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Background

Job development preparation is the work that is done with a consumer prior to beginning job placement services to assure that the individual is prepared to engage in job search.  Many of our consumers will be able to obtain a resume and cover letter using one-stop services or business support staff employed by the Division of Rehabilitation Services (DORS).  Others will require more specialized intensive assistance available at our Community Rehabilitation Programs (CRPs).  The more intensive service will include the development of a resume, cover letter, opportunities to practice interviewing and the development of a placement plan. Applies to DDA SEP, BHA SEP (Not EBPSE including ACT), and Non-Supported Job Coaching. 
Interviewing assistance is a specific service that includes transporting an individual to and from an interview and/or accompanying the individual in the interview. Five hours will be issued at a time to a provider. The five hours will be issued as a separate line item on an authorization for job coaching for job development.  It is included within the 135-hour allotment. 
Supported employment is competitive work in an integrated work setting or employment in integrated work settings in which individuals are working towards competitive work, with ongoing support services for individuals with the most significant disabilities.  It is for individuals for whom competitive employment has not traditionally occurred or for whom competitive employment has been interrupted or intermittent as a result of a most significant disability; and who, because of the nature and severity of their disabilities, need intensive, time-limited supported employment services funded by DORS and subsequent extended services funded by another entity (usually BHA, DDA or the Governor’s Employment Program for Individuals with Acquired Brain Injury) in order to perform this work. See 34 CFR §361.5 (b) (53).

Non-supported employment job coaching is a similar service (job supports to include job development and job coaching) provided to individuals with significant disabilities who are not eligible for extended supports funded through BHA or DDA, but who can benefit from short-term, direct assistance in finding and adjusting to a particular job.

According to the Rehabilitation Act Amendments of 1998, the rehabilitation counselor is responsible for monitoring the ongoing support services funded by DORS.  The mechanism by which this is accomplished is through a monthly progress report. Completion of the Job Placement/Coaching Services Progress Report is required each month, even if the provider did not assist the consumer in a particular month because of an extenuating circumstance.

This document includes information about supported employment job coaching and also non-supported employment job coaching, and provides step-by-step instructions in completing the Job Placement/Coaching Services Progress Report.
Supported Employment Job Coaching

The word "intensive" is part of the definition of supported employment and emphasizes the type and degree of supported employment services that an individual with the most significant disability needs to achieve employment. Intensive has been defined as “extremely or highly concentrated.”

Individual Placement Preferred – DORS has a strong preference for the individual placement model as it tends to assure consistency with the capabilities, preferences, interests and needs of the consumer and may result in more long-term employment.  Employment in an enclave or mobile crew may be considered on an individual basis for consumers who receive support from DDA and are employed in an integrated competitive position.  Note that the mobile crew and enclave models cannot be used for individuals in BHA-funded supported employment.
Job Development Preparation – a specific service that may be provided to individuals who require more specialized intensive assistance available at our CRPs.  The more intensive service will include the development of a resume, cover letter, opportunities to practice interviewing and the development of a placement plan. Up to eight hours may be provided for Job Placement Preparation: six hours for resume/cover letter development and interview preparation and two hours for development of the Job Placement Plan. The eight hours is part of the 135 hours of job coaching available. 
Job Placement Plan – will contain, at a minimum, the individual’s employment goal, the agreed upon number of meetings per week, responsibilities (activities to be completed) of both the consumer and CRP staff, and the consumer’s signature.
Interviewing Assistance – a specific service that includes transporting an individual to and from an interview and/or accompanying the individual during the interview. Five hours will be issued at a time to a provider. The five hours will be issued as a separate line item on an authorization for job coaching for job development.  It is included within the 135-hour allotment. 
Maximum hours of job coaching service – Job Coaching may include job development and placement activities for individuals receiving supported employment job coaching.  Up to a total of 135 hours of job development/coaching may be authorized for a consumer; additional hours require written justification by the provider and approval of the DORS regional manager.  Up to 60 of the 135 hours may be authorized for job development, with any remaining hours authorized for job coaching once the job is obtained, as follows:

· Authorizations for job development will be provided by the DORS counselor to the community provider in 20-hour increments.  Supervisory approval is required after the initial two 20-hour increments (40 hours).  Authorizations for job development allotments beyond 60 hours (or the third 20-hour allotment) requires justification by the provider, and reasons that additional hours may be needed to result in successful placement, and approval of the DORS regional/program manager, who may require a staffing.

· CRPs and BHA Supported Employment providers (including ACT) may bill for up to 20 hours at a time of job development/placement which have been documented on the Job Placement/Coaching Services Progress Report (RS-7d).  Billing for job development/ placement may precede placement of the individual in employment. If job development/ placement is provided to more than one individual at a time, the bill will be prorated accordingly.

· Authorizations for job coaching. Once the job is obtained, the DORS counselor may authorize additional hours (up to the total of 135) in increments determined on an individual basis, not to exceed 50 hours at a time.

Job Coaching hours/supports – It is anticipated that once the DORS consumer is in a position, over time the need for job coaching will decline.  A Monitoring and Fading Guide has been developed to assist the rehabilitation counselor in developing and overseeing the plan of intensive services (as defined above).  The Guide is to be used in conjunction with the information reported on the Job Placement/Coaching Services Progress Report to assist the counselor in monitoring the individual’s progress. 
Stabilization – occurs when the individual’s work performance plateaus, and the job coaching and related interventions, such as job skills training and advocacy, have faded to the level necessary to maintain the individual in employment through extended services. The amount of time the job coach spends with and on behalf of the individual diminishes as the individual progresses on the job. At a minimum, the individual must receive at least twice monthly monitoring at the work site to assess employment stability, unless the IPE provides for off-site monitoring. If off-site monitoring has been determined to be more appropriate, it must at a minimum consist of two meetings with the individual per month.

In order for a rehabilitation counselor to transition an individual in supported employment from intensive to extended services, best practice suggests:

· Individual model – The individual requires hours of intensive intervention/assistance that equals 25% or less of the hours the individual is working and has reasonably met all of the objectives under the IPE. 

· Mobile Crew or Enclave – The individual has acquired at least 75% of the skills that he or she was targeted to learn and has reasonably met all of the objectives on the IPE.

An individual whose plan indicates supported employment must be transitioned to extended services if the individual is receiving 25% or less of intervention over a 60-day period.  (Note: the determination of whether the job placement meets the definition of “competitive” in terms of wages/benefits will be made at the time of transition to extended services.) 

Incentive for Rapid Placement & Sustained Employment – When job development is included as a service, the provider will be eligible for an additional incentive payment for rapid job placement. The additional incentive is included on the fee schedule and may be paid after the DORS consumer retains competitive employment (integrated setting, earning at least minimum wage) for at least 90 days and meets DORS successful closure standards, e.g., the consumer is satisfied with the position. 
Incentives for Quality Placements – Effective with authorizations dated July 1, 2016, when job development is included as a service, the provider will be eligible for an additional incentive payment for a quality job placement. The additional incentive is included on the fee schedule and may be paid after the DORS consumer retains competitive employment (integrated setting, earning at least minimum wage) for at least 90 days and meets DORS successful closure standards, e.g., the consumer is satisfied with the position. The following quality incentives are available as outlined below:

Quality:
The additional incentives are included on the fee schedule and may be paid after the DORS consumer retains competitive employment (integrated setting, earning at least minimum wage) for at least 90 days and meets DORS successful closure standards (e.g., the consumer is satisfied with the position). The job placement must be consistent with the DORS Individualized Plan for Employment (IPE) in terms of the employment goal and the anticipated number of hours of employment per week. 
Wage (must be achieved prior to accessing incentives for Specialized Disability Populations, Ex-Offender Status, or Specialized Occupational Areas) – A consumer obtains a position in the area related to their Individualized Plan for Employment (IPE) and is paid 25% above the state minimum.
· Ex-Offender Status – A consumer who qualifies as an ex-offender has been subject to some stage of the criminal justice process, as a result: Employers running a background check against national data will find this individual has a history of arrest, charges, prosecution, and/or conviction, or  Anyone using the Maryland Judiciary Case Search will find criminal cases in which this individual was a defendant, or the Individual requires assistance in overcoming barriers to employment resulting from a record of arrest or conviction.
· Specialized Disability Populations – A consumer who qualifies with any of the primary disabilities (ABI, Autism, Blind, Deaf, and Deaf/Blind) is placed in a position. The qualifying disability/special population must be noted in the consumer’s DORS file and the DORS Job Placement/Coaching Services Progress Report.
· Specialized Occupational Areas - S.T.E.M. Occupations. The Code, Occupation, and S.T.E.M. Discipline will correspond with the O*Net on-line listing of S.T.E.M. Disciplines.
To Access a Quality Incentive, a CRP will:
· Demonstrate that the position obtained is eligible to receive the wage incentive prior to accessing other Quality Incentives.

· Provide documentation regarding all applicable incentives identified.

· Include at the end of 90 days: age, position title/position description and O*net code.  

· Invoice the DORS counselor for the incentive(s) once the consumer has maintained their position for at least 90 days.  Include information supporting wage and occupational title (paystub or wage verification). 
Upon receipt of documentation regarding eligibility for a quality incentive, the DORS counselor will:
· Attach verification of wage information in AWARE using attachment category: “Verification of Consumer Wages.” 

· Issue new authorization for applicable incentives. 

· Pay the invoice upon receipt at the end of 90 days of successful employment. 
Non-Supported Job Coaching

Job Development Preparation – may be provided to individuals who require more specialized intensive assistance available at our CRPs.  The more intensive service will include the development of a resume, cover letter, opportunities to practice interviewing and the development of a placement plan. Up to eight hours may be provided for Job Placement Preparation: six hours for resume/cover letter development and interview preparation and two hours for development of the Job Placement Plan. The eight hours is part of the 135 hours of job coaching available. 

Interviewing Assistance– a specific service that includes transporting an individual to and from an interview and/or accompanying the individual during the interview. Five hours will be issued at a time to a provider. The five hours will be issued as a separate line item on an authorization for job coaching for job development.  It is included within the 135-hour allotment. 
Maximum hours of non-supported employment job coaching service. Job Coaching may include job development and placement activities for individuals receiving non-supported employment job coaching. Up to a total of 135 hours of job development/coaching may be authorized for a consumer; additional hours require written justification by the provider and approval of the DORS regional manager. Up to 60 of the 135 hours may be authorized for job development, with any remaining hours authorized for job coaching once the job is obtained, as follows:

· Authorizations for non-supported employment job development will be provided by the DORS counselor to the community provider in 20-hour increments. Supervisory approval is required after the initial two increments (after 40 hours). Authorization for job development hours beyond 60 requires justification by the provider, and reasons that additional hours may be needed to result in successful placement, and approval of the DORS regional/program manager, who may require a staffing.

· CRPs and BHA Supported Employment providers (including ACT) may bill for up to 20 hours at a time of job development/placement which have been documented on the RS-7d. Billing for job development/ placement may precede placement of the individual in employment. If job development/placement is provided to more than one individual at a time, the bill will be prorated accordingly.

· Authorizations for non-supported job coaching. Once the job is obtained, the DORS counselor may authorize additional hours (up to the total of 135) in increments determined on an individual basis, not to exceed 50 hours at a time.

Individual model – The individual model is the only model used for non-supported employment. For non-supported employment the individual will be monitored at a level to assure the acquisition of the skills and behaviors necessary for a successful employment outcome. 

Discontinuation of funding – occurs when the individual’s work performance plateaus, and the job coaching and related interventions, such as job skills training and advocacy, have decreased to the level necessary to maintain the individual in employment. The amount of time the job coach spends with and on behalf of the individual diminishes as the individual progresses on the job. At a minimum, the individual must receive at least twice monthly monitoring at the work site to assess work performance, unless the IPE provides for off-site monitoring. If off site monitoring has been determined to be more appropriate, it must at a minimum consist of two meetings with the individual per month. 

Incentive for Rapid Placement & Sustained Employment – When job development is included as a service, the provider will be eligible for an additional incentive payment for rapid job placement. The additional incentive is included on the fee schedule and may be paid after the DORS consumer retains competitive employment (integrated setting, earning at least minimum wage) for at least 90 days and meets DORS successful closure standards, e.g., the consumer is satisfied with the position. 
Incentives for Quality Placements  – Effective with authorizations dated July 1, 2016, when job development is included as a service, the provider will be eligible for an additional incentive payment for a quality job placement. The additional incentive is included on the fee schedule and may be paid after the DORS consumer retains competitive employment (integrated setting, earning at least minimum wage) for at least 90 days and meets DORS successful closure standards, e.g., the consumer is satisfied with the position. The following quality incentives are available as outlined below:

Quality:
The additional incentives are included on the fee schedule and may be paid after the DORS consumer retains competitive employment (integrated setting, earning at least minimum wage) for at least 90 days and meets DORS successful closure standards (e.g., the consumer is satisfied with the position). The job placement must be consistent with the DORS Individualized Plan for Employment (IPE) in terms of the employment goal and the anticipated number of hours of employment per week. 
Wage (must be achieved prior to accessing incentives for Specialized Disability Populations, Ex-Offender Status, or Specialized Occupational Areas) – A consumer obtains a position in the area related to their Individualized Plan for Employment (IPE) and is paid 25% above the state minimum.

Ex-Offender Status – A consumer who qualifies as an ex-offender has been subject to some stage of the criminal justice process, as a result: Employers running a background check against national data will find this individual has a history of arrest, charges, prosecution, and/or conviction, or  Anyone using the Maryland Judiciary Case Search will find criminal cases in which this individual was a defendant, or the Individual requires assistance in overcoming barriers to employment resulting from a record of arrest or conviction.

Specialized Disability Populations – A consumer who qualifies with any of the primary disabilities (ABI, Autism, Blind, Deaf, and Deaf/Blind) is placed in a position. The qualifying disability/special population must be noted in the consumer’s DORS file and the DORS Job Placement/Coaching Services Progress Report.

Specialized Occupational Areas - S.T.E.M. Occupations. The Code, Occupation, and S.T.E.M. Discipline will correspond with the O*Net on-line listing of S.T.E.M. Disciplines.

To Access a Quality Incentive, a CRP will:
· Demonstrate that the position obtained is eligible to receive the wage incentive prior to accessing other Quality Incentives.

· Provide documentation regarding all applicable incentives identified.

· Include at the end of 90 days: age, position title/position description and O*net code.  

· Invoice the DORS counselor for the incentive(s) once the consumer has maintained their position for at least 90 days.  Include information supporting wage and occupational title (paystub or wage verification). 
Upon receipt of documentation regarding eligibility for a quality incentive, the DORS counselor will:
· Attach verification of wage information in AWARE using attachment category: “Verification of Consumer Wages.” 

· Issue new authorization for applicable incentives. 

Pay the invoice upon receipt at the end of 90 days of successful employment. The job placement must be consistent with the DORS Individualized Plan for Employment (IPE) in terms of the employment goal and the anticipated number of hours of employment per week.[image: image1.png]
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