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The provider must maintain records necessary to

· achieve consumer goals, and 

· ensure that purchased services are provided. 

A current case record must be kept for each consumer and must include the following, depending on the service provided:

· consumer referral information received from the DARS DRS counselor; 

· other intake information; and 

· financial records including, at a minimum 

· a copy of the purchase order, 

· copies of invoices submitted for payment of services, and 

· records of DARS DRS payments; 

· for vocational evaluations, 

· DARS3480, Referral for Vocational Evaluation; and 

· a copy of the vocational evaluation report; 

· for PSAT and WAT, 

· a DARS3484, Individualized Adjustment Plan (or equivalent); 

· copies of DARS3453, Monthly Progress Report—Work/Residential Community Rehabilitation Programs (or equivalent) that show a record of attendance and progress; 

· documentation reflecting that the DARS DRS counselor, consumer, and service provider are jointly involved in planning and monitoring service goals and objectives; substantiating documentation may consist of staffing summaries, telephone contact, or other evidence of communication; and 

· the consumer attendance records; 

· for room, board, and supervised living, 

· records of consumer performance and attendance in sponsored services; and 

· DARS3453, Monthly Progress Report—Work/Residential Community Rehabilitation Programs; 

· for job placement, 

· a copy of DARS3430, Job Placement Services—Referral; 

· a copy of DARS3431, Job Placement Services—Plan; 

· a copy of DARS3432A, Job Placement Services—Support Summary, Benchmark A, After First Day of Paid Employment; 

· a copy of DARS3432B, Job Placement Services—Support Summary, Benchmark B, After 45 Days of Paid Employment; and 

· a copy of DARS3432C, Job Placement Services—Support Summary, Benchmark C, After 90 Days of Paid Employment; 

· for vocational adjustment training, 

· consumer attendance records, and 

· a signed narrative report; 

· for job coaching, DARS3458, Job Coach Service(s) Time Log, or equivalent; 

· for post-acute brain injury services, 

· a copy of the Individualized Treatment Plan (ITP) signed by the 
· DARS DRS counselor, or evidence of fax, email, or post that a copy of the ITP was provided to the DARS DRS counselor;
· a copy of the ITP signed by the consumer;
· a copy of the ITP signed by the CRP case manager;
· 
· 
· copies of progress reports (at least monthly); 

· copies of prescriptions for treatment; 

· records of attendance; and 

· documentation that reflects the DARS DRS counselor, consumer, and service provider are jointly involved in planning and monitoring service goals and objectives (substantiating documentation may consist of staffing summaries, telephone contact, or other evidence of communication); and 

· for services leading to supported employment, 

· DARS1612, Career and Community Support Analysis; 

· DARS1613, Supported Employment Services Plan—Part 1; 

· DARS1614, Supported Employment Support Plan—Part 2; 

· DARS1615, Supported Employment Support Summary; and 

· DARS1616, Job Stability or Service Closure Justification Summary. 


