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REFERENCE MANUAL INDEX

Anti-Bullying/Harassment

APPEAIS: ..o I-D;

Appeal Process DescCription............cccovvviiiiiiiiiiiiiiiiiiiiiiieeeeee I-D-2, C.;

Notification of RIGhtS........cccooiiiiiiiiiiici e, I-D-2, D.;

(2] (0 ToTo L] =3 T I-D-3, E;
Finality of REVIEW .......coiiiiiiieiiee e I-D-6, E.5.;
Impartial Hearing Officer Review: ...........ccccceevveeviiiiiiinnnnnn. I-D-4, E.3.;

APPOINIMENT L..oeeiiiiieiee e e I-D-4, E.3.a.;
Casefile Availability..............oouviiiiiiiiiiiii e, I-D-4, E.3.c.;
(B LT o1 1710 o T I-D-5, e.;
Notifying Individual:..............cccoviiiiii e, I-D-4,3.d.;
Availability Of ICAP ..., I-D-5, (9);
Availability of Interpreters/Readers..............cc....... I-D-5, (12);
Case file Availability .............cccoevviiiiiii i, I-D-4, d.(5);
Date of Hearing ........ccoovvvviiieii e I-D-4, d.(4)
IVRS Rules of Confidentiality ...............ccceeeeeeeenn. I-D-5, (7);
Opportunity to Present Evidence.............cccc.evveee. I-D-5, (8);
Possibility of Client Reimbursement...................... I-D-5, (11);
Reason for and Desired Resolution...................... I-D-4, 3.d. (3);
Role of Hearing Officer...........ccccciiiiie, I-D-4, 3.d. (2);
Site/Place of Hearing..........cccoovvvvieiiiie i, I-D-5, (6);
Timeline for Hearing Process .........ccccvvvvvvceeneenn.. I-D-5, (10)
Timeframe and EXtENSIONS .......occvvvivviviiiiieieeieeinn I-D-4, 3.b;
Y/ TSTo L= 11T ] o [ I-D-3, E. 2;
ProvisSion Of SEIVICES. .. ... I-D-5, 4;
SUPEIVISOr REVIEW: ..o, I-D-3, E.1.a.(1)-(5);
Decision TIMEINE .....covniieiiieeeeeeeeeeee e, I-D-3, E.1.a.(3);
Fair Decision/Timely Manner .........cc...ccooovvvviiieeeneennn. I-D-3, E.1.a.(0);
Notifying Supervisor of Appeal Request..................... I-D-3, E.1.a;
Outcome NOTIfICAtION ......cvveiieii e I-D-3, E,1.a. (4);
Process for SUPEIVISOr ..........coovviiiiieiieeeeceeee e, I-D-3, E.1.a.(2);
Recording OULCOME.......ceiiieeiiiiiiiicie e I-D-3, E.1.a.(5);

PUIDOSE ... I-D-2, B.;

(DS {1 a1 T0] 4 13 I-D-1, A.;

APPEAL....eeeii e I-D-1, A.2.;
Y o] o] o> o | P I-D-1, A.1.;
(1] o | ST I-D-1, A.3;
Impartial Hearing Officer .........cccoeeiiiiiiiiiiie e, I-D-1, A4.;
1Y/ [=To [F=1 (T ] o I I-D-1, A.6.;
Y LST0 L= 1o I-D-1, A.7.;
Parent/Guardian/Other Representative .............cccccvvveennn. I-D-1, A.9.;
SUPEIVISOr REVIEW ... I-D-1, A.8.;
TIME AlIOWE.... oo I-D-2, 10.;
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Appearance as a WItNeSS: .......coovvvviiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeee I-F;
1<) 1110 o S I-F-1, A.;
=T 010 1S3 1o [P I-F-1, A.1.;
EXPert WItNESS ....ccvviiie i I-F-1, A.5.;
L [T U o TSP I-F-1, A.2.;
ST U] o] oo ]= 1 - U I-F-1, A.3.;
RV 1 LT I-F-1, A4.;
PaymMeNt: ... I-F-2, C.;
IVRS Staff as Expert WitheSSes.........oovevvveiiiieeeeveeeiiinnnn, I-F-2, C.2.;
Mileage Rate and Withess Fee ..........cooviiiiiiiiiiieciiinnnnnn. I-F-2, C.1;
Requests for Payment...........cccoceeiiiiiiiiiicii e, I-F-2, C.1.;
PrOCEAUIES: ... e I-F-1, B.;
Honest and Objective ReSpoNSes ..............eevvevviiiiiiinnnnnns I-F-1, B.2,;
Preference for Giving a Deposition...........cccoeeeeeeriveviinnnnnn. I-F-1, B.2.;
Proper Subpoena Received ............coovvviiiiiiiiiie e, I-F-1, B.1.;
Questions with Legal Implications ..............ccccoeeeeeeeeeeeenn. I-F-1, B.3.;
Applicant/Client Hearings and Appeals.......ccccccccvvvviiiiiniiennnn. I-D;
APPHCALION Leeei e I-A-1, A.;
AUTN 0T ZATION S e I-E;
AUTNOTIZAtIONS: ... e I-E-1;
CASE N e I-E-1;
CoUNSEIOr NAME ... I-E-2;
Counselor PRONE #H ... I-E-2;
()] 1101 T2 I-E-2;
Payee Name and Address .......ccceeveeeeiiieviiiiiie e, I-E-1;
Return Billing COPY TO ....vvviiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiinees lI-E-2;
Services to be Provided TO ......covvvveiiiiiiiiieeeeeeeei -E-1;
SO i e -E-2;
RS £ 1 L= I-E-2;
TAXID NO. e I-E-2;
i3 Information/Completing W-9 Form............ccccc........ lI-E-2;
IF Pay@e MOVES........iieii et I-E-2;
Necessary Information for VRAP ..........ccccccvieeeene.n. I-E-2;
Note Regarding Mailing to Payee ............cccccvvvvvvnnnnnne lI-E-2;
Authorized Staff SIgNatures ............covveeeiieeeeiieicee e, I-E-1;
Billing/Change (Section 2): ........ccuieeiiiieeieeeieee e, lI-E-4;
W aT=] a1 0 41T 1 S I-E-4;
AMOUNT .. aeaas I1-E-5;
IVRS Approval and Date.............cceeeiiieeieieiiiiiieee e, lI-E-5;
Payee Signature and Date................eevvveiiviiiiiiininnnnnn. lI-E-5;
(27T oo I-E-5;
1] /(o] <Y= TP I1-E-5;
TrANSACHION H.eeeee et e e I1-E-5;
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T I-E-5;
AMOUNt Billed .....oeoeeeiieiie e, I1-E-6;
IVRS Approval and Date...............eeevveeiviiiimniiiieniiinnnn. lI-E-6;
Payee Signature and Date...........cccceeeeeevvviiiiiiiinneeennn, lI-E-6;
(27T 0o LT II-E-5;

Claiming Services Provided............ccccooovvvvviiinnnnnn. I-E-5;
Dates Of SEIVICES ....ceuiieiiee e I-E-5;
June and July Claims ..........ccccceeeiiieiiiiciiceee e, I1-E-6;
Y /o <F I1-E-6;
TranSaACtION H....ueeiii i I1-E-6;

(@1 (o7=] | F= 11T ] o LA I1-E-6;

AMOUNT: e e e e e I-E-6;
Change after Bill Is Received ..............cccvvveevinnnnnn. I-E-7;
Decreasing AmMouNt .........cccceeeieeeeiiiiiiiiiise e eeeeeeeanns I1-E-6;
Refunds Received with Open Casefile ................. I1-E-6;

IVRS Approval and Date...............euevveiiviieniiiiiiiiinnnnnn. lI-E-7;

Payee Signhature and Date...........cccceeeeeeriiiiiiiieneneennn. lI-E-7;

(27T oo IR I1-E-6;

S BIVICES ittt I1-E-6;

TranSaACtON H..oeueeiie i I-E-7;

1 =10 [To7= | T I-E-7;
Service Purchased Is DiagnosticC .......cccooeeeeeevievvvinnnnn. I-E-7;
Submitting Authorization and Claim..................cccee. I-E-7;

Completion of Items That Are Asterisked (*) ....ccooeeevvvviiiinnnnnn. lI-E-1;
Initial Authorization (Section 1): .......cccoeeiiiieiiiiiiiiicie e, lI-E-3;

AUthOrized AMOUNT.......c.cuuiieii e I-E-4;

Authorized Signature and Date ..............ceceeeiieeeriveeiinnnnnn. I-E-4;

D1y (| o 10 (o] o LT I-E-4;
Billing Copy —See * NOte.........ueviiiiiiiiiiiiiiiiiiiiiiiiiiiinne lI-E-4, 1,
Casefile COPY ..ovvvrrriiiieieeeeiieeeee e ee e e e I-E-4, 3;
ClieNt COPY . oo I-E-4, 4;
Financial Copy.......oouuiiiiiiieeiieecei e I-E-4, 2;

EXCeption APProval ...............eueeueeemmimiiiiiiiiiiiieiiiiinniennnnennns lI-E-4;

Period COVEIEA: .. ... I-E-3;
Dates of College SEMESLErS .......vvvveeiieeeiiiiiiiiceee e, I-E-3;
Enter Entire Period Service COVErS .......ccocvvvvvnvvnnnnnn. I-E-3;
Enter Six-Digit Dates ........ccevvvvveviiiiiiiie e I-E-3;
Requesting Medical Records.........cccoooeevvvviiiiiiennnennn. lI-E-3;

Services to be Provided: ..........coviiiviiiiiii I-E-3;
Authorizing MaintenancCe ..........cccvvvvvvciiiieeeeeeeeeeinn. I-E-3;
Entering Authorized Item ..........cccooeeiiiiiiiicee I-E-3;
Providing Class Required Extra Expenses................. lI-E-3;
Providing Client with Third Party Money .................... lI-E-3;

Timeline for Purchase of SErviCes .......covoviiiiiiiiiiiieeieeann I-E-3;
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Transferring Repossessed Equipment or Agency

SUIPIUS IEMS: e I-E-7;
Labeling Authorizations.............ccoiviieiiiiiiiii e, I-E-7;
Processing Authorizations..........cc..ocevvvveviiiiiiieeec e, I-E-7;

Unified Authorization and Billing Form ............ccccoooeeviiviinnnnnnn. I-E-1;

Background ChecCKsS.........oiiiiiiii e I-L-1

Criminal History Check Request Form............................... I-L-4

BENEIITS PlanN el . cc. ettt -D-1, A.;
Benefits Planning:. ..ot 1-D;

AUTNOTIZATION .ieeie et e e e I-D-3, D.;

Benefits Planners Agreements: ........ccooevvvveeeveiiiineeeeeeeeeiiinnnn. 1-D-5;
List of Approved Benefits Planners ............ccccccvvviviinnnnnne l1I-D-5;

(DS {1 0110 13 T -D-1, A.;
BeNefitS Planner.. ... ooeiiee e -D-1, A.;
Benefits Planning ..........cooovvveiiiiiiii e In-D-1, A.;
Benefits Screening Profile........cccoooooeviiiiiiii e, -D-1, A.;
Impairment-Related Work Expenses (IRWE) ................... l-D-2, A,;
Plan for Achieving Self Support (PASS).......cccccccvviiinnnns -D-1, A,;
Other Providers of Benefits Planning Services................. I-D-1, A.;
SUDSIAY ... -D-2, A.;

Payment Criteria for Service FEes: ........coovvvviiiiiiieeeeiieiniinnnn, -D-3;
Consultation/Follow-AlONg:........ccovvieiiiiiiie e 11-D-4;

Assisting Client with Benefit ISSUES..........cccevvvvvivnnnnn. -D-4;

Assisting Client in Budgeting Benefits...........cccuvueeen. lI-D-4;

Providing Technical SUpPOrt..............eevvvveviiiiieiiinnnnnn. lI-D-4;
IRWE OF SUDSIAY......uuuveriiiiiiiiiiiieiiiiineninennenneennnnnnnnennnnn. 11-D-4;
MIlEAGE ..vvee e -D-4;
PASS Drop OUIS ...cceuniiiiiiiieee et 111-D-3;
PASS Plan AmMendment ..........ovevevieiieeiieeieeee e 1-D-4;
PASS Plan Approved..........oooiieiiieeeiieeceee e, lI-D-4;
PASS Plan SUBMItted ......cooneeeeeeeee e -D-4;
Pre-Screening Plan ..o 1-D-3;

QUAIfICAtIONS: .. .o e l-D-2, B.;
Ability to Interpret Federal/State Laws, etcC. ...........cc.uuu..... l-b-2, B.7.;
Bachelor’s Degree in Related Field ..............coooeeeiieie. llI-D-2, B.1.;
Capability to Translate Technical Information................... -D-2, B.4.;
Communication SKillS........coeeieee e I-D-2, B.5.;
Completion of SSA Benefits Planner Training .................. I-D-2, B.;
Completion of Work Keys Exam.........ccccoeeeevvviiiiiiiiinnneenn. I-D-2, B.2.;
Knowledge of Medical Terminology..........ccccceeeeeivvviinnnnnn.. l-D-2, B.8.;
Knowledge/ Practice of Professional Ethics ..................... I-D-2, B.9.;
Knowledge of Public/Private Benefit Systems.................. -D-2, B.6.;
Proficiency in Use of SSDI/SSI Programs ..............c.uueee... 1-D-2, B.3.;

Required RePOItS: .....ooviiiiii e I-D-3, E.;
Benefits Screening Profile.........cccoooooviviiiiciii e, I-D-3, E.;
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Filing Reports in Case fileS........ccovviieiiiiiiiiiiiie e, I-D-3, E.;
PASS form for lowa VR VeNndors........ccoccovvevvviviiivniiieenn, I-D-3, E.;

WHEN ProVIdeA: .. ... ettt e e I-D-2, C.;

Benefits Screening Profile.........cccoooooeiiiiiii i, I-D-2, C.;
Caseload Management RepOrt: ... lI-F;

R-510 A/B PriNtOUL ....ieeieeiee it et e et e e e e e eeaneens I-F-3;
Guide to Counselor in Preparing R-563 Work .................. [I-F-3;
Information INClUuded..........c.oivniiiiii e I-F-3;
IPE MONITOr DAtBS ....ivniieiii ettt e e eeas I-F-3;
Provided Monthly ..o I-F-3;

ACCEPLANCE RALE ... I-F-3;

Referral Backlog.........cuvviiiiiiiiiieeiei e I-F-3;

RENAD RALE ... I-F-3;

Utilization of the R-510 Printout: .........covveevviiiiiieieeeeeeeen I-F-1;
ASSIGNMENTS ... e e I-F-1;
CaSeload Data .......oeveeeeeiee e I-F-1;
ClOSUIE 08 ... e I-F-1;

(01 [0 1Y U] (<124 < T I-F-2;
ClOSUIE 26 SD ... I-F-2;
ClOSUIE 28 ..o I-F-2;
ClOSUIE 30 e I-F-2;
(01 [0 LY (ST C TP I-F-2;
(01 [0 LY (ST 1C 1T I-F-2;
(01 [0 1Y ] (ST G 1 T I-F-2;
ClOSUIE 38 ..o I-F-2;
DECISION RALE... oo I-F-1;
ElGIDIIEY ... l-F-1;
[dentifying Data.............uuvuurimmmiiiiiiiiiiiiiiiiiiiiiiiieiiieeeeeeees l-F-1;
S D I-F-1;
StAtUSES 00-06......ceniniiiiii e e I-F-1;
STAUSES 10-24 ... e I-F-1;
Certified Disabilities Program: ........cccccceeeiiiieeiiieeiieee e I-H;

(7o Tod (o [ {0 11 ] o PR I-H-1, A.;
Contacting Employing Agent ..., I-H-1, A;
Notification of State Employment Opportunities .............. I-H-1, A;
Opportunities for ClEents ..........ccovvveeeiiiiiiiie e, I-H-1, A.;

PrOCEAUIES ... .o I-H-1, B.;
Certification of Eligibility Form ..........ccccoooiiiiiiiiiiien, I-H-1, B.1;
DAS Review of CDP Form and Application ...................... I-H-2, 2.;
Information Regarding Approval/Disapproval ................... I-H-2, 3;

Client Assistance Program (ICAP): ... I-G;
[B1< 11110 TR I-G-1, A.;
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IVRS COOPEratioN:........cceviiiiiii e et e et e e e e eaanns I-G-1, C.;
Availability and Role During Appeal Process.................... I-G-2, C.6,;
Availability of ICAP at Time of Closure.............cccoeeevvennnnn. I-G-2,C.4.;
Discussing ICAP with Clients at Intake..................ccvvunnnnn. I-G-1, C.2;;
Emphasis in Agency Internal Appeal Process.................. I-G-2, C.5,;
Providing Brochures at Intake .............cceiiiiiiiiiiieiiin, I-G-1, C.1.;
Referring Clients to ICAP .......ovvviiiiiieeic e, I-G-2;
Statement About ICAP on Each IPE ..o, I-G-1, C.3;;

Information Sharing: ...........cooiiiiiiiic e I-G-2, D.;
ICAP’s Review of Casefile Information..........cc..coevevnnennnen. I-G-2, D.;
Release of Information (R-407) Required...............c.c........ I-G-2, D.;

Nature and Scope of CAP Services: .........ooevvviiiineeeeveeeiiennnnn. I-G-1, B.;
CAP Director's Access to IVRS ..., I-G-1, B.;
PUrpose Of CAP .....oveiei e I-G-1, B.;
What Advice CAP Can Provide ........ccoveeevveieeeieeeieeieeeneen, I-G-1, B.;
WHhO CAP CaAn SEIVE ....iveiieeie e I-G-1, B.;

Community Rehabilitation Programs (CRPS): .........cccoeeeeen. -C-1;

Guidelines for Payment: ...........oovviiiiiieieiieeccie e "n-C-1;
Extended/Sheltered Employment............ccccccvviiiiiiiiinnnnns l-c-1, B.;
Purchasing Services from Programs Not Listed ............... l-c-1, D
Specific Vocational SKill Training.........cccooeeeevivviiiiiiinneeenns. I-Cc-1, C.;
Systems IVRS Uses When Purchasing Services: ............ -c-1, A,;

Payment SYStemM: .......iiiii i I-c-1, A.1;

Outcome Based Funding:...........coooooviiiiiie, -c-1, A.1;

Placement SEerviCeS: ..o, -C-1, A.1.b.;
AUthOIIZAatioN: ... .o, -C-1, A.1.b.;
ClaimsS: .. -C-1, A.1, (b) (1);
JOb Coaching: .....ccovviiiei i, -C-2;
B2 {111 T0] A 1T "n-Cc-2, A.;
JOD COACN..... e "n-c-2, A
Job Coaching.......coooiiiii e "n-Cc-2, A.;
101157 L O 1) £ I-C-2, D.;
(@ TUE 111 or= 1 (o] o 1S T PP -C-2, B;
When Provided ..........cooveiiiiiiiiiieeeeee e, "n-c-2, C.;
Computer Request — procedure and forms............coeeeeeeiieieiennnns l-1-1
Confidentiality: ....ueei i I-E-1;

Authority for Release of Information:.............ccccccveeeeiiieinniinn, I-E-5, F.;
Completed and Signed R-407 .........coeiiiiiiiiiiiiiiee e I-E-5, F.1.;
General Patient’'s WaiVer.......cc.ovvevviiiieeiieeeeeeeeeee I-E-5, F.3.;
Requirements for Releases Directed to IVRS
for ClIeNt RECOIAS: ...eiieie e I-E-5, F.2.;

Date Consent Was Signed...........cccoovveevvvviiiiiiinnnneenn. I-E-5, F.2.f;
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Expiration and Revocation Statement........................ I-E-5, F.2.e.;
Must Be 1IN WIHEING ...oovveeiiiiieeiieecci e I-E-5, F.2.a.;
Name and Signature of Client..............cccocvvvveeeenenn. I-E-5, F.2.c.;
Required Information for Disclosure...............ccc......... I-E-5, F.2.b.;
Specify Extent and Nature of Information................... I-E-5, F.2.d.;
BacKground .........ccooiiiiiiiie e I-E-1, A.;
Inaccurate or Misleading Information..............cccoeoeeeiiiviinnnnnnn. I-E-7, H.;
Obtaining Client Information: ..............coeuviiiinieeiiiiiiiieee e, I-E-1, B.;
Confidentiality of Personal Information.............cccccceeeee. I-E-1, B.1.;
Provision of Personal Information Voluntary..................... I-E-1, B.3.;
Use of Release of Information (R-407)............evuvvivivnnnnnne I-E-1, B.2.;
Releasing Client Information: ...........ccooveeviiieiiiiiinieeeeeeeeeiin, I-E-1, C.;
Client Review of Information: ........c.oovveeiiiiieiiieeeeeeeeeenn, I-E-2, C.3.3;
In Presence of IVRS Staff Member........ccocoovvveveennn. I-E-2, C.3.a.;
Release of Harmful Information ...........ccocovvvviiiiennnn. I-E-2, C.3.b.;
Copies of Casefile Information: ............ccc.oooeviiiiiiinnnnen. I-E-2, C.4.;
Harmful Information ..........oooeeveeeeeeeeeeeeeeee e I-E-2, C.4.a.;
Information from Closed Case fileS......c..covvvvvvvnviennnen. I-E-2, C.4.d.;
Release of Legally Restricted Information................... I-E-2, C.4.b,;
Release of Information to Other Agencies .................. I-E-2, C.4.c.;
Discussion of Information with Others ..........ccovvevvevveenneen. I-E-1, C.1;;
Exchanging Information with DDS..........cccccoovviiviiiiiiinnnnnn. I-E-3, C.9.;
Refusal to Supply Requested Information ........................ I-E-3, C.10,;
Release of Prior Medical/Psych Records .............c.ccovuueen. I-E-2, C.2.;
Releasing Personally Identifiable Information................... I-E-3, C.8.;
Requests By Law Enforcement.................eevveviviiniiinnnnnnnns I-E-3., C.7.;
Requests By Other Organizations/Agencies..................... I-E-3, C.6.;
Response to Court Order or Valid Subpoena................... I-E-2, C.5,
Social Security Information: ...........cccoveveviieiini e, I-E-4, E.;
Clear Authorization by Client...........cccccoeeiiiiiiiiiieeeee, I-E-4, E.1.;
Information Harmful to Client..........ccooeevveeeeioieeeeeeee, I-E-4, E.2.;
Release of Substance Abuse Information ........................ I-E-4, E.3.;
With Actual or Threatened Subpoena...............ccoevvvvvnnnnn. I-E-4, E.4;
Without Signed Consent or Subpoena ..................couvveeen. I-E-4, E.4;
Subpoenas — Types and Conditions: .........ccocoeevvvveeiiiiiinneeenn, I-E-5, G,;
(040] o [0 [1 1101 4 13 I-E-5, G.2.;
Drug Abuse Information............cccccceeeeii e, I-E-6, G.2.e;
HIV/AIDS INformation .........ccuveeviieiiieeieeeeeeeeee e I-E-6, G.2.f;
Mental Health Information...........coovevviviiiiiiieieeeeen, I-E-6, G.2.d;
Receiving a SUbPOENa:.........ccooviviviiiiiie e, I-E-5, G.2.a.;
Reasonable NotiCe t0 APPEAr .....ccovieiiiiiiiiee e I-E-6, G.2.9.;
Responding to a Subpoena ..........ccccccvvvviiiiiiiiiiiiinnnn, I-E-6, G.2.h,;
Subpoenas Across State LineS.........cooevvvvviiiieeeeieennns I-E-6, G.2.a.(3);
Subpoenas from Administrative Boards...................... I-E-6, G.2.b.;
Subpoenas Waiving Personal Appearance................. I-E-6, G.2.c.;
Validity of Subpoena.........cccccvvvvviiiiiiiiiiiiii I-E-6, G.2.a.(1), (2);
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Y 0L ST TTRTUPPRPP I-E-5, G.1.a. b;
Subpoena Ad Testificandum .........cccoooeevviiiiiiiiiineeenn. I-E-5, G.1.a;
Subpoena DUCES TECUM ......cvvvuieeieeeeeieeiiieee e e eeeeeeaens I-E-5, G.1.b;

Substance Abuse, Mental Health, HIV/AIDS Information: ....... I-E-4, D;

Application of ReqUIreMENtS .............euvvviiiiiimmiiiiiiiiiiiiinnens I-E-4, D.2,;

Failure to Observe Requirements..........cccccceeeeeeerivevninnnnnn. I-E-4, D.3.;

Written Consent of Client or Court Order.......ccoccovvevnvenneen. I-E-4, D.1;

Copies of Casefile Information: ........ccccccoeiviiiiiiiiiiii e, 1-B-1;
Charges for COoPIES: . ..uuuiii i -B-1, 1-4;

(1] 0 £ "n-B-1, 1;

Cooperating AgENCIES .......ccooviieeieeeeeeee e -B-1, 2;

Parties to Legal ACtiONS: .........ovieiiiieeiiieieeie e, -B-1, 3.;

Supervisor Responsibility Regarding Payments............... -B-1, 4.;

CRPs (Community Rehabilitation Programs)............ccceeeeeenn. l-C-1

Definition of Service Date Which Indicates Fiscal Year
(See Service DAte).......ccuvuciiiiieeiiiiicee e lI-E-8;

BTV AT 0 [T 11-A-3;
COrrESPONUENCE .....ceviiiiiie e eeee et e e e e e e e e 11-A-4;
Financial Planning and Authorizations.............cccoeeeevvvvveiiennnnn. 11-A-4;
Self-Employment Program/Entrepreneurs with Disabilities .... [I-A-4;
Y/ (ST To7= | £ 11-A-3;
Old Case file MaterialS........cooeuvvieiiiiiiiieeeeeee e 11-A-4;
Order of Information Before Dividers ........coocevvevieiviineiennennn. 11-A-3;
Other Evaluative, Performance & Placement Materials.......... 11-A-3;

D.H.S. Referral -- See Human Services Referral to

Vocational Rehabilitation ..........ccccoeeiiiiiiiiie, I1-H;
Emergency Procedures — Client.......ccccccoeiiiiiiiieiie e I-1-1;
EXCeption to POlICY: ..o lI-E-4;
Financial Inventory - Family ..........ccccccviiiiiiiiiiiiiiiiiiiiiiiiiiiininens II-D-1;
TSI SRR S Y= o1 A 0] o T H-A.;
Fifth Year High School Programs ..........cccooooooiiiiiiiiiiin e, I-C-1, E;
Financial INVEeNTOrY: ..o 11-D;
Financial Inventory Charts: ...........cccceeiiiiiiiiieeiieie e, 11-D-2;
Applicable INCOME..........uuiiiiiiiiiiiiiiiii s lI-D-2;
EXClUSION AMOUNT ....eeeee e 11-D-2;

[ 1 1 I-D-1 11.;
Certification of FOrM .......ovviieiiee e 11-D-4;
CHENENAMIE . e eas I-D-1, II.;

March, 2008
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COoUNSEIOr NAME .. I-D-1, I1.;
Figuring Client’'s Annual Income...........ccccceeeiviieeiiieeiinnnnnn. I1-D-1, Il.LA;;
INCOME DAtA......ieniiniiiiei e I1-D-1, II.A.;

PUIDOS . e I-D-1, I.;
Determine Level of Client Participation....................uvvuenn.. I-D-1, |.;
Use of the R-406 FOrM........cooviiiiiiiieeie e I1-D-1, I.;

To Be Completed By Counselor: ...........cccceeeeiiieiviiiiiiiieee e, I1-D-2, 11.B.;
Annualized Entries in HeM A ...oeoveniiee e 1-D-2, 11.B.1.;
Entering the Percent (%) From ChartB............ccccccvvvveeee lI-D-2, 11.B.4.;
Figuring Amount of Applicable Income.............ccccccuvvvnnnnee II-D-2, 11.B.3.;
Figuring Amount of Income EXclusion ..............cccccevvvvnnnnn. 1-D-2, 11.B.2.;
Figuring Annual Maximum Amount ..........cccceeveeerveeeiennnnnn. I1-D-2,.B.3.;

Financial Participation ...........ccooivi i 11-D-3;
Fiscal Year (See Service Date) ............uuuuvermimivmimiiiiiiiiiiiiiinininnns lI-E-8;
FOIMS USBA ..ot e e e e I-A-1;
Hearings (S€e APPEAIS) .....uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeneeees I-D;
Human Services Referral To Vocational Rehabilitation: ........ I-H;
Detailed INStTUCHIONS: ... ..uiveiiiii e eaas I1-H-1 thru 11-H-10;
ICAP (lowa Client Assistance Program .......cccccccvvvvevvieeiiinnnnn. I-G-1;

(also called Client Assistance Program)

Y =T =] AT o Lo I-C-1, E;
Impartial Hearings (see Appeals).....cccccovvviiiiiiiiiiiiiiiiiiiiiiieee, I-D-1, A.4;
Individual Plan for Employment (IPE):.....cccccooiiiiiiiiiiiiiennnnenn, II-C;

IPE-1 Applicants Rights and Responsibilities:........................ lI-C-1;

Client Refusal to Sign IPE-1...........ooiiiiiiiiiieiiieee e, I-C-2;
Counselor/Client SIgnature ..o l-C-1;
Counselor Reviews ltem by Item...........coooeiiiii, l-C-1;

IPE-2 Employment Plan:............cooooiiiiiiiiciiee e, I-C-1, 2.; lI-C-2 - 1I-C-4
4 Ways to Complete FOrm..........coovvieeiiiiiiiiiicie e, -C-2, 1.-4.;
Client/Counselor COMMENES ......ovveiieiiiieeeeee e 11-C-4;

Client Responsibilities: .......ccooiveeiiiiiiiiiiiie e, 11-C-3;
Academic or Business/Vocational Training................. lI-C-3
General Box/Placement BOX.........coovvvieiviiiiiiieeiiiene, I1-C-3
Progress Standard............ccccccvviiiiiiiiiiiii l1-C-3
Things | Need to Do...(Discuss with Client) ................ lI-C-3

CoUNSEIOr CONCEIMNS ...ceviieeeeeee e 11-C-4;

Date It Goes Into EffeCt......cccccuviiiiiiiiiiiiieeeeee e, I-C-2

(B U] = 1 (o] o [P 11-C-3;

Employment Goal ... l1-C-2;

Expected Completion Date...............uevevimiiiiiiiiiiiiiiiiiiiiinnns lI-C-2;

[N F= T 11-C-2;

NEXt REVIEW DALE ......ovvieieeeeeeee e 1-C-2;

Provided or Arranged BY ............uuevuiiiiiiiiiiiiiiiiiiiiiiiiiininnnns lI-C-3;

September, 2009
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REVIEW METNOAS ...cveiieiie et e e eas I1-C-3;
Services Delivered BY/NOLES...........ccvviiiiieeiiiiiiiiiiiiee e, 11-C-3;
ServicesS NEEEA........oeeiie e 11-C-3;
SIGNATUIES....coviiiie e I1-C-4;
Terms and CoNItIONS: .....uvveiee e eaes I1-C-4;
Comparable Services and Benefits Information........... [I-C-4, Paragraph 2;
Supported Employment Extended Services Provider.. lI-C-4, Paragraph 3;
Weekly Hours Work Goal..........cccoeveeeeiiiiiiiiiciieeeeecceein, -C-2;
IPE-3C IRSS ClOSUIe FOIM .....oiiiiieeeeieee e [I-C-1; II-C-6
COMMENLES e e e e e 11-C-9;
D 1 (=2 =T =To F= U o 11-C-9;
@ O 0o Lo [T 11-C-8;
Employer Name and Address ..............eevvvemeemieeiiiniinninnnnns [I-C-8;
[ [0 T U T = 11-C-8;
JOD T e 11-C-8;
Post Employment SErviCes ............uuuuvveimiimmiiiiiiiiiiiiiiiiinnns [1-C-9;
REASON fOF ClOSUIE .. e e I1-C-6-7;
Services Provided, EtC. ... 11-C-9;
Supported Employment CIOSUresS............ccoeeeeeeeeeeeeeeeeeen 11-C-9;
IPE-3 Employment Plan Review/Amendment........................ 1-C-4;
Based on the Results of This Revision .........ccoccevvevvvenneen. I1-C-5;
NEXt REVIEW DALE ....oviieei et e e I1-C-5;
Reason for REVISION .........oiu i 11-C-5;
VI IY=T o I Lo - | T 1-C-4;
Revised GOal Date.......ooeuieeeieeeieeee e I1-C-5;
= 1 N 11-C-4;
PUIPOSE ..o 11-C-4;
SIGNATUIES....ceviiiii i II-C-6
Individuals Who Are Blind.........coouiieiiiiiiieeeeee e, I-A-1, B.;
Instructions for Authorizations and Billings (R-450)
See AULNOMTZAtIONS ...t I-E;
Instructions for Completion of Financial Inventory
See Financial INVeNtOry ....ccoooeivvivieiiccei e 11-D;

lowa Industrial Commissioner Application For

Rehabilitation Benefit Form 100B: ........ccoviviiiviiiiiiiiiiiieeens -G-1;
Completing Identification Information ..............cccccceeeiieiennnnnns -G-1, [;
Obtaining Employer Signatures: .........cccevveeeervveviviiiinneeeeneeenenns -G-1, I. B.;
Employer Options..........coouiiiiiiiieeiieeccee e II-G-1, I. B.;
VR Client SIgNature.........ccooiveiiiiiiiie e -G-1, I. A.;
Weekly Vocational Rehabilitation Supplement ....................... I-G-1;

September, 2009

lowa

Vocational
Rehabilitation

Services



Index — 11

Job Coach/Job Coaching ... -C-2;
Joint Statement of Principles of Cooperation Between The

Veterans Affairs Regional Office and IVRS I-K-1
MAINTENANCE ...ttt neennnee lI-E-3;
MAYO ClHINIC .eeiiiiiiiiiie e [l-A-1, D;
Medical Diagnostic and Treatment Authorizations and Fees:lll-A-1;

Assessment of Current General Health Status ...................... -A-1, A.;

Exams/Services not covered by UCR .........ccccoeiiiieiiiiiiininnnnn. -A-2, G.;

DTUG S e e n-A-2, G.1.;
ProStheSIS .ouceiiecee e I-A-3, 2;
XoRAYS ittt -A-3, 3;

Local Mental Health Center: .......o.vveevvieieee e -A-2, F.;
Diagnostic Evaluation...............ueoiiieeeiieiiiiiiieee e Hn-A-2, F.1.;
SUMMATrY REPOIS ...ttt I-A-2, F.3.;
TrEAtMENT SEIVICES . ittt e I-A-2, F.2;

Clients Residing Outside Customary Area................. -A-2, F.2;
MULUAL CHENES ..uieiieee e H-A-2, F.2;

Mayo CliNiC RECOMAS.......uceiiiieiiieeiiccee e I-A-1, D.;

Missed ApPOINTMENLS ......iii i e -A-2, E.;

Psychological Testing and Evaluation...............ccccccevvvvvvvnnnnnn. l-A-1, B;

University of lowa Hospitals and Clinics Records .................. I-A-1, C.;

MEAICAI FES.. .ot e e "-A, 1;
MediCal RECOTAS ..ouiiiii i e s I-E-1 - I-E-7; 1-J-1;

11-B-1

Mental Health Records (see Confidentiality)..........ccccoceeeiiinis I-E-6. d, 1I-B-2. (13);
Missed APPOINTMENTS .......cevvieiiii e e e e e eeeees H-A-2, E.;

Order of Case Filing: (from top down).......coooeviviiiiiiiiiee, lI-A-3;

PASS (Plan to Achieve Self-Support) ...cccoeeeeeeiiiiiiiiiiineeeeeeeens I-D-1. A;
Purchase PrinCiples: ... I-B;

[tems Needed to DO JOD . ...oeniieeeeee e I-B-1, A.1., &B.2.;

Most Economic AREIMAatiVE ........cevnvieniiiiiieeee e I-B-1, A.3.;

Most Economic [tem/Model...........ooeenvieiiiiiiiiiiiiieeieeeee, I-B-1, A.2., & B.2.;

Paying for Additional Features..............ccoovvvviiiiieie e, I-B-1, A.1;

Replacement Items/Models or Upgrades.........cccooeeevvveinnnnnnnn. I-B-1, A.4.;

R-406 (see Financial Participation) ........cccceeeeiiiiiiiiiiiii e, I1-D-1, A;
R-407 (see Release of Information)..............ccccevvvvueimiiiiiiinnnnnnnns [I-B-1 — 1I-B-3;
R-450 (see Authorization) .......cccoooeeeiiiiiiiiie e lI-E-1 — ll-E-8;
Release of Information (ROI) -- See Confidentiality............... I-E-1;
REPOSSESSION ittt e e e eaane I-E-7;

Requesting Information from University of lowa Hospitals

= 1o B O 11 o T2 I-A-1, C;
Rights and Responsibilities (see IPE-1) .........cccccvviviviiiiiinnnnns lI-C-1;
Safety and Security RiSKS .....ccooiiiiiiii e I-A-1, C.;
May, 2010
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ST RV ToT <Y B L= | < I1-E-8;
Services Must be Authorized: ..........cooeeviiiiiiiieee, I-E-8;
Hourly or Daily ........oucoeiiiiiiicee e, lI-E-8;
Medical Records and EXamsS.........covvvvvveiiiiieineiieeeeeeneenn I1-E-8;
MONENIY Lo I1-E-8;
ONE TIME PUICNASE ....ceeiieeeeeeee e I1-E-8;
OUICOME BASEA ... I1-E-8;
B 0 11 (o) o I I1-E-8;
WEEKIY .. e I1-E-8;
Serving Students in High School:...........cccoooiiii I-C;
A e I-C-1, B.;
(O [0 =1 U] (TP I-C-2, F.;
Disability Significance Category and Status...................vvuunn. I-C-1, C,;
Employment Plan ...........cooiiiiiiiicie e I-C-1, D.;
RETEITAL ..o I-C-1, A;;
Services Prior to Graduation ..........c.vveeeeeeeeee e eeenns I-C-1, E;
SSA — Medical INformation ........ccooouuviviiiiiiiece e, -J-1
Supported EMpPloYMENt........cceeiiiiiiiiiicies e l-c-1-2;
UNMEE NEEA ... et eaas 11-A-4;
Utilization of Non-IVRS Community Rehabilitation ................ -C-1;
Programs (See Community Rehabilitation Programs)
Various AQreEMENTS .....uiuii it I-K-1
VA — Medical Information.........cooiieiiieiiiiiii e -J-1
Work Opportunity Tax Credit........cooviiiiiiiiiieea 11-J-1, lI-A-1

September, 2014
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