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30.1 Supported Employment Services Overview
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Vocational rehabilitation (VR) counselors (VRCs) may purchase Supported Employment (SE) services from contracted providers if they believe the consumer will need extensive-comprehensive training and support to compete in the labor market, as well as Extended Services and supports to maintain employment upon case closure. For consumers to be eligible for SE services, they must meet the DARS definition of most significant disability. Consumers must have
· three or more limited functional capacities, and

· require Extended Services and supports to maintain successful employment. 

SE services are appropriate for consumers who 

· have the most significant disabilities,
· have not worked, or have worked only intermittently, in competitive employment, and 
· can maintain competitive employment with necessary supports.  
The SE provider

· develops and carves jobs to match the employer’s needs and consumers interests and abilities,
· teaches skills,
· provides ongoing hands-on assistance and/or completes tasks for the consumer, and 

· assists in the development of and coordinates Extended Services and supports.

The VRC will monitor the SE provider’s progress and help to set up Extended Services and supports. Examples of Extended Services include, but are not limited to

· long-term attendant services, 

· job coaching by co-workers, 

· job coaching from a Medicaid waiver provider, 

· ongoing monitoring with the consumer and employer to ensure continued success,

· attendant services in the home setting to help the consumer prepare for work, and

· para-transit services back and forth to work. 

If the consumer is going to need Extended Services and supports provided by a Medicaid waiver provider, this will need to be in place before the consumer starts the SE process. For assistance in coordinating Medicaid waiver services, contact the program specialist for benefits and the Texas Department of Aging and Disability Services (DADS).

Consumers who need to access SE services are typically receiving Supplemental Security Income (SSI) and/or Social Security Disability Insurance (SSDI) benefits. The VRC should obtain a Benefits Planning Query (BPQY) from the Social Security Administration (SSA) and share this information with the SE provider as part of the referral packet. See Benefits Planning for additional information. A best practice is for the VRC to refer to a Community Work Incentives coordinator (CWIC) to obtain a full report on benefits and work incentives available to the consumer. A full benefits planning report will be required if the consumer is going to access work incentives as a long-term support to maintain employment. For questions about SSA benefits, contact the program specialist for benefits and DADS.
Before referring the consumer for SE services, the VRC should identify, address, and document any medical, psychological, or physical issues that could interfere with successful employment. This information should be shared to ensure that the provider is aware of any physical, cognitive, or emotional limitations related to employment. 
Consumers who would benefit from SE services are in need of
· ongoing assistance and/or Extended Services and supports to establish and maintain resources to address attendant issues, such as transportation, child care, Social Security reporting, housing, food, and financial needs;
· repetitive instruction and/or Extended Services and supports to effectively communicate with employers or need others to communicate with employer for them;
· repetitive instruction to identify interests, strengths, and weaknesses related to employment; 

· comprehensive instruction, supports, and/or Extended Services to motivate themselves to learn skills and to participate as abilities allow in tasks related to obtaining employment;
· repetitive instruction or help to manage steps and goals related to attaining employment;
· repetitive instruction, supports, and/or help, such as Extended Services, to problem-solve to address issues related to employment and disability management; and
· extensive comprehensive training and/or Extended Services and supports to demonstrate suitable grooming and attire for job search and employment.
DARS staff responsibilities

· The VRC determines consumer’s eligibility for SE services. 

· VR staff reviews provider reports to ensure they meet all criteria per the SE Standards for Providers, and if needed, return reports to the provider for corrections. 

· The VRC leads the SE process and provides ongoing guidance and monitoring to ensure successful employment for the consumer. 

· The VRC initiates and leads the Supported Employment Assessment (SEA) review meeting to ensure readiness for the Supported Employment Services Plan (SESP) meeting. 

· The VRC monitors to ensure that all non-negotiable employment conditions and 50 percent of negotiable employment conditions are maintained throughout the delivery of SE services.

· The VRC verifies that the Extended Services supports are in place and working at Benchmark 5-Job Stability and again at Benchmark 6 Service Closure. 

30.2 Supported Employment Definitions

(Revised 04/11)

See DBS Standards Manual for Consumer Services, Chapter 5: Services, 5.12.2 Supported Employment Definitions.
30.2.1 Benchmarks

(Revised 04/11)

Benchmarks are specific employment outcomes for which payments are made to the provider during the course of the SE process. 
They include
· Benchmark 1A: Discovery, Career and Community Support Analysis (CCSA), and the CCSA Review Meeting, available until January 2015;
· Benchmark 1A: Supported Employment Assessment (SEA)ADD LINK;
· Benchmark 1B: 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. 

30.2.2 Competitive Employment

(Revised 04/11)
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

(Revised 04/11)

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 (The Job Developer's Handbook, Griffin, Hammis, Geary).

30.2.4 Extended Services and Supports

(Revised 04/11)
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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. They 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 DADS or Texas Department of State Health Services (DSHS). The VRC should get a copy of the individual service plan from the LTSS case manager or service coordinator. The service “Supported Employment,” detailing the provider and the amount of units authorized, should be included on the plan when LTSS are used to provide any of the Extended Services and supports a consumer may need to maintain employment before the VRC closes the case. For assistance in coordinating with DADS, contact the program specialist for benefits and DADS. 
30.2.5 Integrated Work Setting

(Revised 04/11)

An integrated work setting provides an environment where consumers with disabilities regularly interact with nondisabled employees and/or the general public.

30.2.6 Most Significant Disability


· 
· 
· 
Most significant disability is a term used to describe a consumer who
· can be expected to require multiple VR services for an extended period of time; and

· 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 related to achieving and/or maintaining competitive employment.

30.2.7 Natural Supports

Natural supports exist naturally in the workplace and the community. Supervisors and co-workers provide the employee with supports, such as friendship, mentoring, socializing at breaks or after work, providing feedback on job performance, or learning a new skill together. Friends, family, or volunteers who support the consumer’s success in maintaining employment also provide natural supports outside of the worksite. Examples of supports include providing transportation, reporting earned income to the SSA, providing feedback on attire and hygiene, and assisting with medication management. When natural support resources are not available, paid supports not funded by DARS can be used to enable a consumer to maintain long-term employment. 
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30.2.8 Negotiable Employment Conditions

Negotiable employment conditions are preferences for working conditions that a consumer would like the placement provider to consider when looking for suitable employment
30.2.9 Non-negotiable Employment Conditions

 


Non-negotiable employment conditions are those conditions that a consumer and VRC 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 a consumer’s employment placement.

Examples of non-negotiable employment conditions include, but are not limited to,: 
· The job needs to be on a particular bus route.
· The consumer must earn a certain dollar amount per hour.
· The consumer must work at least 15 but not more than 20 hours per week.
· The job must not require duties the consumer is unwilling to perform.
· The worksite must allow for an onsite job coach.

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. It brings together all the people who are important to the person, including family members, friends, neighbors, support workers and other professionals. 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 it can best meet those needs.

30.2.11 Quality Criteria

Quality criteria are points of reference used by DARS counselors and VR staff when they review provider documentation and services rendered to determine whether certain conditions and outcomes were achieved by the consumer and/or the provider. Quality criteria, which must be effectively documented on the appropriate DARS reporting forms, must be met before the DARS counselor may authorize payment to the provider.

30.2.12 Significant Disability


Significant disability is a term used to describe a consumer who
· can be expected to require multiple VR services for an extended period of time; and
· 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. 

30.2.13 Supported Employment

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

· strengths, 

· resources, 

· priorities, 

· concerns, 

· abilities, 

· capabilities, 

· interests, and 

· informed choice. 

SE services are appropriate for the consumer with the most significant disabilities who meets all the following criteria:
· The consumer has not worked or has worked only intermittently, in competitive employment.
· The consumer has been determined eligible for VR services based on a comprehensive assessment, including consideration of SE as an employment outcome.
· The consumer needs Extended Services to maintain employment following successful VR closure.
· The consumer 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 Transitional Employment for Consumers with Chronic Mental Illness

(Revised 04/11
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 SE services must include continuing job placements until a suitable employment outcome is achieved.

30.3 Eligibility

A person is eligible for SE 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; 

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

· needs Extended Services and supports after case closure, 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

(Revised 04/11)

Benchmarks are specific employment outcomes for which payments are made to the provider during the course of the SE process. 
They include
· Benchmark 1A: Discovery, Career and Community Support Analysis (SEA), and the SEA Review Meeting, available until January 2015;
· Benchmark 1A: Supported Employment Assessment (SEA)ADD LINK; 
· Benchmark 1B: Supported Employment Services Plan (SESP) Part 1; 

· Benchmark 2: Job Placement and Supported Employment Services 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 SE Outcome-Based System, including staff qualifications, service definitions, required documentation, outcomes, and payment information.

30.5 Supported Employment Process

(Revised 07/09, 04/11)

The following general rules apply to the SE process:
· The SE provider must receive written authorization in the form of a purchase order (PO) from the DARS VRC before providing the SE services. 

· DARS purchases SE services only from providers who have contracts with DARS to provide these services. 

· Job placement must be in an organization or a business that is not owned, operated, controlled, or governed by the Community Rehabilitation Provider (CRP) providing the service. 
· Job placement is complete when the consumer is placed and has completed five consecutive days on the job in accordance with the job matches indicated on the SESP Part 1. 
· The provider must submit required documentation of services provided along with an invoice. The DARS VRC verifies that services were delivered and completed and reviews the documentation to ensure that all Quality Criteria have been addressed and achieved. The DARS VRC may return incomplete documentation that must be updated to include the required information 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 will continue when the consumer becomes employed in a new position and a new SESP Part 2 is revised 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 non-negotiable employment conditions, the SESP Part 1 must be revised in an additional SESP Part 1 meeting. 
· If the consumer loses his or her job and requires placement in a new job, the VRC, the consumer, and the SE provider meet to 

· discuss the reasons the consumer lost the job; 

· review the SESP Part 1, creating a new SESP Part 1 if needed; and 

· determine the plan for gaining another placement. 

· Any gap in employment greater than 8 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 4 and 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 must be identified on the current DARS1616, Job Stability or Service Closure Justification Summary, before the VRC can determine that the consumer is stable in the job. 

· A payment for each benchmark 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 DARS VRC negotiate the benchmark at which the consumer begins, and the benchmark may be purchased a second time from a new provider. 

· The SE outcome-based system is a comprehensive service package that may encompass a variety of services traditionally purchased separately. Therefore, the following VR services cannot be purchased when a consumer is receiving SE services: 

· vocational assessment, 

· job readiness, 

· job placement, 

· on-the-job training, 

· vocational adjustment training, 

· work adjustment training, 

· personal adjustment training, or 

· job coaching. 

30.6 Counselor and Provider Responsibilities

All provider staff members 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 specialist 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

(Revised 11/12)
Before developing the IPE, document in a SE justification case note the reasons why a consumer requires Extended Support services (see the Supported Employment justification case note examples.) Describe the functional limitations for maintaining competitive employment that justify the need for ongoing support services.
DBS consumers who receive SE services often have intellectual disabilities; however, the functional limitations of some consumers who have only a visual disability can also necessitate these services. 

The reasons that a consumer requires extended ongoing services must be disability-related, regardless of how many disabling conditions he or she may have. 

Throughout the life of the case, the following must also be documented in case notes:

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

· the results of the VRC review and comparison of the provider's documentation to the appropriate quality criteria at the completion of each benchmark; and 

· whether the invoice for a benchmark was paid or returned to the provider for correction. 

30.8 IPE for Supported Employment

This section contains information for developing and documenting the Individualized Plan for Employment (IPE) to include SE 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 will work each week; 

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

· "natural supports"; 

· equipment; 

· 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 VRC 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 SE is the best service option for the consumer. Once the assessments are completed, develop the IPE with the consumer and then initiate SE 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 SE benchmark, the SEA, may be purchased (using VR funds). At the conclusion of the SESP Part 1 meeting, the VRC and the consumer complete the IPE. Purchase the remaining benchmarks using available SE 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

(Revised 02/13)

DBS ReHabWorks Procedures

When developing the IPE with the consumer,
1. enter “Yes” on the IPE page for Supported Employment; 

2. on the service record, for 

· Level 1, select Community Rehabilitation and Standards Manual Services (Standard Manual-Consumer Service Contract); 

· Level 2, select Supported Employment Service (Supported Employment Services); 

· Level 3, select Supported Employment Service (select the tier level to be purchased); and 

· Level 4, select the tier and benchmark(s) to be purchased. 
Data fields in ReHabWorks referring to the use of SE are entered on the original IPE and amendments, service records and POs, and the Successful Closure page. 
When completing a successful closure in ReHabWorks on the Successful Closure page, use the Employment Status drop-down and select "Supported Employment." 

Review the case history to determine if SE was ever written on a plan or plan amendment to correctly code the Closure Services for Successful Closure, as well as Unsuccessful Closure after Plan Initiated. 

30.9 Supported Employment Funds

Use SE funds to purchase services from an SE provider when:
· an IPE has been written with an SE goal, and 

· the consumer is identified as an active SE consumer. 
When encumbering funds for SE services, rather than issuing a single PO for all benchmarks at the beginning of the process, issue POs 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 SE 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 SE 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 SE but later the consumer and the VRC 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 VRC to 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 VRC 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. 
· For DARS1612old, Career and Community Support Analysis, see Quality Criteria—CCSA, available until February 2015. 
· For DARS1612, Supported Employment Assessment, see Quality Criteria- SEA. 
· 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 Service 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

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

30.13 Closing a Supported Employment Case as Successful

(Revised 07/09)
After completion of Benchmark 6, Service Closure, close the case as a successful closure, following policies and procedures in Chapter 38: Closure. The provision of substantial service ends with the payment of Benchmark 5, Job Stability. If the consumer still needs services other than SE 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. 
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