
 Day Program Monitoring Tool
Supported Employment Review

1 Supported Employment Individual Record Review Standard Yes No  N/A  
Standard    
Gained Weight Comments 

2 Initials:                
3 Is the individual record:                
4 yMaintained in compliance with relevant Division Circulars related to 

  confidentiality and privacy IV.4.1-B 
    s   

5 Service Plan                

6 Please indicate the Service Plan Coordinator  
Residential 
Provider 

 

DDD 
CM 

 

Day 
Program 

 

Support 
Coordinator 

 D   
7 Is a current copy of the individual's Service Plan maintained in the client record? IV.4.1.H.3.i     c   

  Is a current copy of the Self-Care Assessment maintained with the Service Plan? IV.4.1.C     c   
9 Is there evidence that the job coach or designated SE representative attended the annual 

service plan meeting? IV.3.3-C     m   
10 Does the service plan:            
10 yIdentify and address employment barriers? IV.3.3-A.2     m   
11 yDocument the supports which are to be provided by the supported employment 

  agency? IV.3.3-A-5     m   
13 Intervention Plan & Service Log           
14 Are copies of the individual’s current Intervention Plan and Service Log maintained in the 

individual’s file? IV.4.2-A.4     s   
15 Does the Intervention Plan & Service Log match the Service Plan? IV.3.3-D     s   
16 Is each specific service provided to the individual or on behalf of the individual documented 

on the Intervention Plan and Service Log? IV.4.2-A 
    s   

17 yIs the log legible  IV.4.2-A.2     m   
18 yIs the log dated  IV.4.2-A.3     m   

19 
Does the Intervention Plan & Service Log document include, at minimum, one face to face 
contact per month between job coach and the served individual, unless otherwise defined 
and agreed upon and documented in the Service Plan by the IDT?   

IV.4.2-B 
    s   

20 When applicable was the Intervention Plan and Service Log modified when a major change 
occurred in relation to the :   

        
21  •Achievement or lack of achievement of goals, objectives IV.3.3-A-6.i     c   
22  •Availability of services, programs or supports IV.3.3-A-6.ii     s   
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Reviewer Initials
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 Day Program Monitoring Tool
Supported Employment Review

 Supported Employment Individual Record Review Standard Yes No  N/A  
Standard    
Gained Weight Comments 

23  •Changes in the individuals physical condition, cognitive functioning, needs or 
      preferences IV.3.3-A-6.iii 

    c   
24 Direct Time & Billable Hours           
25 Are Billable hours documented on the Intervention Plan and Service Log form?  IV.3.6     s   
26 Are Billable hours documented on the Supported Employment Monthly Data Report? IV.3.6     c   
27 Do the billable hours on the Intervention Plan & Service Log match the hours stated on the:            
28 •Supported Employment Monthly Report?  IV.5.3.B.1     c   
29 •Supported Employment Monthly Attendance Report IV.5.3.B.1     c   
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_____ of _____ SE Files Reviewed
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