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IVRS SELF-EMPLOYMENT PROGRAM
Right to Informed Choice 

All individuals with disabilities have the right and responsibility to exercise self-determination and make choices about their lives, including vocational pursuits. Self-Employment may be considered in the wide array of employment options available for eligible Self-Employment Candidates of IVRS, but is not an appropriate goal for everyone.  It is essential that a Self-Employment Candidate is well-informed of potential risks, and efforts are made to minimize those risks when considering the IVRS Self-Employment program.

Self-Employment as an Option
The process for developing a plan for self-employment is progressive and begins with an assessment of a Self-Employment Candidate’s potential for self-employment success based on the following conditions:

· Vocational evaluation and appropriate feasibility studies reflect self-employment aptitude and a good employment match. 

· The income derived from a self-employment plan is to be the Self-Employment Candidate’s primary source of support.
· Self-employment is the result of a Self-Employment Candidate’s informed choice and consistent with their unique strengths, resources, abilities, capabilities and interests, and each Self-Employment Candidate understands the complexities and seriousness of this choice.
· Self-employment will produce a greater likelihood of attaining and maintaining employment.
· When assistive technology is required for the business, the cost is planned and deducted from the financial assistance.  If the assistive technology was purchased prior to ISE, the assistive technology amount spent reduces the FA dollars by that same amount. 
· If the assistive technology is for the individual person and no one else would/could use it but the candidate (i.e. artificial limb), it is not part of FA.
· Purchases should be made through Vendors and not job candidate reimbursement unless there is no other way. 
IVRS may limit or deny ISE funding assistance to an applicant who has previously received educational or training equipment from the division through another rehabilitation program when such equipment could be used in the applicant’s proposed business.  The equipment that was purchased for training and placement  may not be used as match.
IVRS funding assistance cannot be used to support adult entertainment businesses, including pornography or drug paraphernalia. IVRS reserves the right to deny approval and funding of a business determined to be inconsistent with community standards including products that are controlled or regulated such as alcohol, tobacco, and firearms. Self-Employment Candidates interested in developing such 
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businesses must initially approach communities or Chamber of Commerce centers, and City Council or other appropriate governing bodies in which the intended business will operate in order to obtain primary approval, prior to secondary approval, to be explored by IVRS/IDB Administration through the Attorney General’s office (State of Iowa).
A.  Purpose  





 
The purpose of self-employment is to assist individuals achieve a level of self-sufficiency, defined as a minimum of 80% of Substantial Gainful Activity.  Case closure at less than 80% requires supervisory approval.  



Self-employment is a vocational option available only to profit-making businesses intended for operation within the state of Iowa. The purpose of self-employment services is to support an employment outcome that will significantly contribute to a Self-Employment Candidate’s financial self-sufficiency. Individuals who desire to enter into a self-employment goal without any interest in achieving that level of economic independence are encouraged to explore opportunities through the Medicaid Infrastructure or other similar types of quality of life venues. 
B.  Scope of Services
Self-employment is a business operated by the Self-Employment Candidate in which, the individual performs, supervises or subcontracts the major part of the product or service to be produced.  The eligible individual must own at least 51% of the business and may include sole proprietorships, partnerships, corporations or limited liability companies.  

IVRS/IDB does NOT support the following:

· Hobbies or similar activities that are NOT income-producing at the level required for self-sufficiency.

· Business ventures that are speculative in nature or considered high-risk by the Better Business Bureau (or a similar organization). Examples of this might include multi-level marketing or investment schemes, stocks, authorship, etc. 

· The purchase of real estate, real estate improvements, including leasehold improvements.

· Coverage for individual insurance needs. 

· Vehicle lease or purchases unless documentation shows a vehicle is an integral part of a business and specifically related to a business equipment or service need. Final approval is required by the Bureau Chief.
· Non-profit 501(c) (3) or similar businesses cannot be supported due to the fact that IVRS/IDB funds are used to assist for-profit making ventures.

· Businesses that may be determined to be inconsistent with community standards such as alcohol, tobacco, firearms, adult entertainment industry, pornography or drug paraphernalia.

· E-Bay businesses. 
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The entire self-employment process should be a joint venture between rehabilitation Self-Employment Candidates and counselors, in collaboration with IVRS Business Development Specialists, Managers, IVRS Supervisors, along with consultants and/or service providers, vendors and other individuals involved in planning or responsible for providing financial or technical support. Communication between the Self-
employment Candidate and IVRS representative is an ongoing process essential to ensure common understanding of the intricacies of self-employment.  

The IVRS self-employment program process involves a five-step approach. Each step consists of questions to explore or tasks to complete prior to an applicant advancing to the next step. It is important that dialogue between IVRS counselors and Self-Employment Candidates occurs throughout each step, with an ongoing focus on disability-related information and business planning. Continued involvement in this program can be considered as the Self-Employment Candidate progresses through each step outlined in the self-employment process. 
Steps in the Self-Employment Process
1. Orientation and Exploration
 

2. Initial Planning

3. Business Plan/Feasibility
4. Business Implementation 

5. Business Follow-up

After a Self-Employment Candidate’s eligibility for IVRS services is established, a Self-Employment Candidate and counselor begin the development of an Individual Plan for Employment (IPE).  Individuals who are receiving ISE services and are joint Self-Employment Candidates of both IVRS and IDB will have their ticket assigned to IDB.  Assessments obtained in the eligibility process may be conducive in helping determine self-employment as a realistic goal.  
It is important for Self-Employment Candidates to consider all factors before pursuing self-employment. Rehabilitation counselors are vital in helping Self-Employment Candidates understand the different aspects involved in self-employment by asking questions and gathering information to identify issues that might impact a Self-Employment Candidate’s business success. The opportunity for a Self-Employment Candidate to participate in an orientation is required unless clear and convincing evidence demonstrates that he/she has already received similar training or has an educational background or experience to allow movement to the next step without participating.

Step 1.  Orientation and Exploration – this process allows Self-Employment Candidates and IVRS staff to begin exploring self-employment before an investment of time or money is made. If the Candidate is a recipient of SSI or SSDI, the individual should be referred for Benefits Planning prior to or in concert with the initiation of the self-employment goal.  The TTW is assigned to IVRS at planning when the candidate is identified as a recipient of SSI or SSDI.  This is done automatically once IRSS is notified of their benefits.   The exploration phase is to help the candidate discern if small business is right for them and considers in general what it takes to own a business and operate it effectively. 
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Step 2.  Initial Planning

The Counselor, ISE Candidate and BD review the income offset documentation and the candidate’s current financial obligations to consider the financial feasibility of self-employment and what steps are necessary to progress. The ISE candidate and their rehabilitation team (Counselor, Business Specialist, and possibly local Supervisor) explore self employment by considering the following:

· “Can I Afford to do This?

· Complete income offset

· Obtain a free credit report

· Complete documentation of “match” items.
Upon positive review of the financial obligations, should the counselor support progression in the ISE program, the Self-Employment Candidate, counselor and Business Development Specialist jointly explore the business idea(s), prior training 
and experience in the business area, and determines the issues to consider for 

feasibility.  The result of this meeting is a statement from the Self-Employment 

Candidate on what it is the Self-Employment Candidate believes they need to start and operate the business concept.  It is at this point that the team determines if the full self-employment program is necessary or if Self-Employment Lite is more appropriate.  

Step 3.  Business Plan/Feasibility 






TECHNICAL ASSISTANCE – is integral to the Business Plan feasibility. The Individual Plan for Employment reflects self-employment and the case record should be in an active status. 
Technical Assistance (TA) is provided directly by the Business Development Specialists and requires Program Manager approval to access and purchase additional assistance. Purchased Technical Assistance, not to exceed a cumulative total of $10,000, is available for an active Self-Employment Candidate of IVRS during any part of the business process.   For IDB job candidates, approval for Technical Assistance must be obtained from the Supervisor of Field Operations for IDB.  Technical Assistance services may include consulting in the areas of business needs that require certification and licensure to perform and such requests for outside qualified professionals must include:


•
Hourly fees for services

•
The type of service to be provided

•
Timeline for delivery of services

Self-Employment Candidates will be provided a list of qualified professionals, after usage is approved by the Program Manager, by the business development specialist if specialized consultation services are necessary. The selection of the qualified professionals will be the responsibility of the applicant and must be approved by authorized agency personnel. 
This team determines if the business idea is viable (or that expansion of an existing business will produce an increased level of self-sufficiency). The IPE is reviewed after the feasibility assessment to determine if continuing with the business idea is still warranted.  The IPE must be revised to reflect the necessary services to more fully develop the business if the idea is adopted. .  If there is a difference in opinion 
October, 2013












I-5

between the Counselor and the Business Specialist, the counselor and local supervisor make the final decision. 
. 











A detailed study of the business idea is conducted to determine if the business makes sense in four specific areas: Personal, Business, Market and Financial. The final result of this phase is the informed Self-Employment Candidate’s choice on if further pursuit of a business is appropriate and financially stable.  The Self-Employment candidate will be provided documentation of any issues that requires attention prior to moving forward so the team can work on these issues and achieve resolution.  
The plan is a comprehensive written document that shows how a business will succeed and incorporates information from the study. The main reason to develop a business plan is for the Self-Employment Candidate’s benefit so that informed decisions can be made.  The business plan is developed as part of the feasibility study.
Step 4.  Business Implementation

Self-employment services may provide additional Technical Assistance and Financial Assistance funds to begin the development of the business.  All financial resources that are provided are dependent upon the specific needs of the business and consistent with agency policies and procedures.  Prior to authorization of any service the team ensures that the business plan detailed what was required for business start-up, the sources and uses, costs and approval of those services.
Financial Assistance is only authorized if the business has a need for funds in order to be successful, and the individual can provide or demonstrate a dollar-for-dollar match
of the funds requested. 
FINANCIAL ASSISTANCE
The financial support of the business requires extensive monitoring on the part of IVRS Business Development staff to determine if the business is meeting the projected income levels and proceeding according to the plan. This process is based upon the business plan needs and a graduated increase in funding as dictated by the plan.  This approach ensures continuity, financial viability and a focus to achieve business sustainability. The financial authorization process requires a Self-Employment Candidate to share equally in costs associated with the business and cooperate with IVRS guidelines during Business Implementation activities.  Financial support also requires that a Self-Employment Candidate demonstrates cooperation by providing IVRS Business Development Specialists financial information before additional funds are expended.
Financial Assistance funds may be awarded up to $10,000 based upon an approved Business Plan and the Self-Employment Candidate’s ability to demonstrate a dollar-for-dollar match based on the amount of funding needed. The match may be provided through approved existing business assets, cash, conventional financing or other permitted sources.
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The amount recommended by the Business Development Specialist and approved by the counselor and supervisor will be provided as described above and in support of business operations. The timing of each phase and the amount of funds for each phase shall be established in the approved Business Plan. Financial Assistance is 
only authorized when each phase meets specified business results, there is evidence of business need and the business is progressing according to plan.
Any time in the process that the Business Plan projections do not meet anticipated expectations, plans should be reviewed and decisions made concerning steps to revisit, or re-evaluate the feasibility of the business. The financial projections should be consistent to the level of income needed by the individual as agreed upon in the IPE and Business Plan.

Case Progression

Progress reports providing an overview of the previous month are supplied by the 15th of each month by IVRS Business Development Specialists to counselors during Business Implementation. Self-Employment Candidates who are current Social Security beneficiaries whose progress reports show achievement of SGA in any given month will be asked by their Business Development Specialist to begin completing a Ticket-To-Work Self-Employment Income form. Business Development Specialists recommend a date for business stabilization in collaboration with a Self-Employment Candidate and counselor in order for a case file to move to status 22-0.
Stabilization is defined as a point in the business where the Self-Employment Candidate, counselor and Business Development Specialist agree the business is operating as outlined on the IPE and meeting financial projections specified in the Business Plan. 
· Stabilization is when the business would be considered self-sustaining and earning a minimum of 80% of SGA monthly unless an exception has been approved.  
· Services include a minimum of monthly communication by the IVRS Business Development Specialist with the Self-Employment Candidate and counselor to ensure business operations are continuing as planned.
· Information, financial and otherwise, is collected and analyzed to ensure the business is on track for eventual closure in status 26-0.  

· Business Development Specialists prepare a final report outlining Self-Employment Candidate earnings, benefits and current status of the business for counselors to review.  Recommendations included a date for case closure, and upon agreement by all parties, paperwork can be completed between a counselor and Self-Employment Candidate to close the case in status 26-0.
· When assistive technology is required for the business, the cost is planned and deducted from the financial assistance.  If the assistive technology was purchased prior to ISE, the assistive technology amount spent reduces the FA dollars by that same amount.  This is planned and monitored by the counselor and BDS. 

· If the assistive technology is for the individual person and no one else could/could use it but the candidate (i.e. artificial limb), it is not part of FA.  This is planned and monitored by the counselor and BDS. 
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· Purchases should be made through Vendors and not job candidate reimbursement unless there is no other way.  This is monitored by the BDS. 

Counselors, having obtained signatures of entrepreneurs interested in publicizing and promoting their business through IVRS initiatives, will provide the Business Development Specialist with a copy of the Statement of Understanding (Publicity Release) form. Additionally, entrepreneurs will be asked about their willingness to participate in upcoming surveys conducted by ISE pertaining to program satisfaction and recommendations for future improvements.







Step 5.  Business Follow-up

IVRS Business Development Specialists will follow-up with a Self-Employment Entrepreneur to review business progress, provide assistance to address problems that may occur, and ensure business operations are progressing as planned. Additional follow-up may be provided on an as-needed basis or as requested by the 
entrepreneur. Follow-up will continue for up to two years or until mutual agreement is reached that follow-up is no longer necessary.

During this phase of service, the entrepreneur will continue to provide the following to the Business Development Specialist each quarter for two years after moving into Step 4:
1.
Will submit quarterly cash flow statements or their profit loss statement, 
whatever is their choice and is part of their existing bookkeeping system.; and 

2.
Complete, sign and date a copy of the Maximus Ticket-To-Work Self-Employment Income (SEI) Form if the entrepreneur receives Social Security Disability (SSDI) or Supplemental Security Insurance (SSI).

These quarterly forms shall be retained with the Business Development Specialist through the completion of Step   4 at which time all forms will be incorporated into the ISE file. Business Development Specialists will submit the Maximus Ticket-To-Work SEI form to the appropriate agency liaison. 

D.  Agency Expectations

1. Orientation is provided outlining steps involved in owning and operating a business will be made available to the Self-Employment Candidate through group or individual means.
2. Policies of The Agency regarding other services and supports apply to the self -employment program. 

3. Sustainability is achieved when the business generates excess cash flow from profitable operations and is likely to continue to do so in the future.
4. Feasibility studies are all part Business Plan and include the Informed Choice process.
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5. A Self-Employment case can be closed as rehabilitated when all of the following are met:
· The Self-Employment Candidate has achieved self-sufficiency.

· The business has been operating for at least 180 days, unless the 

income projections for an earlier period have been met or exceeded.  

· Projections indicate the business will continue to operate.

· The Self-Employment Candidate owns and operates at least 51% of the business.









· All other criteria established in the Rehabilitation Act for successful 

closure has been met.

· The individual earns a personal net income of 80% of SGA monthly 

and/or 
consistent with the Business Plan Feasibility Study objectives.  
E.  Exceptions







The following requires an exception through the office supervisor in addition to identified personnel.  All IVRS policies are applicable and the following are handled as an exception:   
1. Cases in which the individual is not required to put up at least 50% of the financial package. 

2. Vehicle lease or purchases.  

3.  
Vehicle insurance.
4. 
Vehicle maintenance and repairs. 
5.  
Computer purchases.
6. 
Closure occurring less than 180 days of the first customer served.
7.  
Authorizations that do not conform to ISE Program processes. 
8.  
Technical Assistance ((VR Administration) exceeding $10,000.
9. 
Financial Assistance (VR Administration) exceeding $10,000.
10.
Business rent/insurance which exceeds six months.

11. Case closure in status 26 if a Self-Employment Candidate is achieving at an 
optimal level of employment but earning less than 80% of SGA.




F.  Self-Employment Responsibilities
The following responsibilities are expected of any Self-Employment Candidate seeking and obtaining IVRS assistance in self-employment.  
· Self-Employment Candidate will not sell, mortgage, give away or dispose of any tools, equipment or supplies without the consent of IVRS unless the Self-Employment Candidate holds title to the item.
· Self-Employment Candidate agrees to return tools, equipment and/or supplies not being used in the business, and understands items are subject to recovery by the State at any time prior to successful case closure, at which time Self-Employment Candidate assumes ownership.
· Self-Employment Candidate agrees to abide by the terms and conditions outlined prior to receiving any tools, equipment and/or initial supplies.
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· IVRS will make every attempt to place funds in whole on any good necessary to avoid shared ownership so that if the case results in status 28 that good is returned in whole to IVRS.  
· Self-Employment Candidate has adequate resources available for the proper maintenance and upkeep of tools, equipment, inventory and supplies.
· Insurance and liability is obtained/maintained to protect the Self-Employment Candidate and business.
G.  Title Requirements






The Self-Employment Candidate’s title to non-expendable tools, equipment and initial supplies purchased by IVRS is conditional:

· Title to items purchased becomes the Self-Employment Candidate’s property at successful closure of the case.






· Items purchased are returned to IVRS at unsuccessful closure of the case. 

· Tools that are provided during training or within the self-employment process become the ownership of the Self-Employment Candidate on the date a file is closed successfully in status 26-0.
· Liability is assumed by the Self-Employment Candidate from the date the tool or item is purchased and received even prior to case closure.
H.  Definitions:
Feasibility – relates to determining if a business concept is viable. A business venture is considered feasible when it can generate enough profit to meet the income goal required for an individual to be considered self-sufficient. 
Financial Assistance –relates to monies used to purchase the necessary tools, equipment, products or services necessary to open the doors of the business and maintain the business as outlined in the Self-Employment Candidate’s Business Plan.  All previous policy information applies.  
Income Offset – is a form signed by the Self-Employment Candidate allowing IVRS to explore potential obligations for which a Self-Employment Candidate may be financially responsible within the State of Iowa.

Orientations for Self-Employment –provides information to eligible rehabilitation Self-Employment Candidates who are interested in exploring entrepreneurship. Orientations help Self-Employment Candidates determine if self-employment is an appropriate goal and clarify expectations for small business development. An overview of the IVRS/IDB Self-Employment process is included in the presentation. 

Plan for Achieving Self-Support (PASS) – An SSI/DI work-incentive that allows recipients to set aside income used to purchase items or services to help achieve their goal. 

Program Manager – An IVRS manager who supervises the self-employment program Business Development Specialists
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Sources and Uses of Cash – A statement that illustrates how much cash is needed, for what specific purposes, where it will come from, and how it will be used to start-up and operate the business.

Technical Assistance – Any specific business-related service provided by the Business Development Specialist.  
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