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Chapter 19: Technical Information and Reference

...
19.6 Reference Tools

...
19.6.5 List of Service Category Descriptions

…
	Bundled Job Placement Services—7652K6 (service with required report)

	All—Benchmark

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

	To verify receipt
	Record verification of the Job Placement Specialist credentials in the "DARS Use Only" section of the form.

1. Verify that the Job Placement Specialist documented the services provided to the consumer meeting the required deliverables on theDARS1835, Bundled Job Placement Services—Support Summary, and on the DARS1833, Bundled Job Placement Service Plan and Benchmark Status Report.
2. Verify that the Job Placement Specialist has the required credential by logging in to the UNT's Workplace and Sustainable Employment database using: 

· username: DARSstaff; and 

· password: DARSis#1. 
Note: The username and password are case-sensitive. 




If the Job Placement Specialist is not credentialed, verify that an approved DARS3490, Temporary Waiver of CRP Credentials, accompanied the invoice.


If the Job Placement Specialist is not credentialed and an approved DARS3490 does not accompany the invoice, return to the CRP:
· a copy of the invoice; 

· a copy of the report; and 

· inform the provider in writing that the Job Placement Specialist does not hold the required credential and that the invoice cannot be processed. 

Enter a note in the electronic case management system documenting the verification and all pertinent information describing all issues that were present.
.
3. Check additional requirements in Chapter 9: Employment Services and on the “DARS Only” sections of the  DARS1835, Bundled Job Placement Services—Support Summary, and the DARS1833, Bundled Job Placement Service Plan and Benchmark Status Report.

 

	Benchmark A

	Receive date
	The date the consumer has been employed for five cumulative calendar days(must be within service dates). Invoiced on day six.

	Report receive date
	The date a DRS staff member verified the content of the signed report (can be outside service dates, but cannot be before achievement of benchmark).

	Benchmark B 

	
	

	
	1. 
2. 
· 
· 

· 
· 

3. 


· 
· 
· 


4. 
5. 
6. 

	Receive date
	The date the consumer has been employed for 45calendar days (must be within service dates). Invoiced on day 46.

	Report receive date
	The date a DRS staff member verified the content of the signed report (can be outside service dates, but cannot be before achievement of benchmark).

	Benchmark C

	
	

	
	1. 
2. 
· 
· 

· 
· 

3. 


· 
· 
· 


4. 
5. 
6. 

	Receive date
	The date the consumer has been employed for 90 calendar days (must be within service dates). Invoiced on day 91.

	Report receive date
	The date a DRS staff member verified the content of the signed report (can be outside service dates, but cannot be before achievement of benchmark).


...
	Job Placement Services—7652K6 (service with required report)

	Benchmark A 

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

	To verify receipt
	1. Verify that only one Job Placement Specialist documented the services provided to the consumer on the DARS3432A. 

2. Verify that the Job Placement Specialist has the required credential by logging in to the UNT's Workplace and Sustainable Employment database using: 

· username: DARSstaff; and 

· password: DARSis#1. 

Tips:

· If clicking on the link does not open the database page, copy and paste the entire URL into your browser's address bar: https://pacs.unt.edu/wise/content/completion-reports. 

· The username and password are case-sensitive. 

Note that you have verified the certification on the Job Placement Specialist note in the "DARS Use Only" section.

3. If the Job Placement Specialist is not credentialed, verify that an approved DARS3490, Temporary Waiver of CRP Credentials accompanied the invoice. Note that the approval requires all signatures listed under the Authorized DARS DRS Representative Approval section.

If an approved DARS3490 accompanied the invoice for services provided by a noncredentialed Job Placement Specialist, proceed with step 4.

If the Job Placement Specialist is not credentialed and an approved DARS3490 does not accompany the invoice, return to the CRP:
· a copy of the invoice; 

· a copy of the report; and 

· the authorized letter informing the provider that the Job Placement Specialist does not hold the required credential. 

Enter a note in the electronic case management system. 


4. Check additional requirements in Chapter 9: Employment Services, 9.3.3 [Job Placement as a Purchased Service] Benchmark Payments. 

5. DARS3432A, Job Placement Services—Support Summary, Benchmark A; After First Day of Paid Employment is required. 

6. Verify with the consumer or employer and document on DARS3432A. 

	Receive date
	The date of the first day of employment (must be within service dates).

	Report receive date
	The date a DRS staff member verified the content of the signed report (can be outside service dates).

	Benchmark B 

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

	To verify receipt
	1. Verify that only one Job Placement Specialist documented the services provided to the consumer on the DARS3432A. 

2. Verify that the Job Placement Specialist has the required credential by logging in to the UNT's Workplace and Sustainable Employment database using: 

· username: DARSstaff; and 

· password: DARSis#1. 

Tips:

· If clicking on the link does not open the database page, copy and paste the entire URL into your browser's address bar: https://pacs.unt.edu/wise/content/completion-reports. 

· The username and password are case-sensitive. 

Note that you have verified the certification on the Job Placement Specialist note in the "DARS Use Only” section.

3. If the Job Placement Specialist is not credentialed, verify that an approved DARS3490, Temporary Waiver of CRP Credentials accompanied the invoice. Note that the approval requires all signatures listed under the Authorized DARS DRS Representative Approval section. 

If an approved DARS3490 accompanied the invoice for services provided by a noncredentialed Job Placement Specialist, proceed with step 4.

If the Job Placement Specialist is not credentialed and an approved DARS3490 does not accompany the invoice, return to the CRP:
· a copy of the invoice; 

· a copy of the report; and 

· the authorized letter informing the provider that the Job Placement Specialist does not hold the required credential. 

Enter a note in the electronic case management system.


4. Check additional requirements in Chapter 9: Employment Services, 9.3.3 [Job Placement as a Purchased Service] Benchmark Payments. 

5. DARS3432B, Job Placement Services—Support Summary, Benchmark B; After 45 Days of Paid Employment is required. 

6. Verify with the consumer or employer and document on DARS3432B. 

	Receive date
	The date of the 45th day of employment (must be within service dates).

	Report receive date
	The date a DRS staff member verified the content of the signed report (can be outside service dates).

	Benchmark C

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

	To verify receipt
	1. Verify that only one Job Placement Specialist documented the services provided to the consumer on the DARS3432A. 

2. Verify that the Job Placement Specialist has the required credential by logging in to the UNT's Workplace and Sustainable Employment database using: 

· username: DARSstaff; and 

· password: DARSis#1. 

Tips:

· If clicking on the link does not open the database page, copy and paste the entire URL into your browser's address bar: https://pacs.unt.edu/wise/content/completion-reports. 

· The username and password are case-sensitive. 

Note that you have verified the certification on the Job Placement Specialist note in the "DARS Use Only” section.

3. If the Job Placement Specialist is not credentialed, verify that an approved DARS3490, Temporary Waiver of CRP Credentials accompanied the invoice. Note that the approval requires all signatures listed under the Authorized DARS DRS Representative Approval section. 

If an approved DARS3490 accompanied the invoice for services provided by a noncredentialed Job Placement Specialist, continue with step 4.

If the Job Placement Specialist is not credentialed and an approved DARS3490 does not accompany the invoice, return to the CRP:
· a copy of the invoice; 

· a copy of the report; and 

· the authorized letter informing the provider that the Job Placement Specialist does not hold the required credential. 

Enter a note in the electronic case management system. 


4. Check additional requirements in Chapter 9: Employment Services, 9.3.3 [Job Placement as a Purchased Service] Benchmark Payments. 

5. DARS3432C, Job Placement Services—Support Summary, Benchmark C; After 90 Days of Paid Employment is required. 

6. Verify with the consumer or employer and document on DARS3432C. 

	Receive date
	The date of the 90th day of employment (must be within service dates).

	Report receive date
	The date a DRS staff member verified the content of the signed report (can be outside service dates).


…
	Supported Employment Services—7652O9 (service with required report)

	Benchmark 1ABenchmark 1A—SEA

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

	To verify receipt
	Record verification of the Supported Employment Specialist credentials in the "DARS Use Only" section of the form.  

1. Verify that the Supported Employment Specialist documented the services provided to the consumer meeting the required deliverables on the DARS1612, Supported Employment Assessment. 
2. Verify that the Supported Employment Specialist has the required credential by logging onto the UNT's Workplace and Sustainable Employment database using: 

· username: DARSstaff; and 

· password: DARSis#1. 

Note: The username and password are case-sensitive. 

If the Supported Employment Specialist is not credentialed, verify that an approved DARS3490, Temporary Waiver of CRP Credentials accompanied the invoice.

If the Supported Employment Specialist is not credentialed and an approved DARS3490 does not accompany the invoice, return to the CRP:
· a copy of the invoice; 

· a copy of the report; and 

· inform the provider in writing that the Job Placement Specialist does not hold the required credential and the invoice cannot be processed. 

Enter a note in the electronic case management system documenting the verification and all pertinent information describing all issues that were present.

3. Check additional requirements in Chapter 9: Employment Services and on the “DARS Only” sections of the DARS1612, Supported Employment Assessment.  

4. 
5. 
· 
· 

· 
· 

6. 


· 
· 
· 


7. 
8. 


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

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

	Benchmark 1B

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

	To verify receipt
	Record verification of the Supported Employment Specialist credentials, if any, in the "DARS Use Only" section of the form.  

1. Verify that the DARS1613 was completed according to the Standards for Providers and the form directions, and that deliverables were achieved.

2. Verify that the Supported Employment Specialist has the required credential by logging onto the UNT's Workplace and Sustainable Employment database using: 

1. username: DARSstaff; and 

2. password: DARSis#1. 

Note: The username and password are case-sensitive. 

If the Supported Employment Specialist is not credentialed, verify that an approved DARS3490, Temporary Waiver of CRP Credentials, accompanied the invoice.

If the Supported Employment Specialist is not credentialed and an approved DARS3490 does not accompany the invoice, return to the CRP:
3. a copy of the invoice; 

4. a copy of the report; and 

5. Inform the provider, in writing, that the Job Placement Specialist does not hold the required credential and the invoice cannot be processed. 

Enter a note in the electronic case management system documenting the verification and all pertinent information describing allissues that were present.

3. Check additional requirements in Chapter 9: Employment Services and on the “DARS Only” sections of the DARS1613, Supported Employment Services Plan—Part 1.
4. .
5. 


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

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

	Benchmarks 2—6

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

	To verify receipt
	Record verification of the Supported Employment Specialist credentials and Job Skills Trainer credentials, if any, in the "DARS Use Only" section of the form.  

1. Verify that the Supported Employment Specialist documented the services provided to the consumer meeting the required deliverables 

· DARS1613 for Benchmark 2-6; and
· DARS1614 for Benchmark 2;
· DARS1615 for Benchmark 3 and 4; and
· DARS1616 for Benchmark 5 and 6. 

2. Verify that the Supported Employment Specialist and Job Skills Trainer or Job Coach(if any) has the required credential by logging onto the UNT's Workplace and Sustainable Employment database using: 

· username: DARSstaff; and 

· password: DARSis#1. 

Note: The username and password are case-sensitive. 

If either the Supported Employment Specialist or Job Skills Trainer or Job Coach is not credentialed, verify that an approved DARS3490, Temporary Waiver of CRP Credentials accompanied the invoice.

If the Supported Employment Specialist or Job Skills Trainer or Job Coach is not credentialed and an approved DARS3490 does not accompany the invoice, return to the CRP:
· a copy of the invoice; 

· a copy of the report; and 

· inform the provider in writing that Supported Employment Specialist or Job Skills Trainer or Job Coach does not hold the required credential and the invoice cannot be processed. 

Enter a note in the electronic case management system documenting the verification and all pertinent information describing any issues that were present.

3. Check additional requirements in Chapter 9: Employment Services, 9.10 Supported Employment and on the “DARS Only” sections of the required forms. (See the associated forms that apply above—DARS1614, DARS1615, and DARS1616.)
4. 
· 
· 

· 
· 

5. 


· 
· 
· 


6. 
7. 


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

	Report receive date
	The date the signed reports were approved by the counselor (can be outside service dates. (See associated formsDARS1613, DARS1614, DARS1615, or DARS1616.) 
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