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The New Jersey Department of Human Services 

Division of Developmental Disabilities
Vision Statement 

Children and adults challenged by developmental disabilities will have opportunities to live their own lives, participating fully in their communities to live as independently as possible; to work meaningfully; to have meaningful relationships with family and friends.

Mission Statement 

To partner with individuals who are challenged by developmental disabilities to establish across all settings, a system that maximizes each individuals ability to express his or her preferences and desires and their ability to self direct his or her services and supports to the greatest extent possible. The Division will provide leadership for and effectively manage the design and equitable delivery of high quality, outcome based, culturally competent, person centered services and supports.

Section-I: Introduction
The New Jersey Division of Developmental Disabilities supports the principles that people with developmental disabilities shall pursue meaningful and productive lives and achieve full integration and inclusion in society through relationships and work, in an individualized manner, consistent with the unique strengths, resources, priorities, concerns, and abilities of each individual.    

The Division recognizes that success in service delivery requires creative and innovative policy changes which have important implications for service development. The Division offers sincere thanks to the members of the Supported Employment Manual Revision Committee. It is through your tireless efforts and dedication that this manual was made possible.  

1. Purpose and Scope
“Standards for Supported Employment Services 2007” establishes standards for the provision of supported employment services to people with developmental disabilities. It replaces the former “Supported Employment and Day Program Manual” that went into effect July of 2002. Supported Employment Service Providers funded through DDD will follow the provisions set forth in Division of Vocational Rehabilitation Services, N.J.A.C. 12:51-8 in addition to the “Standards for Supported Employment Services 2007”. 

2. How to Use the Manual
The Standards are divided into sections as outlined in the Table of Contents. The information is structured in a table format. Beginning in Section IV- Standards page 14, the first column from the left in the table, indicates if the information within that section is either a Standard, a Policy and/or Procedure, a Form, or an Appendix, and is respectively identified as; S, PP, F, and A. The second column on the left within the table identifies the section. For the purpose of this manual the following applies; 

a Standard must be adhered to in all Supported Employment programs. Standards shall also be incorporated into any policies and procedures that may apply to that particular section.

a Policy & Procedure refers to policy and procedures that must be developed by the service provider.

a Form refers to a Division-approved or mandated form that must be used by the service provider. All forms can be found in the Appendix section of the manual. The forms are numbered for ease of reference in the Appendix section. 

an Appendix refers to attachments at the end of the manual that provide information and other documents referred to in the manual. The appendices are numbered for ease of reference.  

3. Monitoring

The Division of Developmental Disabilities is responsible for conducting audits of Supported Employment Service providers who are under contract with by the Division to assure compliance with the principles, guidelines and minimum standards set forth in this manual. 
This manual can be found on the DDD website at: 

http://www.state.nj.us/humanservices/ddd/index.html.

The Division suggests the website be checked regularly for updates to the manual and changes in policy and procedure. 

4. Supported Employment Background 
In 1985, the Division of Developmental Disabilities (Division) established Supported Employment (SE) as an alternative to conventional day programs for any Divison-eligible individual who expressed a desire to become employed.  Initially, emphasis was placed on the movement of individuals from extended employment and adult day services into community-based jobs with supports from an employment specialist/job coach.  

In 2003, the Division revised the manner in which services and supports were being delivered by adopting a self-directed approach to service provision.  With this approach, services and supports are built around the individual promoting choice, which in turn fosters independence, integration, individualization, and productivity within the community for each person, while honoring the individual’s cultural background and diversity.

In keeping with the concept of self-direction, the Division’s Supported Employment Services enable individuals to find jobs that suit their aspirations and abilities, teach the skills necessary to perform the job, and provide ongoing support to maintain and strengthen the individual in competitive employment.  Thus, fulfilling the mission of ”Real Jobs” with “Real Pay” for individuals with developmental disabilities.

5. Supported Employment Vision Statement
“All individuals have the capacity and right to work competitively in an integrated setting.”

6. Supported Employment Mission Statement

The Division believes that all individuals with a developmental disability, while receiving the self-directed supports they need, can fulfill their employment aspirations and achieve social and economic inclusion through employment opportunities. DDD further believes that all individuals with developmental disabilities are entitled to the same competitive wages, work conditions and career development as their co-workers. In other words, “Real Jobs for Real Pay.” 

The Division will ensure that agencies which provide supported employment services meet the quality and standards necessary to fulfill the support and training needs of individuals with developmental disabilities so they can obtain and maintain employment as well as develop a career path that meets their individual aspirations and abilities. 

	Section II
	Overview of Supported Employment Services

	1. Basic Terminology

	Case Manager
	A Division employee who is responsible for the linking and coordination of services across family, agency and professional lines to develop and attain goals and objectives embodied in the Service Plan.  The role of the case manager involves monitoring and advocating for the individual’s needs with the individual and/or the parent or legal guardian and family’s participation.          
     

	Community Care Waiver (CCW)
	The federal program that allows the Division to claim reimbursement for a portion of the cost of residential, day program, and some related services, when they are provided to DDD eligible persons who are also Medicaid eligible.  The services must be provided in accordance with the Service Plan.



	Competitive paid work
	Work performed by an individual with a disability on a full-time or part-time basis, in an integrated setting, for which the individual is compensated, in compliance with the Fair Labor Standards Act. The expectation in Supported Employment is that the supported employee’s wages are equal to those earned by non-disabled workers in the same business.



	Continuous Quality Improvement Plan
	A written description of a dynamic system of recurring assessment, measurement, and program change designed to improve the quality of services.  



	Developmental Disability
	A severe, chronic disability of an individual which:

· is attributable to a mental or physical impairment or combination of mental and physical impairments; 

· is manifest prior to the age of 22; 

· results in substantial functional limitations in three or more of the following areas of major life activity:  self care, receptive and expressive language, learning, mobility, self-direction, and  capacity for independent living or economic self-sufficiency; and

· reflects the need for a combination and sequence of special interdisciplinary or generic care, treatment or other services which are of lifelong or extended duration, and are individually planned. A developmental disability includes but is not limited to severe disabilities attributable to mental retardation, autism, cerebral palsy, epilepsy, spina bifida, and other neurological impairments where the above criteria are met NJSA 30:6-3(a).



	Division Circular
	A document issued by the Assistant Commissioner of the Division, outlining policies, standards, and procedures of the Division that may be applicable to service providers under contract with and/or regulated by the Division. 


	Employment Specialist/Job Coach
	A trained employee of a service provider, who is responsible for providing employment training to an individual with a severe disability. Employment specialist/job coach functions may include job development, task and position analysis, matching of job and individual characteristics, job placement, advocacy including the fostering of worker/coworker relationships, transportation training, family support related to employment, and monitoring of worker’s progress and employer satisfaction.  The employment specialist/job coach assists the individual in learning the job and meeting employer expectations, and may be responsible for providing long term, individual/community supports that follow the intensive training phase, and retraining, if necessary. 


	Essential Lifestyle Plan
	A written description, utilizing person-centered thinking, of what is learned about a person and what is important to them which is incorporated into a plan for delivering services and supports.



	Guardian
	A person who has qualified as a guardian of the person or estate of a minor or incapacitated individual pursuant to a court appointment, but excludes one who is merely a guardian ad litem. NJSA 3B:1-1. 

	Goal
	A long-range employment outcome, usually expected to be achieved within one to five years and stated in measurable terms so that their attainment can be determined. Goals are:

· person-centered and 

· written to reflect the intent and direction of the Service Plan as well as the desires of the individual

· broad in nature, 

· realistic, 

· based upon assessed needs and capabilities, and 

· attained through the use of behavioral and/or service objectives.



	Individual Habilitation Plan
	A type of service plan that is developed with the individual which:

· specifies prioritized goals and objectives being pursued by the individual;

· reflects the desires of the individual and the means by which those desires may be achieved;

· identifies a continuum of skill development that outlines progressive steps and the anticipated outcomes of services

· reflects the supports and services needed to achieve the stated goals,

· encompasses all relevant components, such as an education plan, a behavior modification plan, a program plan, a rehabilitation plan, a treatment plan and a healthcare plan 

· varies in complexity according to the needs, capabilities and desires of the person,

· addresses all major needs identified and prioritizes them.


	Interdisciplinary Team (IDT)
	A group that consists of the individual receiving services, the plan coordinator, the legal guardian, the DDD case manager, the parents or family member (at the preference of the person served), advocates and friends, those persons who work most directly with the individual served, and professionals and representatives of service areas who are relevant to the identification of the individual’s needs and the design and evaluation of programs to meet them. The individual may identify additional persons who shall be invited to attend and participate.



	Integrated Work Setting
	A job site in which most employees do not have a disability, and where an individual with a disability interacts on a regular basis in the performance of job duties with non disabled employees. 



	Objective
	A short-range employment outcome, usually accomplished within one year, related to the stated goal.  For individuals in the intensive or follow-along phase of Supported Employment, an objective must:

· be stated in a way that is both observable and measurable;

· state the conditions under which it will be attained; and,
· indicate an objective measure of the level of performance.

· be consistent with the Intervention Plan & Service Log (Section VII-Forms- Form –F (1)


	Outcome Management Report
	The results of quality improvement processes (e.g., assessment, data collection, etc.) presented in report form for administrative review, decision-making and the development of “action plans” to make changes designed to improve quality.


	Reasonable accommodation
	The modification or adjustment to the job application process that enables a qualified applicant with a disability to be considered for the position such qualified applicant desires; or to the work environment or to the manner or circumstances under which the position held or desired is customarily performed that enables qualified individuals with disabilities to perform the essential function of that position; or that enables a covered entity’s employee with a disability to enjoy equal benefits and privileges of employment as are enjoyed by its other similarly situated employees without disabilities.



	Self Advocacy
	Ongoing training and support in self-expression, assertiveness, and education regarding one’s rights and responsibilities.



	Service Plan
	The written individualized habilitation plan consistent with the requirements of NJSA 30:6D-10 through 12, developed with the individual and/or his or her legal guardian, and the IDT.  It is an outcome-based planning tool that at a minimum, identifies each individualized program, support and/or service requested by and provided to the individual for which the individual demonstrates a need. It identifies the person and/or agency responsible for its implementation. The complexity of the Service Plan will vary according to the individual’s interests, preferences and needs. The Service Plan format must be Division approved but can be chosen from various types of plans, as determined by the requirements of the specific program, service, or support, and can include but is not limited to the following types of plans: Individual Habilitation Plan (IHP), Essential Lifestyle Plan (ELP), Self Determination Plan (SDP) and Individual Service Plan (ISP).



	Supported Employment
	                                          Competitive employment in an integrated setting, or employment in which individuals are working toward competitive employment, consistent with the strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice of the individuals with ongoing support services for individuals with the most significant disabilities.

· Competitive means employment in an integrated setting in which the employee is paid at or above minimum wage and the employee is performing the essential job function with or without accommodation and meeting the needs of the employee and employer and promoting the goal of economic self-efficiency. 

· Integrated means the degree to which any person would interact in the community typical for that position.



	Transition Services
	Services provided during the period of time in which an individual is making a significant change from school/educational services to other environments that might include post secondary education, adult services, jobs or community living.



	Unusual Incident
	Any event involving an individual served by the Division or a service provider in which:

· there is an indication or allegation of criminal action, injury, negligence, exploitation, abuse, clinical mismanagement or medical malpractice; and

· there is a major unforeseen event, (e.g., serious fire, explosion, power failure) that presents a significant danger to the safety or well being of individuals served, and/or employees; or, a newsworthy action or event.



	Variance
	Written recognition by the Division that the program has complied with the intent of a standard in a Division-approved alternative manner



	Waiver
	The temporary suspension of a standard that is granted in writing by the Division.

	2.     Models of Supported Employment

	Individual Placement Model
	A person with a disability is assisted in locating a job in a community business which meets his/her abilities and preference. Training is provided on the job site in job skills, work related behaviors and social skills by an employment specialist/job coach. As the employee gains skills and confidence, the employment specialist/job coach gradually spends less time at the worksite. Support is never completely removed. The employment specialist/job coach is always available to the employee or employer for re-training for new assignments, assistance in dealing with new or challenging behaviors, supplying periodic consultation and orientation with co-workers and employers.  

	Group Placement Model (Enclave)
	A small group of people with disabilities (generally 5-8) is trained and supervised among employees who are not disabled at the host company’s work site. Persons in the enclave work as a team at a single work site in a community business or industry. Initial training, supervision, and support are provided by a specially trained on-site supervisor, who may work for the host company or the placement agency. Another variation of the enclave approach is called the “dispersed enclave.” This model is used in service industries (e.g., universities, restaurants, and hotels). Each person works on a separate job, and the group is dispersed throughout the company.

	Mobile Crew Model *
	A small crew of persons with disabilities (up to 6) works as a distinct unit and operates as a self-contained business that generates employment for their crew members by selling a service. The crew works at several locations within the community, under the supervision of a job coach. The type of work usually includes janitorial and/or grounds keeping duties. In this model, people with disabilities work with people who do not have disabilities in a variety of settings, such as offices and apartment buildings.

	Entrepreneurial Business Model *
	Within a small business, there may be up to six employees with disabilities, but not more than the number of employees without disabilities. The small business operates like any business, generating work and paying employees from revenues received. The small business is located within the community. 

	*For Individuals participating in Mobile Crew and/or the  Entrepreneurial Business service model, service providers must follow the standards found in the Adult Training section of the Standards for Adult Day Programs, 2007 manual unless otherwise specified in the Annex A. 

	3.    Phases of Supported   Employment

	Pre-Placement Phase 
	Pre-placement activities that assist an individual with a disability to secure a job match in an integrated work setting with competitive wages. The following pre-placement activities may or may not always be considered billable hours. Activities include but are not limited to the following:

	
	A
	Intake is the collection of information, usually including history, interests, preferences, skills, knowledge, strengths, support needs, travel skills, etc., about the individual with a disability in order to facilitate a job match for completion of the employer proposal.

	
	B
	Assessments- the process of documenting, usually in measurable terms, knowledge, skills, attitudes, and beliefs. Types of assessments are as follows:

	
	
	1
	Achievement Testing - Standardized tests that assess a person’s knowledge and skills acquired through learning. They are often scored in terms of grade level (e.g., reading, spelling, math, history, etc.).

	
	
	2
	Aptitude Testing - Standardized tests that assess a person’s ability or potential to learn or do some type of activity that does not necessarily reflect their interest (e.g., mechanical aptitude).

	
	
	3
	Career Interest Testing - Most often “paper-and-pencil” inventories that predict the kinds of activities or careers that people may enjoy doing. It encompasses preferences for specific work activities, occupations, or work reinforcers that are likely to arouse motivation and create feelings of satisfaction

	
	
	4
	Functional Assessment - Functional assessment goes beyond standardized testing by incorporating activities and tasks to identify the strengths and needs of the individual. Functional Assessment’s provide information about the specific skills the individual can and cannot perform in relationship to his/her disability as he/she develops a vocational plan. Often the focus and type of FA will depend on the disability

	
	
	5
	Psychological Testing - A comprehensive battery of tests, assessments and clinical interviews for the purpose of diagnosis, psychological treatment, and/or vocational planning. Information regarding personality, vocational preferences, intelligence, and learning styles is often included.

	
	
	6
	Situational Assessment/ Job Sampling - An evaluation process conducted in an integrated competitive work setting to determine interests, preferences, skills, knowledge, strengths, support needs, etc. *Please note that situational assessments and job sampling must be in compliance with the Wage & Hour Regulations as referenced in Section VI- Appendices: Appendix A-2.. 

	
	
	7
	Vocational Evaluation - A comprehensive process that systematically uses work, either real or simulated, as the focal point for assessment and vocational exploration, the purpose of which is to assist individuals in vocational development. Vocational evaluation incorporates medical, psychological, social, vocational, educational, cultural, and economic data into the process to attain the goals of evaluation. (Dowd, 1993, p. 29)

	
	
	8
	Work Sample - A well-defined work activity involving tasks, materials, and tools which are identical or similar to those in an actual job or cluster of jobs. It is used to assess an individual’s vocational aptitude, worker characteristics, and vocational interests. (Vocational Evaluation and Work Adjustment Association, 1975, p.55).

	
	C
	Career Development & Exploration– A process in which individuals examine their interests and experiences in order to identify their career values and match these values to job or occupational characteristics.  The career selection is incorporated into a comprehensive plan of action to assist the individual in achieving the career or job objective.

	
	D
	Job Touring– Visiting various job sites to observe the work environment and the job responsibilities.

	
	E
	Job Shadowing– Observing an employee performing his/her specific job duties as he/she is performing those duties.

	
	F
	Job Development – Utilizing assessment information to target jobs available in the local labor market and link the individual with a disability with job opportunities consistent with his/her interests, abilities, and identified work goal.  Some activities may include meeting with employers, proposing a potential employee to the employer, job carving, job restructuring, improving marketability of the person seeking employment, addressing employment match barriers, etc.

	
	G
	Job Matching –Identifying work related areas and safety concerns that will need to be addressed in order for the individual to gain/maintain employment (i.e., expected performance, employee performance, intervention plan) by using the top 3 columns of the Intervention Plan & Service Log. Developing a plan includes job modifications, job restructuring, or training, to address each area needing improvement and identifies the person(s) responsible for implementing that plan.

	
	H
	Job Carving - The act of analyzing work duties performed in a given job and identifying specific tasks that might be assigned to an employee. 

	Reporting: Services provided as part of the pre-placement process, typically funded by DVRS or CBVI, are not considered to be a Division billable service unless prior authorization is received from the Adult Training/Supported Employment (AT/SE) Regional coordinator.

	Intensive Training Phase
	The initial activities after placement, typically characterized by one-to-one job coaching provided to an individual at the work site which, are designed to help facilitate the acquirement of the physical, intellectual, emotional and social skills needed to maintain employment.  As the individual receiving support gains these necessary skills, the intensity level, and frequency of on-site support typically decreases. The following intensive training activities may or may not always be considered billable hours. Activities include but are not limited to:

	
	A
	Job Modifications– altering or changing the work environment/work station or providing a tool/jig.

	
	B
	Job Restructuring– the addition, deletion, or sequence change of a job task(s) or changing the rules of the position.  

	
	C
	Training – breaking down the steps of a job task to be performed and providing instruction using techniques which include prompting and cues.

	
	D
	Establishing Natural Supports– supports from supervisors and co-workers occurring in the workplace to assist employees with disabilities to perform their jobs, including supports already provided by the employers for all employees. These natural supports may be both formal and informal, and include mentoring, supervision (ongoing feedback on job performance), training (learning a new job skill with a co-worker), and co-workers socializing with employees with disabilities at breaks or after work. The use of natural supports increased the integration and acceptance of an employee with a disability within the workplace.

	
	E
	Travel Training – Training conducted by an employment specialist/job coach, typically during the intensive phase, designed to enable the individual to travel as independently as possible, to and from an employment site. Travel training includes but is not limited to the following: 

· learning to use public transportation 

· developing carpooling arrangements

· developing other transportation arrangements specific to the needs of the individual.

	
	F
	Fading- The process an employment specialist/job coach uses to gradually decrease supports on the job site and increase the person receiving service’s independence.  The fading out process begins as soon as job coaching begins by establishing natural supports, decreasing the physical proximity of the job coach when providing supports, decreasing the level of prompting used to assist the person receiving services in completing tasks, and decreasing the amount of time the job coach spends on the job site.

	Reporting: Services provided as part of the intensive training process , typically funded by DVRS or CBVI, are not considered to be Division billable service unless prior authorization is received from the Adult Training/Supported Employment (AT/SE) Regional Coordinator.

	Follow Along Phase
	Activities that occur after the pre-placement and intensive training phase are completed. It is during this phase which the job coach provides support services needed on an ongoing basis to support, maintain and strengthen a person in competitive employment.  Activities include but are not limited to the following: 

· On-site consultation

· Re-assessing employment situations

· Establishing interventions for new tasks as assigned

· Career advancement

· Problem Solving

	Job Specific Support
	Skill or resource interventions occurring on or off the job site that are directly related to enabling individuals to perform job tasks and meet job responsibilities. These interventions can be provided by a variety of qualified individuals, including, but not limited to, employment specialists/job coaches, co-workers, and family members. The establishment of natural supports is critical to the inclusion of a supported employee in the workplace.

	Individual/Community Support
	Skill or resource interventions occurring off the job site, designed to address the individual’s living, learning, recreating and social spheres that affect his/her ability to continue working; including, but not limited to, transportation, money management, time management, personal hygiene and health, communication, and socialization. These interventions can be provided by a variety of qualified individuals, including, but not limited to, employment specialists/job coaches, co-workers, neighbors and family members. * Individual/Community Supports may typically be considered direct time or billable with the Division however, the above mentioned examples may or may not be billable with DVRS.

	Reporting: Services provided as part of the follow-along process, will be documented on the Intervention Plan & Service Log.  Hours should also be reflected under the follow-along phase of the SE Monthly Data Report.

	Replacement Phase
	Job development activities followed by a short period of intensive training to find and learn a new job that meets the individual’s employment goals/objectives. This is available to someone who

· has lost a job for which he or she has been receiving Division follow along services

· has expressed interest in career development 

	Reporting: To receive funding through Division for replacement hours prior authorization from the Adult Training/ Supported Employment (AT/SE) Regional Coordinator is required.
 

	4. Instructional Teaching Techniques

	Job Site Analysis
	The systematic study of a specific job that is conducted by observing a worker performing his/her job and making note of the tasks and duties performed by the worker as well as determining the skill, educational, and experience requirements necessary for the job and the safety and work culture of the environment in which this job is performed.

	Systematic Instruction
	A process of planning and implementing instruction, in a natural work environment. Steps include identifying the content of the work routine, conducting situational (job sampling) assessments, and using the information from the assessments to target specific instruction. An individualized instructional program is planned and implemented. Step by step and overall progress are monitored regularly.

	Task Analysis
	Process of breaking down individual work tasks into discrete components in order to organize an activity to be learned into sequential, teachable steps, and determine appropriate strategies for instruction.

	Training Strategies
	The variety of techniques utilized by a job coach or employer to assist a person receiving services in learning the job tasks.  These strategies include, but are not limited to, the following:

	
	A
	Direct verbal cue – Directions that provide exact, specific instructions and are spoken to the individual.

	
	B
	Gestures - Physical movements used to encourage the start, continuation, or end of an action.

	
	C
	Indirect verbal cue - A spoken suggestion to the individual that alludes to the desired task and cues him/her to perform that task.  Often, these cues are in the form of a question that triggers the individual to do the task.

	
	D
	Modeling – The most natural form of instruction, modeling is demonstrating each task of the sequence to the individual.

	
	E
	Modifying skills or activities – Altering the common chain of task sequences or activities so the individual can complete the tasks more efficiently or effectively.

	
	F
	Pictures/Written instructions – Pictures, written checklists, or graphics used to provide the individual with a reminder of the steps of the task.

	
	G
	Prime – Hand-over-hand, ongoing physical assistance to an individual to help him/her complete the action.

	
	H
	Prompt - Brief or intermittent physical assistance to an individual to cue the next step of a job task or guide the completion of the action.

	
	I
	Shadow – Following the individual to provide assistance as needed.

	
	J
	Systematic instruction – Using a task list to develop a step-by-step or task-by-task routine for the individual.

	
	K
	Visual cue – Changing the appearance by labeling, tagging, or numbering.


	Section-III
	Interagency Agreement & Coordination with DVRS & CBVI

	1
	Interagency Agreement
	In accordance with the Interagency Agreement between the Division of Developmental Disabilities (Division), Division of Vocational Rehabilitation Services (DVRS) and the Commission for the Blind and the Visually Impaired (CBVI):

	
	
	A


	An individual who is not currently receiving supported employment services and has expressed an interest in supported employment shall be directed to first contact the Division of Vocational Rehabilitation Services (DVRS) for vocational assessment. The pre-placement phase and intensive training phase activities are funded through DVRS. Individuals who are blind or visually impaired should be referred to CBVI.



	
	
	B
	Ensure that a statement issued by the local DVRS or CBVI office, certifying that DVRS/CBVI resources are either unavailable or have been exhausted is included in each individual’s record (see Section VII- Forms: Form F-3.


	
	
	C
	Utilize DVRS/CBVI resources to cover pre-placement activities and intensive training unless otherwise documented in the individual’s record. 

Utilize Division funding for follow-along support.



	
	
	D
	All providers of SE services shall become familiar with the Interagency Agreement contained in Section VIII, Appendix A-1.



	
	
	E
	Employment services provided under the Division contract shall be authorized by the Adult Training/Supported Employment (AT/SE) Regional Coordinator.



	2
	Coordination with DVRS & CBVI

	A
	All Division contracted supported employment service providers must be DVRS and/or CBVI vendors for SE services.  


	Section-IV
	Standards

	Code
	Chapter 1- Administration

	S
	1
	Policy & Procedure Manual
	A
	The service provider shall develop and implement a manual of written procedures to ensure that the service delivery system complies with the standards governing supported employment services for individuals with developmental disabilities.

	
	
	
	
	1
	The procedures shall be reviewed annually and revised as necessary.

	
	
	
	
	2
	Each procedure shall be designed in accordance with the practices and principles of person centered planning and shall be consistent with the organizational structure and management philosophy of the service provider.

	
	
	
	
	3
	Each policy and procedure shall be designed in accordance with applicable Division Circulars

	S
	
	
	B
	To ensure consistency, each procedure shall include

	
	
	
	
	1
	Title

	
	
	
	
	2
	Purpose

	
	
	
	
	3
	The steps required to complete a task or action

	
	
	
	
	4
	Reporting and recording requirements

	
	
	
	
	5
	Assignment of staff responsibilities

	S
	
	
	C
	The procedure manual shall be available and accessible for staff use 

	S
	
	
	D
	All staff shall be able to describe procedures they routinely implement

	S
	
	
	E
	The procedure manual shall be available for review by the Division

	S
	
	
	F
	The service provider shall maintain a procedure manual containing the following:

	PP
	
	
	
	1
	Unusual Incident Reporting in compliance with DC #14 “Reporting Unusual Incidents” ( http://www.state.nj.us/humanservices/ddd/dc14.htm )

	PP
	
	
	
	2
	Investigations in compliance with DC #15 “Complaint Investigations in Community Programs”

	PP
	
	
	
	3
	Abuse, neglect or exploitation, including:

	
	
	
	
	
	i
	A written statement prohibiting abuse, neglect or exploitation

	
	
	
	
	
	ii
	Reporting procedures

	
	
	
	
	
	iii
	Specific agency investigation procedures

	PP
	
	
	
	4
	Complaint/grievance resolution procedures for individuals receiving services, which shall have a minimum of two levels of appeal, the last of which shall involve the executive director

	PP
	
	
	
	5
	Life-threatening emergencies in compliance with Division Circular # 20A “Life Threatening Emergencies”

	
	
	
	
	6
	Personnel (refer to Chapter 2  for standards)

	S
	2
	Program Description
	A
	An approved Program Description will be kept on file consisting of:

	
	
	
	
	1
	Cover Sheet

	
	
	
	
	2
	Agency Information

	
	
	
	
	3
	General Description of Population

	
	
	
	
	4
	Narrative Information

	
	
	
	
	5
	Pertinent Job Descriptions

	
	
	
	
	6
	Table of Organization

	
	
	
	
	7
	Additional Provisions with Signature

	
	
	
	
	8
	Specific Site Information

	S
	3
	Annex A
	A
	A current copy of the approved Annex A renewal will be maintained on file.

	S , A
	4
	Continuous Quality Improvement
	A
	The program must develop and maintain on file a Continuous Quality Improvement Plan (CQI Plan), which shall be submitted annually to the Division in accordance with Division Policy on contract renewal and CQI. (See Section VI- Appendices- Appendix A-4. 

	S
	
	
	B
	The program must, the first year following the implementation of its CQI Plan, and annually thereafter, develop and maintain on file an Outcome Management Report. This report shall be submitted annually to the Division’s Regional Quality Assurance designee for approval.

	S
	
	
	C
	The Outcome Management Report shall be in accordance with Division CQI Policy and minimally include the following elements; 

	
	
	
	
	1
	Measurable goals and objectives

	
	
	
	
	2
	Goal/objective data analysis summary   

	
	
	
	
	3
	Goal/objective Progress/Barrier summary

	
	
	
	
	4
	Action Plan to address Barriers

	S
	5
	Accreditation
	All supported employment providers under contract with the Division are required to obtain and maintain CARF or equivalent accreditation for standards relating to SE services. 


	Section IV
	Standards

	Code
	Chapter 2- Personnel

	
	1
	Legal Compliance
	Personnel practices shall comply with all applicable Federal, State and local laws, ordinances, rules, and regulations pertaining to employment including but not limited to civil rights, retirement plans or social security, minimum wages, hours and worker’s compensation.

	
	2
	Minimum Staff Qualifications
	Provider Agency staff shall meet the minimum qualifications set forth herein. Qualifications shall be documented either in the employment application, resume, reference check or other personnel document:

	
	
	
	A
	The Provider Agency’s Executive Director or equivalent shall have: 

	S
	
	
	
	1
	A Bachelor’s Degree or 

	S
	
	
	
	2
	A high school diploma and five years experience working with people with developmental disabilities, two of which shall have been supervisory in nature.

	
	
	
	B
	The Supported Employment supervisor responsible for the operation of the program shall have:

	S
	
	
	
	1
	An AA degree in a related field from an accredited college or 

	S
	
	
	
	2
	A high school diploma and five years of experience in occupational areas similar to those being offered at the program. Any combination of college or technical school may be substituted for experience on a year for year basis.

	S
	
	
	
	3
	Knowledge and understanding of developmental disabilities and associated functional limitations; and

	S
	
	
	
	4
	A clear understanding of the demands and expectations in business and industry.  

	
	
	
	C
	Professional Employment Specialist/Job Coaching staff shall:

	S
	
	
	
	1
	Be at least 18 years of age and

	S
	
	
	
	2
	Have an AA degree in a related field from an accredited college or 

	S
	
	
	
	3
	Have a high school diploma and three years of related experience

	S
	
	
	
	4
	Have a knowledge and understanding of developmental disabilities and associated functional limitations; and

	S
	
	
	
	5
	Be familiar with the demands and expectation of business and industry.

	
	
	
	D
	Except as otherwise provided in the Rehabilitation Convicted Offenders Act (N.J.S.A. 2A:168A-1 et seq.), no provider shall employ any person who has been convicted of any of the crimes identified in DC # 40 “Background Checks”.

	S
	
	
	
	1
	The Provider shall have an established process for ensuring new employees and direct service volunteers are fingerprinted on hire and existing employees and direct service volunteers are re-fingerprinted in accordance with DC # 40 “Background Checks”.

	S
	
	
	
	2
	A Provider shall not employ any person who has been adjudicated civilly or criminally liable for abuse of a person with developmental disabilities receiving services from the Department or served in a day program/service regulated by this chapter.

	
	
	
	E
	Prior to hiring any staff or utilizing a volunteer who provides services to individuals on a planned basis, the Provider shall secure:

	S
	
	
	
	1
	A signed application for employment from each bonafied applicant, indicating the applicant’s name, address and telephone number, education, and disclosure of the presence or absence of criminal convictions and civil or criminal liability for abuse of a person with a developmental disability

	S
	
	
	
	2
	The Provider shall check and document a minimum of two work references or, if not available, a minimum of two personal references

	S
	
	
	
	3
	The provider shall establish a system for verifying the licenses and driving records, including obtaining their driver abstracts; of their employees who operate vehicles which transport service recipients.

	S
	
	
	F
	Upon employment, staff members shall receive, sign and date a current job description which, at a minimum, shall include the following:

	
	
	
	
	1
	A position statement that documents overall job responsibilities

	
	
	
	
	2
	A list of specific duties

	
	
	
	
	3
	The minimum qualifications

	
	
	
	
	4
	The positions supervised if applicable

	
	
	
	
	5
	The reporting supervisor title

	S
	
	
	G
	On change of position or revision of job description, staff members shall receive, sign and date a copy of their new job description

	S
	
	
	H
	Upon Employment, and prior to working directly with individuals served, direct service staff shall submit a written statement from a licensed physician indicating that he/she is cleared to begin work

	S
	
	
	
	1
	Such a statement shall be based on a medical examination conducted within the six months immediately preceding the employee’s starting date with the Provider.

	S
	3
	Staff Training
	At a minimum the following Staff Training shall be provided to SE supervisors and employment specialist/job coaches (direct support staff), documented on the Orientation Checklist (Section VII-Forms: Form A-2) and maintained in the employee’s personnel file: 

	S
	
	
	A
	Within 120 days of employment each direct services staff member shall successfully complete the New Jersey Pre-Service Training. Documentation of successful completion shall be maintained in the employee’s personnel file.  Pre-service training shall, at a minimum, address the following: 

	
	
	
	
	1
	Overview of Developmental Disabilities

	
	
	
	
	2
	Preventing Abuse and Neglect

	
	
	
	
	3
	Standard First Aid Training

	
	
	
	
	4
	Cardio Pulmonary Resuscitation (CPR) Training

	
	
	
	
	5
	Employment Specialist/Job Coach series of trainings offered through the Elizabeth M. Boggs Center or Regional Rehabilitation Continuing Education Program (RRCEP) or other Divison approved training provider.

	
	
	
	B
	Direct support staff shall receive training on DC # 20A  Life Threatening Emergencies

	S
	
	
	C
	Direct support staff shall not assume sole responsibility for an individual served unless or until they have current certification in CPR/ First Aid.

	S
	
	
	D
	Direct support staff shall submit documentation of successful completion of recertification in First Aid and CPR in accordance with the recertification time frames established by the certifying agency (i.e. Red Cross).

	S
	
	
	E
	Direct support staff shall receive an overview Prevention of Blood borne pathogens including use of Universal Precautions.

	S
	
	
	F
	Direct support staff shall receive training on Unusual Incident Reporting and investigation procedures. 

	S
	
	
	G
	Direct support staff shall receive an overview of the agency’s mission, policies and procedures.

	S
	
	
	H
	Direct support staff shall receive an overview of the Service Plan (Individual Habilitation Plan (IHP), Essential Lifestyle Plan (ELP)) and their responsibilities for development, implementation and documentation. 

	S
	
	
	I
	An orientation to Supported Employment shall be conducted for all Employment Specialists/Job Coaches prior to independently performing job duties. The orientation shall include but not be limited to the following elements:

	
	
	
	
	1
	Supported Employment History & Philosophy

	
	
	
	
	2
	Supported Employment Definitions/Terms

	
	
	
	
	3
	Person First Language and Avoiding Labels

	
	
	
	
	4
	Overview of Job Description/Requirements

	
	
	
	
	5
	Overview of the Supported Employment Process which shall include the following components;

	
	
	
	
	
	i
	Review of the Division of Developmental Disabilities Standards for Supported Employment Services Manual 

	
	
	
	
	
	ii
	Review of DVRS SE Regulations (if Applicable)

	
	
	
	
	
	iii
	Review the Interagency Agreement (See Appendix)

	
	
	
	
	
	iv
	Funding Sources

	
	
	
	
	
	v
	Pre-placement Phase

	
	
	
	
	
	vi
	Intensive Training Phase

	
	
	
	
	
	vii
	Follow Along Phase

	
	
	
	
	
	viii
	Overview of services provided by SE vendors

	
	
	
	
	6
	Overview of Resources 

	
	
	
	
	
	i
	Training/Technical Assistance

	
	
	
	
	
	ii
	Review Resources from the Division of Developmental Disabilities Standards for Supported Employment Services Manual (Section V)

	
	
	
	
	7
	Field Work Orientation shall consist of :

	
	
	
	
	
	i
	Pairing up new Employment Specialist/Job Coach with supervisor, trainer, or another Employment Specialist (who has successfully completed all required trainings and excels in their work performance) to shadow intensive and follow-along visits with individuals served

	
	
	
	
	
	ii
	Pairing up new Employment Specialist/Job Coach with Job Developer (who has successfully completed all required trainings and excels in their work performance) to shadow contacts with employers and the job development process, if applicable

	
	
	
	
	
	iii
	Introducing Employment Specialist/Job Coach to entire caseload and employers

	* For assistance in developing your agency’s orientation process for supported employment staff, you may request Technical Assistance. (Please see the Resource section (Section V, pages 26-27) of this manual for a list of technical assistance and training providers. 

	S
	
	
	I
	All supported employment staff shall annually review with their supervisors, (documentation of reviews shall be maintained in the employee’s personnel file) the following: 

	A
	
	
	
	1
	Division’s Personal Rights Document  (See Section VI- Appendices: Appendix A-3)

	
	
	
	
	2
	Emergency Procedures

	
	
	
	
	3
	Responding to Life Threatening Emergencies

	
	
	
	J
	The Provider Agency may conduct, at its discretion, additional training programs i.e. defensive driving, mental health and behavioral needs.

	S
	
	
	K
	The service provider shall conduct staff meetings on a regular basis

	S
	
	
	
	1
	Minutes of staff meetings shall be maintained on file at 

the program site.

	S
	4
	Professional Development
	All supported employment staff, including supervisors, shall annually attend at minimum, 2 professional development trainings or seminars which are relevant to supported employment. Documentation of training shall be maintained in the employee’s personnel file. These trainings may include but are not limited to technical assistance or training from the following sources: 
· The Boggs Center

· RRCEP

· The Arc of New Jersey

· APSE- The Network on Employment

· Division of Developmental Disabilities  Lecture Series

 (Additional training sources may be found in the Resource section (Section V) of this manual.)

*The completion of approved Employment Specialist/Job Coach series of trainings count toward the fulfillment of professional development trainings. 

	S
	5
	Staff Personnel File 
	A
	The Provider Agency shall acquire and maintain on file for all current direct support employees, the following documentation in accordance with the standards delineated in this section in addition to any requirements established by Federal or State employment laws and regulations.

	
	
	
	
	1
	Signed applications  

	
	
	
	
	2
	Documentation of each employee’s qualifications

	
	
	
	
	3
	Copies of licenses for professionally credentialed staff and Consultants

	
	
	
	
	4
	Receipt for fingerprinting on hire and subsequently every 2 years

	
	
	
	
	5
	Documentation that reference checks were completed

	
	
	
	
	6
	Signed and dated job descriptions

	
	
	
	
	7
	Written physician statement of medical clearance completed at time of hire

	
	
	
	
	8
	New Jersey Pre-Service Training certificates

	
	
	
	
	9
	Employment Specialist/Job Coach Series trainings certificate 

	
	
	
	
	10
	Initial First Aid certification and renewal certificates

	
	
	
	
	11
	Initial CPR certification and renewal certificates

	
	
	
	
	12
	Records of orientation provided noting the topics covered and including signed dated acknowledgement by the employee receiving and the person(s) providing the orientation.

	
	
	
	
	13
	Signed certification of receipt of training in “Responding to Life Threatening Emergencies” (Danielle’s Law)

	
	
	
	
	14
	Dated records of completion of specialized trainings including signatures of the trainer and trainee

	
	
	
	
	15
	Dated records of initial training and annual review of pertinent policies and procedures signed by the trainer and trainee

	
	
	
	
	16
	Copies of current driver’s licenses for all employees who drive vehicles which transport service recipients

	S
	
	
	B
	The service provider shall have in place a system for the regular review and evaluation of employee performance


	Section- IV
	Standards

	Code
	
	Chapter 3- Service Delivery

	
	1
	Follow Along Supports
	An individual, who has been determined eligible to receive services through DDD, has applied for the Community Care Waiver (CCW) and has successfully completed the pre-placement and intensive training phases through DVRS or CBVI shall be eligible to receive follow along support services funded through the Division. Follow-along supports shall be provided on an ongoing basis to support, maintain and strengthen a person in competitive employment.

	
	
	
	A
	Follow Along services include but are not limited to the following activities;

	
	
	
	
	1
	Job Specific Support

	
	
	
	
	2
	Individual/Community Support

	S
	
	
	B
	The employment specialist/job coach shall have at the minimum one face to face contact per month with the served individual, unless otherwise defined and agreed upon in the Service Plan by the IDT.

	S
	
	
	C
	The employment specialist/job coach shall maintain an Intervention Plan & Service Log form (Section IX-Forms; Form A-3) for each individual served. Each contact shall be documented on the Intervention Plan & Service Log form. 

	S
	
	
	
	1
	The Intervention Plan and Service Log shall be: 

	
	
	
	
	
	i
	Maintained in the individual client file

	
	
	
	
	
	ii
	Available for review by the Division’s AT/SE Regional Coordinator or designee

	
	
	
	
	
	iii
	Available at the time of the Service Plan meeting for review

	
	2
	Assignment/Designation of Plan Coordinator
	The assignment/designation of the plan coordinator shall follow DC #35 & DC # 52 with the following exception;

	
	
	
	A
	When the individual has only supported employment goals stated within their Service Plan the Division case manager shall be assigned the role of plan coordinator.

	S
	
	
	
	1
	The employment specialist/job coach or designated supported employment staff shall attend the annual Service Plan meeting.

	S
	
	
	
	2
	The Division case manager shall ensure that the Service Plan is completed on an annual basis.

	S
	3
	Service Plan Development
	A
	A service plan shall be developed or modified at least every 365 days in accordance with Division Circular #35.  The Service Plan shall:

	
	
	
	
	1
	Include career planning 

	
	
	
	
	2
	Identify and address barriers to employment 

	
	
	
	
	3
	Incorporate information from formal and informal assessments

	
	
	
	
	4
	Include input from stakeholders including family, friends, colleagues, employers

	
	
	
	
	5
	Document the supports which shall be provided by the supported employment agency 

	
	
	
	
	6
	Be modified when a major change occurs in relation to the :

	
	
	
	
	
	i
	Achievement or lack of achievement of goals, objectives

	
	
	
	
	
	ii
	Availability of services, programs or supports

	
	
	
	
	
	iii
	Changes in the individuals physical condition, cognitive functioning, needs or preferences

	S
	
	
	B
	The individual served shall participate in the service plan process.

	S
	
	
	C
	The staff providing supported employment services shall participate in the development of the service plan.

	S
	
	
	D
	The provider shall provide employment supports as stated in the service plan.

	S
	
	
	E
	If the individual’s service plan identifies the need for services not provided by the supported employment provider, the individual shall be referred to other entities to obtain the services. Referral shall be documented in the individual’s record.  

	S
	
	
	F
	The service provider shall complete formal and informal assessment(s) (vocational assessments) which identify individual preference and support needs. The assessment(s) shall :

	
	
	
	
	1
	Be reviewed annually

	
	
	
	
	2
	Initialed and dated at the time of the review

	
	
	
	
	3
	Be incorporated into the SP

	S
	4
	Advocacy and Rights
	A
	The provision of services and support shall demonstrate recognition that people with disabilities have the same rights as other citizens

	
	
	
	B
	Individuals receiving services shall be

	S
	
	
	
	1
	Informed of their rights upon entering the program and

	S
	
	
	
	2
	Informed of their rights in a manner which is 

understandable to the individual receiving services

	S, A
	
	
	
	3
	Provided a copy of the Division’s Personal Rights document (See Section VI- Appendices: Appendix A-3)

	S
	
	
	
	4
	Informed annually of the provider’s grievance procedure 

for appealing agency decisions

	S
	
	
	C
	A copy of written acknowledgement that the above have been explained and understood shall be signed and dated by the individual and the provider representative upon admission to the program and annually thereafter.

	
	
	
	
	1
	Documentation shall be maintained in the Individual 

Record

	S
	
	
	D
	The provider shall be responsible for utilizing a Human Rights Committee in accordance with N.J.A.C. 10:41-4, DC #5 Human Rights Committee

	
	5
	Complaints
	The Division shall have the authority to investigate any complaint received regarding a contract or program

	S
	
	
	A
	The service provider shall cooperate with the Division on any investigation

	S
	6
	Direct Time & Billable Hours
	Billable hours shall be documented on the Intervention Plan and Service Log form (See Section VII-Forms: Form F-1) and shall be reflected on the Supported Employment Monthly Data Report (See Section VII-Forms: Form F-2).

	S
	
	
	A
	Employment specialists/job coaches shall meet the minimum hours of service standards; 

	S
	
	
	B
	The service provider shall seek new eligible referrals through DVRS or CBVI as the support hours existing caseload decline.

	
	7
	Follow Along Services
	Direct time and billable hours for follow along support services funded through the Division shall include but not be limited to the following ;

	S
	
	
	A
	Attending meetings such as Service Plan Meeting, Inter-Disciplinary Team Meetings (IDT), and/or Access Link Interviews

	S
	
	
	B
	Regular visits (or phone calls) with the person receiving services and/or to discuss/identify changes to his/her employment situation. Questions to consider may include but are not limited to the following: 

	
	
	
	
	1
	Are there new tasks to be completed?

	
	
	
	
	2
	Is there a new supervisor involved? 

	
	
	
	
	3
	Are there matters off the job site that may be affecting his/her success on the job site?

	S
	
	
	C
	Referrals to additional resources that can assist aspects of the person receiving services outside of employment

	S
	
	
	D
	Scheduled visits and unannounced spot checks to: 

	
	
	
	
	1
	Observe the areas identified as objectives on the Service Plan and areas being addressed on the Intervention Plan & Service Log, 

	
	
	
	
	2
	Assess progress in those areas and 

	
	
	
	
	3
	Ensure that the interventions are still working successfully.

	S
	
	
	E
	Discussions/meetings (in person or via phone calls) with the supervisor/employer to:

	
	
	
	
	1
	Identify areas in need of improvement, 

	
	
	
	
	2
	Address any concerns with or on behalf of the person receiving services,

	
	
	
	
	3
	Advance the person receiving services career by seeking additional hours, new responsibilities, a salary increase, a promotion, etc.

	S
	
	
	F
	Working with a new supervisor to facilitate training techniques, communication, assignment of tasks, accommodations, etc. 

	S
	
	
	G
	Assisting the person receiving services in establishing relationships with co-workers, fitting into the work environment by participating in work related events, etc.

	S
	
	
	H
	Encouraging self-advocacy, skill development, or assisting with advocacy, related specifically to the employment of the person receiving services, with or on behalf of the person receiving services as needed.

	S
	
	
	I
	Attending Service Plan meetings to provide information regarding employment related goals and objectives and share employment related progress made since the previous meeting.

	S
	
	
	J
	Assist the person receiving services in job developing other employment avenues related to reaching his/her career goals

	S
	
	
	K
	Employee/employer training which is documented in the Intervention Plan and Service Log.  


	Section-IV
	Standards

	Code
	
	Chapter 4- Record Keeping and Reporting

	S
	1
	Individual File 
	A
	An individual file shall be maintained for each individual receiving day services.

	
	
	
	
	1
	The file shall be legibly marked with the individual’s name or unique identifier.

	S
	
	
	B
	The individual’s service file shall be maintained in compliance with relevant Division Circulars related to confidentiality and privacy

	S
	
	
	C
	The file shall be maintained at the supported employment office unless otherwise stated in the approved Program description.

	S
	
	
	D
	An individual shall have access to his or her records unless contra-indicated and documented

	S
	
	
	E
	The individual’s file shall contain, at a minimum, documents for the current year and two (2) years prior.

	S
	
	
	F
	Older documents shall be maintained by the agency in compliance with Division Circular #11, “Record Retention and Destruction”

	S
	
	
	G
	All documentation in the individual’s record shall be: 

	
	
	
	
	1
	Legible

	
	
	
	
	2
	Dated

	
	
	
	
	3
	Authenticated by the signature and title of the person making the entry

	S
	
	
	H
	Each individual’s day service file shall include the following:

	
	
	
	
	1
	Verification of referral to  Division of Vocational Rehabilitation Services (DVRS) 

	F
	
	
	
	2
	Documentation that DVRS Services have been completed or are no longer available. (See Section VII- Forms: Form F-3)

	A
	
	
	
	3
	Service Plan (See Section VI- Appendices: Appendix A-5)

	
	
	
	
	
	i
	The service provider shall maintain a copy of the individual’s current Service Plan in the individual’s file.  

	
	
	
	
	
	ii
	The service provider shall maintain a copy of the individual’s previous year’s Service Plan in the individual’s file.  

	F
	
	
	
	4
	Intervention Plan and Service Log (See Section VII-Forms: Form F-1)

	
	
	
	
	
	i
	The service provider shall maintain a copy of the individual’s current Intervention Plan and Service Log in the individual’s file.  

	
	
	
	
	5
	Relevant Correspondence, pertinent to the person being Served

	
	
	
	
	6
	Consent Forms, where applicable, including but not limited to:

	
	
	
	
	
	i
	photo release 

	
	
	
	
	
	ii
	health screenings

	S, F
	2
	Intervention Plan & Service Log
	A
	The service provider shall document each specific service provided to the individual or on behalf of the individual on the Intervention Plan and Service Log (See Section VII-Forms: Form F-1). All entries on the log must be: 

	
	
	
	
	1
	Completed after each contact

	
	
	
	
	2
	Legible 

	
	
	
	
	3
	Dated 

	
	
	
	
	4
	Maintained in the individual’s file

	
	
	
	
	5
	Available for review by the AT/SE coordinator or Division case manager

	
	
	
	B
	At minimum one face to face contact per month shall be documented on the Intervention Plan and Service Log, unless otherwise defined or agreed upon in the Service Plan by the IDT.

	S, F
	3
	Supported Employment Monthly Data Report
	A
	The service provider shall prepare and submit a Supported Employment Monthly Data Report to ((See Section VII-Forms: Form F-2):

	
	
	
	
	1
	The Office of Community Care Waiver (OCCW) and to,

	
	
	
	
	2
	The Division AT/SE Regional Coordinator at the appropriate regional office

	S
	
	
	B
	The Supported Employment Monthly Data Report shall: 

	
	
	
	
	1
	Accurately reflect the services provided to individuals receiving Division services.  

	
	
	
	
	2
	Be delivered, either electronically or in hard copy, to both DDD offices, no later than the tenth day of the month following the reporting period. For example, the January report will be due no later than the tenth day of February. (If paper copies are submitted, the original will be sent to the OCCW, and a copy will be sent to the Regional Office.) 

	
	
	
	
	3
	Not include SE services funded by other agencies (e.g. DVRS and CBVI).

	
	
	
	
	4
	Be maintained in an active file for three years.

	S, F
	4
	Online Attendance *
	A
	The monthly attendance sheet shall be submitted electronically to the Division by the 15th day of the following month.


	Section V
	Supported Employment Resources

	STATE RESOURCES

	Department of Human Services (DHS)

WEBSITE

http://www.state.nj.us/humanservices


	Division of Developmental Disabilities (DDD)
Website

http://www.state.nj.us.humanservices/ddd/html    

	Central Office

Mailing Address: 

P.O. Box 726 

Trenton, NJ 08625-0726

(800)-832-9173

	Northern Region

	Bergen, Passaic & Hudson Counties

(973) 977-4004
	Morris, Sussex, & Warren Counties:

(973) 927-2600

	Upper Central Region



	Essex County

(973) 693-5080
	Somerset & Union Counties

(973) 324-2000

	Lower Central Region 



	Hunterdon, Mercer & Middlesex Counties

(609) 292-4500
	Monmouth & Ocean Counties

(732) 836-4500

	Southern Region



	Burlington & Camden Counties

(856) 770-5900
	Atlantic, Cape May, Cumberland, Gloucester & Salem Counties

(609) 561-5070

	Department of Labor

WEBSITE

http://www.dol.gov

	Division of Vocational Rehabilitation Services (DVRS)

Website

http://www.state.nj.us/labor/dvrs/vrsindex.html

	Atlantic County 

(609) 441-3080

(609) 441-3037 (TTY)
	Bergen County 

(201) 996-8970

(201) 487-6348 (TTY)
	Burlington County 

(609) 518-3948

(609) 518-3957 (TTY)

	Hudson County 

(201) 217-7180

(201) 217-7290 (TTY
	Camden County 

(856) 614-2500

(856) 614-2504 (TTY)
	Cumberland/Salem County 

(856) 453-3888

(856) 453-3923 (TTY)

	Essex County 

(973) 648-3494

(973) 648-2733 (TTY)
	Gloucester County 

(856) 384-3730

(856) 384-3778 (TTY)
	Hudson County 

(201) 217-7180

(201) 217-7290 (TTY)

	Hunterdon/Somerset County 

(908) 704-3030

(732) 545-8147 (TTY)
	Mercer County 

(609) 292-2940

(609) 984-1568 (TTY)
	Middlesex County 

(732) 937-6300

(732) 545-8147 (TTY)

	Monmouth County 

(732) 775-1799

(732) 775-1711 (TTY)
	Morris County

(973) 631-6304

(973) 539-3665 (TTY)
	Ocean County 

(732) 255-0836

(732) 255-0873 (TTY)

	Passaic County 

(973) 977-4285

(973) 523-1474 (TTY)
	Sussex/Warren County

(908) 852-4110

(908) 852-0213 (TTY)
	Union County

(908) 820-3112

(908) 820-3132 (TTY)

	Commission for the Blind & Visually Impaired (CBVI)

WEBSITE

 http://www.state.nj.us/humanservices/cbvi/
(973)-648 2324

	Bureau of Guardianship Services

WEBSITE

http://www.state.nj.us/humanservices/ddd/guard.html
Bureau Chief- 609-987-0831
Northern Region- (973)648-4638
Central Region- (609) 987-0881
Southern Region- (856) 690-5260 

	Division of Deaf & Hard of Hearing (DDHH)

WEBSITE

http://www.state.nj.us/humanservices/ddhh/index.html
(800) 792-8339 or (609) 984-7281



	Division of Mental Health Services

(DMHS)
WEBSITE

http://www.state.nj.us/humanservices/dmhs/index.html
(800) 382-6717 or (609) 777-0702



	Division of Disability Services (DDS)
WEBSITE

http://www.state.nj.us/humanservices/dds/index.html
(888) 285-3036



	Department of Education

(DOE)
WEBSITE

http://ed.gov.index.jsp
(609)292-4469



	PROFESSIONAL SUPPORT & RESOURCES

	APSE – The Network on Employment
National Information
WEBSITE

http://www.apse.org
Telephone

(804) 278-9187


	APSE – The Network on Employment
NJ Chapter Information
WEBSITE

http://www.njapse.org
Telephone

(732) 831-1114


	The Arc of New Jersey-

(Technical Assistance & Training Provider)
WEBSITE

www.arcnj.org
985 Livingston Avenue
North Brunswick, NJ 08902
(732) 246-2525 phone
(732) 214-1834 fax



	The Elizabeth M. Boggs Center on Developmental Disabilities

(Training Provider)
WEBSITE

http://rwjms.umdnj.edu/boggscenter/index.htm
335 George Street

New Brunswick, NJ 08909-2688

(732)235-9300 phone 

(732) 235-9330 fax



	RRCEP II

(Technical Assistance & Training Provider)
WEBSITE

http://www.gse.buffalo.edu/org/rrcep
Region II Rehabilitation Continuing Education Program
State University of New York at Buffalo 
316 Parker Hall, 3435 Main Street
Buffalo, NY 14214-3007
(716) 829-3934 phone
(716) 829-3935 fax


	Commission on Accreditation for Rehabilitation Facilities

(CARF)
WEBSITE

http://www.carf.org


	Learning Resource Centers

WEBSITE

http://www.state.nj.us/njded/lrc/


	Northern Region

(973) 414-4491

	Northern Satellite

(973) 631-6345

	Central Region

(732) 274-5570

	Southern Region

(609) 582-7000

	TASH

National Information
WEBSITE

http://www.tash.org
Telephone

(410) 828-8274



	TASH

NJ Chapter Information
Telephone

(609) 561-5070

	ADVOCACY & SUPPORT

	NJ Council of Developmental Disabilities

WEBSITE

http://www.njddc.org/index.htm
(800) 216-1199 or (609) 292-3745



	NJ Protection & Advocacy

(NJP&A)

WEBSITE

http://www.njpanda.org
(800) 922-7233 or (609) 292-9742



	Protection & Advocacy for Developmental Disabilities (PADD)

WEBSITE

http://www.njpanda.org/programs.html


	Division of Disability Advocacy- The Department of the Public Advocate

WEBSITE

http://www.state.nj.us/publicadvocate/
240 West Sate Street

Trenton, NJ 08625-0851

Phone: (609) 826-5105

Fax: (609) 984-4747



	CENTER’S FOR INDEPENDENT LIVING (CIL’s)

	Statewide Independent Living Council (SILC)

WEBSITE

http://www.njil.org
 (732) 571-3703

(732) 571-4878 (TDD)
	Atlantic County

Total Living Center, Inc. (TLC)

(609) 965-3734

(609) 965-5390 (TDD

	Bergen County

Heightened Independence & Progress (IHP)

(201) 996-9100

(201) 996-9424 (TDD)


	Burlington County

Resources for Independent Living (RIL)

(856) 764-2745

(856) 461-3482 (TDD)

	City of Camden

Camden Independent Living Center

(856) 966-0800

(856) 966-0830


	Camden County

Handicapped Advocates for Independent Living (HAIL)

(856) 854-7781

(856) 853-7602 (TDD)



	Camden & Gloucester Counties 

Center for Independent Living of South Jersey Inc. (CIL-SJ)

(856) 853-6490

(856) 853-7602 (TDD)


	Cape May, Cumberland, & Salem Counties

Tri-County Independent Living Center, Inc.

(856) 327-5177

(856) 327-5328 (TDD)

	Essex & Passaic Counties 

Dial Inc. 

(973) 470-8090

(973) 470-521(TDD)


	Hudson County

Heightened Independence & Progress- Hudson

(201) 413-1200

(201) 413- 0521 (TDD)



	Hunterdon and Mercer Counties

Progressive Center for Independent Living (PCIL)

(609) 530-0006

(609) 530-1234 (TDD)
	Middlesex, Somerset, Union Counties

Alliance for Disabled in Action (ADA)

(732) 738-4388

(732) 738-9644 (TDD)



	Monmouth and Ocean Counties

Moceans Center for Independent Living

(732) 571-4884

(732) 571-4878 (TDD)
	Morris, Sussex, Warren Counties

DAWN, Inc.

(973) 361-5666

(973) 361-6032 (TDD)



	ACCOMMODATION INFORMATION AND SUPPORT

	Americans with Disabilities Act (ADA) Technical Assistance

800- 949-4232

	Job Accommodation Network

WEBSITE
http://www.jan.wvu.edu/ 

800 526-7234

	SOCIAL SECURITY INFORMATION

	Social Security Administration (SSA)

WEBSITE

http://www.ssa.gov 

(800)772-1213



	NJ Work Incentive Network Support (NJ WINS)

Atlantic, Bergen, Cape May, Cumberland, Gloucester, Hudson, Mercer, Middlesex, Passaic, Salem, Sussex and Warren Counties

Cerebral Palsy of NJ

(800)322-1918



	NJ Work Incentive Network Support (NJ WINS)

Burlington, Essex, Hunterdon, Monmouth, Morris, Ocean, Somerset and Union Counties

The Epilepsy Foundation of NJ

(732) 262-8020



	TRANSPORTATION

	NJ Transit Office of Special Services

WEBSITE

http://www.njtransit.com/index.jsp
Northern NJ (800) 582-5946

Southern NJ (800) 772-2287



	Access Link

WEBSITE

http://www.njtransit.com/as_accesslink.shtm
(800) 955-2321



	County Para-Transit Transportation

WEBSITE

http://www.njtransit.com/as_paratransit.shtml 



	Atlantic County 

(800) 955-2341
	Bergen County

(201) 646-3227


	Burlington County 

(609) 265-5109



	Camden County 

(800)456-3344


	Cape May County 

(609) 889-3700
	Cumberland County 

(856) 691-7799

	Essex County 

(973) 678-1300
	Gloucester County 

(856) 307-4845
	Hudson County 

(201) 271-4307



	Hunterdon County 

(800) 842-0531
	Mercer County

(609) 530-1971
	Middlesex County 

(800) 221-3520



	Monmouth County 

(732) 431-6480
	Morris County 

(973) 366-9378


	Ocean County

(877) 929-2082



	Passaic County 

(973) 305-5756
	Salem County 

(856) 935-7510
	Somerset County 

(908) 231-7115



	Sussex County

(973) 579- 0480


	Union County 

(908) 241-8300


	Warren County

(908) 454-4044



	ADDITIONAL WEBSITES

	Integrated Employment

Workforce New Jersey Public Information Network 

WEBSITE

http://www.wnjpin.com
Excellent resource for job seekers, students, and employers.  Provides information about careers, colleges, vocational and technical schools, etc.



	Virginia Commonwealth University

WEBSITE

http://www.worksupport.com
This site contains fact sheets, information on supported employment and transition, resources, etc.



	Supported Employment Education Designs

WEBSITE

http://www.staffdevelopment.net
Includes free resources as well as information on training, instructional design, and staff development.



	Transition

	National Information Center for Children and Youth

WEBSITE

http://www.nichcy.org
Contains information on publications, fact sheets, resources, and IDEA facts.


	Advocacy

	Reed Martin and Wrights Law
WEBSITE

http://www.reedmartin.com
http://www.wrightslaw.com
Both of these websites contain information about special education law.



	Statewide Parent Advocacy Network, Inc.

WEBSITE

http://www.spannj.org
A website providing information to help empower families and inform professionals interested in the healthy development and educational rights of children.



	General Information & Support

	Individuals with Disabilities Education Act  (IDEA)

WEBSITE

http://www.ed.gov/policy/speced/guid/idea/idea2004.html


	Disability History Museum

http://www.disabilitymuseum.org
Provides information about the historical experience of

people with disabilities



	WeMedia, Inc.

WEBSITE

http://www.wemedia.com
Covers issues important to people with disabilities interested in a quality life without compromise.  Registration for a biweekly e-mail newsletter is available on this website.
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