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ELIGIBILITY Quality Measures
Standard 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.

The record of service meets standard if:

SSA benefits were promptly verified, an eligibility certificate was completed in WF1 and the consumer was notified within 10 business days of verification of eligibility for SSA benefits.

Look for a TTW, verification from DDS (only if eligibility is prior to December 1, 2008), case note containing the WF1 Query Report verifying eligibility for benefits (only if eligibility is prior to December 20, 2012), a completed SSA verification case note template in WF1 (only if eligibility is completed on or after December 20, 2012), copy of Disability Benefits 101 (DB101) Benefits Look-Up worksheet, copy of Medicare card, Maxis verification from the county (only for SSI) or a copy of the letter the consumer received awarding disability benefits.
The record of service does not meet standard if:

Verification was not requested as soon as the consumer reported eligibility for benefits (generally after the initial interview) or if the eligibility certificate was not completed and/or the consumer was not notified within 10 business days of the verification being received.
Additionally, this standard is not met if SSA benefits have been verified as soon as the consumer reported eligibility for SSA benefits and the decision made within 60 days but not completed and the consumer notified within 10 business days of verification.
Note NA in the comment section and do not asses this standard for quality if there is documentation in the record that the individual may be incapable of benefiting in terms of an employment outcome from the provision of vocational rehabilitation services due to the severity of the individual’s disability, the person does not have the legal right to work in the country, the person is eligible for SSA benefits but has reached full retirement age, or if verification was requested in a timely manner but medical records arrived and were used to determine eligibility before the verification.

See Chapter 1: Qualifying for Services for information about what constitutes clear and convincing evidence.

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

A person who is eligible for SSI or SSDI benefits and has not yet reached full retirement age is presumed to have a substantial impediment to employment.

The completed Eligibility form reflects the counselor’s decision but does not by itself provide support for the areas of impediment checked
Impediment to employment must result from the impairment(s). If difficulty getting or holding a job results from something other than an impairment, a substantial impediment to employment is not established.

Reports documenting the impairment do not need to specify the employment limitations. This is a decision made by the counselor.
A record of service meets standard if:

The identified impediment(s) to employment are consistent with case notes and med/psych reports. There is support either in the case notes or elsewhere in the record (i.e., medical or psychological records) that support the substantial impediment.

The record reflects the individual’s, or as appropriate, the family, guardian, or others most familiar with the consumer, opinions as to how the impairment(s) affects the individual in terms of employment.

A record of service is working toward standard if:

The reviewer can identify an impediment to employment resulting from the impairment(s) but it is unclear from the record that a substantial impediment exists.

A record of service does not meet standard if:

No substantial impediment to employment can be identified.

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

The decision that the individual requires Vocational Rehabilitation Services must be made by the Vocational Rehabilitation Services counselor.
An individual eligible for SSI or SSDI benefits based on his/her own disability and has not yet reached full retirement age is presumed to require Vocational Rehabilitation Services.
The record of service meets standard if:
The record reflects that the applicant needs specialized vocational services beyond what is available to the general public or through other programs.

The record of service is working toward standard if:

The documentation is incomplete but the reviewer can identify that the applicant may require vocational rehabilitation services to prepare for, secure, retain, or regain employment.

The record of service does not meet standard if:

The need for vocational rehabilitation services cannot be identified.

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

An application is considered to have been submitted when the agency receives the completed application form.
The record of service meets standard if:
The decision was made in a timely manner after sufficient information was gathered to make an eligibility determination.
A timely decision is when the decision was made within 10 business days of receiving sufficient information, including a diagnostic interview, not to exceed 60 days from the date of application. This includes notifying the consumer of his/her eligibility status.
Compare the date stamp (or date the application was signed if not date stamped) to the date of the eligibility decision as reflected both on the certificate of eligibility and the date recorded in WF1.

The record of service is working toward standard if:
The decision was made within 60 days but not completed within 10 business days of receiving sufficient information, including a diagnostic interview. This includes notifying the consumer of his/her eligibility status.
The record of service does not meet standard if:
The eligibility decision exceeds 60 days or the information was not requested or there is no evidence of follow up with the provider when information was not received promptly.
Note NA in the comment section and do not asses this standard for quality if the reason for the delay is that the individual did not keep scheduled appointments for orientation or initial interview.
Note NA in the comment section and do not asses this standard for quality if the record documents exceptional and unforeseen circumstances that led the counselor and applicant to agree on a specified time beyond 60 days. Describe the circumstances under comments.

Note NA in the comment section and do not asses this standard for quality if the counselor is exploring the individual’s abilities, capabilities and capacity to benefit from Vocational Rehabilitation Services in terms of an employment outcome.

Standard 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.
The record of service meets standard if:
The decision was made within 60 days from the date the application was received.
The record of service does not meet standard if:
The decision was not made within 60 days from the date the application was received.
ELIGIBILITY COMPLIANCE MEASURES
Standard 6: Evidence of a physical or mental impairment exists in the record of service before the eligibility determination.

Check Yes if there is evidence of an impairment and the information was in the record prior to the date on the eligibility certificate. For a detailed list of professionals qualified to document an impairment, refer to Chapter 1: Qualifying for Services.

There are no absolute time lines for the currency of medical or psychological information, including an IEP, but the counselor must determine if existing information is sufficiently current to establish an impairment. Unstable or fluctuating impairments will need more recent reports. Particular attention must be paid to impairments that may improve over time or with intervention.

A blind MMPI or LD test scores or other testing alone is not a sufficient basis for a diagnosis by anyone who has not seen the individual.

BIF (borderline intellectual functioning) by itself is NOT an impairment. However, in many instances the combination of IQ at the lowest end of the normal range and deficits in adaptive behavior may result in a determination by a clinician that a person has an impairment.

A statement of “possible” or “probable” or “rule out” by a clinician is not acceptable for a diagnosis. A “provisional” diagnosis is acceptable.
Standard 7: Eligibility was based on a review and assessment of existing information.

An applicant should not be required to participate in additional diagnostic activity for purposes of determining if the person qualifies for services, if existing information is adequate to make the decision.

For example, a psychological evaluation should not be obtained to diagnose an impairment if the individual has a treating psychologist or psychiatrist who can provide a report unless there is rationale in the record as to why it was needed.
Use NA if additional information was needed.

Standard 8: If existing information was not current or was unavailable, insufficient, or inappropriate to make an eligibility determination, additional data were obtained and assessed.

Any new information that is gathered must be for the purpose of determining eligibility.
Standard 9: 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.

Check Yes if the record documents that the consumer agreed to the extension, shows the reason for the extension, and includes a date by which the decision will be made.

Check No if there is no documentation of an agreement to extend the 60 days. Check No if there were no exceptional or unforeseen circumstances.

Check NA if this doesn’t apply. Check N/A if the decision was made within 60 days from the date the application was received.
Standard 10: 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.
Check Yes if there was a good faith effort was made to give the individual the opportunity to meet with Vocational Rehabilitation Services staff.

Trial Work or extended evaluation Quality measures
Standard 11:  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 for benefiting from vocational rehabilitation services in terms of an employment outcome due to the severity of the individual’s disability.

The record of service meets standard if:

Trial work experiences or extended evaluation activities were of sufficient variety and over a sufficient period of time to conclude that the individual can or cannot benefit from the provision of vocational rehabilitation services in terms of an employment outcome  

The record of service is working toward standard if:

Trial work experience(s) or extended evaluation activities provided some but not sufficient evidence to conclude that the individual can or cannot benefit from the provision of vocational rehabilitation services in terms of an employment outcome 

The record of service does not meet standard if:

There is no evidence that trial work or extended evaluation activities were provided or there is insufficient evidence to conclude that the individual can or cannot benefit from the provision of vocational rehabilitation services in terms of an employment outcome.
TRIAL WORK OR EXTENDED EVALUATION COMPLIANCE MEASURES
Standard 12: A written trial work plan or extended evaluation plan is developed outlining the services necessary to determine eligibility.

See Chapter 1: Qualifying for Services for further information about trial work and extended evaluation.

Standard 13: Trial work experiences are provided in the most integrated settings possible, consistent with the individual’s informed choice and rehabilitation needs.

Check N/A if extended evaluation was used.
Priority For Services Quality Measures
Standard 14: 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.
The record of service meets standard if: 
At least one area is checked on the Priority for Services Form.
The record of service does not meet standard if:

At least one area was not checked when social security benefits have been verified.

If the reasons for not presuming at least one SFL is related to closed priority categories make a notation of this in the comments section.
Standard 15: The record of service has information which supports the decision that the impairment is significant (severe).

The record of service meets standard if: 

All the serious limitations identified are due to a significant physical or mental impairment.
The record of service does not meet standard if:

Any serious limitations identified are not the result of a significant physical or mental impairment but instead are the result of external factors such as geographical location, poor public transportation, poor labor market, language barriers or lack of training.

Guidance as to what constitutes a serious functional limitation is in the Policy Manual in Chapter 1: Qualifying for Services.

Standard 16: Each functional limitation area identified as serious on the Priority for Services form must be supported by information in the record.

The completed Priority for Services form reflects the counselor’s decision but does not by itself provide support for the SFL’s checked.

The record of service meets standard if:

The record contains documentation supporting all SFL’s checked either in case notes or elsewhere in the record (i.e., medical or psychological records).
The record of service is working toward standard if:

The record supports one but not all areas of limitation identified.
Make a notation in the comments section regarding which area(s) of limitation are not supported.

The record of service does not meet standard if:

The record does not support the areas of SFL.
Make a notation in the comments section regarding which area(s) are not supported that includes the basis for why the reviewer thinks an area should not have been checked.
Standard 17: 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).

If new information which documents additional serious functional limitations is obtained after the initial priority decision, the counselor should amend the Priority for Services form in WF1.
The record of service meets standard if:

The Priority for Services form includes all areas of SFL that are supported by information in the record.

The record of service is working toward standard if:

The record suggests support for an SFL not identified but additional information is missing to fully answer the question about whether or not there is a serious functional limitation in that area.
Comment on the area(s) in question

The record of service does not meet standard if:

The record has support for areas of SFL not identified on the form.
Comment on which area(s) is supported but not identified with a brief explanation that includes the basis for why the reviewer thinks an area should have been checked.
Standard 18: The record of service supports the need for multiple services over an extended period of time.
The record of service meets standard if:

The reviewer can identify the need for multiple services.
The record of service is working toward standard if:

The record suggests at least the possibility that multiple services are required but the counselor has not provided the rationale for the need for multiple services if the case record information leaves this in question.

The record of service does not meet standard if:

The reviewer is unable to identify the need for multiple services.
Assessment Of Vr Needs Quality Measures
Standard 19: 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.

Counselor’s assessment can be recorded in on-going case notes, or as a “stand alone” format.
Assessment findings must reflect the consumer's interests and strengths as well as barriers and limitations.

Assessment findings of the counselor must describe the vocational implications of the relevant factors.

Just having assessment reports or summarizing the reports (e.g. school records, test results, etcetera) in the record is not sufficient to meet this standard. The counselor needs to analyze relevant data for Plan development.

Examples:

· “High interest scores in science areas on the SCII support the job goal.”

· “Because of his lifting limits Bill will need a hoist as an accommodation to reach his desired job goal of small engine mechanic."

Current or previous significant vocational experience should always be used in describing the barriers to employment and/or the client’s assets and strengths.
“Related factors” need to be addressed to the extent that they are significant, as reflected in other record of service information. Transferable skills, work behaviors, income needs, transportation, education or academic achievement... many others. If a person has a work history, the issue of transferable skills usually needs to be addressed. “Related factors” may be barriers to employment, or assets or strengths for the client, and should be addressed as appropriate.
The record of service meets standard if:

The record reflects a thorough analysis by the counselor of the factors affecting employment based on relevant information available at the time. This analysis should include, as appropriate, the vocational implications of relevant medical, psychological, vocational, educational, cultural, social, recreational, environmental and other relevant factors. In addition the assessment should include an analysis of the strengths and rehabilitation needs of the consumer.
The record of service is working toward standard if:

The assessment is missing one or more elements of a thorough analysis based on relevant information available at the time. For example, a record of service would be working toward meeting this standard if there is a thorough analysis of vocational implications but there is no analysis of consumer strengths and/or rehabilitation needs. Similarly, a record of service would be working toward standard if there was an analysis of vocational implications but an analysis of pertinent information is missing (i.e., an analysis of VAS test results).
The record of service does not meet standard if:

There is limited or no analysis of the factors affecting employment and the rehabilitation needs and strengths of the consumer.

Standard 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.
The record of service meets standard if:

The record contains an analysis of the consumer’s interests, the counselor’s professional judgment regarding the viability of the employment goal and an analysis of the current and future labor market for the goals under consideration. In addition, the assessment provides a basis for the nature and scope of Vocational Rehabilitation Services. OR
In instances when the employment goal is being assessed through an employment plan, the record contains an analysis of the consumer’s interests and the counselor’s professional judgment regarding the viability of the employment goal based on relevant information available at the time. In addition, the assessment provides a basis for the nature and scope of Vocational Rehabilitation Services.
The record of service is working toward standard if:

One or more of the elements listed above are missing from the assessment.

The record of service does not meet standard if:

There is no rationale for the employment goal or nature and scope of service.
ASSESSMENT OF VR NEEDS COMPLIANCE MEASURES

Standard 20: 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 written information about work incentives and the availability of work incentives planning and assistance services.
If the Employment Plan was signed on or after September 1, 2008, check Yes if the record reflects that the consumer was given a copy of the “Developing Your Employment Plan” information sheet. Look for a case note, or a letter to the consumer indicating the enclosure of the sheet.

If the Employment Plan was signed before September 1, 2008, check Yes if the record reflects that the consumer was given a copy of the “Developing Your Employment Plan” information sheet and there is additional documentation in the record that work incentives and the availability of work incentives planning and assistance services were discussed with the consumer.

Standard 21: 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.

Standard 22: The record of service reflects that assessment activities were conducted in the most integrated settings possible.

Check Yes if an integrated setting was used or if the rationale for a non-integrated setting is apparent and appropriate.

Note NA in the comment section if no assessment activity beyond the counselor’s assessment was needed.

Employment Plan quality measures

Standard 23: The Employment Plan is developed as early as possible but no later than 150 days from the date the consumer enters a planning status.
The record of service meets standard if:
The Employment Plan was developed and approved as early as possible but no later than 150 days from the date the consumer enters a planning status.
The record of service is working toward standard if:

The Employment Plan was developed and approved within 150 days but there was sufficient information to support the earlier development and approval of the Employment Plan.

The record of service does not meet standard if:
It is apparent that all assessments have been complete and there is an unexplained delay in writing and approving a Plan.

Effective July 1, 2010:  Planning activity is not considered an acceptable reason for plan completion taking longer than 150 days.

Note NA in the comment section and do not asses this standard for quality if the reasons for the delay are beyond the agency’s control. For example, the individual did not keep scheduled appointments for assessment and plan development activity. Another example would be those instances when there is little to no information about the consumer and/or a potential job goal and the required assessment services are not available in a timely manner at the provider of the client’s choice. Describe the circumstances under comments.

Standard 24: 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.

The job goal should be as specific as possible. In some cases, especially transition cases, it may be appropriate to list a broader field of jobs, or several titles of related jobs. Whatever is listed needs to be consistent with the assessment of VR needs.

The terms “competitive employment,” “supported employment” or” self-employment" by themselves do not meet the requirement to state the job goal.
The record of service meets standard if:

The employment outcome is consistent with the assessment information in the record of service. If there is an apparent inconsistency, it has been resolved satisfactorily in the counselor's written rationale.

The record of service is working toward standard if:

The consistency of the employment outcome with the assessment information cannot be determined because one or more key elements in the assessment of VR needs has not been addressed. The counselor has provided some rationale for any inconsistency but the rationale is incomplete.
The record of service does not meet standard if:
The employment outcome is inconsistent with the assessment information in the record of service. Additionally, this standard is not met if the job goal is not likely to result in an employment outcome.
Check N/A in instances when the employment goal is being assessed through an employment plan and it is unclear if the employment goal will result in an employment outcome and whether the goal is consistent with the unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice of the consumer, to the maximum extent appropriate.
Standard 25: Services planned are necessary to achieve the job goal, consistent with the assessment findings and other relevant information in the record of service.

A service may address more than one barrier to employment.

For sobriety, mental health and medical maintenance, especially where there are no services purchased, provided or arranged by Vocational Rehabilitation Services, these activities may be listed under “client responsibilities” or under “services or benefits from other programs” on the Employment Plan (instead of as “services needed to reach my job goal”).
The record of service meets standard if:

The basis for all services listed on the Employment Plan has been substantiated in the record of service.

If record of service information appears to contraindicate any of the services provided, the counselor has provided rationale in case notes to explain the basis for providing the service(s).

The record of service does not meet standard if:

The record of service does not provide the basis for a service listed on the Employment Plan.
Standard 26: 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.
The record of service meets standard if:

All services that appear necessary at the time the Employment Plan is written are included in the Employment Plan.

The record of service is working toward standard if:

The record of service suggests that a particular service may be necessary but without additional information the reviewer cannot determine if this standard has been met.
Make a comment in the comments sections as to what service seems necessary.
The record of service does not meet standard if:

Services that appear to be needed for the goal to be reached are not included in the Employment Plan. An example would be where job retention issues were identified but are not addressed in the Plan.
Make a comment in the comments sections as to what service seems necessary.
Standard 27: Services were implemented in a timely manner.

The record of service meets standard if:

There were no unnecessary delays in implementing services on the Employment Plan.  If there were delays beyond the agency’s control in implementing services, the record of service provides the rationale for the delay. For example, the individual did not keep scheduled appointments. Another example would be those instances when there is little to no information about the consumer and/or a potential job goal and the required assessment services are not available in a timely manner at the provider of the client’s choice. Describe the circumstances under comments.
The record of service does not meet standard if:

There was an unexplained delay in the delivery of services.
Standard 6:  The Employment Plan includes criteria to evaluate progress toward achievement of the job goal.

Examples of criteria to evaluate progress:

· Grades of "C" or better; complete X credits/semester, and graduate by x/xx/xx.

· Job seeking skills improved; number of employer contacts, and number of job leads; number of complete scheduled interviews completed.

· Adaptive equipment provided will enable the consumer to perform the required work.

The record of service meets standard if:

The criteria are measurable, and are written in language the consumer, or representative, can understand.

The record of service is working toward standard if:

There are criteria listed that only measure the services but not progress toward achieving the job goal.
The record of service does not meet standard if:

A criterion does not measure the consumer’s progress toward achieving the job goal.
EMPLOYMENT PLAN COMPLIANCE MEASURES

Standard 28: The Employment Plan, including any amendments, are signed by the consumer, or as appropriate, his/her authorized representative, and the Vocational Rehabilitation Services counselor.

If a consumer has a legal guardian, the guardian must sign the Plan. The record of service must contain evidence of the guardianship. Some consumers may have a conservator who is legally responsible for signing legal documents.

Minors must have a parent or legal guardian sign for them.

In cases where the consumer has chosen to designate an authorized representative to represent him/her in decisions regarding the development of his/her Employment Plan, the record must contain a signed copy of the “Authorized Representative Designation” form. This designation is made in very few instances. Typically, individuals will have advocates, but rarely do they formally identify someone as their “authorized representative.”
Standard 29: The Plan is expected to result in employment in an integrated setting.

Standard 30: Service providers are correctly identified for each service.

Every service listed on an Employment Plan must have a provider indicated.

Generally the Plan should not be signed until the vendor is known. However; if a service like placement is quite a ways in the future and the need for placement is unknown, such as placement after training, staff can put “to determine need for placement” in the service section (instead of placement) and then put “Vocational Rehabilitation Services” in the service provider section and amend the Plan later when the need is determined and a vendor is chosen.

For contract and biddable goods only, the provider can be identified as “contract vendor” or “bid recipient”. Once the vendor has been determined the Employment Plan does not need to be amended to reflect the provider.

For support services only, when the provider is unknown it is acceptable to identify the responsible party as “consumer’s choice that will meet the required need.”

Standard 31: The Employment Plan was amended as necessary.

The following require an Employment Plan amendment:

· substantive change to the job goal,

· adding a new service,

· substantive change to the vocational rehabilitation service being provided including a change in service provider.

Minor changes such as slight changes in the cost or dates of a service do not require an amendment.

The amendment must be signed by the consumer, or representative, and the counselor.

The record should reflect rationale for the amendment.

Standard 32: 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.

Standard 33: If the Employment Plan is for supported employment, there is an Employment Plan supplement for S.E.

When the individual will need supported employment, the Employment Plan must meet all general Employment Plan requirements, and the Employment Plan Supplement must document:

· the time-limited ongoing services needed from Vocational Rehabilitation Services,

· the extended ongoing services required from non-Vocational Rehabilitation Services resources,

· the extended services provider,

· the basis for the determination that the ongoing support is available,

· the goal for number of hours of work per week,
· if monitoring is to be off-site.

Standard 34: The Employment Plan is reviewed at least annually with the consumer or his/her authorized representative.

Check Yes if the case record reflects that the Vocational Rehabilitation Services counselor and the consumer have reviewed the Plan at least annually. Documentation of this may include regular review of progress and documentation of discussion of progress and goals with case notes.

The regulations require that no more than a year passes before the Employment Plan is reviewed. However, agency staff and the consumer should regularly evaluate whether the goals and services still meet the consumer’s needs.

Standard 35: If the Employment Plan includes post secondary training, there is a signed Post Secondary Supplement.

Check Yes if a copy of the supplement is completed and signed in the record. It does not need to be completed (signed) annually but the record must reflect that it was reviewed annually. The consumer’s signature on the form annually would be one way of documenting the review.
School-To-Work Transition Services quality measures

Standard 36: 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.
The record of service meets standard if:

The Employment Plan was developed as early as possible, but no later than 150 days of entering a planning status or by the time the student leaves the school setting, whichever occurred first.

The record of service does not meet standard if:

The Employment Plan was not developed as early as possible, but no later than 150 days of entering a planning status or by the time the student leaves the school setting, whichever occurred first.

Note NA in the comment section if the reasons for the delay are beyond the agency’s control. For example, the individual did not keep scheduled appointments for assessment activity. Another example would be those instances when there is little to no information about the consumer and/or a potential job goal and the required assessment services are not available in a timely manner at the provider of the client’s choice. Describe the circumstances under comments.

Effective July 1, 2010: Planning activity is not considered an acceptable reason for plan completion taking longer than 150 days.

Standard 37: The Employment Plan includes those services that Vocational Rehabilitation Services will provide while the student is in school.

Examples of services to include on an Employment Plan for students in transition may include the following:

· provide and discuss labor market materials about careers,

· provide information about post secondary training and funding options,

· job shadowing mentoring, or informational interviews,

· information about career fairs,

· determine reasonable accommodations needed,

· evaluate and recommend assistive technology,

· assist with understanding the vocational implications of the disability,

· help in learning self advocacy,

· determine what sets of skills the student has and needs to have prior to graduation,

· provide career counseling to help students select a job goal,

· develop a post High School Employment Plan,

· assess the vocational goal toward making it more specific.

The record of service meets standard if:

If the Employment Plan includes services Vocational Rehabilitation Services will provide during high school.

The record of service does not meet standard if:

If the Employment Plan only has post HS services or only services provided by others.
Note NA in the comment section if no Employment Plan has been written yet.
Standard 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.

The record of service meets standard if:

The Employment Plan includes the services the school will provide that are necessary to achieve the employment goal.

When assessing this standard, the reviewer should review the student’s IEP for vocationally relevant information.

The record of service is working toward standard if:

The Employment Plan includes some of the services the school will provide that are necessary to achieve the employment goal but not all the services that will be provided by the school.

The record of service does not meet standard if:

The Employment Plan includes no services the school will provide that are necessary to achieve the employment goal.
Informed Choice Quality Measures

The signature of the individual on a statement that an informed choice has been made is insufficient documentation without narrative supporting that statement elsewhere in the service record.

Standard 38: 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.

The record of service meets standard if:

The record contains 1) 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; 2) the nature and content of the discussion that Vocational Rehabilitation Services staff and the consumer had regarding it; and 3) a description of how or why an individual made his/her choices.
If assessment beyond what was necessary for eligibility was done, look for case notes that explain the purpose and need for all assessments.

If existing information is inadequate to develop the Employment Plan, there should be evidence in the record of service which shows the consumer had information about assessment options, including options for vendors.

For vendors, the standard is met if there is a note that there is only one vendor available and there is evidence the consumer was informed that he/she has an option to go outside his/her home community to access required services.

The record of service is working toward standard if:

The record contains at least 1 but not all of the following elements:

1) 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; 2) the nature and content of the discussion that Vocational Rehabilitation Services staff and the consumer had regarding it; and 3) a description of how or why an individual made his/her choices.
Make a comment in the comments sections regarding what is missing.
The record of service does not meet standard if:

The record does not contain 1) 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; 2) the nature and content of the discussion that Vocational Rehabilitation Services staff and the consumer had regarding it; and 3) a description of how or why an individual made his/her choices.
Make a comment in the comments sections regarding what is missing.
Standard 39: 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.

The record of service meets standard if:

In instances where a counselor cannot support a consumer’s choice, the record reflects the reasons for the counselor’s decision and that the consumer was given information on his/her appeal rights and the availability of the Client Assistance Project.
The record of service does not meet standard if:

In instances where a counselor cannot support a consumer’s choice, the record does not reflect the reasons for the counselor’s decision and/or the consumer was not given information on his/her appeal rights and the availability of the Client Assistance Project.
INFORMED CHOICE COMPLIANCE MEASURE

Standard 40: If there was a referral made for psychological services, the Psychological Evaluation Guide was given to the consumer.

Check Yes if there is a signed copy of the Psychological Evaluation Guide.

Note NA in the comment section if the psychological evaluation preceded November of 2005.
DATA PRACTICES COMPLIANCE MEASURES

Standard 41: There is evidence that a Tennessen notice has been given whenever consumers are asked to supply Vocational Rehabilitation Services with data concerning themselves.

For records prior to February 2006, look for a signature on the application and the Consent for Release of Information forms. For records where the application was February 2006 and after, look for a signature on the Tennessen Notice form.

Standard 42: Informed written consent is documented in record whenever there is evidence that data has been requested from or disclosed to a third party.

Determine whether information was released to any third party. If so, look for an agency release form. Check Yes if the form was completely filled out and dated prior to the information being sent.

Check No if the release was not complete or if it was not signed prior to the information being released. Check No if the record of service contains blank signed release forms and inform the RAM or administrative reviewer. This is grounds for discipline.
Note NA in the comment section only if there is a judicial order or clear evidence that consultation with a supervisor or administrative staff allows release because of a threat to the safety of the consumer or others. If information was released to a third party without consent due to a threat of harm to the consumer or others, the record of service must reflect the circumstances to support the decision to release the data.

A parent’s or guardian’s signature is required on a release if the consumer is a minor or under guardianship.

A copy of all signed release forms must be kept in the record of service.
Verbal consent to share information is not sufficient; informed written consent is required when information is requested from or released to a third party.
To determine whether information was released to a third party when purchasing goods or services:

1. Go to the consumer record in WF1 and click on the “Services” tab.

2. Review the providers listed on the Purchased Services Summary page.

If you do not see an agency release form for the vendor(s) listed, do the following:

Click into the authorization number on the Purchased Services Summary page to go to the “Details of a Purchased Service” page. Scroll down to the payment table and determine the “Remit to” provider. If the remit to provider name starts with “Pcp Mn Des”, this is a VISA purchase and a release is not required unless the item was shipped directly to the consumer.

· To determine if an item was shipped directly to a consumer, scroll down to the bottom of the details page and click the “View VPAC Details” button. This pop up will give you shipping information to determine whether the item was shipped to the Vocational Rehabilitation Services office or the consumer. If the item was shipped to the consumer, an agency release is required.

Standard 43: The record contains only information necessary to determine eligibility and priority, and to provide services to the individual.

Standard 44: If the consumer is a minor or under guardianship, documents that require a signature are signed by the parent or guardian.

RECORD OF SERVICE Quality Measures

Standard 45: 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.

Case notes should be objective statements and avoid highly subjective or inflammatory comments.

Case notes should record significant interactions not elsewhere in the record.

If you don’t see it, you can’t assume it.

The record of service meets standard if:

The case notes are sufficient for another staff to understand what is happening and make service decisions if necessary.

The record of service does not meet standard if:

The case notes are insufficient for another staff to understand what is happening and make service decisions if necessary.
Standard 46: The record reflects that the Vocational Rehabilitation Services staff has maintained contact with the individual.

The record of service meets standard if:

There is evidence that someone is taking a proactive approach to maintaining contact with the individual as appropriate to the individual situation
The record of service does not meet standard if:

There are unexplained gaps in contact with the individual.
Standard 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.
The record of service meets standard if:
The record of service reflects the following discussions have occurred as appropriate to the individual: vocational implications of the disability; choices around goal selection, services and providers of those services; labor market information; support services; transferrable skills; knowledge, skills and abilities; soft skills; disability management; job readiness; community resources; and other vocationally relevant factors.
The record of service is working toward standard if:
The record of service reflects most of the above factors have been discussed but some critical vocationally relevant factors have not been discussed
The record of service does not meet standard if:

The record of services does not address the above factors.
Standard 4: The record of service documents periodic reviews and evaluation of progress toward achieving the job goal in accordance with established criteria.

The record of service meets standard if:

The record reflects that the consumer’s progress toward achieving the job goal has been evaluated consistent with the established progress criteria in the Employment Plan. If reports show lack of progress, the case record reflects that the issue has been addressed.

The record of service does not meet standard if:

The record reflects there has been no, or inadequate, evaluation of progress toward achieving the job goal consistent with the established progress criteria in the Employment Plan.

RECORD OF SERVICE COMPLIANCE MEASURE

Standard 47: 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.

qUALITY mEASURES For RECORDS Closed When The Individual Has Achieved An Employment Outcome 

Standard 48: The record of service contains the rationale for closure.

The record of service meets standard if:

The record reflects the rationale for closure.

The record of service does not meet standard if:

The record does not reflect the rationale for closure.

Standard 49: 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.

In some cases another Vocational Rehabilitation Services staff person, such as a Vocational Rehabilitation Services placement coordinator or Vocational Rehabilitation Services Technician may have done follow up with the consumer but it is still up to the counselor to talk with the consumer about employment satisfaction and performance.
Working for a temporary agency is an allowable closure if the type of work the consumer has is generally obtained through a temporary agency and if the consumer has made the decision to continue with temporary work and does not want to seek permanent employment. It must be reasonable to think that the consumer will be able to continue to obtain temporary employment assignments.

The record of service meets standard if:

The record reflects that the counselor and consumer discussed the employment outcome and agree that the consumer is performing well on the job and the employment outcome is satisfactory.
The record of service does not meet standard if:

The record does not reflect the counselor and consumer have discussed the employment outcome.
Additionally, this standard has not been met if the conversation regarding performance and satisfactoriness of the employment outcome took place between the consumer and any other non-counseling staff.
Standard 50: Services in the individual's Employment Plan contributed to the achievement of the employment outcome.

The record of service meets standard if:

Planned services provided contributed to the employment outcome on the Employment Plan.
The record of service does not meet standard if:

The outcome is different from that of the Employment Plan or if the services provided did not contribute.

Standard 51: 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.

The record of service meets standard if:

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

The record of service does not meet standard if:

The employment outcome is not consistent with goal on the Employment Plan, and the individual’s abilities, capabilities, interests, strengths, resources, priorities, concerns, and informed choice.
cOMPLIANCE mEASURES For RECORDS Closed When The Individual Has Achieved An Employment Outcome 

Standard 52: The individual is working in an integrated setting.

It is impossible to say all positions within any particular work site are, or are not, deemed integrated for purposes of the Vocational Rehabilitation Services program. When considering if a particular employment position is integrated, the following three considerations should be made: Does the individual with disabilities interact with non-disabled persons within the individual’s work site? Does the individual with disabilities interact with non-disabled persons within the individual’s work unit? Does the individual with disabilities interact with non-disabled persons such as customers or vendors? Is the nature of the work such that interactions with others are not typical? For example, working from home or working at night as a janitor. Vocational Rehabilitation Services staff will assess the integration level of positions to ensure that only fully-integrated placements are considered supported employment.
Check No if the individual is working in a sheltered setting.
Standard 53: The record contains verification that:

a.) the individual is compensated at or above minimum wage; and

Use N/A if the consumer is earning less than minimum wage under a “Sub-Minimum Wage Certificate.”

The wage of a consumer operating a small business will be determined on a case by case basis. Things to consider when determining the consumer’s wage include: cash that is taken out of the business for personal use; gross earnings of the business less fixed expenses; salary realized per the projections outlined in the business plan. Staff can consult with the agency’s Small Business Development Specialist for assistance with determining a consumer’s wage.

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.

Job listing showing wages and benefits from the internet, the newspaper, from the job bank, from the employer’s website etc. is acceptable verification.

Wage detail does not document whether wages and benefits are those customarily paid because the information is specific only to the individual.

If no other information is available to verify the customary wages and benefits for a specific employer, labor market statistics can be used. One good source is the Minnesota Salary Tool which can be accessed on the department labor market statistics web page at:

http://www.deed.state.mn.us/lmi/tools/salary. The results can be printed and put in the record of service.

Another source of wage data is the Minnesota Careers Guide wage statistics.

Note NA in the comment section if the individual is being paid less than customary wages paid by the employer for the same or similar work performed by non-disabled individuals but is being paid in accordance with the Fair Labor Standards Act.

Standard 54: The individual has maintained employment for at least 90 days.

Look for documentation of when the individual started employment and compare it to the closure date. The 90 days of employment must be in the same job.

For a supported employment case, the 90 days must be counted from when the Vocational Rehabilitation Services time-limited services ended, and the long term provider assumed responsibility.

The 90 days of employment must be with the same employer, unless the individual has made the informed decision for successive temporary employment assignments.

For small business closures, the beginning of the 90 day period will be made on a case by case basis. Things to consider include: is the small business able to provide sales/income to support its ongoing operation and is trending toward the goals of the business plan? Are all the services necessary for the operation of the business and support of the consumer in place?
Standard 55: The consumer was notified of the closure and the availability of post employment services.

Look for a copy of a letter sent to the consumer, or a case note indicating that verbal notification was given.

Standard 56: If the outcome is supported employment, the following standards also apply:

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

Check Yes if the individual is making at least minimum wage or is working under a sub-minimum wage certificate.

Check Yes if the individual is being paid less than customary wages paid by the employer for the same or similar work performed by non-disabled individuals but is being paid in accordance with the Fair Labor Standards Act.

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

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;

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

e.) transition to extended ongoing supports has occurred.

Time limited Vocational Rehabilitation Services funded supports have ended and a provider has assumed responsibility for at least 90 days for long term follow up consistent with the individual’s needs.

Quality Measures 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

Standard 57: The record of service contains the rationale for closure.

The record of service meets standard if:

The record contains the rationale for closure.
The record of service does not meet standard if:

The record does not contain the rationale for closure.
Standard 58: 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.

What constitutes a sufficient effort will vary according to the unique circumstances in each case. The person’s disability can be a factor. For example, in some instances a learning disability or a developmental disability can impact whether the person can read a letter. Deafness may impact whether a person is likely to respond to a regular phone call, or serious mental illness may impair comprehension of, or response to, written or oral messages.  Cultural/language differences may also be a factor. Thus, the type of effort should be in consideration of the individual's impairment.

Examples of situations where Vocational Rehabilitation Services staff may close a case as “otherwise unavailable for services” include that the individual:

· Cannot be located.

· Moved from the state.

· Has been institutionalized under circumstances which preclude participation in Vocational Rehabilitation Services.

· Transferred to another agency.

· Is deceased.

The record of service meets standard if:

Vocational Rehabilitation Services staff has made regular efforts to maintain contact with the individual to engage him/her in services.
The record of service does not meet standard if:

There are long unexplained gaps in the record even if there are later efforts to locate the consumer.

Standard 59: 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.

The record of service meets standard if:

The record reflects the consumer was informed of the things he/she needed to do to work toward achieving an employment outcome, and that the record would be closed if he/she does not cooperate.

The record of service does not meet standard if:

The record does not reflect the consumer was informed of the things he/she needed to do to work toward achieving an employment outcome, and that the record would be closed if he/she does not cooperate.

Standard 60: 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.

The record of service meets standard if:

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.
The record of service is working toward standard if:

The record reflects reasonable efforts were made to assist the consumer to seek ongoing supports but not that the consumer or, as appropriate, the individual’s representative, was given an opportunity for full consultation prior to the closure decision or vice versa.
The record of service does not meet standard if:

The record does not reflect 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.
Quality Measures For RECORDS Closed Ineligible

Standard 61: The record of service contains the rationale and supporting documentation for the ineligibility decision.

A completed and approved certificate of ineligibility in WF1 is considered signed by a Vocational Rehabilitation Services counselor.

The record of service meets standard if:

The record reflects the rationale for the ineligibility decision on the certificate of ineligibility.
The record of service does not meet standard if:

The record does not reflect the rationale for the ineligibility decision on the certificate of ineligibility.

Standard 62: The consumer or, where appropriate, the individual’s representative, had the opportunity for consultation prior to the closure decision.

The record of service meets standard if:

The record of service reflects that the consumer or, consumer representative where appropriate, had an opportunity to discuss the reasons for the ineligibility decision and have been given the opportunity to provide additional information prior to closure.
The record of service does not meet standard if:

A letter of ineligibility was sent without prior discussion or opportunity to provide additional information.

Standard 63: 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.

The record of service meets standard if:

Trial work experience was provided and demonstrated that the individual could not benefit from services in terms of an employment outcome, or that extended evaluation was provided if trial work could not be provided.

The record of service is working toward standard if:

1) Trial work experience was provided but did not demonstrate that the individual could not benefit from services in terms of an employment outcome, or 2) Extended evaluation was provided if trial work could not be provided but did not demonstrate that the individual could not benefit from services in terms of an employment outcome.
The record of service does not meet standard if:

Trial work experience or extended evaluation was not provided.
COMPLIANCE MEASURE FOR RECORDS CLOSED INELIGIBLE

Standard 64: Written notification was given and includes:

a.) The reasons for the ineligibility decision;

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

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

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

Look for a letter to the consumer that explains a) and d) and references the attached Appeal Rights form.

Post-Employment Services (Not included on Review Form) 

Standard 65: The closed Vocational Rehabilitation Services record still exists and is available for review.

Standard 66: The record of service documents that post-employment services are necessary for the individual to maintain, regain or advance in employment.

Check Yes if the record documents that the individual currently has impairment related barriers to maintaining, regaining or advancing in employment.
Check No if the individual is seeking to achieve a different job goal and is likely to require extensive services or services over an extended period of time. Check No if the individual is interested in moving from extended employment in a CRP to supported or competitive employment in the community. (These situations require a new case.)

Standard 67: An amendment to the original Employment Plan is in the record which addresses the barriers to maintaining, regaining or advancing in employment.

Check Yes if the amendment includes specific services to be provided to assist the individual in maintaining, regaining or advancing in the same or similar employment.
Closure After Post-Employment Services When The Individual Has Maintained, Regained Or Advanced In Employment (Not included on Review Form)

Standard 68: The record of service contains the rationale for closure.

Standard 69: The consumer has maintained, regained or advanced in employment consistent with his/her abilities, capacities, interests, strengths, resources, priorities, concerns, and informed choice.

If performance was not an issue for maintaining employment, the 90-day period is met by the original 26 closure.

A new 90-day period of stable satisfactory employment is required when the consumer regained or advanced in employment.

A new 90-day period of satisfactory employment is also required for maintaining employment if job performance was an issue.

Standard 70: The consumer and the counselor consider the employment to be satisfactory and agree that the consumer is performing well on the job.

Standard 71: The employment outcome results from the contribution of services provided under post employment amendment to the original Employment Plan.

Check Yes if the amendment includes specific services that assisted the individual in maintaining, regaining or advancing in the same or similar employment.

Standard 72: The employment outcome is in the most integrated setting possible, consistent with the individual’s informed choice.

Standard 73: The record contains verification that:

a.) the individual is compensated at or above minimum wage; and

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.

See guidance standard #6 under “For Cases Closed When the Individual has Achieved an Employment Outcome.”

Standard 74: There was notification of the closure action taken and the availability of additional post employment services.

Look for a copy of a letter sent to the consumer, or a case note indicating that verbal notification was given.

Standard 75: If the outcome is supported employment, the following standards also apply:

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

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

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;

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

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

See guidance in standard #9 under “For Cases Closed When the Individual has Achieved an Employment Outcome.”
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