RECORD REVIEW FORM

Responsible Staff Codes: C = Counselor; R = Rehab. Reps; T = VR Techs; P = Placement 

Record #/Consumer Name: _________________________________   Office /Caseload #/ Staff: ________________________________
Reviewer: 

Date: 



	Resp.
Staff
	Eligibility
	Meets Standard
	Working Toward Standard
	Does Not Meet Standard


	N/A


	Reviewer’s Comments

	Quality Measures:  Rating Key:   Meets Standard,  Working Toward Standard, Does Not Meet Standard (Check rating that applies)

	C 

R

T


	1. For individuals eligible for SSI or SSDI based on their own disability and who have not yet reached full retirement age, the existence of an impairment, a substantial impediment to employment and the requirement for VR services were presumed
	
	
	
	
	

	C
	2. The record of service supports the decision that the impairment currently results in a substantial impediment to employment 

	
	
	
	
	

	C
	3. The record of service supports that the applicant requires Vocational Rehabilitation Services to prepare for, secure, retain, or regain employment.


	
	
	
	
	

	C

R 

T
	4. The eligibility decision was made in a timely manner but no longer than 60 days after the application was submitted.
	
	
	
	
	

	C
	5. If the counselor has determined that it is necessary to explore, through trial work or extended evaluation, the individual’s abilities, capabilities and capacity to benefit from vocational rehabilitation services in terms of an employment outcome, the decision was made within 60 days from the date the application was received, and is supported by information in the record of service.
	
	
	
	
	


	Compliance Measures
	Yes
	No
	N/A

	C R T
	1. Evidence of a physical or mental impairment exists in the record of service before the eligibility determination.
	
	
	

	C
	2. Eligibility was based on a review and assessment of existing information.
	
	
	

	C R T
	3. If existing information was not current or was unavailable, insufficient, or inappropriate to make an eligibility determination, additional data were obtained and assessed.
	
	
	

	C R T
	4. If there are exceptional and unforeseen circumstances that led the counselor and applicant to agree on a specified time beyond 60 days from the date the application was received, there is documentation in the record of the agreed upon extension. 
	
	
	

	C R T
	5. The record of service reflects that the applicant was given an opportunity to be seen by Vocational Rehabilitation Services staff to initiate an assessment for determining eligibility and priority for services within 10 business days of receipt of application.
	
	
	

	Additional Eligibility Comments

	


	Resp.
Staff
	Trial Work or Extended Evaluation
	Meets Standard
	Working Toward Standard
	Does Not Meet Standard


	N/A


	Reviewer’s Comments

	Quality Measures:  Rating Key:   Meets Standard,  Working Toward Standard, Does Not Meet Standard (Check rating that applies)

	C
	1. Trial work experiences or extended evaluation activities are of sufficient variety and over a sufficient period of time for the agency to determine that either:
· There is sufficient evidence to conclude that the individual can benefit from the provision of Vocational Rehabilitation Services in terms of an employment outcome; or

· There is clear and convincing evidence that the individual is incapable of benefiting from Vocational Rehabilitation Services in terms of an employment outcome due to the severity of the individual’s disability.
	
	
	
	
	

	Compliance Measures
	Yes
	No
	N/A

	C
	1. A written trial work plan or extended evaluation plan is developed outlining the services necessary to determine eligibility.
	
	
	

	C
	2. Trial work experiences are provided in the most integrated settings possible, consistent with the individual’s informed choice and rehabilitation needs.
	
	
	

	Additional Trial Work or Extended Evaluation Comments

	


	Resp.
Staff
	Priority for Services
	Meets Standard
	Working Toward Standard
	Does Not Meet Standard


	N/A


	Reviewer’s Comments

	Quality Measures:  Rating Key:   Meets Standard,  Working Toward Standard, Does Not Meet Standard (Check rating that applies)

	C
	1. Individuals eligible for SSI or SSDI benefits based on their own disability and who have not yet reached full retirement age were presumed to have a serious functional limitation in at least one area.
	
	
	
	
	

	C
	2. The record of service has information which supports the decision that the impairment is significant (severe).
	
	
	
	
	

	C
	3. Each functional limitation area identified as serious on the Priority for Services form must be supported by information in the record.
	
	
	
	
	

	C
	4. The Priority for Services form includes all areas of serious functional limitation that are supported by the information in the record (i.e. none are missed).
	
	
	
	
	

	C
	5. The record of service supports the need for multiple services over an extended period of time.
	
	
	
	
	

	Additional Priority For Services Comments

	


	Resp.

Staff
	Assessment of VR Needs
	Meets Standard
	Working Toward Standard
	Does Not Meet Standard


	N/A


	Reviewer’s Comments

	Quality Measures:  Rating Key:   Meets Standard,  Working Toward Standard, Does Not Meet Standard (Check rating that applies)

	C
	1. The record of service provides the Vocational Rehabilitation Services counselor’s professional analysis of factors that affect the employment and rehabilitation needs and strengths of the consumer, including the vocational implications of pertinent medical, psychological, vocational, educational, cultural, social, recreational, environmental, and other relevant factors.
	
	
	
	
	

	C
	2. The assessment of vocational rehabilitation needs is adequate to develop a job goal and the nature and scope of services based on available information.
	
	
	
	
	

	Compliance Measures
	Yes
	No
	N/A

	C 

R

 T
	1. The consumer was given written information during plan development regarding his/her options for the development of the Employment Plan. The consumer was also given written information regarding: what must be included on the Employment Plan, how CFP is determined, information regarding the availability of assistance in completing the EP form, a description of the rights and remedies available to the consumer, and information about the availability of the Client Assistance Project and how to contact them. If the consumer is eligible for SSI or SSDI benefits based on his/her own disability, the person must also be given information about work incentives and the availability of work incentives planning and assistance services.
	
	
	

	C
	2. The record of service reflects that information from other programs and providers such as information from school staff, social workers, physicians, psychologists, Employment Networks and the Social Security Administration, and information provided by the individual, and family if appropriate, was used to the maximum extent possible.
	
	
	

	C
	3. The record of service reflects assessment activities were conducted in the most integrated settings possible.
	
	
	


	Additional Assessment of VR Needs Comments

	

	Resp.
Staff
	Employment Plan
	Meets Standard
	Working Toward Standard
	Does Not Meet Standard


	N/A


	Reviewer’s Comments

	Quality Measures:  Rating Key:   Meets Standard,  Working Toward Standard, Does Not Meet Standard (Check rating that applies)

	C
	1. The Employment Plan is developed as early as possible but no later than 150 days from the date the consumer enters a planning status.
	
	
	
	
	

	C
	2. The job goal is likely to result in an employment outcome and is consistent with the unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice of the consumer, to the maximum extent appropriate.
	
	
	
	
	

	C
	3. Services planned are necessary to achieve the job goal, consistent with the assessment findings and other relevant information in the record of service.
	
	
	
	
	

	C
	4. The Plan includes a description of the specific rehabilitation services that are needed to achieve the job goal based on the information available at the time the Employment Plan is written
	
	
	
	
	

	C R T P
	5. Services were implemented in a timely manner.
	
	
	
	
	

	C
	6. The Employment Plan includes criteria to evaluate progress toward achievement of the job goal.
	
	
	
	
	


	Compliance Measures
	Yes
	No
	N/A

	C
	1. The Employment Plan, including any amendments, is signed by the consumer, or as appropriate, his/her authorized representative, and the Vocational Rehabilitation Services counselor.
	
	
	

	C
	2. The Plan is expected to result in employment in an integrated setting.
	
	
	

	C R T P
	3. Service providers are correctly identified for each service.
	
	
	

	C
	4. The Employment Plan was amended as necessary.
	
	
	

	C R T P
	5. The Plan includes, as appropriate, any services that will be needed during the time after the individual starts employment but prior to closing the record of service; a description of the terms and conditions for the provision of those services and; how they will be provided and arranged.
	
	
	

	C
	6. If the Employment Plan is for supported employment, there is an Employment Plan supplement for S.E.
	
	
	

	C
	7. The Employment Plan is reviewed at least annually with the consumer or his/her authorized representative.
	
	
	

	C R T
	8. If the Employment Plan includes post secondary training, there is a signed Post Secondary Supplement.
	
	
	

	Additional Employment Plan Comments

	


	Resp.
Staff
	School-To-Work Transition Services
	Meets Standard
	Working Toward Standard
	Does Not Meet Standard


	N/A


	Reviewer’s Comments

	Quality Measures:  Rating Key:   Meets Standard,  Working Toward Standard, Does Not Meet Standard (Check rating that applies)

	C
	1. An Employment Plan was developed and approved as early as possible, but no later than 150 days of the student entering a planning status or by the time the student leaves the school setting, whichever occurs first. 
	
	
	
	
	

	C
	2. The Employment Plan includes those services that Vocational Rehabilitation Services will provide while the student is in school.
	
	
	
	
	

	C
	3. The Employment Plan was developed in consideration of the student’s IEP and coordinated with the IEP in terms of goals, objectives and services identified in the IEP that facilitate an employment outcome.
	
	
	
	
	

	Additional School-To-Work Transition Services Comments

	


	Resp.
Staff
	Informed Choice
	Meets Standard
	Working Toward Standard
	Does Not Meet Standard


	N/A


	Reviewer’s Comments

	Quality Measures:  Rating Key:   Meets Standard,  Working Toward Standard, Does Not Meet Standard (Check rating that applies)

	C R T P
	1. The record of service contains a description of the information the individual considered making his or her informed choice regarding the need for and nature of assessment services, employment goal, services, and providers; and the nature and content of the discussion that Vocational Rehabilitation Services staff and the consumer had regarding it; and a description of how or why an individual made his/her choices.
	
	
	
	
	

	C
	2. Whenever a counselor cannot support a consumer’s choices, the record reflects the reasons for the counselor’s decision and that the consumer was given information about his/her appeal rights and the availability of the Client Assistance Project.
	
	
	
	
	

	Compliance Measures
	Yes
	No
	N/A

	C R T
	1. If there was a referral made for psychological services, the Psychological Evaluation Guide was given to the consumer.
	
	
	
	

	Additional Informed Choice Comments

	



	Data Practices
Compliance Measures
	Yes
	No
	N/A
	

	C R T 
	1. There is evidence that a Tennessen notice has been given whenever consumers are asked to supply Vocational Rehabilitation Services with data concerning themselves.
	
	
	

	C R T P
	2. Informed written consent is documented in record whenever there is evidence that data has been requested from or disclosed to a third party.
	
	
	

	C R T P
	3. The record contains only information necessary to determine eligibility and priority, and to provide services to the individual.
	
	
	

	C R T P
	4. If the consumer is a minor or under guardianship, documents that require a signature are signed by the parent or guardian.
	
	
	

	Additional Data Practices Comments

	


	Resp.
Staff
	Record of Service
	Meets Standard
	Working Toward Standard
	Does Not Meet Standard


	N/A


	Reviewer’s Comments

	Quality Measures:  Rating Key:   Meets Standard,  Working Toward Standard, Does Not Meet Standard (Check rating that applies)

	C R T P
	1. The record of service is sufficient to ensure the timely provision of services and to allow for accurate federal and state reporting on the Vocational Rehabilitation Services program.
	
	
	
	
	

	C R T P
	2. The record reflects that the Vocational Rehabilitation Services staff has maintained contact with the individual.
	
	
	
	
	

	C
	3. The record of service contains evidence of vocational rehabilitation counseling by the Vocational Rehabilitation Services counselor, as appropriate to the individual consumer’s needs.
	
	
	
	
	

	C R T P
	4. The record of service documents periodic reviews and evaluation of progress toward achieving the job goal in accordance with established criteria.
	
	
	
	
	

	Compliance Measures
	Yes
	No
	N/A

	C
	1. The record must contain documentation concerning any action or decision resulting from a request by an individual for review of a counselor’s determination (appeal) concerning ineligibility, priority for services, or the furnishing or denial of services.
	
	
	

	Additional Record of Service Comments

	


	Resp.
Staff
	For Records Closed When The Individual Has Achieved An Employment Outcome
	Meets Standard
	Working Toward Standard
	Does Not Meet Standard


	N/A


	Reviewer’s Comments

	Quality Measures:  Rating Key:   Meets Standard,  Working Toward Standard, Does Not Meet Standard (Check rating that applies)

	C
	1. The record of service contains the rationale for closure.
	
	
	
	
	

	C
	2. The record reflects that the consumer and counselor consider the employment to be satisfactory and agree that the individual is performing well on the job.
	
	
	
	
	

	C
	3. Services in the individual's Employment Plan contributed to the achievement of the employment outcome.
	
	
	
	
	

	C
	4. The employment outcome is consistent with the employment goal described in the individual's Employment Plan and the individual’s abilities, capabilities, interests, strengths, resources, priorities, concerns, and informed choice.
	
	
	
	
	

	Compliance Measures
	Yes
	No
	N/A

	C

P
	1. The individual is working in an integrated setting.
	
	
	

	
	2. The record contains verification that:

	C R T P
	a. the individual is compensated at or above minimum wage; and
	
	
	

	C R T P
	b.  that the individual’s wage and level of benefits are not less than that customarily paid by the employer for the same or similar work performed by non-disabled individuals.
	
	
	

	C R T P
	3. The individual has maintained employment for at least 90 days.
	
	
	

	C R T P
	4. The consumer was notified of the closure and the availability of post employment services.
	
	
	

	
	5. If the outcome is supported employment, the following standards also apply:

	C
	a.  the individual is being paid in accordance with the Fair Labor Standards Act;


	
	
	

	C
	b.  if the individual is earning less than minimum wage, the record has evidence that the individual is “working toward” minimum wage;
	
	
	

	C
	c.  the individual is working the maximum number of hours possible based on the unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice;
	
	
	

	C
	d.  the individual has stabilized on the job; and
	
	
	

	C
	e.   the transition to extended ongoing supports has occurred.
	
	
	

	Additional Comments Closed After Achieved Employment Outcome Comments

	


	Resp.
Staff
	For Records Closed As Not Interested, Not Cooperative, Otherwise Unavailable For Services, Or When Resources For Necessary Ongoing Support Services For Supported Employment Are Not Available
	Meets Standard
	Working Toward Standard
	Does Not Meet Standard


	N/A


	Reviewer’s Comments

	Quality Measures:  Rating Key:   Meets Standard,  Working Toward Standard, Does Not Meet Standard (Check rating that applies)

	C R T P
	1. The record of service contains the rationale for closure.
	
	
	
	
	

	C R T P
	2. For records closed as not interested, not cooperating or otherwise unavailable for services, timely and sufficient efforts have been made to contact or engage the individual in services.
	
	
	
	
	

	C R T P
	3. When a record is closed because of the consumer’s failure to cooperate with those things that are necessary to achieve an employment outcome, the record must reflect that the consumer was informed of the things he/she needed to do, and that the record would be closed if he/she does not cooperate.
	
	
	
	
	

	C R T P
	4. For records closed when resources for necessary ongoing support services for supported employment are not available, the record reflects reasonable efforts were made to assist the consumer to seek ongoing supports and that the consumer or, as appropriate, the individual’s representative, was given an opportunity for full consultation prior to the closure decision.
	
	
	
	
	

	Additional Closed Not interested…Comments

	

	Resp.
Staff
	For Records Closed Ineligible
	Meets Standard
	Working Toward Standard
	Does Not Meet Standard


	N/A


	Reviewer’s Comments

	Quality Measures:  Rating Key:   Meets Standard,  Working Toward Standard, Does Not Meet Standard (Check rating that applies)

	C
	1. The record of service contains the rationale and supporting documentation for the ineligibility decision.


	
	
	
	
	

	C
	2. The consumer or, where appropriate, the individual’s representative, had the opportunity for consultation prior to the closure decision.
	
	
	
	
	

	C
	3. For ineligibility closures due to the severity of the impairment, the record must contain clear and convincing evidence that the person cannot benefit from services in terms of achieving an employment outcome. 
	
	
	
	
	

	Compliance Measures
	Yes
	No
	N/A

	
	1. Written notification was given and includes: 

	C
	a.  The reasons for the ineligibility decision; 
	
	
	

	C
	b.  Information about the individual’s appeal rights;
	
	
	

	C
	c.  Information about the Client Assistance Project and how to contact CAP; and 
	
	
	

	C
	d. Referral to other programs that can address the person’s employment needs.
	
	
	

	Additional Closed Ineligible Comments

	


DEED 70562-15 (04/2011)


