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SERVICE FEE MEMORANDUM
									CP-CE-06-07-08
									UPDATE – November 17, 2015 2015

TO:		Office of Vocational Rehabilitation Staff
			Branch Managers, Counselors, and Assistants
			CDPVTC Director, Case Management Director, and Counselors
		Office for the Blind Staff

FROM:		Pat Selch, Administrator
		Systems and Fiscal Branch

		Mindy Yates, Systems and Fiscal Management Branch

Teresa Brandenburg, Branch Manager
Supported Employment Services

DATE:		September 1, 2007
		October 1, 2012  		
February 11, 2013	
February 18, 2013  UPDATE
April 26, 2013 UPDATE
October 1, 2013 UPDATE
June 9, 2014 UPDATE
October 24, 2015  UPDATE Pat Selch
November 17, 2015	UPDATE 	

RE:		Guidelines for Purchase of Supported Employment Services

The following guidelines pertain to the purchase of supported employment services for eligible consumers with the most significant disabilities.  The OVR Supported Employment Branch must approve all supported employment providers and vendors.  The OVR counselor must pre-authorize specific services for each consumer according to an Individualized Plan for Employment (IPE) or IPE Amendment.

Payment documents should be processed promptly by the OVR office upon attainment of appropriate outcomes, pending receipt of necessary documentation of service provision/individual progress from the supported employment provider.



Services and Fees

	Person-Centered Job Selection (1-0-Q)
	Outcome Fee
	$900.00



Becoming well prepared to represent people who need supported employment to prospective employers is an important activity prior to the initiation of job development efforts.  The supported employment specialist must get 
to know the person and gather all relevant information on the needs, skills, preferences, and experiences of the people who are to be employed.  This information serves as the basis for successful job matches.

Person-centered job selection provides:
· a respectful way to get to know people who are seeking jobs; a way to break past preconceived notions about what a person can and cannot do; and a way to discover new and positive job possibilities with the person;
· a thoughtful framework for planning job development and job negotiation-a means for service providers to “get ready” for job development;
· a way to be thoughtful about the nature of an ideal job for an individual-as opposed to “slotting” him or her into a readily available job, guessing whether or not it will work out.

The person-centered job selection outcome fee must be authorized by the VR counselor prior to the start of this service.  It may be paid once a Person-Centered Employment Plan (PCEP) is developed and submitted to the counselor.  The authorization for PCJS should be no longer than 90 day in length. The SE provider must submit monthly activity notes while the PCEP is in process.  Standard formats for the notes and the PCEP have been developed and must be used by all providers. A minimum of 8-10 hours of individualized, documented time must be spent with the individual and/or people who know the person well in order for the PCEP to be paid.

	Job Development Services (3-5-E)
	Outcome Fee
	$900.00



Individualized job development services are very important in the supported employment process.  The provider should assure that all job development activities are based on the PCEP.  Accordingly, an outcome fee will be paid for specialized job development services that lead to employment in a suitable job that is identified in the PCEP.  This fee will be paid after the consumers completes one day of employment.  

Job development services may focus on direct and in-direct job development activities such as, Customized employment, interviewing skills/interview support, particular work environments, job types and settings, learning styles, transportation needs, hours required, potential for natural supports, job carving, job creation, needs for accommodations and assistive technology, and/or many other services based on the individual.

The VR counselor should issue an authorization for job development services upon receipt of the PCEP or Vocational Profile (PCEP-Expanded) and the Individual Plan for Employment (IPE) has been signed by the consumer.  This authorization should be no longer than 6 months in length. 

Supported Employment providers must submit Job Development activity notes to the OVR Counselor by the 5th of each month for the prior month while job development is in progress.  A standard format for the notes has been developed and must be used by all providers.  If at the end of each three-month authorization period, a job has not been developed, the consumer, provider and OVR Counselor should discuss next steps.  Communication between the counselor and provider is vital to assure that quality job development services are being provided to each consumer. The Consumer, OVR Counselor or the Supported Employment Provider may request assistance from the Supported Employment Consultant at any time during this process. 

	Supported Employment Outcome Fee (3-5-H)
	Outcome Fee
	$4,400.00



Once the individual has obtained employment, the outcome-fee should be authorized to the supported employment provider so that individualized supported employment services can be delivered to assist the supported employee in achieving job success.

The list of possible supported employment services covered under the outcome fee is extensive.  These services can occur both on and off the job site.  Services are not limited to skills training by a job coach only, but should be individually tailored based on the needs of the particular person.


The supported employment provider must give feedback to the OVR counselor as needed, furnishing written progress reports on a monthly basis or more often as needed.  The provider must also submit a Long Term Supported Employment Plan with the invoice when the service is completed.  Successful completion of the service means:
· the individual has been employed at least 60 calendar days in a job or jobs consistent with the PCEP;
· is satisfied with the job, and has a satisfactory number of hours of work scheduled each week; 
· and has the extended services support in place to continue on after OVR closes the case file.

The fee will be paid to the supported employment provider if the above criteria are met.  OVR case closure could then occur after another 30 days of successful employment, for a total of at least 90 days in “employment status” before case closure.

Before closing the case file, the OVR counselor should talk with the individual, the supported employment specialist, and possibly with the employer and other “stakeholders” such as family members, etc.  The counselor should be assured that the consumer is functioning well at the job not only in terms of general satisfaction, number of hours worked, performance of job duties and other basics, but also his/her comfort level on the job, in interacting with coworkers and supervisors, and in other “less visible” but essential, aspects of the job which, if unattended, could jeopardize the worker’s future.

The supported employment agency is responsible for provision of all ongoing support services necessary to help the individual remain employed.  The supported employment agency will use funds other than OVR dollars to cover the cost of these services.




	Additional Supported Employment Services (3-5-G)
	By special approval only
	$41.00 hour



An additional hourly fee has been established for provision of services by a supported employment specialist, who may provide extra necessary support services beyond the established outcome fees.  The hourly fee may only be used with special approval from the Supported Employment Branch.

All issues, which are deemed to be “exceptions to the rule”, will be taken into consideration and decisions made on an individualized basis.  This permits OVR to consider those extra hours of services that are needed when a person has significant barriers to employment that will require services beyond the routine supported employment outcome fees.

When extra hours of supported employment services are requested by the supported employment provider, the OVR counselor should then contact the SE Branch for approval to authorize.  Specific progress notes will be required for each hour of service provided.  Timeframes and numbers of hours will be individually determined.


Supported Employment Consultation in Conjunction with Community Based Work Transition Programs
      (3-5-N)                                                                                                Consultation Fee                 $300.00
When a student is in the CBWTP program and will need supported employment services to maintain employment after graduation, the following guidelines apply:
The Supported Employment Provider may become involved with the student during the last semester.  The Lead Job Developer will continue to be the CBWTP Staff person.  The Supported Employment Provider may act as a Consultant to work with the CBWTP program.  The consultation fee may be authorized to cover such activities as planning meetings with the student, VR, CBWTP staff and others; records reviews; consultation regarding vocational goal selection and job development; IEP/ITP meetings and other individualized services.  The Supported Employment Provider and the CBWTP staff will work together to plan for a smooth transition for the student.  
If the student leaves school with a job, the CBWTP will be eligible to receive the 60 day follow-up fee according to CBWTP guidelines.  During these 60 days the CBWTP staff will work with the SE Provider to effect a smooth transition to long term supports.  The SE Provider in this case would not be eligible to receive the $900 SE job development fee, but would be paid $4,400 Supported Employment Outcome, according to guidelines for that service.
If the student leaves school without a job, the Supported Employment Provider is eligible to receive the $900 SE job development fee, - followed by the Supported Employment Outcome Fee, according to guidelines.  Individual decisions will be necessary to determine if supplemental information is needed prior to beginning the job development process.  If so, the Counselor may authorize $900 for the completion of a Person Centered Employment Plan, according to guidelines.  During the time the PCEP is being developed, PCJS activity notes must be used and submitted according to guidelines.    
When planning for supported employment services for a student still in school, all decisions should be individually determined.  Exceptions to the above guidelines should be discussed and approved by the Supported Employment Branch Manager.
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