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REQUIREMENTS IN WORKING WITH THE STATEWIDE WORKFORCE SYSTEM
Adapted from the RSA-TAC-15-01
Workforce Innovation and Opportunity Act (WIOA), which was signed into law on July 22, 2014, is designed to assist job-seekers access employment, education, training and support services to succeed in the labor market.  There is an expectation that IVRS will match employers with the skilled workers who have disabilities that they need so that business and industry can compete in the global economy.  WIOA amends the Rehabilitation Act of 1973 and ushers in a new era for IVRS to make great strides in working with and across the various systems so individuals with disabilities can and will be successful in obtaining gainful competitive integrated employment.
The purpose of this policy is to align the work of IVRS with the technical assistance provided by the Rehabilitation Services Administration (RSA), which laid out a vision for the one-stop delivery system under WIOA to link key technical assistance and resources to integrate the vision.  The vision reflects the long-standing and ongoing work of Iowa Vocational Rehabilitation Services (IVRS), Iowa Workforce Development, Adult Literacy, and the Office of Career and Technical Education to align a wide range of programs to provide high quality customer service to job seekers with disabilities and businesses through the One-Stop delivery system.  America’s Job Centers, formerly known as One-Stop Delivery Centers, and IVRS are reformed in the service delivery models due to the WIOA legislation, creating a more integrated, job-driven service delivery system.  This system is one that links the State’s diverse talent with employers and businesses. 
WIOA strengthens the role of IVRS in the America’s Job Centers by emphasizing results for job-seekers with disabilities, employers and workers.  It reinforces the partnerships and strategies necessary for America’s Job Centers to provide high-quality career services, education, training and support services to individuals with disabilities that are needed to obtain good jobs and maintain employment.  It focuses the work of the partnership on assisting businesses to find skilled workers and access the supports they need for their current and newly hired workforce.  This is accomplished by providing all customers of the America’s Job Centers access to a range of high-quality services available in their community.  This requires IVRS to be an integral partner and be jointly responsible for workforce and economic development, educational, training, and supports to create a seamless customer-focused American Job Center that integrates service delivery across all programs and enhances access to the programs and services.  
Through the American Job Centers the core partners ensure that businesses and job seekers are a shared customer and they have access to information and services that lead to positive employment outcomes. IVRS staff provide the guidance and expertise on disability-related issues and accessibility so that the promise of the legislation materializes into a comprehensive system of service and support.  IVRS’ role is focused on disability and respects the expertise and authority of the other partners to achieve the common measures.  Under WIOA, the partnership:

· Provides job-seekers with the skills and credentials necessary to secure and advance in employment with family sustaining wages;

· Provides access and opportunities to all job seekers to prepare for, obtain, maintain, and advance in high-quality employment and high-demand careers;

· Enables businesses and employers to easily identify and hire skilled workers and access other supports for their current workforce;

· Participates in rigorous evaluations that support continuous improvements in the American Job Centers by identifying strategies that work for different populations; and
· Ensures that high-quality integrated data inform decisions made by IVRS and the core partners, employers and IVRS job-seekers.

WIOA encourages the establishment of American Job Center certification criteria with common policies and procedures related to operation and delivering of services.  The following characteristics are consistent with the scope of the core programs and are designed to reflect the elements of a high-quality American Job Center:

1. Provides excellent customer service to job-seekers, workers, and businesses by:

a. Reflecting a welcoming environment to all who are served by the center and all staff respectfully are sensitive to the unique needs of individuals with disabilities and are prepared to provide necessary accommodations.
b. Develops, offers, and delivers quality business services that assist industry sectors in overcoming challenges of recruitment, retention, and staff development for the regional economy.

c. Improves the skills of job seekers and workers through access to education and training that leads to an industry recognized credential through the use of career pathways, etc.

d. Creates opportunities for individuals at all skill levels and experiences by providing timely labor market, and job-driven information to make informed choices.

e. Provides career services that support and empower individuals with disabilities.
f. Values the development of skills by assessing and improving those essential skills for employment.

2. American Job Centers reflect innovative and effective service design and:
a. Use an integrated and expert intake process for all customers entering the center;
b. Design and implement practices that actively engage industry sectors;
c. Balance traditional labor exchange services with strategic talent development as needed by the regional economy;
d. Ensure meaningful access to the center by all customers through physical and programmatic accessibility; 
e. Include both virtual and center-based service delivery for job-seekers, workers, and businesses; and
f. Incorporate innovative and evidence-based delivery models.

3. Centers operate with integrated computer systems and high-quality staffing.  High quality centers:

a. Reflect robust partnerships across programs that are not only co-located but are integrated seamlessly;
b. Organize and integrate services by function, coordinating staff communication, capacity building, and training efforts through functional alignment where center staffs perform similar tasks serving on relevant functional teams (i.e. Skill Development Team, Business Services Team). The focus is on service integration and serving all customers seamlessly by providing a full range of staff by cross-functional teams, consistent with the purpose, scope and requirements of each program;   
c. Develop and maintain integrated case management systems;
d. Train and equip center staff with the knowledge, skills, and motivation to provide superior services to job seekers, businesses, and workers so that differing programs understand every program and share their expertise about specific needs per population served so all staff can better serve individuals with disabilities.  All staff are keenly aware of how their particular function supports and contributes to the overall vision and outcomes; and 
e. Staff the center with highly trained career counselors skilled in developing workers’ skill sets for employment success.  

Summary
The following model depicts how IVRS staff will work with organizations and Job Centers in providing technical expertise and services pertaining to individuals with disabilities:
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361.23 – Requirements Related to the Statewide Workforce System  
As a partner of the One-Stop delivery system, IVRS must carry out the following functions:

1. Make available to participants through the One-Stop service delivery system the core services that are provided to all job candidates of IVRS;
2. Follow the methods of referral as described and agreed to in the Memorandum of Understanding;
3. Paricipate in the operation of the One-Stop service delivery system;
4. Provide representation on the Regional Workforce Investment and Opportunity Board;
5. Provide information, training, and technical assistance regarding:

a. The availability and benefits of, and information on eligiblity standards for, vocational rehabilitation services; 
b. Promote the meaningful and effective participation by individuals with disabilities in the One-Stop service delivery system and other workforce partner activities through the promotion of accessibility consistent with the requirements of the Americans with Disabilities Act (ADA) and Section 504 of the Act, the use of nondiscriminatory polices and procedures, and the provison of reasonable accommodations, auxiliary aids and services, and rehabilitation technology for individuals with disabilities;

c. The use of information and financial management systems that link all of the partners of the One-stop service delivery system to one another and to other electronic networks specifically as it pertains to employment statistics and labor market information, job vacancies, career planning, and workforce partnership activities;

d. The use of customer service features such as common intake and referral procedures, customer databases, resource information, etc;

e. Establishment of cooperative efforts with employers to facilitate job placement and carry out other activites that employers determine to be useful; and
f. Resolve conflicts and disputes among staff according to the MoU agreement.

Exceptions

None.
DEFINITIONS

A. General Definitions
1. Americans with Disabilities Act (ADA): A civil rights law prohibiting discrimination against an individual with a disability in all aspects of public life such as jobs, transportation, schools, and other public and private places open to the general public. 

2. Applicant: An individual who submits an application for vocational rehabilitation services, including applications made through common intake procedures in One-Stop centers or through partnerships with LEAs and CRPs.  
3. Applicant’s/Individual’s Representative: A parent, family member, guardian, advocate, or authorized representative of an applicant or individual. 

4. Appropriate Modes of Communication: Specialized aids and supports that enable an individual with a disability to comprehend and respond to information that is being communicated. Appropriate modes of communication include, but are not limited to, the use of interpreters, open and closed captioned videos, specialized telecommunications services and audio recordings, augmentative communication devices, graphic presentations, and simple language materials.

5. Assessment for Determining Eligibility and Vocational Rehabilitation Needs: Means as appropriate in each case:

a. A review of existing data;

b. To determine whether an individual is eligible for vocational rehabilitation services; and

c. To assign priority for services;

d. Provide appropriate assessment activities to obtain necessary additional data to make such determinations and assignments;

e. To the extent additional data is necessary to make a determination of the employment outcomes, and the nature and scope of vocational rehabilitation services to be included in the IPE;

f. A comprehensive review/assessment to determine the unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice, including the need for supported employment, of the eligible individual;

g. Is limited to information that is necessary to identify the rehabilitation needs of the individual and to develop the IPE for employment of the eligible individual;

h. Uses as a primary source of such information to the maximum extent possible and in accordance with confidentiality standards –

1) Existing information obtained for eligibility;

2) Information provided by the individual, or family of the individual;

3) Information that considers the personality, interpersonal skills, interests, intelligence, and related functional capacities and educational achievements, etc., that affect the employment and rehabilitation needs of the individual; 

4) May include an appraisal of patterns of work behaviors and services needed to acquire occupational skills and develop work attitudes, habits, tolerances, and behavior patterns necessary for successful job performance; 

5) Relies on information obtained from experiences in integrated employment settings in the community and other integrated community settings; 

i. Referral for the provision of rehabilitation technology services to assess and develop the capacities of the individual to perform in a work environment; and

j. An exploration of the individual’s abilities, capabilities, and capacity to perform in work situations, which shall be assessed periodically during competitive integrated work experiences, including experiences in which the individual is afforded appropriate supports and training.

6. Assistive Technology: Any aid or device (low tech through high tech) that assists the individual in performing the essential functions of a job and is required in order for the individual to meet the qualified applicant standard to be employed in a manner that the barrier to employment is remediated.  
7. CAP: Client Assistance Program 
8. Community Rehabilitation Program (CRP): A program that provides directly, or facilitates, the provision of vocational rehabilitation services to individuals with disabilities; and that provides singly or in combination, for an individual with a disability to enable the individual to maximize opportunities for employment, including career advancement to include:

a. Medical, psychiatric, psychological, social, and vocational services that are provided under one management; 

b. Testing, fitting, or training in the use of prosthetic and orthotic devices;

c. Recreational therapy;

d. Physical and occupational therapy;

e. Speech, language, and hearing therapy;

f. Psychiatric, psychological, and social services including positive behavior management;

g. Assessment for determining eligibility and vocational rehabilitation needs;

h. Rehabilitation technology;

i. Job development, placement, and retention services;

j. Evaluation or control of specific disabilities;

k. Extended employment;

l. Psychosocial rehabilitation services; and

m. Supported employment services and extended services.
9. Comparable Services and Benefits: Means services and benefits, including accommodations and auxiliary aids and services listed below. This does not include awards and scholarships based on merit.  

a. Provided or paid for, in whole or in part, by other federal, state or local public agencies, by health insurance, or by employee benefits; 

b. Available to the individual at the time needed to ensure the progress of the individual toward achieving the employment outcome in the individual’s IPE; and  

c. Commensurate to the services that the individual would otherwise receive from IVRS. 
10. Competitive Integrated Employment: Work that is performed on a full-time or part-time basis including self-employment for which an individual:

a. Is compensated at a rate that shall not be less than minimum wage; and

b. Is not less than the customary rate paid by the employer for the same or similar work performed by other employees who are not individuals with disabilities, and who are in similar occupations by the same employer and who have similar training, experience, and skills; or

c. In the case of an individual who is self-employed, yields an income that is comparable to the income received by other individuals who are not individuals with disabilities and who are self-employed in similar occupations or on similar tasks and who have similar training, experience, and skills; and

d. Is eligible for the level of benefits provided to other employees;

e. That is at a location where the employee interacts with other persons who are not individuals with disabilities (not including supervisory personnel or individuals who are providing services to such employee) to the same extent that individuals who are not individuals with disabilities and who are in comparable positions interact with other persons; and

f. Present opportunities for advancement that are similar to those for other employees who are not individuals with disabilities and who have similar positions.

11. Customized Employment: Means:

a. Services to family members when necessary to the rehabilitation of the individual;

b. Personal assistance services; or

c. Competitive integrated employment for an individual with a significant disability that is based on an individualized determination of the strengths, needs, and interests of the individual to meet the specific abilities of the individual and the business needs of the employer, and is carried out through flexible strategies such as:

1) Job exploration by the individual;

2) Working with an employer to facilitate placement including:

a) Customizing a job description based on current employer needs or previously identified and unmet employer needs;

b) Developing a set of job duties, work schedule, and job arrangement and specifics of supervision including performance evaluation and job location;

c) Representation by a professional chosen by the individual with a disability or self-representation in working with an employer to facilitate placement; and

d) Providing services and supports at the job location.
12. DDS: Disability Determination Services 

13. DHS: Department of Human Services 
14. Disability: A physical or mental impairment that constitutes or results in a substantial impediment to employment and that substantially limits one or more major life activity.
15. DRI: Disability Rights Iowa 
16. Drug: A controlled substance.

17. Employment Outcome: With respect to an individual means:

a. Entering or retaining full-time, or if appropriate, part-time competitive employment in the integrated labor market;

b. Satisfying the vocational outcome of supported employment; or

c. Satisfying the vocational outcome deemed appropriate including customized employment, self-employment, telecommuting, or business ownership.
18. Extended Employment: Work in a non-integrated or sheltered setting for a public or private nonprofit agency or organization that provides compensation in accordance with the Fair Labor Standards Act. 
19. Extended Period of Time: More than six months.
20. Extended Services: Ongoing support services and other appropriate services needed to support and maintain an individual with a most significant disability in supported employment, that:

a. Are provided singly or in combination and organized in such a way as to assist an eligible individual in maintaining supported employment;

b. Are based on a determination of the needs of an eligible individual, as specified in the IPE; and

c. Are provided by a nonprofit or private organization or any other appropriate resource, after the individual has made the transition from support provided by IVRS.
21. Extreme Medical Risk: A probability of substantially increasing functional impairment or death if medical services, including mental health services, are not provided expeditiously. 
22. Family Member: For the purposes of receiving IVRS services under the “services to family members” means an individual who either:

a. Is a relative or guardian of an applicant or eligible individual; or

b. Lives in the same household of an applicant or eligible individual;

c. Who has a substantial interest in the well-being of that individual; and

d. Whose receipt of IVRS services is necessary to enable the applicant or eligible individual to achieve an employment outcome.

23. Goods: Items/models that are produced then traded, bought or sold; and finally consumed. 
24. Harassment: Any electronic, written, verbal, or physical act or conduct towards an individual which is based on any actual or perceived trait or characteristic of the individual and which creates an objectively hostile environment that meets one or more of the following conditions: 

a. Places the individual in reasonable fear or harm to the individual’s person or property; 

b. Has a substantially detrimental effect on the individual’s physical or mental health; 

c. Has a substantially detrimental effect on the individual’s ability to participate or benefit in services; or 
d. Prevents the individual from following through or executing actions required by the rehabilitation plan. 

Harassment and bullying may include, but are not limited to, the following behaviors and circumstances:

a. Repeated remarks of a demeaning nature focused on the attributes of the individual or their performance; 

b. Implied or explicit threats concerning one’s grades, achievements, property, person, etc.;  

c. Demeaning jokes, stories, or activities directed at the individual; 

d. Unreasonable interference with the individual’s performance; or 

e. Retaliation by deliberately withholding information or work tasks so the individual cannot perform or participate effectively. 

Harassment and bullying does not mean the following when performed by a person who is not the individual: 

a. Open and respectful disagreement of opinion;

b. Incompetence or inability to execute work tasks upon which the individual relies in order to perform his/her work efficiently; or 
c. Jokes, stories, or activities that provide a positive message or lesson learned. 

Sexual harassment of an individual means unwelcome sexual advances, requests for sexual favors, verbal discussions of sexual activities or performance, or other verbal or physical conduct of a sexual nature when: 

a. Submission to conduct is made either implicitly or explicitly in term or condition of the individual’s participation in services; 
b. Submission to, or rejection of, the conduct is used as the basis for academic, employment, or service decisions affecting the individual; 

c. The conduct has the purpose or effect of substantially interfering with the individual’s performance by creating an intimidating, hostile, or offensive environment up and to the degree the individual feels compelled to quit participation to avoid the harassment; or 

d. Counseling conversations include discussions of a sexual nature and have not been referred to appropriate resources. 

In situations between the individual, IVRS employee, partners and business may also include the following behaviors to be considered as bullying: 

a. Requiring that the individual submit to the bullying or harassment by another person either explicitly or implicitly as a term or condition of the individual’s participation in services or employment; or 

b. Requiring submission to or rejection of such conduct as a basis for decisions affecting the individual. 

25. IDB: Iowa Department for the Blind 

26. IHE: Institutes of Higher Education 
27. Illegal Use of Drugs: The use of drugs, the possession or distribution of which is unlawful under the Controlled Substance Act. Such term does not include the use of a drug taken under supervision of a licensed healthcare professional or other uses as defined in the Controlled Substance Act or other provisions of federal law. 

28. Impairment: For the purposes of eligibility, impairment does not include homosexuality or bisexuality; transvestism, transsexualism, pedophilia, exhibitionism, voyeurism, gender identity disorders or other sexual behavior disorders not resulting from a physical or mental impairment.

29. Impartial Hearing Officer (IHO): An individual who has knowledge of the delivery of vocational rehabilitation services, the State plan, and the Federal and State rules governing the provision of such services and training and who has no personal or financial interest that would conflict with the objectivity and decision-making on whether or not IVRS followed the Federal law.  

30. Independent Living Core Services: Information and referral services, independent living skills training, peer counseling, individual and systems advocacy, and services that facilitate the transition of individuals with significant disabilities from nursing homes and other institutions to home and community based residences; or provides assistance to those at risk of entering these institutions so they may remain in the community; and facilitate the transition of youth under IEPs and the IDEA who have completed their secondary education.
31. Individual with a Disability: Any individual who has a physical or mental impairment that constitutes or results in a substantial impediment to employment; and can benefit in terms of an employment outcome from the vocational rehabilitation services provided.

a. Exclusions: the term does not include an individual who is currently engaging in the illegal use of drugs.

b. Exception for individuals no longer engaged in drug use: nothing shall be construed to exclude as an individual with a disability who has successfully completed a supervised drug rehabilitation program and is no longer engaging in the illegal use of drugs, or has otherwise been rehabilitated successfully and is no longer engaging in such use; is participating in a supervised rehabilitation program and is no longer engaging in such use; is erroneously regarded as engaging in such use, but is not engaged in said use.   

c. Drug testing may be required to ensure than an individual described herein is no longer engaging in the illegal use of drugs.

d. Employment (exclusions of alcoholics and individuals with certain diseases or infections): the term does not include any individual who is an alcoholic or who has a currently contagious disease or infection and who by reason of said disease would constitute a direct threat to the health and safety of others and is unable to perform the duties of the job.  Also an individual whose current use of alcohol prevents them from performing the duties of the job in question or who employment, by reason of such current alcohol abuse, would constitute a direct threat to property or the safety of others. 

32. Individual with a Significant Disability: Requires an affirmative and functional response on the three prongs of eligibility and as such: means an individual with a disability who has a severe physical or mental impairment which seriously limits one or more functional capacities (such as mobility, work skills, work tolerance, interpersonal skills, communication, self-care, self-direction) in terms of an employment outcome; and who vocational rehabilitation can be expected to require multiple services over an extended period of time.

33. Individual with a Most Significant Disability: An individual who has three or more functional capacities impacted to a serious and significant level. 
34. Individualized Plan for Employment (IPE): a signed agreement between IVRS and the individual with a disability receiving services that outlines the specific job goal being pursued and the services required in order to be successful in preparing for, obtaining maintaining or advancing in employment. 
35. Individuals with Disabilities Education Act (IDEA): A federal law that requires schools to serve the educational needs of eligible students with disabilities. 
36. ISE: Iowa Self-Employment Program  

37. MCO: Managed Care Organization 

38. Natural Support: A co-worker, family member, or interested party who provides the needed support to learn and perform a skill in order to be successful on the job. 
39. Ongoing Support Services: Services provided to those with the most significant disabilities that: 
a. Are provided at a minimum of twice monthly; 

b. To make an assessment regarding the employment situation at the worksite of each individual in supported employment; 

c. Provide intensive services at or away from the worksite that are needed to maintain and stabilize employment;

d. Consist of skilled job trainers who accompany the individual for intensive job skill training at the worksite;

e. Provide job development, retention, social skills training, and placement services; 

f. Provide regular observation or supervision of the individual placed into employment and follows up regularly with the employer, the individual’s representatives, and others to reinforce and stabilize job performance; and

g. Facilitates natural supports and any other service that is necessary for job retention. 
40. Personal Assistant Services: A range of services designed to assist an individual with a disability to perform daily living activities on or off the job. Such services are designed to increase the individual’s control in life.
41. Rehabilitation Technology: The systematic application of technologies, engineering methodologies, or scientific principles to meet the needs of and address the barriers created by the disability in education, rehabilitation, employment, transportation, independent living, etc.
42. Reverse Integration: A business service offered by a CRP where persons without disabilities work alongside persons with disabilities and are compensated at minimum wage or higher and the pay is commensurate with the work being performed by the industry. 
43. ROI: Release of Information 
44. RSA: Rehabilitation Services Administration 
45. Services: Work performed by one person, or a group of people, that benefits others. 
46. SSA: Social Security Administration 
47. SSDI: Social Security Disability Insurance 
48. SSI: Supplemental Security Income 
49. Supported Employment: competitive integrated employment, including customized employment, that is individualized and customized consistent with the strengths, abilities, interests, and informed choice of the individual involved for whom competitive integrated employment has not historically occurred; or for whom competitive integrated employment has been interrupted or intermittent as a result of a significant disability; and who because of the nature and extent of their disability require intensive supported employment services and extended services in order to perform the work involved.
50. Supported Employment Services: Ongoing support services, including customized employment, needed to support and maintain an individual with the most significant disability in supported employment, that:
a. Are provided singly or in combination and are organized and made available as to assist the individual with a most significant disability achieve competitive integrated employment;
b. Are based on a determination of the needs of the eligible individual as specified in the IPE; and
c. Are provided for a period of 24 months (although the timeframe may be extended if necessary) in order to achieve the employment outcome identified in the IPE.
51. TCM: Targeted Case Management 

52. Traditionally Underserved Populations: the profile of America is changing and those from racial or ethnic populations with disabilities who have received inequitable treatment in American society.
53. Vocational Rehabilitation Services: those services identified in the IPE that are necessary in order for the individual to prepare for, obtain, maintain or advance in employment.  The services are included due to skill deficits, disability related issues, or ancillary needs that without which would prevent progression toward employment.
B. Transition Definitions 
1. Activities: IVRS is authorized under WIOA to provide consultation and technical assistance in a manner that enhances the rehabilitation experience for job candidates
a. Authorized Activities: Used to improve the transition of students with disabilities from school to postsecondary education or a competitive employment outcome and include:  
1) Strategies to increase the likelihood of independent living and inclusion in communities and competitive integrated workplaces; 
2) Instruction for VR counselors, school, transition personnel and others;
3) Disseminating information on innovative, effective and efficient approaches in transition;
4) Coordination with IDEA services provided by the LEAs; 
5) Applying evidenced-based practices to improve policy, procedure, practice and the preparation of personnel;
6) Establishing multistate partnerships and model transition demonstration projects; and
7) Disseminating information and strategies to improve transition to post-secondary activities for traditionally underserved populations (i.e. students who are MSD that typically move into segregated work settings). 
b. Required Activities: Those services and actions taken by IVRS staff to provide direct services to assist the student in skill acquisition. Required activities include: 

1) Job exploration counseling; 

2) Work-based learning experiences, which may include in-school or after school opportunities, or experience outside the traditional school setting (including internships), that is provided in an integrated environment in the community to the maximum extent possible;  

3) Counseling on opportunities for enrollment in comprehensive transition or postsecondary educational programs at IHEs; 

4) Workplace readiness training to develop social skills and independent living skills; and 

5) Instruction in self-advocacy (including instruction in person-centered planning), which may include peer mentoring (including peer mentoring from individuals with disabilities working in competitive integrated employment). 

c. Transition Coordination: Each local office must carry out responsibilities consisting of: 

1) Attending IEPs for students with disabilities when invited; 

2) Working with the local workforce development boards, one-stop centers, and employers to develop work opportunities for students with disabilities, including internships, summer employment and other employment opportunities available throughout the school year, and apprenticeships; 

3) Working with LEAs to coordinate and ensure the provision of pre-employment transition services; 

4) Attending person-centered planning meetings for Title XIX (Medicaid) when invited. 
2. Area Education Agencies (AEAs): An agency tasked with providing educational services to public school districts and nonpublic schools within their geographic boundaries. 
3. Individualized Education Plan (IEP): A written document for students receiving special education defined by the IDEA that includes the individual’s goals, objectives and services. 
4. Local Education Agencies (LEAs): The local school district. 
5. Potentially Eligible: Under WIOA, Section 113, IVRS and LEAs “shall provide or arrange for the provision of pre-employment transition services for all students with disabilities in need of such services, who are eligible or potentially eligible for services under this title”. 

There are no entitlement provisions for individuals who are potentially eligible and as such an individual who fails to proceed to apply for services must still go through the eligibility process before receiving individualized services under an IPE. Once the individual is determined eligible, the applicable waiting list priority of service rule applies.  Students and youth who are determined ineligible are no longer able to receive pre-employment transition services due to that determination.
6. Student with a Disability: An individual with a disability in a secondary, post-secondary, or other recognized education program who
a. Is 21 years of age and younger; and

b. Is eligible for, and receiving, special education or related services under an IEP; or

c. Is a student who is an individual with a disability, for purposes of Section 504.
7. Supplanting Activities: Occurs when IVRS performs a function that is the legal and required activity of the LEA or AEA and is not allowed.  Provisions require that IVRS seek out and utilize comparable services and benefits that are the legal responsibility of the school and then identify the gap between the school requirements and what the individual with a disability needs in order to transition to post-school work and education.
8. Transition Services:  Means a coordinated set of activities for a student or youth with a disability— 
a. Designed within an outcome-oriented process that promotes movement from school to post-school activities, including postsecondary education, vocational training, competitive integrated employment, supported employment, continuing and adult education, adult services, independent living, or community participation; 
b. Based upon the individual student's or youth’s needs, taking into account the student's or youth’s preferences and interests; 
c. That includes instruction, community experiences, the development of employment and other post-school adult living objectives, and, if appropriate, acquisition of daily living skills and functional vocational evaluation; 
d. That promotes or facilitates the achievement of the employment outcome identified in the student's or youth’s individualized plan for employment; and 
e. That includes outreach to and engagement of the parents, or, as appropriate, the representative of such a student or youth with a disability.
9. Youth with a Disability: An individual with a disability who is not older than 24 years of age and not younger than 14 years of age. 

SCOPE OF VOCATIONAL REHABILITATION SERVICES
A.
Description 
Intensive services for individuals who have applied for or been determined eligible and in the priority of services category for vocational rehabilitation services are appropriate to the needs of each individual and consistent with each individual’s IPE.  Select services may be provided to students and youth with disabilities through the provision of pre-employment transition services as outlined in the Serving Students and Youth in Transition section of this manual. 

IVRS must ensure that the services are available to assist the individual with a disability in preparing for, securing, retaining, advancing in or regaining an employment outcome that is consistent with the individual’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice so as to enhance the individual’s self-sufficiency.   IVRS should support an employment goal that enhances an individual’s skill development so that he/she achieves economic self-sufficiency independence, inclusion and integration into society; and supports the State of Iowa’s business community by encouraging individuals to secure employment in middle skill jobs or Science, Technology, Engineering, and Medicine (STEM).  However, IVRS continues to encourage and support individuals with disabilities to pursue other programs in higher education, including education in other advanced degrees.  The vocational rehabilitation services are intended to maximize the potential for individuals with disabilities to pursue and advance in the same high-quality jobs, and high demand careers as persons without disabilities.  

IVRS can impact the workforce system by providing opportunities for individuals with disabilities to participate in job-driven training and pursue high-quality employment outcomes.  Through the expansion of services that connects with business and industry, IVRS creates fundamental linkages with the business community in a manner that strengthens informed choice of the individual with a disability and develops the labor pool needed by Iowa’s business community.  Often the individual with a disability not only needs the information about projected openings and specific training to achieve the necessary skill sets, but also job specific training in order learn and understand the unique needs of the business.  At times this requires not only training for the individual with a disability but training and services needed by the employer, and IVRS has the expertise to bridge this gap and solidify a strong working relationship that is dedicated to a skilled workforce.  

It is the policy of IVRS that services are carried out in a manner consistent with the following principles:

1. Individuals with disabilities are presumed capable of engaging in gainful employment and the provision of individualized vocational rehabilitation services can improve their ability to become gainfully employed.

2. Individuals with disabilities, who receive services through IVRS, are provided these services with the expectation that they will achieve competitive integrated employment.

3. Individuals with disabilities must be active and full partners in the vocational rehabilitation process, making meaningful and informed choices.  

4. Informed choices means that the individual with the disability has been provided all the information necessary to understand the implications of their decisions, when and how IVRS is involved in those decisions, and the individual understands their financial obligations under the IPE.

5. Families and other natural supports can play important roles in the success of a vocational rehabilitation program if the job candidate so desires, or needs such supports.

6. Review methods must facilitate the accomplishment of the employment goal and job candidates fully understand the personal responsibilities in their success.

7. All parties involved understand their roles and responsibilities in the provision of the vocational rehabilitation program and the financial obligations involved.  

8. Job candidates are afforded meaningful opportunities that lead to their employment goal, through engagement in the workforce development system, career pathways, in the pursuit of a meaningful career.

9. Job candidates may be assisted by advocates in the development of the IPE for employment, but recognize that only a qualified IVRS rehabilitation counselor has the authority to review and approve the IPE.
B.  Scope of Services to Individuals with Disabilities 

WIOA places heightened emphasis on the collaboration between IVRS and employers to improve and maximize opportunities for individuals with disabilities, including those with the most significant disabilities, to achieve competitive integrated employment.  Integral to each of these services is the knowledge that local, state, and national companies require in their workforce both in terms of skills and abilities, but also as it pertains to projected openings and job creation.  The scope of services available to job candidates of IVRS is varied so that it meets the needs of job candidates while striving to develop a labor pool of qualified candidates.  The following are the scope of services:
1. Assessment: Used for determining eligibility and vocational rehabilitation needs by qualified personnel, including personnel skilled in rehabilitation technology when appropriate.

2. Vocational Rehabilitation Counseling and Guidance: Including information and support services to assist an individual in exercising informed choice.  Counseling and guidance is focused on the demands of business and industry and the job skills that a job candidate demonstrates so that they can perform the essential functions of the job.  Critical to providing quality counseling and guidance services is understanding the individual’s disability and the impediments to employment that creates, what accommodations may enhance the performance of the essential functions, and the job driven demands and 21st century work skills required by Iowa’s business community.  
3. Physical and Mental Restoration Services: Corrective surgery or therapeutic treatment that is likely, within a reasonable period of time, to correct or modify substantially a stable or slowly progressive physical or mental impairment that constitutes a substantial impediment to employment; is available to the extent that financial support is not readily available from a source other than IVRS (such as through health insurance or a comparable service or benefit).
4. Technical Assistance and Other Consultation Services: To conduct market analysis, develop business plans, and otherwise provide resources to eligible individuals pursuing self-employment or telecommuting or establishing a small business operation as an employment outcome.
5. Vocational and Other Training Services: Including personal and vocational adjustment training, advanced training in a field of science, technology, engineering, or mathematics (including computer science) medicine, law, or business; books, tools, and other training materials, except that no training or training services in an IHE may be paid for with IVRS funds unless maximum efforts have been made by the VR counselor and the job candidate to secure grant assistance in whole or in part from other sources to pay for that training.
6. Supported Employment Services: Ongoing support services, including customized employment, needed to support and maintain an individual with the most significant disability in supported employment, that:

a. Are provided singly or in combination and are organized and made available as to assist the individual with a most significant disability achieve competitive integrated employment;

b. Are based on a determination of the needs of the eligible individual as specified in the IPE; and

c. Are provided for a period of 24 months (although the timeframe may be extended if necessary) in order to achieve the employment outcome identified in the IPE. 
7. Extended Support Services:  Ongoing support services and other appropriate services needed to support and maintain an individual with a most significant disability in supported employment, that:

a. Are provided singly or in combination and organized in such a way as to assist an eligible individual in maintaining supported employment;

b. Are based on a determination of the needs of an eligible individual, as specified in the IPE; and

c. Are provided by a nonprofit or private organization or any other appropriate resource, after the individual has made the transition from support provided by IVRS.
IVRS funding for this service is available only to youth in Supported Employment who are on a waiver waiting list. 

8. Rehabilitation Technology: Includes vehicular modification, telecommunications, sensory and other technological aids and devices.
9. Referral and Other Services: Necessary to assist applicants and eligible individuals with disabilities to secure needed services from other agencies, including other components of the statewide workforce development system, and to advise those individuals about client assistance programs such as CAP and DRI.
10. Job Related Services: Including on-the-job training, job search and placement assistance, job retention services, follow-up services, and follow-along services.
11. Customized Employment: The creation of a job that otherwise did not exist by identifying the essential functions of the job and creating within those functions a specific function that creates a new job description and adds value to the business at which the individual works.
12. Other Goods and Services: Determined necessary for the individual to achieve an employment outcome.
13. Transition Services for Students and Youth: Facilitates the transition from school to post-secondary life, such as achievement of an employment outcome in competitive integrated employment, or pre-employment transition services.
14. Post-Employment Services: One or more of the services identified that are provided subsequent to the achievement of an employment outcome and are necessary for an individual to maintain, regain, or advance in employment, consistent with the unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice.  These services do not require complex and comprehensive provision of services and should be limited in scope and duration.
Services in Support of Those Listed Above:

15. Benefits Planning: Provided to individuals on Social Security benefits that need information to determine the nature and scope of their IPE to achieve gainful employment.
16. Maintenance: Requires a demonstration that participation in the VR program has created an extra expense that otherwise would not have occurred in the course of daily life and includes the option of providing maintenance to offset those extra costs.  Maintenance provides monetary support for these extra expenses such as food, shelter, and clothing that are in excess of the normal expenses of the individual and are necessitated by the individual’s participation in the VR program.  When it is needed in conjunction with post-secondary training, the provision requiring seeking out available grants must be followed.
17. Transportation: In connection with the provision of any vocational rehabilitation services means travel and related expenses that are necessary to enable an applicant or eligible individual to participate in IVRS services, including expenses for training in the use of public transportation.  When it is needed in conjunction with post-secondary training, the provision requiring seeking out available grants must be followed. 
18. Vocational Rehabilitation Services to Family Members: As defined is for family members of an applicant or eligible individual if necessary to enable the applicant or eligible to achieve an employment outcome.
19. Interpreter Services: Including sign language and oral interpreter services, for individuals who are deaf or hard of hearing and tactile interpreting services.
20. Reader Services, Rehabilitation Teaching Services: Means services that assist the individual with a disability to understand written materials, how to manage the disability, and strategies to teach skills so that the individual learns the information and then can perform the work.
21. Occupational Licenses, Tools, and Equipment: Includes initial stocks and supplies.
22.  Personal Assistance Services: A range of services, including among other things, training in managing, supervising, and directing personal assistance services provided by one or more persons to assist the individual with a disability to perform the daily living activities on or off the job that the individual would typically perform without assistance if the individual did not have a disability.
C. 
Agency Expectations  
The reason for the service must be documented in the case record and included on the IPE for individuals who have applied and been made eligible for services and in a priority of service category being served.  Some of the services are based on a fee for service or based on a financial analysis of the individual’s income (and/or their family if applicable).  The service must be agreed to, approved and authorized in advance by the IVRS counselor before the delivery of any service. Services are authorized according to proper accounting procedures and in concert with the State of Iowa Auditing requirements, as well as federal applicable OMB circulars.  Whenever a service is authorized directly to the individual with a disability, the job candidate must provide a receipt for the expenditure to ensure that the expenditure is consistent with the purpose and intent of the employment plan.  If the receipt is not produced or demonstrates that the expenditure was for a purpose not authorized by IVRS, the job candidate must repay IVRS for the authorized amount.  Nothing in this section should be construed as paying for services retroactively.

D. 
Exceptions 
See each policy section.
CASE SERVICES GUIDANCE

A. Introduction
This manual is to provide guidance to IVRS staff in the provision of vocational rehabilitation services to job candidates. In no way should the guidance provided be construed as covering all situations and solutions for every issue that develops in the course of rehabilitation service delivery. Much discretion is given to rehabilitation counselors in decision-making as they develop and carry out individualized programs with job candidates. Staff use professional judgment in making decisions on areas not covered in policy. Only a vocational rehabilitation counselor or vocational rehabilitation supervisor has the authority to approve the agency expenditures in support of an IPE.  

WIOA strengthened the previous disability employment legislations because it ushered in a new service delivery model that created a promise that all individuals, regardless of disability, can have access and engagement within their community and employment opportunities.  WIOA compels IVRS to do things differently and to create a new model of service delivery.  It provides IVRS the opportunity to work smarter not harder;  to serve those we are mandated to serve in a comprehensive manner while still giving guidance and technical expertise to those who would benefit but do not require intensive services.  This continuum of services model propels disability into the community-wide experience requiring all organizations and entities to create systems that work to achieve outcomes for all individuals.  As a result, if the system and services work for people with disabilities it will work for everyone.  Perhaps for the first time in history, disability truly becomes mainstreamed within the organizations and common experiences in the community.  

Integration in this manner allows IVRS staff to provide guidance and technical expertise to the system and organizations so they continue to change and evolve into a system serving all individuals.  In this manner, IVRS no longer becomes the entity to which people with disabilities must go to be successful.  Instead IVRS works to support an existing system, guide those systems in how they can more effectively serve people with disabilities, and create within IVRS new services and supports that the individual cannot obtain from the existing system of service delivery. 

As individuals with disabilities access all services and supports within the community as a natural aspect of living, learning and working, disability becomes part of the mainstream and is no longer segregated to specialized programming.  Those individuals who still require specialized programming find a highly skilled system available to them that uses existing structures and programs in a way that enhances their success and maximizes resources without duplicating services.

B. Definition
Casework includes the provision of all services consistent with agency expectations from application to closure, including intake and eligibility, arranging and providing direct services and appropriately recording provision of those services.  The case work reflects the engagement of the job candidates in IVRS services. These are items which apply to all or most statuses. They may require review of more detailed instructions elsewhere in this manual.

C. Continuum of Services
All Iowans could benefit from financial support in any aspect of their life.  Individuals with disabilities are no different and as such should access that support through the same channels, organizations, and resources available to every individual in the State of Iowa.  When an individual is participating in training at an IHE, “no training services shall be paid for with funds unless maximum efforts have been made by the individual and Iowa Vocational Rehabilitation Services (IVRS) staff to secure grant assistance, in whole or in part, from other sources to pay for such training” (CFR 361.48 (b) (6)).
However, when the disability itself results in a serious need in order to prepare for, secure, retain, advance in or regain employment there may be a financial burden due to the costs associated with the disability.  The IVRS staff must ask themselves “what does this person require from IVRS in order to become successfully employed?”  If the answer is they only require tuition assistance but they have the skills to research employment options on their own, perform a self-directed work search, and can manage the disability and do not require accommodations both in training and at work, then this individual could be successful accessing the services and supports in the community at large (i.e. Iowa Workforce, FAFSA, public transit, etc.). Therefore, this individual would receive services through the community organizations and IVRS would provide the technical consultation necessary to ensure the services and system understand disability and how to make sure the person has equal access, programmatic and physical accessibility, to be successful.  In this manner, IVRS staff will provide the system development guidance but then provide direct services to those individuals with disabilities who require intensive services.
First and foremost when considering if the individual should be recruited into IVRS services is the impact of the disability on the individual’s ability to access and navigate the services available to all individuals.  This indeed is the defining action on if the individual not only should be recruited, but requires IVRS services.  Intensive service(s) needs are as broad and varied as there are disabilities and impact of disabilities on employment.  
Schools, partners, businesses and community organizations all have requirements under the ADA as well as IDEA, depending upon the entity in the center of the discussion.  Regardless of the entity with which IVRS is interacting, individuals with disabilities who are accessing services may require IVRS expertise.  Under WIOA, IVRS staff are afforded opportunities to create avenues of access that become a part of the natural way of life.  Through this process individuals with disabilities are no longer required to be on the IVRS caseload if they need support or access.  Instead, IVRS staff may advocate and provide guidance in a manner that makes a difference in the lives of individuals with disabilities both through advocacy and consultation with organizations to become employed.  Then through intensive services, only those individuals who truly require IVRS assistance are recruited into the caseload.  
D. Information and Referral 
Whether an IVRS staff person is referring an individual to one of the programs of the workforce partnership or providing the technical assistance to the program, the following should be completed either in the Iowa Works system or through a Referral for Services form submitted and copied for the individual with a disability. 

Examples of the Continuum of Services Model:

Whether the partner is a teacher, an IWD employee, or an employer, there may be little understanding of how the disability can be accommodated so that the individual can gain access.  The consultation and technical assistance that IVRS can and should provide to the system so that they can implement and follow the ADA requirements are essential to creating a fully integrated society.

In classes where individuals with disabilities can gain the knowledge and understanding without any specialized support that is individualized, IVRS staff may provide expertise and information on the ADA, accommodations, advocacy, etc., so they gain access and are successful in employment.  
In the school environment, staff may work with teachers and partners during their planning times to discuss pre-employment transition services and content to be infused into the classes.
Through guidance, consultation and technical assistance, the IVRS staff can advocate for all individuals with disabilities to gain access through the normal and common method of services to prepare for, secure, retain, advance in or regain employment.
After engaging the partners, educators, businesses, etc., in the development of a fully accessible service, IVRS staff may determine that the services needed are really more specialized and individualized requiring intensive services so that the individual with a disability can be successful in employment.
In classes where students are able to receive the information and apply it in the manner designed by the teacher, there may be students due to their disability who are unable to learn, or are so distracted they are unable to gain the information, or cannot just be given the information and comprehend how to use it. These students should be recruited into IVRS services as they would not be able to perform a self-directed work search, etc.  
Individuals with disabilities who cannot identify a job goal on their own; who cannot research information independently; who may require more information and experience to make a decision; who may require a modified assessment or need a community based assessment; or who may require discovery services to figure out interests are all examples of a need for more intensive counseling and guidance that is not available through community resources and supports.  

Individuals who require training on their disability in order to manage it effectively; individuals who manage their disability but due to the nature and extent of the disability require individualized accommodations that are not the responsibility of the organization; or individuals who are at a level of recovery in their therapy but cannot access occupations previously held or alternative occupations without identification of assistive technology or accommodations are all examples of individuals requiring intensive physical or restorative services.

Individuals who require extra assistance in training in order to be successful may include: specific software to accommodate a disability;  extra support at the college setting beyond and in conjunction with the disability support services;  specialized tutoring services not available through disability resources;  modifications to the class schedule or physical environment of the residence in order to access and be more independent in the college environment;  or may require an on-the-job training to learn the job according to the business standards regardless of educational level, etc.
Individuals with disabilities that require intensive services while seeking employment may need to learn how to explain the need for an accommodation; may require assistance in completing job applications; may need to learn what they can contribute toward a job (carving); may require job coaching to learn a job; may require extra time to learn a job versus the “average” time for all employees to learn a job; may require extra exposure to a work environment to gain the ease of working and transitioning regardless of the individual’s educational level; or may require employer education on how to train and work with the individual with a disability to ensure successful employment.  

Individuals requiring intensive services may require planning for post-employment services due to the disability and how changes in the work environment impact job retention as well as other factors:  change in work station, change in work duties, change in supervisors, job advancement, etc. 

E. Information and Referral from IVRS to a Partner
IVRS provides information and referral to systems and programs to ensure that individuals with disabilities, including eligible individuals who do not meet the agency’s order of selection criteria, receive appropriate vocational rehabilitation and employment information and guidance.  This information is provided in the appropriate mode of communication to assist the individual in preparing for, securing, retaining, maintaining or advancing in employment.  IVRS will refer individuals to other appropriate federal and state programs, including components of the statewide workforce development system. IVRS will provide documentation of information to the parent/guardian of the individual when the individual makes an informed choice to pursue extended employment.  However, when providing the documentation, IVRS must explain to the individual that the purpose of IVRS is to assist the individual to achieve an employment outcome in a competitive integrated work environment.  IVRS must also inform the individual that services can be provided to the individual in an extended employment setting for the purposes of counseling the individual toward a competitive integrated employment goal.  IVRS must also inform the individual that if the choice is to continue in extended employment, the individual can seek services from IVRS at a later date if, at that time, he/she chooses to pursue employment in an integrated setting and requires assistance with benefits planning.  Referrals made to other organizations of the statewide workforce development system are made to those entities best suited to address the specific employment needs of the individual with a disability. When a referral is made to an entity within the workforce development system the following must be provided to the individual who is being referred:
1. A notice of the referral by IVRS to the agency to which the individual is referred; 

2. Information identifying a specific point of contact within the agency to which the individual is being referred; and 

3. Information and advice regarding the most suitable services to assist the individual to prepare for, secure, retain, or regain employment. 
F. Case Work Guidance
The Continuum of Services Model, described above, also provides reliable information to the IVRS staff in determining the functional impediments and barriers the individual with a disability experiences that can be used in making a decision of eligibility.  Once it has been determined that the individual should be recruited and encouraged to apply for IVRS services, the staff will identify the significance of the individual’s barriers and need for potential services. The eligibility justification would include this analysis, which then provides momentum for the development of an IPE.  Staff should promote and encourage self-advocacy by discussing with individuals the successes and failures of creating access to community services.  Through this process, individuals with disabilities will gain greater insight and learn how to advocate for themselves, while IVRS learns more about the individual’s barriers and need for IVRS services.
IVRS staff that provide services to the potentially eligible students in transition are expected to record their work related to the pre-employment transition services provided as part of the Continuum of Services model:  job exploration counseling, work-based learning, counseling on opportunities, workplace readiness training, and instruction in self-advocacy.  Staff should record the name of the student and the time provided toward pre-employment transition services on their calendar.  In the designated data collection system, staff should record the start date of pre-employment transition services and the services provided. 
Once it is determined that any individual with a disability should be encouraged to apply for services, staff will complete an intake and document the interview.  IVRS standard for case recording is 2 working days after the discussion with the individual with a disability, provider, or guardian. Successful staff find that completing case entries immediately following the appointment ensures accuracy. The case notes are to be updated with the factual information identifying the issue, a summary of the discussion and next steps recorded. IRSS would be updated as appropriate within the same timeframe.  
Casework guidelines require that job candidates are seen monthly to keep things moving forward and achieve success, with case note entries reflecting these meetings in the case record.  There may be cases where it is more appropriate to see the job candidate less frequently; for more information see the specific policy section(s).
Casework is any action, interaction, activity, service, or coordination of service in which a job candidate is the primary reason for the interaction.  The interaction is conducted in a manner conducive to the job candidate’s primary learning and communication methodology in order to promote understanding and facilitate involvement in a rehabilitation plan.  The interactions are done in a respectful and engaging manner that promotes the well-being of the job candidate and transition into employment.  The entire focus and reason for services is to assist the job candidate in preparing for, obtaining, maintaining, regaining or advancing in employment.  Casework includes the provision of all services, consistent with agency expectations, from application to closure and is documented by appropriately recording the provision of those services.  The documentation of that recording is entered into a case note immediately following the appointment whenever feasible, and not later than within two working days of the appointment.  A case note can be a summary of attempted contacts or several contacts with multiple people concerning the same issue in the case. Each case note entry should be followed by the name or initials of the author. 

Individuals who are applicants for or eligible to participate in vocational rehabilitation programs must be active and full partners in the vocational rehabilitation process.  Job candidates are encouraged to make meaningful and informed choices during assessments for determining eligibility and vocational rehabilitation needs; as well as in the selection of employment outcomes that includes the services and methods of service delivery needed to achieve those outcomes.  
In order to achieve employment, a broad range of services are provided when they are required by the disability or the employment goal when no other resource or service is available.  The VR staff conducts a comprehensive review of the job candidate’s needs in order to effectively plan and deliver services that meet those needs and facilitate employment. The IPE is designed to assess, plan, develop and provide vocational rehabilitation services for individuals with disabilities, consistent with their strengths, resources, priorities, concerns, abilities, capabilities, and interests so that such  individuals may prepare for and engage in gainful employment.  It is the policy of Iowa Vocational Rehabilitation Services that individuals with disabilities, including individuals with the most significant disabilities, are presumed to be capable of engaging in gainful employment and the provision of individualized vocational rehabilitation services can improve their ability to become gainfully employed.
Vocational rehabilitation services must comply with the rules and regulations of partner requirements, and must be infused in the planning so that the individuals with disabilities understand and follow those rules to make satisfactory progress.  For example, job candidates must become educated on credits that matriculate, the maximum amount of financial aid available through FAFSA, and how many credits they must take to continue to make progress toward the credential and continue to receive FAFSA.  

Individuals with disabilities may decide who should be involved in the planning of their vocational rehabilitation program and IVRS will allocate staff resources to support the IPE.  Job candidates are advised of the various options available to them for developing their IPE; however, no financial assistance is provided to secure services outside of IVRS without prior approval.  Job candidates may request that advocates or disability advocacy organizations assist them in developing all or part of their IPE.  Families and other natural supports can play important roles in the success of a vocational rehabilitation program, if the individual with a disability requests, desires, or needs such supports.  IVRS staff should facilitate the accomplishment of the employment outcomes and objectives of an actively involved individual who is showing progress toward the IPE goal.  Individuals with disabilities and their representatives are full partners in their vocational rehabilitation program and must be involved on a regular basis and in a meaningful manner with respect to services provision and implementation.  Qualified IVRS staff will provide a description of the job candidate’s rights and remedies available and any recourse to the processes when necessary, to include the availability of the CAP.
There are times when staff travel out from the office domicile to meet with job candidates in another location or to perform the routine business functions.  The allowed travel time is portal to portal, and is the reasonable and actual time in transit minus any applicable commuting time/mileage.  Travel time is to be noted on the staff person’s calendar showing departure and arrival time to the best and closest estimate.  Whenever the travel time exceeds what is considered usual and reasonable the staff person should notify the supervisor and provide the justification.  
G. Counseling Methodology
Staff use motivational interviewing techniques to engage the job candidate and achieve progression of the case.  These techniques are used primarily when the job candidate is resistant, unmotivated, or when decision-making is a struggle and being avoided.  It may not be necessary to use these techniques when a job candidate is motivated, is making solid decisions concerning their future, and the case is progressing.  However techniques of reflective listening are always a standard in counseling and engage the job candidate in the rehabilitation process maintaining ownership for the decisions with the job candidate.  Throughout the process the individual receiving services is presented information, reflective listening, and asked to consider options so that they have ownership of the decisions made.  The job candidates, through this process, also learn what IVRS can and cannot support to achieve the employment goal as well as information on products, services and supports to make an informed decision.
H. Confidential Cases
IVRS staff may not at any time serve a person with whom they are related. All staff follow the Code of Ethics. The direct supervisor should be notified immediately when a family member applies for services.
There are times when it is necessary for IVRS to protect the confidentiality of a job candidate beyond the scope afforded to all agency clientele--particularly when the job candidate is an employee of IVRS or has a family member who is an employee of IVRS.  In these instances, hard copy and electronic information will be accessible only to those individuals necessary to conduct IVRS business with the job candidate.  
1. Protecting the hard copy case file: The hard copy case file is identified as a confidential file by placing ½ sheet of red paper on the top of the case file cover sheet showing that the case is confidential and identifying the name of the individual(s) necessitating the confidentiality. The file is to be stored in a location where only authorized individuals have access. 

2. Protecting IRSS data: The office supervisor will send an email to IRSS Support, the ASB Bureau Chief and the RSB IRSS PMT representative notifying them that a confidential case exists. Include the job candidate name, case file number, and an explanation of the need for confidentiality in the e-mail.  The office supervisor identifies staff members in the area office who need access to the data in IRSS.    The ASB Bureau Chief will identify ASB and PDT staff members who are to be excluded from the authorized list.
3. Transferring confidential files: When it is necessary to transfer a case that has been identified as confidential to another office, the office supervisor contacts the supervisor of the receiving office that the file will be transferred and the nature of its confidentiality.  The receiving supervisor identifies staff members in the new area office who need access to the case in IRSS.  Mailing instructions should be provided to assure that the confidential file will not be seen by unauthorized personnel.  
4. Closing confidential files: Write the word “CONFIDENTIAL” across the front of the case file to alert PDT staff.  Before sending the confidential file to Des Moines, clerical staff contacts their office supervisor to determine whether the file can process through the normal case closure personnel or if another process needs to be identified based on ASB and/or PDT staff members who should not see the file due to its confidentiality. 

5. Re-opening a confidential file: 
a. RSB staff: When an IRSS search for a Social Security number or name returns a confidential case, the area office supervisor is notified to determine whether the case is a match to the applicant.  If the supervisor determines that a match exists, complete the steps outlined above to ready the office for receipt of the confidential case.  The area office supervisor contacts IVRS Closed Records to request the closed file noting that it is a confidential case and steps have been taken to maintain its confidentiality.
b. Closed records staff: When a case is reopened and it is clear that the case is confidential, Closed Records staff contacts the office supervisor to coordinate appropriate mailing procedures to assure that the confidential case will not be seen by unauthorized personnel. 
I. Closed Files
It is not unusual for an individual to have an open case file on multiple occasions. Collecting and recording the same information multiple times is not a good use of the time of the job candidate or IVRS staff. 

If the closed file is obtained prior to the new intake being done, the old material can simply be updated and put in the new file. If the closed file was available in time, a copy of the old application and Health Assessment Questionnaire could be sent to the job candidate with a request that they be updated. In many cases the old application, intake summary and Health Assessment Questionnaire, with updates, can be put directly into the new case file, without redoing them. 

Old medical, psychological, school, and other records determined to still be relevant by the counselor are brought forward to the new file. The remainder of the old case file material is placed at the bottom of the new file under the “Old Case File Material” divider.
J. Case Transfers
Transfer Summary: The counselor will briefly summarize the current case situation stating why the case is being transferred and what the next actions are expected to be, including the current disability issues, any program issues, and financial issues.  If the transfer is due to a job candidate’s change of residence, the new address and phone number should be included. Whenever possible, include the full name and telephone number of relevant contacts, such as Case Managers, MCOs, or other contact persons.  Authorizations which will not be claimed should be canceled and comparable benefits and services, direct services, and programs should be updated in IRSS. Case records should not be transferred without information on how to contact the job candidate by the receiving office.  Staff will communicate with the receiving office to provide a warm handoff of the case. The original copy of the R-412 Application is located in the front of the case file. A cover letter should be placed on top of the case file with a copy retained for tracking purposes. A letter should also be sent to the job candidate informing them of the location and contact information for the new office. Once a transfer is received, an R-413 entry should include the date of the reassignment as well as the IVRS staff the case is reassigned to.  Files being transferred to another office should be sent via UPS/FedEx or other mail service that allows for tracking of the package.

If a job candidate requests a change of counselor, the request should be directed to the area office supervisor for review. Supervisors may grant requests as appropriate to do so without incurring additional cost to the agency. 

K. Shared Cases
Approval to serve a job candidate whose disability is a vision impairment or blindness must be obtained from the Chief of Rehabilitation Services.  If a job candidate applies for services from the Iowa Department for the Blind (IDB), or requests that the IVRS file be transferred there, the VR counselor will arrange a discussion with the Department representative to determine which agency should be providing the services. If services are to be provided by the Department, the case may be closed in the appropriate status and a photocopy of the material in the file sent to the IDB, unless the case is served through a jointly operated/provided program such as ISE and TAP. Original case files are never sent outside the agency. 

A case may be served by two State VR agencies as long as there is an agreement regarding the services provided to avoid double dipping, and both agencies receive copies of the IPE and authorizations. Supervisors must be involved in the discussions. The supervisor notifies the Chief of Rehabilitation Services.  

If an individual has only applied or been determined eligible or even has a plan written but no services have been delivered, the job candidate should be served by the state of residence and the IVRS case file is closed.
L. Client Assistance Program 
At application, closure, and at significant decision-making points while the file is open, the job candidate should be told about his/her right to contact and possibly receive assistance from the CAP.  The job candidate should also be informed that CAP is located at the Iowa Commission of Persons with Disabilities, Department of Human Rights, Lucas State Office Building, Des Moines, Iowa 50319, and telephone contact can be made toll free by calling 1-800-652-4298, or in Des Moines 281-3656 (voice) or 281-3164 TTY).  More information about CAP can be found in the specific CAP section of this manual.
M. Policy Development and Approval 
The Coordinating Council (CC), and the Policy Subcommittee Group develop and approve policy. It is then submitted to the State Rehabilitation Council (SRC) for input. Staff is encouraged to ask questions, seek guidance, and suggest improvements in any part of this manual. Suggestions can be directed to and discussed with any member of the Council. Staff is encouraged to put questions and recommendations in writing so that clear understanding of the concept is presented and discussed in order for a decision to be made regarding the policy in question. If staff receive suggestions from job candidates, partners, or others outside the agency the information should be requested in writing and submitted to any of the committee members. Any staff person may request that an item be placed on the agenda. They also may request an opportunity to meet with the CC to discuss an issue.  An attempt will be made to respond to all suggestions and questions. IVRS is required to periodically conduct public hearings to allow interested groups, organizations and individuals an opportunity to comment on the State Plan for Vocational Rehabilitation Services, Independent Living, State Plan Supplement for Supported Employment and other aspects of the vocational rehabilitation program.

N. Correcting Dates of Case Actions
There are times when information entered in IRSS needs to be backdated to match the date(s) on forms contained in the official case record.  No case event can be backdated prior to the last case event listed on the case history page in IRSS including status changes, form entry (presumptive eligibility, eligibility, extensions and IPEs) and case transfers.  The following actions require supervisory or bureau chief approval:
1. Backdating into a previously reported quarter requires bureau chief approval.
2. Files closed in Status 08-0, 26-0, 28-0, 30-0, or 38-0 require review and approval by the supervisor to remove the closure.  Cases closed in a previously reported quarter cannot be removed without bureau chief approval.
When a case event has been approved for backdating in IRSS, enter the event using the current date. Once the event is entered, the supervisor notifies IRSS Support that the event date needs to be backdated, providing the new date to be entered. Back dating will only be approved if it impacts the progress of the case.  
If it is discovered that there is a duplicate case on the same job candidate, IVRS staff should check IRSS to determine which of the cases does not have any expenditures and close that case immediately. In cases whether there are expenditures on both, contact IRSS Support to determine which case should be retained.
O. Transmittal of Closures
Send cases to Administrative Services Bureau, ATTN: Statistical Section. Files should be forwarded in small lots, as soon as possible after they are closed, but no later than 20 days after the end of the month in which they are closed.
P. Religious Vocational Goals 
IVRS may provide assistance to an eligible job candidate whose vocational goal is religious in nature, such as preparing to be a minister, director of religious education, etc.  The full range of VR services are available to prepare a job candidate who elects a religious vocational goal.  VR funds may not be used in the actual practice of a religion or religious-related vocation.
Q. Exceptions 
IVRS has a method of allowing for exceptions for all guidance and standards, unless the exception would violate state or federal laws. Listed below are the major reasons that will be considered in determining if an exception will be granted for any goods or services. Also listed below are those pieces of the VR process that are required in law and cannot be considered for an exception. Exceptions are considered an amendment to the plan and as such only the counselor can provide preliminary approval to proceed. Exceptions may only be approved by a supervisor. 

Counselors should not think that just because the job candidate presents a reason for an exception that they are obligated to request an exception. Counselors should document in the file that the job candidate asked for an exception. If the counselor denies the request, the job candidate must be informed of their right to review, mediation, and appeal. If the job candidate wants to apply their appeal rights, it is important that the supervisor review the decision to determine if the Agency would be upheld in an appeal. 

If the counselor agrees with the exception and submits it to the supervisor, the supervisor must also document their reasons for approval or denial of an exception request in the file.  

Because these items are a part of the federal law an exception cannot be granted for:
1. Eligibility requirements (disability, substantial impediment to employment, requiring VR services); 
2. Required content of the IPE; 
3. Identification of extended services in supported employment cases;
4. Paying for extended services beyond the federal limits;

5. Being in employment and in Status 22-0 for at least 90 calendar days prior to Status 26-0 closure;
6. Status progression, restrictions, and timeframes, such as eligibility in 60 calendar days or a signed extension;
7. Status 26-0 being in competitive integrated employment;
8. SSDI/SSI recipients being automatically eligible;
9. Providing intensive services while an individual is on the waiting list, other than those allowed for potentially eligible;
10. Establishing a durational residency requirement before services can be provided; 

11. Setting an arbitrary limit on the amount of money that can be spent on a job candidate;
12. Setting an arbitrary limit on the length of time an individual can be a job candidate; or
13. Providing services beyond what is required for job retention when the job candidate was moved into service, bypassing waiting list placement, in order to save the job; or not returning the individual to the waiting list when in a category not being served when further services are requested.
R. Exception Process

Agency staff will review the exception policy with the job candidate. In reviewing the policy, staff will emphasize that they cannot approve anything that is outside their authority to authorize and as such commitments are only made after supervisory approval.  Any time a job candidate is dissatisfied with an agency policy, they should be informed that they can request an exception to policy. 

When requesting an exception, the agency representative under the direction of a counselor shall develop a case note detailing the reasons they believe the exception is warranted and provide income verification to the supervisor for consideration.  The appropriate forms are completed for this purpose.  They will present the case note or form to the supervisor for a decision. The form will be filed in the financial section of the file, unless the exception was requested via an R-413 case note.

The agency representative should be careful to explain to the job candidate in advance that a request for an exception is no guarantee that it will be approved.  The supervisor will indicate the decision by entering a separate case note in IRSS or on the exception request form.  A request for an exception that is denied can be appealed to an impartial hearing officer or resolved through mediation or agency review.

If the exception is for the IVRS Self Employment program, please refer to the Self Employment manual, Exception Request form.
S. Scope and Range of Services

IVRS maintains a written definition of the services available to applicants and job candidates of the agency. The conditions, criteria, and procedures under which these services may be provided must be followed in the provision of services.
The services are available statewide to recipients, applicants and job candidates where they are needed for career exploration, to determine eligibility for rehabilitation services, to develop a plan for employment, and to implement a developed plan for completion.
T. Standards for Consultants and Service Providers 

IVRS utilizes qualified personnel who determine eligibility and provide services to job candidates. This section describes those vendors and partners with whom services are arranged, or from whom services are purchased for job candidates for eligibility and determination or delivery of IPE services. Fees paid for services are consistent with the Disabilities Determination Services Bureau Medicare rate fee structure.  Additional service approvals can be requested through submission to the supervisor. The R-406 is not used for any eligibility determination service.  Comparable services and benefits are searched for and used in all of the below:  
1. Acupuncture: These services may be purchased when a job candidate is under an IPE.  These services may only be purchased from a licensed acupuncturist and as prescribed by a chiropractor or the medical records show that other treatment has not been effective and is recommended.  Such treatment does not exceed five appointments. The R-406 is used to determine financial support for treatment. 

2. Audiological: These services will be purchased only from persons licensed as audiologists.  These services can be used for eligibility and planning.  Diagnoses related to hearing can be used for eligibility. The R-406 is used to determine financial support for treatment and purchase of devices.

3. Chiropractic: The services of a chiropractor can be used in the determination of eligibility for VR services and treatment may be provided as an integral part of the IPE.  Only licensed chiropractors may be used.  Treatment is limited to a specific medical need and is not used for medical management. The R-406 is used to determine financial support for treatment.

4. Dental Diagnosis and Treatment: These services are authorized to and accepted only from licensed dentists and are used only in planning. The R-406 is used to determine financial support for treatment and dental appliances. 

5. Drug and Alcohol: The services of a certified drug and alcohol counselor may be used by IVRS when they are working in a facility approved by the Department of Public Health.  These services include using the information for eligibility.  On-going services should be referred to an aftercare program and are the responsibility of the individual. 
6. Educational Services: These services include the response to intervention approach to assessment to determine if a student is entitled to special education services.  Evidence documenting that a student has been a recipient of special education services in elementary and secondary school as documented by educational records and IEPs are used to assign an RSA disability code for an impairment.  
7. Hypnotherapy Treatment: This may be purchased by IVRS when administered by a licensed medical doctor or by a licensed clinical psychologist when such services are recommended by the job candidate’s managing physician.  This service is used only in planning and does not exceed four treatments. The R-406 is used to determine financial support for treatment.
8. Medical Diagnosis and Treatment: These services are authorized to and accepted only from licensed physicians, physician’s assistants, and licensed or registered nurse practitioners.  When specific medical specialist exams or treatments are needed, those will be arranged only through persons qualified by training and experience to perform the specific services required.  Diagnosis for eligibility may be accepted from these individuals as well as used in planning. The R-406 is used to determine financial support for treatment.
9. Native Healing Practitioners: The agency may utilize the services of native healing practitioners who are recognized as such by an Indian tribe when services are being provided to American Indians with disabilities and the native healing practitioner services are necessary to achieve the individual’s vocational rehabilitation objective.  Other diverse cultures may have their own native healing practitioner and should be considered for individuals who are part of those diverse groups.  The R-406 is used to determine financial support for treatment.
10. Optometric Services: These may be provided by either an optometrist or ophthalmologist, depending upon the specific services needed by the job candidate.  The person providing the service must be qualified by training and experience to perform that specific service, and be licensed by the State.  The R-406 is used to determine financial support for treatment and appliances.
11. Physical and Occupational Therapists: These individuals must be licensed by the state in which they are providing the service.  The R-406 is used to determine financial support for treatment and medical supplies.
12. Prosthetic/Orthotic: Services of this nature will be arranged for and purchased only from persons appropriate to the service to be provided. This service is only used in planning. The R-406 is used to determine financial support for treatment and appliances. 

13. Psychological Services: These services include assessment and diagnosis, testing, counseling, and other related services.  They may be obtained only from persons licensed by the State in which they are providing the service and are licensed as psychologists, persons on the Iowa School Psychologists’ Registry, Licensed Independent Social Workers (LISW), Licensed Mental Health Counselors (LMHC) or by a medical doctor (M.D. or D.O.) qualified by training, experience and board certification in the field of psychiatry in cases where there are medical aspects to the psychological problems. Persons employed by the State of Iowa as psychologists are not required to be licensed or certified for their reports to be used by IVRS. Reports from a Physician’s Assistant or Licensed or Registered Nurse Practitioner supervised by a psychiatrist are also acceptable, generally documented by being employed by a mental health facility. The R-406 is used to determine financial support for treatment.
14. Speech Therapy: This service will only be purchased from persons licensed in this field by the state in which they are providing the service. The R-406 is used to determine financial support for treatment and augmentative devices.
15. Training and Instruction: Services involving training and instruction for job candidates shall be provided through institutions and individuals which meet the instructional and certification requirements in the particular subject area.  If questions arise regarding a particular instructor or institution, the accreditation or certification board for that particular field shall be consulted and their recommendations sought on the particular question.  For programs in other states, the state VR agency should be contacted to see if they would use the program. The R-406, budget worksheet, and financial aid award letter all are used to determine financial support depending upon the type of training and instruction.
IVRS makes medical, psychological, and psychiatric consultation available as needed.  When needed, the supervisor in the office should contact the Assistant Bureau Chief of the Disability Determinations Bureau to request a consultation.  The consult must identify the specific question(s) and issues in the case that require clarification and guidance in order for the appropriate DDS medical professional to respond.  Local offices may work to arrange for local consultation by recruiting a medical professional to review the case at a review level cost.    
U. General Standards and Provisions Relating to Services 
1. Age: No upper age limit will be established which will, in and of itself, result in a finding of ineligibility for any individual who otherwise meets the basic eligibility requirements.  The lower age limit is 14 years of age established by the Iowa Department of Education for transition.  Age must follow the work rules in the State of Iowa.
2. Citizenship: Individuals who present proper credentials permitting work, or whose status can be properly clarified with the Immigration and Naturalization Service, will not be excluded so long as they will, under normal circumstances, be available to complete a rehabilitation program, including employment in a suitable occupation and are legally able to work in the U.S.  Those individuals who have a certificate from the DREAM Act may receive services through IVRS as long as the goal, the job and case closure is obtained prior to the termination of the visa and the deportation to their home country.  

3. Civil Rights: Eligibility requirements will be determined without regard to gender, race, age, creed, color, type of disability, sexual orientation, or national origin.
4. Disability: No group of individuals will be excluded or found ineligible solely on the basis of type of their disability.  Individuals who are legally blind or have a vocational visual impairment, will be referred to the IDB for services. 
5. Economic Need: The economic circumstances of an individual is not a factor in determining eligibility for vocational rehabilitation services.  Economic need is not considered for any non-fee schedule service for those who are eligible for SSDI or SSI.  
6. Native Americans: Vocational rehabilitation services are provided to Native Americans with a disability residing in the state to the same extent that those services are provided to anyone else.
7. Residence: No durational residence requirement will be imposed which excludes from IVRS services any individual who is present in the state and available for services.  
8. Responsibility: All decisions affecting the nature and scope of IVRS services and the provision of those services are made by members of the IVRS staff in consultation with the job candidate.  This responsibility will not be delegated to any other agency or individual.
V. Case Statuses
02-0
Applicant (initial interview and opening file) 

04-0
Accepted for Services (eligibility), but does not meet waiting list categories being served. 

08-0
Closed Before Acceptance (from Status 02-0) 

10-
Accepted for Services (eligibility) 

10-0
Adults 

10-1
High School Students 


14-0
Counseling and Guidance Only 

16-0
Physical and Mental Restoration 

18-
Training

18-1
Work Adjustment Training/Assessment 

18-2
On-the-Job Training

18-3
Vocational-Technical 

18-4
Academic

18-5
Secondary Education 

18-6
Supported Employment 

18-7
Other (including non-supported employment job coaching, ISE, etc.) 

20-0
Ready for Employment 

22-0
Employed

24-0
Service Interrupted 

26-0
Closed Rehabilitated 

28-0
Closed After Program Initiated (from Status 14-0 through 24-0) 

30-0
Closed Before Program Initiated (from Status 10-0) 

32-0
Post-Employment Services (from Status 26-0) 

33-
Closed After Post-Employment Services (from Status 32-0) 

33-1
Person returned to Suitable Employment/Employment Situation Stabilized 

33-2
Case Reopened for Comprehensive VR Services 

33-3
Situation Deteriorated/Further Services of no Assistance 

38-0
Closed from Status 04-0 
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INFORMED CHOICE
A. Purpose
Informed choice presents opportunities to individuals with disabilities who are seeking an employment outcome through their experiences with IVRS.  It is an essential and integral part of counseling and guidance that empowers the individual to make choices and decisions for themselves.  The IVRS staff provides perhaps one of the most important services an individual accesses through IVRS when they provide informed choice in the rehabilitation process.  Informed choice involves presenting options and education on alternatives without opinion or prejudice.  Informed choice respects the individual’s right to make decisions and requires clear discussion on what IVRS can and cannot support, but recognizes every individual has the basic right to choose their own future.  This does not mean that IVRS supports every decision an individual makes, but rather educates the individual on the implications of those choices.  
B. Definition
Individuals with disabilities are given the opportunity to exercise informed choice throughout the vocational rehabilitation process.  IVRS staff provides information to potentially eligible, referrals for, applicants of, and eligible individuals in receipt of IVRS services through appropriate modes of communication about the availability of and opportunities to exercise informed choice (including the availability of support services for individuals with cognitive or other disabilities who require assistance in exercising informed choice) related to:
1. Provision of assessment services, vendors of services, and environments in which those services are delivered; 

2. Development and selection of the IPE with respect to the: 

a. Employment outcome; 

b. Vocational rehabilitation services needed to achieve the employment outcome; 

c. Vendors and organizations that will provide the service(s); 

d. Employment setting and the settings in which the services will be provided; and

e. Methods available for procuring the services. 
3. Information and assistance in the selection of vocational rehabilitation services and service providers during the eligibility process, development of the IPE, and comprehensive assessment.  This information at a minimum must include information relating to:
a. Services and service providers, including their qualifications and their success rates (when applicable). 

b. Periodic consumer satisfaction surveys and reports. In an effort to ensure that IVRS is meeting its programmatic responsibilities to the individuals receiving VR services, the State Rehabilitation Council (SRC) in collaboration with IVRS conducts an on-going Consumer Satisfaction Survey. This survey is mailed/emailed monthly to all participants whose cases were closed in the previous month and who received services under an IPE. IVRS and SRC review and monitor the satisfaction survey results on a quarterly basis.  The information gleaned from the survey results has helped the SRC and IVRS to recognize work done well, in addition to areas in which improvements should occur. The results are posted on the IVRS internet site.

c. Referrals to other consumer groups, disability advisory or advocacy groups, qualified to discuss the services or service providers.

d. Relevant accreditation, certification, and other information related to the qualifications of service providers.

e. Opportunities for individuals to experience, visit or consider various work and service provider settings to encourage competitive integrated employment.  
C. Agency Expectations 
Motivational interviewing is a technique to encourage and infuse informed choice into the counseling relationship and should be used with all job candidates.  The IVRS staff discusses ideas and options with the job candidates because that is the fundamental aspect of all IVRS positions.  The ideas and options are presented in a way that creates the expectation that the job candidate makes the decision based on information, which includes what is allowed according to State policies and procedures.  Informed choice respects the fact that the job candidate is the expert in their life:  what they want to do; when they want to do it; and the responsibility for their choices.  Informed choice, and the motivational interviewing techniques, create a partnership between the job candidate and the IVRS staff person.  The only expert is the job candidate. Key elements of informed choice include:
1. Partnership: The essence of informed choice is closely aligned with motivational interviewing because there is an expectation that the IVRS staff and the job candidate create a partnership.  In this partnership each person is respected for the expertise they bring to the relationship:  VR staff on vocational rehabilitation methodologies, services, etc., as listed above under definitions; and the job candidate who is an expert on their own desires, beliefs, attitudes, capabilities, and understanding of how they want to interact with the world around them.  In this partnership IVRS is a respectful supporter that moves in concert with the job candidate facilitating understanding of possibilities.

2. Acceptance: Infused within all communications with job candidates is the general feeling that IVRS accepts them for who they are, who they want to be, and how they want to achieve their goal while providing information, ideas, and options so they can make an informed decision about their lives.  IVRS staff strives to demonstrate that each individual is perceived as having absolute worth and value in the world through affirming messages concerning their skills and abilities.  Such messages are focused on authentic confidence building so that the job candidate creates autonomy and recognizes that it is up to them to write their own story.  Authentic empathy, that neither misleads the individual nor discourages the person to the point of failing, is a powerful message of belief, understanding, and trust building that creates pathways to success as the individual learns and understands themselves and the opportunities available.

3. Compassion: The basic tenet of the IVRS Code of Ethics espouses that IVRS must do no harm and instead promotes the welfare of the individual and values their well-being.  To accomplish this IVRS recognizes that the individual’s needs are the priority and our job is to use sound rehabilitation principles to enable them to meet their needs by focusing on what will be of value to them so they can make a decision on the services that are necessary and appropriate.  

4. Evocation: The individual is the expert of their story.  As such, the role of IVRS staff is to learn about each person before them by asking questions, reflecting back to them the story that is being told, and hearing their story to compile the information into ideas and options for consideration.  IVRS staff recognize that each individual has internal and external resources they can draw upon to continue along their path to success, and IVRS staff must act ethically and legally to ensure the job candidate independence from IVRS by recognizing their own strengths, resources, abilities, capabilities, interests, preferences, priorities, concerns, and informed choice.
D. Exceptions
These actions may be provided to the individual’s legal guardian when the individual has serious cognition difficulties and requires such assistance. Release of Information forms should still be used in such cases.  
SERVING STUDENTS AND YOUTH IN TRANSITION

A. Description

IVRS strives to serve students with disabilities in transition in a manner that will impact the broadest segment of students possible.  The provision of transition services for the benefit of groups of students with disabilities is provided through pre-employment transition services.  The VR program has been designed to provide a continuum of VR services, by providing pre-employment transition services to any student with a disability in an educational program receiving special education services under an IEP or who are covered under the provisions of Section 504 of the Rehabilitation Act, regardless of whether the student has applied for or been determined eligible for VR services.  

Students who have not applied for services from IVRS are considered to be potentially eligible and considered recipients of services from IVRS if they are receiving pre-employment transition services and are known to IVRS.   Students who are potentially eligible have not yet applied nor been determined eligible, therefore there is no grandfather clause attached to this policy. 
If after receiving pre-employment transition services as potentially eligible, the student and, if applicable, his/her parent or guardian then completes an application for VR services the eligibility process begins and the date of the eligibility decision is the date when intensive services may begin if the student is off the waiting list.  The student may continue to receive pre-employment transition services while on the waiting list, if determined eligible, but may not receive intensive services.  However, if the student had not received pre-employment transition services prior to the determination date of eligibility for IVRS services, he/she may not participate in pre-employment transition services except for those provided to groups of students.  No individualized pre-employment transition service may be provided to a student on the IVRS waiting list if that student had not received pre-employment transition services prior to the date the student was determined eligible for services.  

All students who apply for vocational rehabilitation services, even if they are still receiving pre-employment transition services, will be subject to all relevant requirements for eligibility, order of selection and the development of the IPE.  
B. Documentation Requirements of Potentially Eligible 

Students who are receiving pre-employment transition services must demonstrate through documentation that they are on an IEP or covered under the provisions of 504. The documentation must be kept in the area office according to the school they attend.
C. Service Collaboration

IVRS staff work with students with disabilities individually or in groups, but when it is clear that more intensive services are necessary the VR staff then receives or recruits the service recipient to apply.  The referral requires that the VR staff, teacher, or other team member, who is working with the student with a disability, and guardian to complete or gather the following information:  
1. Application for services and intake information

2. Release of Information forms 

3. IEP (if applicable) 

4. 504 Plan (if applicable) 

5. Medical documentation (if applicable) 

6. Appointment date with the counselor 

Upon receipt of the information, IVRS staff meet with the student with a disability and the guardian to complete the intake.  The IVRS counselor reviews the medical and education information, and discusses other information that may be needed for eligibility determination.  The counselor must then work with the LEA to coordinate services and supports, ensuring that IVRS does not supplant the required activities and services of the LEA.  

IVRS partners with the LEAs to coordinate services in a manner that results in a seamless transition to employment.  Under the IDEA, schools are required to provide the following based on the student’s needs, preferences, etc.:
1. Instruction and related services; 

2. Community experiences; 

3. Objective for employment and post-school adult living; 

4. Daily living skills and a functional vocational evaluation; 

5. Summary of Performance (academic and functional) with recommendations regarding post-secondary goals; 

6. Write IEPs that coordinate and provide services, demonstrate measurable goals, and engage the student to meet post-secondary goals; and 

7. Track and report on student’s post-secondary success in college and work within one year after exiting high school. 

IVRS does not supplant the work of the LEAs but works in collaboration to support students’ goals by providing pre-employment transition services that enhance the student’s transition.  IVRS is responsible for services in the IPE and the LEAs are responsible for services required for transition under the IEP. IVRS staff collaborate with LEAs and community partners to develop a plan to deliver pre-employment transition services in a manner that maximizes staff resources, minimizes duplication and coordinates teams’ efforts.  

D. Scope of Services

1. Frequency of contact: once per month.

2. Pre-employment transition services: may be provided to all students, regardless of whether they have applied for services; however, if a student applies for services and is found ineligible the student would no longer be able to participate in these activities.  Pre-employment transition services are not exempt from the requirements to explore all comparable services and benefits, and IVRS may not supplant the work required by the LEAs. These services are an early start of job exploration that:

a. May begin once a student requests or is recommended for one or more of the services and documentation of the disability (IEP or 504 eligible) is provided to the VR agency.
b. Assist students with identifying career interests to be further explored and must be provided or arranged in collaboration with the school. 

c. The services include: Required Activities, Authorized Activities, and Pre-Employment Transition Coordination. IVRS must provide the following required activities: 

1) Job exploration counseling: 

a) May be provided in a classroom or community setting and include information on in-demand industry sectors and occupations;

b) May include interest inventories and identification of career pathways; and

c) May include a discussion of the student’s vocational interest inventory results and labor market information that pertains to those specific interests.

2) Work-based learning experiences, which may include in-school or after school opportunities, or experience outside the traditional school setting (including internships) that is provided in an integrated environment in the community:

a) May include coordinating school-based programs of job training and informational interviews to research employers, work-site tours to learn about necessary job skills, job shadowing or mentoring opportunities in the community;

b) May include work experiences to explore the student’s area of interest through paid and unpaid internships, (does not include pre-apprenticeships or Registered Apprenticeships); supported employment experiences to learn about work and work habits; and

c) These services are those most beneficial in the early stages of employment exploration during the transition process to employment.
3) Counseling on opportunities for enrollment in comprehensive transition or postsecondary education programs at institutions of higher education:

a) May include information on class offerings, career options, the type of academic and occupational training needed to succeed in the workplace and career fields associated with pathways; and

b) May include advising students and parents or representatives of academic curricula, college application and admissions processes, completing the FAFSA, and resources that may be used to support the student in education and training, which may include disability support services.
4) Workplace readiness training to develop social skills and independent living:

a) May include programming to develop social skills and independent living, such as communication and interpersonal skills, financial literacy, job-seeking skills, understanding employer expectations and “soft skills” necessary for employment.
5) Instruction in self-advocacy (including instruction in person-centered planning) , which may include peer mentoring (including peer mentoring from individuals with disabilities working in competitive integrated employment):

a) May include lessons in which students learn about their rights, responsibilities, and how to request accommodations for services and supports needed in transition from secondary to post-secondary and employment;

b) May include sessions where students share thoughts, concerns, etc., in order to prepare them for peer mentoring opportunities; and

c) May include informational interviews or volunteering for boards, etc., and participate in youth leadership activities.
d. IVRS is a partner in improving the transition of students from school to postsecondary education or an employment outcome by providing the following authorized activities:
1) Implementing effective strategies to increase the likelihood of independent living and inclusion in communities and competitive integrated workplaces;
2) Developing and improving strategies for individuals with intellectual disabilities and individuals with significant disabilities to live independently; participate in postsecondary education experiences; and obtain, advance in and retain competitive integrated employment;
3) Providing instruction to vocational rehabilitation counselors, school transition personnel, and others supporting students and youth;
4) Disseminating information about innovative, effective, and efficient approaches to achieve the goals of transition;
5) Coordinating activities with transition services provided by LEAs under the IDEA;
6) Applying evidenced-based findings to improve policy, procedure, practice, and the preparation of personnel, in order to achieve seamless transition;
7) Developing model transition demonstration projects;
8) Establishing or supporting multistate or regional partnerships involving State, LEAs, VR agencies, developmental disability agencies, private businesses, or other participants to develop transition systems; and
9) Disseminating information and strategies to improve the transition to postsecondary activities of members of traditionally unserved and underserved populations.
e. IVRS staff are expected to participate in pre-employment transition coordination consisting of the following:
1) Attending IEP meetings for students and youth when invited; 

2) Working with the local workforce development boards, one-stop centers, and employers to develop work opportunities for students and youth, including internships, summer employment and other employment opportunities available throughout the school year, and apprenticeships;

3) Working with school, including those carrying out activities to coordinate and ensure the provision of pre-employment transition services; and

4) When invited, attending person-centered planning meetings for individuals receiving social security benefits.
3. 4+ Programs: Students participating in a 4+ program are funded by the local education agency at which their residency and prior schooling occurred.  If the student requires additional tools and supplies after having demonstrated success in a career pathway that will lead to employment and the IPE is written for the stated occupation, then IVRS staff may request an exception from the supervisor as part of the transition to further training or employment.  Tools are purchased at the placement rate of $1500.  Transportation, tuition, maintenance are all the responsibility of the local education agency, unless it is for the student to interview for a job in the chosen career field.  IVRS only purchases tools that become the property of the student and are used in their employment upon graduation.
E. IPE Development 

A student or youth with a disability, who is eligible and off the waiting list, may develop an IPE that outlines the projected employment outcome and the intensive services that will be needed to obtain this goal. The projected post school outcome must be based on informed choice, amended as the career development phase progresses, and revised to a specific vocational goal once the process is completed or graduation, whichever comes first. The IPE must be developed within 90 calendar days of moving from the waiting list into active services.  Development of an IPE may be extended for a reasonable period of time if the student and legal guardian agree to a specific date by when the plan will be developed.  The IPE must be developed prior to the student graduating from high school.  
Students and youth may request to have a Disability Advocacy Organization provide assistance in developing the IPE (requirements are found in the IPE policy) The employment goal on the IPE written with students and youth can be general and related to their post-secondary training goal or the projected post-school outcome. If a general goal is used, career exploration/assessments should be added to the plan. These assessments should be planned and focus on assisting to narrow down the student’s employment goal. Once this occurs, the IPE should be updated to reflect the more specific goal.  Additional pre-employment transition services needed to assist the student with identifying a specific employment goal should be included in the IPE.  Any service that is provided to an adult may be provided to a student under an IPE; however, nothing in this policy reduces the responsibility of the LEAs or any other agency under the IDEA to provide and/or pay for transition services that are also considered to be special education or related services necessary for the provision of a free and appropriate public education or required by their transition to post-secondary life.

If a student or youth with a disability requires additional individualized rehabilitation services, including those necessary for participating in pre-employment transition services, the student must apply and be determined eligible for vocational rehabilitation services and develop an IPE that includes those necessary services.  Such intensive services that might be needed and are covered by this provision include: job coaching services, uniforms, sign language interpreters, reasonable accommodations, assistive technology, independent living supports, and other services and supports unique to the individualized needs.
F. Exceptions 

1.  Paying more than $1500 for tools or equipment.

2. Paying for a good or service that is the legal responsibility of another entity when there is no formal agreement (MoA) to do so. 
3. Paying for services for students in high school outside of the established and allowed services.

COMPETITIVE INTEGRATED EMPLOYMENT SETTINGS
A. Description

Competitive integrated employment means work that: 

1. Is performed on a full-time or part-time basis for which an individual is compensated at a rate that is no less than the higher of the rate specified in the Fair Labor Standards Act of 1938 or the rate required under the applicable State or local minimum wage law for the place of employment;
2. Is not less than the customary rate paid by the employer for the same or similar work performed by other employees who are not individuals with disabilities and who are in similar situations, in similar occupations, by the same employer and who have similar training, experience and skills; are eligible for the level of benefits provided to other employees;

3. In the case of an individual who is self-employed, yields an income that is comparable to the income received by other individuals who do not have disabilities and who are self-employed in similar occupations or perform similar tasks and have similar training, experiences, and skills; and

4. For the purposes of an employment outcome, the following conditions must be met: 

a. Is at a location typically found in the community;

b. Where the employee with a disability interacts, for the purpose of performing the duties of the position, with other employees within the particular work unit and the entire work site who are not individuals with disabilities to the same extent that employees who are not individuals with disabilities and in comparable positions interact with co-workers;

c. Quality integrated interaction does not include supervisory personnel or individuals who are providing services to such employees; and

d. Presents, as appropriate, opportunities for advancement that are similar to opportunities for individuals who do not have disabilities.
B. Scope of Services

Competitive integrated employment requires an assessment by the rehabilitation counselor and/or supervisor with the Department of Human Services in determining if the job site meets the definition as follows:
1. Enclave and group employment: 361.5(c)(32)(ii) - the criteria of integrated setting, for the purposes of the VR program, demonstrates that group and enclave employment settings operated by businesses formed for the purpose of employing individuals with disabilities will not satisfy the definition of competitive integrated employment.  
2. Typically found in the community: An integrated setting must be one that is typically found in the competitive labor market where people with disabilities engage in typical daily work patterns with co-workers who do not have disabilities and “where workers with disabilities are not congregated…” (Senate report 105-166, page 10, March2, 1998.) “Settings established by community rehabilitation programs specifically for the purposes of employing individuals with disabilities do not constitute integrated settings because these settings are not typically found in the competitive labor market, the first of two criteria that must be satisfied if the setting is to be determined to be in an integrated location” (Preamble WIOA, page 81, July, 2016).  “Typically found” is defined as the purpose for which the business is formed.
3. Level of interaction among individuals with and without disabilities: 361.5(c) (9) (ii) (B) is applied by considering the quality of the interaction among employees with disabilities and persons without disabilities when compared to that of employees without disabilities in similar positions.  Determination on whether or not the setting is integrated should be on the interaction between employees with and without disabilities, and not solely on the interaction of employees with disabilities with people outside the work unit.  
4. Work unit: 361.5(c) (9) (ii) (B) properly focuses the consideration of the interaction of the person with the disability with employees without disabilities within the environment in which the work is performed.  Work unit may refer to all employees in a particular job category or to a group of employees working together to accomplish tasks, depending on the employer’s organizational structure.  This does not exclude settings where the employee works alone, such as telecommuting, so long as the employee with the disability interacts with employees of the employer in similar positions and interacts with other persons without disabilities to the same extent that employees without disabilities interact with others.
5. Interaction during performance of job duties: means the interaction between employees with disabilities and those without disabilities that is specific to the performance of the employee’s job duties and not the casual, conversational, and social interaction that takes place in the workplace.  As such it would not be pertinent to consider interactions in the lunchrooms and other common areas of the work site in which employees are not engaged in performing work responsibilities.  
6. Opportunities for advancement: 361.5(c)(9)(iii) - ensures that employment of persons with disabilities is equivalent in all respects to that of person without disabilities require that the employee with the disabilities has the same opportunities for advancement as employees without disabilities in similar positions, regardless of the size of the business.

IVRS must determine on a case-by-case basis that the job is being performed in an integrated setting. 
C. Subminimum Wage Employment 

It is the philosophy and belief of IVRS that all individuals can and should be provided information on the opportunities of working in a competitive integrated environment.  Whenever an individual who is working or desires to work at subminimum wage is made known to IVRS, IVRS will provide counseling to the individual about the benefits of working in a competitive integrated work environment.  IVRS will also provide information on benefits planning and services available through IVRS to assist the individual to achieve competitive integrated work.  IVRS also recognizes that there are times when an individual, even after that information is provided to them either through IVRS or through their case managers, still desire to work in extended employment.  In such cases, IVRS does not facilitate those referrals and only provides the documentation to the individual with a disability or the parent/guardian.  IVRS does not refer individuals to subminimum wage employment; only the individual with a disability may receive the documentation from IVRS.
Students and Youth with Disabilities:  Students with disabilities seeking subminimum wage employment must be provided a meaningful opportunity in employment.  IVRS must (in consultation with the Iowa Department of Education) provide a variety of activities including the receipt of transition services provided under IDEA by LEAs and pre-employment transition services provided by IVRS. IVRS must provide career counseling and information and referral within 30 calendar days of the date the youth known to IVRS is seeking extended employment.  IVRS must provide documentation of the student completing pre-employment transition services and the determination of eligibility for VR services to the student and/or parent/guardian if applicable.  IVRS does not provide the information directly to the entity providing subminimum wage employment.  IVRS is a partner with the schools and will work with LEAs on appropriate referrals with common cases.  Documentation provided to the student, which is to be provided as evidence includes:

1. Cover letter/e-mail detailing information being provided to the student with counselor’s signature, date, and method of transmittal;

2. Eligibility justification summarizing the pre-employment transition services, specifically career counseling and information and referral services, and LEA transition required services; 

3. Documentation of the results of the student/youth’s work toward an employment outcome in the competitive integrated employment setting;

4. IPE-2 and case note plan justification;

5. Closure form (IPE-3) and closure summary case note summarizing pre-employment transition services and reason for closure; and

6. Documentation from the LEA that summarizes the IDEA transition services provided to the student by the LEA.
Documentation must be provided within 45 calendar days after the completion of the required services; or 90 calendar days if additional time is needed for extenuating circumstances.  Extenuating circumstances are defined as:  
1. A death in the family; 

2. Extreme medical risk; 

3. Natural disasters; 

4. Extended health reasons, etc. 

LEA staff absence due to summer break is not considered an extenuating circumstance and IVRS staff, in this situation, would provide to the student the IVRS documentation with a notation that the LEA staff failed to provide the information.

Youth and the parent/guardian must be advised that IVRS will maintain a record of the documentation and will review the youth’s placement in subminimum wage employment every six months the first two years, and annually thereafter.

Students Refusing Services:  If a student with a disability who is known to IVRS or, as applicable, the student’s parent or guardian, refuses, through informed choice, to participate in the activities required by Section 511 or the implementing regulations in Part 397, documentation must contain, at a minimum:

1. The student’s name;  
2. Description of the refusal and reason for refusal; 
3. Signature of the youth or, as applicable, parent or guardian; 
4. Date and signature of the IVRS staff person or the LEA personnel documenting the refusal; 
5. Date and method by which the documentation was transmitted; 
6. Statement that IVRS will retain a copy of all documentation; and

7. Acknowledgement that IVRS will follow up every six months for the first two years and annually thereafter.

This documentation must be provided to the student within 10 calendar days of the student’s refusal to participate.

If a student with a disability or, as applicable, the student’s parent or guardian, refuses, through informed choice, to be made known to IVRS or to allow the LEA to provide contact information to IVRS for purposes of participating in the activities required by Section 511 or the implementing regulations in Part 397, it would be the responsibility of the LEA to document the refusal and the student would not be considered known to IVRS. 

Requirements Related to Individuals of Any Age:  Individuals who are known to IVRS and who have made the choice to work in non-integrated settings at a subminimum wage are reviewed semi-annually for the first year of that decision and annually thereafter.  Individuals who are considered as being known to IVRS are those:

1. Who have been made known to IVRS from a referral source, including self-referrals;

2. Who have a record of service as either an applicant or eligible individual with IVRS; or
3. Who after receiving IVRS services decided to work in extended employment compensated at subminimum wage.

For individuals with disabilities who meet the above criteria,  IVRS must conduct a re-evaluation of the status of the individual to determine the interests, priorities, and needs in respect to competitive integrated employment or training for competitive integrated employment and:

1. Enable the individual and, if appropriate, the individual’s representative to provide input into the review and must document that input into the record of services, with signed acknowledgement that the re-evaluation was conducted; and

2. Make maximum efforts to identify the VR services, reasonable accommodations, and other necessary support services to assist the individual in engaging in competitive integrated employment.

If the CRP has fewer than 15 employees and they refer an individual to IVRS, IVRS has 30 calendar days to inform the individual:

1. That he/she has been referred to IVRS; and
2. The specific opportunities for self-advocacy, self-determination and peer mentoring that are available in the community.
For cases that have been opened, documentation of the above activities are entered in an R-413 case note.  Documentation for individuals who continue to remain in extended employment must be provided within 45 calendar days after the completion of the required services; or 90 calendar days if additional time is needed for extenuating circumstances.  Services must not be provided by the community rehabilitation program that has a financial interest in employment of the individual at subminimum wage.

For individuals in extended employment who are not known to IVRS, Case Managers with the DHS, TCM, or MCOs meet every six months with the individuals and they discuss competitive integrated employment and resources available from IVRS and other State and Federal programs to achieve competitive integrated employment.  Case Managers routinely refer the individuals to IVRS from extended employment when, through those discussions and staffings, the individual decides to try competitive integrated work and require IVRS assistance in achieving an employment outcome.  DHS expects that within two years all individuals will be working in some capacity in competitive integrated work and IVRS is a partner in achieving that goal.

Individuals Refusing Services:  If an individual who is known to IVRS or, as applicable, the individual’s legal guardian, refuses, through informed choice, to participate in the activities required above to include counseling on opportunities for competitive integrated employment and information and referral, the following documentation is required to be sent to the resource manager in charge of independent living:
1. The individual’s name, 
2. Description of the refusal and reason for refusal; 
3. Signature of the individual or, as applicable, legal guardian; 
4. Date and signature of the IVRS staff person; 
5. Date and method by which the documentation was transmitted; 
6. Statement that IVRS will retain a copy of all documentation; and

7. Acknowledgement that IVRS will follow up every six months for the first year and annually thereafter.

This documentation must be provided to the individual within 10 calendar days of the individual’s refusal to participate.
D. Re-Evaluation

The semi-annual and annual re-evaluation requirements, provided by IVRS, are as follows:
1. Counseling and information services: IVRS must provide career counseling and information and referral services, on achieving competitive integrated employment,  to individuals with disabilities, regardless of age, or the individual’s representative as appropriate, who are known by IVRS to be employed at a subminimum wage level. Case managers also provide this to those individuals who are not known to IVRS but are working at subminimum wage employment at a community rehabilitation program. 

2. The career counseling and information and referral services are provided using informed choice and may include benefits counseling.
3. For individuals not known to IVRS, the individual’s case manager provides the above services and documents it in their case management reports.
E. Exceptions

1. Providing documentation directly to the CRP with a release of information from the job candidate when the job candidate is pursuing extended employment. 

SERVICES TO GROUPS

A. Definition 

The IVRS mission is to create opportunities for all individuals with disabilities through system development, advocacy, and technical expertise.  IVRS provides services that promise to contribute substantially to the rehabilitation of a group of individuals that are not related directly to the IPE of any one individual.  Services to groups assumes the individuals participating have disabilities but those disabilities may or may not be significant for eligibility purposes.   Examples of those other services might include the purchase of instructional materials that would benefit a group of students who would be potentially eligible, applicants or eligible individuals; or the purchase or lease of a bus to provide transportation to a group of applicants or eligible individuals. 

B. Agency Expectations  

Services to groups are primarily consultative in nature or delivered in a group setting where there are job candidates on the IVRS caseload and individuals with disabilities who also could benefit from the experience but do not require the intensive services needed generally associate with an eligible job candidate.  When such services are delivered in a group setting:

1. A class roster must be kept that identifies the names of the individuals participating;

2. Documentation of disability as evidenced by receiving services under an IEP or 504 plan or other documentation to support the individuals have a disability;

3. The service(s) delivered; and 

4. The dates of service.  

If the individual is not on the IVRS caseload, no specific expenditure for intensive services are allowed.  Pre-employment transition services may be provided in a group or individual setting, and are also included in this provision.  The following summarizes the type of services and conditions that allow for services to groups, but is not all-inclusive:

1. Consultation and technical assistance services to assist students and youth in transition to move from school to post-school activities, including employment.

2. Participation in cooperative agreement service contracts IVRS has with education agencies and community rehabilitation programs where eligible individuals are receiving services without case authorization costs.

3. Participation in pre-employment transition services delivered as part of an education program by IVRS staff.

4. Participation in study groups at a college setting that has been developed and funded for eligible individuals when such participation enriches the discussion and understanding of the participants.  

5. Technical assistance to businesses that are seeking to employ individuals with disabilities.

C. Exceptions  

None
SERVICES TO EMPLOYERS
A.
Training and Services for Employers  

IVRS may provide training and technical assistance to employers regarding the employment of job candidates or individuals with disabilities.  Technical assistance, consultation and support may be provided to employers on workplace accommodation, assistive technology and workplace access to enable employers to recruit, job match, hire and retain qualified job candidates. IVRS may assist employers with utilizing supports for hiring or accommodating job candidates.  
Such training and support may include:

1. Training on disability awareness and person-first language;

2. Training and discussion on requirements under the American’s with Disabilities Act of 1990, as amended;

3. Discussing employment related laws;

4. Developing opportunities for work-based learning experiences;(including internships, short-term employment, apprenticeships, fellowships, on-the-job trainings, and other workplace learnings and pre-employment transition services);

5. Developing accounts with employers to be a resource to them in their recruitment, hiring, and job retention practices; 

6. Identifying and recruiting qualified applicants who are job candidates;

7. Developing special events, projects, and initiatives that connect business with a job candidate talent pool; 

8. Identifying business needs related to sector partnerships including  coordination with the workforce system;

9. Develop opportunities for connecting business needs with career pathways and job-driven models of employment;  and 

10. Educating hiring managers on the value that job candidates add to the work environment through their skills and unique talents.  

B.
Agency Expectations  

All IVRS staff are expected to network with business and industry in order to create opportunities for job candidates to prepare for, obtain, retain, or advance in employment: 
1. Contact businesses in the local area to identify training and job opportunities;

2. Contact businesses to learn about their unique labor needs both currently and future projections;

3. Follow-up with business and industry regarding their needs, job development, placements, etc.;

4. Support business and industry in a timely manner when a job candidate requires additional support;

5. Connect special projects and initiatives to Sector Board needs and infuse career pathway details so job candidates understand the opportunities. 

6. Begin discussions on initiatives with the needs of the business and then determine how to assist job candidates to meet those needs;

7. Provide on-the-job training opportunities;

8. Develop pre-apprenticeship opportunities so trainings result in quality employment;

9. Develop programs and services that focus on the needs of the businesses and the 21st Century Work Skills; and

10. Align initiatives, projects, and special events with Sector Boards and Career Pathways when delivering pre-employment transition services. 

D. Performance Measures

Agency expectation is to enter services provided to employers in the designated data collection system in the same quarter the service occurs.

E. Exceptions  

1. Providing or paying for any good or service that is the legal responsibility of the business.  
POTENTIALLY ELIGIBLE/REFERRAL FOR SERVICES & STATUS 02-0
A.
Description

1.  Potentially Eligible: Under the Workforce Innovation and Opportunity Act Sec. 113, Iowa Vocational Rehabilitation Services, in conjunction with the local educational agencies, shall provide or arrange for the provision of pre-employment transition services for all students with disabilities in need of such services, who are eligible or potentially eligible for services under the title.  Potentially eligible students do not have a case record with IVRS, and IVRS only records basic data for reporting purposes.  
Documentation Requirements of Potentially Eligible

Students who are receiving pre-employment transition services must demonstrate through documentation that they are on an IEP or covered under the provisions of Section 504. The documentation must be kept in the area office according to the school they attend.

The data recorded in IRSS includes:    

1. Student Name

2. Social Security Number (if available)

3. Date of Birth

4. Race

5. Ethnicity

6. Expected Graduation Date

7. School Information

8. Service under an IEP or 504 Plan

9. Start Date of Pre-Employment Transition Services

10. Pre-Employment Transition Services (including Direct Services and Comparable Benefits and Services).

Potentially eligible students are also considered students who may be referred or recruited into IVRS services at some later point in time.  

With IVRS, students are considered to be potentially eligible if they are participating in group activities in a school setting or receiving individual pre-employment transition services.  There are no entitlement provisions for individuals who are potentially eligible and as such an individual who fails to proceed to apply for services must still go through the eligibility process before receiving individualized intensive services under an IPE.  Students who are potentially eligible may participate in IVRS sponsored activities that are delivered in a classroom setting where other students who are eligible for services are receiving services under an IPE.   Working with students who are “potentially eligible” does not require permission from the parents as IVRS staff are working in the same capacity as other consultants providing consultation to groups of students in the school.  Potentially eligible students may continue to receive pre-employment transition services that are needed until they reach high school graduation or age out of secondary education.

Only when the student is deemed to be an individual who requires intensive services must IVRS obtain permission from the parent to work one-on-one with the student and have an open case record.  Students or youth who apply for services and are determined ineligible may no longer participate in the pre-employment transition services because they have been determined ineligible.  Therefore, parents, teachers and the students/youth must be so advised so they can make an informed decision on the most appropriate time to complete an application for intensive services.
2. Referrals:  Individuals with disabilities, including individuals with the most significant disabilities, are presumed to be capable of engaging in gainful employment and the provision of individualized vocational rehabilitation services that may improve their ability to become gainfully employed. Any individual with a disability may self-refer or be referred to IVRS in order to achieve an employment goal. Individuals who are applicants for services or eligible to participate in such services must be active and full partners in the vocational rehabilitation process making meaningful and informed choices. The individual is engaged in an active discussion of the unique strengths, resources, priorities, concerns, abilities, capabilities, interests and informed choice as part of the assessment process. IVRS staff engage in a discussion with the referred individual to determine the barriers that are preventing the individual from accessing services or achieving their goals in the community setting.  If after it is determined through consultation and technical assistance with the entity with whom the referred individual is interacting that the referred individual requires more intensive services that are not the legal responsibility of that entity, then the referring entity completes and submits the Referral for Services form to IVRS.   IVRS may provide technical assistance so the individual can access services and opportunities provided by the entity, whether or not the individual applies for services from IVRS.  An opportunity to learn about IVRS and apply for services is provided within two weeks of the local IVRS office being notified of the referral (receipt of a completed Referral for Services or Request for Services/Application form) or self-referral, phone call or other referral request. The individual should be provided the opportunity to receive information either through an orientation or individual referral conference.  During the orientation or conference, the referral process involves the completion of the Request for Services/Application (if not previously completed) and pre-intake data collection requirements and providing information on, at a minimum:
1. An explanation of all phases of rehabilitation; 
2. A discussion and review of the Rights and Responsibilities; 

3. An explanation of application and eligibility requirements; and 

4. An explanation on services available as they pertain to the employment goal on through the case closure expectations.  

It is essential that IVRS have a process that engages the individual who is interested in services to proceed and complete the pre-intake data discussion.  Therefore, IVRS staff and partners complete much of the paperwork necessary.  An individual is considered to have applied for services upon receipt of a request for services in the form of an application for services and when the individual has reviewed, signed and submitted the IPE-1 form.  This may occur before an intake is scheduled or as part of the intake process.  The individual is considered to have applied for services, regardless of if the intake interview has been completed if the application is received and the rights and responsibilities has been signed.  Two copies of the IPE-1 are signed by the job candidate and the agency representative. The job candidate is provided with one copy and the other is placed in the case file. IVRS has 60 calendar days to determine eligibility from the date of the job candidate (and parent/guardian if applicable) signature(s) on the Rights and Responsibilities section of the IPE-1 form if date stamped in the IVRS office within 10 working days of the signature.  If the document is received more than 10 working days after that signature, the 60 days begins with the date stamp on the document.  

Refusal to Sign Form

There are times an individual refuses to sign the Rights and Responsibilities section of the IPE-1 form due to disability issues, political reasons, and other legitimate reasons.  In such cases IVRS will proceed and consider the individual as an applicant even when the individual refuses to sign the Rights and Responsibilities section of the IPE-1 form if the IVRS staff person determines that the refusal to sign cannot be negotiated, but the individual desires to achieve an employment goal and understands and agrees to their responsibilities in working with IVRS toward that outcome. It is critical that job candidates understand that eligibility is based on documentation of the disability(s) and IVRS is required to explore all disabling conditions that could impact the development of the IPE. If the job candidate agrees but refuses to sign the form, the Rights and Responsibilities section of the IPE-1 form should be marked indicating the refusal to sign and the counselor should sign and date both copies. One copy is filed and the other is given to the applicant with an R-413 entry documenting the applicant’s reasons for not signing.  If an applicant is under the age of 18, the parent or legal guardian must sign in addition to the applicant.  If the parent or guardian refuses to allow the student to participate demonstrated by not signing the form, IVRS may not proceed with the case and must advise the job candidate to re-apply when they turn 18 years of age.  

If an individual refuses to sign, it is important they understand the following before proceeding:

1. The individual has a significant disability that requires IVRS services in order to be successful;

2. The services that would be needed would include disability-specific services to assist the individual in developing or maintaining strategies that address their disability-specific impediments in order to be employed;

3. The services that are needed throughout the rehabilitation process may also require significant accommodations on the job in order to be successful;

4. All services delivered are provided and monitored to make sure the individual is making progress toward their employment goal;

5. All services are delivered because they are necessary in order for the individual to be employed;

6. All available and accessible services are full partners in the rehabilitation process and must be accessed prior to IVRS expenditure of funds; 

7. The job candidate will be asked to supply financial information for planning and delivery of services, and failure to provide this results in the job candidate paying 100% of the financial participation rate for non-fee schedule services; and

8. The expected outcome of IVRS services is that the individual will achieve an employment outcome in a competitive integrated employment setting. 
For information on students who are most significantly disabled and are refusing services and desire extended employment refer to the Competitive Integrated Employment Settings section of this manual.
Each person referred for services will be provided with a copy of the current CAP brochure with an explanation of those services. Each applicant must also be offered the opportunity to register to vote. This opportunity must also be given any time they change addresses. Forms are provided for documenting this action. 

B.
General Health Assessment

An Assessment of Current General Health Status is a requirement in all cases. IVRS must seek the least costly and least obtrusive manner to document the general health. The requirement can be met by: 
1. Obtaining already available medical information from an examination within the past year which assessed all major body systems;
2. Completion by the applicant and agency representative of the IVRS Health Assessment Questionnaire;
3. Documentation from the SSA regarding the SSI or SSDI recipient’s medical or psychological disability; or 

4. IVRS arranging and paying for a new medical evaluation.
If the information is medically reviewed, the remarks of the medical consultant are noted in an R-413 entry.  Any problem with approval or fees for reports needs to be resolved prior to release of payment.  If further diagnostic procedures are recommended or indicated, these should be obtained immediately using Form R-450 to pay for services requiring a fee.

Students transferring to another area of the state should have the application fields updated with the school address information (new residence, phone number, etc.). The contact information should contain the permanent address information. IVRS does not provide services to individuals whose primary disability is blindness unless the individual is served in the Iowa Self Employment Program or Transition Alliance Programs. Individuals with multiple disabilities may receive technical assistance and consultation from IVRS as a job candidate of IDB. Approval to open a case record of an individual who is blind must be obtained from the Bureau Chief.  IRSS Support is notified in these cases to assure the job candidate receives the same unique identifier in both the IDB and IVRS case management systems.
C. Scope of Services

The referred individual is engaged through an interactive discussion of the individual’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests and informed choice.  This comprehensive discussion provides an exchange of information that can be used in the determination of eligibility as it pertains to the functional impediments and need for services.  The following identifies the scope of services available to referred individuals:

1. Students and youth with disabilities who are potentially eligible may participate in individual or group pre-employment transition services if they received the services prior to eligibility.  If they had not received pre-employment transition services and are placed on a waiting list for services, they may only receive pre-employment transition services in a group setting.  

2. All referred individuals must participate in an assessment for eligibility and required services.

3. All referred individuals must complete an intake interview and provide the necessary descriptive information required by the Rehabilitation Services Administration.

4. All referred individuals must be informed that prior to the development of an IPE they will be required to produce evidence that they have permission to work in the United States of America.

5. All referred individuals will begin discussions on their personal goals, dreams, skills, ideas, concerns, priorities, and capabilities.

6. All referred individuals will begin exploration on the labor market and viable occupations within the geographic area.

D.
Agency Expectations

During the intake interview staff ask questions concerning the individual’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests and informed choice.  Active listening using open-ended questions and reflection will engage the individual and demonstrate the active interest in serving the individual with a disability to achieve their employment outcome.  

1. Case Recording:
The following should be discussed and documented in the case record:

a. Disability and impediments as they pertain to past work history;

b. Interests, preferences and resources;

c. Educational background and past training success;

d. Employment history and transferable work skills;

e. Legal issues and restitution requirements;

f. Next steps to be completed and identification of roles and responsibilities.

2. Timeframes:
a. An individual is considered an applicant until the eligibility determination is completed. 

b. Intake appointment is scheduled within two weeks of the referral.

c. Best practice for case notes is immediately following an appointment; acceptable is within two working days of the appointment.

d. Decision of Eligibility:  within 10 working days of receiving the medical/psychological/SSA information and no later than 60 calendar days from the date of the signed Rights and Responsibilities section of the IPE-1 form.

e. Extension for Eligibility:  completed by the 45th day after the Rights and Responsibilities section of the IPE-1 form was signed, with a specific date noted by when the decision will be determined, he reason for the extension and approval of the job candidate.  
H.
Exceptions

1. If the job candidate agrees to an intake appointment later than the two week requirement after referral, an email or signed note verifying that is sufficient with a follow-up date noted. 
STATUS 08-0: CLOSED BEFORE ACCEPTED INTO SERVICE

A. Purpose 

When the IVRS counselor determines that an applicant is ineligible for vocational rehabilitation services, the case may be closed. 

B. Description  

When eligibility criteria cannot be met, or if a job candidate decides they do not want to pursue employment, the case may be closed.  Prior to closing the case the IVRS counselor will speak with the job candidate to explain the information on file and the reasons for ineligibility; or seek to encourage the job candidate to reconsider their decision to not pursue employment. 

C. Scope of Services  

Closure may occur prior to eligibility when the applicant does not meet the eligibility criteria or for some other reason noted in the closure.  However, prior to closure a meeting is held with the job candidate in order to determine if a different decision might be made with additional information exchanged.  For reasons other than not meeting the eligibility criteria, the IVRS counselor will engage the applicant by learning about their thoughts and goals and offer ideas on how IVRS might be able to assist them.  If closure is due to the applicant not meeting the eligibility criteria, then the IVRS counselor will share the information that has been received and on file, what the information means in relationship to eligibility, and offer the applicant an opportunity to produce other information.  In the absence of additional information or the applicant changing their mind on pursuing services, the file may be closed and the applicant is informed they can always apply at a later date should something change that causes them to need services.  

Before an applicant is closed “unable to locate” or “refusing services” IVRS staff should attempt to contact the applicant through those individuals listed on the application as people who would likely be able to know of their location or through other partners such as teachers, case managers, etc. 

D. Agency Expectations  

A case narrative must be entered that explains the reason for the ineligibility decision.  The case note must describe the attempts that the IVRS counselor made in learning new or additional information that might impact the decision.  After the discussion regarding case closure has been completed with the applicant, a letter explaining the decision and the discussion is sent to the applicant and they are also informed of their right to mediation or appeal.  They must also be informed of the CAP advocacy services.  

IVRS staff will not close a case prior to a determination of eligibility unless the applicant declines to participate in, or is unavailable to complete an assessment for determining eligibility and priority of service.  IVRS staff must demonstrate that a reasonable number of attempts to engage the applicant was tried, no less than three attempts, without result.  In appropriate circumstances the applicant’s representative should be contacted to encourage the applicant’s participation.  The following summarizes the process:

1. The IVRS counselor made the determination only after providing an opportunity for full consultation with the individual or, as appropriate, with the individual’s representative.

2. The IVRS counselor informed the individual in writing of the ineligibility decision including the reasons for that determination, supplemented as necessary by other appropriate modes of communication consistent with informed choice of the individual.

3. The IVRS counselor has informed the individual about the rights to seek remedy for any dissatisfaction, including mediation, appeal, and/or review of the information by administration.

4. The IVRS staff will advise the individual of services available through the CAP and how to contact the program.

5. The IVRS staff will refer the individual to other programs that are part of the Workforce Service Delivery System that can address the individual’s training or employment-related needs.

E. Exceptions


None.
ASSESSMENT FOR DETERMINING ELIGIBILITY 
AND VOCATIONAL REHABILITATION NEEDS

A.
Description
Assessment for determining eligibility and vocational rehabilitation needs means, as appropriate in each case:
1. A review of existing data to determine if an individual is eligible for vocational rehabilitation services; and to assign priority for placement on the waiting list; 
2. To the extent necessary, the provision of appropriate assessment activities to obtain necessary additional data to make the eligibility determination and waiting list assignment; 
3. To the extent additional data are necessary to make a determination of the employment outcomes and the nature and scope of vocational rehabilitation services to be included in the IPE of an eligible individual; and 
4. A comprehensive assessment means an assessment of: the personality, interests, interpersonal skills, intelligence and related functional capacities, educational achievements, work experience, vocational aptitudes, personal and social adjustments, and employment opportunities of the individual and the medical, psychiatric, psychological and other pertinent vocational, educational, cultural, social, recreational and rehabilitation needs of the individual. The assessment may include an appraisal of the patterns of work behavior of the individual and services needed for the individual to acquire occupational skills and to develop work attitudes, work habits, work tolerance, and social and behavior patterns necessary for successful job performance, including the use of work in real job situations to assess and develop the capacities of the individual to perform adequately in a work environment. To the maximum extent possible, relies on information obtained from experiences in integrated employment settings in the community and in other integrated community settings.  

B. 
Scope of Services  
This comprehensive assessment:

1. Uses as a primary source of information, to the maximum extent possible and appropriate and in accordance with confidentiality requirements:

a. Existing information obtained for the purposes of determining the eligibility of the individual and assigning priority for an order of selection; 
b. Information that can be provided by the individual and, if appropriate, by the family of the individual and others; 

c. Referral, for the provision of rehabilitation technology services to the individual, to assess and develop the capacities of the individual to perform in a work environment; and

d. An exploration of the individual's abilities, capabilities, and capacity to perform in work situations, including experiences in which the individual is provided appropriate supports and training.
2. Is limited to information that is necessary to identify the rehabilitation needs of the individual and to develop the IPE of the eligible individual.

C.
Eligibility Requirements
The determination of eligibility for services can only be made by an IVRS vocational rehabilitation counselor and must be based on the following requirements:

1. The applicant has a physical or mental impairment;

a. Demonstrated by a stated diagnosis from an individual or entity licensed and qualified to provide the diagnosis; or

b. Demonstrated by the IVRS Coding Rubric as the result of a VR counselor analysis of existing information from a secondary institution.
2. The applicant’s impairment constitutes or results in a substantial impediment to employment for the applicant; 

a. Demonstrated by the job candidate’s statements, family member statements, teacher statements, etc.,  regarding the impact the impairment causes the job candidate in preparing for, obtaining, maintain, regaining or advancing in employment; 

1) A review of existing data, including counselor observations, educational records, information provided by the individual or individual’s family, information used by education officials, and determinations made by officials of other agencies;
2) A review of information obtained from experiences in the integrated employment setting(s) in the community and observations from supervisors, if applicable; and
3) A review of the documentation provided by the job candidate that demonstrates the applicant is a Social Security beneficiary due to his/her disability.

b. Demonstrated by medical records reporting impediments, applicant statements, and information received from family, supervisors, and others; or if necessary

c. Demonstrated by assessment information detailing the impediments and functional limitations.
3. The applicant demonstrates significant limitations in at least one of the functional impediment areas in terms of an employment outcome: communication, interpersonal skills, mobility, self-care, self-direction, work tolerance, and work skills.

a. Demonstrated by a justification detailing how the functional impediment(s) has significantly impacted the individual in pertinent vocational, educational, cultural, social, recreational and living environments. 

4. The applicant requires vocational rehabilitation services to prepare for, secure, retain, advance in, or regain employment that is consistent with the individual’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice; 

a. Demonstrated by the justification narrative authored by the VR counselor of record.
1) Description of the need for services, the anticipated expectation of how those services will remedy or significantly impact the impediments so that competitive integrated employment will be achievable; and if applicable

2) Relationship of additional assessment data to the individual’s employment journey.  

5. For purposes of an assessment for determining eligibility and vocational rehabilitation needs, an applicant is presumed to have a goal of an employment outcome and is presumed to be able to benefit. 

6. Any applicant who has been determined eligible due to his/her disability, and is in  immediate risk of losing the job due to the disability, and is determined to be in a category not currently being served, may only receive the services or goods needed to maintain the job.  
a. The job must be in a competitive integrated setting.  If services are needed for other purposes, they may not be delivered and the applicant must wait until his/her name is removed from a waiting list category and placed into active service.  This means that if the individual needs services that are not directly tied to maintaining current employment, the individual’s ability to receive those services from the VR program depends on the individual’s placement on the waiting list.

b. Immediate need means that the individual would almost certainly lose his/her current job if not provided specific services or equipment in the very near future that would enable him/her to retain that employment.

c. Immediate risk of losing the job due to the disability does not include economic conditions and non-disability related factors.

7. Any applicant who has been determined eligible for Social Security benefits (SSI or SSDI) based upon their personal disability is presumed eligible and considered to be an individual with a significant disability.  Any individual who self-identifies as a recipient of SSA benefits, the applicant or VR staff shall:

a. Produce appropriate evidence, such as an award letter, to support that assertion; or

b. Verifies the applicant’s eligibility by contacting the Social Security Administration.

1) Such verification must be made within a reasonable timeframe such that IVRS determines eligibility for services within 60 calendar days of the date the individual submitted an application for services.

2) Such verification may be documented in a narrative case note stating the date the contact was made, the SSA employee who verified the benefit, the benefit type (SSI or SSDI due to having a disability qualifies) and the amount of the benefit.

8. Any eligible individual must intend to achieve an employment outcome that is consistent with informed choice;

a. The applicant’s completion of the application process for VR services is sufficient evidence of the individual’s intent to achieve an employment outcome, and no additional documentation on the part of the applicant is required, other than their participation and follow-through with goals and activities.  

9. Nothing in this section, or subsequent sections, concerning service provision is to be construed to create an entitlement to any vocational rehabilitation service or support. 
D.
Priority for Service Requirements
When IVRS is unable to serve all job candidates that apply for services due to financial limitations, then applicants are placed on one of three waiting lists.  The priority for services as required by WIOA specifically requires that a State must first serve all “Most Significantly Disabled” before serving those applicants determined to be “Significantly Disabled”. Only after those categories are served may those who are considered “Other’s Eligible” receive services. Individuals with disabilities who do not meet the categories served are referred to organizations such as Iowa Workforce Development, Iowa Student Aid Commission, Department of Human Services, Disability Rights Iowa, etc.  The following requirements for determining placement on the waiting list must be met to identify which waiting list placement an individual is assigned:
1. Most Significantly Disabled (MSD): means individuals who have three or more serious impediments to employment; and whose vocational rehabilitation can be expected to require multiple services over an extended period of time (defined as more than six months);

2. Significantly Disabled (SD): means individuals who have two or less serious impediments to employment; and whose vocational rehabilitation can be expected to require multiple services over an extended period of time.  

3. Other’s Eligible (OE): means individuals who do not require multiple services over an extended period of time, and who have a significant, but not serious, impediment to employment. A person may be “other’s eligible” even if he/she only requires one service for employment. 
E. Job Retention: means individuals who were determined eligible and placed in a waiting list category not being served, who are at immediate risk of losing their job due to their disability and require VR services in order to maintain employment.  These individuals may move directly into active status and bypass the waiting list only for those services that will allow them to maintain employment.  After having received said service(s) or good(s), the job retention eligible individual may return to the waiting list until that point where his/her priority of service is being served if additional services not related to the job retention are requested.  

1. Individuals who are at risk of losing employment must allow IVRS to obtain documentation from the employer identifying the work performance problems the individual is having on the job.  The IVRS counselor’s analysis of the work performance issues in relationship to the disability and what is needed for job retention provide the justification for eligibility and moving directly into service, regardless of the number of serious impediments.
2. When the goods and services that are required to maintain employment have been delivered and the job is stable, the job candidate may return to the waiting list for additional services needed but not required to retain current employment.  No additional services are delivered while the job candidate is on the waiting list.
3. If the individual requires no further services, the file is closed successfully.

E.
Timeframes
See timeframes in the Status 02-0/Potentially Eligible section of this manual.
.  

F.
Exceptions 
None.
STATUS 04-0 AND STATUS 10-_: ACCEPTED FOR SERVICES, DOES NOT MEET SEVERITY CATEGORY BEING SERVED

A.
Definition 

“Individual with a disability” means an individual: (i) Who has a physical or mental impairment as identified by the RSA Coding; (ii) Whose impairment constitutes or results in a substantial impediment to employment; and (iii) Who can benefit in terms of an employment outcome from vocational rehabilitation services.”  (34 CFR 361.5(c) (27))

All applicants with an impairment which constitutes or results in a substantial impediment to employment are presumed to be able to benefit.  Standards for eligibility are found in the eligibility section of this manual.

The following fields must be entered and approved in IRSS:

1.
RSA Disability Coding 

a. Primary & Secondary Disabilities required (listed separately in IRSS)

1) Primary and Secondary Impairments 

2) Primary and Secondary Causes

2.  Presumptive Eligibility (if applicable)

3.  Priority for Service Category

B.
Analysis of Eligibility 
The determination of eligibility requires that a qualified rehabilitation professional employed by IVRS perform a comprehensive analysis of the disabling conditions, impediments to employment, and justification of why the individual requires services from IVRS to be successfully employed.  As such an eligibility justification is a process for the rehabilitation counselor to learn about the individual’s presenting disability and gain understanding of the implications.  Through a process of analysis the rehabilitation counselor must consider the impact of the disabling conditions upon the person’s ability to work, and then synthesize the information to determine if the individual can be successful with IVRS simply providing technical assistance and consultation to existing systems or if the individual requires intensive services to be successful in employment.  


Rehabilitation counselors consider the seven functional capacity areas for employment; if there are systems, organizations, laws, and supports that already exist for the individual to access for success; and the seriousness of the impediment that requires the intensive services from IVRS.  The following are examples of when the impediment is considered serious but is not an all-inclusive list:

1. Mobility: Unable to drive without modifications or specialized training; unable to ambulate without adaptive equipment or personal assistance; unable to climb one flight of stairs or walk 100 yards without pause on a permanent basis; unable to drive due to a physical impairment; unable to access public transportation due to a physical impairment.

2. Self-Care:  Unable to live without supervision impacting one’s ability to obtain or maintain employment; unable to plan activities of daily living without personal assistance or rehabilitation technology as required for employment;  unable to perform activities of daily living without personal assistance or rehabilitation technology as required for employment;  requires an extended period of time beyond the norm to prepare oneself for work due to physical or emotional impairments;  requires assistive technology to perform essential daily living skills.

3. Self-Direction:  Unable to adjust to new work conditions, new work routines, or new work expectations without personal assistance, specialized training, or an extended transition period;  unable to concentrate on the job for minimal periods of time in order to make appropriate work-related decisions, to problem-solve effectively on the job, and/or to complete multi-step work tasks without being easily distracted as a result of the disabling condition or medications prescribed that treat the condition; unable to make routine decisions that would affect work tasks and work performance without structured intervention, personal assistance or specialized training; unable to learn from the consequences of poor decision-making on the job which results in repeated job loss for long periods of unemployment.

4. Work Skills:  Unable to learn new work tasks, learn appropriate work behaviors and skills, and/or organize work functions on the job without direct intervention or specialized training; unable to utilize previous job training and skills because of disability-related impediments and retraining that is required; will require rehabilitation technology on a permanent basis in order to perform/resume job skills; requires compensatory strategies, created by a third party, such as visual cues, illustrations, color-coding, numbering, etc., in order to complete work tasks.

5. Work Tolerance:  Unable to perform sustained work activity for two or more hours without rest on a permanent basis beyond what is allowed for a regular work shift; requires a permanently modified work schedule or work environment for disability-related needs; unable to perform job tasks that require repetitive motion without modifications to the work environment in order to maintain employment; cannot work around chemicals, dust or fumes without having a serious reaction; unable to work around environment extremes such as temperature changes, noise or visual stimuli without aggravating the disability and causing a reduction in stamina; unable to demonstrate the psychological stamina to work a full-time job due to the disability.

6. Interpersonal Skills:  Unable to establish or maintain appropriate interactions with co-workers and supervisors without specialized training and/or personal assistance; unable to establish or maintain appropriate interactions with co-workers and supervisors without prescribed medication; unable to maintain current or future employment due to a documented history of job loss resulting from on-the-job interpersonal problems;  demonstrates a serious lack in maintaining appropriate eye contact, understanding visual cues and personal work space to the point it creates discomfort on the part of the person with whom the interaction occurs.

7. Communication:  Unable to perform/understand written communications in the workplace without accommodation or interventions;  unable to perform/understand oral communication in the workplace without accommodations or interventions;  unable to perform functional communications required for completing job applications and participating in interviews without accommodations or interventions;  unable to speak or understand individuals without accommodations or interventions; demonstrates job loss due to failure to communicate effectively, which caused misunderstandings and extreme difficulty in the work environment.

C.
Scope of Services 

The eligibility of an individual for vocational rehabilitation services is based on:

1. The individual being an individual with a disability, as defined above; and
2. The individual requiring vocational rehabilitation services to prepare for, enter, engage in, retain or advance in gainful employment.

Any applicant who has been determined eligible due to his/her disability, is in immediate risk of losing the job due to the disability, and is determined to be in a category not currently being served, may only receive the services or goods needed to maintain the job.  

1. The job must be in a competitive integrated setting.  If services are needed for other purposes, they may not be delivered and the applicant must wait until his/her name is removed from a waiting list category and placed into active service.  This means that if the individual needs services that are not directly tied to maintaining current employment, the individual’s ability to receive those services from the VR program depends on the individual’s placement on the waiting list.

2. Immediate need means that the individual would almost certainly lose his/her current job if not provided specific services or equipment in the very near future that would enable him/her to retain that employment.

3. Immediate risk of losing the job due to the disability does not include economic conditions and non-disability related factors.

Individuals receiving SSDI or SSI are presumed to be eligible.

D.
Agency Expectations      

1. If the applicant is a recipient of SSI or SSDI, verification of that status from the Social Security Administration is needed. Verification may be received through:

a. Telephone verification with the local Social Security office that the applicant is a recipient due to their own disability.  The contact person’s name is documented in an R-413 case note.

b. A letter or other correspondence provided by the job candidate that documents his/her receipt of a disability benefit.  A copy of the letter or correspondence is retained in the case file.

c. Verification of a disability benefit that is printed and retained in the case file from the applicant’s online Social Security account.  

d. Records received from the SSA from a signed SSA Release of Information verifying a disability benefit.

2. In cases where the individual is at immediate risk of losing the job, documentation must be obtained from the employer of record demonstrating the job candidate is at immediate risk due to a disability and not other factors (i.e. economic downturn).
3. In all cases check to be sure that there is either:

a. Information in medical reports comparable to a current general systems review; 

b. A completed IVRS Health Assessment Questionnaire;

c. The report of a purchased general history and physical exam; or

d. Documentation that the individual is an SSI or SSDI recipient.

4. Additional assessments for purposes of determining the proper waiting list placement can be done in Status 04-0.

5. Eligibility determination:

a. If the job candidate meets the eligibility criteria, complete the R-413 Face Sheet:

1) Check the “Does” box indicating that the individual has a physical or mental impairment that results in a substantial impediment to employment (R-413 Face Sheet, Eligibility item C.1);

2) Check the “Does” box indicating that the individual requires vocational rehabilitation services to prepare for, enter, engage in, or retain gainful employment (R-413 Face Sheet, Eligibility item C.2);

3) List each impairment, the applicable code, the date of the report, and the name of the source, who provided the information for coding, or the name of the treatment facility, or agency.  On SSDI and SSI recipients where medical material is not available, use the verification method and date. (R-413 Face Sheet, Eligibility item D.); 

4) Check “is” under ELIGIBILITY; 

5) Counselor must sign and date the Certification of Eligibility on the Face Sheet.  This date must be the same or earlier than the IPE-2 which outlines the first vocational goal and plan of services; 

6) Complete the Significance of Disability section of the form. If the individual is a recipient of SSDI or SSI, that item is checked and the person is automatically considered SD.  If the counselor believes the individual to be MSD, the areas in which there are three or more serious limitations must be shown on the back of the form; 

7) If not an SSDI or SSI recipient, the two criteria under item B must be answered in the affirmative. The functional capacities in which serious limitations have been found are indicated on the back of the form which can be completed in conjunction with side 2 of the Health Assessment Questionnaire; 

8) If it is determined the individual meets the criteria of B.1 and B.2, “Yes” should be checked and the date certified.  If one of the two criteria is not met, check “No”; 

9) If serious limitations are shown in three or more functional capacities, the individual is considered to be Most Significantly Disabled.  Enter the date of that determination on the line in item C; 

10) An individual may be determined to be SD or MSD at any time after eligibility is determined.  Once determined to be SD or MSD, an individual’s classification is never downgraded during the time that the file is open.  If the case has been upgraded to a higher category served, the priority category is initialed and dated.
6. The counselor must make a narrative entry in the R-413 section of the case file. The narrative analyzes and describes how the disability results in limitations and impediments to employment.  The counselor provides a justification through this analysis by connecting this information to the rehabilitation services that are necessary in order for the individual to benefit in terms of employment.

7. Individuals who are determined eligible for services (Status 04-0) but are placed on the waiting list can receive Information and Referral services.  At the time of eligibility determination individuals will be advised of and offered services under Information and Referral:  

a. 
Individuals can be referred to other Federal and State programs, including programs carried out by other entities in the statewide workforce investment system.  The program the individual is being referred to should be notified that the referral is being made.  The individual should be provided a specific contact point within the agency to which they are being referred and information and guidance regarding the most suitable services to assist the individual to reach employment.

b. 
An agency representative may participate with an IEP Team in providing general guidance to the planning team for a student.  If this is done before the case file is opened it is considered technical assistance.  If it is done while the student is on the waiting list, it is considered Information and Referral.  No special resources (money or staff time) may be provided to job candidates on the waiting list.  

c. 
The agency representative may participate in the staffing of a waiting list job candidate if they are already in the building to serve non-waiting list job candidates.  Comprehensive planning may only be provided to an eligible individual who is off the waiting list.  

8. Limitation of Services for Job Candidates on IVRS Waiting List:

a. If the job candidate had received pre-employment transition services prior to being determined eligible for services, the job candidate may continue to receive pre-employment transition services either individually or in group setting.

b. If the job candidate had not received pre-employment transition services prior to being determined eligible for services, the job candidate may only receive pre-employment transition services that are provided to groups of students.  No individualized pre-employment transition services may be provided to a job candidate who had not received them prior to eligibility.  

1) No programs will be specifically created by IVRS for this group of individuals.

2) No purchase of services will be allowed while on a waiting list unless it is interpreter or personal attendant services to allow the individual to communicate with IVRS and participate in assessment activities that may increase his/her priority of services category.

3) No participation in an IVRS job club or JSST program is allowed; however, if a class is being provided and a waiting list job candidate desires to sit in and there is room, then the job candidate may participate but no materials or specialized instruction is allowed because these are training programs.  However if there are not enough job candidates available to have a class, the class is not conducted just so waiting list job candidates can attend.  

c. Job candidates in Status 04-0 are allowed to attend the Iowa Self Employment Orientation for information purposes only.

*NOTE:  CASES IN STATUS 04-0 DO NOT PROCEED BEYOND THIS POINT until they come off the waiting list, meet the standard for job retention or are closed.  If the individual moves to an area covered by another office, the file should be transferred to that office.  Cases closed from Status 04-0 are closed in Status 38-0.

STATUS 10-_

Frequency of contact is monthly.  A comprehensive assessment of vocational rehabilitation needs is basic to the determination of the nature and scope of services to be provided to a job candidate to accomplish their vocational rehabilitation goals and objectives.  If the comprehensive assessment has not been completed prior to eligibility it must be formally initiated to facilitate planning and development of the IPE.  The job candidate will remain in Status 10-0 or 10-1 while the IPE is developed and written.  Movement from one Status 10-_ to the other is allowed only to correct an error.  This can only be done by IRSS Support.  The assessment may include updated medical and psychiatric information that could impact planning.  Planning may not proceed when IVRS staff are aware of medical or psychological factors that could impact the planning and employment outcomes, but the information is not on file.  However, planning may continue if the job candidate has been forthcoming with the information and the ROI is in transit.    

IVRS staff should record in an R-413 entry the next action to be taken, including the activities needed to complete the comprehensive assessment of vocational rehabilitation needs.

Exceptions  

None.
INDIVIDUALIZED PLAN FOR EMPLOYMENT

A.
Definition  

There are three components to the Individualized Plan for Employment:

1. IPE-1  (Rights and Responsibilities)

2. IPE-2  (Plan for employment including plan reviews, amendments, interruptions, or plan for post-employment services)

3. IPE-3  (Employment, Amended for Employment or Closure)

B.
Agency Expectations 

IPE-1: Job candidates are informed at the beginning of the process of their rights and responsibilities when working with IVRS and this information is infused throughout the service delivery process. It is imperative that these expectations are understood and honored by all parties. The Rights and Responsibilities can also be found on the back of the IPE-2 and IPE-3 forms.  This information is used whenever services are being delivered, including for the delivery of post-employment services.  The agency representative will answer any questions that the job candidate may have about the meaning of any of the information on the IPE forms.
The agency representative should give the job candidate time to look over the form and then review it item-by-item. If the job candidate needs assistance in understanding this material, the agency representative should involve parents, guardians, special interpreters, or other job candidate representatives, as needed. The job candidate should also be given the opportunity to agree to allow IVRS permission to use the job candidate’s Social Security number to exchange information with the SSA.  

The job candidate (or job candidate and representative) and the agency representative each complete and sign two copies of the IPE-1 form. If the job candidate is under the age of 18, or has a court-appointed guardian, the signature of a parent, guardian, or other legally recognized representative is also needed on the form. One copy is retained by the job candidate, the other is filed in the agency case file. Should the job candidate refuse to sign the form, but indicates a desire for services, the agency representative will have a discussion about the job candidate’s responsibilities and the requirements: 

1. Documentation of all applicable family income for planning (see training section for applicable income for students in a training program);
2. Documentation of application for FAFSA if attending post-secondary education at a college or university setting;

3. Participation in assessments and counseling to identify and plan for a vocational goal;

4. Financial participation in the cost of their program; and

5. Providing updated medical information.

The job candidate should be informed that failure to provide these things could result in case closure.  After the job candidate acknowledges he/she understands this information and still refuses to sign, the IVRS representative signs and dates both copies. One copy is given to the job candidate. The other copy will be filed in the case file, with a notation that the job candidate refused to sign, and the reason the job candidate refused to sign is documented in the R-413 case notes. If the job candidate wants to sign, but the job candidate’s legal guardian refuses to sign or refuses services the job candidate must be informed that the case must be closed but could be re-opened when the job candidate turns the age of majority or obtains their own legal rights to proceed. 

Individuals who receive services from IVRS should be informed that there is “safe data” that is shared within the workforce partnership.  Assurance is provided to the individual that information specific to his/her diagnosis is considered confidential and is not shared; while information on reasonable accommodations needed in order for the individual to gain access is shared with appropriate parties involved in the rehabilitation process.  IVRS is a core partner of the workforce development system and has a responsibility to ensure that partners understand the progress made and what is necessary for the individual to be successful and avoid duplication.  

1. Individuals who receive services from IVRS but also are recipients of services through the Veteran’s Administration Vocational Rehabilitation and Employment program should be informed that the IVRS IPE supplements the VA/VR&E IPE and must be aligned consistent with their plan.  Individuals who request to seek an alternate employment goal must consult with their VA/VR&E counselor and request a team staffing to discuss the appropriateness of the amendment.  Individuals pursuing self-employment must work with the VA/VR&E to include that in their plan and if it is included, then, IVRS provides the technical assistance to achieve self-employment.  However the VA/VR&E provides the financial resources to start a new business.  

2. Individuals who receive services through IDB but also through IVRS due to their involvement in a Transition Alliance Program or the Iowa Self-Employment program must be informed that the expenditures for services that are individualized are provided by the IDB.  

IPE-2:  An IPE-2 is developed within 90 calendar days with each eligible individual who is not on the waiting list.  The IPE is a signed agreement between IVRS and the individual with a disability receiving services that outlines the specific job goal being pursued and the services required in order to be successful in preparing for, obtaining, maintaining or advancing in employment. The Employment Plan is designed to initiate and carry out an IPE consistent with the individual’s unique strengths, resources, priorities, concerns, abilities, capabilities, career interests, and informed choice.  
Options for Development: All job candidates are informed of the options they may use to develop their IPE, and it must be developed within 90 calendar days regardless of the option selected.  Information on the available options are given at the time the individual is moved into planning services.   The IPE does not go into effect until approved and signed by the IVRS counselor assigned to the case; and no costs affiliated with the development of the IPE can be charged to IVRS by those entities that the job candidate selects for assistance.  Entities assisting the job candidate are encouraged to use the IVRS IPE form, but only the IVRS IPE is the official and accepted IPE for the case record and used in final planning.  The Options for IPE Development form must be signed and placed in the R-413 case record IPE section.  Assistance and development that may be selected include:

1. Assistance from IVRS:  All job candidates and, if applicable, their representatives may receive assistance from a qualified vocational rehabilitation representative employed by IVRS after being removed from the waiting list;

2. Assistance from Other Professionals:  All job candidates and, if applicable, their representatives may receive assistance from a vocational rehabilitation counselor who is not employed by IVRS but any costs associated are the responsibility of the job candidate;

3. Assistance from Advocacy Organizations:  All job candidates and, if applicable, their representatives may receive assistance from an advocacy organization of their choosing to include the CAP, DRI, and any other advocacy organization they choose; and 

4. Assistance from Peer Mentors and Others: All job candidates and, if applicable, their representatives may receive assistance from peer mentors or others that the job candidate identifies.

Job Candidate Development: The job candidate may research and evaluate the various occupations and affiliated trainings required and in so doing be actively engaged in developing the IPE.  Such research may be summarized on an IPE form from IVRS but may not be implemented until the rehabilitation counselor approves of the plan.  In order for the job candidate and, if applicable, the job candidate’s representative to develop the IPE the following information must be provided:

1. Information describing the full range of services and that services to be included on the plan must be necessary due to the disability and achievement of the competitive integrated employment;

2. Information and criteria to determine the job candidate’s financial commitments under the IPE;

3. Information on the availability of IVRS to assist in completing the IPE IVRS forms that are required;

4. A description of the job candidate’s rights and remedies and the right to have any decision reviewed and the method to request mediation or appeal;

5. The description of the availability of the CAP;

6. The opportunity for benefits planning, if appropriate;

7. The requirement that if the job candidate uses any other forms than IVRS forms, it must be converted to the IVRS IPE form provided by the agency;

8. The IPE is developed in a manner consistent with informed choice;

9. The employment outcomes must be consistent with a competitive integrated work setting;

10. The specific services to be provided and the settings in which those services are offered;

11. The IPE must be agreed to and signed by both the job candidate and, if applicable, the job candidate’s representative;

12. The IPE must be agreed to and signed by a qualified rehabilitation counselor employed by IVRS in order for services to begin; 

13. The IPE is reviewed annually with the job candidate by the assigned qualified rehabilitation counselor; 

14. Any amendments to the IPE that are necessary are done in collaboration with a representative of IVRS or their rehabilitation counselor (to the extent determined to be appropriate by the individual), and if there are substantive changes in the employment outcome, the vocational rehabilitation services provided, or the providers of said services such amendments must be approved by the rehabilitation counselor; 

15. Amendments do not take effect until agreed to and signed by the job candidate and by the IVRS rehabilitation counselor; 

16. The IPE is amended for post-employment services for the individual to maintain, advance in or regain employment, consistent with informed choice;

17. The IPE is considered signed by the parent/guardian when an email response, which is the electronic signature, acknowledges approval of the IPE has been received; and

18. A copy of the IPE will be provided to the individual, and as appropriate the individual’s representative, and when necessary in the native language or mode of communication of the individual/representative.  

Standards for Developing the IPE: Once the job candidate is released from the waiting list, the IPE must be developed as soon as possible and not later than 90 calendar days unless a specific date for an extension is agreed to by the job candidate and, if applicable, the job candidate’s representative. When IVRS staff provide ideas to job candidates to follow up on assignments it is so they can research and consider alternatives for the purpose of plan development and initiation. There may be times when the job candidate develops a plan on their own or with outside assistance that the counselor cannot agree to after listening to the job candidate’s ideas of their plan. If the counselor and job candidate cannot come to an agreement through a discussion, the job candidate is informed of their right to mediation or appeal of that decision. No expenditures associated with the job candidate-developed plan are the responsibility of IVRS, unless agreed to and approved by the counselor. Approval for services must be obtained prior to any IVRS financial obligation. 

Job candidates who demonstrate that they are eligible to pursue advanced training in science, technology, engineering, mathematics (including computer science) field, medicine, law or business may do so with a letter of acceptance to the appropriate program. In the absence of such letter, they may demonstrate eligibility by previous completion of a bachelor’s degree program from an institution of higher education or scheduled completion of such a degree prior to matriculating into the program proposed. The IPE components include:
1. Current and existing information used to determine eligibility demonstrating how the IPE addresses the identified needs in the eligibility justification;

2. Additional relevant data and assessment information that may be necessary to determine an employment outcome and the nature and scope of services for the IPE;

3. Current information from other programs and providers, particularly education officials and the SSA; 

4. Relevant Information provided by the job candidate and the job candidate’s family; 

5. Relevant rehabilitation services, specific to achieving an employment outcome, including assistive technology and personal assistance services as well as the training in the management of those services; 

6. Needed services must be in the most competitive integrated setting;

7. Services and results should include timelines for the achievement of the competitive integrated employment outcome and for the initiation of services;

8. Services selected by the job candidate, the providers and funding source of those services, including the financial participation of the job candidate, must be identified on the IPE;

9. The responsibilities of the job candidate to apply for and secure comparable services and benefits;

10. The methods to review progress of the plan including the responsibilities of IVRS and the job candidate; and

11. An IPE justification must document the reason for the job goal, the supporting evidence, and how the goal addresses the issues identified in the eligibility justification. 

Additional Standards for Students with Disabilities: In addition to the above standards, students with disabilities must have an IPE developed that identifies the specific transition services and supports needed to achieve the student’s employment outcome or projected post-school employment outcome.  The IPE must be aligned with the IEP or 504 services as applicable such that the goals, objectives, and services that are identified in the education program connect to the IPE.  If the IPE and IEP do not align, a conversation should occur with the IEP team.  The IVRS staff person will indicate what data and information is needed in order to support the IEP vocational goal.  This should be noted in a case note which is copied and sent to the IEP team for inclusion in the IEP. Further guidance is contained in the Serving Students and Youth in Transition section of this manual. Students participating in a 4+ program should have an IPE written upon entrance into the program so that services can be provided and the comparable services provided by the school district are coordinated to achieve a successful outcome.
In rare circumstances it may be impossible to develop a plan by graduation.  The following circumstances are appropriate reasons:
a. The job candidate and counselor cannot agree on a plan (mediation and appeal rights must be provided);

b. The student decides he/she is not ready to write a plan; or

c. The referral was made late in the school year and a comprehensive assessment was not possible for planning.

d. Cases where the student graduates within the month they are removed from the waiting list will be moved to Status 10-0 and the planning time should not exceed the federal standard.

The reason for not meeting the timeframe must appear in an R-413 case note.  When the reason for the delay is related to item “c” then the staff must work with the school personnel on the referral process so more timely referrals are made.  An entry must reflect the discussion and decision. The federal standard requirement would then apply.

When a longer time is needed for program planning and development, an extension may be approved that identifies the reason for the extension and the specific date by when the plan will be developed.  Multiple extensions are allowed.  For reasons involving “a” and “b” above an exception letter/email must be received from the student.
Mandatory Components: Regardless of the approach selected by the individual in the development of the IPE, an IPE shall at a minimum consist of the information listed below. Please refer to the most current IPE-2 for specific listing of services offered. 

1. A description of the specific employment outcome that is chosen by the eligible individual as part of informed choice that is consistent with the general goal of competitive integrated employment, (except that in the case of an eligible individual who is a student, the description may be a description of the student’s projected post-school employment outcome);

2. A description of the specific rehabilitation services that are needed to achieve the employment outcome including, when appropriate;

a. The provision of assistive technology and assistive technology services along with referrals to assistive technology programs and demonstration programs;
b. Personal assistance services;
c. The specific transition services needed for those eligible individuals who are students in transition;

3. Timelines for the achievement of the employment outcome and initiation of services;

4. The entity that will provide the services and the methods used to procure those services;

5. The terms and conditions of the plan, including responsibilities of IVRS, the eligible individual, the financial participation of the eligible individual, the responsibility of seeking out and obtaining comparable services and benefits;
6. The responsibilities of other entities, including:  supported employment services, providers, extended services needed, the source of extended services or the reasonable expectation of identifying the source, and the statement of postemployment services; 

7. Referral to an employment network, if applicable; 

8. The opportunity for mediation and/or appeal along with the timeframe (45 calendar days) by when said action must be requested after a decision is made; and 

9. Post-employment services must be provided under an amendment to the Employment Plan that the individual previously completed. This is where the post-employment needs, conditions, and timelines would be recorded. 
Instructions for Completion of the IPE-2: 

1. Name: Enter the name of the job candidate.

2. Purpose: Check the appropriate box indicating if it is a new plan, a review, an amendment including the reason for the amendment, if the plan is interrupted or if the plan is for post-employment services. When the plan is being amended, provide the reason of the amendment (i.e. delay in achieving the goal date, new goal, etc.). Then on the IPE, insert the services that have been added or changed and complete the plan accordingly. The counselor is the only IVRS staff person besides management that has the authority to amend the job candidate’s plan. The counselor’s signature on the amendment obligates IVRS resources to the new plan. The counselor must sign the plan in order for the newly amended plan to go into effect. 

3. Employment Goal: Enter the occupation and SOC Code the job candidate has selected. The goal should be as specific as possible. Very general statements, such as “Professional”, are not acceptable. A general job goal of competitive integrated employment may be used for students in transition. Refer to the Serving Students and Youth in Transition section for further instructions.  (LINK)

4. Weekly Hours Work Goal: Enter the number of hours per week that the job candidate is planning to work when the employment goal is reached. 

5. Goal Date: Enter the date (month/year) by which all the services, including placement and a minimum of 90 days of follow-up after the individual is stable on the job (has been in Status 22-0 a minimum of 90 days), are expected to be completed. 

6. Comprehensive Annual Review Date: Enter the date (month/year) of the next Comprehensive Annual Review (CAR). The CAR is an opportunity to discuss with the job candidate the accomplished milestones since the last review or initiation of the plan. During the CAR the job candidate may identify additional needs to be addressed. The IPE-2 review should comprehensively identify the progress made, new services and supports that are necessary, as well as changes to how progress will be measured. The counselor may also identify services and supports that are determined as critical for the successful completion of the plan. The CAR must be completed by the counselor, even when there are no changes to the plan. 

7. Services Needed: Check all services that are necessary to accomplish the goal. 

8. To Begin – To End: On the lines following each service that is checked enter the month/year the service is expected “To begin” and the month/year each is expected “To end”. The dates should align with the specific timeframe of each service.  When a service has been completed or it is determined the service is no longer needed, the plan is amended and the end date changed to show the service has ended.
9. Arranged By: Indicate who will be involved in arranging the service. If IVRS will be involved in arranging the service, check the “IVRS” column. If the job candidate will be involved in arranging for the service, check the “JC” column. If the service will be arranged through some other source, check the “Other” column and identify that entity on the corresponding line. Check all columns that apply. 

10. Delivered By: Indicate who will primarily deliver the service directly. If IVRS will be the primary service provider, check IVRS. If there is another entity that will be the primary entity delivering the service, list that entity. If it is a shared responsibility, indicate that as well. 

11. Services Funded By: Indicate the primary entity responsible for funding the service. If IVRS is the primary funder of the service, list IVRS. If another entity is primarily responsible for funding the service, list that entity. If it is a joint responsibility, list all who apply. For individuals attending college, because the majority of the program is not funded by IVRS, IVRS would not be considered the primary funding source. In college cases list the primary financial aid source with IVRS listed as “in support of”. In college situations the job candidate/family is primarily responsible for funding their service. 

12. Supported Employment: List the date that supported employment begins and is anticipated to end. Under “Arranged by”, identify who is responsible for arranging the service with the extended service provider and long-term funding source. Under “Delivered by”, list the entity that is providing the job development and job coaching services. Under “Services funded by”, list the entities responsible for time-limited services, (i.e. the Medicaid Waiver, IVRS, etc.). For “Extended Supports”, this line must list the entity that will “deliver” the extended services after IVRS have been completed and the individual has been in a stabilized employment setting for at least 90 calendar days. Refer to Extended Supports for Students for instructions on when IVRS fund extended supports.  Under “Services funded by”, list the long-term funding source. All Supported Employment plans must include a plan for natural supports. 

If it is not possible to identify the entity to deliver the service at the time the plan is developed, the “JOB CANDIDATE/COUNSEOR COMMENTS” line will contain a statement explaining the basis for concluding that there is a reasonable expectation that extended services will become available. The long-term funding and supports must be identified. 

13. Pre-employment transition services are marked, when needed, for students in high school, post-secondary and other recognized educational programs who are between the ages of 14 and 21. 

14. Services in Support of Services Listed Above: The services identified in this section can only be provided in support of another primary service. These services are never stand-alone services. They are provided only when participation in the rehabilitation program and services listed above cause an extra expense to the job candidate.

15. Review Methods: Check the methods that apply to the specific plan developed with the job candidate. 

The grade point average is the industry standard that is required or the requirement of the college program. If the standards are not met, the job candidate and counselor must develop a plan of action that the student will perform to raise the GPA to the industry standard by graduation.  If that plan does not produce results, the job candidate is not making satisfactory progress.   

For other plans, a progress standard may be jointly developed by the job candidate and the counselor to assist in the completion of the program. 

16. Terms and Conditions: With “Comparable Services and Benefits Involvement”, indicate the source and amount of dollars or services, if known, to be provided as a similar benefit to the job candidate in the program. If the actual amount is not yet known, indicate what is being sought (i.e. Pell Grant). After completing the R-406, enter the percentage of participation the job candidate is required to contribute towards a non-fee schedule service that requires job candidate participation. This is updated annually. If the job candidate is a recipient of Social Security benefits or the Medicaid Waiver, check those boxes. For Social Security recipients, benefits planning information must be provided.

17. Ticket Holders: The job candidate signature on the employment plan verifies the ticket assignment to IVRS unless otherwise directed by the job candidate and so noted. The job candidate should be given the opportunity to agree to allow IVRS permission to use the job candidate’s Social Security number to exchange information with SSA. The job candidate (and/or guardian if appropriate) provides permission by initialing the IPE if permission was not previously granted. The job candidate may identify a different Employment Network, other than IVRS, by inserting the name of the Employment Network in this section. For all job candidates that are closed Status 26-0 and on SSA benefits, IVRS will list the Employment Network to which the job candidate will be referred. If the job candidate does not want to be referred, indicate that the job candidate declined a referral in the comments section of the closure form. 

18. Right to Appeal or Mediation: This should trigger a discussion regarding the job candidate’s right to appeal or mediation of decisions being made. 

19. Job Candidate/Counselor Comments: After discussion with the job candidate, enter specifics that he/she needs to do in the particular program to be successful. The job candidate should be encouraged to write it in his/her language or manner as this is to reflect his/her impressions. When the counselor determines that his/her impressions are different from the counselor’s understanding, together they engage in a clarifying discussion and the counselor then notes that after the job candidate’s comment. 

20. Signatures: Lines are provided for both job candidate and counselor signatures. Usually an Employment Plan is completed in the presence of the job candidate and signed by both parties. Occasionally, the plan may be developed by phone or through web conferencing, signed only by the counselor, and the job candidate’s copy e-mailed. The job candidate provides approval of the plan by responding to the e-mail or via an electronic signature. If a rehabilitation associate or assistant completes the review with the job candidate, they sign the form on the IVRS Representative Signature line. If a rehabilitation associate is completing the form in conjunction with a counselor, both parties will sign the form on the appropriate lines. The date of the Employment Plan must be the same as or later than the date of the Certification of Eligibility. 
21. Once the IPE-2 is completed, the case is moved to the appropriate service Status, 14-0, 16-0, or 18-.

Reviews and Amendments  

The IPE shall be reviewed at least annually by the IVRS rehabilitation counselor; and the eligible individual or, as appropriate, the individual’s representative.  The IPE may be amended as necessary by the individual, or as appropriate the individual’s representative, in collaboration with a rehabilitation professional or rehabilitation counselor employed by IVRS (to the extent determined to be appropriate by the individual).  If there are substantive changes in the employment outcome, the vocational rehabilitation services to be provided, or the service providers of the service,  those amendments will not take effect until agreed to and signed by the eligible individual, or as appropriate the individual’s representative, and by a qualified vocational rehabilitation counselor employed by IVRS.   The IPE may be amended as necessary to include the post-employment services and service providers that are necessary for the individual to maintain or regain employment consistent with informed choice.   
IPE-3: When the job candidate satisfactorily completes his/her IPE and achieves the employment goal and the job is stable for at least 90 days, then the file is closed. The file may also be closed prior to achievement of the employment goal for the reasons outlined in the IRSS Codes for Closure.
Instructions for Completion of the IPE-3:  

1. Name: Enter the name of the job candidate.
2. Purpose: Check “employed” when the case moves to Status 22-0 and the job is stabilized. When a job candidate obtains a job that is not consistent with their original goal, but services provided contribute to the job goal or when additional services are needed, check “amendment for employment.”  Enter a reason for the amendment.  If the purpose is to close the case, check “Closure.” 
3. Goal Date: Enter the date (month/year) by which all the services, including placement and a minimum of 90 days of follow-up after the individual is stable on the job (has been in Status 22-0 a minimum of 90 days), are expected to be completed. 
4. Comprehensive Annual Review Date: Enter the date (month/year) of the next Comprehensive Annual Review (CAR). 
5. Services Needed:  Enter the services that are necessary to accomplish the goal.
6. To Begin – To End: On the lines following each service that is checked enter the month/year the service is expected “To begin” and the month/year each is expected “To end”. 
7. Arranged By: Indicate who will be involved in arranging the service. If IVRS will be involved in arranging the service, check the “IVRS” column. If the job candidate will be involved in arranging for the service, check the “JC” column. If the service will be arranged through some other source, check the “Other” column and identify that entity on the corresponding line. Check all columns that apply. 

8. Delivered By: Indicate who will primarily deliver the service directly. If IVRS will be the primary service provider, check IVRS. If there is another entity that will be the primary entity delivering the service, list that entity. If it is a shared responsibility, indicate that as well. 

9. Services Funded By: Indicate the primary entity responsible for funding the service. If IVRS is the primary funder of the service, list IVRS. If another entity is primarily responsible for funding the service, list that entity. If it is a joint responsibility, list all who apply. 
10. Review Methods: Check the methods that apply to the specific plan developed with the job candidate.
11. Terms and Conditions: With “Comparable Services and Benefits Involvement”, indicate the source and amount of dollars or services, if known, to be provided as a similar benefit to the job candidate in the program. If the actual amount is not yet known, indicate what is being sought (i.e. Pell Grant). After completing the R-406, enter the percentage of participation the job candidate is required to contribute towards a non-fee schedule service that requires job candidate participation. This is updated annually. If the job candidate is a recipient of Social Security benefits or the Medicaid Waiver, check those boxes. For Social Security recipients, benefits planning information must be provided.
12. Employment Information: Only those jobs consistent with the job candidate’s employment goal can be considered in this section. This section must be completed on all closures in Status 26-0.
13. SOC Code for Primary Occupation: Enter the first six digits of the SOC Code for the job the individual is doing at closure that encompasses the majority of the earnings per week. 
14. Job Title: Enter the name of the job in which the job candidate is employed. 
15. Employer Name and Address: Enter the name and address of the employer. 
16. Hours per Week: Enter the number of hours the job candidate worked for the identified employer for pay in an average week at the time of closure. If multiple jobs are consistent with the employment goal, combined hours are reported. 
17. Wage: Enter the wage the job candidate receives from the employer. If multiple jobs are consistent with the employment goal, combined wages are reported. Select the appropriate box to distinguish hourly, weekly, bi-weekly, twice a month, monthly or annual wages. 
18. Date Employment Began: Enter the date the job candidate began employment in the primary job (i.e. the job that provides the majority of the job candidate’s wages).  It must be at least 90 calendar days prior to the date of the closure on cases closed as rehabilitated. 
19. Criteria for successful closure:  All five must apply for a closure in Status 26-0 to be justified. 
20. Supported Employment:  Cases closed successfully in supported employment must have all the criteria for a successful closure items checked and the name of the extended services provider entered or a description of the extended services that have been arranged or will be provided to the job candidate. A funding source for extended services must also be identified. 
21. Post-Employment Services: One of the two boxes must be checked on every Status 26-0 or Status 32-0 case; indicating the results of an assessment of the job candidate’s need for post-employment services. For post-employment instructions on plans under TAP Cooperative Agreements, please see the Post-Employment policy. When it is determined that an individual is in need of post-employment services, an IPE-2 should be completed and Post-Employment Services should be clearly identified on the IPE by checking the Post-Employment box and identifying other services and data necessary. 
22. Comparable Services and Benefits Involvement: Identify comparable benefits and services used through the case closure. 
23. Primary Source of Support: Select the box that best identifies the job candidate’s primary source of support at closure. Check and complete the information necessary for Social Security Disability Insurance (SSDI), Supplemental Security Income (SSI), Temporary Assistance for Needy Families (TANF), General Assistance, Veteran’s Disability Benefits, Workers’ Compensation, Other Public Support, and Health Insurance information.
24. Services Provided to Youth or Any Individual Who Needs Extended Employment:  Enter the required services provided as outlined in the Competitive Integrated Employment Settings section of this manual.

25. Ticket Holders: The job candidate should be given the opportunity to agree to allow IVRS permission to use the job candidate’s social security number to exchange information with the Social Security Administration. The job candidate (a guardian if appropriate) provides permission by initialing the IPE. For all job candidates that are closed Status 26-0 and on SSA benefits, list the employment network to which the job candidate will be referred. If the job candidate does not want to be referred, indicate that the job candidate declined a referral. 
26. Right to an Appeal or Mediation: This should trigger a discussion regarding the job candidate’s right to mediate or appeal decisions being made. 
27. Job Candidate/Counselor Comments: This section is provided for any comments the job candidate or counselor would like to make. 
28. Signatures: Lines are provided for both job candidate and counselor signatures. Usually the IPE-3 is completed in the presence of the job candidate and signed by both parties. Occasionally, the closure may be completed by phone, signed only by the counselor or IVRS representative, and the job candidate’s copy mailed. In this instance, the counselor or IVRS representative would indicate “By Phone” on the job candidate signature line. If a rehabilitation associate or assistant completes the form with the job candidate, they sign the form on the IVRS Representative Signature line. If a rehabilitation associate is completing the form in conjunction with a counselor, both parties will sign the form on the appropriate lines. If the job candidate is under 18 or has a court appointed guardian the Guardian Signature line must be completed. 

IRSS Codes for Case Closure: 

1. Name: Enter the name of the job candidate. 
2. Reason for Closure: Select the RSA code that best describes the reason the case is closing. 
3. Education Completed: Select the level of education the job candidate achieved at case closure. This level must be the same or above the level of education at application. 
4. Student with a Disability in Secondary Education: Select the code that captures the status of the job candidate in relation to secondary education. The code “Not a student with a disability at the time of closure” will be used for all cases where the job candidate is not a secondary student. 
5. RSA Employment Status at Closure: Choose the code that identifies the reason for closing the case. 

a. Employed without Supports in an Integrated Setting: Full-time or part-time employment in an integrated setting without ongoing support services. Work performed for wages, salary, commissions, tips, or piece-rate. Pay may be below, at, or above the minimum wage. Do not include self-employed individuals. 
b. Self-Employment: Work for profit or fees including operating one’s own business, farm, shop or office. This includes sharecroppers, but not wage earners on farms. 

c. State Agency Managed BEP: ISE/IDB cases only.

d. Employment with Supports in Integrated Setting: Full or part-time employment in an integrated setting with ongoing support services for individuals with significant disabilities. 
6. Number of Jobs:  Enter the number of jobs consistent with the employment goal.

7. Supported Employment:  Enter the code that best describes the job candidate’s Supported Employment Goal status.

D.
Exception 

1. Completing a unilateral review consistently and across years.  
STATUS 14-0: COUNSELING AND GUIDANCE

A. Definition  
Counseling and guidance are processes and strategies in which the vocational rehabilitation counselor works directly with a job candidate to assist them in understanding their condition and develop strategies to reach their goals.  Motivational interviewing techniques are effective strategies used to infuse informed choice throughout the counseling process.  These techniques are particularly effective when working with a job candidate who is unable to make decisions, is resistant to change, or displays any type of behavior or communication that is contrary to progressing toward a vocational goal.  While IVRS counselors provide the counseling services, other staff may provide guidance once the counselor has empowered the job candidate to move forward by establishing short-term and long-term goals and objectives.  Guidance is generally performed by all staff with the goal of keeping the progress and momentum moving forward with consistent follow through, encouragement, and information.  

Referral is provided to other services, such as mental health, that extends beyond the scope of vocational rehabilitation.  The counselor advises an individual of the availability of programs and services of other agencies and/or professionals that might better meet their needs. At the individual’s request, the counselor facilitates the individual’s constructive use of those other resources.  When a counselor determines that these services are necessary and required to progress, and the job candidate resists those services, the counselor may interrupt the program until the job candidate progresses in the identified services. 

B. Scope of Services  
The counseling relationship is part of the rehabilitation process that continues throughout the rehabilitation process from initial interview to case closure.  Through counseling, the counselor and eligible job candidate should agree upon the most suitable job or occupational field for the job candidate.  Together they identify the services to be provided or activities to be undertaken in order to reach that objective.  The counselor contributes to the objectives by assisting the job candidate in the use of medical, educational, psychological, vocational and social data.  This information is used to form a realistic appraisal of present capacities, personal characteristics and work potentialities.  Labor market information is used to make an informed decision to write the IPE.

C. Agency Expectations

1. Frequency of contact is one time per month.

2. Counselors will assist the job candidate in assessing researched information to determine an employment goal through a comprehensive program of counseling and guidance; and formulating a plan to achieve that goal, along with looking at alternative courses of action and exploring those alternatives.  

a. Agency staff will assist in gathering and researching information so job candidates and counselors can make informed decisions.

b. When counseling and guidance are the only services, other than placement, to be provided, the R-413 case notes must identify the issues to be worked on.  Case notes should detail the progress to resolution.  The service is extensive and is provided over a period of time.  

c. Individuals will be referred to other service providers that might be able to assist in meeting their needs, as appropriate.

d. Agency staff will follow up with job candidates on activities to be completed before future counseling sessions can occur that require the completion of the work. 

3. R-413 Case Notes: Since this status is only used when the IVRS counselor is providing a significant program of counseling and guidance designed to result in job candidate placement, it is important that counseling and guidance services be adequately documented.  The issues that were addressed and the resolution of them should be clearly stated.  At least monthly an R-413 entry should indicate the issues, decision, rationale and next steps.  The job candidate should be informed that meeting only monthly will prolong the program and offered the opportunity to meet bi-weekly to achieve his/her goals in a more prompt and time responsive manner.

D. 
Exceptions  

None.
STATUS 16-0: PHYSICAL AND MENTAL RESTORATION SERVICES

A. 
Description 

When physical and mental restoration services are provided, the case file must contain documentation supporting the determination that the clinical status of the individual with a disability is stable or slowly progressive.  If the medical information does not contain this information, then a medical consultation should be requested.
Physical and mental restoration services means:
1. Corrective surgery or therapeutic treatment that is likely, within a reasonable period of time, to correct or modify substantially a stable or slowly progressive physical or mental impairment that constitutes a substantial impediment to employment;
2. Diagnosis of and treatment for mental or emotional disorders by qualified personnel in accordance with State licensure laws;
3. Dentistry; 

4. Nursing services; 

5. Necessary hospitalization (either inpatient or outpatient care) in connection with surgery or treatment and clinic services;
6. Drugs and supplies;
7. Prosthetic and orthotic devices;
8. Eyeglasses and visual services, including visual training, and the examination and services necessary for the prescription and provision of eyeglasses, contact lenses, microscopic lenses, telescopic lenses, and other special visual aids prescribed by personnel that are qualified in accordance with State licensure laws;
9. Podiatry; 

10. Physical therapy; 

11. Occupational therapy; 
12. Speech and hearing therapy; 

13. Mental health services; 

14. Treatment of either acute or chronic medical complications  and emergencies that are associated with or arise out of the provision of physical and mental restoration services, or that are inherent in the condition under treatment;
15. Special services for the treatment of individuals with end-stage renal disease, including transplantation, dialysis, artificial kidneys, and supplies; and
16. Other medical or medically related rehabilitation services.”


(34 CFR 361.5(b) (40))
B. Scope of Services 

These services may be provided to job candidates eligible for VR services when they will contribute to the individual’s ability to prepare, enter, obtain, retain, or advance in employment.  These services are to correct or reduce the effects of a physical or mental disability.  Physical and mental treatment services may be provided to the extent that financial support is not readily available from a source other than IVRS (such as through health insurance, or comparable service and benefits, etc.) and funding by IVRS is only considered after a financial analysis of job-candidate’s resources demonstrates a need for IVRS assistance.  The comparable benefits and services search is required unless such a determination would interrupt or substantially delay the service and pose a significant harm to the job candidate (i.e. immediate need for medical assistance in an emergency situation, etc.).
C. Agency Expectations

1. Frequency of contact is one time per month. 

2. The IPE must detail the needed restoration services and the involvement of other financial resources, especially insurance and other comparable services and benefits.  It should also detail the results of the financial analysis of the job candidate’s resources identifying the amount the job candidate is responsible for beyond the comparable services and benefits involvement.
3. Physical and mental restoration should be checked on the IPE even if it is funded by a comparable service or benefit, but is necessary for the advancement of the IPE. 

4. Payment for physical or mental restoration services:  A thorough search for all available comparable services and benefits must be made (see Exception #1).  Special attention should be paid to insurance benefits the individual owns, eligibility for programs within the Department of Human Services, and state papers from the University of Iowa Hospitals and Clinics.  The R-406 is completed for the purchase of any medical or dental services as well as hearing aids, van modifications, and prosthetics.
5. Practitioners that are identified as allowable and licensed may be used until the individual has reached maximum improvement or other comparable services are identified.  Maintenance of the condition or functioning is the responsibility of the job candidate.  Progress is reviewed monthly and continuance is based on the goals established with the counselor prior to service delivery. 

6. Counselors may use and pay the cost of native healing practitioners who are recognized as such by an Indian tribe when services are being provided to a Native American with disabilities and when the native healing practitioner services are necessary to achieve the individual’s vocational rehabilitation objective.    

7. Chronic and acute conditions: Conditions may arise or be exacerbated during the course of a program of rehabilitation services, which if not taken care of might jeopardize the program.  It may be necessary to provide services to treat these conditions, in order for the employment objective to be met.  These services may be paid for from vocational rehabilitation funds after a thorough research of comparable services and benefits available, as well as a financial analysis of the job candidate’s resources.   

8. Medical consultation: Questions about a job candidate’s medical condition or limitations should first be addressed to the examining/reporting physician. If that individual is not available, the counselor may arrange for a review by a DDS provider or pay to have the specialist in the community review and comment on the material. 

D. Exceptions 

The following require an exception signed by the supervisor and income verification is required: 

1. A search for comparable services and benefits is not required in cases where a qualified physician has indicated that the job candidate requires the services immediately because the individual is at an extreme medical risk.  “Extreme medical risk” means a risk of substantially increasing functional impairment or risk of death if medical services are not provided expeditiously. However, the counselor should immediately begin a search for sources to pick up the costs, so that VR can discontinue payment once they are in place.
2. Surgery: Corrective surgery or therapeutic treatment may be provided when necessary to correct or substantially modify a physical or mental impairment which is stable or slowly progressive and constitutes a substantial impediment to employment.  The condition must be such that it is reasonable to expect that the condition will eliminate or substantially reduce the impediment to employment within a reasonable length of time.
a. Fees: Medicare and Medicaid fees are used as the maximum allowable as recognized by the appropriate CPT (Current Procedural Terminology) code. Lab costs and other fees related to the surgery/hospitalization should be identified. 
b. Maximum Projected Cost: The total amount for surgery or surgeries and related treatment services and fees for the life of the case is $10,000. 

3. Payment for surgical procedures recommended by doctors require an approval of the supervisor.  The following must be answered to make a decision:
1. Medical necessity, prognosis, and doctor’s written recommendation; 

1) Analysis of feasible alternatives, job candidate’s prior efforts to resolve the issue; 
2) Job candidate’s willingness to adhere to lifestyle changes before and after surgery; 

3) Analysis of how the surgery will correct, stabilize or reduce the progression of the disabling condition;

4) Analysis of how/why the surgery is required to reduce or minimize an impediment to employment and the impact it will have on the job candidate’s ability to achieve employment; 

5) Availability and application of comparable benefits, (unless the job candidate requires the service immediately because of extreme medical risk);  

6) Summary of discussion with medical provider on the total cost, negotiated costs, and how the cost will not exceed the financial limit of these service;  
7) Analysis of how the costs will be paid if it exceeds the financial limit; and 

8) Appropriate CPT Service codes and corresponding Medicare rates or arrange payment for the actual hospital costs and associated fees only. 

4. Procedures: The review and approval process is as follows: 

1. The physician recommends the surgery. (This might include paying for the pre-physical exam prior to surgery, but the VR payment would be consistent with the Medicare/Medicaid rates.) 

2. Obtain information necessary to complete the authorization. 
3. Request for Exception form is completed in which the counselor details the procedure and how it will impact employability. 
4. Information is submitted to the local supervisor. 

5. The local supervisor consults with the next higher level of authority for hospitalizations in excess of five days. 

6. Hospitalizations cannot be authorized for a job candidate who is eligible for Medicaid, unless the length of stay established is greater than the length of stay established by Medicaid. The difference may be authorized at the Medicaid per diem rate and must be approved by the supervisor. 

7. Professional charges, implantable prosthetic devices and similar products billed through the hospital must be identified and authorized separately at the actual cost of the hospital plus 10% for handling or the Medicare/Medicaid rate. 

STATUS 18-_: TRAINING
A. Definitions
Training opportunities are supported by IVRS when it is necessary and required by the vocational goal to achieve employment.  Through a comprehensive assessment, including the analysis of disability factors as it relates to eligibility, the IPE is developed and reflects the services needed to achieve the employment outcome.  
These training statuses are for cases which have training as the most significant service called for on the IPE. The status reflects the program of study, not the location, college or vendor providing it. Training means all of the types listed below, designed to assist the individual to prepare for a job. IVRS has established a preference for training in-state. 

Status 18-1:
Work adjustment training/assessment 

Status 18-2:
On the job training (employee and trainee) 

Status 18-3:
Occupational or vocational training



Apprenticeship training


Status 18-4:
Junior or community college training



Four-year college training



Graduate college training



University training 

Status 18-5:
Secondary education training

Status 18-6:
Supported employment or customized employment 


Status 18-7:
Other types of training not covered above (including non-supported 


employment job coaching) 

Preferences for Training: Any out-of-state training may be approved by a counselor at the in-state training rates for the in-state service. All in-state training policies apply to out-of-state training. 

1. Academic Training: Includes training in the arts and sciences for which the college or university, including area community college, credit is given and which is generally considered to be applicable toward an Associate of Arts, Bachelors, or advanced degree. 

2. Occupational/Vocational Training: Includes any organized form of instruction, which provides the knowledge and skills that are essential for performing in a vocational-technical area. Such knowledge and skills may be acquired through training in an institution, on-the-job, by correspondence, by tutors, or through of combination of any or all of these methods. 

3. Registered Apprenticeship Training: includes work-based employment that combines hands-on, on-the-job work experience in a skilled occupation with related classroom instruction. Structured apprenticeship programs generally have minimum requirements for the duration of on-the-job work experience and classroom instruction, and/or could utilize the competency-based elements but should have mechanisms in place to ensure quality and consistency of skills acquisition. It also includes supervision and structured mentoring, provides for wage increases as an apprentice’s skills increase, is based on an employer-employee relationship, and provides an industry recognized certificate of completion of the program. 
4. Basic Academic, Remedial, or Literacy Training: Includes literacy training or training provided to remediate basic academic skills that are needed to function on the job in the competitive labor market. 

5. Job Readiness Training: Includes training provided to prepare an individual for work (i.e. work behaviors, getting to work on time, dress and grooming, increasing productivity, etc.). 

6. Disability-Related Skills Training: Includes, but is not limited to: orientation and mobility; rehabilitation teaching; training in the use of low vision aids; Braille; speech reading; sign language; and cognitive training/retraining. 

7. Job Coaching: Includes, but is not limited to: intensive on-the-job training necessary to teach an employee both the job duties and job-related responsibilities, such as transportation, co-worker relationships, taking breaks and other responsibilities that assure job retention. 

Some job coaching activities, such as efforts to encourage the job candidate in medication maintenance, may take place away from the job site. These activities are justified if failure to provide them may result in the job candidate being unable to maintain employment. A plan for sustainability of the job must be developed in such a case. 
8. Supported Employment: means competitive work in an integrated work setting with ongoing support services of individuals with the most significant disabilities (MSD) for whom competitive employment has not traditionally occurred, or has been interrupted or intermittent as a result of significant disabilities. Supported employment also includes transitional employment for individuals with chronic mental illness. It is limited to a period of 24 months, unless a longer period is established in the IPE. 
9. On-the-Job Training: This type of training program is developed by the counselor in close cooperation with the job candidate and the employer-trainer. A plan developed for such training is an agreement reached with a trainer to accept an agency job candidate for training for a specific job or job family. A job analysis must be completed to develop the trainee/employee training plan. 
10. Driver’s Education: When driver’s training is necessary, it must be a service that is required and integral to successfully achieve the employment goal. If there is a sliding fee schedule applied to the school, whatever is required by the school for the job candidate participation is the amount IVRS would pay. The R-406 would then be applied to determine the level and extent of support provided. A search for comparable benefits is required. Training to learn how to use and operate vehicle modifications is not considered driver’s education but rather training in the use of assistive technology and accommodations. 
B. Scope of Services 

The agency may provide training as long as those services are part of the IPE. Training facilities shall be selected to meet the job candidate’s health, disability, and program needs. If these conditions can be met at a competitive cost by facilities in the state, these shall be preferred. Training facilities outside Iowa shall not be used unless they are approved for use by the VR agency in the state in which they are located.
C. Provisions 

The following provides guidance on the essential provisions required for training services to be delivered:

1. The job candidate and IVRS staff discuss the eligibility factors that must be included in the IPE and what is needed in order to achieve success. The IPE should detail the indicators and demonstrate the job candidate has the ability to complete the training and the need to search for all comparable services and benefits. The need for any accommodations must be spelled out. 

2. The job candidate and IVRS staff discuss the results of the comprehensive assessment that outlines the job candidate’s skills, abilities, capabilities, disability, interests, preferences, etc., and how those connect to the employment goal, proposed training, and the work in a competitive integrated environment after the training is complete; this information will be documented in an R-413 entry. 

3. The job candidate and IVRS staff will research the training programs’ requirements for progress, funding, support factors, and what constitutes successful completion to decide on an appropriate goal, training program, and employment outcome.

4. The job candidate and IVRS staff will discuss the financial obligations of the job candidate in the training program and employment outcome.  Job candidates who insist that they will not fund any aspect of their rehabilitation program must be informed that their only option for employment is direct placement assistance as all academic, vocational and self-employment programs require financial participation on the part of the job candidate.  While they may request an exception to this, it must be done prior to the development and delivery of an employment plan that is not a direct service program.

5. IVRS staff must report on the progress that has been made toward completing the training part of the plan in the R-413’s and list the rehabilitation next steps to be taken. IVRS staff must identify for the job candidate when there is a lack of satisfactory progress and what actions should be taken to improve performance as well as possible consequences of failure to progress. 
6. Plan reviews may be completed by agency representatives. They must be completed at a minimum of annually by a counselor. Plan amendments are completed when substantial changes to the IPE are necessary.
7. Certifications, licenses, memberships, etc. are only considered as a possible services through IVRS funding if they are required to work or will greatly enhance the job candidate’s chance of obtaining employment. IVRS will support prep classes in preparation for taking a licensure test after completion and analysis of the R-406. 

8. Financial assessment of the job candidate’s participation in the costs of services is done using the R-406 and FAFSA. In order for a student to be considered independent of his/her family, the student must be over age 24 as of December 31 of the award year unless they are married, have dependents other than a spouse, are an orphan, are a veteran or active duty member of the US Armed Forces or satisfy other very limited criteria and have qualified for independent status with the financial aid office at the college.  This is required even if the student’s parents state they will not support the student. 

9. Training facilities approved by IVRS must hold appropriate levels of certification:  Department of Education approval for financial aid for colleges and universities leading to a recognized post-secondary credential or diploma; Commission on Accreditation of Rehabilitation Facilities (CARF); Accreditation Council for Persons with Developmental Disabilities (ACDD) or the Joint Commission on Accreditation of Hospitals (JCAH), etc. Entities approved by DHS as a provider of Medicaid Waiver Services for supported employment services also are considered to hold proper certification.  Programs with proper credentials for Assistive Technology may be used.  Trade-specific trainings and organizations that are part of a career pathway are accredited by regional associations.

D. Progress Review 
Training is supported as long as the individual achieves satisfactory progress as defined by the training program, and when appropriate, by the funding sources (i.e. 3.0 GPA is required to be a teacher in the State of Iowa).  In specific instances IVRS staff may identify additional progress measures so the job candidate can identify and work to achieve those benchmarks.  Such examples include, but are not all inclusive:  active participation and attendance in mental health counseling; active, participation in a substance abuse after-care program; using the identified strategies to handle work-related stresses on the job, etc.  Such progress measures are designed to enhance the employability of the job candidate while working to alleviate the impediment identified in the eligibility justification that requires remediation or resolution.  Whenever there is a disability related issue that requires a specific service as it pertains to the job candidate success, it must be addressed in the IPE.  The job candidate’s informed choice is what service, vendor, support, etc., the job candidate wants to utilize to achieve success.  
E. Exceptions 
The following require an exception signed by the supervisor. Wage verification may also be required by the supervisor. Also refer to exceptions under applicable sections of this manual.
1. Not transferring a student’s case file to the IVRS staff at the community college or Regent’s Institution that the job candidate is attending. 

2. Not transferring a case file from the IVRS college staff to the IVRS staff in the region in which the job candidate resides when the job candidate has not found employment immediately after graduation. 

3. Exceeding the limits established in the Menu of Services or using a non-approved facility.

ON-THE-JOB TRAINING (OJT) 
A.  Definitions

1. OJT-Trainee:  A training opportunity in a competitive integrated setting where there is no employer/employee relationship and no wages are paid by the business.   

2. OJT-Employee:  A training opportunity in a competitive integrated setting in which the job candidate is an employee of the business and the business is compensated a percentage of the individual’s training wages.
B. Scope of Services 
An OJT is a tool to assist job candidates in preparing themselves for employment in a competitive work environment. IVRS does not supplant the work that is the legal responsibility of another entity (i.e. unpaid work experience required of the LEA by IDEA is commensurate with OJT-Trainee, etc.). 

IVRS must follow Wage and Hour rules to ensure compliance by employers and to ensure that our job candidates are in compliance with the Internal Revenue Service. These guidelines must be followed on any OJT to avoid risks to both job candidates and business partnerships working with our agency: 

1. Provisions Specific to Both OJT-Trainee and OJT-Employee: 
a. The job candidate’s training plan will be written to reflect the individual’s unique training needs. This will take into consideration the level of skills required for the identified position. The training plan is monitored weekly and the employee is evaluated for skill development. 

b. The OJT form is used to identify the skills to be developed and the training schedule. Staff also record the job candidate’s performance in the training on the OJT form. 

2. Provisions Specific to OJT-Employee: 

a. IVRS staff, after development of the training agreement and training plan with the employer’s guidance, may authorize up to 50% of the training wages for a maximum of three months.

b. The OJT-Employee must qualify for the same or similar benefits as his/her co-workers in the same or similar job classifications.

c. Worker’s compensation is the responsibility of the employer, as is unemployment.

d. There is an expectation that if the individual performs the work satisfactorily, he/she will be retained.
e. The employment may be full-time or part-time.
3. Provisions Specific to OJT-Trainee: 

a. The stipend that is paid to the job candidate is the minimum wage rate multiplied times the number of hours worked. SSA beneficiaries must also receive a stipend based on this standard when training in a private industry. Stipends are considered part of the SSDI Trial Work period. 

b. The stipend is considered income and is reportable to the IRS. IF the dollar amount is above the IRS threshold for 1099 income, a reporting form must be sent to the job candidate for IRS tax reporting purposes. The exception to this situation would be if the job candidate is participating in a program at a government agency, then a decision could be made to not accept a stipend. This is not an option for a non-government setting. Financial staff will provide additional information as to how this will be tracked and reported. 
c. The experience is to develop skills to work in a competitive work environment consistent with the IPE goal. 

d. The training requires classroom instruction that reinforces and enhances the work skills needed. The classroom instruction could take the form of online or webinar courses or soft-skill instruction as delivered by IVRS staff. This instruction should be documented as part of the training plan as well as in the R-413 case notes. 

e. The job candidate is not entitled to a job with the business at the end of the training. 

f. The job candidate will be removed from the work site once competency is achieved or by the completion of the training plan, whichever comes first. 

g. If competency is achieved prior to the scheduled ending of the training plan, the business will be given one week notice of the pending termination of the training.  Discussions should be on-going with the job candidate and the business so there are no surprises and a smooth transition can occur for the job candidate and the business as a result of completion of the training. The job candidate is never working independently (meaning they are not producing work outcomes that are not being monitored or supervised by another employee, mentor and/or supervisor of the business) and is assigned a mentor/supervisor at the work site.

h. The job candidate informs IVRS if the business has him/her working independently or performing the work in place of a paid employee who is assigned to other work because the candidate is then considered producing for the business. This should not be occurring unless a decision is made to hire the job candidate at the point it is brought to the attention of IVRS.   Otherwise, this situation would be in conflict with Wage and Hour laws and the training situation should be terminated. 

i. The job candidate is not an employee of the business. 

j. The initial training plan should not exceed eight weeks or 320 hours. Any training needs that are identified beyond eight weeks needs to be developed and identified through a training extension, which will be approved by the supervisor under guidance of the bureau chief, and be of two week durations. 

C. Agency Expectations 
1. Frequency of contact is one time per month. 
2. Business/IVRS Staff Responsibilities: 
a. The job candidate may be trained for an initial training period up to eight weeks, but must be removed from the site if competency is achieved prior to that.
b. If competency is achieved prior to the scheduled ending date of the training plan, the business will be given one week notice of the pending termination of the training.  Discussions should be on-going with the job candidate and the business so there are no surprises and a smooth transition can occur for the job candidate and the business as a result of completion of the training.
c. If competency is not achieved within the initial training plan, time may be extended for periods of two weeks, through the approval of the supervisor with guidance from the bureau chief.  

d. The business is not dependent upon the production of the employee. 

e. The business must provide supervision and the job candidate is not producing work without oversight and making decisions independently for any duration and if that does happen the job candidate is removed from the work site negating the one week notice given to the business due to Wage and Hour violation issues.

f. The job candidate receives more supervision than what is given to the business’s regular workforce. 
g. The business agrees to provide the training and provide a work reference if the training is successful. 

h. The business derives no immediate advantage from the activities of the job candidate that would replace a paid position. 

i. IVRS assumes liability unless an injury occurs due to the negligence of the business due to the business’s failure to maintain the property in a safe manner. 

j. The business cannot have a job candidate if there is a current opening that they are delaying in hiring because the candidate is filling that position.

k. The business understands that the job candidate must participate in classroom training or identified soft-skills training along with the unpaid OJT and is reflected in the training plan.

l. The business may not use the unpaid OJT as substitutes for regular workers or to augment its existing workforce during their peak or specified periods.
m. If the business would have hired additional employees or required existing staff to work additional hours had the job candidate not performed the work, then the job candidate is viewed as competent and the business would have the option of hiring the candidate or understand the candidate will be removed from the training site.  

n. The business may not ask the job candidate to work more than 40 hours per week, which includes breaks.  

o. The business must understand that further, unpaid OJTs would not be allowed without a sufficient gap in time between the completion of the last training and the start of the new candidate to reflect that the business does not displace a permanent position.

p. The training plan describes the training that is provided on a daily basis and is monitored weekly by IVRS staff.

q. Training goals should reflect the skills necessary to compete in the general labor market for similar positions.  Goals can reflect the competencies the business identifies for their positions, but should also reflect the goals and needs of the job candidate as determined by the job candidate and their counselor. 

3. IVRS Staff: 
a. Communicate all provisions listed above to the appropriate party. 

b. Monitor the job candidate’s progress and observe the actual training and work weekly to evaluate competency.

c. Administer the program in an ethical manner.

Guidelines according to the Wage and Hour for governmental agencies are significantly different than for private companies and organizations. While the practical application requirements are significantly different, the philosophy remains consistent. 

1. The following are guidelines when placing a person In an unpaid OJT with a Governmental agency: 

a. Communication to Job Candidates: 

1) The stipend that is paid to the job candidate is the minimum wage rate multiplied times the number of hours worked. If the job candidate does not desire a stipend due to SSA Trial Work periods, the job candidate may be placed without issuing a stipend. 
2) The stipend is considered income and is reportable to the IRS. If the dollar amount is above $600 cumulative, a reporting form must be sent to the job candidate for IRS tax reporting purposes. The exception to this situation would be if the job candidate is participating in a program at a government agency, then a decision could be made as to not accept a stipend. This is not an option for a non-government setting. Financial staff will forward additional information as to how this is tracked and reported. 

3) The unpaid OJT is to develop skills to work in a competitive work environment consistent with the IPE goal. 

4) The unpaid OJT is taken in connection to classroom instruction that reinforces and enhances the work skills needed. The classroom instruction could take the form of online or webinar courses or soft-skill instruction as delivered by IVRS staff. This instruction should be documented as part of the training plan as well as in the R-413 case notes. 

5) The job candidate’s training plan will be written to reflect the individual training needs unique to each individual.   This will take into consideration the level of skills for the identified position as well as the skill set and employment training needs of the individual.  The initial training plan identifies all of the skills to be developed for the entire training period.  The training period is based on the required length of time to learn the skills and is not restricted to a time standard.  However the training plan MUST list from the beginning what must be learned on a monthly basis, even if the training extends for months.  This training plan is then followed and monitored and will not require extensions and instead continues until the training is completed or competency achieved, whichever comes first.  The job candidate will be removed from the work site once competency is achieved or by the completion of the training plan whichever comes first.

a) If competency is achieved prior to the scheduled ending of the training plan, the agency will be given one week notice of the pending termination of the training. Discussions should be ongoing with the job candidate and the agency so there are no surprises and a smooth transition can occur for the job candidate and the business as a result of completion of the training. 

6) The job candidate is never working independently (meaning they are not producing work outcomes that are not being monitored or supervised by another employee, mentor, and/or supervisor of the business) and is assigned a mentor/supervisor at the work site. 

7) The job candidate is not entitled to a job with the business at the end of the training. 

8) The job candidate informs IVRS if the agency has them working independently or performing the work in place of a paid employee who is assigned to other work because the candidate is then considered producing for the agency. This should not occur unless a decision is made to hire the job candidate; at that point it is brought to the attention of IVRS staff. Otherwise, this situation would be in conflict with Wage and Hour laws and the training situation should be terminated.

9) The job candidate is not an employee of the agency. If the job candidate is injured, he/she must be instructed to contact IVRS immediately so worker’s compensation can be arranged. 

b.  Government Agency/IVRS Staff: 

1) The job candidate may be trained for an initial training period and the plan must detail the skills to be learned each week.  If the training extends for months, the initial plan details all the things the individual must learn and it is spelled out on a weekly basis.  This plan is followed and monitored bi-weekly to identify competencies attained.  The job candidate must be removed from the site once the plan is completed or competency is achieved, whichever comes first.
a) If competency is achieved prior to the scheduled ending date of the training plan, the agency will be given one week notice of the pending termination of the training.  Discussions should be on-going with the job candidate and the agency so there are no surprises and a smooth transition can occur for the job candidate and the business as a result of completion of the training.

2) The agency is not dependent upon the production of the employee. 

3) The agency must provide supervisor and the job candidate is not producing work without oversight and making decisions independently for any duration; if that occurs, the job candidate is removed from the work site within one week. 

a) The job candidate receives more supervision than what is provided to the agency’s regular workforce. 
4) The agency agrees to provide the training and provide a work reference if the training is successful. 

5) The agency derives no immediate advantage from the activities of the job candidate that would replace a paid position. 

6) IVRS assumes liability unless an injury occurs due to the negligence of the agency for failure to maintain the property in a safe manner. 

7) The agency cannot have a job candidate if there is a current opening that they are delaying hiring for because the candidate is filling that position. 

8) The agency understands the job candidate must participate in classroom training or identified soft-skills training along with the unpaid OJT and is reflected in the training plan. 
9) The agency may not use the unpaid OJT as substitutes for regular workers or to augment its existing workforce during their peak or specified periods. 

a) If the agency would have hired additional employees or required existing staff to work additional hours had the job candidate not performed the work, then the job candidate is viewed as competent and the agency would have the option of hiring the candidate or understand the candidate will be removed from the training site. 

10) The agency may not ask the job candidate to work more than 40 hours per week, including breaks.  

11) The agency must understand that further unpaid OJTs would not be allowed without a sufficient gap in time between the completion of the last training and the start of the new candidate to reflect that the agency does not displace a permanent position. 

12) The training plan describes the training that is provided on a daily basis and is monitored weekly by IVRS staff. 

13) Training goals should reflect the skills necessary to compete in the general labor market for similar positions. Goals can reflect the competencies the agency identifies for their positions, but should also reflect the goals and needs of the job candidate as determined by the job candidate and the IVRS counselor. 

c. IVRS Staff: 

1) Communicate all provisions listed above to the appropriate party. 

2) Monitor the job candidate’s progress and observe the actual training and work weekly to evaluate competency. 

3) Administer the program in an ethical manner. 
4) When a job candidate is injured on a job during an OJT-Trainee program or other community-based training not covered by Worker’s Compensation, IVRS will pay the medical care through the IVRS Worker’s Compensation and the billing is sent to the Human Resources Officer of Administrative Services. IVRS staff must work closely with the ASB Human Resources Officer to complete the First Report of Injury form and to coordinate medical care so the job candidate doesn’t incur expenses not covered. IVRS staff must advise the job candidate that they will be required to follow the rules of the worker’s compensation system and use only those medical providers that are approved. The stipend for the Trainee OJT program is only provided while the job candidate is on the job for the training. 

D. Exceptions 

1. Exceeding the 320 hours, or eight weeks, for OJT-Trainee. 

2. Exceeding three months for OJT-Employee. 

3. Providing OJT-Trainee for a high school student. 

4. Developing a stipend-supported, unpaid OJT without using a CRP.  Supervisory signature on the OJT Training Agreement constitutes approval to provide the OJT without using a CRP to deliver the service.
FINANCIAL ASSISTANCE FOR POST-SECONDARY TRAINING

A.  Post-Secondary Training

Funding for post-secondary training at a college or university is authorized according to the school year or classification of the student and not according to the type of program (i.e. academic or vocational, etc.) attended.   The rates for each school year are established based upon the lowest community college rate for those students attending the first or second year of college, and the lowest Iowa Regent’s institution rate for those students attending the 3rd year or higher of college. Published rates are based upon full-time status, defined as 12+ credit hours per semester at a community college or 12 credit hours at an Iowa Regent’s institution, and may be prorated for part-time status.  Funding is prorated to an equivalent time period for those institutions not on a semester basis.  Summer tuition rates are determined annually.  

Regardless of the institution the student attends, the tuition and fees authorized is consistent depending upon the level the student is in college according to the standard fee schedule (i.e. 1st and 2nd year of college or freshman/sophomore status; 3rd or 4th year of college and junior or senior status).  In this manner, the student may maximize the amount of funding received by attending a community college during the first two years of school or may exercise informed choice and attend a university instead.  In all cases, the post-secondary institution in which the student is enrolled must be accredited by an entity by the federal Department of Education as having authority to accredit postsecondary institutions.  Funding for online courses when it is part of the academic program is part of the credit hours funded by the year the student is in school not to exceed the semester maximum.  

1. Second School Year or Less Status or Freshman or Sophomore Status:  Generally a student is considered in the second year or less status when the student has earned less than 60 semester hours or 90 quarter hours or other hours that has not yet achieved an Associate of Arts degree.  Students who attend colleges that compute hours acquired based on something other than traditional semester or quarter hours, but are attending in the first or second year, are only eligible to receive the established rate for a first or second year student.  

2. Third and Fourth School Year and Junior or Senior Status:  A student is considered in the third or fourth year status if more than 60 semester hours or 90 quarter hours or other hours that has achieved an Associate of Arts level degree have been accumulated, and the student has not yet graduated with a Bachelor’s degree, and is considered to have achieved the junior or senior status.  Students who take graduate credits as part of their undergraduate program are only eligible to receive the established rate for a third or fourth year/junior or senior status.  Students who have not achieved at least the junior status continue to receive funding at the second year level.

3. Graduate/Postgraduate School:  Generally, a student is considered to be in graduate school after having graduated with a Bachelor’s degree but has not yet achieved the PhD or Ed.S. Diploma.  Regardless of the program attended or the degree pursued, students who have been accepted into a program of graduate or postgraduate study receive the established rate for a Graduate/Postgraduate student.  

4. Medical School: Students pursuing a degree in chiropractic care do not qualify for this and are funded under the Graduate/Postgraduate rate.  Only students who will graduate as a medical doctor (MD) or Doctor of Osteopathy (DO) are authorized according to the division published medical school rate.  Students pursuing any other graduate degree in a medical arts program may be eligible for assistance under the graduate/postgraduate section of this policy. For IVRS purposes, a medical residency is considered employment.

5. Dental School:  Students pursuing a degree to work as a dentist are authorized according to the division published dental school rate.  Students pursuing any other dental-related occupation are funded according to the year they are in school.  

6. Law School:  Students eligible to receive tuition and fees authorized at the law school rate must be attending a School of Law and will graduate with a law degree, Doctorate of Jurisprudence (JD).  

7. Other Training Programs:  Students are funded according to the year the student is in school and is in accordance with the division published rate.  If the student has graduated from a college program, and then returns to school to study a different discipline, the student is considered to be starting over and is funded according to the year(s) the student is studying the new discipline. For training programs that run less than a semester, students are funded at the published semester rate for the two year or less status or the published percentile rate, whichever is the lesser amount.  

8. Continuing Education Courses:  Students are funded according to the first and second year tuition rates that are published, or the published percentile rate of the cost to attend, whichever is the lesser amount.

9. Out-of-State Colleges and Universities:  Students are funded according to the year they are in college.

B. 
Support Services  

The following lists the services that students may request in support of their program.  All of the support services require an exception to be approved if the funding exceeds the established tuition and fees maximum.  Staff should provide financial counseling on the costs of attendance and debt load when applying tuition funding to these support services.
1. Psychological testing costs to assist the student in documenting a disability to access disability support programs at the college are subtracted from the total amount of tuition and fees for one semester.  For example, tuition and fees at the community college for one semester is $750 minus $500 for psychological testing equals $250 authorized for that single semester.  Psychological testing required for IVRS eligibility determination is paid by IVRS and is not subtracted from tuition and fees.

2. Transportation can only be provided to the extent that the cost is caused by participation in a program of VR services.  For example, if the job candidate has to drive twenty miles each way to and from school, IVRS staff could justify paying $0.30/mile for forty miles of transportation each day the individual goes to classes.  However, paying mileage in lieu of tuition could not be justified if the job candidate was not driving the miles to justify it.

3. Maintenance can only be provided in lieu of tuition and fees to support participation in a program of VR services when the program results in extra expenses that have been incurred due to the rehabilitation plan. It may be legitimate to authorize post-secondary dollars under the financial rule for maintenance in a situation where a job candidate needed assistance and had to wait several weeks after classes started before financial aid was available.

4. Books and supplies can be provided in lieu of tuition and fees, not to exceed the financial guidelines, without an exception.

5. Tutoring may be provided in lieu of tuition and fees for courses that are part of the actual degree requirements and may be provided when this service is not available for free through the school the individual is attending.  

6. Certification and licensure fees: Certification tests that are a part of a course come under the financial limit of the tuition and fees standard.  Certifications and licensure fees that are not part of a course, such as the test to become an RN or bar exam, use the R-406 to determine the level of IVRS participation.  
7. Purchase of a computer in lieu of tuition may be provided once per degree or four-year period and does not require completion of the computer request form. 
8. Remedial Courses: Courses that are essential to assist the student to develop the academic background necessary to attend college may be supported as long as the individual maintains satisfactory progress.  These classes are typically related to math, reading, and English so that the student may achieve a minimum level of success in college coursework.  The funding for remedial courses is based upon the rate for the first and second year and is in addition to the two-year maximum, or the published percentile rate of the tuition and fee cost whichever is the lesser amount.  Courses are only provided when necessary for the student to be successful in post-secondary education or in a specific work situation.  HISET should be accessed for other types of need when appropriate and due to lack of a high school diploma.

C.  Comparable Services and Benefits  

A search for comparable services and benefits is required for all students.  All students must produce a copy of their financial aid award letter regardless of whether they qualify for financial aid or private pay.  Failure to provide a copy of the financial aid award letter results in no post-secondary funding. Application for FAFSA must be completed annually.
D. Authorizations
Completion of the Budget Worksheet and a discussion on financial planning is required yearly before any authorization for college is written.  The authorization is written for as much of the school year as staff expect the job candidate will be attending (usually Fall and Spring).  When authorizing tuition and fees staff must indicate the number of credit hours and the rate per credit hour, which must be documented by a class schedule showing the number of hours the job candidate is attending.  IVRS will only fund according to the established fee schedule as long as there is an unmet need.

E.  General Guidance

IVRS will develop with each job candidate with whom it appears post-secondary training may occur, a list of activities in the IPE that will enhance the job candidate’s ability to access VR service in post-secondary settings.

1. Part-time attendance is defined as satisfactorily completing a minimum of 12 semester hours across two consecutive semesters. Students must be making satisfactory academic progress according to the college major.  Students must take a sufficient number of hours, without having to repeat courses due to an extensive delay in completing coursework as a result of part-time status.  Students must present a plan completed with the Registrar’s office and advisor on campus that shows the classes to be completed on a part-time basis and still achieve the degree.    

2. 
There is nothing in this policy that requires the counselor to fund any hours that have been failed or dropped.  The maximum number of hours that could be funded a second time is 12 across the program of study.

3. 
GED expenses (books, tutoring, classes, and tests) are not considered post-secondary costs.  If there is a charge, they can be paid for in the same way as other services, using the R-406, Financial Inventory.

4. 
If a course can be taken as a certificate program or a degree program, IVRS participation will be determined using the established financial rate corresponding to the first or second year rate.

5. 
Paying for courses being audited are included in the 12-hour retake policy. Using this guidance, the IVRS funding of audited classes is at the counselor’s discretion.

6. 
Students may desire to attend a college that specializes in services due to limitations posed by specific disabilities. These programs must lead to a recognized post-secondary education diploma, and the student would receive the same tuition and fees as established for the year the student is in college.  Examples of these types of programs include but are not limited to: Gallaudet, NTID, Beacon College (FL), and Mitchell College (CT).

7.
Waiting List:  Sometimes a student may not yet be VR eligible or be on the waiting list when school starts.  When the individual comes off the waiting list during the semester a prorated authorization may be written, if:

a. There is evidence that the student is, has been, or will be successful in completing a college plan; 
b. An IPE has been written and agreed to by the counselor and job candidate; 
c. The authorization is written to the college and it decreases a loan amount but does not decrease grant awards; and

d. The prorated amount does not exceed the percentage of time the student has yet to complete in the current semester.

8. 
Job candidates will not be expected to pay anything for personal assistance services, reader services, or interpreter services needed to participate in the VR program.  VR will not pay for these services when it is another program’s legal responsibility.

9.
IVRS may not authorize tuition and fees for any student who has defaulted on a federal student loan or who owes a refund on a previous federal grant.  If the job candidate and the IVRS staff can document that the student has made a maximum effort to work out a satisfactory repayment agreement, but the institution has refused to work out the repayment agreement, and the IVRS counselor believes further training in post-secondary education is necessary, the counselor and the job candidate may request approval to proceed from the area office supervisor.  

10. To receiving funding for post-secondary education, the job candidate cannot be under financial aid suspension due to failure to make satisfactory progress.  

11. To receive funding for post-secondary education, the job candidate cannot have been convicted of possession or sale of a controlled substance according to the Higher Education Act.  (The financial aid office makes the determination as to whether or not an individual is in a restorative situation or blocked from funding.)

12. Students who transfer between colleges after being suspended from financial aid at one college, simply to bypass the financial aid suspension, may not receive funding for college until they are reinstated under financial aid provisions.

F.  Exceptions

1. Paying the junior or senior rate for students attending in their first year or second year of college at a university because the college program requires discipline-specific courses to be taken at that level and to do otherwise would extend the number of years in college, (i.e. architecture classes start in the freshman year and to go to a community college would extend the college program beyond 4 years).
2. Paying more than the appropriate prorated amount for tuition and fees for a student whose IPE was developed after the semester has started.

3. Purchase of a computer in addition to tuition and fees requires the completion of all necessary forms and IT review.  
4. Multiple computers purchased for the same individual during the same program of study.

5. Authorizing beyond any of the provisions set forth in this procedural directive.

6. Issuing an authorization for tuition and fees without first completing the Budget Worksheet and discussing financial planning with the student yearly.

7. Other class required extra expenses are items a class requires in addition to any books and supplies.  These would include such things as paints and brushes for an art class, a camera and film for a photography class, tools and equipment to study a specific discipline and similar items without which the class cannot be successfully completed.  A request for an exception must be submitted to the supervisor when the counselor and job candidate determine, through the development and use of the Budget Worksheet, financial aid award letter, and R-406, that there is not any other resource available to assist with these purchases and they are essential to the completion of the IPE.

8. Course-specific fees are extra class required expenses to take certain courses.  These fees pay for access to specialized equipment or computer programs needed to learn the subject and require an exception approved by the supervisor.

9. Authorizing for summer school when the division has determined that there is no funding available for summer.  

10. Exceeding the published rates.

11. Authorizing beyond an unmet need after grants are deducted.

12. Exceeding the 12 hours of retaken classes.
13. Taking less than 6 credit hours in a fall or spring semester/term. 
14. Requesting funding for a job candidate who has defaulted on a student loan (evidence that the student has made attempts to rectify the situation that are reasonable is required). 

WORKER’S COMPENSATION REHABILITATION RETRAINING BENEFIT
When a Job Candidate requests that the Form 100 B Workers’ Compensation Rehabilitation Training Benefit form to be completed, it is generally as a result of their lawyer advising them of this benefit.  Most lawyers have greater influence in getting this benefit granted in an expeditious manner.  If the job candidate does not have a lawyer, a VR counselor may still complete the form but it is up to the job candidate to turn it in.  The following are the instructions on the form completion:

VR Counselor completes the mid section of the 1st page where is says Petition (To be completed by Claimant and VR Counselor).  Complete the training facility, type of training, length of training and date commencing and ending.    VR Counselor signs, dates and phone number.

Then have the Workers’ Comp attorney complete the rest of the form as there is a section the attorney needs to complete.  The attorney will submit.    There is considerable information requested with the submission of this form that usually only the job candidate’s worker’s comp  attorney would have access to  and be able to submit. The Worker’s Comp attorney completes the top and bottom of the first page and the top of the second page.   

Instructions on the bottom of the 2nd page state:

To Claimant:

1.
Have your VR counselor complete the first part of the form.

2.
You must attach to this form a copy of the physician’s report which shows that the injury caused permanent disability which prevents you from returning to gainful employment and the claimant’s confidential information sheet.

3.
Deliver a copy of this form with the front page completed and the physician’s report to the employer by certified mail, return receipt requested or by personal service as in civil actions (rule 876 IAC4.7 and mail a copy to the employer’s attorney of record for this file if known(rule876IAC 4.13).

4.
Complete proof of service portion of the original of this form and deliver the entire form with the physician’s report to the Division of Worker’s Compensation at the 1000 East Grand Avenue, Des Moines, Iowa  50319-0209.

5.
If you desire an evidentiary hearing, delete paragraph 4 of the petition and in its place enter  “ I request a hearing.”  Rule 876IAC 4.4.

6.
The benefit is $20 per week, $100 for injuries after September6, 2004 and not to exceed 26 weeks.

To Employer/ Insurance Carrier:

1.
 Enter the number of each paragraph of the petition which is denied in the space provided in paragraph “1” of the answer.

2.
If you do not consent to the requested rehabilitation benefit, delete the paragraph “2” of the answer. 

3.
If you desire an evidentiary hearing, delete paragraph “3”,of the answer and in its place enter  “ I request a hearing” Rule876 IAC 4.4

4.
Serve a copy if your answer to the claimant or claimant’s attorney pursuant to the rule 876 IAC 4.13

5.
Type or print the name and title of the person answering below the signature.
SUPPORTED EMPLOYMENT SERVICES
A.
Description  
Supported employment services are services provided only to the most significantly disabled individual (MSD) who requires on-going support and extended services to achieve competitive integrated employment.  Supported employment is for those individuals for whom competitive integrated employment has not historically occurred; or has been interrupted or intermittent as a result of a most significant disability; and because of the nature and scope of the disability requires supported employment and extended services in order to perform work in a competitive integrated environment.  

Supported employment may include progressive employment or a customized employment opportunity. Supported employment services are provided for up to 24 months, at which time a review determines if an extension of time is necessary.  

B.
Scope of Services  
Supported employment includes assistance with finding a job, job seeking skills training, job keeping skills training, and training on the job simultaneously. Development of the IPE for supported employment requires not only the identification of the extended services to be provided, but also development of the plan for natural supports.  The following are critical components required in supported employment services:

1. Frequency of contact: Is one time per month which may be done with the team.  Once every three months is required with the job candidate. 
2. Provisions for Students: Supported employment services may last up to 24 months and may be provided as early as is necessary for the student to achieve stability on the job by the time of graduation as long as the long-term supports can be assured by the graduation date.  Staff should make arrangements with the LEA to provide the job coaching and also work to arrange for the long term supports.  IVRS considers job coaching to be an instructional service and as such is the responsibility of the LEA until, and at which time, the student qualifies for the long term support from the county/Medicaid waiver.  A student may be stabilized on the job prior to graduation, at which time the long-term supports are then provided thereby allowing the case to be considered stabilized and then closed 90 days after graduation.

3. Ongoing Support Services:  Means services that are needed to support and maintain an individual with the most significant disabilities in supported employment. These services must be specified in the IPE and arranged or furnished by IVRS from the time of job placement until movement to extended services. The ongoing support services must consist of: any assessment supplementary to the comprehensive assessment of rehabilitation needs; the provision of skilled job trainers who accompany the individual for intensive job skills training at the work site; job development and social skills training; regular observation or supervision of the individual; follow-up services including regular contact with the employers, individuals, parents, family members, guardians, advocates or authorized representatives of the individuals, and other suitable professional and informed advisors in order to reinforce and stabilize the job placement; facilitation of natural supports at the worksite; and any other service or similar service to the services described.  These services are:
a. Needed to support and maintain an individual with the most significant disabilities in employment;
b. Based on an assessment by the state of the individual’s needs as specified in an IPE; and

c. Provided for a period not to exceed 24 months, unless a longer period to establish job stabilization has been established in an IPE, before transition is made to extended services provided under a cooperative agreement between IVRS and other appropriate state agencies and private non-profit organizations to ensure collaboration in a plan to provide supported employment services to individuals with the most significant disabilities. 
4. Extended services: Means job coaching after stabilization (Status 22-0) and follow-along services that are required after 90 days of stabilized employment.  IVRS staff must obtain a commitment from the funding source to provide, at a minimum, twice-monthly monitoring of these services at the work site to assess employment stability.  If it is determined in the IPE that off-site monitoring is most appropriate, then it must, at a minimum, consist of two meetings with the individual and one contact with the employer each month.  The IVRS counselor must assure that the plan of natural supports is implemented. For job candidates who are youth in transition, SES for Students and Youth with Disabilities.
5. Developing a Plan for Natural Supports:  Before a plan for supported employment can be initiated at a work site, a plan for natural supports must be developed. Developing a plan must be well documented in which the following items are addressed:

a. Identification of the natural support and backup natural support should one of the supports be absent or resign;
b. Training of the natural supports that includes: 

1) Disability awareness for the natural supports, and best practice would include the entire work unit; 
2) Training strategies and techniques, taught to the natural support, that facilitates the learning and skill acquisition of the person with a disability; 
3) Communication strategies and person-first language that foster teaming and a welcoming environment;
4) Communication and business culture specifics that aligns the work and chain of command protocols between the person with a disability and the employer; 
5) Work station design that facilitates co-worker relationship development; 
6) Reasonable accommodations and assistive technology that enhances the skill development without disrupting the workflow.  
6. Requirements for Transitioning to Extended Services:  Means extended services provided by a state agency, natural support, a private non-profit or any other appropriate resource. 
a. The funding source for this service is any organization other than IVRS that makes the commitment.  The financial support for the extended services is paid from funds other than those received from the state and federal VR program.  

b. Supported Employment Services for Students and Youth with Disabilities: The MoAs developed with the Department of Education and DHS outline the obligations of all three state agencies as it pertains to students and youth in need of supported employment services. Youth who are still in high school would receive job coaching services through the LEA according to the MoA with the Department of Education.  In rare and unusual circumstances, a youth who requires extended services after achievement of a supported employment goal in a competitive integrated environment may require IVRS to fund those services when they are on the waiting list for the waiver.  After the student/youth graduates from high school, if the job is stable and consistent with the IPE and the student/youth is on the waiver waiting list, IVRS can fund the extended services on a time-limited basis.  Said services are provided at a rate of up to two hours (8 units) per month and are only provided when the natural supports plan has been implemented and supervisory approval is obtained.  In no circumstance may extended services be funded when the job candidate is age 25 and older.  

After six months, the case must be reviewed and evaluated to determine if continued funding is necessary and supervisory approval is obtained each time it is evaluated.  This process continues every six months until one of the following conditions is met:

1. The service is no longer needed; 
2. Another funding source is identified; 
3. The service has been funded for four years; or 
4. The youth’s 25th birthday. 
The IVRS case record may not be closed successfully, even if the employment stabilized, until the extended supports have transitioned to the Medicaid waiver or other public/private funding.  A plan of natural supports should be implemented simultaneously with the extended services.
For youth who are age 24 and younger, and for whom waiver funding had not yet been sought at the time the plan for supported employment was first developed, IVRS staff will discuss the options of extended services funding:

1. Private pay
2. Waiver funding
3. PASS plan
4. IRWE
5. County Funding

6. Other
IVRS staff will provide the necessary information and referral to the youth and his/her representative so they apply for waiver funding, if they decide they do not want the other options for extended services.  Assisting the youth to complete the application process is critical in these situations so that by the time the program of supported employment stabilizes, he/she will have the waiver available. This discussion should occur no later than the sophomore year of high school when it is clear that supported employment is a necessary service and written into the IPE.  

If the youth with a disability is on the waiting list for waiver funding for supported employment, IVRS may fund extended supports on a time-limited basis with supervisory approval.  In these cases IVRS staff may fund a maximum of three units per month, for a period of six months.   

C. 
Integrated Work Setting
Supported Employment Plan Requirements: An IPE for an individual with a most significant disability for whom a competitive employment outcome is needed must:

1. Specify the supported employment services to be provided by IVRS;

2. Specify the expected extended services needed, which includes natural supports;

3. Identify the source of extended services or, to the extent that is not possible to identify the source of extended services at the time the IPE is developed a plan for natural supports and a description of the basis for concluding that there is a reasonable expectation that those services will become available;

4. Provide for periodic monitoring to ensure that the job candidate is making satisfactory progress and the criteria for satisfactory progress, as it pertains to the weekly work requirements, will be achieved by the time of transition to extended services;

5. Provide for the coordination of services with other federal and state programs;

6. Identify the training that will be provided on the work site; 

7. Include placement in a competitive integrated setting for the maximum number of hours possible based on informed choice; and

8. The need for post-employment services;

a. Identify the expected need for post-employment services prior to closing the record of services for job candidates who achieve stabilized competitive employment;

b. Description of the terms and conditions for the provision of post-employment services; and

c. Description of how post-employment services will be arranged with other entities.
D.
Exceptions
1. Providing extended supports while the job candidate is on a waiting list for waiver services.  

2. Paying for extended supports.

3. Paying for more than 8 units per month of extended supports.

4. Exceeding the short duration of IVRS funding for extended services (6 months).  

5. No exception may be allowed to exceed the age limit, as the age limit is statutory.
6. Exceeding the limits established in the Menu of Services or using a non-approved facility. 

7. Using an individual who is not employed by a CRP or does not hold the Employment Specialist Certificate but has the education and training on how to teach and instruct.

JOB COACHING (Non-Supported Employment)

A.
Definitions

1. Job Coach: A person who teaches the job specific skills and soft skills of a job in the community business or industry. Another title for the position is Employment Training Specialist. 

2. Job Coaching: A service which may be purchased to teach a job candidate both the job duties and job-related responsibilities, such as transportation, co-worker relationships, taking breaks, etc. It may also include interaction with the employer, supervisor, and co-workers to assist in the integration of the employee and spot-checking on performance, employer satisfaction, job coaching/training in new duties, and other responsibilities that assure job retention. Some job coaching activities, such as efforts to encourage the job candidate in medication maintenance, may take place away from the job site. These activities are justified if failure to provide them would likely result in the job candidate being unable to maintain employment. 

B.
Qualifications 

IVRS requires job coaches to either be trained through IA-APSE’s (Associate of Persons Supporting Employment First) specialized program; or DirectCourse through the Iowa Association of Community Providers (IACP); or to have credentials as a licensed educator with the State of Iowa; or a degree in Rehabilitation or comparable field. Job coaches meet the requirements through a CRP’s CARF accreditation and training. The individual who provides job coaching services should be able to adequately convey information about how the job is to be done, and be acceptable to both the job candidate and the employer. Job coaches must complete the job coach training if they do not have the degree in rehabilitation or education unless requirements are met through the CRP accreditation process. Request to qualify a program meeting these requirements should be submitted to the Resource Manager of Independent Living. 

C.
When Provided 

Job coaching may be provided when the individual needs training significantly greater than is required by most new employees, and the employer is unwilling or unable to provide it. 

Job coaching may be provided as part of an OJT program but in such a case the training is to educate the employer on disability-specific needs and not on the specific job tasks, which are the responsibility of the employer under an OJT. Disability needs may include: 

1. Developing and implementing a plan for natural supports; 

2. Person-first language; 
3. Unique aspects of the disability that impact how training should be provided; and

4. Developing a network of supports necessary for job retention due to disability factors. 

Per the memorandum of agreement between the Department of Education and IVRS, job coaching services for students in transition who have not graduated high school are the responsibility of the Local Education Agency (LEA). Job coaching is considered an instructional component of the IEP and therefore it is the responsibility of the school to provide such services. 

D.
Limits/Costs 

Job coaching is authorized per the Menu of Services based on an agreed upon number of hours necessary to reach stabilization. Staff should determine the number of hours needed through discussion with the employer. IVRS funds job coaching services up to stabilization, which is anticipated at the end of two months. If longer time is needed, an exception approved by the IVRS supervisor is required.

E.
Reporting Requirements 

The job coach must provide a report on the job candidate’s progress with each billing. The report should identify the itemized charges, the service provided and a summary of issues, decisions and next steps. 

F.
Exceptions 

1. Additional funding past the two-month period. 
2. Using an individual who is not employed by a CRP or does not hold the Employment Specialist Certificate but has the education and training on how to teach and instruct.

IVRS SELF EMPLOYMENT PROGRAM

A. 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


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 or outside contractor/consultant funded by ISE Technical Assistance. 

 
B. 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. 

C. 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.  

1. 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 (ISE) program.
IVRS/IDB does NOT support the following:

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

b. 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. 

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

d. Coverage for individual insurance needs. 

e. 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.
f. 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.

g. Businesses that may be determined to be inconsistent with community standards such as alcohol, tobacco, firearms, adult entertainment industry, pornography or drug paraphernalia.
h. E-Bay businesses. 

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, 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).
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.
5. A Self-Employment case can be closed as rehabilitated when all of the following are met:
a. The Self-Employment Candidate has achieved self-sufficiency.

b. The business has been operating for at least 180 days, unless the income projections for an earlier period have been met or exceeded.  

c. Projections indicate the business will continue to operate.

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









e. All other criteria established in the Rehabilitation Act for successful 
closure has been met.

f. The individual earns a personal net income of 80% of SGA monthly and/or consistent with the Business Plan Feasibility Study objectives.  
E. Self-Employment as an Option
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 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.
  
F. Self-Employment Responsibilities
The following responsibilities are expected of any Self-Employment Candidate seeking and obtaining IVRS assistance in self-employment.  

1. 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.

2. 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.

3. Self-Employment Candidate agrees to abide by the terms and conditions outlined prior to receiving any tools, equipment and/or initial supplies.

4. 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.  

5. Self-Employment Candidate has adequate resources available for the proper maintenance and upkeep of tools, equipment, inventory and supplies.
6. 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:

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







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

3. 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.

4. 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. Steps in the Self-Employment Process 

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. 
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. 

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 Placement is more appropriate.  

Step 3.  Business Plan/Feasibility 







TECHNICAL ASSISTANCE – 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 for feasibility and Business Plan Development.  The Business Development Specialist may coordinate these services with comparable services. An exception from the Program Manager is needed 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. 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 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.

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. Financial Assistance is authorized based on what, and when the business needs are and there is evidence 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. 

· 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 5:

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. 









I.  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:   

Cases in which the individual is not required to put up at least 50% of the financial package. 

1. Vehicle lease or purchases.  

2. Vehicle insurance.

3. Vehicle maintenance and repairs. 

4. Computer purchases.

5. Closure occurring less than 180 days of the first customer served.

6. Authorizations that do not conform to ISE Program processes. 

7. Technical Assistance ((VR Administration) exceeding $10,000.

8. Financial Assistance (VR Administration) exceeding $10,000.

9. Business rent/insurance which exceeds six months.

10. 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.

11. Paying for technical assistance for feasibility/plan development.
STATUS 20-0: READY FOR EMPLOYMENT

A.
Definition
This status is used for those job candidates who, as a result of agency services provided under an IPE, are now considered ready for and able to seek employment. 

B.
Scope of Services

Ready for employment services in IVRS are considered to be an integral and important part of the overall program.  Services may include a variety of strategies agreed upon by the counselor and job candidate in the IPE and considered essential to an employment outcome.  This will include:

1. Employer contacts by/and on behalf of the job candidate.

2. Job search and business networking involves a variety of strategies designed to meet the needs of business and industry while providing information to job candidates to make informed decisions.

3. Motivational interviewing techniques facilitate the job candidate’s perspective and actions to be more open and responsive to employment opportunities. 

4. Informational interviews create connections with business and industry while providing information to the job candidate about the company and what attributes are being sought for employment.

5. Programs such as REDI, Project Search, Transition Alliance Programs, and other training programs enhance the job search in that employers then recognize that the job candidate worked toward the goal and has the skills to be a member of the workforce.

6. 30 Ways to Shine training enhances the job retention of the job candidate and is a tool to assist the IVRS staff in determining the work readiness of the job candidate.  

7. Mock interviews provide experience to the job seeker on how to answer questions, dress for the interview, and communicate their skills and reasons they would be a good employee.

C.
Agency Expectations

1. The agency recognizes the counselor as the person primarily responsible for the determination of job readiness and for assuring that placement services are adequately planned and carried out.

2.
R-413 - At the time of movement to Status 20-0, to the extent that these issues have not been previously recorded, the counselor and associate (if applicable) will meet with the job candidate to discuss job readiness issues and make an R-413 entry relating to:

a.
Specific information pertinent to job readiness (i.e., medical issues resolved to the extent possible; medical release to go to work obtained from physician as necessary; job candidate’s functional capability of performing in chosen job areas; meets minimum skill requirements; has satisfactory job seeking skills; has independent living skills necessary for employment being sought; transportation arrangements, etc.).

b.
Activities which will be pursued to accomplish placement and identification of responsible entities (i.e., referral to Workforce Development or other agency; use of incentives; participation by job candidate, counselor, others, etc.).

c.
Need and justification for any services such as tools, supplies, licenses, interpreter, transportation, or other services which will need to be purchased to obtain a job, or once the job is obtained,  as an integral part of the placement activity.

d.
A meeting or contact with staff, at least bi-weekly, to review what has been done and what has changed to improve the job candidate’s chances of obtaining suitable employment and the next steps in the process. Counselors will meet/contact the job candidate and staff (when appropriate) at least monthly to develop strategies for progress.

e.  Job search and job development activities identifying: the companies that hire for the type of occupation sought; the actions to achieve employment by both the IVRS staff and the job candidate; discussion of work incentives for both the job candidate and the business; purchase of job development and employer development services from a CRP if necessary and required by the job candidate in supported employment; timeframes by when actions will be completed as part of the plan; follow-up activities with the business to create opportunities for employment;  follow-up activities with the job candidate to develop job search skills.

f.   Whenever a job candidate and counselor are making plans for self-employment, the job candidate is to be referred to the Business Development Specialist (BDS) and are served under the self-employment program.  

3. Case entries should summarize job search efforts specifically focused on business and industry contacts as well as job seeking skills.

4.
Plan Reviews may be completed by agency representatives. Plan reviews must be completed at a minimum annually by the Counselor.

5.   Plan Amendments must be approved by the Counselors.

D.
Exceptions 

1. Not meeting bi-weekly with job candidates on their job search.
STATUS 22-0: PLACEMENT

A. 
Purpose

Placement services provide value to job candidates who have completed the training, counseling and guidance, and related rehabilitation services and are now ready to seek employment.  Placement services connect the job candidate with the needs of business and industry by creating job matches that match the job candidate’s skills, abilities, training, work ethic, and transferable skills to a business culture leading to a life-long career.  Creating connections and business accounts makes the difference in effective counseling services by providing information and understanding of business needs, so IVRS staff can better prepare job candidates for the future job-driven opportunities.

B. 
Definition

Placement services, unless contracted through a third party, are delivered directly by IVRS staff in partnership with the job candidate.  These services are based on evaluation and preparation of the job candidate. Placement services are defined as a referral that leads to a job interview. 
C. 
Scope of Services
Placement assistance is an integral part of the overall program. Services that complement placement include: placement assistance; job retention services; follow-up services; and services to employers, businesses and human resources within a variety of industries. 
The agency recognizes that the counselor is the person primarily responsible for seeing that placement services are planned and carried out. Employer information is captured on the IPE-3 form.  An agency representative may follow-up to gather information for the counselor to assess suitability and stabilization of the employment. 
1. Need and justification for any services such as tools, supplies, licenses, interpreter, transportation, or other services which need to be purchased as part of the placement activity;  

2. IVRS staff will meet/contact the job candidate and partners (when appropriate) at least monthly to develop strategies for progress.
3. Case entries should summarize job placement efforts specifically focused on discussions with the business at which the job candidate is placed. 

4. Plan reviews may be completed by agency representatives. Annual reviews must be completed by the counselor. 

5. Plan amendments that are substantive in nature must be approved by the counselor. 
D.
Agency Expectations

In order for IVRS staff to serve both the job candidate and the business, staff must develop strong relationships with business and industry. Placement is the culmination of the entire rehabilitation process and is the measurement of how effective staff is in facilitating the job candidate’s rehabilitation plan:

1. Accommodation and accessibility assistance allows IVRS staff the opportunity to demonstrate expertise and serve the employer or business through discussions and assistive technology services, when appropriate, that equalize the competitive employment field for job candidates.

2. Sector partnerships and career pathways are activities connecting IVRS staff to business in a manner that creates significant networking opportunities.  

3. Iowa Works and the Talent Acquisition Portal are resources used to connect job candidates with employers who are ready to hire.

4. Job retention is dependent upon IVRS staff effectively working with the job candidate to develop the necessary skills and cultural alignment with the occupation and business.  IVRS staff can play a key role in job retention by following up with the employer at least monthly to determine if additional strategies are necessary for job maintenance.   

5. The needs test (R-406) is required whenever the purchase is for an item the job candidate needs on the job. It is not required to pay for a placement, OJT, etc. where a vendor is compensated or the business is compensated. 

6. As a general rule, the agency will not be involved financially in the purchase of placement equipment which becomes the property of the employer and is only used at work. 

7. Placement tools, equipment, supplies, or goods required by the job and normally paid for by the job candidate may be purchased not in excess of $1500. 

8. Permanent Relocation: Financial assistance for permanent relocation for a job candidate or a job candidate and his/her family may be furnished when the move is necessary for the job candidate to engage in competitive integrated employment. The following conditions must be met: 

a. Job candidate must have an offer of employment with a specific starting date; 

b. Comparable services and benefits must be sought and documented in the case file; 

c. Relocation costs will be considered to be transportation of job candidate, family, and necessary personal belongings. IVRS does not pay for insurance as this is the responsibility of the job candidate; and 

d. The R-406 is used to analyze the job candidate participation rate. 

9. A medical residency, employment in the military, and training in an approved apprenticeship are considered by IVRS to be employment. The job candidate would initially be considered in training during which time staff would provide consultation and technical assistance on accommodations and strategies for success. Once the job candidate demonstrates successful participation in the employment and it appears stable, then the job candidate is considered to be in stable employment and the status of record moves to employed. 

10. The use of a temp agency requires the counselor to demonstrate that substantial services are provided, and the job candidate has an interest in working with the temp agency long term. A job candidate that is employed by a temp agency may have multiple placements but the job candidate is an employee of the temp agency. As such the 90 day closure requirements can be met when a single or multiple job placement(s) result in 90 days of employment and the job candidate agrees that no further supports are necessary. 
E. 
Exceptions
1. Paying for a service or assistive technology that is the legal responsibility of another entity.

2. Not seeking comparable benefits and services for relocation costs.
3. Not using projected wages on the R-406 inventory.
4. Paying more than what the R-406 inventory demonstrates as a need and not requiring the job candidate’s participation at the documented rate.
STATUS 24-0: SERVICES INTERRUPTED

A. Definition 
A case is considered to be interrupted when the IPE can no longer be continued and a new plan is unable to be developed. A case stays in interrupted status until a new plan has been written, the current plan is reactivated, or the file is ready to be closed in Status 28-0. 

B. Scope of Services 

The major activity that takes place in this status is an attempt to develop a new plan or reactivate a previous plan in order to move the individual towards employment. This can include new or additional evaluations. 

C. Agency Expectations 

1. Frequency of contact is one time per month. 

2. Agency representatives, through consultation with the counselor, will take an active role in trying to move cases back into an active status as rapidly as is feasible. 

3. A plan will be developed listing the activities that will take place to return the file to an active status and entered as a case note. 

a. An IPE review must be completed by a counselor to move the case into Status 24-0 because the job candidate’s case is being interrupted. Plan reviews (IPE-2) will be completed by the counselor and should occur every 90 days until status change. 

b. Plan amendments must be approved by a counselor when substantial changes to the IPE occur. 

D. Exceptions  

None
STATUS 26-0: CLOSED REHABILITATED

A. Definitions
1. Rehabilitated: A case in which the job candidate had an IPE calling for a specific vocational goal, received substantial rehabilitation services and has been employed on the job identified on the IPE and in Status 22-0 for a minimum of 90 calendar days. Movement to Status 26-0 can only occur from Status 22-0. 

2. Substantial Rehabilitation Services: Multiple services that are provided within the rehabilitation process, which when completed, accomplish the job candidate’s vocational rehabilitation. 

3. Suitable Occupation: A job where, after a reasonable period of adjustment (not less than 90 days) the following conditions are met: 

a. Job candidate and employer are mutually satisfied; 

b. Job candidate is maintaining adequate interpersonal relationships and acceptable behavior on the job; 

c. Occupation is consistent with the job candidate’s capacities and abilities; 

d. Job candidate possesses acceptable skills to continue to perform satisfactorily; 

e. Job will not aggravate the job candidate’s disability or jeopardize the health or safety of the job candidate or others; 

f. Employment is regular and reasonably permanent; 

g. Work is performed in a competitive integrated setting in the community with non-disabled workers; and 

h. Job candidate earns at least the minimum wage, but not less than the wage and benefits normally paid to other workers for similar work. 

4. Employment with a Temp Agency: A job candidate is employed by a temp agency which is the employer of record. The agency places the individual in various employment settings and in addition to the suitable occupation standards listed above, the following conditions are required: 

a. The temp agency continues to place the job candidate in temporary jobs as an employee of the temp agency; 

b. The vocational goal and preferences of the job candidate are consistent with the jobs at which the job candidate is placed; 

c. The temp agency retains the job candidate as a viable job candidate for future placements; 

d. The temp agency provides verification that continual placements will be provided to the job candidate at no charge to the job candidate; and

e. The job candidate works for the temp agency with multiple placement periods that cumulate to no less than 90 days. 

B. Scope of Services 
Rehabilitation closure is the final step in a successful program of services and includes a review with the job candidate of the services provided, the successes achieved, and an offer of re-establishing services in the future, if needed by the job candidate. 

C. Agency Expectations
1. There will always be a tangible relationship between the services provided (as reflected in the IPE) and the vocational outcome. 

2. A job candidate accepted into the armed forces can be considered suitably employed and rehabilitated. 

3. A medical residency is considered employment. 

4. Individuals in correctional institutions cannot be considered to be rehabilitated while still incarcerated. 

5. Individuals cannot be closed as rehabilitated while working in extended (sheltered) employment. 

6. Individuals who remain employed on the same job held at application can be considered to be rehabilitated as long as it can be shown that the VR services aided them in maintaining or advancing in their employment. 

7. An IPE-3 should be completed to place a job candidate into Status 26-0. Regardless of the job candidate’s employment setting the wages reported must be at least at minimum wage and commensurate with the industry standard. Small business closures must be closed at least at 80% of SGA. 

8. The IPE-3 may be completed by IVRS staff who received information under the guidance of the counselor. 

9. Employment and wage information can be verified through Iowa Workforce Development for those job candidates who are too busy to meet with IVRS in person. 

10. IVRS staff will work with the job candidates who have been on SSI/SSDI to reassign their ticket to an Employment Network that will assist them in their career development goals. 

11. A case cannot be closed in Status 26-0 for high school students who have not graduated or exited.  For high school students who become employed while still enrolled, the 90 days of stabilization occurs after the high school student has graduated/exited.

D. Exceptions 

1. Small business cases closed below 80% of SGA. 
STATUS 28-0: CLOSED AFTER PLAN INITIATED

A.
Definition

A case is closed Status 28-0 when the job candidate was found eligible and received services under an IPE and it had been determined that suitable employment could not be achieved or that employment resulted without benefit derived from VR services and has been in Status 14-0, 16-0, 18-_, 20-0, 22-0, or 24-0.

B.
Scope of Services

The final case process for an individual who meets the criteria listed in the definition.

C.
Agency Expectations
1.
R-413 Closure Summary: When the decision is made that it is necessary to close the case, the agency representative should develop a case narrative, which to the extent that it has not been previously recorded in the case file, will include:

a. A description of the services provided to the job candidate and any benefits which the job candidate may have received from those services;

b. The reason the file is being closed and any attempts to remedy the situation;

c. As appropriate the R-413 will also reflect efforts of the agency representative to identify any other agency or services, including Independent Living Services, which might be available and appropriate to the needs of the job candidate; and that the job candidate was advised and assisted in making application for such other agency or resource; and

d. If job candidate is closed working in an extended employment situation or due to an exacerbation of the disability preventing employment activities, the annual review of this placement is conducted by DHS who funds extended employment. Upon their review, the job candidate may be referred to IVRS for community employment.   After review of the decision, the R-413 must clearly show that the determination to not pursue competitive employment was made only after full consultation with the job candidate, or as appropriate, with a parent, guardian, or other representative.

2.
The IPE-3 will be completed and signed.  If the job candidate is not available to sign it, the reason should be shown on the job candidate signature line and the job candidate copy sent to the job candidate or other representative.

3.
The agency representative will make an effort to contact the job candidate by using sources identified in the file listed as knowing where the job candidate can be located.

5. If the job candidate has not been cooperative and is moving to another state, whenever feasible, they will be given the name and address of the rehabilitation office nearest the new residence 

5.  IVRS Staff will follow up on the case to determine the progress and if the job candidate requires an appointment with the counselor.

6.
The rehabilitation counselor determines when it is appropriate to close the case record in Status 28-0 and directs the IVRS staff to complete the closure.

D. Exceptions

None 
STATUS 30-0: CLOSED BEFORE PLAN INITIATED

A.
Definition 

A case is closed in Status 30-0 from Status 10-0 when it is determined that a suitable plan for employment cannot be developed and/or achieved, or that employment resulted without benefit derived from VR services.  A case closed in this status must have:

1.
Received diagnostic and related services; and

2.
Been declared eligible.  Closure from Status 10-0 occurs before an IPE was developed.  

B.
Scope of Services 

The final case process for an individual who meets the criteria listed in the definition.

C.
Agency Expectations

1.
R-413 Closure Summary: When the decision is made that it is necessary to close the case, the agency representative should enter a case narrative which, to the extent that it has not been previously recorded in the case file, includes:

a. A description of the pre-IPE services provided to the job candidate and any benefits which the job candidate may have received from those services; 

b. The reason the file is being closed and any attempts to remedy the situation; and 

c. As appropriate, the R-413 will also reflect efforts of IVRS staff to identify any other agency or services, including Independent Living services, which might be available and appropriate to the needs of the job candidate; and that the job candidate was advised and assisted in applying for those services.  

2.
The job candidate must be notified of the closure and IVRS staff should send a closure letter. The notification of closure must include the job candidate's right to receive assistance from the CAP.  The closure letter must also provide information on the job candidate’s right to mediation or appeal within 90 calendar days of the closure decision.  










3.
If the job candidate is being closed because of a move from the state, whenever feasible they will be given the name and address of the rehabilitation office nearest the new residence.  
4.
The rehabilitation counselor determines if case closure is appropriate and directs IVRS staff to process the closure.  

D.  Exceptions  

None.
STATUS 32-0: POST- EMPLOYMENT SERVICES
A.
Definition 
Post-employment services are provided subsequent to the achievement of an employment outcome and are necessary for an individual to maintain, regain, or advance in employment consistent with the unique strengths, resources, priorities, concerns, abilities, capabilities, interests and informed choice.  These services, when provided under a plan for post-employment, do not require a complex and comprehensive plan and are limited in scope of delivery and duration of service.  If more comprehensive services are required, then a new rehabilitation plan should be considered and the individual requesting services is subject to the eligibility requirements.  If post-employment is determined appropriate because the services meet the definition stated, then a re-determination of eligibility is not required but a plan for post-employment must be developed using the IPE-2 form.  The following are samples of when post-employment may be considered, but is not an all-inclusive listing:

1. The individual needs further IVRS services to maintain employment and prevent the breakdown of rehabilitation results; 

2. The individual’s employment is in jeopardy because of conflicts with supervisors, co-workers, or customers, etc.;

3. The individual requires assistive technology to perform the essential functions of the job or a new job or assignment;

4. The individual requires assistance in regaining employment and the service will not exceed six months;

5. The individual does not require a complex or comprehensive rehabilitation effort even though the employment is no longer consistent with the job candidate’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests and informed choice; and 

6. The individual has an IPE that was planned at closure which details the needed services for post-employment. 
7. Extended services may not be provided for youth in supported employment services as a post-employment service.

B.
Scope of Services 
Post-employment services may include any vocational rehabilitation service or combination of services within the limitations established by the definition above. 
C.
Agency Expectations 
Frequency of contact is monthly.  If the individual with a disability seeks additional services from IVRS due to the possibility of losing a job, the individual should be advised of the right to exercise the use of this service for employment. However, the individual should also be advised that if it is shown that they require more services beyond what would be covered under this policy (i.e. services to maintain current employment, or services to obtain employment is more complicated and requires an extensive period of time to achieve employment results), at that point their file would be closed and they would be required to proceed to apply for services, be determined eligible, and their case is subject to the priority of services provision with placement on the waiting list as a possibility.  
The application date for the priority for services is the date of the post-employment closure and the job candidate should be advised at the first appointment discussing post-employment of their right to make an informed decision about post-employment.  Comparable services and benefits must be explored prior to expenditure of any financial support.

1. Waiting List: All individuals who meet the criteria for post-employment services can be provided these services without further consideration of the waiting list.  If the job candidate is unsuccessful in post-employment and a new case must be opened if the job candidate so desires, the job candidate is subject to the eligibility determination requirements and the priority of service in effect at the time of the new case. 
2. Obtain and read the closed case file from the state office: 

a. If no services are to be provided, return the case file. 

b. If post-employment services are to be provided as determined by the counselor, proceed with the instructions below. 
3. IPE: The goal of post-employment services is to maintain employment and prevent the breakdown of rehabilitation results. An IPE post-employment program must be developed with the job candidate. The following should be included in the IPE: 

a. Reasons post-employment services are needed and review of related issues from the closed file; 

b. Job candidate’s current employment situation; 

c. A list of anticipated actions; and

d. Services are provided in accordance with policy. 

D.
Post-Employment Services under TAP Cooperative Agreements  

1. Waiting List: All individuals who meet the criteria for post-employment services can be provided these services without further consideration of the waiting list. If the individual is unsuccessful in post-employment and a new case must be opened, the individual is subject to the eligibility determination requirements and the priority of service in effect at the time of the new case.  In this situation, the individual is discharged from TAP.
2. Services by Vendor (TAP): Individuals who have been served through IVRS under TAP and who require follow-along and follow-up services and/or job placement services will receive those services through TAP until the age of 25.  If TAP determines that more services are required in post-employment from IVRS, TAP will refer the individual to IVRS for those additional short-term services.  Such services are short in duration and less intense in nature and are necessary for the individual to maintain, regain, or advance in employment. All conditions under the definition section listed in this policy still apply. 
3. IPE at Status 26-0 Closure: Upon achievement of 90 days of stable employment the IVRS counselor will close the file in Status 26-0. The post-employment service listed on the IPE-3 is checked and the beginning date is the date of file closure. The ending date is the date the individual turns 25. The service is provided by TAP; therefore, “TAP” should be listed as the responsible party. Services provided are listed as “follow-up and follow-along”. 
4. IPE Status in Post-Employment Open File: If TAP determines that the individual requires additional IVRS services, TAP will refer the individual to IVRS. Such referrals will generally be to provide placement clothing and other less intensive services that require additional IVRS expenditures and expertise. In such cases a new IPE is written with “IVRS”, “Job Candidate”, and “Other” all checked as responsible parties. On the line next to “Other” the TAP serving the job candidate under the cooperative agreement is listed. On the lines “Delivered by” and “Services funded by” the appropriate entity should be listed.  
5. Case Notes: Staff serving individuals in post-employment must enter an R-413 case note detailing the reasons for the post-employment services. When these services are delivered only as a result of contractual requirements of follow-up or follow-along, the R-413 will state that no further IVRS staff services are necessary, but the job candidate will receive the contractual services for the designated period of time. When said services are delivered under an open IVRS file of post-employment, the narrative will detail the responsibilities of each party and the services that will be rendered, along with the criteria to determine successful closure (i.e. stabilized employment). 
E.
Exceptions

1. Not accessing comparable services and benefits that are available.
STATUS 33-_: CLOSED FROM POST-EMPLOYMENT SERVICES

1. Post-employment services are closed when: 

a. The person is returned to suitable employment, or the employment situation is stabilized (Status 33-1); 

b. The situation has deteriorated to the point that further services would be of no assistance (Status 33-3); or 

c. The case has been reopened for comprehensive VR services (Status 33-2). 
2. An agency representative enters an R-413 entry in the case file detailing the reason for closure. 
3. Completion of the IPE-3 form identifying closure. 

STATUS 38-0: CLOSED FROM STATUS 04-0

A. Definition 

A case is closed in Status 38-0 from Status 04-0 when it is determined the individual does not fall into one of the waiting list categories being served and/or the individual no longer wants to remain on the waiting list.  

B.
Scope of Services  

The final closure action for an individual on the waiting list.

C.
Agency Expectations

1.
R-413 Closure Summary: When the counselor has made a decision to close the case, the agency representative should enter a case narrative describing the reason the file is being closed and any attempts to remedy the situation.

2.
Closure Notification: A letter should be sent to the job candidate notifying his/her of the closure.  The letter should include an indication that he/she may reapply at a later date, but his/her current place on the waiting list will not be retained. The letter should include the right to contact and possibly receive assistance from the CAP.  The closure letter should provide information on the job candidate’s right for mediation or appeal within 90 calendar days of the closure decision.

3. Follow-Up: The IVRS staff follows up with the job candidate to determine if an appointment with the counselor is necessary.

4. Closure: The Rehabilitation counselor determines if case closure is appropriate.

D. 
Exceptions  

None.
SERVICES IN SUPPORT OF REHABILITATION SECTION
BENEFITS COUNSELING
A. Definitions
1. Benefits Planner:   A person who provides SSA beneficiaries with disabilities access to work incentives planning and assistance services.  Benefits planners assist job candidates receiving Social Security benefits in making informed choices regarding Social Security Work Incentives and other benefits programs.
2. Benefits Counseling and Planning: The services are designed to better enable SSI and SSDI beneficiaries to make informed choices about work. Benefits planners who provide work incentives planning and assistance also assess the impact of earning on benefits from other federal, state, county, local and private agencies and nonprofit organizations that serve beneficiaries with disabilities. When a job candidate has concerns about working and is uncertain about developing a plan, the job candidate should meet with the benefits planner to gain a better understanding of how he/she can go to work. Benefits planning should be initiated once an employment goal has been identified. 

3. Benefits Counseling Services: IVRS staff refer individuals in need of benefits counseling to the colleagues in the office who are members of the Benefits Planning Cadre. This cadre will meet with the individual and complete an analysis to determine if they, in fact, can perform the benefits counseling or if the individual should be referred to a planner outside of IVRS.  A benefits analysis should be completed on every individual who receives SSA benefits by a member of the Benefits Planning Cadre.  Referral to an outside source for the analysis requires supervisory approval.  
4. Benefits Screening Profile: The IVRS staff person completes the BPQY release and sends it to the local Social Security office to determine the current level of benefits from the SSA. This form generates information needed by the benefits planner to determine the job candidate’s ability to benefit from Social Security work incentives and understand how working will impact SSA benefits. 

5. Plan for Achieving Self-Support (PASS): The Social Security Act authorizes the exclusion of income and resources of an individual who has a disability or is blind when the individual needs such income and resources to fulfill an approved PASS. The income and/or resources the individual uses to pursue the PASS will not be counted in determining his/her eligibility or payment amount for SSI.  Any earned income set aside under a PASS does not affect the amount of earnings considered for the purposes of a substantial gainful activity determination, if needed.  PASS is self-financed.  Individuals use their own funds (often, their SSDI benefits) to pursue the plan.  The receipt of, or an increase in SSI benefits up to the amount of the Federal Benefit Rate (FBR), and any applicable state supplement, replaces some or all of the funds that the individual uses for the PASS.  PASS is largely self-directed.  Individuals decide what goods and services are needed to reach the work goal. 
6. Impairment-Related Work Expenses (IRWE): The IRWE allows an individual with a disability to deduct expenses that are essential to work from gross earnings when figuring Substantial Gainful Activity. This deduction may allow the individual to continue receiving an SSDI or SSI cash benefit.  

7. Subsidy: A subsidy is the extra amount of wages an employer pays an impaired individual for services over the reasonable value of the actual services performed.  The value of subsidies from earnings is deducted when making an SGA decision.  

B. Scope of Service

IVRS recognizes the importance and value of benefits planning services.  Staff are trained to provide these services to every job candidate who receives public benefits such as SSDI or SSI.  Each IVRS office has assigned staff to provide benefits planning services and benefits counseling.  Staff assigned to IVRS college settings are adept in using work incentives to help address a beneficiary’s needs through school until the completion of his/her work goals.  IVRS staff are required to provide or arrange for benefits planning for any job candidate who receives benefits through the SSA due to a personal disability. 
When determining how much an individual earns, IVRS staff must consider whether the work was done under special conditions, such as job coaching and similar services.  Although job coaching and similar services are not technically a “subsidy” in the form of “extra” wages paid by an employer, such services do affect how the work is valued and the determination of SGA.  Under the regulations, staff must consider special conditions when determining if the work an individual is doing, or has done, is SGA.
IVRS also facilitates ongoing benefits planning services through Partnership Plus Agreements with various Employment Networks prior to case closure.
C. Scope of Service

Benefits planning is considered a comparable service and benefit.  Job candidates who receive a SSI or SSDI benefit are to be connected with a benefits planner at the beginning of their rehabilitation planning to understand work incentives.
D. Exceptions

None.

MAINTENANCE
A.
Definition 

“Maintenance means monetary support provided to an individual for expenses, such as food, shelter, and clothing, that are in excess of the normal expenses of the individual and that are necessitated by the individual’s participation in an assessment for determining eligibility and vocational rehabilitation needs or the individual’s receipt of vocational rehabilitation services under an individualized plan for employment.”  (34 CFR 361.5(c) (34)).
B.
Scope of Services 

The costs of maintenance shall not exceed the amount of increased expenses the rehabilitation causes for the individual or the family.  Maintenance is not intended to provide relief from poverty or abject living conditions.  Maintenance is not provided when the individual is living in his/her home or residence to pay for food, mortgage/rent, utilities, etc., which are the usual and customary living expenses.

C.
Agency Expectations

1. Funds should not be used in a way that will cause other agencies to reduce or withdraw their funding. 

2. Purchases for maintenance are authorized directly to the vendor. 

3. Subsistence in connection with travel out of the domicile area is a type of maintenance, which is temporary and limited to food and lodging. It is authorized and charged as maintenance. It can be furnished in connection with travel even if transportation costs are not paid by IVRS. Subsistence may be paid for an individual providing personal assistance services. 

4. IVRS will not purchase real estate or pay for home maintenance and repair. 

5. The following items should be authorized in their unique category and not included in maintenance:  transportation, medication, child care, books and supplies, tools. 

D.
Exceptions 

The following require an exception signed by the supervisor. Wage verification may also be required by the supervisor. 

1. Exceeding $105 per 7 days/week, or $15/day or $5/meal for meals. 

2. Providing subsistence exceeding $95/day for an individual. 
3. Paying a deposit for rent or utilities that will be returned to the job candidate. The amount for the deposit should be placed in any other need area whenever possible, thereby asking the job candidate to use personal funds for this purpose. 

4. Paying more than $200 for clothing for placement or training. 

5. Authorizing maintenance directly to the job candidate or utilizing a third party to authorize directly to a job candidate.  
MISCELLANEOUS

Service To Family Members:
A.
Definition
Services to family members refers to services provided to members of the individual’s family necessary to enable the applicant or eligible individual to achieve an employment outcome.

“Family member means an individual who either (A) Is a relative or guardian of an applicant or eligible individual; or (B) Lives in the same household as an applicant or eligible individual and has a substantial interest in the well-being of that individual; and whose receipt of vocational rehabilitation services is necessary to enable the applicant or eligible individual to achieve an employment outcome.  (34 CFR 361.5(c)(22))  

B.
Scope of Services

The agency may provide any service to a family member that it is legally able to provide to a job candidate, as long as the purpose of the service is to assess the ability of the job candidate to benefit from a program of vocational rehabilitation, prepare for, enter, and be successful in employment, or participate in a program of independent living services.

Excluded are programs designed just to prepare a family member to enter employment which will allow them to make money to support the job candidate. 

C.
Agency Expectations

1.
All services to family members must be part of an IPE for the job candidate.

2.
All services to family members must contribute directly to the vocational rehabilitation of the job candidate.

3.
The R-406 is used to determine the financial contribution required for these services.

D. 
Exceptions

The following require an exception signed by the supervisor.  Wage verification may also be required by the supervisor.

None.

Interpreter and Notetaker Services:
A. 
Definitions

Interpreter services mean those special communications services provided by persons qualified by training and experience to facilitate communication between VR personnel and persons unable to communicate verbally or in English.  This includes deaf and hard of hearing persons who communicate using signs and finger spelling, as well as lip reading, writing, gestures, pictures, and other methods.  Also eligible for interpreter services are persons not fluent in the English language who could benefit from having any part of the process translated into their primary language.

Notetaker services means providing a person to make written notes/summaries of orally presented material.  The notes may be made from a live presentation, such as a classroom lecture, on the job, or from material which has been recorded.  

B.
Scope of Services

The agency makes these services available to job candidates in order that they may engage in all parts of the vocational rehabilitation process.  

C. 
Agency Expectations

1.
No needs assessment of financial participation is required when providing interpreters or notetakers in the VR program.

2.
Notetakers provided in a training setting fall under the funding guidelines currently being used for training.

3.
Persons who are both deaf and blind will be referred to the Iowa Department for the Blind.

4.
Sign language interpreters are licensed by the state.

D. 
Exceptions  

The following require an exception signed by the supervisor.  Wage verification may also be required by the supervisor.

1. To pay for a notetaker if not provided by the school if it is the school’s legal responsibility.
Other Goods and Services:
A.
Definition  

Other goods and services are anything which is legal and necessary to the completion of the job candidate’s IPE.

B.
Scope of Services 
Any good or service not mentioned or included in any other place in this manual.

C. Agency Expectations

1. Any good or service authorized directly to the job candidate requires the rehabilitation staff to validate that the expenditure occurred for the purpose of the authorization as outlined in the Purchasing Principles section of this manual.  
D.
Exceptions
None.
PERSONAL ASSISTANCE SERVICES
A. Definition 

“Personal assistance services means a range of services provided by one or more persons designed to assist an individual with a disability to perform daily living activities on or off the job that the individual would typically perform without assistance if the individual did not have a disability.  The services must be designed to increase the individual’s control in life and ability to perform daily activities on or off the job.  The services must be necessary to the achievement of an employment outcome and may be provided only while the individual is receiving other vocational rehabilitation services.  The services may include training in managing, supervising, and directing personal assistance services.”  (34 CFR 361.5(b) (38)
B. Scope of Services 

These services are a limited tool for vocational rehabilitation use during eligibility or as a part of an IPE when the circumstances of providing vocational rehabilitation services cause the job candidate to require personal assistance services.  

C. Agency Expectations 

1. Money available from DHS and other programs for these services will be used before VR funds are provided. 

2. No financial needs test will be applied. 

3. The personal assistant should look to the job candidate after receipt of a bill or invoice is received. 

4. Authorizations will be made to the job candidate after receipt of a bill or invoice is received. 

5. Fees will be consistent with current pay scales in the community. 

D. Exceptions 

The following require an exception signed by the supervisor. Wage verification may also be required by the supervisor. 

1. Paying the personal assistant directly. 

2. Paying a family member to be a job candidate’s personal assistant (payments may not exceed the rate established by other providers and DHS for the same or similar service). 

REHABILITATION TECHNOLOGY

A.
Definition 

1. Rehabilitation technology: means the systematic application of technologies, engineering methodologies, or scientific principles to meet the needs of, and address the barriers confronted by, individuals with disabilities in areas that include education, rehabilitation, employment, transportation, and recreation. The term includes rehabilitation engineering, assistive technology devices, and assistive technology services. (34 CFR 361.5(b) (45))
2. Rehabilitation engineering: means the systematic application of engineering sciences to design, develop, adapt, test, evaluate, apply, and distribute technological solutions to problems confronted by individuals with disabilities in functional areas, such as mobility, communications, hearing, vision, and cognition, and in activities associated with employment, independent living, education, and integration into the community. (34 CFR 361.5(b) (44))
3. Assistive technology device: means any item, piece of equipment, or product system, whether acquired commercially off the shelf, modified, or customized, that is used to increase, maintain, or improve the functional capabilities of an individual with a disability. (34 CFR 361.5(b) (6))
4. Assistive technology service: means any service that directly assists an individual with a disability in the selection, acquisition or use of an assistive technology device, including: 

a. The evaluation of the needs of an individual with a disability, including a functional evaluation of the individual in his/her customary environment; 

b. Purchasing, leasing, or otherwise providing for the acquisition by an individual with a disability of an assistive technology device; 

c. Selecting, designing, fitting, customizing, adapting, applying, maintaining, repairing, or replacing assistive technology devices; 

d. Coordinating and using other therapies, interventions, or services with assistive technology devices, such as those associated with existing education and rehabilitation plans and programs; 

e. Training or technical assistance for an individual with a disability or, if appropriate, the family members, guardians, advocates, or authorized representatives of the individual; and 

f. Training or technical assistance for professionals (including individuals providing education and rehabilitation services), employers, or others who provide services to, employ, or are otherwise substantially involved in the major life functions of individuals with disabilities, to the extent that training or technical assistance is necessary to the achievement of an employment outcome by an individual with a disability. (34 CFR 361.5(b)(6)(iii))

5. Vehicle modification: means a range of services provided by certified or accredited vendors who demonstrate the skills and expertise to: complete a pre-driving evaluation; assess and recommend structural modifications to vehicles; and install modifications to vehicles so that individuals who require rehabilitation technology to enhance mobility for employment can be successful in those goals.  The services must be necessary and required to increase the individual’s ability to participate in the employment plan and achieve the employment goal.  The services may be provided while the individual with a disability is participating in other vocational rehabilitation services.  
6. Home modification: means the alteration of an already existing living unit to make it usable or more usable by a person with a disability. 
B. Scope of Services

IVRS rehabilitation technology services are available at any point in the rehabilitation process, except to those on the waiting list (see Serving Students and Youth in Transition). This includes, as appropriate, an evaluation of the ability of the individual to benefit from rehabilitation technology services. 

Areas in which rehabilitation technology services may be of assistance include seating and positioning, augmentative communication, computer access, environmental controls, mobility equipment, and modification of the job site or home. IVRS does not fabricate or manufacture AT but may be able to assist in the development process. 

C. Agency Expectations

1. The devices and related services shall meet established state or federal health and safety standards as applicable. 
2. When individualized prescriptions and fittings for such devices are required, they shall be completed only be individuals licensed for such activity in the state. In the absence of a licensure law, such activity shall be performed by state recognized certified professionals. 
3. Job candidates should obtain insurance on devices, if they are not already covered under a homeowner, renter, or medical insurance policy. IVRS does not pay for insurance premiums for these items. It is the responsibility of the individual to ensure that the equipment is well taken care of and to understand that IVRS does not replace items that have not been maintained properly due to misuse. 
4. IVRS does not have special services available to provide captioned films or DVDs, etc. for deaf individuals.  Such items are purchased off the shelf when needed.
5. IVRS will not fund rehabilitation technology which is the responsibility of another entity (i.e. educational institutions, employers, etc.) under ADA, IDEA, or other laws or regulations. Consultation, planning and assessment services may be provided. 

6. IVRS staff should complete the Assistive Technology Assessment Job Candidate Information Sheet and then submit it to the Assistive Technology Counselor Specialist if they would like the assistance of the AT Counselor Specialist in a particular case. 
7. The Easter Seals Rural Solutions program is a comparable service for AT needs for job candidates with farming operations. 
8. IVRS uses Medicaid rates for hearing aid purchase with application of the R-406.
9. Agency Expectations Specific To Vehicle Modifications:
a. When a vendor can only be found from out of state, the travel costs associated with the service delivery may only be issued according to the State of Iowa expenditure allowances.

b. If the job candidate will be driving the vehicle, a pre-driving evaluation is required if the individual has not driven a modified vehicle previously.  If the job candidate’s physical or cognitive functioning has changed substantially since he/she last drove a modified vehicle, then a pre-driving evaluation again is required.  If for any reason the counselor or the job candidate is unsure of the job candidate’s physical or cognitive ability to drive, a pre-driving physical is required. 

c. Before a behind-the-wheel evaluation is performed, the job candidate must obtain a driver’s license or driver’s permit.  Usually it is recommended that the job candidate’s physician provide a release to resume driving.  Once the license/permit is obtained, then a behind-the-wheel evaluation is required to determine the application of the pre-driving assessment skills.  Successful completion of any training using a modified vehicle is necessary before the purchase of the recommended modifications when the job candidate has not used the modifications previously.  

d. Modifications to a vehicle can be provided only when needed to assist a job candidate to achieve the employment goal identified in the Employment Plan. 
e. Vehicles may not be purchased with VR dollars.
f. The vehicle to be modified must be inspected by a qualified mechanic and certified that the condition of the vehicle, including (but not all encompassing) power train, brakes, electrical system, body and safety features warrant modification of the vehicle if it is not new.  Proof of license and registration is required.  

g. Modifications to a vehicle are only provided when public transportation, including paratransit, is not available because the modification will allow the individual to achieve his/her employment goal. 

h. Modifications can only be provided by vendors who agree to adhere to the guidelines of the National Mobility Equipment Dealers Association (NMEDA).

i. When the anticipated cost of the modification will exceed $5,000, three bids must be obtained and the area office supervisor must be consulted prior to including the service in the Employment Plan. 

j. A search for comparable services and benefits is required in all cases.

k. Only vendors that provide a warranty are used when repairing modifications previously installed on the job candidate’s vehicle. 

l. IVRS will only assist job candidates with modifications to vehicles that are owned by the job candidate or the job candidate’s family.  The job candidate and/or family must show proof of ownership.  When the modification is to a family vehicle it will only be performed when the vehicle is the primary mode of transportation for the job candidate in current and future environments. 

m. The job candidate must produce proof of insurance coverage. 

n. The R-406 is required for all vehicle modifications.  The IVRS staff and job candidate must discuss the financial costs and develop a plan on vehicle maintenance and repair.
o. The Vehicle Modification checklist is required.
p. Separate authorizations must be completed for parts and labor. 
10. Agency Expectations Specific To Home Modifications:
a. Home modifications are only done when necessary to support and derive full benefit from other rehabilitation services. The R-406 is used to determine the job candidate’s financial participation.  The IVRS maximum participation is $5,000.

b. IVRS does not fund home purchase, maintenance, or repair. Modifications of the home must be disability-related and relevant to the vocational goal. Repair of the home for the modification to be made is the responsibility of the home owner. 
c. When a job candidate expresses an interest in a home modification, the Home Modification Information form is given to the job candidate so he/she can use it as a guide for discussions related to this service.  

d. The Home Modification checklist is required. 
e. Land may not be purchased with VR dollars.

f. Buildings may not be erected with VR dollars.
D. Exceptions 

The following require an exception signed by the supervisor. Wage verification may also be required by the supervisor. 

1. IVRS paying more than $5,000/home for home modifications. 

2. IVRS paying to modify a second living unit. 

3. Purchase of a computer (refer to the Computer Request section of policy). Purchase services to repair a home or vehicle.  Ownership of these things makes the responsibility of maintenance and repair that of the owner. 

4. Replace equipment previously purchased by IVRS. 

5. IVRS paying more than the Medicaid or applicable Medicare rate. (See Administrators Bulletin).

6. Authorizations made to the job candidate to reimburse for vehicle modifications.
7. Obtaining less than three bids due to insufficient number of vendors available requires bureau chief approval.  Use of the Purchasing Approval Worksheet is required.
8. Exceptions to any provision in this policy.
F.
Procedures

Approved Vendors:
Siebert Mobility Inc.


Mobility Equipment Installer

405 Coolidge Street


High Tech Driving Systems Installer

Glenwood, IA  51534


Structural Vehicle Modifier

Phone:  712-527-3888

Siebert Mobility Inc.


Mobility Equipment Installer

3450 SE Miehe Drive, Suite 1

Grimes, IA  50111

Phone:  515-986-3010

Siebert Mobility of Iowa, LLC

Mobility Equipment Installer

3554 Dolphin Drive


High Tech Driving Systems Installer

Iowa City, IA  52240


Phone:  319-351-3159

Total Mobility



Mobility Equipment Installer

2406 W. 2nd Avenue


High Tech Driving Systems Installer

Indianola, IA  50125

Phone:  515-961-0575

Listed below are the three vendors certified in Iowa to complete driving assessments through the ADED: 
1. Gretchen Cluff, OTR/L, CDRS

Genesis Medical Center

1227 E. Rusholme Street

Davenport, IA  52803

(563) 421-1480

Email:  cluffg@genesishealth.com
Web Site:  www.genesishealth.com
Professional Background:  Occupational Therapy

Facility Type:  Hospital

Program Services:  Clinical/Car (they do not do the computerized level)

2.   Genesis Medical Center

1227 E. Rosholme Street

Davenport, IA  52803

(563) 421-1480

Email:  hoxiea@genesishealth.com
Web Site:  www.genesishealth.com
Professional Background:  Occupational Therapy

Facility Type:  Hospital

Program Services:  Clinical/Car

3.
Sue Toale Knapp, OTR/L, CDRS

Younker Rehab Center – OP Therapy Y3

Iowa Health Systems

1200 Pleasant Street

Des Moines, IA  50309

(515) 241-8139

Email:  nmappst@ihs.org
Professional Background:  Occupational therapy

Facility Type:  Hospital

Program Services:  Clinical, Simulator, Car, Van (they do not do the computerized level)
COMPUTER REQUEST
A. Agency Expectations
Computer purchases are made when: 
1. There is a disability-related need for a computer; 
2. The job candidate uses their tuition assistance to pay for a computer but then no further tuition is authorized until the cost of the computer is met; or 

3. It is part of the ISE program and paid for through financial assistance. 

B. Agency Scope of Services 

1. The job candidate and IVRS staff complete the Personal Computer Purchase Review Guide when the purchase is for disability-related needs. 
2. The counselor reviews the Personal Computer Purchase Review Guide with the job candidate and agrees or disagrees. 
3. The supervisor reviews and agrees or disagrees. 
4. When both the supervisor and counselor agree, the next higher level of management does not need to sign. 
5. If the supervisor disagrees with the purchase, the next higher level of management must review. 
6. Option available: Once the request is approved, the Personal Computer Purchase Review Guide may be sent to ITE, IVRS Help Desk to address any specific questions VR staff have or when a quote is needed. If there are no questions or concerns, and there is full agreement to purchase, there is no need to forward the Personal Computer Purchase Review Guide to ITE for approval.
7. Computer is defined as any device that can interact with the internet. 
C. Exceptions

1. Purchasing a computer for disability-related needs without using the Personal Computer Purchase Review Guide. 
2. Purchasing a computer in lieu of tuition that exceeds the semester amount on the IVRS tuition and fee schedule. 
3. Purchasing more than one computer during an academic program (i.e. Associate degree through Bachelor degree). 
TRANSPORTATION
A.
Definition 

“Transportation means travel and related expenses that are necessary to enable an applicant or eligible individual to participate in a vocational rehabilitation service, including expenses for training in the use of public transportation vehicles and systems.” (34 CFR 361.5(c) (56)). The travel is not the usual and customary travel but rather is necessary as part of the rehabilitation program. 

B.
Scope of Services
Transportation is a supportive service which contributes to the individual’s ability to participate in or receive the benefits of other vocational rehabilitation services. 

Transportation services may include the use of private or commercial conveyances, such as private automobile or van, public taxi, bus, ambulance, train, or plane. The use of public transportation and coordination with the regional transit agency in each office is a comparable service that is explored. 

C.
Agency Expectations
1. Costs to the agency for all transportation services, other than for the purpose of assessments for determining eligibility and vocational rehabilitation needs, shall require an analysis of financial participation. 

2. Comparable services and benefits, including having the family transport the job candidate, should be considered anytime services with costs are being considered. 

3. When a private vehicle is used, payment may be authorized at a mileage rate up to $0.30 per mile. 

4. Travel costs of an individual providing personal assistance services may be furnished, even if the services of the individual are obtained at no cost to the agency. 

5. IVRS will not provide funds to lease or purchase automobiles, vans, trucks or semi-tractors and trailers for transportation purposes. 

6. Maintenance and repair costs for vehicles may not be authorized from IVRS funds as they are the responsibility of the owner of the vehicle. 

7. Counselors will discuss with the job candidate whether transportation is necessary and integral to their goal. Job candidates will be advised of comparable transportation services and if transportation is necessary to achieve the goal, it will be added to the employment plan. 

D.
Exceptions
The following require an exception signed by the supervisor. Wage verification may also be required by the supervisor. 
1.  Paying more than $0.30/mile. 
2. Vehicle rental for the achievement of the IPE. 
3. Providing maintenance or repair costs for a vehicle if it is necessary for the job candidate to start a new job. Maintenance or repair is the responsibility of the owner of the vehicle. 
4. Any rare or unusual transportation request not covered under this policy should be discussed and approved by the supervisor and next higher level of authority. 
5. Authorization directly to the job candidate or via a third party account. 
OTHER POLICIES AND PROCEDURES SECTION
APPEARANCE AS A WITNESS

A.
Definitions

1.
Deposition: Testimony taken under oath by an attorney in the presence of the opposing attorney and a court reporter.  Not taken in court, but intended for use at the trial.  Rules of evidence apply, but at a somewhat less restrictive standard than in court.  The attorneys may ask questions which appear to be leading and argumentative.  The counselor should answer to the best of their ability, but should feel free to indicate that they do not remember or do not know when that is the case.  Counselors and associates should only answer according to their level of expertise and should not enter into discussions that are outside of their degree and vocational focus.  

2.
Hearing: A proceeding of relative formality, generally public, with definite issues of fact or of law to be tried, in which parties proceeded against have the right to be heard.  It is much the same as a trial and may terminate in a final order.

3.
Subpoena: A process (document) by the court requiring a witness to appear at a designated time and place to give testimony or to submit information on a particular case before the court.

4.
Witness: A person testifying about the facts of a case.  

5.
Expert witness: A person testifying to an opinion founded on special study or experience in any branch of science, or making scientific or professional examinations and stating the results.  A counselor should not present themselves as an expert witness about his/her own cases, and should clarify for the court that the testimony is only about observations or discussions in the execution of duties.

B.
Procedures

1.
IVRS staff do not give depositions, appear in court, or appear in hearings unless a proper subpoena has been received.

2.
IVRS staff should be honest and objective in their responses.  They are not required to have answers to all questions.  When appropriate, staff may respond “I don’t know” or “I don’t remember”.

3.
Questions with legal implications relating to the appearance of staff as a witness are to be forwarded to the staff attorney.   

C.
Payment

1.
The mileage rate and witness fee are established by the legislature and are periodically adjusted.  Payment is made to the witness, except that there is no payment of witness fees to public employees in the county of their residence.  If a witness fee is paid, the counselor is to keep the mileage fee and send a personal check or money order for the witness fee to IVRS.

a.
In a civil case, to request payment the subpoena is to be taken to the office of the Clerk of Court after appearance.

b.
In a Workers’ Compensation hearing, the request for payment is to be made to the attorney who had requested subpoena of the counselor.

c.
The same rates and rules apply to both trials and depositions.

2.
Because of the time involved and the potential for conflict of interest, staff do not agree to testify without a subpoena.
ELIGIBILITY EXCLUSIONS

A. Exclusions:  

1. Exclusion of Individuals Engaging in Drug Use: for purposes of eligibility and IVRS services, the term “individual with a disability” does not include an individual who is currently engaging in the illegal use of drugs.  Nothing in this shall be construed to exclude an individual with a disability who has successfully completed a supervised drug treatment program and is no longer engaging in the illegal use of drugs, or has otherwise been rehabilitated successfully and is no longer engaging in such use.  Nothing in this shall be construed to exclude an individual with a disability who is participating in a supervised rehabilitation program and is no longer engaging in such use; or is erroneously regarded as engaging in such use but is not engaging in the illegal use of drugs.  Nothing in this prevents IVRS from requiring an individual with a history of illegal drug usage who has not produced evidence of successful treatment and abstinence for six months to be required to submit to drug testing to ensure that the individual is no longer engaging in the illegal use of drugs.  
2. Exclusion of Alcoholics: for purposes of eligibility and IVRS services the term “individual with a disability” does not include any individual who is an alcoholic whose current use of alcohol prevents such individual from performing the duties of the job in question or whose current or future employment, by reason of such current alcohol abuse, would constitute a direct threat to property or the safety of others.  
3. Exclusion of Individuals with Certain Diseases or Infections:  for the purposes of eligibility and IVRS services, the term individuals with disabilities does not include an individual who currently has a contagious disease or infection and who, by reason of such disease or infection, would constitute a direct threat to the health or safety of other individuals who by reason of the currently contagious disease or infection is unable to perform the essential duties of a job. 
4. Exclusion of Individuals on the Basis of Sexuality and other Disorders:  the term “impairment” does not include homosexuality, bisexuality or transgender and therefore the term individual with a disability does not include an individual on the basis of homosexuality, bisexuality, or transgender.  Nor does it apply to transvestism, transsexualism, pedophilia, exhibitionism, voyeurism, gender identity disorder not resulting from physical impairments, or other sexual behavior disorders, or compulsive gambling, kleptomania, or pyromania, or psychoactive substance use disorders resulting from current illegal use of drugs.
B. For the purposes of eligibility, the above exclusions specify how to proceed with eligibility decisions. The exclusions do, however, include some issues or conditions that have implications for the plan development process. For instance, for active drug users, we wouldn’t consider the drug diagnosis for eligibility purposes. If the individual has additional diagnoses, we could consider those in our eligibility determination. We would then want to include on the IPE2 the specific treatment plan for the individuals’ drug use. Other needed services on the plan (i.e. training, etc.) would not start until treatment is completed and the service dates should reflect that. 
AUTHORIZATIONS AND BILLINGS (R-450)

A. Description

IVRS uses a unified authorization and billing form (R-450). Both processes are accommodated on one form, which has been designed for ease of completion by all parties. Changes to authorizations (i.e. cancellations and amendments) also utilize this form. 

Services are included in the IPE and entered and approved in IRSS prior to purchasing goods and services. In the event circumstances require a verbal authorization to be made, it shall be followed up with an IRSS entry and approval at the earliest possible time. 

IVRS requires staff to obtain three itemized, competitive bids for goods and services costing $5,000 or more prior to authorizing these amounts. Use of the Case Services Purchasing Approval Worksheet is required.
B. Receipts and Documentation 

Attach receipts or other documentation to the billing sent to financial staff to support the expense. When the job candidate is the payee, the job candidate must sign the billing in addition to providing supporting documentation. 

C. Faxed Invoices 

Receiving/using a faxed or emailed copy of an invoice is acceptable for payment if this is the vendor’s normal business practice for billing. Before sending the copy to financial staff, note on the invoice that this is the vendor’s normal way of doing business with IVRS. 

D. IVRS Approval and Date 

An authorized staff person must indicate their approval of the payment of the claim by initialing and dating the “For IVRS use only” box. Professional staff must approve payment for contracted services provided by a CRP after assuring that the service has been delivered and performance measures are met. After entering the billing information into IRSS, make copies of the signed R-450 form and invoice (if one was received), and forward the original R-450 billing form with payee signature to Financial for payment processing or, if no payee original signature on billing, then forward the original R-450 billing form with original invoice attached to Financial for payment processing.

E. Definition of Service Date which Indicates Fiscal Year 

All daily, weekly, or monthly services must be authorized and claimed separately from September and October (Federal Fiscal Year) and claimed separately for June and July (State Fiscal Year).  Below is information to help determine to which fiscal year an authorization should be charged: 

1. Hourly or Daily: A separate authorization and billing is required for services through September 30 than for October 1 and beyond.  One authorization can cross June to July, but a separate billing is required for services through the end of June. For example, the authorization is for 4 hours of psychotherapy sessions at $100 per hour for June 10 through September 30.  Any session provided through June 30 needs to be on a separate billing than session(s) performed July 1 through September 30.

2. Monthly:  Authorizations and billings written on a monthly basis must be split between September and October.  Billings on monthly authorizations must also be split between June and July. For example, a bus pass for the month of June needs to be put on a separate billing than a monthly bus pass for July, even if they were purchased at the same time.

3. Tuition: Staff must determine in which federal fiscal year the majority of the training period falls.  It is written for that fiscal year.  There may be occasions where it is necessary to split tuition services according to fiscal years. 

The bill cannot be processed for payment until the drop date has been reached; the drop date is the date at which point a student receives 0% tuition refund if they drop a class for the term. When tuition uses the academic term table, IRSS will determine the length of time that falls more in one state fiscal year than the other for the term to pay the billing from that fiscal year. IRSS requires that the Service Receive Date fall within the state fiscal year from which the bill will be paid. 

4. One-Time Purchase:  Authorize a period of time that doesn’t cross federal fiscal years. This is the date the job candidate receives the item.  An example would be a billing to a vendor for clothing against an authorization with period covered of June 16 through July 9.  The sales receipt shows July 3 so the billing will be paid from state fiscal year beginning July. Therefore, July 3 needs to be entered in the Service Receive Date field in Bills/Invoices section of IRSS. 

5. Outcome Based:  Authorize for the entire potential period to be no later than September 30.  Due to the nature of the outcomes in this type of service, all or part of the authorization may need to be cancelled later in the fiscal year and reauthorized for the following federal fiscal year.

An example would be when a D3 Community Work Site Report is authorized for 5/1 – 9/30, the assessment is performed during June, and the final report is received July 6. The billing would be paid from the state fiscal year beginning July. The Service Receive Date to enter in IRSS Bills/Invoices section will be July 6.

  

6. Medical Records and Exams:  The date of the invoice should be used for the service received date for medical records.  That date will determine the fiscal year from which the money will be taken.  If the invoice does not contain a date, the records are to be date-stamped upon receipt and that date should be used as the service received date.

When purchasing a medical exam, use the date of service shown on the invoice from the provider. 

F. Guidelines for Emailing R-450 Forms

Email is a convenient and inexpensive mechanism for sharing information.  At the same time, issues of confidentiality and security must be addressed to ensure the privacy of our job candidate is maintained.  When emailing authorizations to vendors and job candidates, please follow these IVRS guidelines:

1. Attach the authorization to an email in the PDF version generated from IRSS to reduce the risk of alteration after emailing.

2. Be aware of the following risks associated with sending confidential documents by email.

a. Use care when typing email addresses and double-check for accuracy to avoid sending to an incorrect address by mistake.

b. Make advance arrangements to ensure email is received by a specific individual.  Avoid sending to shared email accounts where messages may be opened by an unintended recipient.

c. Any message may be forwarded to unintended recipients.

3. The authorization form is considered confidential under the Open Records Law as it contains job candidate information.  In the event of an open records request, all email must be reviewed to redact job candidate information.  As a way to filter and identify the confidential, authorization emails, always use a standard subject line of “SecureMail - Confidential R-450 – This is not a bill” when sending authorizations by email.  The recipient will receive a plain text message indicating they have a secure email from the State of Iowa.  The recipient will be required to set up an account to retrieve the secure email.  Email messages are kept on the system for 14 calendar days and then are deleted by the system automatically.  Following is a link to a folder containing information about how to use the Secure Email System for internal and external users: \\vrdsmfs2\agency_wide\Encrypted_Email.
4. When sending the authorization only to the job candidate, use the following message in the body of the email: “Attached is your copy of the IVRS authorization for services as agreed to by you and your vocational rehabilitation counselor.  It is not a bill.  If the authorization for services form is not correct please contact your counselor as soon as possible at the number listed.  Thank you.”
5. When sending the authorization only to the vendor, use the following message in the body of the email.  “Attached is an official IVRS authorization for services and billing (R-450) form. Receiving this document from an authorized IVRS representative and email account is proof of authorization of services and is used in lieu of authorized signature.  Refer to the attached R-450 form for further instructions and information.  Thank you.”
6. When sending the authorization to the vendor and job candidate in the same email, protect the job candidate’s email address by inserting it in the bcc field.  Use the message for the vendor noted in number 5 (above) for the body of the email.  
7. When sending the authorization by email, do not include the job candidate’s Social Security number as part of authorization description nor include this in any part of the message. Only the last 4 digits of a Social Security number may be noted when using e-mail correspondence. 
8. As a reminder, use appropriate email etiquette. 
9. Should correspondence become prolonged, notify job candidate to come in or discuss issues by phone to minimize security risk. 
PURCHASE PRINCIPLES

A. Principles

The following principles are followed IVRS when purchasing goods or services for job candidates:

1. IVRS may purchase goods or services after a case file has been opened and it has been determined that the services are needed to achieve the employment outcome outlined on the IPE or are necessary to assess the individual’s eligibility and vocational rehabilitation needs. Purchased services are not allowed for students who are potentially eligible.  This includes the use of assessments (i.e. Career Scope) purchased by the agency.  
2. IVRS will not pay for additional features that exceed the requirements to meet the job candidate’s vocational objective.  Job candidates will have the option of purchasing at their own expense those features that exceed vocational needs, but may enhance the individual’s family or social life.
3.
IVRS seeks and purchases the most economical goods (items/models) or services that meet the job candidate’s vocational needs.
4.
IVRS will inform job candidates that any change to planned purchases must be discussed and approved jointly prior to making a purchase. 
5.
IVRS will encourage all job candidates to develop strategies and savings programs to pay for replacement goods (items/models) or upgrades.
6.
IVRS requires staff to obtain three itemized, competitive bids for goods (items/models) and services that are $5,000 or higher.  All items should be of similar quality, specifications and features to be comparable.



a. Case file documentation is required that includes:

1.)
Results of staff efforts to explore costs prior to purchases.

2.)
Explanation if fewer than three bids/responses are received.

3.)
The scope of work to be performed for any vehicle and home modifications, time involved, supplies needed, cost(s), timeframe for work completion, diagrams of the project when applicable, and an assurance the provider has liability and workers’ compensation coverage as well as the applicable permit and license. 
7.
IVRS does not make modifications to property not owned by the IVRS job candidate or family. 

When considering what goods (items/models) or services to purchase for a job candidate, the following questions should always be asked:

1. Is the good or service necessary and required by the disability so the individual can successfully perform the training/job function?
2. Is the good or service truly needed for the individual to be able to do the essential functions of their job?
3.
Is there an economical good or service that will permit the individual to perform the essential functions of their job?

4.
Are there other parties or entities responsible for providing or contributing to the cost(s) of a good or service?

In the event that a service is delivered by a vendor with whom there is not a contract in place, the area office supervisor and Resource Manager assigned to that office will work to develop a contract that outlines these provisions to maintain compliance.  In the absence of such a contract, IVRS staff must maintain documentation in the case record demonstrating the bidding process used to determine the cost for the service.  The Database Resource Manager will notify staff on the cumulative total for a service, per vendor, per job candidate case record once it reaches $3,500.  Staff may at that time consider the following:

1.
Introduce the job candidate to another vendor so the cumulative cost for the service per vendor does not exceed $5,000; or

2.
Document the costs for at least three vendors, including the one being used, demonstrating the lowest bid was accessed; or

3.
Document discussion with the job candidate regarding informed choice to justify selection of the vendor based on availability, quality of service, cost of service, and ease of access. This may be accomplished utilizing the IVRS Case Services Purchasing Approval Worksheet.

B.
Forms

1.  
Purchases for home modifications require completion of the Home Modification Checklist.
2.
Purchases for vehicle modifications require completion of the Vehicle Modifications Checklist.
3.
Purchases of Goods or Services over $5000 require completion of the IVRS Case Services Purchasing Approval Worksheet.
C.  Exceptions

1.  Supervisory approval and justification documentation are required if the lowest bid is not accepted for purchases that are $5,000 or higher.

2.
Supervisory approval and justification documentation are required to exclude a vendor’s bid. 

3.  Supervisory approval, with consultation of the Bureau Chief, is required if it is not possible to obtain three bids for a service or good.
MEDICAL DIAGNOSTIC AND TREATMENT AUTHORIZATIONS AND FEES

A. Assessment of Current General Health Status  

The fees paid by IVRS for medical diagnostic examination services and related procedures are the Medicare rates for that practitioner for the examination or procedures.  Payment will be restricted to the specific procedures authorized, unless prior approval is obtained from an authorized IVRS staff member.

B. Psychological Testing and Evaluation 

Services purchased from psychologists are paid for according to the established fee structure.  See CPT books for updates.  The IVRS counselor should identify the specific test(s) requested for the disability-related questions to be answered.

C.
Authorization for Records 
Authorizations for records received should not exceed $50 to any vendor.  Any billing received that exceeds this rate requires staff to obtain approval from a supervisor to pay the billing.  When a request for records does not yield any documents and the vendor charges for a records search, the maximum amount paid may not exceed $35.  

D. University of Iowa Hospitals and Clinics Records  

Send release of Information to:    
UIHC

Health Information Management

Release of Information

200 Hawkins Drive 

Iowa City, IA  52242-1009


This may be held in the local office until the billing is returned from UIHC and submitted to the financial section with the invoice for payment.    I-3 Vendor #: 00002129366
University of Iowa Hospitals and Clinics

Release of Information Office

200 Hawkins Drive

Iowa City, IA  52242

E.
Mayo Clinic Records 

Send requests, with release to:          Mayo Clinic

200 First Street SW


Rochester, MN  55905


(FAX: 507/284-0161)

F. Missed Appointments 

IVRS does not pay for missed appointments.

G.
Local Mental Health Centers  

This section covers the provision of diagnostic and treatment services to VR job candidates at local mental health centers.

1.
Diagnostic Evaluation:  Payment on the R-450 may be authorized to a local mental health center for initial diagnostic evaluation of job candidates referred by the IVRS staff.  Referral of job candidates to IVRS by the mental health center are expected to include diagnostic work-up and treatment progress reports.

2.
Treatment Services:  Mental health treatment for mutual job candidates who are served by the center is to be provided under the usual schedule of fees using the Medicare Fee structure when authorized by IVRS.  When not authorized by IVRS, fees are based on a sliding scale, and are the responsibility of the job candidate.

3.
Summary Reports:  Payments to a mental health center for current reports may be authorized on the R-450 at the Medicare fee rate to defray the cost of copying, transcription, and mailing.

H.
Exams/Services not Covered by UCR

1.
Drugs: Authorizations for drugs are to carry the words, “Not to exceed amount allowable by Title XIX”.  

2.
Prosthesis: Prosthetic vendors are required to sign a statement that they will not charge IVRS more for any specific device or service than they charge other state or federal programs.  Payment is based on use of the R-406 Financial Inventory and Participation Worksheet, unless an exception to policy has been agreed to.  Medicare rates should be used when applicable.

3. X-Rays: Staff should request that x-rays be listed separately, with the cost for each shown.  A separate fee for reading the x-rays is usually imposed when x-rays are taken in a hospital.  Medicare fees are used for compensation.

4. Other: For all other services, devices, and treatment refer to the Medicare or applicable Medicaid fee structure. For updated Medicare rates see:  http://ivrs/intranet/RSB/StaffResourcesandTools.html, or www.noridian.com. 

CONFIDENTIALITY/RELEASE OF INFORMATION

A.
Background

The following written policy is designed to safeguard the confidentiality of all personal information, including photographs and lists of names. These specific safeguards are in place to protect current and stored personal information. The individual may provide permission for IVRS to share their story with legislators.  IVRS is also equipped to comply with Family Educational Rights and Privacy Act (FERPA), Public Law 93-282, Confidentiality of Alcohol and Drug Abuse Patient Records, Iowa Code Section 228.2 on release of mental health information, Iowa Code Section 141A.9 on release of HIV/AIDS information, and the Health Information Portability and Accountability Act (HIPAA).  The following provisions are expected to be followed as they pertain to the confidentiality of any recipients of IVRS services, including, where applicable, those who are potentially eligible regardless of if they have a case record. 

B.
Obtaining Recipient/Job Candidate Information

1.
All recipients and their representatives will be informed about IVRS’ need to collect personal information and that this authority is granted under CFR 361.38 of the Workforce Innovation Opportunity Act. They will also be informed that all personal Information given or made available to IVRS in the course of administration of the Vocational Rehabilitation program will be held confidential.  

2. All recipients and their representatives will be informed of the principal purpose(s) for which IVRS intends to use or release the information. 

3.
Information will be obtained from service providers and cooperating agencies using a Release of Information form (R-407) signed by the recipient and when appropriate, the recipient’s guardian.  A copy of all R-407 forms sent are retained in the case file.  Information providers will be assured that information received in this way will not be further released without the job candidate’s approval or except in response to an order, subpoena, or summons issued by the court or other judicial body.  

3. All recipients and their representatives are to be informed that providing the information is voluntary, however, failure to provide it could result in case closure or a negative case decision when the information is necessary and vital to the rehabilitation success of the plan. 

4. All recipients and their representatives are informed of the situations in which IVRS does not require informed consent of the individual before releasing information (i.e. safe data exchange with the workforce development partners; progress update on student programming with educators, etc.). 

5. All recipients and their representatives are informed of the other agencies to which information is routinely released. 

6. All recipients and their representatives are informed that the IVRS confidentiality policy provides no fewer protections than the State laws and regulations. 

7. All job candidates and their representatives are informed that they may request copies of their records to be provided to their lawyer or themselves at a cost outlined in the Copies of Case File Information section of this manual to cover the costs of duplicating the records. 

8. All recipients and their representatives are informed that they may review the record at any time, but any information considered harmful to the job candidate or other individual may be redacted for safety reasons unless the record is released to a psychiatric professional (therapist or doctor) who will review the record with the individual. 

9. All job candidates and their representatives are informed that IVRS has the authority to only release records directly to the job candidate, unless there is something deemed harmful in which case the information is then provided to a third party or chosen by the individual unless the court has appointed a representative, in which case it must be released to the court appointed representative for the fees outlined in the Copies of Case File Information section of this manual. 

10. All recipients and their representatives are informed that all personal information must be used only for the purposes directly related and connected to the administration of the program and personally identifiable information will not be shared with advisory or other bodies that do not have the official responsibility for the administration of the program. Information gathered from other agencies and entities for the administration of the program will not be shared or divulged except when the job candidate provides written consent for re-release. 

11.
Tracking of information shared with other organizations will be kept in the case record according to HIPAA Rules.

C.
Re-disclosure of HIPAA Protected Information

1.
Third Party Requests for Information:  

IVRS will re-disclose personal health and vocational information with written consent of the job candidate, and parent/guardian if the job candidate is less than 18 years of age or has a legal guardian if over the age of 18.  The written consent must clearly specify to whom the information will be disclosed, the information that the job candidate wants IVRS to disclose (i.e. social security number, date and place of birth, medical records, psychiatric records, vocational reports, etc.), and, where applicable, the timeframe of the information to be disclosed (i.e. school year, calendar year, specific month, etc.).

IVRS will not honor a blanket consent for all information in a case record.  Only the information specified by the consent of the job candidate will be disclosed.  When necessary, IVRS will validate the job candidate’s request and, where applicable, the identity to whom the record is being disclosed (i.e. when the consent to disclosure is to be a specific individual).  

When re-releasing information to the individual or a parent/guardian IVRS will consult with the originating medical provider to obtain permission.  If permission is not received, the individual or parent/guardian will be directed to the originating medical source to obtain the information.   

If the source of the request for information is from a third party (not the individual nor a court of law), re-disclosure of external records and reports along with IVRS generated documents may be re-disclosed with the written consent of the job candidate as long as the release details the information as described above.  For protected information (substance abuse, mental health, and HIV/AIDS) the release must specifically state this information may be re-released.  

2.
Release for Subpoena or Court Order: 

If the source of the request is a subpoena or court order, the terms of the subpoena or order dictate what information must be disclosed.  External records and reports in the organization’s possession must be disclosed if they are within the scope of the subpoena or court order.  However, IVRS staff cannot attest to how those records were originally created, but only how those records are used in daily IVRS operations.  Ultimately, the admissibility of the requested information in court is not the concern of IVRS when it is in response to a court order or subpoena.  IVRS staff should immediately contact their supervisor and the IVRS staff attorney if served any type of court document.  

If the job candidate is unable to come to the office, IVRS staff should send a release form (R-407) to them with the appropriate instructions identifying places for signatures marked with an asterisk and include information regarding the cost.  

D.
Release for Audit, Evaluation and Research
Personal information concerning a job candidate of IVRS may be released to an organization, agency, or individual engaged in audit, evaluation, or research only for purposes directly related and connected with the provision and administration of the vocational rehabilitation program; or for purposes that would significantly improve the quality of life for recipients and eligible individuals only if the organization, agency, or individual assures that: 

1. The information will be used only for the purposes for which it is being provided; 

2. The information will be released only to persons officially connected with the audit, evaluation, research, or program; 

3. The information will not be released to the individual involved; 

4. The information will be managed in a manner to safeguard confidentiality; 

5. The final product will not reveal any personal identifying information without the informed written consent of the job candidate or the job candidate’s representative; 

6. The information will not be released to other programs or authorities without the job candidate’s or, if appropriate, the job candidate’s representative’s consent as long as the information being released is necessary for the program receiving it; 

7. Medical or psychological information may be released to other organizations if IVRS determines that it is being released only for the purpose for which it was requested and not directly to the job candidate; 

8. The state IVRS agency must release personal information if required by federal law or regulations; 

9. IVRS must release personal information in response to investigations in connection with law enforcement, fraud, or abuse, unless expressly prohibited by federal or state laws or regulations and in response to an order issued by a judge, magistrate, or other authorized judicial officer; and 

10. IVRS may also release information that is personal to protect the individual or others if the job candidate poses a threat to his or her safety or to the safety of others. 

All requests for job candidate information from such organizations, agencies, or individuals are to be forwarded to the State Office, Attention:  RSB Bureau Chief.  Each request will be evaluated as to its potential contribution to the field of rehabilitation and to the state agency, the staff time that would be required to respond, the complexity of the request, and the relative ease of retrieving the requested information.  The team’s recommendations will be forwarded to the Administrator for final disposition.

E.
IVRS may release personally identifiable information in emergency situations to protect the individual or others when the individual poses a threat to the safety of self or others.  A written request is not required, but all facts and circumstances must be recorded in the job candidate’s case record.
F.
Failure to observe these requirements is a violation of Public Law 93-282, Iowa Code Section 228.2, and Iowa Code Section 141A.9.

G.
Authority for Release of Information
1.
IVRS Form R-407, when properly completed and signed, fulfills the requirements for release of alcohol and drug abuse, mental health, and HIV/AIDS information.  Information about a person’s diagnosis and disabling condition tends to permeate the case file.  Care must be taken not to release information that inadvertently reveals restricted information, unless the special release authorization is signed.

2.
To be valid under Iowa law, a release directed to IVRS for job candidate records must:

a.
Be in writing and directed to the agency.  (A person can be presumed to have given informed consent if the release is directed “To Whom It May Concern”, “To Any and All”, or other non-specific designators);

b.
Give the name or title of the organization or individual to whom disclosure is to be made;

c.
Include the name and signature of the job candidate;

d.
Specify the extent or nature of the information to be disclosed; Drug and alcohol abuse, mental health, and HIV/AIDS information must be specifically cited to be included;

e.  Include a statement that consent is subject to revocation at any time and specify the event or condition upon which it will expire without revocation; and

f.
Show the date on which the consent was signed.

3.
When properly completed, a general patient’s waiver is an acceptable release of information form for all but the specially restricted types of information.

H.
Inaccurate or Misleading Information

Any recipients and their representatives are informed that any information they determine as inaccurate or misleading may request that IVRS amend the information.  If the information is not amended, the request for an amendment must be documented in the record of services or placed atop the information showing the request of the individual and the information that is not accurate in the individual’s opinion.   

I.
HIPAA Privacy Officer

For purposes of the HIPAA, the area office supervisor is the designated Privacy Officer.  Staff must document in the file any covered information that is released.

J.  HIPAA Requirements

If case files are taken out of the office during work hours, they must be in the IVRS staff’s possession at all times, or in a locked briefcase, file or trunk.  
K.
SSA/VA Medical Information Requirements
The following is the process when handling, storing and destroying CDs containing confidential job candidate records: 

1. Job candidate information from the SSA and VA may be received on a CD by the IVRS office; 

2. The CD will not be duplicated at the local or state level, which maintains compliance with the Memorandum of Agreement with the SSA; 

3. The CD will be kept in the case record in an appropriately sized envelope that is securely affixed to the back cover of the case record; 

4. The CD is treated the same as all confidential case record information and is not copied or distributed to any person or entity outside of IVRS. This includes any staff person who is not authorized to receive the information without the written consent of the job candidate; 

5. The CD is sent inside the case record to the closed case files section of IVRS when the case is closed; 

6. The CD and the case record will be retained for four years following the closure of the case; 

7. The CD will be sent to IVRS IT Help Desk for destruction when the IVRS case is being destroyed; 

8. Failure to follow any of these steps poses a security risk and jeopardizes the ability of IVRS to obtain records from SSA and could result in discipline. 

The RSB has the responsibility to use the records in a manner that is consistent with IVRS confidentiality and HIPPA rules. The ASB has the responsibility of ensuring that the products of SSA are destroyed in a manner that ensures the confidentiality and compliance with HIPAA. This process secures the records and guarantees that the job candidate information is handled in a secure manner. 

K. Exceptions

1. Taking case records out of the office overnight requires supervisory approval.

2. Not paying for or paying less than the established fees for case file information. 
AUTHORITY FOR RELEASE OF INFORMATION (R-407) INSTRUCTIONS
1. Type or print client’s name.

2. Date of birth and/or other identifier:  Certain information sources may be assisted by date of birth and other identifier.  Other identifiers may include Social Security number, hospital patient number, insurance or VA claim number, etc.  

3. The addresses entered should always be the agency, clinic, facility, or group from which the information is being sought.  

By addressing it to:  IVRS, the client can request our agency to release selected information to some other agency/facility/individual, which would be identified in #4.

4. The same principles apply as in instructions #3, above.  Generally, the information is to be delivered to:  IVRS, local office address, ATTENTION:  specific counselor.

5. Requests must be for reports of a specific date or time period.  Enter the date(s) here.  If dates are unknown, request information for the preceding two years.

6. Check all of the types of information that apply.  Types of information not listed may be specified under “Other.”

7. The usual purposes for which IVRS uses information are printed here.  Only when information is needed for some other purpose is the “Other” checked and an entry made on the line following.

8. This item is intended to accommodate any changes or modifications in the basic terms of the release that would be agreed upon and appropriate.  For example, there may be reasons the counselor and client would agree to change the expiration date of the release to some other reasonable period after the date of signature that does not exceed the 12 month timeframe.  The client may desire to have the counselor provide periodic progress reports during his rehabilitation program to the addressee.  The use of this item depends entirely upon the circumstances.  In a majority of situations, it will be left blank.

9. The expiration date may not exceed 12 months for medical and psychological information exchange in accordance with HIPAA.  The release may exceed 12 months only when the information exchanged is with an appropriate service provider and is restricted to educational and work performance progress, but does not pertain to any disability or HIPAA protected information.

10. Client signature, date, and address will generally be adequate for most routine requests.

11. Parent or guardian signature is required if the client is under age 18.  There may also be cases in which the signature of a parent/guardian/responsible agent should be obtained as a matter of principle, particularly when mental competency due to a severe intellectual disability or psychiatric illness is an issue.  If a signature is obtained from other than a parent or guardian, the relationship should be noted below the signature.

12. Provide evidence that the client is aware that substance abuse, mental health, and HIV information is being requested and disclosed.  It is essential for compliance with federal law.  Even if no such information is being anticipated, many providers require this to be signed to protect them from inadvertent release of the protected information.  For those individuals with a legal guardian, both signature lines should be completed. 

NOTE:  UNDER NO CIRCUMSTANCES IS AN INCOMPLETE FORM TO BE SIGNED AND INCLUDED IN AN IVRS CASE FILE.  NOR SHOULD A RELEASE OF INFORMATION FORM BE MODIFIED WITHOUT THE JOB CANDIDATE’S APPROVAL AND SIGNATURE.

CASE FILE COPY:  Prior to sending out a release, a copy is to be made and filed in the section of the client case file which relates to the type/nature of the material requested; i.e., medical, psychological, social, etc.  A handwritten “date sent” notation on the case file copy should be made as such would prove helpful in the event that follow-up is necessary due to non-receipt.  When received, the report or other material should be associated with the R-407, with the release on top of the report received.  While waiting for the information to be received, the copies of the releases may be loose in the case record until received.

When IVRS information is released to some other party, a copy is to be made and the original R-407 sent with the material.  The copy should be filed in the correspondence section of the case file.

In most instances, these copies of the R-407 will eliminate need for any additional cover letter and will serve as evidence of the requests and action taken in response.
BACKGROUND CHECKS

A. Background 

Many employers require background reports before hiring potential employees. Some pieces of information that might be included in a background check include: driving records, vehicle registration, credit records, criminal records, Social Security number verification, education records, court records, workers' compensation, character references, military records, state licensing records, drug test records, past employers, personal references, incarceration records, sex offender lists, etc.  Some sources are public records created by government agencies and may require a signed waiver. Employers may also search social networking web sites.

For some careers it will be important to confirm the job candidate’s legal background to ensure there is nothing that would inhibit his/her ability to become employed. For example, a job candidate interested in careers working with youth would not have a sexual offender record.  

It may be necessary to conduct a background check prior to making a decision on providing training in a particular field of study and/or for placement purposes where the job might require it. Background checks can only be done on job candidates who are off the waiting list and either developing a plan or under a plan and the background check is needed for placement.  In these situations, a discussion with the job candidate should take place in advance of conducting background checks. Information obtained with a waiver or release is considered confidential and cannot be re-released without the job candidate’s written permission.  The intent of this policy is to ensure that employment planning will facilitate a successful career path for the job candidate and the job candidate is involved, informed and participating in next steps.  

B. Procedures 

1. Criminal Background: There is no fee for the Iowa Courts Online records and IVRS staff should use this as the first search method. If a more advanced search is necessary, Iowa DCI records may be obtained with a waiver signed by the job candidate.  Reasons for obtaining the information will be discussed with the job candidate and documented in the file.

a. Iowa Courts Online: Iowa Courts Online is an online database searchable by anyone for free, detailing criminal history (within Iowa). Searches are conducted by name and date of birth at this link:  

http://www.iowacourts.state.ia.us/ESAWebApp/AppelSimpFrame. Select the Case Search link under Trial Court, enter a name, the displayed captcha code, and click "search" to find criminal history.  This is an official database, but does not necessarily list every offense on record.

b. Iowa DCI search: To request the DCI search, counselors should first complete the Criminal History Check Request Form and obtain the job candidate’s signature. The request should be forwarded to the area office supervisor for approval.  The area office secretary submits a DCI computerized criminal history check through the DCI SING website. Once submitted, results are typically received within one business week.  There is a $15.00 fee for the DCI records regardless of whether or not there is a criminal background found.  This is authorized and invoiced in the job candidate’s IRSS record at the time results are received.  Once authorized, the final results are forwarded to the counselor originating the request.

c. Child Abuse Registry: To determine whether an individual is listed on the DHS Child Abuse Registry, complete the form at https://dhs.iowa.gov/sites/default/files/470-3301.pdf  and follow instructions listed at the top of the form. This form must bear the signatures of both the individual requesting information and the subject of the request. The form must then be mailed to Central Abuse Registry; Iowa Department of Human Services; PO Box 4826; Des Moines, IA  50305. No preexisting account is necessary to conduct searches of the Child Abuse Registry, and there is no cost. Results are returned by mail.

d. Dependent Adult Abuse Registry: To determine whether an individual is listed on the DHS Dependent Adult Abuse Registry, complete the form at https://dhs.iowa.gov/sites/default/files/470-4531.pdf and follow instructions listed at the top of the form. This form must bear the signatures of both the individual requesting information and the subject of the request. The form must then be mailed to Central Abuse Registry; Iowa Department of Human Services; PO Box 4826; Des Moines, IA  50305. No preexisting account is necessary to conduct searches of the Child Abuse Registry, and there is no cost. Results are returned by mail.

e. Sex Offender Registry: To determine whether an individual is listed on the Iowa Sex Offender Registry, see www.iowasexoffender.com/search. Once there, staff must read the public notice and user agreement not to take action against any individuals listed on the Sex Offender Registry and then acknowledge and accept the terms by entering and submitting the captcha code displayed on the screen. Users will then be able to search for sex offenders by name, location, and other specifications. No preexisting account is necessary, no paper form is necessary, and there is no cost. Results are returned immediately on the computer screen.

f. Dept. of Corrections: http://www.doc.state.ia.us/OffenderInformation.  Enter search criteria and the captcha code information to perform a search.  No re-existing account is necessary, no paper form is necessary, and there is no cost.  Results are returned immediately on the computer screen.

2.   Driver Record:  A state agency may request a copy of a driving record from the DOT for no cost if submitted with the privacy act form http://www.iowadot.gov/mvd/ods/driverrecord.htm), a copy of the job candidate’s driver’s license, and a release with permission from the job candidate to obtain the information.  Requests may be mailed to: Office of Driver Services; Iowa Dept. of Transportation; P.O. Box 9204; Des Moines, Iowa 50306-9204. A job candidate may view a noncertified copy of his/her driving record online at https://mymvd.iowadot.gov/Account/Login.  A certified copy can be ordered at a cost of $5.50 plus an online processing fee of $1.50 from the same website.  This official driving record certified by the Iowa DOT can be used for official or legal purposes.
CASELOAD MANAGEMENT REPORT

The R-510 Caseload Management Report is used by IVRS staff to review progress and manage the caseload. The report includes information to monitor caseload activity and provides caseload analysis indicators in a statistical format.  It allows the user to plan their case work activities, assess current progress of cases, as well as analyze the progress by staff assignment, area office, or the entire state. A static report is run the last day of each month and saved in IRSS.  An interactive report can be run at any time from the Reports/Forms page in IRSS providing real-time data.  Each office name and case owner name on the interactive report is a hyperlink allowing the user to drill further into the report.  

Report R510:

The statistics are broken down into two pages.  The first page includes data by case status.  The second page includes data for the number of cases opened, eligibilities completed, plans for employment written, cases closed (by closure status), lapsed goal dates and lapsed comprehensive annual review dates.

Page 1:

Identifying Data:  The reporting period is indicated at the top.  At the state level, each of the area offices is listed down the left-hand side of the report.  At the office level, each of the office case owners is listed.

Caseload Data:  Caseload figures are taken from IRSS.  The bottom figure shows the total number of case files in each status.  The top figure under each status shows the number of case files that have been in the status for a timeframe exceeding the indicated number of months in the header row.  “Total” is the sum of all status entries.

Extensions:  According to the appropriate status there are extensions listed.  The bottom number represents the total number extensions for that status and the top number represents the number of extensions that exceed the timeframe.

S.D.:   The bottom figure is the number of SD cases in Status 10 and above in the caseload.  The top figure indicates the percentage this number of SD’s represent of the total 10-24 cases.

The bottom of the page shows state totals when viewing the statewide report or office totals when viewing the area office report.

Page 2:

For each column, the top number represents the number of case files moved to the status during the course of the reporting period (RP) and the bottom number represents the year-to-date total (TD).

Assignments:
The number of case files assigned to Status 02. 

Eligibility:
The number of case files moved from Status 02 to Statuses 04 or 10.

IPE: 
The number of case files moved from Status 10 to Status 12.

Closure 08:  
The number of case files moved from Status 02 to Status 08; closed as an applicant, prior to eligibility determination.  

Closure 28:  
The number of files closed Status 28; closed after development of a plan for employment without an employment outcome.

Closure 30:  
The number of files closed 30; closed after eligibility but prior to a signed IPE.

Closure 38: 
This shows the number of files closed from 04; closed from an order of selection waiting list.

Closure 26:  
This shows the number of files closed 26; closed after achieving a successful outcome in competitive integrated employment.

26 SD% NUM:  
This shows the number of 26’s that were designated SD.

Closure 331:  
This shows the number of individuals who have been closed from post-employment services maintaining their previous employment.  

Closure 332:  
This shows the number of individuals who have been closed from post-employment services because the case file had been reopened.  

Closure 333:  
This shows the number of individuals who have been closed from post-employment services with an outcome other than 331 or 332.  

Lapsed Dates:  
The final two columns represent the lapsed goal dates and the lapsed comprehensive annual review dates.  

Report R-510 A/B:

This report is used to assist supervisors and other IVRS staff in planning their work for the next time period.  The top of the report shows the reporting period, and the case owner’s name.  Job candidate names are listed by status, and by status date chronologically showing which job candidates have been in that status the longest and probably need the most immediate attention.

The IPE monitor dates are provided to show when review dates are due.  Those that are overdue are highlighted with an asterisk.  An asterisk on a case in statuses 04 or 10 signifies that the case was moved to the status by presumptive eligibility and an eligibility decision is still needed.  Additional information such as ticket status and permission to share data with SSA is included to assist staff in monitoring actions needed.  This information is intended to guide the staff in preparing their work itinerary. 

CSR300 Counselor Detail Report:

This report displays when the case owner’s name from the R-510 A/B Report is selected.  This report shows the case number, job candidate name and date of the following case events completed during the current federal fiscal year, including:

02-0:  
Cases assigned to status 02.

02-0 Ext:  
Cases with an extension of the eligibility timeframe.

04-0:  
Cases moved to status 04 from status 02.

08-0:  
Cases closed from status 02.

10-0:  
Cases moved to status 10-0 from status 02 or 04.

10-0 Ext:  
Cases in 10-0 with an extension of plan development timeframe.

10-1:  
Cases moved to status 10-1 from status 02 or 04.

10-1 Ext:  
Cases in 10-1 with an extension of plan development timeframe.

26-0:  
Cases closed in status 26.  This section includes employment information including the monthly wage, hours worked, hourly wage and employer name.

28-0:  
Cases closed in status 28.
30-0: 
Cases closed in Status 30.

CLIENT ASSISTANCE PROGRAM
A. Definition 
The Rehabilitation Act, as amended by WIOA, establishes a Client Assistance Program (CAP) in each state that is independent of the state VR agency.  It is established to provide assistance in informing and advising all recipients and job candidates of the available benefits under the Act, and to assist them in pursuing legal, administrative, or other appropriate remedies to ensure the protection of their rights.
The Governor of Iowa has designated the Iowa Office of Persons with Disabilities in the Department of Human Rights to be the CAP agency for the State of Iowa.

B. Nature and Scope of CAP Services 

The purpose of CAP is to advocate for recipients, applicants and job candidates in their attempt to receive VR services. CAP considers each case individually and works toward equitable treatment in the application of policy. 
CAP may assist job candidates in completing their plan for employment with IVRS services but the plan for employment will not go into effect until the IVRS counselor has agreed and signed the IPE-2. 

CAP services include advocacy services for recipients, applicants and job candidates seeking or receiving services under the Rehabilitation Act.  This includes persons who are dissatisfied with the provision or denial of services and those seeking services other than, or in addition to, those being provided. IVRS cannot withhold services from a job candidate that are not a part of the appeal in question. CAP services are available to job candidates regardless of where the case is in the IVRS process. 

CAP may advise recipients, applicants and job candidates of services concerning benefits available to them through related federal and state assistance programs, but do not advocate in relationships with or pursue remedies with regard to programs and issues which are not rehabilitation related.

The CAP director has access to IVRS policy-making and administrative personnel and is authorized to advise IVRS and other agencies of identified problem areas in the delivery of rehabilitation services.  CAP suggests methods of improving the performance of agencies which provide services under the Act.

C. IVRS Cooperation 
The state agency supports and encourages the activities of the CAP by:
1. Providing each applicant a brochure about CAP at the time of the initial intake interview;

2. Discussing CAP with each new job candidate through its inclusion on form IPE-1 “Applicant’s Rights and Responsibilities”;

3. Including a statement about CAP on each IPE initiated with the job candidate; 

4. Reviewing CAP availability with all job candidates being closed, or for the reason of ineligibility, or when placed in the Others Eligible waiting list category;

5. Emphasizing with staff and job candidates that CAP is in addition to internal agency appear procedures;

6. Informing all applicants of the availability of CAP to counsel and assist them in their appeals; and 

7. Assuring that when a job candidate is in an appeal situation, IVRS will not close a case file during the appeal unless the appeal is about case closure. 

Counselors may encourage and facilitate job candidates referring themselves to CAP.  A counselor may provide a direct referral to CAP whenever it is appropriate. If CAP contacts staff regarding an IVRS job candidate, staff will notify the immediate supervisor.
D. Information Sharing 
Safe data may be shared.  However, no disability-specific information about an individual job candidate or dispute with the agency, may be given to CAP either verbally or in writing, without a release of information form. The signed form is to be incorporated into the job candidate’s case file as an official, permanent document. A Release of Information Form (R-407) from IVRS may be signed and kept in the file, but is not necessary if the CAP form is received. If the CAP form is signed and provided, IVRS staff should not wait for an R-407 to be signed as it will slow the process of resolving issues. 

Upon receipt of the job candidate’s signed Release of Information form, IVRS will make every effort to facilitate CAP’s review of the case file information. This may include joint review of the case record in the field with CAP staff and the counselor and/or supervisor. At CAP’s request, the case file may be forwarded to the state office designated liaison, where it will be retained pending CAP review. If the case file is in a closed status, CAP staff may review it at the state office by contacting the designated liaison. Electronic case notes may be sent to CAP via email once the signed Release of Information form is received, to speed up the process of resolution for all involved. 
COMPARABLE SERVICES AND BENEFITS AND FINANCIAL PARTICIPATION

A.
Description  

Prior to providing accommodations or auxiliary aids or services or any vocational rehabilitation services, other than those listed below, to an eligible individual IVRS must determine whether comparable services or benefits are available to the individual unless such a determination would interrupt or delay:

1. The progress of the individual toward achieving the employment outcome identified in the IPE, unless said delay is caused by the eligible job candidate’s failure to cooperate;

2. An immediate job placement; or

3. The provision of vocational rehabilitation services to any individual who is at extreme medical risk, based on evidence provided by an appropriate and qualified medical professional.
B.
Exempt Services  


The following services are exempt from a determination of the availability of comparable services and benefits:

1. Assessment for determining eligibility;

2. Counseling and guidance to assist the individual in exercising informed choice;

3. Referral and other services to secure services from other agencies;

4. Job-related services such as job search, placement assistance, job retention services, follow-up, and follow-along services;

5. Any auxiliary aid or device service (i.e. real-time captioning, reader services, interpreter services, but does not include personal devices such as cochlear implants, hearing aids, eyeglasses, etc.); and

6. Post-employment services provided directly by IVRS staff.
C.
Scope of Work  

If comparable services and benefits exist under any other program and are available at the time needed to ensure the progress of the individual toward achieving the employment outcome in the IPE, IVRS must use those services or benefits to meet, in whole or in part, the costs for the vocational rehabilitation service.  If comparable services and benefits exist under any other program or service, but are not available at the time needed to ensure the progress of the job candidate toward achieving the employment outcome, IVRS must provide the service until those comparable services and benefits become available.  However, the financial obligations of the job candidate are required to be explored prior to IVRS expending funds consistent with the policy of that service.  
If a public entity other than IVRS is obligated under federal law or state law to provide or pay for any services considered to be vocational rehabilitation services, (i.e. interpreter services, FM systems, etc.) and if appropriate accommodations or auxiliary aids and services, they are to be provided by that entity and IVRS does not supplant it.  
D. Documentation
The agency requires that the application, search, and response be recorded and documented in the job candidate’s case file no later than two working days after the meeting. 
E.
Financial Responsibility  

The R-406 is used to determine the financial responsibility of the job candidate as it pertains to various services, including accommodations or auxiliary aids or services prior to IVRS expenditures.  The financial responsibility of the job candidate is based on financial need and consideration of any extra disability-related expenses that the job candidate has already expended that reduces their income.  Examples of proof of income include pay stubs, the previous year’s tax return, etc.  If the job candidate and/or his/her family refuses to provide documentation of income, the job candidate assumes 100% of the cost of those services that require financial participation.  
Financial Responsibility Exemptions:  Job candidates who are recipients of Social Security benefits due to their own disability are exempt from a financial participation if the services are needed and required for success in the rehabilitation program.  All applicable fee schedules apply and job candidates who desire to pursue a service that exceeds the fee schedule are responsible for the costs of those services (i.e. out of state training for a same or similar program, etc.).

F. 
Exceptions
See Applicable Service Policy
FINANCIAL INVENTORY (R-406) INSTRUCTIONS

A.
Financial Inventory Purpose
The Financial Inventory (Form R-406) is used to gather pertinent job candidate financial data and to determine an expected level of job candidate financial participation for non-fee schedule services, based on economic need. The R-406 includes information as to the annualized income data, as well as other financial or in-kind resources, which the job candidate may apply toward the cost(s) of service(s).  Documentation of income must be obtained.


The R-406 is not used when providing any non-fee schedule service for recipients of SSDI or SSI.  The R-406 form is checked to show that the individual is a recipient of SSI/SSDI. 

B. 
Financial Inventory Form

1. Job Candidate Name: Enter the job candidate’s name.

2. IVRS Representative: Enter the name of the IVRS representative completing the form. 

3. Income Data: The income data is intended to reflect the current income of the family. It is important to include gross wages as opposed to “take-home pay”. In the case of farm or business income, the figure is intended to reflect net income. In instances of farming or business income it will be necessary to estimate net income. That estimate will be based upon the previous year’s record of income.

Family income is defined as those who are responsible for the support of the job candidate. This may involve individuals who live in the same household or live in separate households. 

Frequently the income data will be provided on the basis of dollars per month or per year. When monthly amounts are provided, the information is to be multiplied by the appropriate figure in order to show it as an annual income. It is important to be as accurate as possible in assessing the current income of the job candidate and to annualize that income for the ensuing twelve-month period. If a job candidate had previously not had a substantial income to apply toward their rehabilitation plan, and then obtained a job, the new income may be considered for an exception since the job candidate may not be able to afford the “back to work” expenses.

4. Signature: Have the job candidate sign and date. Parent or guardian must also sign if job candidate is a minor.
C. 
Exceptions

1. 
Excluding the job candidate’s contribution.

2. 
Not obtaining documentation of income.

3. 
Not projecting income based on documented wages

4. 
Paying more than what the R-406 inventory demonstrates as a need and not requiring the job candidate’s participation at the documented rate. 
COPIES OF CASE FILE INFORMATION

A. Charges

Charges for copies are assessed on the following schedule:

1.
Job candidates:  Requesting copies for their own use, $0.25 per sheet.  No charge when sending copies, at the job candidate’s request, directly to employers, schools, treating physicians, or others related to the job candidate’s rehabilitation.

2.
Cooperating Agencies: There would be no charge when copies are requested for purposes of referral, evaluation, training or treatment.

3.
Parties to legal actions:  Special summaries of case records or direct copies from case records.

a.
Fee of $10.00; and

b.
$0.25 per page.

(NOTE:  When arrangements are made for the person or office to come to the IVRS office and make the copies themselves, the $10 fee should be dropped.)

4.
Supervisors are responsible for assuring that the payments are remitted promptly to the Financial Section by money order or personal check payable to IVRS.  A short memo should accompany the remittance giving the details of the transaction.

B.
Exceptions
1.  Not paying the $0.25 per page fee.
HEARINGS AND APPEALS

A.
Purpose  

The purpose of an appeal is to provide vocational rehabilitation recipients a means to seek an equitable remedy in a timely manner for a dissatisfaction with some aspect of agency services.

B.
Definitions  

Mediation or appeal results from the dissatisfaction of applicants and recipients of vocational rehabilitation with some aspect of agency services.  An appeal must be filed within 90 calendar days of the date of the action being appealed.  The request for mediation or appeal should be recorded on the request form and submitted to the next higher level of authority when the request is accepted by a staff person. The next higher authority will consult with administration on next steps to include:  reversal of the staff person’s decision, support of the staff person’s decision or moving forward with the request made by the individual.  The following definitions are of particular importance to this process.

1.
Applicant: A person who has applied for services of the VR agency, but for whom eligibility has not yet been certified.

2.
Appeal: A request by the applicant or recipient for remedy from a current decision or situation.

3.
Job candidate: A person who has applied for the services, is a recipient of services, or is receiving services under an IPE of vocational rehabilitation as it pertains to the provisions concerning an appeal or mediation. 

4.
Impartial Hearing Officer: An individual who:

a. Is not an employee of a public agency;

b.
Is not a member of the State Rehabilitation Advisory Council;

c.
Has not been involved in previous decisions regarding the vocational rehabilitation applicant or job candidate;

d.   Has knowledge of the delivery of vocational rehabilitation services, the Title I State Plan and the Federal and State rules governing the provision of VR services;

e.
Has training in the performance of the duties of a hearing officer; and

f.
Has no personal or financial interest that would be in conflict with the individual’s objectivity.

5.
CAP: Client Assistance Program staff who serve as advocates.

6.
Mediation: An act or process of intervention between conflicting parties to promote reconciliation, settlement, or compromise on the issue(s) under appeal.

7.
Mediator: An individual who:

a. Is impartial; 

b. Is trained in effective mediation techniques; and

c. Is under contract for said service with the State of Iowa.

8. Recipient of Service: A student who is potentially eligible or any job candidate who has applied for or is receiving services.

9. Supervisor or Agency Review: A review conducted by the supervisor or bureau chief of the office where the individual is contesting an action taken by the counselor. 

10. Parent/Guardian/Other Representative: This may be anyone the job candidate designates. This is referenced as PGR throughout this section.

11. Administrative Review: An administrative review of a hearing officer’s decision is conducted by the Director of Education and provides both parties an opportunity to submit additional evidence and information not previously provided during the appeal or occurred as a result of the hearing officer’s decision.  The administrative review is the final decision unless either party brings a civil action before the court of appeals.  This request for a review may be from either the recipient or IVRS.

12. Time Allowed: From the initiation of any appeal by the recipient, the hearing must be held within 60 calendar days before an Impartial Hearing Officer.  The time allowance is considered to begin on the date the appeal form is received from the recipient or completed by the supervisor.  The time may be extended by mutual agreement or the showing of good cause for the extension by one of the parties.

13. Remote Hearings: Recipients who wish to proceed to an appeal hearing shall be given the option of meeting face-to-face with the hearing officer and VR staff or having the hearing conducted via video conferencing.  If the recipient chooses the video conference, the hearing officer and IVRS management staff will be online from Des Moines.  A copy of the case file will be made available to the appeal officer.  The hearing will be recorded.

C.
Appeal Process Description 

A recipient or PGR may appeal or request mediation of any agency decision within 90 calendar days by completing the appropriate IVRS Appeals Form, or submitting a letter of the request.  The recipient or PGR is first given the opportunity to review the decision with the supervisor of the office where the case is assigned.  The recipient is to be informed that while they may bypass the supervisory review and go directly to the impartial hearing, many appeals are quickly and equitably resolved at the supervisory level.  The recipient must also be informed that whether they agree to a supervisory review or not they will be offered the opportunity to attempt to resolve the dispute through a mediation process.  The recipient or PGR may request assistance from CAP for help with the mediation or appeal.  Either party may refuse to proceed to mediation, but it must be offered.

If a supervisory or agency review was agreed to, but the recipient or PGR is not satisfied with that decision, an appeal of the decision or request for mediation may be filed with the Administrator of IVRS.

If mediation is attempted, but not successful, the recipient can proceed to a hearing before an impartial hearing officer.

D.
Notification of Rights 

At the time of application for rehabilitation services, and at other times throughout the rehabilitation process, all recipients or PGR will be informed of their right to, and the procedures by which they may file an appeal.

E. Procedures
Supervisor/ Agency Review: 

At the first level, the dissatisfied recipient is advised that a supervisory review of the counselor’s decision may be requested by notifying the counselor or supervisor in person, by phone, or by letter of the decision to appeal or mediate.

1. If the supervisor has been involved in decisions in the case to the degree they do not believe they can render a fair decision, or if the supervisor is not going to be available to complete the review in a timely manner, the request for review and the case file will be forwarded to the bureau chief for resolution.  The recipient may also involve CAP. 

2. When receiving a request for a supervisory review, the supervisor will notify all appropriate parties of the date and nature of the review; examine case file documentation; discuss the issues and reasons for the decision with the immediate counselor and other parties who may have been previously involved with the case/issue; and, if necessary, meet with any or all parties to discuss the disagreement.

3. The supervisor will have ten working days from receipt of the request for review to decide the issue and notify the recipient in writing.  A copy is sent to all appropriate parties.

4. The recipient or PGR will be informed of the decision by letter/email.  If the decision is not in accordance with the recipient or PGR wishes, the letter/email will detail further appeal or mediation procedures.  The letter/email will also detail the availability of the CAP to discuss the recipient’s appeal and, if CAP determines it appropriate, to assist in the preparation and presentation of the individual’s case.  The letter/email will include a request that the recipient notify the IVRS State Office within 10 working days of the date of the letter/email if they desire to appeal further.

5. The outcome of the supervisory review will be recorded in an R-413 entry in the recipient’s case file along with a letter/email advising the recipient of the decision.

6. After this process the recipient may request an agency review and submit that request, which is completed by the bureau chief.  The supervisor may also request that the bureau chief review the case.  Anytime the decision is handed from the bureau chief to the requesting party, and the recipient does not agree with the decision the recipient may request an impartial hearing or mediation.  Nothing in a supervisory or agency review negates the recipient’s opportunity to exercise the appeal or mediation rights. 

Mediation: 

If mediation is the recipient’s choice, the mediation step is:

1. Voluntary on the part of the parties;
2. Not to be used to delay the right of an individual to a hearing;

3. Conducted in a timely manner at a location convenient to the parties;

4. Conducted by a qualified and impartial mediator trained in effective mediation techniques, selected from a list maintained by IVRS;

5. Paid for by IVRS; and

6. Held confidential as to discussions that occur during the mediation process.

Impartial Hearing Officer Review: 

1. Appointment: As rapidly as possible after the receipt of an appeal, the IVRS Administrator shall appoint a hearing officer, from the pool of hearing officers with which IVRS has contracts.  The hearing officer shall be assigned on a random basis; or by agreement between the Administrator of IVRS and the individual who is appealing.

2. Time Frame and Extensions: Within 60 calendar days of the receipt of the appeal in the State Office, the hearing must be held.  Parties to the hearing must be notified of the decision within 30 calendar days after the completion of the hearing.  The time frames cited in this section may be extended by a reasonable amount by the showing of good cause on the part of one party or mutual agreement of both parties.

3. Case File Availability: The recipient shall be informed that the filing of an appeal implies consent for the release of the case file information to the impartial hearing officer.  The hearing officer shall have access to the case file or a copy thereof at any time following acceptance of the appointment to hear the case.

4. Hearing: Within five working days after appointment, the impartial hearing officer will notify the individual of:

a. The role of the hearing officer;

b. Their right to select either a face-to-face or ICN hearing;

c. His/her understanding of the reasons the recipient is appealing and the requested resolution;

d. The date the recipient and/or PGR is to appear before the hearing officer to present evidence in support of the appeal (must be within 60 calendar days of when the appeal was received unless good cause for delay can be shown or both parties agree to an extension);

e. The availability of the recipient’s case file for review and copying in a VR office prior to the hearing.  If the recipient chooses to have a hearing by ICN a complete copy of the case file will be provided to local staff for use at the hearing.  Arrangements for the file to be in any particular office may require a few days notice. If the case record contains potentially harmful information, the hearing officer should refer to the containing Confidentiality Release of Information;


f. The site at which the hearing will take place will be accessible and located as advantageously as possible for both parties, regardless of whether it is a face-to face or ICN hearing.  In situations where this is a problem, the needs of the recipient shall prevail;

g. The fact that under IVRS rules of confidentiality the hearing will be closed to the public, unless the job candidate specifically requests that it be open, at which time the job candidate must sign a release of information;

h. The opportunity to present additional evidence and information, and call witnesses, to be represented by counsel or other appropriate advocate, and to examine all witnesses and other relevant sources of information and evidence; 

i. The availability of the CAP to discuss the recipient’s appeal.  The individual may request assistance from CAP, and together they determine if it is appropriate to assist in the preparation and presentation of the individual’s case;

j. Information about the amount of time it will take to complete the hearing process;

k. The possibility of reimbursement of necessary travel and related expenses; and

l. The availability of interpreter and reader services for recipients not familiar with the English language and those who are deaf.  This may include transportation and attendant services for those requiring such assistance.

5. Decision: The Impartial Hearing Officer makes a decision based on the provisions of agency policy, the approved State Plan and the Rehabilitation Act and provides a full written report of the findings and grounds for the decision within 30 calendar days of the completion of the hearing.
Provision of Services: 

Unless the individual with a disability or the individual’s representative requests it, pending a decision by a mediator or hearing officer, the counselor shall not institute a suspension, reduction, or termination of services being provided to the individual.

Finality of Review: 

Unless either party chooses to seek Administrative or judicial review under the Iowa Administrative Procedures Act, the decision is final when received from the Impartial Hearing Officer.  Even if there is a request for an Administrative or judicial review, the Hearing Officer’s decision will be implemented pending the outcome of that review. 
JOB CANDIDATE EMERGENCY PROCEDURES

A. Background
1. There are times when a job candidate voices comments that can be considered a danger to self or others. Depending upon the circumstance, specific procedures are followed. The following defines how to determine if the job candidate is a danger to self or to others: 
a. Danger to Self: The job candidate appears depressed or agitated. The job candidate voices a plan to inflict harm upon him/herself. 
b. Danger to Others: The job candidate appears agitated or presents in a manner not typical of past behavior. The job candidate voices or presents an object that will be used to inflict harm upon another individual. 
B. Procedures

1. Danger to Self or Others (Not Affiliated with IVRS): When the job candidate voices a desire to inflict pain or danger to self or others, IVRS staff should advise the job candidate that he/she will need to report the information to the proper authorities.  Proper authorities may be the job candidate’s mental health provider, CRP provider, and may also include authorities charged with public safety.  IVRS staff will also counsel the job candidate to obtain help and make the appropriate arrangements to get the job candidate the necessary help. Staff should notify the office supervisor of the event that occurred.
2.
Danger to IVRS Staff:  The counselor will inform the supervisor of the local office immediately whenever possible of the comments made by the job candidate.  The counselor will record in the case record the actions made, the comments provided, and perceived voice tone.  The local supervisor will discuss the situation with the Chief of Rehabilitation Services and together they will determine if authorities should be involved.  When the threat is determined to be serious the supervisor of the office will close the case record, and then send the job candidate a letter advising him/her of the case closure and the reason for the closure.  The letter will state that the job candidate is not allowed on IVRS property due to the violation and if the job candidate requires a meeting with the supervisor or anyone in management, the job candidate will make the appropriate arrangements in advance and produce evidence from a qualified mental health professional that the person is no longer a danger to IVRS staff. 

C. 
Allegations of Harassment/Bullying Committed in Training or Work Environments

This policy is in effect while the job candidate receives services through a partner.  In such circumstances the training partner or business is responsible for the investigation.  During the investigation the job candidate is given the opportunity to take a leave of absence from the environment in which the harassment or bullying occurred; or the training partner or business ensures that the job candidate will not be subjected to interactions with the perpetrator.  Before informing a training partner or business of the alleged action, staff will first report it to the supervisor of the area office who will inform the Chief of Rehabilitation Services. Any job candidate found to have retaliated or filed a false complaint may be subject to an interruption of service while requiring the job candidate to participate in mental health counseling as well as up to and including file closure depending upon the severity of the violation.  IVRS policy does NOT supersede a partner’s policy. 
SECURITY BREACH

A.
Procedures for a Lost or Stolen Mobile Device

If a mobile device, such as a laptop, dictation device, cellphone, tablet computer, etc., is ever lost or stolen with confidential information pertaining to VR job candidate(s), the Information Security Office requires IVRS to complete the preliminary assessment portion of the Information Security Breach Checklist form.  If personal identifiable or health information has been saved on a lost or stolen device it is considered a security breach. (This practice is required of all agencies in the event of a data breach.) 

1. Steps to Take in the Event of a Security Breach:

a. Notify the RSB Bureau Chief immediately. 

b. The employee and supervisor must complete the Preliminary Assessment portion of the Information Security Breach Checklist, and then route the form immediately to the supervisor of IVRS Information Technology. The form can also be faxed to 515/281-0137.  

NOTE: State, Federal and Public Notification processes are mandates per Iowa Code 715C, directives from the Governor of Iowa and the State of Iowa Information Security Office.  IVRS security breaches require involvement from the State of Iowa Information Security Office, IVRS Division Administrator, Director of the Department of Education and the Governor’s office.
UTILIZATION OF COMMUNITY REHABILITATION PROGRAMS
A.
Guidelines
Authorization and Payment: 

IVRS purchases employment services from approved CRP services using a fee schedule. The fee schedule is aligned with the policy and funding protocols between DHS and IVRS, in support of effective resource sharing and service provisions. The fee schedule system utilized by IVRS increases the array and quality of employment supports and services available to individuals with disabilities. 

1. Fee Schedule: IVRS has implemented a fee schedule system that is consistent with Medicaid funding and enables IVRS to provide equitable fees to CRPs. Descriptions of the services available are included in the Menu of Services. 
2. Authorization: IVRS staff may authorize necessary services per unit, with each unit equal to 15 minutes. IVRS does not allow rounding up to a whole hour when .25 (15 minutes) is the actual unit. 

1. Providers can bill as often as they desire. 

2. A report is required with each billing that itemizes unit charges, the service provided and a summary of issues, decisions and next steps. 

3. Depending on the service, there are specific limits to the number of units that can be authorized; an exception is necessary for additional hours past the specified limit. 

4. The R-450 claim must have the signatures of both the facility representative and the authorized staff member. 
Specific vocational skill training secured from or arranged through CRPs must include a specific SOC in accordance with an IPE and must include the planned training services required to achieve proficiency in the occupation, and require monthly progress reports. The costs of such training programs should compare favorably with the cost of similar training that may be received through traditional training facilities. 

Services may be purchased from programs not listed on the IVRS Internet (Map of CRPs) only with advance approval of the area office supervisor. The daily charges for services from non-authorized programs may not exceed the per diem rate paid by other state agencies for similar services. When a supervisor approves the use of a CRP with which the Agency does not have a fee agreement, they must immediately contact the Resource Manager for CRPs. 

B. Extended Employment

While the goal of the WIOA legislation and IVRS is to focus on competitive integrated employment, some individuals may select extended employment in businesses that are not considered competitive integrated settings as their employment option of choice outside of the VR program. 
IVRS does not place individuals with disabilities into enclaves for the purpose of employment even if the compensation is in accordance with the Federal Fair Labor Standards Act of 1938 or above the minimum wage rate. Enclaves do not meet the requirements of the integration component necessary for IVRS to place an individual in employment because the individual with a disability’s co-workers are primarily those with disabilities. 
C.
Exceptions
1. Paying more than the established rates.

2. Using vendors not listed on the IVRS Internet (Map of CRP’s).

3. Exceeding timeframes allowed under the Menu of Services.
WORK OPPORTUNITY TAX CREDIT (WOTC)

With the reauthorization of the Work Opportunity Tax Credit Program in 2013, it is necessary to understand the process for completing the Work Opportunity Tax Credit and how IVRS staff can access this credit for the targeted group of “persons with disabilities.”

The WOTC is a Federal tax credit available to employers who hire and retain veterans and individuals from other target groups with significant barriers to employment. Eligible job candidates meet the WOTC eligibility criteria. Employers claim about $1 billion in tax credits each year under the WOTC program so it can be used as an incentive in the hiring process.

The tax credit can allow business customers to reduce their federal income tax liability between $2,400 and $9,600 per employee hired, per year. (The higher amount is for veterans with service connected disabilities.) The tax credit employers can claim depends on the target group of the individual hired, the wages paid to that individual in the first year of employment and the number of hours that individual worked. There is also a maximum tax credit that can be earned.

If the individual works at least 120 hours, the employer may claim a tax credit equal to 25% of the individual’s first year wages, up to the maximum tax credit.

If the individual works at least 400 hours, the employer may claim a tax credit equal to 40% of the individual's first year wages, up to the maximum tax credit. IVRS staff do not need to complete any pre-certification documentation. In the procedures (effective August, 2014) put into place by the Iowa Workforce Development Center, IVRS staff are not involved in the completion of any paperwork. IVRS’ role is to be a resource to the job candidate to assist them in knowing their comfort level and value in self-disclosure. This is important not only for identification of potential eligibility for WOTC, but to receive priority hiring for the 503 contract hiring as applicable to their situation.

The two forms used in Iowa related to WOTC are FORM 8850 and FORM 9061.  Both of these forms are completed by the job candidate and the employer at the time of hire or within 28 calendar days of the date of hire and mailed to IWD, or the employer also has the option of filing on-line. For job candidates that complete FORM 9061 and identify themselves as eligible for WOTC because they were referred to an employer by a Vocational Rehabilitation Agency, verification/confirmation of those forms will be handled by IWD with cross referencing by IVRS staff in Des Moines. 
The Work Opportunity Tax Credit (WOTC) Online System is accessed at https://wotc.iowa.gov/wotc.  Each staff person will need to request an account for security and confidentiality reasons. An online tutorial is provided to answer questions and provide instructions on how to submit Form 8850 and Form 9061 online. 
To help expedite the processing of applications employers and job candidates provide the following supporting documents related to the target groups either with postal mailed applications or via email (wotc.coordinator@iwd.iowa.gov) or fax 515-242-0487 if the employer is using the Online system:

1. 
Rural Renewal – proof of age and residence. Items that can be submitted: IA W-4, copy of state issued picture ID/License

2. 
SSI – will need proof of SSI benefits within 60 calendar days of hire. Item to submit as proof can be a letter from Social Security Administration
3. 
Veteran target groups – will need Federal proof of service and disability if applicable. Most common proof is copy of DD214

IWD is able to electronically obtain supporting documentation/verification for target groups related to SNAP, TANF, Felon status, and Vocational Rehab referrals. Employers with an online account in the IWD system will be able to follow the applications submitted through the process and print off the Certificates and/or Notices of Decisions. If there is additional supporting documentation needed to complete the processing the employer will receive an email stating there is a Needs letter waiting for review.
IWD Contact:

Denise Schippers

Program Manager 

Wagner-Peyser | Foreign Labor Certification | MSFW

Work Opportunity Tax Credit | Federal Contractor Compliance

Iowa Workforce Development | Workforce Services Division

1000 East Grand Avenue – 3rd Floor East

Des Moines, IA 50319

Phone: 515-281-7538 | Cell: 515-360-9542
   

FORMS SECTION 
ORDER OF CASE FILING

        (from top down) 

LEFT SIDE OF FILE:

Case Record Audit Check Sheet

RIGHT SIDE OF FILE:

(Items in this section are filed in numbered order below.)

1. Cover Sheet (Case History page from IRSS; REQUIRED)

2. IVRS Referral for Services

3. IPE-1 IVRS Request for Services/Application 

4. R-2 Preliminary Intake Form

5. Extension of Eligibility Release (283-1390)

6. R-413 Face Sheet (attach CTP Rubric, if applicable)

7. IPE-2’s and IPE-3’s - case file copies in chronological order of development bottom to top so that the most recent IPE form is always on top. 
8. Options for Developing Your IPE form (IPE-options)
9. Extension of Plan Development Release (if needed) (R-556)

10. IPE-1 Rights and Responsibilities

OTHER EVALUATIVE, PERFORMANCE & PLACEMENT MATERIALS:

(Unless otherwise indicated, items in this section are to be filed in the order received or completed, with the newest on top.  Releases are to be placed on top of the records received from the request.)

Psychological reports including GATB, other interest and aptitude measures, and/or facility evaluations.

Audiology reports and records received from medical personnel other than MDs 

R-407 Medical Releases to medical personnel other than MDs 

Transcripts, class schedules and grade reports (including GED scores and certifications)

Progress Reports

JSST, WOTC, Employer History reports, resumes, references, and other job placement-preparatory or readiness materials.

Job Readiness Analysis, Menu of Service reports and Supported Employment materials.

OJT Employee and OJT Trainee supporting materials.

I-9 Materials (kept at the bottom of this section)
FINANCIAL  PLANNING  AND  AUTHORIZATIONS:
(Unless otherwise indicated, all items in this section are to be filed in the order received or completed, with the newest on top.)

Comparable Benefits/Direct Services Worksheet (kept at the top of this section)
R-450 Official Authorization and Billing Forms

Exception to Policy Forms

R-406 Financial Inventory & Participation Worksheet

Budget Worksheet

Wage Verifications

Financial Aid Forms/Award Letters

Benefit Planning materials

Computer Purchase Forms

Home Modification Checklist

Vehicle Modification Checklist

Mechanical Evaluation of Vehicle Form

Information related to the Ticket to Work Program
Repossession of Equipment Form
SSDI/SSI Program Support Materials (SSA-1408, Verifications, etc.)

SELF-EMPLOYMENT PROGRAM:

All items in this section are to be filed in the order received or completed, with the newest on top.)

ISE Checklist

Orientation Exploration – Is Small Business Right for You?

Can I really afford to do this?

Client Financial Implementation Form

Credit Report Instructions

Credit Report Mail-In Form

Documentation of Client Match Items

Income/Offset Disclosure Form

Personal Financial Statement

Personal Budget 

Guide:  What a Business Plan Should Include
CORRESPONDENCE:
(Unless otherwise indicated, items in this section are to be filed in the order received or completed, with the newest on top.)

All correspondence (not elsewhere assigned a position)

Misc. materials that do not have an assigned position

Documents related to guardianship

Non-medical releases (parents, spouses, schools, etc.)

MEDICAL:

(Unless otherwise indicated, items in this section are to be filed in the order received or completed, with the newest on top.  Releases are to be placed on top of the records received from the request.)

Health Assessment Questionnaire (R-3). (kept at the top of this section.)
Any separate LD and/or TBI review done by DDS Consultant

Any report completed by a medical doctor

Doctor’s Statement of Diagnosis

R-407 Medical Releases to MDs 

*CDs containing medical information are taped to the back cover of the case file.

Releases should be stapled on top of the records received from the request.

OLD CASEFILE MATERIALS:
Closed case file placed under this divider or existence is noted if file is too bulky.

(Any medical records used for eligibility purposes in the current case should be moved forward to the new case Medical section.)
FORMS LIST

Form Name
Form Number

Application Process:
Application/Request for Services Form
IPE-1

Authority for Release and Exchange of Information 
R-407

Case Record Audit Checklist
Consent for Release of Safe Data
Consent to Release of Information-University of IA Hospitals/Clinics
Form 1989

Doctor Statement of Diagnosis 

Health Assessment Questionnaire
R-3


I-9 Employment Eligibility Verification
I-9


Interpreter/Translator Code of Ethics
IVRS Referral for Services Form 
R-412


Preliminary Intake Form 
R-2


SSA Consent for Release of Information
SSA-3288

Eligibility:
AEA Psychological Case Review Form


Eligibility Face Sheet
R-413

Extension of Eligibility Release
283-1390

IVRS Coding Rubric
Directions for Completion of the IVRS Coding Rubric
Plan Development:
Criminal History Check Request Form
Employment Plan/Review/Amendment
IPE-2

Extension of Employment Plan Development Timeline
283-1458

Options for Developing Your IPE
IPE-options

WIOA Data Collection-Barriers
Barriers

WIOA Programs
WIOA Programs


Training:

Iowa Industrial Commissioner Application–Rehabilitation Benefit
Benefits Planning: 

Releases for BPQY

Authorization for Release of Social Security Records


Authorization for Release of IRS Earnings Record
Financial/Authorization for Services:

Appeal Request 
283-1312

Comparable Benefits/Direct Services Worksheet
Financial Inventory and Participation Worksheet 
R-406

Home Modification Checklist
IVRS Case Services Purchasing Approval Worksheet

Official Authorization and Billing 
R-450

Personal Computer Purchase Review Guide


Post-Secondary Training Budget Worksheet 

Request for Exception to Policy 

Vehicle Modification Checklist
Mechanical Evaluation for Vehicles
Repossession of Equipment Form
OJT:

Comprehensive Job Analysis Form
On the Job Training Agreement, Trainee OJT
Training Agreement Employee OJT
Training Plan Employee OJT
Iowa Self Employment:

ISE Checklist
Orientation Exploration – Is Small Business Right for You?
Can I really afford to do this?
Client Financial Implementation Form
Credit Report Instructions
Credit Report Mail-In Form
Documentation of Client Match Items
Income/Offset Disclosure Form
Personal Financial Statement
Personal Budget 
Employment/Closure:

Employment/Closure Form
IPE-3


IRSS Codes for Closure (use until 6/30/17)

Statement of Understanding (publicity release)
R-555


Work Opportunity Tax Credit:  

Conditional Certification
ETA 9062


Individual Characteristics Form
ETA 9061


Pre-Screening Notice and Certification Request 
IRS 8850


WOTC Program Brochure
IRS 8850


Forms are available at:  http://www.doleta.gov/business/incentives/opptax/forms.cfm

Section 511/Extended Employment:

Refusal of Services by Individuals Out of School
Non-School Refusal

Refusal of Services by Students with Disabilities
SWD Refusal

Review of Individuals Working in Extended Employment
EE Review

Ticket to Work:

State Agency Ticket Assignment Form
SSA-1365

TTW Timely Progress Review Guide 
AGREEMENTS SECTION
AGREEMENT WITH IOWA DEPARTMENT FOR THE BLIND 
AGREEMENT WITH THE DEPARTMENT OF EDUCATION 
AGREEMENT WITH THE DEPARTMENT OF HUMAN SERVICES
AGREEMENT WITH VARIOUS AGENCIES FOR THE EXCHANGE OF SAFE DATA
AGREEMENT WITH THE VETERAN’S ADMINISTRATION
AGREEMENT WITH STATE-LEVEL IOWA ONE-STOP PARTNERS UNDER WIOA
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