MANAGEMENT

DIVISION OF HUMAN RESOURCE

EMPLOYEE WORK PERFORMANCE

Supervisors are responsible for establishing the initial standards,
but standards must be reviewed annually and amended when
appropriate. The employee must be given the opportunity to
provide comment when the standards are revised (NAC

STANDARDS FORM 284.468).

Employee '

Name: Last First Ini Emplovee ID #
eqes e Date Standards

Class Title: | Rehabilitation Counselor 11 Est/Rev:

Department/Division: DETR/ Rehabilitation/BVR

Agency # Home Org # Position

(3 digits): 901 (4 digits): 3265 Control #:

I have read and understand the work performance standards for this position. I understand these standards may be modified after discussion
with my immediate supervisor and with the concurrence of the appointing authority.

other skills needed for long term
employment;

e Ensure IPE goals are consistent with each
individual’s primary employment factors

Employee Signature: Date:
Supervisor Title & Signature: Date:
Reviewing Officer Title & Signature: Date:
Appointing Authority Title & Signature: Date:
T
Job Elements Z g Performance Standards
(Defined as principal assignments, goals, .%" C Applies to all standards: Assignments are completed according to
Responsibilities and/or related factors.) S > Federal (CFR 34), State, Department, Division & Bureau Policy
* and Procedures applicable to participants served in Bureau
v programs.
Job Element #1: Quality of Counseling and Case
Documentation
Assure quality counseling, guidance and Based on a minimum of 10 cases reviewed per
rehabilitation services are provided to each evaluation year, receive a “Quality of Counseling &
participant in the VR program, that disability related Case Documentation” Score of:
needs have been addressed, and that case
documentation is adequate and appropriate. Note: All 10 cases must be in at least service status. 5 of which
must have closed with an employment outcome during the
Note: See the agency case review instrument for additional 15% evaluation year
i and tions in thi )
detail and expectations in this area. Exceeds Standards: 2.85-3.0
Meets Standards: 2.55-2.84
Does Not Meet Standards: Below 2.55
Job Element #2: Quality of Vocational
Preparation, Vocational Goal, Training, and
Placement
Ensure agency participants are adequately prepared Based on a minimum of 10 cases reviewed per
for long term, sustainable employment: evaluation year, receive a “Quality of Vocational
e Prepare individuals to make measurable Training, Preparation and Placement” Score of:
skill gains; obtain credentials; and develop 20% Note: All 10 cases must be in at least service status. 5 of which

must have closed with an employment outcome during the
evaluation year.

Exceeds Standards: 2.85-3.0




and other criteria needed for long term
employment;

e Ensure job placements are sustainable and
consistent with each individual’s primary
employment factors; and

e Ifan individual loses employment ensure
counseling, guidance and opportunities are
provided to assist the individual to be
successful in the next position.

Note: See the agency case review instrument for additional
detail and expectations in this area.

Meets Standards: 2.55-2.84

Does Not Meet Standards: Below 2.55

Job Element #3: Quality- of Case Closures

o Ensure appropriate counseling is provided
at case closure;

¢ Ensure closures comply with federal closure
requirements; and

Based on a minimum of at least 5 cases closed with an
employment outcome during the evaluation year
obtained a “Quality of Case Closures” Score of:

e Ensure closures with an employment 15% Exceeds Standards: 2.85-3.0
outcome meet quality indicators.
Meets Standards: 2.55-2.84
Note: Sece the agency case review instrument for additional
detail and expectations in this area. Does Not Meet Standards: Below 2.55
Job Element #4: Successful Employment
Outcomes
The number of individuals whose cases closed with Exceeds Standards: 19 or more successful closures
a successful employment outcome during the
evaluation period. 20% Meets Standards: 16-18 successful closures
Does Not Meet Standards: Did not meet one of the
above standards
Job Element #5: Understanding, Applying and
Documenting Compliance with Regulations,
Laws and Policies
Understand and document implementation of A) Signature on policy acknowledgement form
federal regulations, applicable laws and state and documents the policy was reviewed, and the
agency policies: counselor understands how to implement it, or
how to get direction on how to implement it.
A) Review policies; sign policy
acknowledgement forms as required; and B) Based on a minimum of 10 cases reviewed per
request supervisory assistance when evaluation year, receive a “ Applying and
clarification is needed; and Documenting Compliance with Regulations,
B) Ensure there is documentation in the file 15% Laws and Policies” Score of?:
(+]

that demonstrates compliance with federal
regulations, applicable laws, and state and
agency policies during the provision of VR
services.

Note: See the agency case review instrument for additional
detail and expectations in this area.

Note: All 10 cases must be in at least service status. 5 of which
must have closed with an employment outcome during the
evaluation year.

Exceeds Standards:

A) Completion of all policy acknowledgement
forms as assigned by management or
supervisor; and




B) Score of 2.85-3.0

Meets Standards:
A) Completion of all policy acknowledgement
forms as assigned by management or
supervisor; and

B) Score of 2.55-2.84

Does Not Meet Standards: Did not meet one of the
above standards

Job Element #6: Customer Satisfaction and
Professional Conduct

Customer Satisfaction and Professional Conduct
(revised 6/21/2010)

Provide quality customer service internally and
externally, utilizing all relevant, professional skills,
including, but not limited to, language and computer
skills. Exhibit professional and respectful behavior
to staff, customers, and the general public. This
includes exhibiting a positive attitude, being
dependable, and maintaining cooperative and
productive relationships with co-workers,
supervisors, and subordinates.

14%

Standard of Performance: All employees are
required to focus their efforts, within the context of
their position, on meeting the goals and objectives of
the organization as defined and measured in the
performance indicators while performing their duties
in a professional and respectful manner. (Special note:
rater takes into consideration any extenuating
circumstances as well as ensuring adequate documentation
is included to justify the rating given. An Exceeds
Standards rating must be documented with specific
examples of performance that was well above and beyond
the expectations of the position).

Meets Standards: No more than two exceptions per
year. Examples of exceptions include — Employee
exhibited one or more of the following: poor attitude;
lack of dependability; uncooperative with co-workers,
supervisors and subordinates; and/or validated
customer complaints.

Does Not Meet Standards: Three or more
exceptions. Examples of exceptions include —
Employee exhibited one or more of the following:
poor attitude; lack of dependability; uncooperative
with co-workers, supervisors and subordinates; and/or
validated customer complaints.

Job Element #7: Safety Program

Safety Program
Every employee must comply with the State’s
wotrkplace safety requirements.

1%

Performance Standard

Follow all safety rules, immediately report injuries and
hazards to supervisor. Cooperate fully with the office
safety committee in such a manner to ensure personal
protection for everyone.

*If a weighted value is not designated, each job element has an equal weight.

Distribution: Original to Agency; Copy to Employee; Copy to Supervisor

NPD-14 Est. 1/03
Revised 7/17




Counselor: Case # Caseload #

Reviewed by: Date Reviewed:

App. date: Elig. date: IPE date: Closure date:

Rating:

1 = Minimally or Not in Compliance (multiple important aspects were omitted and/or the omission(s) have a major impact
2 = Mostly Compliant (The majority of important aspects were completed and omissions have no more than a mild to moderate impact
3 = Compliant with No Major Omissions (if any omission they were minor and have no or only a mild impact)

Section I. Quality of Counseling Services and Case Documentation:

1.

Intake: 12 3NA

C]The intake summary is well documented, adequately covering applicable topics; and

[ Focuses on the individual’s strengths, resources, priorities, concerns, abilities,
capabilities, and interests; and, in particular, specifically identifies the participant’s perceived
functional limitations and disability related barriers to employment; and

CThere is documentation the counselor and participant explored the participant’s purpose in applying for
VR services, commitment to achieving an employment outcome and if applicable addressed barriers
such as competing priorities or lack of motivation or follow through, which could hamper the
individual’s ability to obtain and maintain employment.

CIOther:

Informed Choices: 12 3 NA

O There is documentation the counselor provided adequate counseling and guidance to help the
participant identify his or her primary employment factors (strengths, resources, priorities, concerns,
abilities, capabilities) and interests; explore short and long term goals; research and explore various
options, and consider the pros and cons of these options, in order to make informed choices that will
likely lead to long term sustainable employment; and

OThere is documentation the counselor explored the “why” behind the participant’s desires and choices
in order to utilize a person-centered approach to making informed choices.

O Other:

AVRN/IPE: Addressing Disability 123 NA
O0The AVRN/IPE adequately identifies and addresses specific functional limitations, and management of
the individual’s disability, sufficiently to accommodate, minimize or eliminate disability related barriers
to employment. Examples include, but are not limited to, medical management of the disability, assistive
technology as appropriate, addressing accommodation needs, a selective job placement eic.

COther:

AVRN/IPE for Individuals receiving SSI and/or SSDI Benefits: 123NA

[IBefore selecting an employment outcome, the individual received benefits planning to educate him
or her on work incentives and the effects employment will have on his/her benefits; and

U The counselor provided ongoing education, counseling and guidance to assist the individual (and
his/her support system) in making informed decisions regarding employment, earnings, work hours,
and long-term outcomes regarding employment and benefits.

AVRN/IPE: Other 123NA

[0The AVRN/IPE adequately addresses other employment barriers (such as felony convictions) and

needs not previously addressed; and

[1The AVRN/IPE adequately address the skills (both hard and soft) the individual will need to obtain and
maintain long term employment; and

Nevada Rehabilitation Division
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[1The AVRN/ IPE adequately provide for the appropriate level of job seeking skills,
job placement and/or job retention, and maintenance or follow along services.

OOther:

6. Counselor Collaboration and Engagement w/ Core Partners: 123NA
L] As applicable to the service needs of the individual, there is documentation the counselor engaged in:

(Collaboration and coordination of services with core partners; or
[ Assisting the participant to obtain and/or maintain employment or work experience through

activities such as:
* Discussing needs and coordinating services with the business development team; core partners in

the job connect offices; other community agencies; or training programs that provide placement

assistance;

»  Contacting or advocating with employers on behalf of the participant;

* Directly assisting the participant to obtain a work experience, internship, apprenticeship or
survival job that will increase work skills; or

* In cases of supported or customized employment (or similar situations when a provider is being
used for placement services), working closely in conjunction with the participant and provider to
identify appropriate employers, jobs, job settings and/or closely overseeing or directing the
process to ensure appropriate services are being provided and a quality job is obtained.

ClOther:

7. Case Note Documentation: 123 NA
[1Case notes are written in a professional, cohesive, orderly and logical manner enabling the direction of
the case to be clearly followed, provides an adequate rationale for decisions, and are completed within

required time frames.

8. Other Case Documentation: 123 NA

CJRequired documentation is found in the file; and

[ There are no ethical concerns regarding information contained on the COE (for example, listing a
disability, impediment or limitation without having an adequate basis to do so); and

[1Other case documentation is accurate, professional and of acceptable quality; and

OConfidentiality is maintained and case file does not contain information that identifies other VR
patticipants.

Other:

9. Other:
Substantial Quality Issues Not Previously Addressed: 123NA
(For example, an ethical concern not addressed in other questions may be rated “1”. Documentation that the
counselor went above and beyond in an area not previously addressed may be rated “3”,)

List:

Section II. Quality of Vocational Preparation, Vocational Goal, Training and Placement

10. Vocational Exploration: 123 NA
[0 When exploring vocational options there is documentation:
e In-demand industries were explored; and
¢ Labor market information was taken into consideration; and
o The participant’s interests and abilities, as well as employer needs and expectations were taken
into consideration; and

Nevada Rehabilitation Division
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11.

12.

13.

14.

U For individuals traditionally employed in low wage/entry level positions, or with little to no work
experience, there is documentation:
e Career pathways were considered; and/or
¢ The counselor provided guidance to assist the individual in considering additional job driven
training, based on labor market needs, or opportunities for on the job training or other training to
enhance the quality of employment and career options.

Quality of Vocational Goal Selected: 123NA
[JBefore finalizing a chosen outcome and including it on the IPE the counselor and participant obtained a
good understanding of:
e The job duties,
The physical, environmental, emotional and cognitive demands of the job,
Local labor market conditions for the particular goal,
Wage information,
Skills, credentials and experience needed for goal obtainment, and
Other applicable or unique employment requirements.

[JThe IPE goal selected is:
e Consistent with the individual’s primary employment factors, as defined by federal
regulations; and
¢ In a high demand industry, has a good labor market, or there is a justifiable reason why the
individual will be able to obtain and maintain employment in the field given labor market
conditions; and
e Has a high probability of resulting in long term, sustainable employment.

Credential Attainment and Measurable Skill Gains: 123NA
[Credential attainment and measurable skill gains, as defined by federal regulations, are included as
IPE services, as needed and appropriate, to support the individual in obtaining his or her chosen

vocational goal and objectives.

If the individual was referred to a paid provider or the Business Development 123NA
Team for job placement services:
[ The individual was sufficiently ready for employment; and
OJIf the referral is to obtain employment in the IPE Goal:

e Hard and soft skills needed to obtain and maintain the desired employment were

sufficiently addressed prior to the referral

Or
[JIf the referral is for a survival/short term job/internship, etc., the counselor and participant discussed
and agreed to goals for placement, which may include but are not limited to:

e Practicing and improving soft skills or increasing work skills,

e QGaining work experience,

e  Addressing reasons for previous job losses,

If the individual was placed in employment: 123NA
[IThe employment (including survival, temporary and IPE goal employment, etc.) is

within the individual’s abilities (with or without accommodations) and is not contradictory

to functional limitations; and

Nevada Rehabilitation Division
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[JIf the placement is for the IPE Employment Qutcome: It is a quality sustainable
placement, with wages consistent with the participant’s needs (based on realistic
individualized self-sustaining income goals), provides realistic opportunities for
advancement, as desired, and is consistent with the individual’s primary employment
factors and other criteria necessary for long-term employment.

15. If the individual leaves or is terminated from employment: 123NA
[ As applicable, the individual is provided quality counseling, and is offered opportunities that will
assist him or her to maintain future employment. For example, if the job was lost due to attendance issues,
counseling was provided to identify why this was an issue, and how to effectively address it; and as
appropriate the participant was provided the opportunity to “practice good attendance” in another
setting (such as a CBA, job club, etc.) prior to another job placement.

Section 1. Quality of Closures

16. Post Closure Data Collection: 123 NA
U There is documentation that at closure the counselor discussed the need for

VR to obtain post-closure data, the procedures for doing so, and encouraged the participant
to respond to both automated and direct contacts from VR.

Cases Closed with an Employment Quicome: Question #’s: 17-21

17. Pay Rate: (bonus question) 3orNA
U The participant is consistently earning wages of at least $12.00 an hour.

18. Number of Hours Working: (bonus question) 3orNA
[OThe participant is consisting working at least 32 hours a week.

19. Federal Closure Requirements Met: 123NA
[ There is documentation that substantial IPE Services led to the employment outcome; and
[(IThe job is in an competitive integrated setting; and
[IThe job is consistent with the individual’s primary employment factors; and
[(There is documentation that at closure (or within 30 days of closure) the counselor and participant

communicated and agreed the participant is satisfied with and is performing satisfactorily in
employment,

20. Sustainability of Job: 123NA
There is reasonable documentation that the employment is sustainable for the individual, including but
not limited to:

[COHours, wages and benefits are consistent with the individual’s needs; and

[IThe job is a good match for the individual; and

[CIThe job is a quality job --one the individual will want to keep, and/or provides opportunity to gain
experience that will assist the individual to advance in employment; and

[JAccommodations, if needed, are in place and functioning satisfactorily; and

[Long term supports are in place (Supported Employment Cases); and

[OThe individual has the work/hard skills to do the job; and

[The individual has developed sufficient “soft skills” to maintain employment; and

[OWork Environment is appropriate
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21. Post-Employment Services: 123NA
(For individuals whose cases are closed with a competitive integrated employment outcome,
the counselor provided detailed post-employment services information, which included counseling
and guidance on services that can support the individual in maintaining employment after exit
from VR; information on how to access these services; and the benefits of keeping in touch with
their counselor if having difficulty on the job or if his or her job is in jeopardy.

22. Closures without an Employment Outcome: 123 NA
[OCase documentation adequately justifies the reason for closure without an employment outcome; and
OThe closure summary clearly documents the issues surrounding why the case was not closed

successfully and as applicable, provides recommendations for areas to address if the participant
reapplies for services; and

[]As applicable and feasible, the counselor provided counseling, guidance and recommendations to
assist the participant to be successful in future cases or employment.

Section IV. Applying and Documenting Compliance with Regulations, Laws & Policies

23. Eligibility Documentation: 123NA
O There is documentation the individual meets eligibility criteria, including acceptable documentation of
a disability that creates a substantial barrier to employment; and
LIIf the applicant received SSDI or SSI for a disability, documentation was obtained and a presumptive
eligibility determination was made; and

CJIf coded significantly or most significantly disabled, required elements on the COE are completed, and
there is supporting documentation in the file to justify the coding.

24, Eligibility Time Line: 123NA
OThe eligibility determination was made within 60 days of application for service; OR an extension
or trial work plan was completed and was consistent with policy requirements.

25, IPE Time Line and Services 123NA
[(IThe IPE was developed within 90 days of the eligibility determination, or an extension was
completed per policy requirements; and
OThere is sufficient documentation to demonstrate the counselor/agency moved the case forward and
provided IPE services without undue delay.

26. IPE Signatures and Annual Review: 123NA
[OThe IPE, and any amendments are signed by the counselor and participant; and
CJIPE annual reviews to assess the individual’s progress in achieving the employment outcome are
completed as required and signed by the counselor and participant.
[J As applicable, releases of information were updated at the time of the annual review.

27. Other TPE Requirements: 123NA
OThe IPE adequately describes the participant’s responsibilities for achieving the employment outcome
and the criteria that will be used to evaluate progress toward the achievement of the employment
outcome; and
CJA reassessment of vocational needs was completed and the IPE amended when there was a
substantial change in program services or the employment goal.
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28. Comparable Benefits: 123NA
LIThe exploration and utilization of comparable benefits is documented in the case file for all services
subject to the comparable benefits requirement. Comparable benefits are listed on the IPE. If
applicable, a case note explains why a comparable benefit (that is available or listed on the IPE), was
not utilized.

29. Goods and Services: 123NA
LJAll goods and services listed on the IPE are needed to reach the vocational goal. There are no
extraneous goods or services listed; and
A1l goods and services authorized:
U Were appropriate and needed for vocational purposes; and
[ Were included on a signed IPE (other than assessments provided prior to the IPE) before the
provision of the service; and
[IIf applicable, were reviewed for spending authority prior to signing the IPE.

30. Expenditures: 123NA
LJExpenditures followed all other policy requirements, including (as applicable) but not
limited to:

CIRD-87’s and receipts for all goods purchased (other than training)

OCollege grade reports or certificates of completion for college or vocational training

CIProvider reports for services provided (excluding job developer/coach reports addressed in question 33)

[ISigned receipts for goods or services purchased by the participant using an authorization (for example

interview clothing)

O Cash pay procedures followed including the required case note documentation (justification, autho amount,
item etc.)

[ISigned fuel pump receipts; and mileage logs which adequately reflect appropriate use of fuel for VR
activities

[Para transit logs which reflect appropriate use of Para Transit pass for VR activities

OReview by dental and/or hearing consultant

[LIDocumentation of a confirming requisition for goods $5,000.00 and over

UEquipment contracts

UPolicies were followed regarding vehicle and home modifications, vehicle repair, maintenance
services, self-employment and any other policy that has financial implications

OOther:

31. Job Developer and Job Coach: Referrals and Authorizations (Paid Providers): 123 NA
Ul Sufficient referral criteria was provided; and
L] Authorizations were completed prior to the referral for services; and
[J The file contains an adequate rationale and supporting documentation to Jjustify the use of a paid
provider and the level of services authorized.
(Other:

32. Job Developer and Job Coach Reports and Payments (Paid Providers) 123 NA
[ Reports are adequately completed and found in the file; and
CThere is evidence the counselor reviewed the reports before approving payment; and
[IReports document appropriate and adequate services were provided; and
[JPayment of a placement fee was only approved for appropriate placements that were consistent with
counselor referral criteria and the job seckers needs and abilities.
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33. Repeat Placements or Change in Providers (Paid Providers) 123NA
U As applicable, if the participant loses a job the reasons are explored and adequately addressed prior to
authorizing another placement; or if the individual is unsuccessful at obtaining a placement with one
provider, the reasons are explored and adequately addressed prior to changing to another provider.

34. Credential or Measurable Skill Gains: 123NA
LJIf a credential or measurable skill gains were earned:
It was included on the IPE; and
U There is appropriate supporting documentation in the case file (such as a copy of a diploma,
transcript, certification etc.). |

35. Policies on S.E., C.E., Youth Entering Subminimum Wage and Post-Secondary Education: 1 2 3 NA
[JAs applicable, all policies and documentation requirements were followed for:
[ISupported employment
UCustomized employment
CYouth entering subminimum wage employment
[JPost-Secondary Education

36. Financial Participation: 123 NA
OThe financial participation form was accurately completed and signed by the counselor and
participant; and
O The counselor verified benefits or income and family size per policy requirements
OIIf the individual has any financial participation:
o The IPE lists the amount of financial participation applicable to each service
o The individual contributed as expected
U The financial participation form was updated and income/benefits re-verified at the time of the
annual review or if waived, the reason for waiver is case noted by the counselor (waiver
allowed if the individual receives SSI/SSDI, TANF, SNAP or all remaining services are exempt from
financial participation).

37. IPE Completion/Signatures Transition Cases: 123NA
OThe IPE was signed before the student exited the school system.
Note: If student was not determined eligible until after exiting the school system, answer NA.

38. IPE & IEP: Transition Cases: 123NA
UThe IPE was developed in consideration of the IEP if the student was receiving Special Education
services at the time of IPE development,
Note: If student was not in school at the time of the IPE, answer NA.

39. Pre-Employment Transition Services for Students: 123NA
[Pre-Employment transition services are adequately addressed and provided for if needed:
OJob exploration counseling [Work based learning experiences
LI1Work place readiness training to develop social and independent living skills
OInstruction in self-advocacy [Counseling on enrollment in post-secondary education

40. Other: Substantial laws, federal regulation, policy concerns 123NA
not previously addressed. List:
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