Case Review Guide 
I. CUSTOMER/AGENCY INTERACTIONS    
1. By the end of the first meeting, the customer knew what would happen next, the time frames in which it would occur, and who would be responsible.

[image: image1.wmf]
An action plan or employment plan is required after the first meeting.  The reviewer looks to be sure that one was completed with action steps, time frames, and person responsible.  If any of these areas were not addressed, the reviewer will answer “No” to this question.

2. Staff are responsive to customer limitations to ensure equal access to the program (i.e. interpreters, reading level, home visits).
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Reviewers are looking to see if the customer had limitations around access to information and services.  If limitations are evident in the file, the reviewers are looking to see if staff made appropriate accommodations.  

3. The customer was provided information about the VR program rights and responsibilities in a format that is understandable and accessible.

[image: image3.wmf]
If there is any indication in the file that the rights and responsibilities could not be read or understood by a customer, the reviewer would look for a notation in the file around how rights and responsibilities were presented in an accessible format (i.e. an interpreter was present, information was read and explained if the customer could not read, information was made available in other languages, etc.)

4. Case records are free of inappropriate alterations..

[image: image4.wmf]
Reviewers are looking to see that case narratives are consistent with other documentation in the file and that case narratives have not been altered.  Also, case narratives should be dated,.  Reviewers are also checking to be sure that source documents, including the application, action plans, the IPE, etc. have not had the dates altered.

5. The date of application as noted on signed customer documents dated by the applicant (the date the form is signed or the date the document is received as evidenced by a date stamp) is the same as the CSR date for status 02 (See VR1 and VR2).


[image: image64.wmf]Reviewers look for consistency in dates between the application and the CSR date for 02.

II. ELIGIBILITY

1. An appointment for an initial interview and to the extent possible, a determination of eligibility was scheduled as soon as possible and no longer than 30 calendar days from initial contact.
[image: image5.wmf]
The intent is to provide any individual interested in VR services with an appointment within 24 hours of referral.  Reviewers look beyond the MIS information to determine the actual first contact with agency, such as any correspondence with the customer prior to the MIS referral date, or a letter of referral from a third party.

2. There is evidence that the customer has an impairment.

a. [image: image6.wmf]b

Reviewer looks for medical documentation signed by a qualified representative, as appropriate to the disability (M.D., licensed psychologist, psychiatrist, licensed social worker, certified substance abuse counselor, or SAIF certified school counselors).  If the customer is receiving disability benefits from the Social Security Administration, the reviewer looks for evidence of benefits in the file (copy of the disability check or a printout from SSA).

3. The impairment constitutes or results in a substantial impediment to employment as evidenced by the relationship between the impairment and job tasks and/or tasks related to career advancement.
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Reviewer looks to see if impediments to employment relate back to a documented impairment.  One impediment is enough (not best practice), but the impediment would need to be substantial.  

4.  The applicant requires vocational rehabilitation services to prepare for, secure, retain, or advance in employment consistent with the applicant’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice.
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Reviewer looks to see if required services relate back to a documented impairment, and to see if the record supports that these services would be required.

5. If the individual is an SSI recipient or SSDI beneficiary at application, was the individual presumed eligible?  

[image: image9.wmf]
A notation in the Initial Interview that the individual was ‘presumed eligible’ if they are receiving SSI or SSDI benefits.  Additional information:  If the individual receives SSI or SSDI, the Reviewer looks to see if the individual was considered to have a significant physical or mental impairment which constitutes or results in a substantial impediment to employment and to be able to benefit from Vocational Rehabilitation, and to require VR services to prepare for, enter, engage in, or retain employment, provided the individual intends to achieve an employment outcome consistent with the individual's strengths, resources, priorities, concerns, abilities, interests, and informed choice unless it can be demonstrated by clear and convincing evidence that due to the severity of the disability the individual is incapable of benefiting in terms of an employment outcome from VR services. The Reviewer further looks to see that no additional tests were required or delays in the eligibility occurred.  
6. There is evidence to support a finding that the customer has a significant disability, and the eligibility certification demonstrates this decision.

A Certificate of Eligibility/Significant Disability should be contained within the case narrative to include:  

1) the disability if it is not documented elsewhere in the file (this disability must be one or more physical or mental disabilities resulting from amputation, arthritis, autism, blindness, burn injury, cancer, cerebral palsy, cystic fibrosis, deafness, head injury, heart disease, hemiplegia, hemophilia, respiratory or pulmonary dysfunction, mental retardation, mental illness, multiple sclerosis, neurological disorders including stroke and epilepsy, paraplegia, quadriplegia and other spinal conditions, end-stage renal disease, or another disability or combination of disabilities determined on the basis of an assessment for determining eligibility and vocational rehabilitation needs to cause comparable substantial functional limitations), 

2) demonstration that the disability causes substantial impediments to employment which seriously limit one or more functional capacities, including mobility, communication, self-care, self direction, interpersonal skills, work tolerance, or work skills, and 

3) evidence of multiple (two or more)required services over an extended period of time (six months or longer).
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Reviewer looks for more than one service listed on the certification.  Extended period of time means that it would take the individual customer six months or longer to complete the plan.  Reviewer may look at the IPE to determine extended period of time. 

7. [image: image11.wmf]If a person is coded SD, it appears both in the CSR and the Certification of Eligibility.

Reviewer looks at the CSR and the Certification of Eligibility to be sure that both are coded the same.  If an SD decision is made after the time of eligibility, it would still show on the Certification of Eligibility, with a notation of the date the decision was made.

8. The case progressed from application to eligibility determination with no gaps between decisions or the implementation of those decisions.
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A gap is defined as any time an action could have been taken, but was not.  Reviewer looks at case narrative, vendor reports, action plans, cost cards, and letters to determine when actions occurred. 

9. The Certificate of Eligibility in the case narrative is signed and dated by the counselor and the date is the same as the status 10 date on the CSR. 
[image: image13.wmf]
Regulation requires that the counselors sign and date the Certificate of Eligibility.  The reviewer looks for full signature.  Initials are not acceptable.

10. Was the eligibility/ineligibility determination made within 60 days of the individual’s application?

[image: image14.wmf]Reviewer looks to see that eligibility was determined within 60 days of the application date.
11. When the eligibility determination exceeds 60 days, there is a document or letter signed and dated by the applicant that extends the period during which eligibility will be determined and explains why the decision must be postponed.

[image: image15.wmf]Eligibility determination should only exceed 60 days under extenuating circumstances.  The agency standard is 24 hours.  If the determination exceeds 60 days, the reviewer will be looking for documentation, signed and dated by the applicant, explaining the rationale for extending the eligibility determination period.

12. If the case file enters extended evaluation, a statement of eligibility for extended evaluation is signed and dated by the counselor.  The date is the same as the date on the CSR for status 06, there is a plan for extended evaluation services that is signed and dated by the customer the same date as the date for status 06.
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A Certificate of Extended Evaluation within the case narrative needs to list the impediments to employment (unless the customer receives SSA disability benefits).  The certificate should then state that it cannot be determined at this time what services would benefit the individual in terms of an employment outcome; therefore, the individual is entering Extended Evaluation.  The case record must support that there is clear and convincing evidence that the individual cannot benefit from the provision of VR services.

III. COMPREHENSIVE ASSESSMENT OF REHABILITATION NEEDS

1. To the degree necessary to achieve an employment outcome, there is an assessment of all strengths, barriers, and disabilities, including the use of technology.
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Reviewer looks at the entire case record to see if additional strengths or the use of technology may have increased a customer’s chances or training for, entering or retaining employment.  A reviewer would also evaluate the impact of additional barriers or disabilities that become evident based on the case review that may negatively impact an individual’s chance of remaining successful in their employment.  

2. There is an assessment of the career interests of the customer.
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Reviewer looks for any evidence that the career interests were assessed.  The assessment may result from an interview, an interest inventory, or a vocational assessment.  If the Vocational Goal is not consistent with the stated interests, the reviewer would be looking for a rationale.

3.  The Action Plans and the Employment Plan (IPE) were jointly developed.
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Simply having a signature on plans does not reflect joint development.  Reviewer looks for evidence that the customer was involved in decision making.

4.  The case progressed from eligibility to plan development as soon as the employment outcome and the nature and scope of Vocational Rehabilitation services have been determined, but no longer than three months (90 days) after eligibility determination.  
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A gap is defined as any time an action could have been taken, but was not.  Reviewer looks at case narrative, vendor reports, action plans, cost cards, and letters to determine when actions occurred.

5. If four above is NO, in cases where additional time is necessary to determine the employment outcome and the nature and scope of services to be included in the IPE, an Action Plan was developed that outlined the anticipated activities and timeline expected to develop the IPE.
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Reviewer looks for Action Plans defining steps needed to develop IPE.

IV. EMPLOYMENT PLAN (IPE) AND APPROPRIATE SERVICES

1. The Employment Plan (IPE) includes a statement of the long-range rehabilitation goals, the objectives, and the specific VR services to be provided.
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Reviewer looks to be sure that the goal, the objectives and the specific services are identified on the Employment Plan.

2. Were any services provided that were not planned in the IPE?  If yes, were these services necessary for the achievement of an employment outcome?  If no – explain
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Reviewer checks to see that all services provided (cost card), were on the original IPE or a subsequent amendment. 
3. [image: image24.wmf]Were there any services necessary for the achievement of an employment outcome that was not provided?
Reviewer looks to see if there are readily identifiable services that were not provided that would have assisted the customer obtain/maintain employment. Examples include, services recommended on medical, psychological, or vocational information in the file

4. Services planned and received are necessary to overcome identified employment barriers and accomplish the customer's job goal.

[image: image25.wmf]
The case record should demonstrate a relationship between the planned services and the customer job goal.  If applicable, there should be some documentation in the file regarding the content of in-house workshops or job clubs.

5. The Employment Plan (IPE) identifies service providers as well as the funding source.
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Both the service provider and funding source needs to be on the IPE.  If either is missing, the reviewer would answer “No”. 

6. The Employment Plan (IPE) includes appropriate time frames for necessary services.
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Reviewers look to be sure that there are beginning and ending dates (month and year) for services that are reasonable for the service being provided.  These dates need to be specific to each identified service.  If the services are ongoing, the ending date would reflect the projected completion date for the IPE, or the time at which the counselor expects to discontinue follow-up on that service.   

7. The Employment Plan (IPE) includes meaningful and measurable methods of evaluation of progress.
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The Employment Plan must identify methods to measure the objectives.  The measures must show how and when you will measure progress toward an objective.  By meaningful, the reviewer would look to see if the measurement criteria are understandable to the customer and that they have value to the customer.

8. The Employment Plan (IPE) includes terms and conditions under which goods and services will be provided in the most integrated setting.
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Integrated setting means that the setting includes participants who do not have disabilities, even if it is the only setting that provides the service.  In house workshops and Job Clubs, however, can be considered to be provided in the “most” integrated setting.

9. The Employment Plan (IPE) includes information identifying other related services and benefits that will enhance the capacity of the individual to achieve his/her objectives and job goal.
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Related services should include any services that support the plan.  If the success of the plan depends on a given service, it should be listed under the specific services on the front of the IPE.  Related services needs to include the provider and the service (i.e. continued case management from Area Agency).

8. There is an assessment of the need for post employment services and there is a plan for any necessary services.
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The reviewer is looking for an assessment of the need for post-employment services.  If the customer is expected to have ongoing needs after the plan has been completed, then the plan should include a plan for these services.

9. If extended services are needed (Supported Employment), there is a plan for the provision of these services.
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Extended services means ongoing support services and other appropriate services, needed to support and maintain an individual with the most severe disability in supported employment.  With customers in supported employment plans, there should be a plan for a provision of extended services, including the provider and the service to be provided after completion of the VR Employment Plan.  

10. The Employment Plan (IPE) includes statements by the individual describing how he/she was informed about and involved in choosing among alternative goals, objectives, services, service providers, and methods used to provide or procure services.
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Whenever possible, we should attempt to get the statement of the individual in the words of an individual.  In the case of the customer who is his or her own legal guardian, it would be acceptable for a parent, family member, advocate or other representative to answer if the customer is not able to answer for him/herself.  In the case of the customer who is not his or her own legal guardian, the intent of the law is to get a statement by the individual; therefore, it would be acceptable to have a statement by the individual and not by the guardian.  The guardian would still need to sign the plan.

11. The Employment Plan (IPE) is in language that is understandable to the customer and in a format that is accessible to the customer.
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The reviewer looks to be sure that the language used on the Employment Plan would be understandable and accessible, based on the individual needs of a customer.  If acronyms are used in the IPE, the case review will indicate that the IPE was not written in language that was understandable.

12. The case progressed from Employment Plan (IPE) development to service implementation with no gaps between decisions or the implementation of those decisions.  Services were provided in a timely manner without undue delays or interruptions. The services were provided in the timeframes identified in the IPE. If there were delays or interruptions in services, these reasons for delays or interruptions are documented in the service record. 
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A gap is defined as any time an action could have been taken, but was not.  Reviewer looks at case narrative, vendor reports, action plans, cost cards, and letters to determine when actions occurred.

13. The Employment Plan (IPE) is signed and dated by the customer, and the date of the Plan is the same as the date on the CSR for status 12.
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Reviewer looks for customer signature and date, and ensures that the date is consistent with the computer record of the status 12 date.

14. The Employment Plan (IPE) is reviewed at least annually with the customer; progress appraisals, reviews, and amendments are signed and dated by the customer.
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Annual reviews are required for all plans.  This review is currently documented on the VR9-C, Progress Appraisal.  All Progress Appraisals, which are used for annual review, amendments to the Employment Plan, and closure, must be signed and dated by the customer.

15. The OJT contract is signed and dated by the customer, the counselor, and the employer.

[image: image38.wmf]
All OJT contracts must have the signatures of the customer, counselor and employer and must be dated.

V. UTILIZATION OF FUNDS

1. Available and appropriate resources from other programs or within the agency were used prior to the purchase of services.
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The record must demonstrate the exploration of similar benefits.  If none were available, that should be evident in the documentation of such exploration. 

2. Comparable benefits are included in the IPE
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If comparable benefits were used, the IPE should include information about the benefits received (type and estimated dollar value)

3. Financial Need was fully explored and documented prior to expending agency funds unless services are exempt.

[image: image41.wmf]
A Financial need form (VR-41) is required whenever purchases are made, with the exception of the following:  (a) for the assessment for determining eligibility and vocational rehabilitation needs; (b) for counseling, guidance, and work related placement services, including job search assistance, placement assistance, job retention services, personal assistance services, and follow-up, follow-along, and specific post-employment services necessary to assist individuals to maintain, regain or advance in employment; (c) for vocational and other training services (except no payment shall be made for training services in institutions of higher education unless maximum efforts have been made to secure grant assistance to pay for such unless maximum efforts have been made to secure grant assistance to pay for such training).  These services include personal and vocational adjustment, books, or other training materials, and such services to the families of individuals with disabilities as are necessary to the adjustment or rehabilitation of such individuals; (d) rehabilitation technology services; (e) if the determination would delay the provision of services to any individual at extreme medical risk (defined as a risk of substantially increasing functional impairment or risk of death if medical services are not provided expeditiously), or (f) prior to the provision of services if an immediate job placement would be lost due to a delay in the provision of comparable benefits.   

4. The financial need form (VR-41) or FATF are updated at least annually.
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The reviewer looks for annual updates, as appropriate, of the VR-41 and the FATF.  Both pages of the FATF are required.  

SERVICE PROVISION

5. Evidence that counseling and guidance were provided by NHVR

[image: image43.wmf]
The reviewer looks for evidence that counseling and guidance was provided.  This documentation is generally in the case notes, but may also be found in correspondence and other documentation in the file.

6. Evidence that need for assistive technology services and assistive devices were assessed and used as necessary at each stage of the VR process
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Assessment of the need for assistive tech services and devices is required at each stage of the VR process.  The reviewer looks that an assessment was done. 

7. Evidence that the customer had opportunity to exercise informed choice
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The reviewer looks for evidence that the customer was provided with opportunities for informed choice throughout the process, particularly in the development and implementation of the IPE.

8. Evidence of continued contact and customer engagement throughout the process
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The reviewer looks for evidence that the counselor maintained contact throughout the customers involvement with NHVR.

9. If a CRP was used, referral for job placement / supported employment services was appropriate based on the needs of the customer
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The reviewer looks for evidence that the customer was appropriate for CRP services (job ready).

10. If a CRP was used, the provider (CRP) was given clear information about customer’s employment goals and expectations

[image: image48.wmf]
The reviewer looks for evidence that the CRP was provided with information necessary to assist the customer reach their employment goals.

VI. EMPLOYMENT

1. The individual has achieved an employment outcome that is described in the individual’s IPE and/or its amendments.
[image: image49.wmf]The Reviewer checks to see that the employment outcome is identified as the individual’s employment goal on the IPE (original and/or amended).
2. Employment is competitive in location and wages. (there is verification that a) 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 and b) the individual is compensated at or above the minimum wage).
[image: image50.wmf]
Competitive employment is defined as full time or part time work as determined by the IPE for which the individual is compensated consistent with the wage standards provided for in the Fair Labor Standards Act.  This means that an individual with a disability is compensated for work at the same wage as others performing the same work. 

3. Employment is integrated.

[image: image51.wmf]
Integrated is defined as a setting means that the setting includes participants who do not have disabilities.  

4. Employment is consistent with customer's informed choice.

[image: image52.wmf]
Reviewer looks at the case record to see if the employment at closure is consistent with the IPE and amendments made in conjunction with the customer.  The reviewer also looks to be sure that the customer had the opportunity to make informed choice about their career goal and their current employment.  

5. Employment is consistent with customer's strength’s, resources, priorities, concerns, abilities, capabilities, interests, and informed choice.
[image: image53.wmf]
Reviewer looks at all information in the case record, including medical evidence, customer self           evaluations, case narratives and vendor reports to be sure that employment is consistent with the customer’s set of unique strengths, resources, priorities, concerns, capabilities, interests, informed choice,  and abilities. The reviewer looks for a rationale for any  discrepancies between the customer’s strengths and abilities and the employment situation.  An example of a discrepancy might be underemployment.  Another might be an employment situation where the customer’s disabling condition may be exacerbated as a result of such employment.  

6. The individual and the VR counselor 
· Agree that the individual is performing well in employment, AND
· The customer and counselor concur that the Employment Plan (IPE) has been completed and the customer is satisfied.

[image: image54.wmf] 
Simply having a signature on the Employment Plan (IPE) closure amendment does not reflect joint development. Reviewer looks for evidence that the customer was involved in the closure decision and agreed that the plan had been completed to his/her satisfaction. 

7. Substantial services were provided to the customer that were directly related to the employment outcome.

[image: image55.wmf] 

The case record should document that services were provided which assisted the customer to prepare for, enter, engage in, and/or retain employment.  

8. The case progressed from Employment Plan (IPE) to closure with no gaps between decisions or the implementation of those decisions.
[image: image56.wmf]A gap is defined as any time an action could have been taken, but was not. 

Reviewer looks at case narrative, vendor reports, action plans, cost cards, and letters to determine when actions occurred.
9. The closure is demonstrated in an amendment to the Employment Plan (IPE) that is signed by the customer.

[image: image57.wmf]
The Reviewer looks for a signed VR9-C, Progress Appraisal, demonstrating that the customer is aware that their file is being closed successfully.

10. The case record contains evidence that the customer has maintained employment in the same job for at least 90 days and continues to work at the time of closure.

[image: image58.wmf]
The reviewer looks for actual evidence that at 90 days, after the provision of VR services, the customer is working. This could be contact with an employer and/or contact with the customer.

VII. CASE CLOSURE (without a finding of eligibility 02-08)

1. There is a reasonable rationale for closure; the applicant is not appropriate for VR services and the counselor demonstrates this.

[image: image59.wmf]The reviewer looks in the case file for the reason for the case closure.  If the individual does not meet the eligibility criteria, the reviewer would look for evidence supporting an ineligibility decision.  If  the case was closed due to factors not related to eligibility, e.g., missing, refused services, etc., the 

case record would demonstrate the Counselor’s attempts to contact and involve the customer  and notification to the customer, where appropriate of the decision to close their file.

2. The customer has been notified of the decision of ineligibility sand the rationale for that decision.

[image: image60.wmf]
The reviewer looks in the case record for documentation that the customer was provided an opportunity for full consultation and informed of the decision of ineligibility, the rationale for that decision and their right to appeal that decision.  In addition, the reviewer looks for written confirmation of ineligibility decision, supplemented as necessary by other appropriate means of communication of the ineligibility decision.

Eligibility determination should only exceed 60 days under extenuating circumstances.  The agency standard is 24 hours.  

[image: image61.wmf]If the determination exceeds 60 days, the reviewer will be looking for documentation, signed and dated by the applicant, explaining the rationale for extending the eligibility determination period.  Missing means not reachable by telephone or letter.  If the agency has simply lost contact with the individual, this does not constitute missing

3. The applicant was provided with a description of the services available from the Client Assistance Program and information in how to contact that program

4. If the decision exceeded 60 days, there is evidence that the customer agreed to this extension.  (death, missing, no eligibility decision are N/A responses)

5.   The case progressed from application to closure with no gaps between decisions or the implementation of those decisions.

A gap is defined as any time an action could have been taken, but was not. 

[image: image62.wmf]
 Reviewer looks at case narrative, vendor reports, action plans, cost cards, and letters to determine when actions occurred.
VIII. CASE CLOSURE (after eligibility or extended evaluation 06-08, 10 or 12-30, service category to 28)

1. There is evidence that the customer participated in the decision to close the file.  (death, missing are N/A responses)

[image: image63.wmf]
There is an indication in the file that the customer was notified of the intent to close his/her file and the rationale for the closure prior to any closure action.  

2. The decision and rationale to close the file is demonstrated in an amendment to the Employment Plan (IPE). (death, missing are N/A responses)


The reviewer looks for a VR9C, demonstrating the decision to close the case that includes the reasons for the closure.

3. Rights and CAP were explained to the customer in a format that was understandable and accessible to the customer. (death, missing are N/A responses)


If there is any indication in the file that the rights and responsibilities could not be read or understood by a customer, the reviewer would look for a notation in the file around how rights and responsibilities were presented in an accessible format (i.e. an interpreter was present, information was read and explained if the customer could not read, information was made available in other languages, etc.)

4.    If the basis for closure was due to severity of the presenting disability opportunity for full consultation with the person/persons rep. was provided.
5.     If the basis for closure is due to the severity of the presenting disability, there is evidence that the counselor indicated that the customer's status would be reviewed one year from closure. (N/A if the basis for closure is not severity of disability)


The reviewer looks for indication on the closure notice of intent to review the customer status within one year of the closure date.

6.    The case progress from 06 to 08, from 10 or 12 to 30, or from service implementation to 28 with no gaps in decisions or the implementation of those decisions.

A gap is defined as any time an action could have been taken, but was not.  

Reviewer looks at case narrative, vendor reports, action plans, cost cards, and letters to determine when actions occurred.
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