough information to determine one or more appropriate job matches, or to support the consumer's pursuit of a self-employment outcome; 

· identify specific support needs and/or interventions; 

· demonstrate that interests, assets, and abilities in work and non-work areas were explored, identified, and appropriately summarized to enable the Supported Employment Specialist to market the consumer to potential employers or to enable the pursuit of a self-employment outcome; and 

· be signed by the Supported Employment Specialist or SSES who actually completed the Discovery with the consumer and completed the SEA form. 

See the quality criteria for the SEA.

Outcome:

Benchmark 1A is complete when the DARS1612, Supported Employment Assessment, has been completed by the Supported Employment Specialist or SSES and approved by the DARS counselor, and the SEA Review meeting has been held and documented by the DARS counselor in the case management system noting the outcome of the meeting.

Payment:

Payment for Benchmark 1A is made when the DARS Counselor receives and approves a complete, accurate, and signed

· SEA, the DARS1612, Supported Employment Assessment; and 

· an invoice. 

The SEA review meeting must have been completed before payment of invoice.

Benchmark 1B: Supported Employment Services Plan (SESP) Part 1

The SESP Part 1 (DARS1613, Supported Employment Services Plan—Part 1) is completed after the SEA and the SEA review meeting. The DARS1613 must be completed during an SESP Part 1 meeting and signed by all parties at the conclusion of the meeting. SESP meetings are planning meetings with the consumer, counselor, provider, and other team members that comprise the consumer’s circle of support. They should be held in-person to allow all parties to participate in the discussion. The provider should not bring a completed DARS1613 to the meeting or complete the DARS1613 after the meeting. The DARS counselor should assist the provider in completing the DARS1613 while the provider is facilitating the planning meeting to ensure that all input is captured correctly on the Supported Employment services plan. All attendees must sign the completed form at the end of the meeting indicating their agreement with the plan. 

The SESP Part—1 (DARS1613) is a tool that identifies interests, preferences, and skills that will help determine the long-term placement goal. It is team-developed with the consumer leading or assisted by team members, and both the DARS counselor and Supported Employment Specialist ensure that group discussions during the SESP—Part 1 meeting include recommendations and strategies outlined in the SEA. The SESP—Part 1 meeting typically lasts one to two hours and is facilitated by the Supported Employment Specialist. 

The SESP—Part 1 identifies

· the members of the SESP team, 

· the consumer's preferences and interests, 

· the consumer's assets and abilities, 

· the consumer’s employment history

· negotiable and nonnegotiable employment conditions, 

· the Extended Services and support needs of the consumer, 

· targeted job tasks the consumer can perform or potentially perform, and 

· potential employers. 

Outcome: Benchmark 1B is complete when the DARS1613, Supported Employment Services Plan—Part 1 (SESP Part1) has been completed by the Supported Employment Specialist, signed by the appropriate parties, and approved by the DARS Counselor. 

If the DARS 1613 indicates the provider is eligible for any Employment Premium Service payments such as Professional Placement, Criminal Background, or Deaf Services, go to Employment Premium Payments for additional information [Add link to 9.3.3 Employment Premium Services in this document] to identify if outcomes have been achieved. 
Payment: Payment for Benchmark 1B is made upon receipt of a completed, accurate,  and signed DARS1613, Supported Employment Services Plan—Part 1 (SESP Part1) and an invoice

Benchmark 2: Job Placement and SESP Part 2
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Job placement is complete when the consumer has begun work and has completed at least five cumulative calendar days in a job consistent with job matches identified in the SESP Part 1.

The job does not have to be an exact match from the employer list or job task list. However, the job match must meet identified nonnegotiable conditions, 50 percent of the negotiable conditions, and at least one job task listed on the SESP Part 1 to be considered an acceptable job.

Activities related to obtaining job placement may include

· writing résumés and proposals to assist in placement; 

· contacting employers from target lists and developing consumer jobs; 

· performing a job analysis; 

· reviewing job match information; 

· assisting the consumer with job applications, pre-employment forms, practice interviews, and pre-employment testing or physicals; 

· accompanying the consumer to interviews and company visits; 

· assisting the employer with the Work Opportunity Tax Credit; 

· developing the consumer's transportation plan; 

· training the consumer on how to travel to and from the job; and 

· evaluating the job placement to collect information needed to complete the SESP Part 2. 

SESP Part 2

The SESP Part 2 (DARS1614, Supported Employment Services Plan—Part 2) is a written report that acts as a "blueprint" of the placement and short- and long-term training and/or support needs of the consumer. It includes the following job details:

· employer's name, 

· employer's address, 

· employer's phone number, 

· date the consumer began paid employment, 

· job title or position, 

· number of hours worked per week, 

· weekly gross earnings, 

· supervisor's name, 

· supervisor's phone number, 

· essential work duties of the job and needed accommodations, 

· episodic work duties of the job and needed accommodations, 

· physical and environmental demands and needed accommodations, 

· analysis of work culture and training or support issues, 

· description of initial and ongoing training provided by the employer and needed accommodations, and 

· consumer's support plan. 

Required Documentation

The SESP Part 2 (DARS1614, Supported Employment Services Plan—Part 2) is required. Details in the report should describe the consumer so that someone reading the report has a clear understanding of the job duties the consumer will be performing, the work culture, and any short- or long-term accommodation and supports the consumer will need related to employment. 

The Job Analysis portion of the SESP 2 must be filled out completely, providing all details related to the consumer’s job duties that are essential and episodic, the employer’s expectations of the consumer’s work, adjustments made to customize the position for the consumer, all physical, cognitive and mental, environmental demands, and the demands of the work culture. The ESP needs to document all training needs, accommodations, and long term supports the consumer will need. As well as, specific strategies that will be utilized to address these needs. 

The form must include the signatures of the consumer (or legally authorized representative) and the Supported Employment Specialist. 

The DARS1613, Supported Employment Services Plan—Part 1 (SESP Part 1) is required and must include entries recording the consumer status at the conclusion of benchmarks 2–6 related to the achievement of  employment conditions, targeted job tasks, and extended service and long-term supports documented at the SESP Part 1 meeting.

For more information, see Quality Criteria for SESP Part 2.

Outcome

Benchmark 2 is complete when the following has been completed by the provider and approved by the DARS counselor:

· when the SESP Part 2 (DARS1614, Supported Employment Services Plan—Part 2) has been completed by the provider and approved by the DARS Counselor. The SESP Part 2 documents that the consumer has begun working and has been employed at least five cumulative calendar days in a job that 

· is in an integrated work setting, 

· is compensated at or above the minimum wage but not less than the customary wage paid by the employer for the same or similar work performed by people who do not have disabilities, 

· is consistent with SESP Part 1 by meeting 

· all (100 percent) nonnegotiable employment conditions, 

· at least half (50 percent or more) of the negotiable employment conditions, and 

· at least one targeted job task. 

Payment for Benchmark 2 is made when the DARS counselor approves a complete, accurate, and signed

· DARS1614, Supported Employment Support Plan—Part 2; and 

· an invoice. 

Benchmark 3: Four-Week Job Maintenance
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Intensive on- and off-job-site supports are provided to help the consumer adjust to the demands of the integrated work environment. 

Activities may include

· orienting and training the consumer in work-related tasks at the job site; 

· training or consulting with employers, co-workers, or advocates to maximize natural supports; 

· transportation training; 

· meetings with managers and supervisors to gather input and plan training; 

· problem-resolution meetings with company personnel or support systems to ensure job retention; and 

· training in work-related tasks or behaviors to ensure job retention (for example, grooming or anger management). 

Required Documentation

The DARS1615, Supported Employment Support Summary is required and should be written in positive, clear, descriptive English. Details in the report should describe the consumer so that someone reading the report has a clear picture of the consumer's support needs, abilities, and challenges related to the placement.

To be considered complete, the DARS1615, Supported Employment Support Summary must

· document and verify that the consumer has been employed for four weeks (28 days) cumulatively; 

· document and verify that the consumer maintained employment consistent with the SESP Part 1 by meeting 

· all (100 percent) nonnegotiable employment conditions, 

· at least half (50 percent or more) of the negotiable employment conditions, and 

· at least one targeted job task 

· document and verify that the provider interacted with the consumer on or away from the job site in accordance with the support plan defined in the SESP Part 2; 

· describe how specific support needs identified in the SESP Part 2 are being addressed; and 

· explain how emerging support needs are being met. 

The form must include signatures of the consumer (or consumer‘s legally authorized representative) and the Supported Employment Specialist. For more information, see Quality Criteria for Four-Week Job Maintenance.

The DARS1613, Supported Employment Services Plan—Part 1 (SESP Part 1) is required and must include entries recording the consumer status at the conclusion of benchmarks 2–6 related to the achievement of  employment conditions, targeted job tasks and extended service and long term supports documented at the SESP Part 1 meeting.

Outcome

Benchmark 3 is complete when the consumer has

· maintained employment that is consistent with the SESP Part 1 and achieves 

· all (100 percent) nonnegotiable employment conditions, 

· 50 percent or more of negotiable employment conditions, 

· at least one targeted job task, 

· integrated work, and 

· compensation at or above the minimum wage but not less than the customary wage paid by the employer for the same or similar work performed by people who do not have disabilities; 

· worked successfully for four weeks (28 days) cumulatively; 

· received the support services defined in the SESP Part 2; and 

· had new and emerging support needs addressed as needed. 

If transitional employment for consumers with chronic mental illness is specified in the SESP Part 1, the benchmark is four weeks (28 days) cumulatively of employment, but not necessarily at the same job. Additionally the Supported Employment Specialist responds to any support-need changes identified by the consumer or the employer.

Payment

Payment for Benchmark 3 is made on receipt and approval of a complete, accurate, and signed

· DARS1615, Supported Employment Support Summary; and 

· an invoice. 

Benchmark 4: Eight-Week Job Maintenance
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On- and off-job-site supports are provided to help the consumer adjust to integrated work environment demands. Job support services may include

· job skills training on the job site; 

· training or consulting with employers, co-workers, or advocates to maximize natural supports; 

· transportation training; 

· meetings with managers and supervisors to gather input and plan training; 

· problem-resolution meetings with company personnel or support systems to ensure job retention; and 

· training in work-related tasks or behaviors to ensure job retention (for example, hygiene or anger management). 

Required Documentation

The DARS1615, Supported Employment Support Summary is required and should be written in positive, clear, descriptive English. Details in the report should describe the consumer so that someone reading the report has a "clear picture" of the consumer's support needs, abilities, and challenges related to the placement.

To be considered complete, the DARS1615, Supported Employment Support Summary must

· document and verify that the consumer has been employed for eight weeks (56 days) cumulatively; 

· document and verify that the consumer maintained employment consistent with the SESP Part 1 by meeting 

· all (100 percent) nonnegotiable employment conditions, 

· at least half (50 percent or more) of the negotiable employment conditions, and 

· at least one targeted job task; 

· document and verify that the provider interacted with the consumer on or away from the job site in accordance with the support plan defined in the SESP Part 2; 

· describe how specific support needs identified in the SESP Part 2 are being addressed; and 

· explain how emerging support needs are being met as needed. 

The form must include signatures of the consumer, the consumer's representative (if any), and the Supported Employment Specialist. 

The DARS1613, Supported Employment Services Plan—Part 1 (SESP Part 1) is required and must include entries recording the consumer status at the conclusion of benchmarks 2–6 related to the achievement of employment conditions, targeted job tasks and extended service and/or long-term supports documented at the SESP Part 1 meeting.

For more information, see Quality Criteria for Eight-Week Job Maintenance.

Outcome

Benchmark 4 is complete when the consumer has

· maintained employment that is consistent with the SESP Part 1 and achieves 

· all (100 percent) nonnegotiable employment conditions, 

· 50 percent or more of negotiable employment conditions, 

· at least one targeted job task, 

· integrated work, and 

· compensation at or above the minimum wage but not less than the customary wage paid by the employer for the same or similar work performed by people who do not have disabilities; 

· worked successfully for eight weeks (56 days) cumulatively; 

· received the support services defined in the SESP Part 2; and 

· had new and emerging support needs addressed as needed. 

If transitional employment for consumers with chronic mental illness is specified in the SESP Part 1, the benchmark is eight weeks (56 days) cumulatively of employment, but not necessarily at the same job. Additionally the Supported Employment Specialist responds to any support-need changes identified by the consumer or the employer.

Payment

Payment for Benchmark 4 is made when the DARS Counselor receives and approves complete, accurate, and signed

· DARS1615, Supported Employment Support Summary report; and 

· an invoice. 

Benchmark 5: Job Stability
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The Supported Employment Specialist monitors the supports that are set up during Benchmarks 3 and 4 as outlined in the SESP Part 2 to ensure that the consumer can maintain successful long-term employment. The Supported Employment Specialist or Job Skills Trainer should have a minimum of two contacts per month with the consumer, employer, or person providing natural supports. The Supported Employment Specialist and Job Skills Trainer should not be providing any direct service to the consumer during the 60-day period between job stability and service closure. If at any time, the Supported Employment Specialist or Job Skills Trainer must provide direct services to the consumer, stability has not been achieved, and the 60-day period starts over.

At job stability, the Counselor, the Supported Employment Specialist and the consumer need to meet to determine if all needs have been addressed to ensure that job stability has been reached and document the result on the DARS1616. 

Note: If the consumer changes jobs between Benchmarks 4 and 5, a minimum of 30 cumulative calendar days of employment in the new job is required before job stability can be established.

Required Documentation

The DARS1616, Job Stability or Service Closure Justification Summary, is required. Details should describe the consumer so that someone reading the report has a clear understanding of the consumer's support needs, abilities, and challenges related to the placement.

To be considered complete, the DARS1616, Job Stability or Service Closure Justification Summary must document and verify that

· the consumer maintained employment consistent with the SESP Part 1 that meets 

· all (100 percent) nonnegotiable employment conditions, 

· 50 percent or more of the negotiable employment conditions, and 

· at least one targeted job task; 

· the consumer has worked a minimum of eight weeks (56 days) cumulatively (Note: the consumer may need more than eight weeks before he or she achieves Benchmark 5: Job Stability.); 

· if the consumer began a new job during Benchmark 3 or 4, or loses a job during Benchmark 5, he or she has worked 30 days in the new job before the case is considered stable for the achievement of Benchmark 5; 

· the consumer can perform expected job duties; 

· the supervisor reports satisfaction with consumer's job performance; 

· the consumer and the consumer's representative, if any, are satisfied with the job and work environment; 

· necessary modifications and accommodations have been made at the worksite; 

· the consumer has reliable transportation to and from work, and a backup transportation plan; 

· Extended Services and support needs are in place and are listed on the DARS1616; and 

· other SESP-specified supports are present and functional. 

The form must be signed by the consumer (or legally authorized representative) and the Supported Employment Specialist. 

The DARS1613, Supported Employment Services Plan—Part 1 (SESP Part 1) is required and must include entries recording the consumer status at the conclusion of benchmarks 2–6 related to the achievement of employment conditions, targeted job tasks and extended service/long term supports documented at the SESP Part 1 meeting. 

For more information, see Quality Criteria for Job Stability.
Outcome

Benchmark 5 is complete when

· the consumer has worked a minimum of eight weeks (56 days) cumulatively; (Note: the consumer may need more than eight weeks before he or she achieves Benchmark 5: Job Stability. If the consumer has begun a new job during Benchmark 3 or 4, or is placed in a new job after achieving Benchmark 5, he or she must work 30 days in the new job before he or she achieves stability. Supported Employment services have been provided; 

· the consumer has maintained employment that is consistent with the SESP Part 1 by achieving 

· employment in an integrated work setting, 

· compensation at or above the minimum wage but not less than the customary wage paid by the employer for the same or similar work performed by people who do not have disabilities, 

· all (100 percent) nonnegotiable employment conditions, 

· 50 percent or more of the negotiable employment conditions, and 

· at least one targeted job task; 

· the consumer has available the necessary supports defined in the SESP Part 2 and/or on the DARS1616; 

· support needs have leveled off, and transition to Extended Services provided by or funded by sources other than DARS (for example, SE provider, family, MHMR, or other natural supports) is completed; and 

· the following people are satisfied and agree that the consumer has reached job stability: 

· the consumer, 

· the employer, 

· any representative, 

· the Supported Employment provider(s), and 

· the DARS counselor. 

During the 60-day transition period between job stability and service closure, the DARS counselor may purchase only VR services that

· are necessary to support the job placement and stability, and 

· the Supported Employment Specialist would not normally be expected to provide. 

Examples of services that could be purchased include

· replacement of prosthetic and orthotic devices, 

· maintenance of equipment, or 

· counseling and guidance to family members to support the consumer's job stability. 

Payment

Payment for Benchmark 5 is made when the DARS counselor receives and approves a complete, accurate and signed

· DARS1616, Job Stability or Service Closure Justification Summary; and 

· an invoice. 

Benchmark 6: Service Closure
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The Supported Employment Specialist has successfully placed the consumer in a job consistent with jobs and employment conditions identified in the SESP Part 1, and the consumer has worked at least 90 days. Supports have been established as outlined in the SESP Part 2 to ensure successful placement, and monitoring of supports is the only service that the Supported Employment Specialist has performed for at least 60 days. 

Required Documentation

The DARS1616, Job Stability or Service Closure Justification Summary, is required. Details in the report should describe the consumer so that someone reading the report has a clear understanding of the consumer's support needs, abilities, and challenges related to the placement.

The DARS1616 must document and verify that the

· consumer maintained employment that is consistent with the SESP Part 1 by achieving 

· employment in an integrated work setting, 

· compensation at or above the minimum wage but not less than the customary wage paid by the employer for similar work performed by people who do not have disabilities, 

· all (100 percent) nonnegotiable employment conditions, 

· 50 percent or more of the negotiable employment conditions, and 

· at least one targeted job task; 

· consumer has maintained suitable Supported Employment for 60 days or longer after job stability was reached; 

· consumer has maintained the employment outcome for 90 days or longer; 

· consumer can perform the expected job duties; 

· supervisor reports satisfaction with the consumer's job performance; 

· consumer and the consumer's representative, if any, are satisfied with the job and work environment; 

· necessary modifications and accommodations have been made at the worksite; 

· consumer has reliable transportation to and from work, and a backup transportation plan; 

· Extended Services and supports are in place; and 

· other supports specified in the SESP Part 2 are present and functional. 

The form must include signatures of the consumer (or legally authorized representative) and the Supported Employment Services Specialist. 

The DARS1613, Supported Employment Services Plan—Part 1 (SESP Part 1) is required and must include entries recording the consumer status at the conclusion of benchmarks 2-6 related to the achievement of  employment conditions, targeted job tasks and extended service/long term supports documented at the SESP Part 1 meeting. 

For more information, see Quality Criteria for Service Closure.

Outcome

Benchmark 6 is complete when

· the consumer has achieved an employment outcome that is consistent with the consumer's

· strengths

· resources, 

· priorities, 

· concerns, 

· abilities, 

· capabilities, 

· interests, and 

· informed choice; 

· the consumer has maintained employment that is consistent with the SESP Part 1 by achieving 

· all (100 percent) nonnegotiable employment conditions, 

· 50 percent or more of negotiable employment conditions, and 

· at least one targeted job task; 

· the consumer has maintained suitable Supported Employment for 60 days or longer after job stability was reached; 

· the consumer has maintained the employment outcome for 90 days or longer; 

· the consumer is being compensated at or above the minimum wage, but not less than the customary wage paid by the employer for similar work performed by a person who does not have a disability; 

· there is evidence that the needed support systems including those in the SESP Part 2 and on the DARS1616 are in place and working; and 

· the consumer, consumer's representative, if any, and the DARS Counselor 

· consider the employment outcome satisfactory, 

· are satisfied with the supports, and 

· agree that the consumer is performing well on the job. 

If the DARS1613, Supported Employment Services Plan and Benchmark Status Report, indicates that the provider is eligible for any Employment Premium Service payments such as Professional Placement, Criminal Background, or Deaf Services, go to 8.4 Employment Premium Services for additional information. Link to 8.4 to identify whether outcomes have been achieved. 
Payment

Payment for Benchmark 6 is made when the DARS Counselor receives and approves a complete, accurate, and signed

· DARS1616, Job Stability or Service Closure Justification Summary; and 

· an invoice. 

Purchasing and Fees

For fees chart, see 8.3: Fees.  Link to 8.3 in SFP.

Staff Qualifications:

The required qualifications for a Supported Employment Specialist are 

· possession of a current University of North Texas (UNT) Workplace Inclusion and Sustainable Employment (WISE) Texas Supported Employment Specialist Credential; and
· a bachelor's degree in rehabilitation, business, marketing, or related human services; and one year of documented experience in a professional or personal setting routinely working with people with disabilities; or 
· an associate degree in rehabilitation, business, marketing, or related human services; and two years of documented experience  in a professional or personal setting routinely working with people with disabilities; or 

· a high school diploma or GED, and at least three years of documented experience in a professional or personal setting routinely working with people with disabilities; and 

· if providing services to consumers who are deaf, proficiency of sign language skills must be evidenced by either holding a Board of Interpreters for the Deaf (BEI) certification, a Registry of Interpreters for the Deaf (RID) certification or a SLPI rating of intermediate plus. The CRP Director must approve the DARS3455, Community Rehabilitation Program Staff Information form completed by the Supported Employment Specialist.

The required qualifications for a Job Skills Trainer/Job Coach are 

· possession of a University of North Texas (UNT) Workplace Inclusion and Sustainable Employment (WISE) Texas Job Skills Training/Job Coaching Credential; and
· a bachelor's degree in rehabilitation, business, marketing, or related human services; and one year of documented experience providing employment services to individuals; or 
· an associate degree in rehabilitation, business, marketing, or related human services; and two years of documented experience providing employment services to individuals; or 
· a high school diploma or GED, and a varied and successful work history; considerable knowledge of employer expectations; the ability to work successfully with a variety of consumers and employers; the ability to analyze a job and reduce it to manageable components; at least one year of documented experience working with individuals with disabilities; and
· if providing services to consumers who are deaf, proficiency of sign language skills must be evidenced by either holding a Board of Interpreters for the Deaf (BEI) certification, a Registry of Interpreters for the Deaf (RID) certification, or The CRP Director must approve the DARS3455, Community Rehabilitation Program Staff Information form completed by the Supported Employment Specialist.

DARS may pay for the services of a non-credentialed Supported Employment Specialist or Job Skills Trainer only when:

· there are no credentialed Supported Employment Specialist or Job Skills Trainers available at the Employment Services Provider , and

· the DARS counselor determines that it is in the best interest of the consumer to do so. 

DARS will pay for services provided by a non-credentialed provider, under the above circumstances if a DARS 3490, Temporary Waiver of CRP Credentials, is completed by the Employment Service Provider’s Director and approved by the DRS Regional Director and the Contract Administrative Manager. The DARS 3490 must be kept in the CRP’s file and a copy must be submitted with any invoice in which the approved non-credentialed Supported Employment Specialist or Job Skills Trainer provided service to the DARS consumer. The signed original will be kept in the DARS Contract Manager’s file.

For additional information about the UNT credentialing process, see UNT's Texas CRP Provider Training page.


Provider Guidance Tools:

Diagram of Supported Employment Services for Providers Link to be developed.


8.8 Job Skills Training and Job Coaching

	Job Skills Training/Job Coaching services are provided to consumers who have gained employment in the competitive labor market in an integrated work setting that meets the consumer’s IPE goal(s) and uses the consumer’s unique strengths, interests, abilities, and capabilities. 
Job Skills Training/Job Coaching services are purchased from Employment Services Providers when a consumer needs more training and support than the training and support provided by the employer. The business hiring the consumer is expected to provide the same training to the consumer just as the business would for other employees who are not disabled. Training provided by Job Skills Trainer/Job Coaches can include teaching skills, reinforcing skills, establishing and setting-up accommodations and/or compensatory techniques to increase the consumer’s independence and ability to meet the employer’s expectations. The business, the consumer, the Job Skills Trainer/Job Coach and the DARS counselor should be involved in the training plan and in monitoring the consumer’s performance. 

DARS pays for Job Skills Training/Job Coaching only if the consumer is placed in an organization or business that is not owned, operated, controlled, or governed by the Community Rehabilitation Program (CRP) providing the service. CRPs that are state agencies, state universities, or facilities that are a part of a state university system are exempt from this requirement. 

Job Skills Training/Job Coaching can be purchased with Counselor Directed Placement, Basic Job Placement, and Enhanced Job Placement. It cannot be purchased with On the Job Training, Supported Employment or Supported Self-Employment services.

Service Description/Scope:

Training provided by Job Skills Trainers/Job Coaches will teach skills, reinforce skills, and establish accommodations and/or compensatory techniques to increase the consumer’s independence and ability to meet the employer’s expectations and production standards. All services shall be goal-focused with the consumer’s goals and abilities documented on the DARS3312, Job Skills Training/Job Coaching Progress Report. Job Skills Training/Job Coaching is limited to a total of 200 hours per consumer. Infrequently, Job Skills Training/Job Coaching is needed for more than 200 hours to ensure that the consumer gains the training and support necessary to be successful. For instances in which this is necessary, a DARS3472 must be completed, reviewed by the area manager and approved by the Regional Director per RPM 7.5.8 policy before the service is re-purchased. The DARS3472 must be submitted with the invoice and kept in both the DARS and CRP’s consumer file.

The Job Skill Trainer/Job Coach will

· use structured intervention techniques implementing the most effective, but least intrusive methods possible to help the consumer learn the essential soft and hard skills of the job and/or the skills necessary to arrange and use transportation to get to and from the worksite;

· work with the consumer, employer, and DARS staff members to establish support services, accommodations, compensatory techniques, and training necessary to remove barriers to ensure successful employment for the consumer;

· observe the consumer to identify and solve potential problems related to the consumer’s employment success before the problem becomes an issue for the consumer, employer, or co-workers;

· monitor the consumer’s performance to ensure improvement in the consumer’s performance; and

· gradually reduce the time spent with the consumer at the job site, as the consumer becomes better adjusted and more independent.
Procedure: 

Process Steps:

The process of job skills training and job coaching are as follows:

· The DARS Counselor completes the DARS3311 Job Skills Training/Job Coaching—Referral and submits to the provider.
· The DARS Counselor shall choose which goals from the menu that the Job Skills Trainer/Job Coach will address with the consumer and/or identify goals and record them on the DARS3311.
· DARS issues a Purchase Order for the number of approved hours of Job Skills Training/Job Coaching to the provider and sends the Purchase Order with the DARS3311. DARS counselor negotiates a fee for Job Skills Training/Job Coaching. For fees chart, see 8.3: Fees.  Link to 8.3 in this document.
· The provider assigns a Job Skills Trainer/Job Coach to the consumer that can meet all special requirements, if any, on the DARS3311.
· Job Skills Trainer/Job Coaching provides the training as prescribed by the goals established on the DARS3311.
· Job Skills Trainer/Job Coach completes the DARS3312 (updated) and submits to DARS with an invoice.
· DARS staff reviews the submitted forms and invoice to ensure completeness and accuracy, returning to the provider if incomplete. DARS provides notification of issues related to the incomplete form(s) and/or invoice. The Employment Service Provider must resubmit complete and accurate forms with invoice correcting issues to gain payment of the invoice. 
· Once the form and invoice have been approved, the invoice is paid.
· Any premium payment that applies, such a Deaf Service Premium, will be paid when included with the form and invoice.
· If additional hours of Job Skills Training/Job Coaching are necessary for the consumer to achieve the goals, an updated Purchase Order authorizing the approved added hours must be gained prior to any service delivery related to the additional hours.
Outcomes Required for Payment of Job Skills Training/Job Coaching

Using the DARS3312 Job Skills Training/Job Coaching Progress Report, the Job Skills Trainer/Job Coach documents in descriptive terms the following:

· Consumer Information Section;

· Goals Section—both goals related to services to be delivered by the Job Skills Trainer/Job Coach, and consumer’s performance of skills necessary; and 

· Progress Note Section 

Record for each entry: 

· the date the service was provided (xx-xx-xx);

· start time of session (x:xx a.m. or p.m.); 

· end time of session; 

· total time of session using quarter hour .25 increments (Note: .25 = 15 minutes, .50 = 30 minutes, .75 = 45 minutes, and 1.0 = 60 minutes. Use 0 for non-billable  notation) 

· record a narrative description of the services provided by Job Skill Trainer/Job Coach and consumer’s performance of skills related to the consumer’s goals and record the initials of the staff person providing the Job Skills Training/Job Coaching.

· Add any additional comments;

· Total hours on form.

The Job Skills Training/Job Coaching provided must be related to the goal(s) approved by the DARS counselor.

Provider is paid for all hours of Job Skills Training/Job Coaching documented on the DARS3312, Job Skills Training/Job Coaching Progress Report, when approved by the DARS counselor.

Purchasing Fees: For fees chart, see 8.3: Fees. Insert link to 8.3 in this doc.
Staff Qualifications:

The required qualifications for a Job Skills Trainer/Job Coach are as follows: 

· possession of a current University of North Texas (UNT) Workplace Inclusion & Sustainable Employment (WISE) Texas Job Skills Training/Job Coaching Credential; and

· a bachelor's degree in rehabilitation, business, marketing, or related human services; and one year of documented experience providing employment services to individuals; or 
· an associate degree in rehabilitation, business, marketing, or related human services; and two years of documented experience providing employment services to individuals; or 

· a high school diploma or GED, and a varied and successful work history; considerable knowledge of employer expectations; the ability to work successfully with a variety of consumers and employers; the ability to analyze a job and reduce it to manageable components; and at least one year of documented experience working with individuals with disabilities and 
· if providing services to consumers who are deaf, proficiency of sign language skills must be evidenced by either holding a Board of Interpreters for the Deaf (BEI) certification, a Registry of Interpreters for the Deaf (RID) certification, or a SLPI rating of intermediate plus.  

The CRP Director must approve the DARS3455, Community Rehabilitation Program Staff Information form completed by the Job Skills Trainer/Job Coach.

DARS may pay for the services of a non-credentialed Job Skills Trainer/Job Coach only when:

· there are no credentialed Job Skills Trainers/Job Coaches available at the Employment Services Provider, or 

· the DARS counselor determines that it is in the best interest of the consumer to do so. 

DARS will pay for services provided by a non-credentialed provider, under the above circumstances if a DARS3490, Temporary Waiver of CRP Credentials, is completed by the CRP’s Director and approved by the DRS Regional Director and the Contract Administrative Manager. The DARS3490 must be kept in the CRP’s file and a copy must be submitted with any invoice in which the approved non-credentialed Job Skills Trainer/Job Coach provided service to the DARS consumer. The signed original DARS 3490 will be kept in the DARS Contract Manager’s file.

For additional information about the UNT credentialing process, see UNT's Texas CRP Provider Training page.

Provider Guidance Tools:

Example of completed DARS3312, Job Skills Training/Job Coaching Progress Report


8.9 Social Security Administration/Vocational Rehabilitation (SSA/VR) Ticket to Work Partnership Plus—EN Employment Advancement Payments

Overview

Under the Social Security Administration's Ticket to Work Partnership Plus Program, DARS and Employment Networks (ENs) (as defined by the Social Security Administration (SSA)) partner to provide a seamless system of service delivery that supports a consumer who receives either Social Security Disability Insurance (SSDI) or Supplemental Security Income (SSI) payments in his or her efforts toward achieving and maintaining self-supporting employment. DARS provides vocational rehabilitation services, including job placement or supported employment, if appropriate, and, after VR case closure, an EN provides ongoing job supports and services to ensure that the consumer maintains and has opportunities to advance in employment. 

In order for an EN to partner with DARS under the Ticket to Work Partnership Plus option, the consumer's Ticket cannot be assigned to an EN while VR services are being provided.

DARS offers incentive payments called EN Employment Advancement Payments to DARS Community Rehabilitation Program (CRP) providers under the following circumstances:

· the CRP is an approved EN with the SSA; 

· DARS purchased job placement (JP) or supported employment (SE) services from the CRP-EN for the consumer, and those services resulted in a successful case closure; 

· following VR case closure, the consumer assigns his or her Ticket to the CRP-EN for SE only; the CRP must be identified on the DARS1616, Job Stability or Service Closure Justification Summary as one of the primary providers who will help the consumer achieve an identified long-term support need. 

Note: DARS EN Employment Advancement Payments are not available to the CRP-EN when the consumer decides to assign his or her Ticket to an EN other than the CRP-EN. In keeping with informed choice, DARS will provide the consumer with a list of all available ENs at VR case closure.

If a CRP-EN is the holder of the consumer's Ticket assignment, the Ticket must be unassigned from CRP-EN and placed in use with DARS before the CRP-EN can partner with DARS and be eligible for EN Employment Advancement payments.

Definitions

CRP-EN 

A provider of job placement and/or supported employment services under contract with DARS in accordance with these standards, who is also under contract with the Social Security Administration (SSA) as an Employment Network. 

EN Employment Advancement Payments 

Payments to those DARS CRPs who are also under contract with the SSA as an Employment Network and who partner with DARS in an effort to ensure that VR consumers participating in the SSA's Ticket to Work Program receive job retention services and other types of services that advance employment or increase earnings after the consumer's VR case is closed. 

Employment Networks (ENs) 

Public or private entities that enter into an agreement with the Social Security Administration to provide employment, vocational, or other support services and help Ticket holders (consumers) obtain and maintain employment. 

MAXIMUS 

A private organization that contracts with the SSA to help manage the Ticket to Work Program. 

Substantial Gainful Activity (SGA) 

A level of consumer work activity and earnings defined by the SSA that includes the following concepts: 

· Substantial Work; 

· Doing significant physical or mental activities, or a combination of both (full- or part-time); 

· Gainful Work; and 

· Work performed for pay or profit. 

SGA is increased every January 1. Go to http://www.ssa.gov/OACT/COLA/sga.html to view the current amount.

105 percent of SGA 

Amount calculated by identifying the SGA from the link above and then multiplying that amount by 1.05. 

Tier Level (1 or 2) 

A payment level assigned by a DARS counselor to a consumer receiving job placement or supported employment services and that is used as a basis for determining the amount of an EN Employment Advancement Payment. 

Ticket 

A paper document that is SSA's agreement to pay an EN the agreed upon payments under the Ticket to Work Program. 

EN Employment Advancement Payments

DARS offers a total of two EN Employment Advancement Payments to CRP-ENs who provide ongoing support services or job retention services that advance employment or increase earnings after a consumer's VR case is closed. Services provided by the CRP-EN must help the consumer meet the following outcomes:

· Consumer achieves one month of gross monthly pay that meets or exceeds SGA for the year in which the income was earned. This payment is available only during the first 12 months after VR case closure; and 

· Consumer achieves eight of twelve consecutive months of gross monthly pay that meets or exceeds 105 percent of SGA for the year in which the pay was earned. This payment is available only during the first 18 months after the first payment. 

EN Employment Advancement Payment 1

Service Description

The CRP-EN provides services necessary for the consumer to retain and advance in employment to the point that the consumer can achieve one month of gross monthly pay that meets or exceeds SGA for the year in which the income was earned. This payment is available only during the first 12 months after VR case closure. For SE only, the CRP must be identified on the DARS1616, Job Stability or Service Closure Justification Summary, as one of the primary providers helping the consumer achieve an identified long-term support need outlined in the DARS1616.

The CRP-EN must notify the VR counselor in writing at least 30 days before the CRP-EN anticipates that the consumer will achieve the required income level, so that appropriate purchase orders may be issued.

Required Documentation

The DARS1050, Ticket to Work Partnership Plus, Employment Advancement Payment is required. The form must be signed by the Job Placement or Supported Employment provider. Written documentation (such as a Ticket Assignment confirmation letter from MAXIMUS or SSA Form 1365 State Agency Ticket Assignment Form completed and signed by the consumer and CRP-EN within 30 days of the invoice) must also be provided as proof that the consumer's Ticket is currently assigned to the CRP-EN.

One of the following must be attached to DARS1050, Ticket to Work Partnership Plus, Employment Advancement Payment, to provide evidence of consumer gross earnings:

· a copy of the consumer's pay stub, 

· employer-prepared and -signed earnings statement, or 

· records from a third-party source (for example, The Work Number) that present earnings broken down by month. 

Outcome

The first EN Employment Advancement outcome is achieved when

· the consumer's VR case has been closed successfully following provision of either job placement services or supported employment services by the CRP-EN; 

· the consumer has assigned the Ticket to the CRP-EN; and 

· the consumer has earned one month of gross monthly pay that meets or exceeds SGA for the year in which the income was earned. 

Payment

The first EN Employment Advancement Payment can be made no more than 12 months after VR case closure. 

Payment (see Fee Schedule 2-0005) is made when the DARS counselor receives and approves

· the DARS1050, Ticket to Work Partnership Plus, Employment Advancement Payment; 

· evidence of consumer earnings; 

· documentation that the consumer's Ticket is currently assigned to the CRP-EN; and 

· an invoice. 

EN Employment Advancement Payment 2

Service Description

The CRP-EN provides services necessary for the consumer to retain and advance in employment to the point that the consumer can achieve 8 of 12 consecutive months of gross monthly pay that meets or exceeds 105 percent of SGA for the year in which the income was earned. This payment is available only during the first 18 months after the first EN Employment Advancement Payment.

The CRP-EN must notify the VR counselor, in writing, at least 30 days before the CRP-EN anticipates that the consumer will achieve the required income level, so that appropriate purchase orders may be issued.

Required Documentation

The DARS1050, Ticket to Work Partnership Plus, Employment Advancement Payment is required. The form must be signed by the JP or SE provider. Written documentation (such as a Ticket Assignment confirmation letter from MAXIMUS) must also be provided as proof that the consumer's Ticket is currently assigned to the CRP-EN.

One of the following must be attached to the DARS1050, Ticket to Work Partnership Plus, Employment Advancement Payment to provide evidence of consumer gross earnings for 8 of 12 consecutive months:

· copies of the consumer's pay stubs, 

· employer-prepared and employer-signed earnings statements, or 

· records from a third-party source (for example, The Work Number) that present earnings broken down by month. 

Outcome

The second EN Employment Advancement outcome is achieved when

· all criteria for the first EN Employment Advancement payment are met; and 

· the consumer has achieved 8 of 12 consecutive months of gross monthly pay that meets or exceeds 105 percent of SGA for the year in which the income was earned. 

Payment

The second EN Employment Advancement payment can be made no more than 18 months after the first payment.

Payment for the second EN Employment Advancement (see Fee Schedule 2-0005) is made when the DARS counselor receives and approves

· the DARS1050, Ticket to Work Partnership Plus, Employment Advancement Payment; 

· evidence of consumer earnings; 

· documentation that the consumer's Ticket is currently assigned to the CRP-EN; and 

· an invoice. 
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