Process Checklist for TAP/IVRS Referrals
Participant: _________________________

Core Area 1: Referral and Eligibility Services

1. Referrals from CFHS are sent to IVRS 
2. IVRS emails names of referrals to TAP

3. TAP enters all referrals on the matrix

4. IVRS contacts referrals and schedules intake meetings

5. IVRS notifies TAP of intake date for TAP/VR referrals

6. TAP attends intakes for TAP/VR referrals (roster teacher name)
7. TAP gathers assessment information for IVRS eligibility (60 days from date of intake):
a. ITED scores, class schedule, grade transcript, Casey Life Skills, Collaborative Assessment of Student Performance
8. IVRS emails case file number to TAP

9. IVRS gives copy of application to TAP
10. TAP gives a copy of assessments to IVRS to assist with eligibility determination within 60 days of intake
11. IVRS determines eligibility and emails TAP (eligibility date, waiting list category)
12. IVRS provides copy of eligibility form (R-413 Face Sheet) to TAP

13. If student is placed on IVRS waiting list, no services are provided until the student is released from the IVRS waiting list
Core Area 2: Assessment and Diagnostic Services

1. IVRS emails TAP when student is released from waiting list (provide date)
2. TAP has 120 days to gather and complete extended assessments and provide to IVRS for plan development (varies by student; examples include I Have a Plan, job shadows, informational interviews, COMPASS test results, job seeking skills info)
3. IVRS develops employment plan (IPE-2) and provides copy to TAP

4. TAP enters information on matrix 

Core Area 3: Individualized Plan for Employment Implementation

1. IVRS emails SOC goal to TAP
2. IVRS will provide TAP copies of IPE-3 as completed 
3. TAP will provide IVRS with employment information (employer name and address, position, date employment begins, weekly hours, and wage)
4. IVRS will email TAP with SOC goal obtained

5. IVRS will provide TAP with copy of closure form (IPE-3C)

