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Supported Employment Services Plan—Part 2     

	General Instructions     

	Follow the instructions below when submitting this form:

· Information on the form must be submitted electronically and be accurate and complete.

· Supported Employment Specialist will record an answer to all questions. If a question or section does not apply, enter “Not Applicable” and explain why.     
· Write narrative summaries in paragraph form in clear, descriptive English.     
· Indicate how and when you collected the information in the narrative summaries. For example, “the Supported Employment Specialist collected the information through discussion with the consumer’s supervisor, or the Supported Employment Specialist observed the consumer performing (skill or task) at the job site on March 1, 2014.”     
· Before submitting this form with an invoice for payment, review the document to ensure that all questions have been answered, the Standards for Providers outcomes have been met and that all quality criteria have been met.     
· Submit the invoice for payment the day after achievement of the benchmark (for example, the 29th day, the 56th day, etc.)

Note: The provider collects the information and completes this form except the section indicated for “DARS use only.”     

	Enter X below to indicate for which benchmark this form is being used.     

	x  Benchmark 2: Initial Placement
    Benchmark 2: Re-placement Start Date:      

	Consumer Information     

	Consumer’s name: Jorge
	DARS consumer ID:123456

	Associated PO number: 123456

	Employer’s Contact Information     

	Enter X to select one:   X  Original (first) placement of consumer      New placement of consumer

	Company name: Doctor's Hospital 
	Estimated number of employees:500, 10 work in the laundry 

	Street address (include suite number, if applicable):127 Garland Rd

	City:Dallas
	State:Texas
	ZIP code: 75227

	Main telephone number: (214) 4444444
	Company website: www.drhospital.com

	Supervisor’s (or contact person’s) name: Mary Lou Smythe
	Supervisor’s (or contact person’s) title: Laundry Supervisor 

	Supervisor’s (or contact person’s) email address: msmythel@drhospital.com
	Supervisor’s (or contact person’s) direct phone number: (214) 456789

	Select the best method and time to contact the consumer’s supervisor:

	X  Phone
	    Email
	    In person
	Day and time: 7am to 3pm 

	Consumer’s Employment Information     

	Consumer’s job title: Environmental Service Attendant 1
	Consumer’s first day of paid employment (first day worked: month/day/year): 3/15/15

	Work Schedule  20.5

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Start:
	9:00
	9:00
	9:00
	9:00
	9:00
	9:30
	     

	End:
	12:30
	12:30
	12:30
	12:30
	12:30
	12:30
	     

	Average hours consumer works weekly: 20.5

	Do you expect the consumer’s hours to change weekly? no

	Earnings     

	Hourly wage: $8.50

	Weekly gross earnings: $174.25

	The consumer is paid:  
	    Weekly
	X   Every two weeks
	    Monthly
	    Other:       

	Job Analysis—Job Description     

	Does a job description for this position exist?   x Yes      No

	If “Yes,” attach a copy. If “No,” briefly describe the general job responsibility. Jorge works in Laundry at Doctor's Hospital in a customized job description as Environmental Service Attendant 1. His primary responsibility is to operate the machines and move product to wash, dry and fold linens and srubs. All items are provided in large carts and requires sorting prior to washing. The clean, folded items are placed on carts specific to the item and size. 

	Identify the skills, experience, and education required or desired by the employer for the consumer’s position, if they are not on the attached job description.     

	Required
	Desired

	Operate and monitor washing and drying machinery; set to designated times & temperatures. 

Add chemicals. 

Clean Lint traps; remove lint and debris from dryer screens and drain trap after each load. 

Inspect cleanliness of articles removed from machinery. 

Place clean linens in carts. 

Sort scrubs by color and size; Fold and place on carts. 

Fold cleaned linens into designated size, either by hand or using folding machine.  

Follow all hospital safety and security policies and procedures; complete safety training and certifications 

Follow hospital policy and procedures. 

Wear uniform and personal apearance is clean and professional. 

Maintain confidentiality of proprietary information and protect hospital assets. 

Move, lift carry, push, pull, and place objects weighing less than or equal to 25 pounds without assistance. 

Stand, sit or walk for an extended period of time or for an entire work shift.  

	Records are accurate 

Soiled and worn linens are set aside 

Report accidents, injuries and unsafe work conditions to manager 

Develop and maintain positive working relationships with others 

Support team to reach common goals 

Listen and respond appropriately to the concerns of other employees 

Ensure adherence to quality expectations and standards. 

Identify, recommend, develop and implement new ways to increase organizational efficiency, productivity, quality, safety and/or cost-savings. 

Perform other reasonable job duties as requested by Supervisors. 


	Identify the personality traits required or desired by the employer.     

	Required
	Desired

	Self initiate and self monitor 

Work as part of a team 

Cooperate with supervisor 

	Willingness to learn new tasks 

Able to take constructive criticism 


	List essential work duties (job tasks performed regularly and routinely) identified to be performed by the consumer, if they are not on the attached job description.

	Sort items by function; (bed linens, blankets, towels scrubs)

Load washing machine,

Add packets of detergent,

Push start button on washer

Remove laundry from washer

Place laundry in dryer

Push start button on dryer

Remove laundry from dryer

Place laundry in linen carts

Clean lint from trap

Fold towels with jig
Fold scrubs using a jig

Place folded laundry in delivery cart

Push cart to delivery area that is no more than 5 feet from folding arear


	List episodic work duties (tasks performed irregularly or infrequently) identified to be performed by the consumer, if they are not on the attached job description. 

	Go to supply area and get more laundry detergent

Go to supply area and get more linen carts or delivery carts if there are none in the laundry room area.


	Identify the employer’s expectations and concerns related to the consumer’s quality of work.

	Ms. Smythe is concerned that Jorge may have a difficult time identifying items that are worn and need to be discarded. She has concerns regarding how much support that he will need from the job skills trainer and how accepting the coworkers may be regarding Jorge's work and communication needs.

	Identify the employer’s expectations and concerns related to the consumer’s productivity and general pace of work.

	Ms. Smythe is worried that Jorge may not be able to keep up with the pace of the work. She is also concerned that his coworkers pace will slow down due to supporting his specific needs.

	Identify any job duties, tasks, productive standards adjustments, etc., that have been removed or added to the position’s job description to customize the position for the consumer.

	Jorge is starting an abbreviated day and will not be responsible for going to the floors to retrieve or deliver the laundry.

	Have the consumer’s job description changes been documented in writing with the employer?
	x Yes      No       N/A

	Job Analysis—Physical Requirements     

	Indicate the requirements and demands of the position by entering an “X” to select, if they are not on the attached job description. If a requirement or demand is required for the position, provide details. Example: stand for four hours; lift 40 pounds daily, etc.     

	Standing
	x  Yes
    No
	Details: standing the entire work shift   

	Walking
	    Yes
X  No
	Details:      

	Sitting
	x  Yes
    No
	Details:      

	Lifting
	X  Yes
    No
	Details: 25 pounds, no accommodation needed 

	Carrying
	x  Yes
    No
	Details: not more than 5 pounds from the washer and dryer to the cart- no accommodation needed

	Pushing
	    Yes
    No
	Details:  a cart of 45 lbs no more than 5 ft- no accomodation needed 

	Climbing
	    Yes
x  No
	Details:      

	Balancing
	    Yes
x  No
	Details:      

	Bending
	x  Yes
    No
	Details: pick up items that fall in transferring from washer to dryer 

	Kneeling
	    Yes
x  No
	Details:      

	Fine motor
	x  Yes
    No
	Details: pushing start button on the washer and dryer 

	Gross motor
	x  Yes
    No
	Details: folding towels and using a jig to fold scrubs

	Visual
	x  Yes
    No
	Details: within normal limits to perform tasks 

	Hearing
	x  Yes
    No
	Details: hear when laundry equipment is finished 

	Other:      
	x  Yes
    No
	Details: possible evaluation of laundry to determine if it is dry 

	Job Analysis—Cognitive and Mental Requirements     

	Indicate the cognitive and mental requirements of the position by entering an “X” to select, if they are not on the attached job description. If a cognitive or mental requirement is required for the position, describe the requirement(s). 

(Some examples are: read signs, add only single digits, use two-way paging device, or create own schedule.)     

	Writes
	    Yes
x  No
	Details:      

	Reads
	    Yes
x  No
	Details:      

	Understands and follows  instructions, guidelines, and rules
	x  Yes
    No
	Details: will follow an individualized picture checklist 

	Remembers instructions, guidelines, and rules
	x  Yes
    No
	Details:      

	Organizes and prioritizes own work schedule 
	    Yes
x  No
	Details:      

	Applies common sense in performing job
	    Yes
x  No
	Details:      

	Makes decisions 
	    Yes
x  No
	Details:      

	Counts
	    Yes
x  No
	Details:      

	Adds, subtracts, multiplies, and divides
	    Yes
x  No
	Details:      

	Is motivated in work environment
	x  Yes
    No
	Details: use self evaluation checklist at the end of each day 

	Is nonjudgmental in work environment
	    Yes
x  No
	Details:      

	Is flexible with change
	x  Yes
    No
	Details: there may be a change in the order in which the laundry is to be done and a picture checklist will be modified if changes occur 

	Other:       
	    Yes
x  No
	Details:      

	Job Analysis—Environmental Demands     

	Address all that apply, if they are not on the attached job description. If not applicable, record N/A. 

(Example: Biohazards; yes; possible exposure to blood-borne pathogens)     

	Biohazards
	x  Yes
    No
	Details: Jorge will put on latex gloves prior to sorting the laundry. The cleaning soltions are in pre-measured packets, so he will not be touching the cleaning solutions. 

	Cold or Heat
	    Yes
    No
	Details: NA

	Dust or Dirt
	    Yes
x  No
	Details:      

	Fumes
	    Yes
x  No
	Details:      

	Hazards
	x  Yes
    No
	Details: there is some potential to be exposed to blood or sharps that have been disposed of incorrectly in the laundry - will need to use latex gloves to sort laundry 

	Indoors or Outdoors
	    Yes
x  No
	Details: indoors 

	Noise 
	x  Yes
    No
	Details: the laundry area is a loud environment 

	Chemical or Toxins
	x  Yes
    No
	Details: Jorge will put on latex gloves prior to sorting the laundry. The cleaning soltions are in pre-measured packets, so he will not be touching the cleaning solutions. 

	Other:      
	    Yes
x  No
	Details:      

	Job Analysis—Work Culture at the Employment Site     

	Describe the overall levels of stress at the worksite:

	there is very little stress and most of the empoyees have worked together for 8 years or more now. 

	Describe the level of teamwork expected for the consumer’s position:

	

	The workers have been together for 8 years or more and know how to work together. The hospital has a mentorship program for new hires and one of the co-workers (Mary Reingold) is a friend of Jorge's aunt and is looking forward to being his mentor. 

	Describe the dress code for the consumer’s position:

	All employees in the laundry room wear light green scrubs that are provided by the hospital.

	Describe the average daily interactions between employees at the employment site:

	The coworkers all have lunch and breaks together. Jorge will not be working a 4 hour shift, so he is not entitled to a lunch break. As an accomodation and to support social interaction, Jorge will clock out at the end of his shift and eat with the coworkers in a break room that is next to the laundry.

	Describe how and when the employees gather (both structured and unstructured) at the employment site:

	The coworkers eat together and once a month celebrate birthdays. They also host bridal and baby showers for co-workers.

	Describe any well-known yet unwritten rules:

	Although Ms. Smythe is the supervisor, all of the coworkers follow the lead of Marciela Garcia, the team lead. The workers are expected to begin work at 7:30 but they usually all arrive between 7:00 and 7:15 to have coffee and donuts prior to clocking in.

	Describe any special terms and phrases used at the employment site:

	Stat (get this done immediately),

	Describe any special events or celebrations held with or for employees at the employment site:

	The employees celebrate special events such as baby/wedding showers, birthdays and each year they participate as a team on the hospital sponsored "March for the Cure" cancer walk.

	Training Considerations     

	Is there orientation training for new employees (enter X to select)?
x  Yes        No

If “Yes,” describe how long the training is and the topics covered:

	All employees are provided a "Doc-Mentor" who performs a like position in the hospital. There is a full day of training that begins at 7:45 AM with an overview of the hospital mission, standards and HIPPA training. Lunch is provided and then the worker goes to their assigned area. In the laundry room, Ms. Smythe provides an overview of the responsibilities of the laundry and specific employee expectations. The "Doc-mentor" spends the rest of the day with the new employee.

	Describe how new employees are provided with job-specific training:

	The "Doc-mentor" invites the new employee to have lunch for the first few days and answers any specific questions.

	Describe how the consumer will be trained:

	Jorge will meet with his "Doc-mentor", Mary Reingold, prior to his first day on the job. Since Mary is a friend of Jorge's aunt, she will meet Jorge at his home and show him his scrubs and with the use of a "Social Story" will describe what he will be doing. The HIPPA training has been written at a lower reading level and has been put on a PowerPoint presentation.The Supported Employment Specialist will go over this and Jorge will sign this prior to beginning work. Pictures of the various tasks will be taken prior to Jorge beginning work and he will review in which order he is expected to complete the tasks. The first 2 days, Jorge will work11:30 to 12:30 and stay for lunch, The third day he will work 10:30 to 12:30, stay for lunch and then he will begin his regular hours. On Saturdays he will leave at noon and have lunch at home.

	Describe all accommodations that may need to be made for either the orientation or the job-specific training (for example, translating written materials into braille; adapting tests or written materials for cognitive disabilities, systematic training, or training styles). Identify who will make the accommodations.

	The HIPPA training will be given separately and individually. Jorge will not go to the large group orientation. Pictures will be taken of his specific duties and his initial work hours will be varied. The Supported Employment Specialist, with help from Jorge, will provide a training to Jorge's new workers explaining how he best communicates. At this time Ms. Smythe and Mary Reingold will explain the tasks that are being assigned to Jorge.

	Describe what types, methods, and strategies are set up for future training needs of the consumer if new job duties are introduced or changes or issues occur with the consumer’s production standards both when DARS has a case open and when the extended long-term supports are present:

	If new tasks are assigned or new employees are hired, pictures will be taken and explained through the use of a social story.

	Accommodations     

	Are the necessary modifications and accommodations made at the worksite to ensure the consumer’s success?
	X Yes       No       N/A 

	If you answer No or N/A, record why.

	     

	If yes, identify any physical, cognitive, or mental requirements or environmental demands of the position that have been accommodated to customize the position for the consumer. Identify how the requirement has been accommodated.     

	Requirement or Demand
Related to the Consumer’s Employment
	Accommodation or Solution 
to the Requirement or Demand

	Work shift 7:30 to 4:30
	Work shift from 9:00 to 12:30 which is the busiest time of the day when most of the clothes need to be sorted and folded

	Large group orientation and HIPPA training
	Training will be accomodated at a lower reading level and individualized

	"Doc-mentor is assigned for a week
	"Doc-mentor" will be assigned for 2 months and will provide more help with clocking in and out and self-monitoring work

	Employees have one day of training
	Job skills training will be provided for longer and a picture schedule will be used. The work area will be marked off using yellow tape.

	Initiate need for assistance
	Established Natural Supports picture book - to help communicate with co-workers.

	Are the consumer’s accommodations for the physical, cognitive, or mental requirements or environmental demands documented with the employer?
	x Yes       No       N/A 

	If Yes, describe when and where it was documented with the employer. If No or N/A, record why.

	The employer has agreed in writing to the altered HIPPA training and extended time frame of the "Doc-mentor. They also  agree to the job skills training that will be provided as needed throughout Jorge's employment. 

	Initial Training Period, Before “Job Stability,” Support Plan     

	Describe how the Job Skills Trainer or Employment Specialist will support the consumer and the employer during the initial training period. (That is, describe the trainer’s and the specialist’s roles and the employer’s role in addressing job skills, work-related routines, and integration with co-workers.) 

	The Job Skills Trainer will take pictures of the tasks assigned to Jorge, where he will clock in and clock out, where he will have lunch and will also pictures of each of the coworkers. He will also receive the HIPPA training that has been accommodated to a lower reading level. Using the pictures, Ms. Smythe will provide the initial instructions to Jorge along with the Job Sklls Trainer and the Job Skills Trainer will facilitate the training in the laundry room which will include creating and using the self-evaluation check list. Mary Reingold will observe how Jorge uses the checklist and will ask Jorge to show it to her. Mary will invite Jorge to have lunch with her and the Job Skills Trainer will sit in an area away from Jorge, but close enough to answer questions or concerns. When possible, the training will be done using the "backward training process". In this manner Jorge will learn the last part of the task first.

	List strategies for reducing direct job-skills training and supervision and involving the appropriate natural training and support personnel (if applicable).

	Mary Reingold and other coworkers will receive training so that they are better able to understand Jorge's specific needs and communication style. There will be a clear understanding that Jorge will have a Job Skills Trainer coming to the site at least weekly as a form of extended support, The long term support provider through HCS will also be trained to work with Jorge so they can take over job skills training .

	How will the accommodations listed under the Needed Accommodations section be identified, implemented, and evaluated for effectiveness?  

	A quality check initally will be completed weekly with Ms. Smythe and Ms. Reingold. After 2 months the quality check will be completed bi-weekly. The family will also report on Jorge's self-evaluation checklist. 

	Additional comments and summary:

	The plan has been developed and reveiewed with Jorge's circle of support and they are committed to making this plan work. They plan on meeting one month after Jorge begins his job to determine if any changes need to be made to ensure Jorge's success.

	Briefly describe the amount and type of training and other services you provided to the consumer to help him or her in gaining employment.

	Jorge was prepared prior to the initial meeting with each employer. Communication cards were  developed and  reviewed with Jorge prior to each meeting.

	Additional comments:

	Jorge's long term success is dependent on the dedication of his circle of support and the effective use of extended supports available.  

	Placement Verification Statements     

	Review and respond to the following statements as they relate to the consumer’s placement. Explain your responses either in the statements above or in the comment section below. Enter X to select Yes, No, or Not Applicable.     

	Statements
	Yes
	No
	N/A

	1. The placement matches the preferences and interests, assets and abilities, resources, majority of negotiable employment conditions, and all nonnegotiable employment conditions outlined in the SESP—Part 1 and SEA.
	x
	  
	  

	2. The consumer is working the number of hours and days and shifts defined in the SESP—Part 1.
	x
	  
	  

	3. Wages are at or above 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.
	x
	  
	  

	4. The consumer is working in a “competitive work setting” as defined in the Standards for Providers.
	x
	  
	  

	5. The consumer is working in an “integrated work setting” as defined in the Standards for Providers.
	x
	  
	  

	6. The work environment is fostering inclusion and career growth as appropriate to the consumer’s capabilities.
	x
	  
	  

	7. The consumer has been placed in an organization or a business that is not owned, operated, controlled, or governed by the Community Rehabilitation Provider (CRP) providing the Supported Employment Services.
	x
	  
	  

	8. The consumer has worked five cumulative calendar days after job placement. 
	x
	  
	  

	Comments:

NA

	Signatures At Benchmarks     

	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.     

	Signatures for:    x Benchmark 2: Initial Placement
   Benchmark 2: Re-placement  

	Consumer’s signature:  X Jorge M
	Date: 3/19/15

	Consumer’s legally authorized representative’s signature (if any): X Jorge M
	Date:  3/19/15    

	I, the Supported Employment Specialist, certify that 

· the above dates, times, and services are accurate; 

· I personally provided all services recorded within the DARS1614, Supported Employment Support Plan 2;  

· I documented the services and information described above;     
· The consumer’s and/or consumer’s legally authorized representative’s signature on this form was made on the date stated in the date field of the form;

· I handwrote my signature and dated this form; and

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

	Signatures for:      x Benchmark 2: Initial Placement 
   Benchmark 2: Re-placement

	Supported Employment Specialist:
	Printed name
	Signature:
	UNT credential number:
	Date DARS1614 submitted:

	
	Super SEProvider 
	X Super SEProvider
	767654
	3/19/15

	DARS Use Only—DARS Approval of the DARS1616,
Job Stability or Service Closure Justification Summary     

	Verified that the Supported Employment Specialist is the same person who completed the DARS1613, Supported Employment Services Plan—Part 1, and the DARS1614, Supported Employment Services Plan—Part 2, and that the Supported Employment Credential has been verified on the DARS1613.
	  Yes     No

	If Deaf Employment Premium Services have been authorized, were the Supported Employment Specialist’s credentials for Deaf Employment Premium verified on the DARS1613?
	   N/A     Yes     No

	Verified that the DARS1614 is accurately completed per form instructions on form and the Standards for Providers.
	  Yes     No

	Verified that the consumer has been employed at least five days from date of placement.
	  Yes     No

	Verified that the DARS1614, Supported Employment Services Plan—Part 2, identifies essential job tasks, training needs, and supports to be provided to ensure the consumer’s success.
	  Yes     No

	Verified that extended services and/or long term supports are being addressed and put into place by the provider.
	  Yes     No

	Verified that wages are at or above 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.
	  Yes     No

	Verified that the consumer is working in a “competitive work setting” as defined in the Standards for Providers.
	  Yes     No

	Verified that consumer is satisfied with the job placement via signature on form or by consumer contact.
	  Yes     No

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

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

· Send a copy of the submitted invoice, DARS1614 and DARS 1613 returned to the CRP with written notification that the placement did not meet the requirements as described in the Standards for Providers.

Date sent:       

· Record a case note to document the return of invoice and required form(s)

Date recorded:      

	DARS1614:    Approved      Sent back to provider

Printed name of DRS staff making verification:      
Date:      
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