VR Manual Chapter 30: Supported Employment Services
Revised 10/08

Note: This chapter applies only to consumers beginning Supported Employment services after January 1, 2007. For consumers receiving Supported Employment services before January 1, 2007, see the previous Chapter 30: Supported Employment.

30.1 Supported Employment (SE) Services Overview

Supported Employment (SE) enables consumers with the most significant disabilities to enter competitive employment  by providing
·  individualized assistance finding  an appropriate job match, and 

· ongoing support within the work environment. 

 Supported Employment services are for consumers who have been unable to find or maintain employment through traditional vocational rehabilitation approaches and training programs. 

Consumers in Supported Employment need assistance to

· compete in the open market, 

· meet potential employers, and 

· receive ongoing supports to maintain a job. 

Often, these consumers have been 
· excluded from community services, 
· institutionalized, or 
· in segregated work programs such as sheltered workshops for long periods.

A Supported Employment service provider seeks the best possible match between a consumer’s skills, interests, abilities, and support needs and the employer's unmet business needs. The 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 DBS counselor and the employment specialist.
Supported Employment is a "place then train" model, which is a two-part process:

1. place a consumer with the most significant disabilities in a competitive job; and then
2. 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. Since the focus is on finding the best job match and providing training for that particular job, problems in transferring knowledge from an artificial training situation to a real job are eliminated.

Consumers determined by a DBS counselor to be eligible for Supported Employment services are consumers
· who are eligible for VR services; 
· who have a most significant disability, and consequently, competitive employment has not occurred or has been interrupted or intermittent as a result of a significant disability;
· who have not benefitted from traditional vocational rehabilitation services;
· 
· 
· 
· 
· for whom Supported Employment has been identified as the appropriate employment outcome by the consumer and the DBS counselor;
· who require considerable assistance competing in the open job market;

· who have had difficulty finding an appropriate job match;

· who can maintain competitive employment with necessary supports in place; and
· for whom another person, organization, or other resource agrees to provide the extended services after the DBS-funded services cease. 

30.2 Supported Employment (SE) Definitions
See 5.12.2 Supported Employment (SE) Definitions in the DBS Standards Manual for Consumer Services Contract Providers.
30.2.1 Benchmarks
Benchmarks are specific employment outcomes for which payments are made to the provider during the course of the supported employment process. 

These include

· Benchmark 1: Career and Community Support Analysis (CCSA) and Supported Employment Services Plan (SESP) Part 1; 

· Benchmark 2: Job Placement and SESP Part 2; 

· Benchmark 3: Four-Week Job Maintenance; 

· Benchmark 4: Eight-Week Job Maintenance; 

· Benchmark 5: Job Stability; and 

· Benchmark 6: Service Closure. 
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30.2.2 Competitive Employment

Competitive employment is work in the competitive labor market

· performed full-time or the maximum number of hours possible in an integrated work setting; and

· for which a person is compensated at or above the minimum wage, but not less than the customary or usual wage paid by the employer for the same or similar work performed by people who do not have disabilities.
30.2.3 Discovery Process

The discovery process entails collecting information about the consumer through interviews and observations of the consumer’s abilities in multiple settings on multiple occasions. Research indicates that the discovery process may take as many as 20 to 30 hours per consumer. 

30.2.4 Extended Services

Extended services are ongoing support services identified in the SESP to ensure job stability throughout the consumer's employment. 

Extended services 
· are provided and/or funded by sources other than DBS, including the employer; and
· 
· involve either on-site or off-site monitoring, as requested by the consumer.

Extended services

· begin at Benchmark 5 (Job Stability),

· continue beyond Benchmark 6 (Service Closure), and

· are provided for as long as the consumer needs them.

For example, these services may include
· consulting with the employer about problem areas or training needs (including direct skills training, if necessary),

· identifying and obtaining the help of natural supports on and off the worksite, and

· providing other services the consumer needs.

30.2.5 Integrated Work Setting

An integrated work setting provides an environment where consumers with disabilities regularly interact with employees who do not have disabilities and/or the general public.
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30.2.6 Most Significant Disability

A consumer has a most significant disability if he or she

· is eligible for Supported Employment services (see 30.3 Eligibility for Supported Employment), 
· needs extended services to maintain employment following successful service closure; and 

· can maintain competitive employment with necessary supports. 

30.2.7 Natural Supports

Natural supports are supports that exist naturally in the workplace and the community. Primary consumer supports should occur naturally, with professional supports (training or consultation) being used only when the consumer needs additional support or accommodations.

The following are examples of using natural supports:

· The supervisor or co-worker provides the supported employee with the same initial training as everyone else, with the job skills trainer available to offer suggestions on accommodations or to help with additional training; or 

· The supported employee gets a ride with a co-worker instead of from the job skills trainer. 

Generally, there are five types of natural supports:
· employer-provided or -facilitated,

· transportation,

· community,

· personal and independent living, and

· recreation and social integration.
30.2.8 Negotiable Employment Conditions

Negotiable conditions are those that a consumer would like the employment specialist to consider when looking for employment for the consumer. Negotiable conditions are preferences for working conditions. 

30.2.9 Nonnegotiable Employment Conditions 

Nonnegotiable conditions are those that a consumer has indicated must be, or not be, present in an employment placement. The employment specialist must always consider these conditions when looking for an employment placement for the consumer.  Nonnegotiable conditions may include

· job duties the consumer is not willing to perform; or

· workplace conditions that are unacceptable, even with supports (for example, the consumer must use the bus for transportation, and the bus does not run on Sunday, so a job requiring Sunday hours is not acceptable). 

30.2.10 Person-Centered Planning

In person-centered planning, the process and the products(s) are owned and controlled by the person (consumer). The process creates a comprehensive portrait of who the person is, and what the person wants to do with his or her life, and brings together all the people who are important to the person, including family, friends, neighbors, support workers and other professionals. This team then identifies the person’s skills and abilities that can help achieve the person’s 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.
30.2.11 Quality Criteria

Quality criteria are points of reference used by DBS counselors when reviewing provider documentation and services rendered to determine whether certain conditions and/or outcomes have been achieved by the consumer and/or the provider and effectively documented on the appropriate DARS reporting forms. Quality criteria must be met before the DBS counselor may authorize payment to the provider. 

30.2.12 Significant Disability

A significant disability is 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. 

30.2.13 Supported Employment

Supported Employment is competitive employment in an integrated work setting, consistent with the consumer's

· strengths, 

· resources, 

· priorities, 

· concerns, 

· abilities, 

· capabilities, 

· interests, and

· informed choice.

Supported Employment services are appropriate for consumers with the most significant disabilities who meet all the following criteria:

· have not worked, or have worked only intermittently, in competitive employment;

· have been determined eligible for VR services based on a comprehensive assessment, including consideration of Supported Employment as an employment outcome;

· need extended services to maintain employment following successful VR closure; and

· can maintain competitive employment with necessary supports.

This definition includes transitional employment for people with the most significant disabilities caused by chronic mental illness.

30.2.14 Support Needs Tiers
Because challenges finding employment and support are unique to each consumer, there are two payment schedules, or tiers, based on a combination of factors from information collected during the CCSA and summarized in the SESP Part I. 

Factors considered include the

· amount and the extent of negotiable and nonnegotiable conditions,

· number of potential job tasks the consumer can perform,

· availability of potential employers, and

· anticipated level of support the consumer needs to reach stability.

The DBS counselor determines the consumer's tier after negotiating with the SE provider and documents the determination in a case note.


30.2.15 Transitional Employment for Consumers with Chronic Mental Illness

Transitional employment 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.

30.3 Eligibility

A person is eligible for Supported Employment services when he or she
· has been determined eligible for VR services;

· is determined to have the most severe disabilities, and consequently, competitive employment 

· has not occurred, or

· has been chronically interrupted or intermittent;

· supported employment has been identified as the appropriate employment outcome on the basis of a comprehensive assessment of rehabilitation needs, including an evaluation of rehabilitation, career, and job needs; and

· another agency, organization, person, or other appropriate resource agrees to provide the extended services after VR supports cease, or there is a reasonable expectation that extended services will be available.

30.4 Benchmarks of the Supported Employment Outcome Based System

Benchmarks are specific outcomes for which payments are made to the provider during the course of the Supported Employment process. 

These include

· Benchmark 1: Career and Community Support Analysis (CCSA) and Supported Employment Service Plan (SESP) Part 1; 

· Benchmark 2: Job Placement and Supported Employment Service Plan (SESP) Part 2; 

· Benchmark 3: Four-Week Job Maintenance; 

· Benchmark 4: Eight-Week Job Maintenance; 

· Benchmark 5: Job Stability; and 

· Benchmark 6: Service Closure. 

The DBS Standards Manual for Consumer Services Contract Providers contains a detailed description of the Supported Employment Outcome Based System, including staff qualifications, service definitions, required documentation, outcomes, and payment information. 
30.5 Supported Employment (SE) Process

The following general rules apply to the Supported Employment process:

· The SE provider must receive written authorization (a purchase order) from the DBS counselor before providing the Supported Employment services.

· DBS purchases Supported Employment services only from providers who have contracts with DBS to provide these services.
· The provider must submit required documentation of services provided along with an invoice. The DBS counselor verifies that services were delivered and completed, and reviews the documentation to ensure that all quality criteria have been addressed and achieved. The DBS counselor may return incomplete documentation to be updated to include the required information before authorizing payment.

· If, at any point in the process, the consumer loses a job, the consumer’s progression within the benchmark is “frozen” until the consumer becomes reemployed. Benchmark progression continues when the consumer becomes reemployed, and the SESP Part 2 is updated to reflect the new position.
· 
· 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. If the consumer chooses a new SE provider, the new SE provider and the DBS counselor negotiate the benchmark at which the consumer.
· The Supported Employment outcome-based system is a comprehensive service package that may include 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 Placement,

· On-the-Job Training,

· Vocational Adjustment Training,

· Work Adjustment Training,

· Personal Adjustment Training, or

· Job Coaching.
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30.6 Counselor and Provider Responsibilities
All provider staff must meet the following general standards of service provision:

· maintaining effective and professional consumer and employer relations,

· providing services as outlined in the standards,
· documenting consumer-related and employment-related information and services as outlined in the standards,
· achieving the quality criteria for services rendered, and

· maintaining effective verbal and written communications with DBS staff, employers, and consumers.

DBS counselors are responsible for overseeing services provided to DBS consumers. If the above general standards are not being met, the DBS Regional Program Support Manager reviews counselor concerns and may require that the provider develop an action plan to address them. Continued failure to meet these general standards could result in adverse action against the provider.

30.7 Case Note Documentation 

Before developing the IPE, document in the consumer’s case file the reasons the consumer is expected to need and benefit from Supported Employment services, with the basis of this determination being disability-related.

Throughout the life of the case, document

· communications with the consumer, provider and other people involved with the case, 

· results of the counselor review and comparison of the provider’s documentation to the appropriate quality criteria at the completion of each benchmark, and 

· whether the invoice for the benchmark was paid or returned to the provider for correction. 
30.8IPE for Supported Employment
This section contains information on developing and documenting the Individualized Plan for Employment (IPE) to include Supported Employment services as a strategy to obtain employment.

30.8.1 Developing the IPE for Supported Employment
Include in the IPE:

· a goal for the number of hours the consumer willwork each week;

· a list of the specific employment support needs that have been identified, including

· “natural supports”;

· equipment; and
· training needs, both on and off the employment site.
· the expected extended services needed, including natural supports;
· the name of the person, organization, or other resource that is reasonably expected to agree to provide extended services after the DBS-funded services cease. If such a resource cannot be identified when the IPE is developed, document why there is a reasonable expectation that a source for the extended services will become available before case closure; 

· a plan for how frequently the counselor will monitor the case to ensure that the consumer is making progress toward his or her goal(s); and 

· the coordination of services provided under other individualized plans for other federal or state programs, if any, for example, an Individualized Education Plan (IEP), or an Individualized Transition Plan (ITP). 

· 
· 
· 

As part of the comprehensive assessments to develop the IPE, determine if Supported Employment is the best service option for the consumer. Once the assessments are completed, develop the IPE with the consumer and then initiate Supported Employment services.

If, however, because of the complexity of the consumer’s disabilities and/or life circumstances, there is not enough information to write a meaningful plan and choose a suitable employment goal, the first Supported Employment benchmark, the CCSA, may be purchased (using VR funds). At the conclusion of the SESP Part 1 meeting, the counselor and the consumer complete the IPE. Purchase the remaining benchmarks using available Supported Employment funds.
For examples of completed IPEs, see:
· IPE for VR 

· IPE with School Coordination 

· IPE without School Coordination
30.8.2 Documenting Supported Employment Services in the IPE

DBS TWorks Procedures

When developing the IPE with the consumer,

1. enter "Yes" on the IPE screen for Supported Employment; and
2. on the service record, for

· Level 1, select Standard Manual-Consumer Service Contract;

· Level 2, select Supported Employment Services;

· Level 3, select the tier level to be purchased; and

· Level 4, select the benchmark(s) to be purchased.

There are two data fields in TWorks related to Supported Employment:

1. SE status – select whether the consumer

· is a currently active SE consumer, or

· has never been an SE consumer; and

2. Supported Employment Status at Closure – required on 26, 28 and 30 closures. 

Use one of the following codes to indicate if during the VR process, Supported Employment was established as a goal for the consumer in his or her IPE:

· SE with some Supported Employment funds expended; or

· SE, but no Supported Employment funds expended.

Review the case history to determine if SE was ever written on a plan or plan amendment to code all 26, 28, and 30 closures.

30.9 Supported Employment Funds

Use Supported Employment funds to purchase services from an SE provider when:

· an IPE has been written with a Supported Employment goal, and

· the consumer is identified as an active Supported Employment consumer.

When encumbering funds for Supported Employment services, rather than issuing a single purchase order for all benchmarks at the beginning of the process, issue purchase orders for future benchmarks as earlier ones are completed.  

During the 60-day transition period between job stability and closure, SE funds may be used to purchase only services that

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

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

Examples include replacement of prosthetic and orthotic devices, maintenance of equipment, or counseling and guidance to family members to help the consumer maintain job stability.

30.10 Changing a Case from Supported Employment to General VR

Given the complexities faced by consumers who can benefit from Supported Employment services, it can be difficult to determine the amount of ongoing support a consumer will need to sustain employment. In some situations, a consumer enters Supported Employment but later, the consumer and the counselor agree the consumer no longer needs that level of support. If this occurs, return the case to general VR by

· creating an IPE amendment, and 

· checking "No" in the Supported Employment box.

This redirects the funding source to general VR.
30.11 Quality Criteria
Quality criteria are points of reference the counselor uses to review provider documentation and services to determine whether specific conditions and/or outcomes have been achieved by the consumer and/or provider and effectively documented on the appropriate reporting forms. Quality criteria must be met in order for the counselor to authorize payment.

When approving an invoice for payment, review the documentation from the SE provider to ensure that all quality criteria for that benchmark have been addressed and achieved. Return documentation to the provider for correction before authorizing payment if the documentation does not include the required information.  Below are links to the reporting forms and the respective quality criteria for each benchmark.

Below are links to the reporting forms and the respective Quality Criteria for each benchmark:
· For DARS1612 Career and Community Support Analysis, see Quality Criteria—CCSA.
· For DARS1613 Supported Employment Services Plan Part 1, see Quality Criteria—SESP Part 1.
· For DARS1614 Supported Employment Services Plan Part 2, see Quality Criteria—SESP Part 2.
· For DARS1615 Supported Employment Support Summary, see Quality Criteria—4-Week Job Maintenance.
· For DARS1615 Supported Employment Support Summary, see Quality Criteria—8-Week Job Maintenance.
· For DARS1616 Job Stability or Job Closure Justification Summary, see Quality Criteria—Job Stability.
· For DARS1616 Job Stability or Service Closure Justification Summary, see Quality Criteria—Closure.
30.12 Time Limits for Supported Employment Services

Supported Employment services are rarely provided for longer than eighteen (18) months. Under some circumstances, Supported Employment provided for longer than eighteen (18) months may be necessary for a consumer to achieve an employment outcome. The additional time in Supported Employment services must be established in the consumer’s IPE and justified in the case notes.

30.13 Closing a Supported Employment Case Successfully
After completion of Benchmark 6, Service Closure, close the case as a successful closure, following policies and procedures in Chapter 38: Closure. If the consumer still needs services other than Supported Employment services, such as counseling and guidance, durable medical equipment or repairs, etc.,

· document the reason for keeping the case open, including a projected timeline for case closure, and 

· obtain field director approval. 

30.14 Post Employment Services

Provide discrete post employment services the consumer needs to maintain employment.

Post employment services may include the purchase of at least the following:
· counseling and guidance to family members to encourage the consumer's stability on the job;

· replacement of prosthetic and orthotic devices;

· maintenance of equipment;

· repair and maintenance of assistive technology;

· interpreters;

· job station redesign;

· transportation, orientation, and mobility services; and/or

· other purchased services not provided by the SE provider.



