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OVR SE 4
(rev. 10/2024) 

Kentucky Office of Vocational Rehabilitation 
Supported Employment Services Note 

BASIC INFORMATION 

Individual Name Individual Date of Birth 

Counselor Name Provider Name 

Employment Specialist Name Total billable hours 

Date 

For the purpose of this document, and in accordance with the Supported 
Employment (SE) Service Fee Memorandum (SFM), supported employment 
services are viewed as intensive, ongoing support services provided to an 
individual after they begin employment.  These services are needed to assist the 
individual in performing their work, which leads to stable and sustainable 
competitive integrated employment.  Examples of such supports include, but are 
not limited to, the following: job coaching or training, routine contacts (e.g., 
employer, consumer, supervisor, etc.), orientation, problem-solving (with 
transportation, clothing, hygiene, soft skills), crisis management, career 
advancement (e.g., increasing work hours, promotions, or additional trainings). 

SERVICE 

 Were services provided on this date performed onsite, offsite, or both?  (Please choose) 

What support services did you provide? 
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  RESULTS 

What feedback did you receive from the employer about the individual’s work performance? 

What did you learn about the individual’s job performance, employer, employment site? 

How is the individual achieving stability on the job? 

What does the individual need to perform their work more independently? 
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How are you reducing your presence on the job site? 

What steps were taken to increase natural supports on the job? 

What additional information or insight was obtained? 

NEXT STEPS 

When will you provide the next service? 

Do you feel the individual has reached stability on the job? (Choose one) 

If the individual has achieved stability, then complete the Extended Services 
Plan and update the Employment Stability Assessment form and submit to the 
OVR Counselor. Submit this form to the counselor by the 5th of each month. 



Non-Discrimination Statement:

The Kentucky Office of Vocational Rehabilitation does not discriminate on the basis of race, color, 
national origin, sex, age, religion, disability, genetic information, marital status, sexual 

orientation, gender identity or expression, veteran status, pregnancy or affiliated medical 
condition, marital or familial status, or any other status protected by

applicable law.
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	Consumer Name: Randy Norton
	Consumer Date of Birth: 10/26/1997
	Counselor Name: Lisa Jones
	Provider Name: Cardinal Employment
	Employment Specialist Name: Lori Barrett
	Total billable hours: 8
	Date: 4/21/2025
	Were services provided on this date performed onsite, offsite, or both? (Please choose): [Onsite]
	What support services did you provide?: I was with Randy for his first day of work at Matusushita Manufacturing and stayed with him throughout his shift.  After his shift, I gave his parents a call to tell them how everything went.
	What feedback did you receive from the employer about the consumers work performance?: Jim, Randy's supervisor was impressed with Randy on his first day of work.  He appreciated how focused he was on his work and how quickly he learned how to assemble a vacuum.  His team leader, Pete, was in closer proximity to him and said that he did well.  

There was a discussion about Randy being reminded to go on his break at the correct time.  Pete said that he and Eddie can remind him as they are going on break.    
	What did you learn about the consumers job performance employer employment site?: As I learned during Discovery, Randy learns a task after one showing.  The faulty vacuums at Matsushita are dissembled into 24 different parts and a variety of bolts and screws.  At his work station, Randy has containers on a shelf that can hold all of the disassembled parts and hardware.  Pete showed Randy how to disassemble a vacuum once, and Randy was able to repeat the process while needing to ask for help twice.  On his second vacuum that he disassembled, he had the process down, which impressed Pete, and he observed his third and fourth before leaving Randy I to do his work.  Randy can currently disassemble a vacuum in 15 minutes.  

The facility is large, but there is short walk to Randy's work station and the break room where he stores his snack       
and clocks in.  He was able to memorize his employee ID by the end of the shift in order to clock in.              

	How is the consumer achieving stability on the job?: Randy is performing his job tasks independently at a satisfactory rate.  He is learning to navigate the facility to the break room, which will become easier with more repetition.  He is receiving verbal prompts from Eddie and Pete to go on break.  He has memorized his clock in number and the procedure to clock in and out.   
	What does the consumer need to perform their work more independently?: Randy is working with only casual observation after one day as it he learned his job quickly.  It may take more time to get to the break room, feel comfortable there, and get to know his coworkers.  In time, he will most likely develop a work routine and remember when his breaks are.
	How are you reducing your presence on the job site?: I am going to allow Randy to work with less monitoring and have him take the lead when we are walking to the break room and to the work station to encourage his independence.  I'm also going to encourage him to sit with a coworker during his break.  Randy also has a schedule at his work station detailing his clock in/out times and what times he should be taking a break.  
	What steps were taken to increase natural supports on the job?: Randy and I have seen Eddie and Pete, who have met Randy and say "hello" to him at work and prompt him to take his break as well as sit and visit with him in the break room.  Those two individuals, as well as Jim, are getting to know Randy and will continue to do so as he works there for a longer period of time.    
	What additional information or insight was obtained?: Randy can comfortably work on his feet assembling vacuums for 2 hours before taking a break to sit down.  By the end of his first shift, he was tired, but his performance has also improved.  Randy seemed happy at the end of his shift.  When I asked him if he liked this job, he said: "yes".   
	When will you provide the next service?: During his next shift, Randy's second day of work.  4/22/2025.
	Do you feel the consumer has reached stability on the job? (Choose one): [No]


