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I.
POLICY

It is the policy of Wraparound Milwaukee/Family Intervention Support & Services (FISS) that individuals in need of Supported Work Environment/Job Coach services receive these services per the established guidelines. 

This service is primarily a one-to-one service and is time limited (not to exceed six months) unless otherwise authorized by Wraparound Milwaukee/FISS.

In the rare event that a Supported Work Environment/Job Coach may be seeing two or more clients simultaneously on the same date/same time, the total time spent with those clients must be divided equally among them when billing.

II.
PROCEDURE
A.
Definition.

A Supported Work Environment/Job Coach provider’s role is as follows:

1. To provide a supported work and training environment for Wraparound Milwaukee or FISS youth and/or siblings ages 14 to 18, or a parent/legal guardian who is in need of intervention and support on the job.

2. The Provider Agency must be able to provide vocational and functional assessments, job training, career planning, and job exploration and placement, perform job searches and engage the client in interviewing and resume writing/skill development.  Upon completion of the service, an electronic copy of a resume must be made available to the client.

3. The services rendered must be congruent with the needs of the client as identified on the Plan of Care (Wraparound) or the Treatment Plan (FISS).

B.
Requirements.

1. Agency.

a.
During the application process, the Provider Agency must provide a training curriculum and a description of the process to be used to assist clients in job placement.

b.
During the application process, applicants must show evidence of training/experience/education specific to the provision of this service.

2. Provider.

a. Individual Providers of this service must possess a High School Diploma or GED and must have at minimum three years work force experience and at least one year experience in providing same/similar type services.

b. Prior to the provision of service, a Statewide Criminal Background Check must be completed on all Supported Work Environment/Job Coaches (see Attachment 1).  A copy of the Background Check must be kept in the employee’s personnel file.  The Agency will be held accountable for ALL requirements/processes referred to in the Background Check handout.  A complete Background Check includes the following three components:
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1) A completed HFS-64 Background Information Disclosure form (BID form).

2) A Department of Justice (DOJ) Criminal History Record Request.

3) A Department of Health & Family Services (DHFS) letter regarding the status of a person’s administrative finding or licensing restrictions.

The Background Check must ALSO meet the requirements set forth in the Milwaukee County Caregiver Resolution (see Attachment 2).

c. For those Supported Work Environment/Job Coaches that will be transporting clients, a Department of Motor Vehicle Driving Abstract must be completed prior to the provision of services (see Attachment 3).  A copy of a valid Wisconsin Driver’s License and a copy of the Supported Work Environment/Job Coach’s current automobile insurance must be kept in the employee’s personnel file.

It is expected that the Provider Agency will assist the client in getting to the jobsite and/or in making arrangements for transportation to the jobsite, as needed.

3. Client File.

a.
Every Client should have his/her own file (see exceptions in attached Provider Bulletin #1-07 – Attachment 4).  Files must be maintained as outlined in the attached Provider Bulletin #1-07.

b.
The Agency must receive a PROVIDER REFERRAL FORM (Wraparound Milwaukee and FISS Services each have their own) from the Care Coordinator/FISS Manager prior to the provision of services.  The Referral Form must be filled out in its entirety.  A copy or original must be kept in the client’s file.

c.
A CONSENT FOR SERVICE form must be completed on every client prior to the provision of services.  The consent should be dated and signed by the client and must be signed by the legal guardian, if the client is a minor.  If the client is an adult, he/she must sign and date the Consent.  The Consent  must specify the Agency providing the service, the service being provided and any other special requirements set forth by the Agency/client.  All Consents authorize service for one year from the date of signing.  As services should, on average, last 6 months or less, one signed Consent should be sufficient.  In very rare occasions, if services go beyond the one-year (12 months) timeframe, another Consent must be signed.  The Consent for Service must be kept in the client’s file.

NOTE:  The Agency is expected to create their own “Consent for Service” form. The Wraparound Milwaukee Quality Assurance Department is willing to review the Agency’s form for completeness.

d.
If a client is going to be transported, a completed TRANSPORTATION CONSENT FORM (see Attachment 5) must be in the client’s file prior to the first transport.  The Consent should be dated and signed by the client and must be signed by the legal guardian, if the client is a minor.  If the client is an adult, he/she must sign and date the Consent.

4.
Documentation.


A weekly summary note is permissible.  The Provider Agency can establish their own note format, but the note must include the following information (see Attachment 6 – Sample Weekly Progress Note):

a. Agency letterhead that includes that the service being provided is Supported Work Environment – 5560.
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b. If the client is Wraparound Milwaukee or FISS.

c. Month/year service is being provided.

d. The client’s name (if the client is a sibling/caregiver of the identified enrollee, then the identified enrollee’s name must also be referenced).

e. All dates (example – 10/29/03) of when the client was seen face-to-face or when any work was done on behalf of the client (i.e., job searches, phone calls/contact with collateral’s/potential employers, etc.).

f. The total number of service hours provided for that week.

Note:  Although a total amount of service time is being noted, the actual time spent providing the services to the client or on behalf of the client for all of the dates of service listed, must be referenced either within the context of the note or can be kept separately on some type of monthly client log.  If the Agency desires to use a separate logging system to record the specific daily amount of service time spent with the client or on behalf of the client, the total hours for the month on that log must correlate with the “Total time seen for the week” area on the note.  The log must then be attached in some way to the note.  This is necessary for auditing purposes.

g. The body of the note must reference the specific tasks/calls/contacts engaged in/made related to the identified client’s vocational needs and goals.  (These needs/goals should correlate with what is on the Plan of Care for Wraparound or on the Treatment Plan for FISS.)

h. The Provider’s signature (i.e., full name – or at minimum first initial and full last name – and credentials, if applicable).

i. Notes must be kept in chronological order with the most recent week’s note on top.

Note:  If more than one Provider at the Agency is involved in working with the same client during the month, both Providers are responsible for documenting their own interactions with/for the client as referenced above.  The total time billed for that client for that month should equal the total service time of both of those Providers.
Reminder:  The use of “white out” on the Progress Report Log is NOT permissible.  Errors must be corrected using a straight line to strike out the error, with that error being date and initials (Example – Contact C.W. 11/16/04).



5.
Billing.

a.
Face-to-face contact with the client, whether in the office, on a jobsite, transporting to a job interview, etc., IS billable.  This includes Child & Family Team meetings, Plan of Care meetings and any other meeting in which the youth/family is being discussed and is present. The time spent at such meetings should be billed at the established hourly rate.

b.
Time spent (including drive time) engaging in work on behalf of a client (i.e., internet job searches, talking/meeting with prospective employers, picking up job applications) IS billable.

c.
Phone/written or email contact with a client and/or attempts at contacting a client are NOT billable, but should be documented.

d. Transportation time to and from the client contact is NOT billable.

e. Client “No Shows” are NOT billable, but should be documented.

f. Time spent talking with and/or attempting to contact Care Coordinators is NOT billable, but should be documented.
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g. An Agency can bill to the 10th of an hour (i.e., .1 = 6 minutes, .2 = 12 minutes, .3 = 18 minutes, .4 = 24 minutes, .5 = 30 minutes, etc.)  It should not be assumed that one must bill in quarter hour increments.


C.
Miscellaneous.

In the event that an Agency has “employed” a client in “work” at that Agency (i.e., doing ongoing office cleaning or maintenance) as a job-training experience, the following guidelines must be followed:

1.
The Agency must actually hire the client as an employee.  This includes completing all necessary employment paperwork and interviews, including completion of a complete Background Check..

2. The client must be paid accordingly for work performed.

3. In an effort to avoid a conflict of interest/assure ethical work boundaries are being maintained, the person supervising the client and his/her job performance should NOT be the identified Supported Work Environment/Job Coach provider.

4. Employing the client at the Agency should not be a long-term employment situation.  The role of the Supported Work Environment/Job Coach provider/Agency is to assist the client in getting community-based sustaining employment.

Any/all of the above requirements may be audited by Wraparound Milwaukee/FISS, the State of Wisconsin, Milwaukee County and/or any program-affiliated auditing body.

Reviewed & Approved by:                                                                                                       










    Bruce Kamradt, Director

DDJ – 7/19/06 – Supported Work P&P
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