Instructions for the use of Supports for Community Living Supported Employment Forms

· Forms constructed using Microsoft Word
· Person-Centered Employment Plan Form - rarely used in SCL – This form is used to construct the PCEP that is ordinarily funded through OVR.  Person-Centered Job Selection is funded through SCL only when the participant has used the available allocation of funding through OVR and there has not been a significant change in their disability that would qualify them for additional support.
· Long-Term Employment Plan Form – Defines the types and quantity of long-term support the participant needs in order to maintain their employment.  Must be submitted to CareWise as part of the participant’s plan of care.  Initially funded by OVR through the outcome payment.  Should be updated on a yearly basis though SCL as part of the Plan of Care process.  It is strongly advised that you work with the Case Manager to include justification from the Supports Intensity Scale and the HRST (if applicable) within the Long-Term Employment Plan.
· Supplemental Note – Used to provide additional documentation when the standard activity forms do not allow sufficient space.
· Protected “fill-in” forms with no internal programming.
· If using Microsoft Windows, the original forms should be saved as a Word Template (choose “save as” in the file menu and select “word template” in the “save as type” dropdown) in the following directory:                                                        C:/users/{your user name}/appdata/roaming/Microsoft/templates/.  If you do not use Microsoft Windows you should consult your IT provider regarding the storage of templates.
· To open the files for use you should open your Word software and select File>new>My Templates and select the form you wish to use.
· You should save the completed forms as a Word document (to which it should default) using whatever naming and storage conventions you wish to apply, excluding the current directory.

· Forms constructed using Microsoft Excel are constructed alike.  Please see below for information regarding the actual use of these forms.
· If using Microsoft Windows the original forms should be saved as an Excel Macro-Enabled Template (choose “save as” in the file menu and select “Excel Macro-Enabled template” in the “save as type” dropdown)  in the following directory:       C:/users/{your user name}/appdata/roaming/Microsoft/templates/.  If you do not use Microsoft Windows you should consult your IT provider regarding the storage of templates.
· To open the files for use you should open your Excel software and select File>new>My Templates and select the form you wish to use.
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· Using the Employment Support Activity Note
· Open your Excel software and select File>new>My Templates and select the appropriate note form.
· All Activity Note Forms allow up to ten (10) distinct billable time periods in each file.
· Each form provides space for the Participant’s name and MAID #.
· Each Form also allows for the tracking of at least one additional relevant piece of Qualitative information:
· Long term Employment Support – Job Title and Employer
· Person-Centered Job Selection – Interests and Hobbies
· Job Development and Analysis - Vocational Preferences
· Job Acquisition – Summary of the Participant’s Integration into the Workplace.  
· Each form automatically calculates the earliest service date documented, the latest service date documented, and the number of units of service documented on the form.
· The form for the first date of service is preloaded on the form.  For each date of service you must enter the date of service and the beginning and ending time of service (using AM and PM as appropriate).  The number of units provided is automatically calculated.
· Each form is constructed with four sections (A through D) a small amount of room is provided to include relevant information.  Should the amount of space prove to be insufficient, enter “yes” following the question regarding supplemental notes, and enter the additional information on the Supplemental Note form. 
· There is space on each daily note for the Employment Specialist’s signature.  The Date of Service is automatically loaded.
· You should save the partially completed form as an Excel Macro-Enabled Workbook (choose from the “save as type” dropdown) using whatever naming and storage conventions you wish to apply, excluding the current directory.
· Re-open the document in order to add information for the next date of service.
· Select the red cell immediately below the signature line on the last date you completed and take the action listed in the cell.	For the second date documented this action should be to hold down the control key and press “a”.  This should cause a new daily form to load.
· Continue this process of saving and re-opening until you either submit the documentation for billing or reach the tenth daily form (ctrl i).  At this point you will need to open and complete a new template.
