Quality Assurance Review Guidance
Client Name: __________________
Case No: __________________
AO Office:  ___________________
Transition ____ General _____

Staff Name: ___________________
Status: _______
	1.
	Does the information in the service record indicate that the Rights and Responsibilities were explained and the form was signed and dated? (RSA Compliance)
	___Unacceptable – the R&R was not signed and no justification.  Candidate refused to sign it. 
___Acceptable – R&R was signed by all involved in the case, which demonstrates it was reviewed.


	2.
	Does the information in the service record indicate that the individual was provided information on the range of VR services? (RSA Compliance)
	___Unacceptable – Staff failed to advise the candidate on the services available.

___Acceptable – Orientation on range of services was provided individually or as a group.
___Exceeds expectations- At each point of decision-making during the course of the case, the candidate was informed of the various services that could be considered and the reasons those services are applicable. (For example, : Interests and preferences being discussed in potential careers and jobs at Intake with preliminary discussions of how the person might accomplish that; a discussion at eligibility regarding impediments to employment and services that might overcome those impediments; at plan development, services and supports are identified that are appropriate with the disability/ impediments and is linked to employment.  This may be seen in activities identified in next steps.


	3.
	Does the service record demonstrate that employment was the focus? (RSA Compliance)
	___Unacceptable – the focus was not on employment.  (For example the focus was on going to college and receiving assistance for college.)
___Acceptable – Staff discussed that the reason a person receives services from VR is to become employed.  (For example the candidate is focused on going to college and the staff discussed occupations that require the college degree under consideration.)
___Exceeds expectations -- The individual explains why he/she came to IVRS and what expectations he/she has.  Staff discusses Interests/preferences, skills and abilities related to employment and are integrated into a discussion of labor market information.  There is a triangularization of the employment focus, labor market information and the discernment of the disability and corresponding impediments. (i.e. the candidate voices an interest in funding for college, staff explores the college program, what that means in service needs, and the type of job and wages that program will result in at the end of the case, the disability and impediment(s) impact in training and employment and possible accommodation requirements).


	4. 
	Does the service record demonstrate that options were discussed and the candidate participated in the decision-making process reflecting informed choice?  If no, why not?  (RSA Compliance)
	___Unacceptable – Decisions are made unilaterally by VR staff without candidate input or decisions are made unilaterally by candidate and accepted by VR without any discussion
___Acceptable – Staff discuss options with the candidate regarding employment opportunities and services.  (For example, the candidate is asked why he wants to work, what his job needs are, what he requires in a job.)

___Exceeds expectations - Staff discuss options of employment from using on the job training through formal college training, how the candidate’s disability, interests, preferences, aptitudes and transferable work skills relate to employment in the local labor market.  Staff discusses activities in next steps and subsequent meetings that demonstrate these options were provided.  Homework was given and followed upon from each appointment so the client was engaged in the exploration.
 

	5.
	Does the service record show that the staff explored the candidate’s perception of the disability and statement of limitations as they relate to employment? If no, why not?
	___Unacceptable – Staff asked candidate about diagnosis and limitations but failed to discuss the information as it relates to impact on employment.
___Acceptable – Staff asked candidate about diagnosis and impediments to employment, related those to employment in future work.

___Exceeds expectations - Staff asked candidate about diagnosis and impediments to employment, related those to employment, discussed the labor market demands and accommodation needs, obtained the candidates ideas on how accommodations and limitation would connect to work, addressed those limitations that are not supported by medical information, and infused the information in eligibility, planning, training and placement services.



	6.
	Does the service record contain acceptable documentation (received prior to the date of eligibility determination) to support that the applicant has a physical or mental impairment? (RSA Compliance)

	___Unacceptable – no diagnosis or no coding rubric documents a disability or diagnosis given by unqualified source.
___Acceptable – diagnosis or coding rubric documents a disability and qualified source is noted.



	7.
	Does the service record contain acceptable documentation (received prior to eligibility determination) to support that the applicant’s physical or mental impairment constitutes or results in a substantial impediment to employment? (RSA Compliance)

	___Unacceptable – diagnosis does not provide evidence of corresponding limitations.

___Acceptable – documentation for each diagnosis that limitations exist.

	8.
	Does the service record contain acceptable documentation that the applicants requires VR services to prepare for, secure, retain or regain employment consistent with the applicant’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests and informed choice? (RSA Compliance)

	___Unacceptable – it is unclear what services are needed beyond purely financial assistance.
___Acceptable – candidate requires VR services that are necessary because of the limitation posed by the disability.


	9.
	Does the service record demonstrate that all disabling conditions relevant to employment were explored? (RSA Compliance)
	___Unacceptable – other potentially disabling conditions were mentioned but not ruled out or not explored.

___Acceptable – all disabling conditions identified by candidate or referral source that could impact employment were considered.

___Exceeds expectations - have we explored or had further discussion or research regarding potential disabling conditions as identified on the Health Assessment Questionnaire, candidate statements, or other reported areas of concern via the intake, application or through the rehabilitation process that might impact employment, or need further evaluation.

   

	10.
	For individuals verified to be receiving SSI or SSDI for disability at application, was the individual presumed eligible? (Choose N/A if not receiving benefits.) (RSA Compliance)
	___Unacceptable – presumptive eligibility was not done despite evidence to proceed.

___Acceptable – the candidate was determined eligible on the basis of SS information. 

___Exceeds expectations - the candidate was presumed eligible and the determination was made within 10 days of having received the information.
___ N/A


	11.
	Based on all the information in the service record, is the eligibility decision correct? (RSA Compliance must be at 100%)
	___Unacceptable – the candidate was not eligible. 

___Acceptable – the candidate was eligible. 


	12.
	Does the service record demonstrate that the eligibility decision was made within 60 days or that extensions are on file where the candidate gives permission to exceed the time standard? (RSA Compliance)
	___Unacceptable – eligibility exceeded 60 days and either there weren’t extensions or the date exceeded the extension time limit. No evidence of trying to get the information in a timely manner.

___Acceptable – decision made within 60 days and extension on file for each month exceeded. Justification noted.



	13.
	Based on the documentation in the service record, do you agree with the determination of priority for the waiting list? If no, why not?  (RSA Compliance)

	___Unacceptable - reason for disagreement with priority rating.
___Acceptable – agree with priority decision.


	14.
	Is the Face Sheet completed accurately, and is signed and dated? (RSA Compliance)
	___Unacceptable - incorrectly completed; no counselor signature.
___Acceptable – accurately completed and counselor signed.


	15.
	If testing was done for eligibility, was it necessary?  (RSA Compliance)
	___Unacceptable – testing was not necessary or it was not used or explained to the candidate.

___Acceptable – testing was required.

___Exceeds expectations - testing was required, the results and questions were discussed with candidate and team, and the information was used in planning.
___N/A


	16.
	Does the service record document that eligibility was completed within 10 business days after receiving the information? 
	___Unacceptable – the information was received but staff failed to use it in a timely manner.

___Acceptable – the information was received and used in a timely manner so that services and decisions were not delayed unnecessarily. 



	17.
	The VR Counselor incorporated information gathered through the intake process to make the eligibility decision.
	___Unacceptable – there is no evidence that shows information from the intake was used in the decision.

___Acceptable – information gathered in the intake regarding the disability, impediments, and candidate’s perceptions on disability and services was used in the eligibility decision. The counselor explained the decision to the client.
___Exceeds expectations – the discussion on eligibility with the client reflected the information from the intake, the disability, impediments, client’s voiced interest in services, the work history, transferable skills analysis, educational background, and all the information was synthesized and explained why the services are required. The  Counselor and client identified relevant homework and next steps.


	18.
	Does the service record document that the IPE was developed within the required timeframes, or extensions are on file? (Before graduation for Transition Cases; VR Policy -within 120 days for General Cases) (RSA Compliance)
	___Unacceptable - plans were written after graduation for transition students, beyond 120 days for adults, and there were no extensions on file.  No justification or extensions exceeded the timeframe.

___Acceptable - plans were written prior to graduation for transition students or an extension is justified.  Plans are written within 120 days or extensions are on file for each time period.


	19.
	Does the service record document a comprehensive assessment that identifies and describes the individual’s VR needs to the extent necessary? (RSA Compliance)
	___Unacceptable – the reader cannot determine how the service needs were determined.

___ Acceptable – the diagnostic work up used the RIOT (review, interview, observe, test when necessary) methodology.


	20.
	Were the goods and services identified in the IPE necessary for the achievement of the chosen employment outcome? (RSA Compliance)
(This question is asking if the services planned for were necessary.)
	___Unacceptable – goods and services were identified on the IPE that were not needed or related to the employment goal.

___Acceptable – the goods and services listed on the IPE are necessary and appropriate for the disability and the employment outcome.  



	21.
	Were the goods and services that were identified in the IPE, or amendments, provided to the individual? (RSA Compliance)
(This question is asking if the services that have been determined as necessary in number 20 were provided.)
	___Unacceptable – there were goods and services listed on the IPE that were not provided to the individual and were necessary for completion of the vocational goal. 

___Acceptable – goods and services that were written in the plan, and amendments,  were provided. 


	22.
	Were the goods and services initiated according to the timeframes identified on the IPE and/or IPE amendments? (RSA Compliance)

	___Unacceptable – goods and services were not delivered within the timeframes specified in the IPE or amendments. No explanation for delays recorded.

___Acceptable – goods and services were delivered according to the timeframes specified in the plan and amendments.


	23.
	Were any services needed for the employment outcome that were not planned for and were not provided? (If yes, explain.)
(RSA Compliance)

Physical/mental restoration, training, Maintenance, Transportation, Job Placement, Supported Employment, Assistive Technology, Other/Specify
(This question is asking if VR failed to identify or provide a service that was necessary.)


	___Unacceptable – there were services that were needed to be successful but they were not planned for or delivered.  Which services were not provided:  _____________
__________________________________________

___Acceptable – there were zero services that were needed that were not planned for or delivered. (IPE and amendments all provide for the needed services.)



	23a.
	Were all goods and services needed to achieve an employment outcome and provided to the individual identified on the original IPE or amendment?
	___ Unacceptable – needed goods and services provided were not listed on the IPE or amendments.

___ Acceptable – all goods and services provided were listed on the IPE or amendments.



	24.
	Did the VR Counselor review the plan with the candidate yearly?  (RSA Compliance)
	___Unacceptable – staff reviewed the plan, but the counselor did not; or no review occurred.

___Acceptable – the counselor reviewed the plan yearly and there is evidence of contact throughout the year by staff or counselor as is appropriate.
___N/A



	25.
	Did the Counselor amend the plan when necessary?  (RSA Compliance)
	___Unacceptable – the plan was not amended or was not amended by a counselor.

___Acceptable – the plan was amended when necessary and it was always amended by the counselor.  
___Exceeds expectations – Candidate and staff (to include counselor when appropriate) clearly understand the expected actions and each follow up on those actions as described in the amendments.
___N/A



	26.
	Did the VR Counselor and staff generate discussion on the candidate’s interests, preferences, resources, strengths, VR needs, and capabilities to identify an optimal level of employment?
	___Unacceptable – planning was based on a candidate stated interest but the reader does not understand what evidence supports that interest.

___Acceptable – counselor reviewed existing and, when necessary, purchased information and with the candidate discussed vocational options from which the candidate made a selection.

___Exceeds expectations – The Counselor is proactive in the discussions, providing suggestions and ideas that the client may have not considered.  To exceed expectations the actions go beyond responding to the client’s ideas, needs, and thoughts, and forwardly thinking to keep the case moving and motivating.  Staff and the candidate engaged in various assessment activities (job shadowing, career exploration, career scope, career index, etc.) and discussed the information.  The counselor pulled the information together and then discussed the implications of that information according to local labor market information, candidate disability issues, accommodation needs, work skills and transferable history, career pathways, and employer expectations and encouraged the candidate to seek employment that would result in self-sufficiency or at least maximize the candidate’s potential. 



	27.
	Were purchased assessments necessary for the development of the IPE?
	___Unacceptable – assessments that were purchased were not necessary.

___Acceptable – assessments that were purchased were necessary and the results were explained to the candidate and provided context to make a decision.
___ N/A

	28.
	Did the IVRS staff provide career exploration and vocational guidance prior to the transition student graduating from high school?
	___Unacceptable – intake and eligibility completed prior to graduation only, or later referral or no justification.

___Acceptable – intake, eligibility, and plan was written prior to graduation relating job goal to impediments to employment and interests.  Late referral shows justification or if plan not written prior to graduation, justification noted. 

___Exceeds expectations – all of acceptable work completed and counselor helped the candidate understand his disability in relationship to work experiences, career options, transferable skills, and how those connect with the local labor market with or without accommodations.  Discussion on how to be trained for the occupations is discussed.  Other staff works to arrange job shadowing and career interviews with employers at the direction of the counselor and candidate.  The student participated in a minimum of two work experiences and the counselor and candidate discussed the experiences and used the information in planning. The student with the assistance of VR identifies the most appropriate manner for training for the career choice.  Clear collaboration seen with transition school staff, family and student.

___N/A


	29.
	Is the selected vocational goal compatible with the individual’s disability with or without a reasonable accommodation?
	___Unacceptable – the goal does not appear compatible with the disability.

___Acceptable – the goal is consistent with the candidate’s disability with or without a reasonable accommodation.

___Exceeds expectations - the candidate and counselor discussed the goal in relationship to the disability. If the goal looks risky, does the staff person acknowledge with the candidate that it is risky and what measures will be incorporated to minimize the risk of success to enhance the learning from the experience and the outcomes? Does the candidate understand the risks involved in comparison to other more secure choices?  Discussion on how accommodations may increase performance or impact essential function of the job. 



	30.
	Was the level of contact between the VR staff and the individual necessary and required by the individual’s needs and vocational goal? (RSA Compliance)

	___Unacceptable – contact was infrequent with gaps in time between meetings and no next steps noted.

___Acceptable – contact was appropriate to the goal and next steps were noted after each appointment consistent with IVRS policy. 
___Exceeds expectations – all of the acceptable work completed and the contact was proactive on the part of staff.  Staff gave homework and agreed to perform activities between appointments, followed up on the homework and activities at the next appointment, the homework and activities were crucial for the progression of the case.  Staff established short term goals for the candidate and staff to perform to keep the case moving forward.  Discussions were about the future goal, what to expect, what was necessary, and how to achieve that goal.  Candidate was referred to appropriate resources and services for barriers that were not within the realm of VR expertise when necessary.  Interruptions (st 24) were necessary and staff proactively maintained contact to determine the progress of the St. 24 and determine when the case could be re-engaged.


	31.
	When the plan specifies supported employment as a service requirement, was there a commitment for long-term support documented? (RSA Compliance)
	___Unacceptable – the candidate is not MSD or the case was moved from SD to MSD only so SES could be provided but it doesn’t appear warranted.  Long term supports are tenuous at best.

___Acceptable – the candidate is MSD and long term supports are in place.

___Exceeds expectations – the work is acceptable.  The long term support shows how the staff will provide the appropriate training to the employer mentor, monitor the progress and what factors will be evaluated to demonstrate stability on the job.  

___N/A



	32.  
	When the plan specifies supported employment as a service need, was the service completed within 18 months of initiation? (RSA Compliance)
	___Unacceptable – the case exceed 18 months (was in 186 more than 18 months.)

___Acceptable – the case was in status 186 eighteen months or less.  If job development occurred before status 186, and then the candidate started the job with coaching and the case was in 186 for eighteen months or less this is acceptable. 

___Exceeds expectations – acceptable work and there is clear evidence that the VR staff was actively engaged in the SES case.  Staff performed job development along with contracted vendors, if appropriate, and worked with the employer to understand the candidate’s disability and identify a job mentor employed by the employer.

___N/A



	33.
	Were comparable services and benefits used when applicable? (RSA Compliance)
	___Unacceptable –VR provided services that could and should have been provided by another source.

___Acceptable – VR provided only those services it was responsible for after comparable services and benefits were used. (Examples might include WIA, PASS Plans, Waivers, PELL, 406A and Budget Worksheet Information.)

___N/A



	34.
	Is there evidence that VR staff acknowledged and considered the candidate’s culture and religious background in the rehabilitation process?
	___Unacceptable – person is from a diverse background and VR staff interacts with the person without regard to factors that will impact service delivery and employment outcome.

___Acceptable – Discussed the candidate’s diverse background and the candidate explained areas that need to be considered, if any.

___Exceeds expectations – the counselor discussed the connection of the culture with American culture in business, respecting religious and cultural views while helping the candidate to understand the business and work ethic requirements of American business. 

___N/A



	35.
	Was the VR staff involved in providing JSST/Job Club services in collaboration with the client?
	____Unacceptable—No evidence of placement services being offered or provided.  “Call me when you get a job.”

____Acceptable—JSST skills training was provided to client in needed areas, such as resumes, applications, interview skills.  Client had contact with IVRS staff at least every other week (case services status 20-0 expectations) to monitor and review job search plan and progress.  Provides job leads to the client.  IWD referral/connection is made with follow-up on results and activities.  

If plan is not progressing, problem solving with client to identify and correct barriers.  Frequent (more than every other week) meetings to monitor job search.    VR staff is responsible for seeing that placement services are planned and carried out.

____N/A


	36.
	Was IVRS staff actively involved in job development and/or employer development? 
	____Unacceptable—Placement services were purchased and there was no collaboration with VR staff of job development.  No VR staff contact with employers.

____Acceptable—Staff follow-up with employers on client-made job contacts. Job Development contacts made by staff to discuss openings and talents of clients.  Staff uses on the job training when needed.   Collaborated with vendor on placement of client with supported employment cases when service was purchased.  

____Exceeds expectations—VR staff follow-up with businesses to explain and provide services such as accommodations, AT, job analysis, job descriptions, modification consultation, mentoring for businesses on working with PWD.  Collaborative relationship is established with the business to place the client and monitor employment progress.
​____N/A
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