Department of Workforce Development
State of Wisconsin

Division of Vocational Rehabilitation

Supported Employment Monthly Job Development Report
Personal information you provide may be used for secondary purposes [Privacy Law, s. 15.04 (1)(m), Wisconsin Statutes].


Please review Technical Specifications and Fee Schedule for additional service information.  Report must be submitted within 5 days of the end of service or previous month if service is continuing. 
	Report Month
 FORMDROPDOWN 

	Report Year (YYYY)

    

	Consumer IRIS Number (9 Digits)

	Service Provider Name (10-Character Abbreviation)
     

	Consumer Name (As Listed on Purchase Order)
     
	Service Authorization Date (MM/DD/YYYY)
     


	Report Date

     
	Report Author

     

	Hire Date (if known)

     
	Invoice Amount

     

	Counselor/DVR Staff Contact Name

     
	Consumer Phone Number

     

	Next Date of Supported Employment Job Development Plan Review

     

	Written Description of Reason and Purpose for Authorization

     

	Special Accommodation Needs

     

	Preferred Communication/Learning Style

     

	Specific Questions or Concerns to Address

     


Required Service Elements:
· Job Development activities are performed under the Division of Vocational Rehabilitation (DVR) name. The Job Developer will represent their services to the employing community as a service provider for DVR.

· Service Provider secures job opportunities for the authorized consumer using all appropriate resources to include Job Center of WI registration, and other services such as resume writing, job seeking/keeping workshops or other employment preparation services as needed. 

· Service Provider directly, and in person, contacts employers on behalf of the consumer and DVR to obtain information on competitive job openings and to develop or construct jobs for the consumer based on their stated preferences and skills.

· Service Provider conducts on-site job analysis, assists employers in identifying, modifying, and eliminating environmental barriers and provides for rehabilitation engineering consultation as appropriate.

· Service Provider, in cooperation with DVR staff, educates employers about disability-related issues, including pertinent legislation. 

· Service Provider networks with DVR staff and other community agencies in the service area to coordinate contacts with employers.

· Service Provider provides employment preparation services (interview prep, resume development, including visual resumes or profiles, job shadows, etc.) as part of Job Development, as identified in the planning process when Job Center services do not adequately address consumer's needs.
Required Monthly Reporting Elements: 
(The first monthly report will consist of a written Job Development plan to provide job development services.  All elements of this plan would have been discussed during the assessment phase for the consumer and include responsibilities of each party and a 60 day in-person review component.  See Technical Specifications for required reporting elements.)

1. Dates of meetings with consumer and nature of the meeting.
     
2. Dates and all employers contacted on behalf of the consumer including the nature of the contact (phone, in-person, business tour, in-depth meeting). 


3. Feedback from previous employer contacts (job filled, no openings).

4. Any employment preparation services provided including copies.
     
5. Requests for technical assistance from DVR or other collaborative partner (including a Job Development plan update meeting request). 
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