	Service
	Guidelines
	Limits
	Procedure
	Fees

	Transportation
Travel reimbursement associated with the provision of services
	Discussed and agreed upon during CRP service planning meeting
	· If group travel can only be billed to one client

· Not a stand alone service
	1. During face to face meeting with client, WVDRS counselor and CRP discussion will be held regarding transportation needs for the service being provided

2. Once transportation is provided the CRP will complete the required documentation form, travel expense record

3. This form will be attached to an invoice placed on letterhead and submitted to the counselor

4. Counselor will then authorize (9004001) for payment


	· Per mile at current state rate
(9004001)

	Plan Development
Initial face to face meeting with CRP staff, WVDRS staff and client to develop plan for CRP services
	· Counselor schedules meeting

· CRP writes plan
· This activity must occur for service being provided by the CRP

· This needs to be completed prior to the provision of services
	· 2 hours/client
	1. Once WVDRS staff makes referral for service, the counselor will schedule a face to face meeting with the CRP and client to assist in plan development 
2. Once the CRP 20 and 30 (depending on the services) is completed, the CRP will provide a copy of the plan to the counselor 
3. The counselor will then authorize (902031) for plan development at $50 per hour not to exceed 2 hours 

	· $50.00/hour up to 2 hours
(902031)

	Incentive Payments

These are one time payments given to the CRP for finding employment meeting the criteria set forth in the incentive
	· Based on status of closure

· Documentation must be received from CRP verifying status
	· Medical benefits must actually be used by client and in place at time of closure
	1. Prior to closure counselor and CRP will ascertain status of position, i.e. rate of pay, hours per week and medical benefit status
	· $150.00 one time payment

· Direct Placement

· 30 hours/week or more (902049)
· $8.00 an hour or more (902050)
· Medical benefits (902051)
· Supported Employment

· 30 hrs/wk or more (902043)
· $8.00 an hr or more (902044)
· Medical benefits (902045)
· Natural supports (902046)


	Service
	Guidelines
	Limits
	Procedure
	Fees


	Extended Assessment

This service must be provided when because of the severity of the individual’s disability; the Rehabilitation Counselor finds there is insufficient assessment data to determine whether the individual can benefit from VR services in terms of an employment outcome.

A.  Trial Work


	· This is not a service to determine a vocational goal

· Must include a Rehab Tech consult

· Can be trial work or extended work experience

· Can be completed in status 07 or 10

· Provided in an integrated setting


	· Limited to 6 months

· Not to exceed 90 hours

· Exception to 90 hours does require DM approval and documentation of need


	1. DRS staff will make referral for Extended Assessment utilizing Trial Work (CRP 24)

2. Counselor schedules face to face meeting with client and CRP  to assist   CRP in development of CRP service plan (CRP 20); transportation needs will also be discussed in this meeting and addressed on the plan

3. Counselor will authorize (902031) for plan development once they receive a copy of the CRP 20

4. Counselor and/or CRP will meet with client, family/guardian (if applicable) and employer to complete and sign a trial work contract figure 2700-1 and a statement of certification for unpaid work based training program figure 2700 – 2.

5. CRP will monitor client and complete a monthly progress report (CRP 22) and submit to counselor

6. Counselor will complete and submit to the Rehabilitation service unit the unpaid work-based training report figure 2700-3

7. Service not to exceed 90 hours over a 6 month period

8. CRP will paid $25 per hour upon completion of service and submission of paperwork and invoice
	· Plan development (902031)

· $25.00/hour

(902032)

· Travel ongoing

     (904001)



	B.  Extended Work 

     Experience
	· Utilized when individual can not take advantage of trial work experience

· Must be done in the most integrated component of a facility based program
	· Limited to 6 months

· Not to exceed 90 hours

· Exception to 90 hours requires DM approval and documentation of need
	9. Counselor authorizes (902032) for service upon completion of service and receipt of invoice and paperwork

10. Travel authorized (904001) upon receipt of invoice from CRP on an ongoing basis

11. If client drops out, CRP will be paid $25.00 per hour for each hour provided

1. DRS staff will make referral for Extended Assessment utilizing Extended Work Experience (CRP 24)

2. Counselor schedules face to face meeting with client and CRP to assist  CRP in development of CRP service plan (CRP 20); transportation needs will also be discussed in this meeting and addressed on the plan

3. Counselor will authorize (902031) for plan development once they receive a copy of the CRP 20

4. CRP will monitor client and complete a monthly progress report (CRP 22) and submit to counselor

5. Service not to exceed 90 hours over a 6 month period

6. CRP will paid $20 per hour upon completion of service and submission of paperwork and invoice

7. Counselor authorizes (903027) for service upon completion of service and receipt of invoice and paperwork

8. Travel authorized (904001) upon receipt of invoice from CRP on an ongoing basis

9. If client drops out, CRP will be paid $20.00 per hour for each hour provided


	· Plan development (902031)

· $20.00/hour (903027)

· Travel ongoing (904001)


	Service
	Guidelines
	Limits
	Procedure
	Fees

	Community Based Assessment (CBA)
· Provides individual having severe disability or most severe disability with an opportunity to explore different jobs at community integrated work settings to assist in making an informed choice toward determining a vocational goal

A.  Unpaid

B.  Paid
	· May be arranged in a paid or unpaid work environment

· If unpaid it must follow trial work guidelines

· Observation and/or work based experience in an integrated setting

· One to one service

· Must follow unpaid trial work guidelines

· Counselor and/or CRP staff must meet with client, family/guardian (if applicable and employer to complete and sign trial work contract - figure 2700-1   Counselor also completed a statement of certification for unpaid work based training program – figure 2700-2

· Counselor must also complete unpaid work based training report – figure 2700-3 and submit to LuAnn Summers 

· Not required to complete unpaid trial work paperwork

· CRP and/or counselor is required to explain Department of Labor regulations regarding CBA (i.e. “Can not place individual in an open position”)
	· Can not exceed 90 hours and must be completed in 6 months

· Up to 4 hours can be utilized for interview time

· Observation not to exceed 4 hours/ site

Same as unpaid
	1. DRS staff will make referral for CBA (CRP 24)

2. CRP conducts interview of client (can utilize 4 hours for interview)

3. Counselor schedules face to face meeting with client and CRP to assist CRP in development of CRP service plan (CRP 20); transportation needs will also be discussed in this meeting and addressed on the plan
4. Counselor will authorize (902031) for plan development once they receive a copy of the CRP 20

5. If unpaid, counselor and/or CRP will meet with client, family/guardian (if applicable), and employer to complete and sign the Trial Work Contract figure 2700-1 and the Statement of Certification for unpaid work based training program figure 2700 – 2
6. Counselor will complete and submit to the Rehabilitation Services Unit the unpaid work based training report figure 2700-3 once trial work begins

7. Counselor will authorize (903028) for CBA - $3600 to be paid per milestone payments of $1,800.00; 45 hours of service and upon completion

1. DRS staff will make referral for CBA (CRP 24)

2. CRP conducts interview of client (can utilize 4 hours for interview)

3. Counselor schedules face to face meeting with client and CRP to assist CRP in development of CRP service plan (CRP 20); transportation needs will also be discussed in this meeting and addressed on the plan.

4. Counselor will authorize (902031) for plan development once they receive a copy of the CRP 20

5. Counselor will authorize (903028) for CBA - $3,600 to be paid per milestone payments of $1,800; 45 hours of service and upon completion

6. CRP will submit CBA worksheet (CRP 21) upon completion.  CRP must provide an update and invoice after 45 hours of service has been provided in order to receive first milestone payment.  Final milestone payment will be paid upon completion of service and submission of invoice and paperwork

7. Travel will be authorized (904001) upon receipt of invoice from CRP on an ongoing basis

8. If the client drops out of the program, payment will be prorated at $40.00/hr

9. If goal is successfully met before the 90 days, CRP will receive full payment once all required paperwork is submitted


	· Plan development (902031)

· $3,600.00 to be authorized (903028) but paid at following milestone payment amounts of $1,800.00

· At 45 hours

· Upon successful completion of service

· CRP must send 

    updates and   

    completed CRP21  

    with invoice
· If client quits or service is not  meeting its goals then payment is     

    prorated $40.00/hr  

    for amount of 

    services provided

· Travel ongoing (904001



	Service
	Guidelines
	Limits
	Procedure
	Fees

	Life Skills
Competency based curriculum training program designed to assist persons seeking employment to develop or restore effective work behaviors, attitudes, personal characteristics and/or functional capacities and to achieve and maintain positive employment outcomes


	· Daniel Memorial Independent Living Scale will be utilized as a pre-post test measurement

· Test results will be reviewed with the counselor

· Curriculum components will be discussed and agreed upon ahead of time with the counselor and based on test results

· Done in Status 18
	· Service not to exceed 55 days

· An additional 10 days may be granted with documentation of need via the post test results
	1. DRS staff will make referral for Life skills (CRP 24)

2. Daniel Memorial Independent Living skills system  as pre-test is administered

3. Counselors authorizes (902033) $200.00 for administering test

4. Counselor schedules face to face meeting with client and CRP, test results are reviewed for CRP plan development (CRP 20); transportation needs will also be discussed in this meeting and addressed on the plan (please note it may be determined that life skills is not necessary )
5. Counselors authorizes (902031) for plan development once CRP 20 is received

6. Curriculum to address identified areas of need begins

7. Counselor authorizes (903029) for life skills -  $3575.00 to be paid per milestone payments of $1787.50; after 25 service days then upon completion of service

8. CRP completes CRP monthly progress report (CRP 22) after 25 service days and submits along with invoice; then again upon completion of service

9. Service not to exceed 55 days

10. Post test to be given upon completion

11. If additional time is needed, an additional 10 days may be granted with documentation via the post test results;  final payment not processed until completion of service; DM approval not needed.

12. Transportation authorized (904001) upon receipt of invoice on an ongoing basis


	· Plan development (902031)

· $200.00 for administering Daniel Memorial Independent Living Scale  (902033)
· $3,575.00 to be authorized (903029) but paid at following milestones:

· $1,787.50 at

   25 service days

· $1,787.50

   Upon 

   completion

·  Payment will be prorated at $65.00/day if client drops out or if it is determined to not be meeting a successful outcome

· Travel ongoing

(904001)




	Service
	Guidelines
	Limits
	Procedure
	Fees

	Work Adjustment
Work Adjustment is a training service that enables the individual to acquire job readiness skills while performing in an actual work setting

A.  Work Adjustment, paid  

     non-integrated setting – 4 

     or more clients

B.  Work adjustment paid integrated setting 1:1

C. Work adjustment paid integrated setting 1:2

D.  Work adjustment paid integrated setting 1:3


	· It is designed to assist persons seeking employment to develop or restore effective work behaviors and/or functional capacities to achieve positive employment outcomes

· This will be accomplished through written competency based curriculum in a paid integrated or paid non-integrated work setting

· Based on individual needs of the person seeking employment one or more of the areas listed in the Work Adjustment outline 3600-1 should be requested in writing by the counselor

· Done in Status 18

· Can be conducted in a paid non-integrated facility based setting and authorized on a daily rate
· Must occur in a paid integrated setting 

· Authorized on an hourly rate

· Must occur in a paid integrated setting 

· Authorized on an hourly rate

· Must occur in a paid integrated setting 

· Authorized on an hourly rate


	· Not to exceed 60 days
· An additional 20 service days can be granted with documentation of need
· Not to exceed 90 hours

· An additional 30 hours can be granted with documentation of need

· Not to exceed 90 hours

· An additional 30 hours can be granted with documentation of need

· Not to exceed 90 hours

· An additional 30 hours can be granted with documentation of need
	1. DRS staff will make referral for Work Adjustment requesting paid non-integrated facility based or paid integrated setting based (CRP 24)

2. Based on the individual needs of the client, one or more of the areas listed in the Work Skills Development outline 3600-1 should be requested in writing by the counselor
3. Counselor schedules face to face meeting with client and CRP to assist in the CRP Plan development (CRP 20);  transportation needs will also be discussed and addressed on this plan

4. Counselors authorize (902031) for plan development once CRP 20 is received

5. Counselor authorizes for WA

6. If facility based - $1,800.00 to be paid per milestone payments of $600.00; after 20 days, 40 days and upon successful completion of goals (902034)

7. CRP must submit monthly progress report (CRP22) 

       and invoice at milestones to receive payment

8. Transportation authorized (904001) upon receipt of invoice on an ongoing basis.  
9. An additional time of 20 days for facility based services   may be granted with documentation of need.  Does not require DM approval since last payment is made upon completion

1. If community based, payment is based on staff to client ratio as follows:

2. Ratio amounts:   1:1 $3,600.00 milestone payments 

                                       of  $1,200  (902035)
                                1:2  $1,800.00 milestone payments     

                                        of  $600.00  (902036)
                                1:3  $1,260.00 milestone payments

                                        of  $420.00  (902037)
3. Milestone payments to occur after 30 hours, 60 hours and upon completion of successful progression of meeting goals

4. Counselors authorize (902031) for plan development once CRP 20 is received

5. Counselor authorizes for WA

6. CRP must submit monthly progress report (CRP 22) and invoice at milestones to receive payment

7. Transportation authorized (904001) upon receipt of 

invoice on an ongoing basis

8. An additional time of 30 hours for community based services may be granted with documentation of need.  Does not require DM approval since last payment is made upon completion

	· Plan development (902031)

· $1,800.00 to be authorized  (902034) and paid at 20 days, 40 days and upon completion in the amount of $600.00 payments

· Payments prorated at $30/day if client drops out or    person is not successfully reaching goals

· $3,600 to be paid at 30 hours, 60 hours and upon completion in the amount of $1,200 (902035)

· Travel ongoing  (904001)
· $1,800 to be paid at 30 hours, 60 hours and upon completion at $600 (902036)

· Travel ongoing  (904001

· $1,260 to be paid at 30 hours, 60 hours and upon completion at $420  

· Travel ongoing (904001)




	Service
	Guidelines
	Limits
	Procedure
	Fees

	Job Coaching – other than Supported Employment
Job Coaching refers to the training of an employee by an approved vendor who uses structured intervention techniques to help the employee learn to perform job tasks to the employer’s specifications and to learn the interpersonal skills necessary to be accepted as a worker at the job site and in related community contact.  In addition to job site training, job coaching includes counseling, advocacy and other services needed to maintain the employment.  These interventions may be done on and off the work site depending on client and employer needs
	· This service can be provided for individuals needing short term Job Coaching services
	· May not exceed 100 hours or 6 weeks in duration

· Exceptions to 100 hours requires District Manager approval.
	1. DRS staff will make referral for Job coaching (CRP 24), this can be in conjunction with Direct placement or a stand alone service based on client need

2. Counselor schedules face to face meeting with client and CRP to assist in the CRP Plan development (CRP 20);  transportation needs will also be discussed and addressed on this plan

3. Counselors authorizes (902031) for plan development once CRP 20 is received

4. CRP submits required documentation (CRP 22 or daily JC notes depending on the exact service)

5. Counselor authorizes (903031) for JC at $40.00 per hour with a limit of 100 hours not to exceed 6 week duration Transportation paid upon receipt of invoice on an ongoing basis (904001)

6. Exception to the 100 hours requires DM approval


	· Plan development (902031)

· $40.00 per hour

(903031)

· Travel ongoing

     (904001)


	Service
	Guidelines
	Limits
	Procedure
	Fees

	Direct Placement
With direct placement on-going support services are not necessary to enable the client to maintain employment after closure
	· Ongoing support services are not necessary to maintain employment

· Job development will not be paid if position currently exists and CRP is responsible for filling slot

· Counselor will set expectations of what job development needs to include along with particular job classification
	· Payment ceases if client loses position

· If job coach is necessary it must only be short term

· Plan and job development must person centered
	1. DRS staff will make referral for Direct Placement (CRP 24) Counselor must already have vocational goal determined if referring for this service, if not then some type of assessment needs to be purchased  to determine this

2. CRP meets with client and completes the Job Placement Services Assessment form (CRP 31)

3. Counselor schedules face to face meeting with client and CRP to assist CRP in development of Placement  Plan (CRP 30); transportation need will also be discussed and addressed on the plan; job coaching needs if applicable will also be discussed

4. Counselor authorizes (902031) for plan development once CRP 30 is obtained

5. CRP works with the client in developing a placement site and conducting job search activities; a CRP 33 will be completed and shared monthly with counselor

6. Once job is developed counselor authorizes for Plan and Job development  902047 for $600.00

7. Once client begins on the job the counselor will authorize (902048) for Job Placement and follow up $600.00 to be paid in $150.00 milestone payments after one week on the job; 30 days, 60 days and successful completion of goal

8. If job coach is required this will be authorized (903031) and paid upon receipt of job coach notes and invoice

9. CRP staff will complete the CRP 32 and submit at milestone dates with invoice

10. Follow up will continue at a minimum of 90 days or until the client and employer is satisfied with the employment performance

11. Travel will paid upon receipt of invoice and travel form from CRP on an ongoing basis (904001)

12. Prior to closure, status of employment outcome will determine incentive payments and those will be authorized prior to closure

	· Plan development (902031)

· $600.00 Plan and job development authorized (902047)

· To be paid once job  has been developed

· $600 placement/follow up

(902048)

· One week on the job

· 30 days

· 60 days

· Successful closure

· Incentive payments to be authorized prior to closure

· If short term, job coach is necessary; this is to be authorized ongoing after CRP submits job coaching notes and invoice (903031)

· Incentive payments to be authorized prior to closure

· 30 hrs/wk 902049

· $8.00/hr or more 902050

· Medical Benefits (902051)

· Travel ongoing (904001)


	Service
	Guidelines
	Limits
	Procedure
	Fees

	Supported Employment
Supported Employment enables clients with the most significant disabilities to enter or retain competitive employment in an integrated work setting.  Clients eligible for this program will need intensive job site training/job coaching and will need ongoing support services in order to perform their work after job placement and case closure
	· Must have MSD

· Client will need ongoing support

· Extended Support Services must be addressed and beginning of service
	· Payment ceases if client loses position

· Job coaching not to exceed 100 hours in 18 month period.

- DM approval if more time is  

   needed

· Job development must be person centered
	· DRS staff will make referral for Supported Employment (CRP 24) Counselor must already have vocational goal determined if referring for this service, if not then some type of assessment needs to be purchased to determine this

· CRP meets with client and completes the Job Placement Services Assessment form (CRP 31)

· Counselor schedules face to face meeting with client and CRP to assist CRP in development of CRP Plan (CRP 20) and Placement  Plan (CRP 30); transportation needs will also be discussed and addressed on the plan; job coaching needs will also be addressed

· Counselor authorizes (902031) for plan development once CRP 20 and 30 is obtained

· CRP works with the client in developing a placement site and conducting job search activities; a CRP 33 will be completed and shared monthly with counselor

· Once job is developed counselor authorizes (903032) for Plan and Job development $600.00

· Once client begins on the job the counselor will authorize for Job Placement and follow up (903033) $600.00 to be paid in $150.00 milestone payments after one week on the job; 30 days, 60 days and successful completion of goal

· CRP staff will complete the CRP 32 and submit at milestone dates with daily job coaching notes and invoice

· Counselor authorizes (903026) for job coaching which is paid $40.00 per hour upon receipt of documentation and invoice

· Follow up will continue at a minimum of 90 days or until the client has stabilized and employer is satisfied with the employment performance

· Travel will paid upon receipt of invoice and travel form from CRP on an ongoing basis (904001)

· Prior to closure, status of employment outcome will determine incentive payments and those will be authorized prior to closure

· Prior to closure all extended follow up services will be addressed and paperwork completed before closure


	· Plan development (902031)

· $600.00 Plan and job development

· To be paid once job is developed (903032)
· $600.00 placement/follow up (903033)

· To be paid in $150.00 milestone payments at:

-One week on the job

-30 days

-60 days

-Successful closure

· Job coach authorized ongoing (903026)

· Travel ongoing (904001)

· Incentive payments to be authorized prior to closure

· 30 hrs/wk (902043)

· $8.00/hr or more  (902044)

· Medical benefits  (902045)

· Natural support (902046)



	
	
	
	
	


	Service
	Guidelines
	Limits
	Procedure
	Fees

	Job Coaching – Supported Employment

Job coaching refers to the training of an employee by an approved vendor who uses structured intervention techniques to help the employee learn to perform job tasks to the employers specifications and to learn the interpersonal skills necessary to be accepted as a worker at the job site and in related community contacts.  In addition to job site training, job coaching includes counseling, advocacy, and other services needed to maintain the employment.  These interventions may be done on and off work site depending on client and employer needs.
	· This service is part of supported employment

· Extended support must be addressed
	100 hours in 18 month period
	1. DRS staff will make referral for supported employment (CRP 24)

2. Counselor schedules face to face meeting with client and CRP to assist CRP in development of CRP service plan (CRP 20); Transportation needs will also be discussed in this meeting and addressed on the plan; job coaching is addressed in the plan as part of  supported employment

3. Counselor will authorize (902031) for plan development once they receive a copy of the CRP 20

4. CRP will keep daily job coaching notes and documentation and submit to counselor along with invoice

5. Counselor will authorize (903026) and pay for job coaching; $40 per hour


	$40.00/hour (903026)
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