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	Department of Assistive and Rehabilitative Services

Supported Employment Service Plan—Part 1  

	Instructions: 

· DARS staff will assist the Supported Employment Specialist in completing the SESP-Part 1 and any updates electronically.   
· SESP-Part 1 will be completed at a SESP-Part 1 Planning Meeting before any service that is to be provided. If the employment goal changes or non-negotiable conditions become negotiable and do not match the current SESP—Part 1 on file, an updated SESP—Part 1 must be completed before the consumer begins employment. The DARS staff and consumer will make the final decisions related to Employment Conditions, Targeted Job Tasks, and Extended Service needs.      
· All SESP—Part 1 signatures will be collected at the conclusion of the meeting.   
· DARS staff will provide an electronic copy of the completed SESP—Part 1 form to the provider after the meeting.

· Supported Employment Specialist will record the Benchmark Status for Targeted Job Tasks, Employment Conditions, and Extended Services. As the form is submitted, the recorded information should remain on the form. Information on the form must be submitted electronically and be accurate and complete.     

· Submit invoice for payment the day after achievement of the benchmark (for example, the 29th day, 56th day, etc.)   

	Consumer name: Jorge 
	DARS Case ID: 123456
	Associated PO number: 123457

	Form completed for:   
	X Establishment of SESP Part 1
	  Update of SESP Part 1

	
	  Benchmark 2
	  Benchmark 3
	  Benchmark 4
	  Benchmark 5
	  Benchmark 6

	Placement Planning Meeting Information   

	Location of meeting: DARS office 333 Bachman Rd, Dallas, Texas 
	Date:11/1/14
	Time: 2pm

	Consumer: Jorge M
	Guardian, if any:       
	Provider: Super SEprovider 
	Counselor:  Happy Counselor

	Others: Note person’s name and relation to consumer (for example, name of case manager, family member, neighbor, friend, etc.)

	Ivana Help, HCS Service Coordinator  
	Maria M, mother 
	Jorge M, father
	Stella M, grandmother 
	Becky Backer, trainer at Community Achievement Center( day hab program that Jorge currently attends)  

	List the preferences and interests of the consumer identified by all team members and agreed to by the consumer.   

	1.  watching all types of sports and looking at the sports pages and magazines 
	  2.  participating in the Special Olympics bowling league
	  3.  being with friends and family 
	  4.  Hispanic music 

	5.  keeping things neat and orderly 
	  6.  watching his favorite TV shows 
	  7.  taking walks 
	  8.  using his picture cards to communicate

	9.  getting food and sodas from the vending machine
	10.  going out to dinner 
	11.  no surprises or abrupt changes 
	12.  

	List the assets and abilities of the consumer identified by all team members and agreed to by the consumer.
   

	1.  great family support 
	  2.  good memory
	  3.  task oriented 
	  4.  organized 

	5.  good hygiene and grooming 
	  6.  bilingual
	  7.  organized and neat 
	  8.  enjoys being active 

	9.  understands most sports 
	10.  good bowler 
	11.  people pleaser 
	12.  punctual and follows his schedule 

	Record the consumer’s education history.   

	  Less Than High School Diploma or GED
	X High School Diploma or GED
	  Technical, Trade or Vocational School

	  Associate Degree Earned
	  Bachelor Degree Earned
	  Master Degree Earned

	Describe Degree or Training gained: Graduated from high school through Special Education. He participated in Life skills the last few years he was in school and had the opportunity to work as a volunteer in several different work environments- details are documented in the SEA. 

	Employment Conditions   

	Instructions:   
· Record all employment conditions in measurable terms and indicate whether the employment conditions are either “negotiable” or “nonnegotiable.” Be sure to address supports needs and any mandatory commitments that must be considered for the consumer to maintain a long-term job placement. Record N/A if an employment condition criterion does not apply to the consumer.
· Supported Employment Specialist will record an “x” in the box under the appropriate benchmark to indicate that the employment condition was achieved. If the employment condition was not achieved, the box will not have an “x” recorded.   
Nonnegotiable conditions are those that a consumer has indicated must be, or not be, present in an employment placement. The CRP must always meet these conditions when looking for an employment placement for the consumer.   
Negotiable conditions are those that a consumer would like the CRP to consider in the job search. Go to this link for examples of employment conditions and a sample form:     
	Supported Employment Specialist 

Records achievement

of each Employment Condition at each Benchmark timeframe

Achieved at Benchmark:   

	Employment Conditions  
	Negotiable 
	Non-negotiable 
	2
	3
	4
	5
	6

	1. Minimum and Maximum Hours to work per week: 
Min. 15 and Max. 25
	N/A
	X
	  
	  
	  
	  
	  

	2. Minimum and Maximum Hours per shift: 
Min. 3 and Max. 5
	N/A
	x
	  
	  
	  
	  
	  

	3. List Weekday hours available: 

	Monday: 8 to 5
	  
	x
	  
	  
	  
	  
	  

	Tuesday: 8 to 5
	  
	x
	  
	  
	  
	  
	  

	Wednesday: 8 to 5
	  
	x
	  
	  
	  
	  
	  

	Thursday: 8 to 5
	  
	x
	  
	  
	  
	  
	  

	Friday: 8 to 5
	  
	x
	  
	  
	  
	  
	  

	  4. List Weekend hours available:  

	Saturday: 8 to 5
	  
	x
	  
	  
	  
	  
	  

	Sunday: not available 
	  
	x
	  
	  
	  
	  
	  

	  5. Earnings cannot be less than (Choose one) 

     /month,    or           /week,    or      7.25/hour
	  
	X
	  
	  
	  
	  
	  

	  6. Earnings cannot be more than (Choose one) 

$2,163/month,    or           /week,    or           /hour
	  
	X
	  
	  
	  
	  
	  

	  7.  Distance and time willing to travel to and from work:
 No more than 10 miles round trip
	  
	X
	  
	  
	  
	  
	  

	  8. Transportation method :
Family will provide transportation and para- transit services will be utilized as a back up
	  
	X
	  
	  
	  
	  
	  

	  9. Mandatory commitment that must be accommodated:  

	      Sundays attends Church and bowling practice 
	N/A
	X
	  
	  
	  
	  
	  

	      Needs to be off for Thanksgiving and Christmas and 4 weekends a year to participate in Special Olympics Bowling Tournaments
	N/A
	X
	  
	  
	  
	  
	  

	           
	N/A
	  
	  
	  
	  
	  
	  

	10. Job site adaptation(s) and other support needs:

	      Will need picture cards to assist in training job duties 
	  
	X
	  
	  
	  
	  
	  

	      Preparation using social stories prior to first day on the job, so he understands what is expected and why
	  
	X
	  
	  
	  
	  
	  

	      Supervisors and co-workers will need to be able to learn how to communicate and interact with Jorge related to understanding his basic communication needs and how to assist him if something unexpected happens that stresses him. 

	  
	X
	  
	  
	  
	  
	  

	11. Other (Describe):   trainers need to use modeling, backward chaining using the picture cards to train Jorge on the job 
	  
	X
	  
	  
	  
	  
	  

	12. Other (Describe):         
	  
	  
	  
	  
	  
	  
	  

	Targeted Job Tasks   

	Instructions:
·  List all job tasks identified by the team that the consumer can currently or potentially perform and that the consumer is willing to perform.   
· Supported Employment Specialist will record an “x” in the box under the appropriate benchmark to indicate that the Job Task(s) was achieved. If the Job Task(s) was not achieved, the box will not have an “x” recorded.   
Example: Job Position Title: Greeter. Targeted job tasks for the position: greet customers, provide menus, schedule reservations    
Note: The placement must meet at least one targeted job task listed in the SESP Part 1.
	Supported Employment Specialist 

Records achievement

of Job Skill Tasks at each Benchmark timeframe

Achieved at Benchmark  

	
	2
	3
	4
	5
	6

	  1. sort clothes/linens 
	  
	  
	  
	  
	  

	  2. put clothes in washer, set to wash clothes/linens
	  
	  
	  
	  
	  

	  3. put clothes in dryer, set to dry clothes/linens 
	  
	  
	  
	  
	  

	  4. fold clothes/linens 
	  
	  
	  
	  
	  

	  5. unpack items 
	  
	  
	  
	  
	  

	  6. sort items 
	  
	  
	  
	  
	  

	  7. interacting with people 
	  
	  
	  
	  
	  

	  8. put items in their place 
	  
	  
	  
	  
	  

	  9. keep things neat and orderly 
	  
	  
	  
	  
	  

	10. simple cleaning tasks, like wiping tables and picking up trash 
	  
	  
	  
	  
	  

	Potential Employers and Business Types   

	Instructions: List each potential business contact person’s information, including name, phone number, and email, as applicable, as well as the potential targeted job tasks identified by the team that the consumer can currently or potentially perform and that the consumer is willing to perform at the business if he or she gains employment.      

	Name  
	Contact Information  
	Potential Task (use numbers under the “Targeted Job Tasks”)  

	1. Mervyns’ 
	  George Harding, store manager, 214-565-5666 gharding@mervyns.com
	  4,5,6,7,8,9,10

	2. Presbyterian Hospital 
	Merry Worth, Human resources manager, 214-1287 merry@presbydall.org 
	1,2,3,4,5,6,7,8,9,10

	3. Doctor’s Hospital 
	Human Resources Manager, 469-233-0000 – unsure who the person is but mother will follow up with her sister who works at the hospital to obtain specific contact information for the Supported Employment Specialist 
	  1,2,3,4,5,6,7,8,9,10

	4. Springhill Suites 
	Carlos Garcia, manager 214-456-7896 cgarcia@springhillsu.com 
	  1,2,3,4,5,6,7,8,9,10

	5. Richardson Retirement Center 
	  Wanda Daniel, director  214-363-1892 wandadan@rrc.com
	  1,2,3,4,5,6,7,8,9,10

	6. Walmart 
	Jerry Wilder, store manager  214-555-6666 jwilder@walmart.com
	4,5,6,7,8,9,10

	7. Dollar Store 
	  Martha Johnson, store manager 214-598-4568
	  4,5,6,7,8,9,10

	8. Holiday Inn
	 Robert Stack, hotel manager 214-567-5757
	  1,2,3,4,5,6,7,8,9,10

	9. Randall’s Grocery Store 
	  John Bradley, store manager, 214-565-8989
	  4,5,6,7,8,9,10

	10. Bachman Floral Shop 
	  Mother will obtain contact information and details for Supported Employment Specialist, this is a small shop that is only a block away from Jorge’s home
	  4,5,6,7,8,9,10

	Extended Services   

	Instructions:  Supported Employment Specialist must record all Extended Services (Long-Term Support Services) to be provided, managed, or arranged by Long-Term Support Organization(s) or “Natural Supports” to ensure that the consumer is able to maintain employment once DARS closes the case. These services and supports include both on-site and off-site monitoring, as requested by the consumer or legal representative to ensure that the consumer maintains employment stability.         

	Description of the Long-Term Support Need 
	Frequency of Service and/or Need 
	Name, Title and/or Relationship and Contact Information of Person and/or Business providing the Service/Support Need 
	Service and/or Need is documented in the Consumer’s Plan of Care of any Long-Term Support Organization or with Employer as an Accommodation   
	Supported Employment Specialist 

Recorded addition of the Long-Term Support Need at

Benchmark  
	DARS staff verification that service and/or need has been set up

(record staff initials)  

	
	
	
	
	1b
	2
	3
	4
	5
	6
	

	1. Transportation to and from work 
	Daily 
	Family and para-transit 
	X Yes 
	  No 
	   NA
	X
	  
	  
	  
	  
	  
	  Yes   No       

	2. Job skills training for new tasks or to address issues at work 
	Provided as identified to meet consumer and employer needs
	Ivana Help, HCS Service Coordinator 214-565-8555 ihelp@mhmr.org
	X Yes 
	  No 
	   NA
	X
	  
	  
	  
	  
	  
	  Yes   No        

	3. monitoring of natural supports/co-worker set up for consumer in the following areas: task list, use of communication cards, identify need and ensure for  job skills training to address specific issues on the job or new duties 
	Weekly 
	Ivana Help, HCS Service Coordinator 214-565-8555 ihelp@mhmr.org
	X Yes 
	  No 
	  NA
	X
	  
	  
	  
	  
	  
	  Yes   No        

	4. Monitor and ensure monthly SSA paperwork is completed 
	Monthly 
	Ivana Help, HCS Service Coordinator 214-565-8555 ihelp@mhmr.org  - to coordinate with CWIC to assist family with this documentation 
	X Yes 
	  No 
	   NA
	X
	  
	  
	  
	  
	  
	  Yes   No        

	5.      
	
	     
	   Yes 
	  No
	  NA
	X
	  
	  
	  
	  
	  
	  Yes   No        

	Comments, if any:
      


	Eligible Premiums and Indication of achievement at 90 days of Placement (Completed at Plan and Completion of Benchmark 6)   

	Eligible for: (completed at Plan) 
	Achieved of Premium after

Completion of Benchmark 6: 
	DARS ONLY –
Verified for Payment 

	Criminal Background Premium     Yes  X No
	Criminal Background Premium     Yes     No
	  Yes    FORMTEXT 

  
 No  N/A Initials:      

	Deaf Service Premium    Yes  X No
	Deaf Service Premium    Yes     No
(If yes, attach copy of certification)
	  Yes    FORMTEXT 

  
 No  N/A  Initials:      

	Wage Premium    Yes  X No
	Wage Premium     Yes     No 
(If yes, submit copy of detailed pay stub)
	  Yes    FORMTEXT 

  
 No  N/A  Initials:      

	Professional Placement Premium    Yes X No
	Professional Placement Premium    Yes     No 

(If yes, submit proof of degree requirement)
	  Yes    FORMTEXT 

  
 No  N/A  Initials:      


	Signatures at Plan (will not be completed for Benchmark Status Reports)  

	By signing below, I, the DARS counselor, agree with the Employment Conditions, Job Tasks, Potential Employers and Business Types, and Extended Services stated on this form that will be used in developing a job for the consumer.  

	DARS counselor’s signature at Plan:  

X  Happy Counselor 
	Date:

11/1/14

	By signing below, I, the consumer, agree with the Employment Conditions, Job Tasks, Potential Employers and Business Types, Extended Services stated on this form that will be used in developing a job for me.    

	Consumer’s signature at plan:

X  Jorge M  X
	Consumer’s legally authorized representative’s signature:
X  Jorge M
	Date:

11/1/14

	By signing below, I, the provider, agree with the with the Employment Conditions, Job Tasks, Potential Employers and Business Types, Extended Services stated on this form and will follow the plan when developing a job for the consumer.    

	DARS direct service provider’s signature at Plan:  

X  Super SE Provider 
	Date:

11/1/14


	Signatures for Benchmark Status Reports  (will not be completed for Plan )

	Signatures for:      
	  Establishment of SESP Part 1
	  Benchmark 2
	  Update SESP Part 1
	  Benchmark 3

	
	  Benchmark 4
	  Benchmark 5
	  Benchmark 6
	  Benchmark 7

	I, the consumer (or legally authorized representative), am satisfied and certify that the dates, times, and services are accurate. 

If you are not satisfied, do not sign. Contact your DARS counselor.   

	Consumer’s signature at plan:

X       
	Consumer’s legally authorized representative’s signature:
X       
	Date:

     

	I, the Support Specialist, certify that  
· the above dates, times, and services are accurate;     
· I documented the services and information described above;

· The consumer’s and/or consumer’s legally authorized representative’s signature on this form was gained on the date stated in the date field of the form;

· I handwrote my signature and dated the form; and

· I maintain credentials required for a Supported Employment Specialist as described in the Standards for Providers.

	Type of Credential/License(s) 
	Number: 
	DARS ONLY—Verified 

	UNT credential: Supported Employment Specialist 
	767654
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No   FORMCHECKBOX 
N/A  Initials:      

	Other:      
	     
	 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No   FORMCHECKBOX 
N/A  Initials:      

	Supported Employment Specialist:   
	Print or type name:
XSuper SE Provider 
	Signature:
X Super SE Provider
	Date DARS1613 submitted:
11/1/14

	DARS Use Only—Verification of CRP’s Staff UNT Credentials  

	UNT website verifies that the CRPs staff person listed above is      Credentialed      Not credentialed in Supported Employment.

	If the Supported Employment Specialist is not credentialed, 

· Is an approved DARS3490, Temporary Waiver of CRP Credentials attached to the invoice?    
· If yes, does the DARS3490 approve services with correct service dates? 
	  Yes    No 

  Yes    No 

	Printed name of DRS staff member making verification:
	     
	Date verified:      

	If unable to verify the credentials or the approved DARS3490, complete the following:   

	· The date a copy of the submitted invoice and DARS1613 was returned to the CRP with written notification that CRP staff person did not meet the credential criteria required or submit an approved DARS 3490 waving the required credential.   Date:      

	· The date a case note was entered to document the return of invoice and required form(s)  Date:      

	DARS Use Only—Verification of CRP’s Staff Deaf Services Premium Approval At Benchmarks 2 and 6   

	Purchase Order issued for Deaf Service Premium?    Yes       No 
If no, skip to next section. (A copy of the certification should be attached to the form and invoice.)

If Yes, Board for Evaluation of Interpreters for the Deaf (BEI) certification      Credentialed              Not credentialed
Registry of Interpreters for the Deaf (RID) certification                            Credentialed              Not credentialed
SLPI rating of intermediate plus                                                               Credentialed              Not credentialed

	Printed name of DRS staff member making verification:     
	Date verified:     

	If unable to verify the credentials, complete the following:

	· The date a copy of the submitted invoice, and DARS1613, was returned to the CRP with written notification that the CRP staff person did not meet the credential criteria required.   Date:      

	· The date a case note was entered to document the return of invoice and required form(s)  Date:      

	DARS Use Only—DARS Approval of the DARS1833   

	Verified the DARS1613 is accurately completed per form instructions and the Standards for Providers (SFP).
	  Yes      No

	Verified that the DARS1613 was submitted with invoice with appropriate dates of service.
	  Yes      No

	Verified that the consumer’s placement is in a job that is consistent with the targeted job tasks on the DARS1613.
	  Yes      No

	Verified that the consumer’s placement meets 50 percent or more of the negotiable Employment Conditions on the DARS1613.
	  Yes      No

	Verified that the consumer’s placement meets 100 percent of the non-negotiable Employment Conditions on the DARS1613.
	  Yes      No

	Verified that all additional requirements of the placement noted in the “special comments” of the Purchase Order were met.
	  Yes      No

	Verified that all of the Extended Services and Long term support are documented on the plan. 
	  Yes      No

	Consumer and parent are in agreement with the plan.
	  Yes      No

	Verified that the services were provided were provided as defined in the Supported Employment deliverables and Quality Criteria.
	  Yes      No

	At Benchmark 6, verified that all requirements were met for any Employment Premium Services authorized by Purchase Order.
	  Yes      No

	If any question above is answered “No,” complete the following:

· Send a copy of the submitted invoice, DARS1613, DARS1614, DARS1615, and DARS1616 (as appropriate) to the CRP with written notification that the placement did not meet the requirements as described in the Standards for Providers.  Date sent:        
	  Yes      No

	· Record a case note to document the return of invoice and required form(s)  Date recorded:     
	  Yes      No

	DARS1613:    Approved      Sent back to provider
	Printed name of DRS staff making verification  
	     
	Date:
	          


DARS1613 (12/14) A+ 
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