OHIO REHABILITATION SERVICES COMMISSION

Case Review Guide for Vocational Rehabilitation (VR)

The Case Review for VR Form is used in accordance with the Quality Assurance Review policy to determine if case documentation is compliant with state and federal regulations and agency policy. The purpose of this guide is to assist reviewers in accurately and consistently completing the case review form.
For each item, this guide will define measurable standards for each rating category: Present (P), Partially Present (PP), Not Present (NP), and Not Applicable (N/A), when needed. Following each section, there is a space for “Comments” where the reviewer can make additional comments on quality or compliance concerns.
After completing the case review form, supervisors shall discuss the results with the VR Counselor/Coordinator (VRC) whose case was reviewed to promote learning and growth through feedback. The QA application will document this process electronically, but it is still the supervisor’s responsibility to have discussion with their staff about the results of the case review(s).  Also, it is the supervisor’s responsibility to notify the QA RPS completing reviews if further discussion or clarification is needed.
Case Info (System will autopopulate items unless otherwise indicated.)
1. Consumer: consumer’s name
2. Participant ID: AWARE Participant ID #

3. Case ID #: AWARE Case ID#
4. Caseload #: caseload number assigned to the case

5. Counselor/Coordinator: name of counselor/coordinator assigned to the case
6. Reviewer: name of the individual reviewing the case
7. Completed Date: date the review was completed
8. Comment Date: date the review form was commented on by the VRC (or the date the VRS commented if review was completed by RPS)
9. Finalized Date: date the review was finalized for submission into the database
The purpose of this review is for: (The reviewer must check only one of the following:)
 FORMCHECKBOX 
 
 Performance Evaluation if completed by a VR Supervisor, 

 FORMCHECKBOX 
  Program Evaluation if completed by a Rehabilitation Program Specialist. or
 FORMCHECKBOX 
  Targeted Review if completed to evaluate performance on specific items
Review Sections
1. Application


(CFR 361.37, 41; 47; 48; 52 / OAC 3304-2-51)
Referral Date: This date will be pre-populated from the AWARE case reflecting the most recent date the referral information was taken and should only be changed if the case record does not reflect the same date.  The reviewer should use the “Comments” section to make additional comments on this item.

Application Date: This date will be pre-populated from the AWARE case on the most recent date the case was moved into application status and should only be changed if the case record does not reflect the same date.  The reviewer should use the “Comments” section to make additional comments on this item.
A.
Referral/Intake Process
If the case being reviewed is a Post-employment case, mark the N/A box at the top of this section and proceed to the following section.

1.
Participant Information/Application for Vocational Rehabilitation Services form signed and dated by applicant
The consumer and, if applicable, his/her guardian must sign and date the Participant Information/Application for Vocational Rehabilitation Services form.
Present: All required parties signed and dated the form.
Partially Present: All required parties either signed or dated the form, but did not do both.
Not Present: All required parties did not sign and date the form.
N/A: This is a post-employment case.

* AWARE: Review Attachment layout or Notes-Case Layout for scanned signed application form

2.
Participant Information/Application for Vocational Rehabilitation Services form dated and initialed by VRC

The VRC must initial and date the bottom section of the Participant Information/Application for Vocational Rehabilitation Services form.
Present: The VRC initialed and dated the bottom of the form.
Partially Present: The VRC either initialed or dated the form, but did not do both.
Not Present: The VRC did not initial and date the bottom of the form.

N/A: This is a post-employment case.

* AWARE: Review Attachment layout or Notes-Case Layout for scanned signed application form

3.
Intake Interview Form (80-VR-01-01.E) completed or Information entered into AWARE Participant Module
Information must either be entered into the AWARE Participant Module or a completed Intake Interview Form must be in the case record.
Present: A completed Intake Interview Form is in the case management system or information has been accurately and completely entered into the AWARE Participant Module.
Partially Present: The Intake Interview Form is partially completed or some, but not all of the information, has been entered into the AWARE screens.
Not Present: The Intake Interview Form has not been completed and the information has not been entered into the AWARE screens.
N/A: This is a post-employment case.

*AWARE: Review Notes - Case Layout for Case Note titled Intake Interview Form or AWARE Screens outlined in the Vocational Rehabilitation Application and Intake Procedure

4.
Health Assessment Questionnaire Completed
The case must contain either a report of physical examination or the Health Assessment Questionnaire.
Present: Either a physical examination report or the Health Assessment Questionnaire is completed and in the case record.
Partially Present: The Health Assessment Questionnaire is in the record but is partially completed.
Not Present: Neither a report of physical examination or a Health Assessment Questionnaire is in the case record.
N/A: This is a post-employment case.

* AWARE: Review Attachment Layout or Notes-Case Layout Layout
5. Documentation of the identification of consumer’s impairments, needs, and assets has begun

Early in the case, VR staff needs to begin identifying the consumer’s impairments, limitations, needs, and assets for use in the eligibility determination, Order of Selection (OOS) determination, and the comprehensive assessment process.
Present: Documentation that records were requested for all vocationally relevant treating sources when appropriate and/or the case contains documentation that the need for diagnostic testing was discussed when no existing information was available.
Partially Present: Documentation that some, but not all, vocationally relevant records were requested, or documentation that only some needed diagnostics were discussed.
Not Present: No documentation that records were requested, or that diagnostics were discussed when they should have been.
N/A: Consumer applied for services recently and it is too soon to begin this process.
* AWARE: Review  1. Application > Application Documentation > 1. Documentation. What does the participant expect from VR to gain or maintain employment?**  Describe employment needs.  Describe the next steps in establishing eligibility.**  Review case note layout for record request letters.

6.
Evidence of vocational guidance and counseling and professional relationship among the VRC, consumer, and stakeholders has begun
During the referral/intake process, the VRC should start providing vocational counseling and begin developing a professional working relationship with the consumer and stakeholders. Some examples of this would be sharing information about the VR process with the consumer, family, advocates, and stakeholders; notifying the consumer and stakeholders of upcoming appointments, and including them as appropriate; and discussing previous cases and unsuccessful closures with the consumer. 
Present: Documentation clearly indicated that a professional working relationship has begun with the consumer and stakeholders.
Partially Present: Documentation indicated that a professional working relationship has begun with the consumer, but not with the stakeholders, or vice versa, or the VRC could have provided additional vocational counseling for the circumstance.
Not Present: No documentation that a professional working relationship has begun with the consumer and the stakeholders.
N/A: Consumer applied for services recently and it is too soon to evaluate this element.
* AWARE: Review Initial Interview Narrative, Case Notes and 1. Application > Application Documentation > 1. Documentation. What does the participant expect from VR to gain or maintain employment?** Describe employment needs. Describe the next steps in establishing eligibility.**

7.
Informed choice documented
The consumer should be provided opportunities for exercising informed choice throughout the rehabilitation process, including at referral and intake. Some examples at this stage would include providing the consumer with information about informed choice and rights and duties; giving the consumer vendor options for diagnostic testing; and discussing informed choice regarding employment goal, vendors, and services.
Present: Documentation clearly indicated that the consumer was provided the opportunity for informed choice.
Partially Present: Documentation indicated informed choice was provided, but additional opportunities existed for further decision making.
Not Present: There is no documentation that the consumer was provided the opportunity to exercise informed choice.
N/A: The consumer recently applied and it is too early to evaluate informed choice.
* AWARE: Review Attachment or Notes-Case layout for scanned completed Application form, Intake Interview Form & Case Notes
8.
Referral/intake process completed in a timely manner with no unexplained gaps
On April 2, 2012, a goal for completing the referral/intake process within 5 business days of referral was set. Prior to that date, although there was an expectation to handle referrals in a timely manner, there was no specific time frame for completing the process. For cases with referral dates prior to April 2, 2012, review the case using the criteria below without considering the 5 day timeframe.
Present: Referral/intake process was completed in a timely fashion, preferably within 5 business days of referral. When appropriate, delays in the process were documented, (i.e. missed appointments, unreturned phone calls, etc.)
Partially Present: Referral/intake process was completed in a reasonable period of time but did not meet the goal of 5 business days.
Not Present: Referral/intake process was completed considerably beyond the goal of 5 business days of referral. Documentation did not explain gaps in the process.
N/A: This is a post-employment case.
* AWARE: Review Attachment layout for letters, dates & Case Notes
9.
Documentation that only services authorized were those necessary to participate in the intake/referral process (i.e. auxiliary services, transportation, etc.)
Present: VRC only authorized services needed for the consumer to participate in the intake/referral process and justified those services in the case record.
Partially Present: VRC only authorized services needed for the consumer to participate in the intake/referral process, but services were not justified in the case record.
Not Present: VRC authorized services that were not necessary for the consumer to participate in the intake/referral process, and services were not justified in the case record.
N/A: No services were authorized.
* AWARE: Review 5. Financial > Authorization Layout and/or Payment Layout
B.
Confidentiality


(CFR 361.38 / OAC 3304-2-51; 63)


1.
Signed releases for all individuals to whom VRC released and obtained information
Present: Signed releases in the case record for all individuals to whom the VRC released and obtained information. A Present rating should also be given if the VRC should have obtained a release for a third party (i.e., parents) but has not actually communicated with that particular individual. Provide feedback about the issue in the Comments section.
Not Present: VRC has released or obtained information to individuals without a signed release, or the release is incomplete in a way that invalidates it (i.e. it does not contain the consumer’s/guardian’s signature, date, or the name of the individual to whom information will be obtained or released).

N/A: No releases are present in the case record as information is not being released or is not expected to be released.
* AWARE: Review Attachment layout for scanned signed releases

2.
Release forms filled out completely and accurately
Present: Release forms are filled out completely and accurately.
Not Present: The majority of the release forms are not filled out completely and accurately, i.e. box indicating purpose of release is not checked; box indicating date of expiration is not checked, etc.
N/A: No releases are present in the case record.
* AWARE: Review Attachment layout for scanned signed releases
2. Eligibility

Application Date: This date will be pre-populated from the AWARE case on the most recent date the case was moved into application status and should only be changed if the case record does not reflect the same date.  The reviewer should use the “Comments” section to make additional comments on this item.
Eligibility Determined Date: This date will be pre-populated from the AWARE case reflecting the most recent date the case was moved into Eligible status and should only be changed if the case record does not reflect the same date. The reviewer should use the “Comments” section to make additional comments on this item.
COE/OOS Letter Date: The date the COE/OOS Letter was sent to the consumer will document the Order of Selection determination date. This date will need to be entered manually into the review form and can be found by looking at the COE/OOS Letter date in the Notes-Case Layout in AWARE. The reviewer should use the “Comments” section to make additional comments on this item.

Primary Disability Impairment: This field will be pre-populated from the AWARE case reflecting the Primary Disability Impairment Description that was entered on the Eligibility Determination screen, Disabilities field. This should only be changed if the case record does not reflect the same code(s). The reviewer should use the “Comments” section to make additional comments on this item. 

A.
Eligibility/Order of Selection (OOS) Determination

(CFR 361.5; 41; 42; 45; 47; 48; 52 / OAC 3304-2-51; 54; 65)
This section evaluates the eligibility and order of selection determinations and related documentation. Quality concerns should be referenced in the Comments section. If this is a post-employment case or the eligibility and OOS determinations have not yet been made, mark all the elements in this section N/A.


1.
Documentation of physical/mental impairment

Present: Documentation exists of physical/mental impairment at the time of eligibility determination.
Not Present: No documentation exists of physical/mental impairment at the time of eligibility determination.
N/A: Eligibility has not been determined or this is a post-employment case.
* AWARE: Review Attachment or Notes-Case layout for scanned physical/mental impairment records or diagnostics; review case notes for documentation of counselor observation

2.
Documentation of substantial impediment to employment

Present: Documentation exists that the consumer has a substantial impediment to employment and this documentation was present at the time of the eligibility determination.
Not Present: The consumer has been made eligible but there is insufficient documentation that the consumer’s disability creates a substantial impediment to employment or there is such documentation in the case record, but it was not present at the time of the eligibility determination.
N/A: Eligibility has not been determined or this is a post-employment case.

* AWARE: Review Attachment or Notes-Case layout for scanned physical/mental impairment records or diagnostics. Also, review case notes for documentation of counselor observation.

3.
Documentation consumer can benefit from VR services

Present: Documentation exists that the consumer can benefit from VR services.
Not Present: No documentation that the consumer can benefit from VR services.
N/A: Eligibility has not been determined or this is a post-employment case.

* AWARE: Review Eligibility Determination > 5. Documentation > The participant and counselor have determined that this individual requires and can benefit from VR services to prepare for, enter into, engage in, or retain gainful employment. The following substantial VR services may reduce, eliminate or accommodate the participant's impediment to employment.

4.
Documentation consumer requires VR services

Present: Documentation exists that the consumer needs VR services.
Not Present: No documentation that the consumer needs VR services.
N/A: Eligibility has not been determined or this is a post-employment case.

* AWARE: Review Eligibility Determination > 5. Documentation > The participant and counselor have determined that this individual requires and can benefit from VR services to prepare for, enter into, engage in, or retain gainful employment. The following substantial VR services may reduce, eliminate or accommodate the participant's impediment to employment.

5.
If eligibility not determined within 60 days, active time extension present

Present: Compare the date the consumer was made eligible for services to the date the VRC dated and initialed the bottom section of the Participant Information/Application for Vocational Rehabilitation Services. If eligibility was not determined within 60 days of application, the case must contain a Time Extension Letter completed prior to the expiration of the 60 days and must cover the entire period from the expiration to the eligibility determination date. If the case contains an active time extension form, give a Present rating.
Not Present: Eligibility was not determined within 60 days and there is no Time Extension Letter in the case; the time extension has expired prior to eligibility determination; or the letter was not completed within the initial 60 day time frame.

N/A: Consumer was made eligible within 60 days.

* AWARE: Review Attachment layout for completed Time Extension OR 2. Eligibility > Eligibility Determination Ext.  

6.
Eligibility determination was accurate
Present: Documentation of physical/mental impairment, substantial impediment to employment, ability to benefit, and the need for VR services support that an accurate eligibility determination was made.

Not Present: Documentation of physical/mental impairment, substantial impediment to employment, ability to benefit, and the consumer requiring VR services do not support that an accurate eligibility determination was made.
N/A: Eligibility has not been determined or this is a post-employment case.

* AWARE: Review the Eligibility Determination Screen, Attachments, and Case Notes

7.
Documentation supports OOS functional capacity limitations

Present: Documentation of the functional limitations in the Impediment to Employment field of the Eligibility Determination Screen supports and matches all the functional limitation boxes checked on the Disability Priority Screen.

Partially Present: Documentation of the functional limitations in the Impediment to Employment field of the Eligibility Determination Screen supports and matches some, but not all, of the functional limitation boxes checked on the Disability Priority Screen.

Not Present: Documentation of the functional limitations in the Impediment to Employment field of the Eligibility Determination Screen does not support and match any of the functional limitation boxes checked on the Disability Priority Screen.

N/A: This is a post-employment case or the Eligibility and Order of Selection determinations have not been made.

* AWARE: Review the Disability Priority Screen, Attachments, Case Notes, and the Eligibility Determination Screen. The narrative on the Impediment to Employment Field on the Eligibility Determination Screen is required. This narrative replaces the Functional Capacity Documentation Tool and should document specifics for each criteria checked on the Functional Limitation checkbox (on the Disability Priority page) including the ways in which the participant's disability presents serious vocational limitations and the evidence (i.e. specific Counselor Observation, specific medical report, etc).

8.
Documentation supports the need for multiple services over an extended period of time
Present: The VR services needed by the consumer that are checked on the Eligibility Rationale Checkbox List or are described in the narrative box on the Eligibility Determination Screen of AWARE match the estimated number of VR services on the Disability Priority Screen. The need for multiple services over an extended period of time is documented on the Disability Priority Screen.
Partially Present: VR services needed or the need for services over an extended period of time is only partially documented on the Eligibility Determination Screen and Disability Priority Screen.
Not Present: The VR services needed by the consumer that are checked on the Eligibility Rationale Checkbox List or are described in the narrative box on the Eligibility Determination Screen do not match the estimated number of VR services on the Disability Priority Screen. The need for multiple services over an extended period of time is not documented on the Disability Priority Screen.
N/A: This is a post-employment case or the Eligibility and Order of Selection determinations have not been made.

* AWARE: Review the Eligibility Determination Screen and Disability Priority Screen

9.
Order of Selection determination was accurate

Present: Documentation of functional capacity limitations and the need for multiple services over an extended period of time supports that an accurate Order of Selection determination was made.

Not Present: Documentation of functional capacity limitations and the need for multiple services over an extended period of time does not support that an accurate Order of Selection determination was made.
N/A: This is a post-employment case or the Order of Selection determination has not been made.

* AWARE: Review the Disability Priority Screen, Attachments, Case Notes, and the Impediment to Employment Field on the Eligibility Determination Screen. 


10.
Certificate of Eligibility/Order of Selection letter(s) present 

When making an eligibility determination, the VRC must generate a Certificate of Eligibility/Order of Selection letter in the case management system. For Pre-AWARE cases, the case must contain a signed Certificate of Eligibility and an Order of Selection form.
Present: Consumer has been made eligible for services and there is a Certificate of Eligibility/OOS letter(s) in the case record.

Partially Present: Consumer has been made eligible and the case contains either a Certificate of Eligibility Letter/Form or an Order of Selection Form/letter but not both.
Not Present: Consumer has been made eligible for services and there is no Certificate of Eligibility/OOS letter(s) in the case record. 
N/A: When there is documentation to substantiate eligibility but the RSC VRC/Liaison Counselor has not made the eligibility determination, mark the item N/A and document it in the Comments section and/or Corrective Action Needed section.

* AWARE: Review Attachment or Notes-Case Layout for completed Eligibility/OOS Letter

11.
Eligibility determined in a timely manner with no unexplained gaps

On April 2, 2012, a goal for determining eligibility was set at an average of 30 days from referral. For cases with referral dates prior to April 2, 2012, review the case to see if eligibility was determined within 60 days of application, time extension forms/letters were in the case as needed, and delays in the process were explained.
Present: Eligibility was determined within an average of 30 days, delays in the process were explained, and time extension letter was completed as required.

Partially Present: Eligibility was determined within a reasonable period of time but did not meet the average goal of 30 days.
Not Present: Eligibility was determined considerably beyond the average 30 day goal. Documentation did not explain delays in the process.
N/A: This is a post-employment case or the eligibility determination has not been made.

* AWARE: Review Attachments and Case Notes

12.
OOS determined in a timely manner with no unexplained gaps
On April 2, 2012, a goal for making an Order of Selection determination was set at an average of 30 days from referral. Prior to April 2, 2012, there was no specific timeframe set. When reviewing these cases, use the criteria below without considering the 30 day timeframe.
Present: Order of Selection determination was completed within an average of 30 days and any delay in the process was documented in the case.

Partially Present: Order of Selection determination was completed within a reasonable period of time, but did not meet the average goal of 30 days.
Not Present: Order of Selection determination was not completed within an average of 30 days and delays in the process were not documented in the case.

N/A: This is a post-employment case or the Order of Selection determination has not been made.

* AWARE: Review Attachments and Case Notes

13.
DD Rights explained and signed

The DD rights brochures must be provided to consumers who are either eligible for DD services or whose disability is such that they may qualify for DD services.
Present: Consumer was provided information about DD rights and the signature section of the DD Rights Brochure is in the case record.
Not Present: Documentation that the consumer was provided information about DD rights, but the signature section of the DD Rights Brochure is not in the case record.
N/A: Consumer does not meet the qualifications to be provided information about DD rights.
* AWARE: Review Attachments and Case Notes

14.
Documentation of discussion and exploration of the impact of limitations on employment and involving the consumer in a counseling relationship
Present: Documentation indicated the VRC discussed with the consumer the impact his/her disability(ies) will have on employment. Also, there was evidence that the VRC involved the consumer in a counseling relationship.
Partially Present: VRC involved the consumer in a counseling relationship but did not discuss the impact of limitations on employment or vice versa. Also, the VRC fulfilled the requirement but could have provided further documentation.
Not Present: No documentation that the VRC discussed the impact of the consumer’s disability(ies) on employment or involved the consumer in a counseling relationship.
N/A: This is a post-employment case or the eligibility determination has not been made.

* AWARE: Review Case Notes

15.
Documentation that the consumer exercised informed choice in decisions related to the provision of assessment services
Present: Documentation supports that the consumer was provided options and guidance for selecting assessment services and providers.
Partially Present: Documentation the consumer was provided options and guidance for selecting assessment services and providers, but could have provided further documentation.
Not Present: No documentation that the consumer was provided with options and guidance for selecting assessment services and providers.
N/A: No assessment services were needed.
* AWARE: Review case notes

16.
If applicable, documentation that existing records, previous case documentation, etc. were used to document the physical/mental impairment 

Present: VRC used existing records, previous case documentation, etc. to document the physical/mental impairment.
Partially Present: VRC used some existing records, previous case documentation, etc., but did not use all vocationally relevant documentation.
Not Present: Existing records, previous case documentation, etc. were available but not used by the VRC to document the physical/mental impairment.
N/A: Diagnostic testing was needed to obtain documentation of physical/mental impairment.
* AWARE: Review Case Notes and in Attachment Layout for scanned documentation
B.
Ineligibility

(CFR 361.5; 42; 43; 44; 47 / OAC 3304-2-54; 61)
If the case being reviewed has been determined Eligible, mark the N/A box at the top of this section.


1.
Documentation of trial work experience(s)
When the VRC has substantial doubt about eligibility related to the consumer’s ability to benefit from VR services in terms of an employment outcome, the VRC must provide the consumer with the opportunity for trial work experiences with supports in realistic or simulated work situations. The VRC must document the need for the trial work experience(s), as well as the results of the assessments.

Present: VRC used a trial work experience to make an eligibility determination and documentation reflected this.
Not Present: VRC did not use a trial work experience when he/she should have and/or no documentation of the trial work experience was present.
N/A: A trial work experience was not used to determine eligibility and was not needed.


* AWARE: Review 2. Eligibility > Trial Work Experiences Plan  


2.
Closure-Ineligibility Letter provided

Present: Closure-Ineligibility Letter is required when the consumer has been determined not eligible for the agency’s services. If the consumer’s case was closed ineligible and a completed Closure-Ineligibility Letter is in the case, mark this element Present.

Not Present: Case was closed ineligible and there is no Closure-Ineligibility Letter, or the form is incomplete.
N/A: The consumer was made eligible.


* AWARE: Review Attachments layout
Order of Selection Waiting List Date: This date will be pre-populated from the AWARE case reflecting the most recent date the case was moved into the Delayed status and should only be changed if the case record does not reflect the same date. The reviewer should use the “Comments” section to make additional comments on this item.
C.
Order of Selection Waiting List


(CFR 361.5; 36; 37; 42; 47 / OAC 3304-2-54; 65)
This section evaluates case documentation related to the statewide waiting list. If this is a post-employment case, an OOS determination has not yet been made, or the consumer was not placed on the waiting list, mark the N/A box at the top of the section.

1.
Information and referral services was provided to consumer
If consumers have to wait for services on the statewide waiting list (SWL), they must be provided information and referral services to assist them while waiting for services.

Present: Documentation indicated that consumer was provided information and referral services.
Partially Present: Documentation that the consumer was provided some, but not all relevant information and referral services.
Not Present: No documentation the consumer was provided information and referral services.
N/A: The consumer was not placed on the statewide waiting list.
* AWARE: Review Case Notes or Attachments for Disability Priority letter

2.
Consumer on waiting list was contacted at least every 6 months
Present: Documentation indicated that the consumer was contacted at least every six (6) months.
Not Present: No documentation that the consumer was contacted at least every six (6) months.
N/A: Consumer is not on the waiting list.
* AWARE: Review attachments and case notes.
3. Service and Employment
CA Date: This date is the date that the comprehensive assessment form was completed. This date can be found in the case notes and needs to be entered manually. If a CA has been updated, the most current date is to be used. The reviewer should use the “Comments” section to make additional comments on this item.
Plan Signature Date/Start Date: This date will be pre-populated from the AWARE case reflecting the most recent Signature/Start Date on the IPE and should only be changed if the case record does not reflect the same date. The reviewer should use the “Comments” section to make additional comments on this item.
Service Begin Date:  This date will not be pre-populated from the AWARE case, but the reviewer may fill in the date reflecting the date Services were first authorized. The reviewer may use the “Comments” section to make additional comments on this item.  

Service Job Ready Date: This date will be pre-populated from the AWARE case reflecting the date the consumer was determined to be Job Ready and should only be changed if the case record does not reflect the same date. The reviewer should use the “Comments” section to make additional comments on this item.

Post Employment Services Date (most recent begin date): This date will be pre-populated from the AWARE case for Post Employment cases reflecting the date Services began for the most recent IPE and should only be changed if the case record does not reflect the same date. The reviewer should use the “Comments” section to make additional comments on this item.

A.
Development of the Comprehensive Assessment


(CFR 361.5; 37; 45; 46; 47; 48; 52 / OAC 3304-2-51; 56; 63)
If the comprehensive assessment process and plan development has not yet been completed, mark the N/A box at the top of this section and proceed to the next section.

1. The consumer’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests, informed choice, and need for supported employment were documented
The VRC must explore each of these elements with the consumer for the purpose of the development of an appropriate vocational goal. This exploration can occur through the vocational guidance and counseling process or by obtaining records or purchasing assessments. Regardless of how the information is obtained, this information must be documented on the Comprehensive Assessment form.
Present: Documentation on the comprehensive assessment form indicated that the VRC explored the above-listed elements.
Partially Present: Documentation on the comprehensive assessment form indicated that some, but not all of the elements were explored.
Not Present: No documentation that the above-listed elements were explored.
N/A: Information for the comprehensive assessment process is currently being obtained, or this is a post-employment case.


* AWARE: Review Attachment Layout or case notes

2.
The consumer’s employment outcome and its appropriateness were documented
Present: The employment outcome and its appropriateness were clearly documented.
Partially Present: The employment outcome and its appropriateness were documented, but the documentation was incomplete, generic, or not individualized for the consumer.
Not Present: The employment outcome and its appropriateness were not documented.
N/A: Information for the comprehensive assessment process is currently being obtained, or this is a post-employment case.


* AWARE: Review Attachment Layout or case notes

3.
The consumer’s vocational rehabilitation needs were documented
The VRC must explore the consumer’s vocational rehabilitation needs. The consumer’s vocational rehabilitation needs are identified by comparing his/her strengths and limitations relative to obtaining, retaining, or regaining the vocational goal. This exploration can occur through the vocational guidance and counseling process or by obtaining records or purchasing assessments. Regardless of how the information is obtained, this information must be documented on the Comprehensive Assessment form.
Present: Consumer’s vocational rehabilitation needs were clearly documented.
Partially Present: Consumer’s vocational rehabilitation needs were documented, but the documentation was incomplete, generic, or not individualized for the consumer. 
Not Present: Consumer’s vocational rehabilitation needs were not documented.

N/A: Information for the comprehensive assessment process is currently being obtained, or this is a post-employment case.


* AWARE: Review Attachment Layout or case notes

4.
Justification of services provided in non-integrated settings

When a consumer’s IPE provides for vocational rehabilitation services in a non-integrated setting, the VRC must write a justification for the reason a non-integrated setting was selected. 

Present: Services are provided in a non-integrated setting and there is supporting justification.
Not Present: Services are provided in a non-integrated setting and there is no supporting justification.

N/A: Services are provided in an integrated setting.
* AWARE: Review Case Notes 
B.
Individualized Plan for Employment (IPE) 

(CFR 361.5; 22; 37; 45; 46; 47; 48; 52, 53 / OAC 3304-2-52; 55, 56)
IPE Goal: This field needs to be entered manually reflecting the IPE Goal Code and Description entered on the Plan screen, Goal field. This should only be changed if the case record does not reflect the same code(s). The reviewer should use the “Comments” section to make additional comments on this item.
This section evaluates if the IPE includes all mandatory components. If the IPE has not been developed, mark the N/A box at the top of this section and proceed to the next section. 

1. Description of specific employment outcome chosen
The IPE must include a description of the specific employment outcome. 

Present: Employment outcome is documented on the IPE.

Not Present: Employment outcome is not documented on the IPE.
N/A: The IPE has not been developed.


* AWARE: Review 3. Service and Employment > Rehabilitation Plan Layout  > 1. General 
Information > Employment Goal
2. Employment goal is supported by current Labor Market Information (LMI)

The case must contain documentation the employment goal is supported by current Labor Market Information. This could be documented on the Comprehensive Assessment Form as part of the employment outcome justification. It also could be documented in case notes or attachments such as LMI print outs from OCIS. 
Present: Documentation that the employment outcome is supported by current LMI.
Partially Present: The case contains current LMI, but it does not clearly support the employment outcome.
Not Present: No documentation that the employment outcome is supported by current LMI.

N/A: The IPE has not been developed.


* AWARE: Review attachments and case notes.
3. Specific rehabilitation services necessary to achieve employment outcome
The VRC must document that the IPE includes services necessary to achieve the employment goal. To evaluate compliance, verify that the services documented as necessary on the Comprehensive Assessment are on the IPE. Furthermore, review the VR needs in the case record and the Comprehensive Assessment to determine if necessary services are on the plan. The services must be on the IPE.

Present. Necessary services are on the IPE. 

Partially Present: Some, but not all of the necessary services, are on the IPE.
Not Present: None of the necessary services are on the IPE.
N/A: The IPE has not been developed.



*AWARE: Review Plan. > 2. Planned Services
4. Providers chosen to provide VR services
The VRC must document that the IPE includes providers of VR services. Verify that the providers on the Comprehensive Assessment and IPE match. Also, review the VR needs documented in the case record to determine if service providers to address VR needs are on the plan. For example, if a consumer has a mental health disability that results in functional limitations, check to see if the VRC included the consumer’s mental health treatment provider on the plan.

Whenever possible, the provider’s name should be designated on the IPE. At times, VRC’s may be unable to determine providers at IPE development. In this case, the VRC can designate the vendor as “various,” “to be determined” or “multiple”. This should be done sparingly and only when the situation warrants. Concerns regarding the use of such designations should be indicated in the Individualized Plan for Employment Comments section of the form. 

Present:  Providers of VR services are designated on the IPE whenever possible. 

Partially Present: Some, but not all of the providers of VR services, are designated on the IPE.
Not Present:  Providers of VR services are not designated when possible, or are not on the IPE and should have been.
N/A: The IPE has not been developed.



*AWARE: Review Plan. > 2. Planned Services
5. IPE includes estimated costs and time frames
The IPE must include estimated costs for each service as well as the time frames for providing each service, including beginning and ending dates.

Present:  Estimated costs and time frames are documented in the IPE.

Partially Present: Some, but not all of the estimated costs and time frames, are documented in the IPE.

Not Present: Estimated costs and time frames are not documented in the IPE.
N/A: The IPE has not been developed.



*AWARE: Review Plan. > 2. Planned Services
6. Consumer’s responsibilities individualized and relevant to his/her VR program
Individualized consumer’s responsibilities relevant to his/her rehabilitation program must be documented on the Responsibilities Section of the IPE.

Present: Individualized and relevant responsibilities are documented on the IPE.

Partially Present: Responsibilities are documented on the IPE, but could be more relevant to the consumer’s rehabilitation program, or some are missing.

Not Present: Individualized and relevant responsibilities are not documented on the IPE.
N/A: The IPE has not been developed.

*AWARE: Review Plan >  3. Participant Responsibilities
7. Consumer’s contribution clearly reflected on the IPE

If a consumer has voluntarily agreed to make a contribution toward the cost of his/her rehabilitation program, the VRC must clearly reflect this contribution on the IPE.

Present: Consumer’s contribution is clearly documented in the IPE.
Not Present: Consumer’s contribution is not clearly documented in the IPE, but should have been.

N/A: The consumer could not or did not agree to make a contribution.


*AWARE: Review Plan. > 2. Planned Services
8. Comparable benefits clearly reflected on the IPE
RSC policy states that each consumer obtains needed VR services through the consistent use of comparable benefits, when applicable. When services are obtained through comparable benefits, this must be clearly reflected on the IPE.

Present:  Comparable benefits are clearly reflected on the IPE.

Not Present: Comparable benefits are not clearly reflected on the IPE.

N/A: No services could be obtained through comparable benefits.
*AWARE: Review Plan. > 2. Planned Services
9. Supported employment section accurate and complete
Whether or not the case is a supported employment case, the VRC must accurately complete the supported employment section of the IPE in its entirety. 

Present: Supported employment section is filled out accurately and completely. 

Not Present Supported employment section is not filled out accurately and completely.
N/A: The IPE has not been developed.

*AWARE: Review Plan > 1. General Information > Supported Employment and 2. Planned Services
10. All required signatures present
The RSC VRC; the VRP3 Coordinator, when applicable; the consumer; and as appropriate, his/her guardian/representative are required to sign the IPE and Amendments.
Present: All required parties have signed the IPE and any Amendments.

Not Present: All required parties have not signed the IPE and its Amendments.
N/A: The IPE has not been developed.



*AWARE: Review Attachment
11. Annual reviews completed
VRCs must review the IPE annually with the consumer on or around the anniversary date the VRC and consumer signed the original IPE. If the meeting cannot be held within 30 days before or after the anniversary date, the VRC must document the reason in the case record. (Such circumstance does not relieve the VRC of completing the annual review outside those timelines.) The annual review is the counselor’s narrative summary of the consumer’s progress and is part of the IPE; therefore, the consumer must receive a copy.

Present: All required annual reviews documented along with evidence the consumer received a copy. 

Not Present: All required annual reviews not documented and/or the consumer has not received a copy.
N/A: The case has an IPE but has not reached the required time for an annual review.
*AWARE: Review Attachments and 3. Service and Employment > Plan Review Layout  > New Plan Review (if not completed, reminder appear on the To Do List / 15 days)
12. Documentation was reflective of the decision-making process about the goal, services, setting, etc.
Present: Documentation clearly explained how the VRC and consumer made decisions about the employment goal, services, setting, etc.

Partially Present: Documentation regarding the decision-making process was in the case, but could have been documented more thoroughly.

Not Present: Documentation did not explain how the VRC and consumer made decisions about the employment goal, services, setting, etc.
N/A: The IPE has not been developed.

*AWARE: Review Case Notes
13. Documentation reflected VRC collaboration with stakeholders
Present: Documentation indicated that the VRC collaborated with stakeholders when 
appropriate during the comprehensive assessment and planning process.

Partially Present: VRC collaborated with some stakeholders, but not all.

Not Present: VRC did not collaborate with stakeholders when possible.
N/A: There were no stakeholders with whom the VRC could collaborate.


AWARE: Review Case Notes
14. Documentation that the VRC continued to discuss and explore the impact of limitations on employment and involve the consumer in a counseling relationship
Present: VRC documented providing ongoing vocational guidance and counseling and continued to discuss and explore the impact of the consumer’s limitations on employment during the comprehensive assessment and IPE planning process.
Partially Present: Documentation of ongoing vocational counseling and the discussion of the impact of the consumer’s limitations on employment, but documentation could be more thorough.

Not Present: No documentation of ongoing vocational counseling or discussion of the impact of the consumer’s limitations on employment.

N/A: The comprehensive assessment and planning processes have not begun.
AWARE: Review Case Notes
15. Documentation reflected evidence of consumer involvement throughout the decision-making process for all aspects of the IPE
Present: VRC clearly documented the consumer was involved in the decision-making process about the employment outcome, services, providers, work setting, methods used to provide services, and settings in which services were provided.
Partially Present: VRC documented the consumer was involved in the decision-making process, but could have been more thorough.

Not Present: VRC did not document that the consumer was involved in the decision-making process.
N/A: The comprehensive assessment and planning processes have not begun.



* AWARE: Review Case Notes
16. IPE was developed in a timely manner with no unexplained gaps
Present: VRC developed the IPE in a timely manner and clearly documented reasons for any delay(s) in IPE development. 
Partially Present: IPE was developed within a reasonable period of time but could have been done in a more timely fashion.

Not Present: VRC did not develop the IPE in a timely manner and did not document the reason(s) for delay.

N/A: The IPE has not been developed.

AWARE: Review Case Notes and Attachment
17. Documentation showing consumer was making progress

To justify continued services, the VRC must document the consumer’s progress towards achieving his/her employment goal through VRC case notes or reports.
Present: Documentation of progress is evident and clear.

Partially Present: Some documentation of progress exists, but it could be documented better.
Not Present: Documentation of progress is not in the case.
N/A: IPE has recently been written and there is no documentation of progress to report.

AWARE: Review Case Notes and/or Attachments
18. Documentation that the VRC reviewed reports and took action based on report content as needed
Present: Documentation that VRC reviewed reports and took action as needed, i.e. held staffings, problem-solved with consumer, etc.

Partially Present: Documentation that VRC reviewed reports and took action, but could have done more to address the consumer’s needs.

Not Present: Documentation indicated that the VRC did not review reports and take action as needed.
N/A: No action was needed, or no progress reports were available.



*AWARE: Review Case Notes

19. Services were provided in a timely manner with no unexplained gaps

Present: Documentation indicated that services were provided in a timely manner and any gaps in service provision were explained.

Partially Present: Services were provided within a reasonable period of time but could have been more timely, or there could have been more thorough documentation of gaps in service provision.

Not Present: Services were not provided in a timely manner and documentation did not explain gaps in service provision.
N/A: Service provision has not yet begun.

4. Closure and After
(CFR 361.1, 5; 43; 44, 47, 48; 52; 56 / OAC 3304-2-54; 61)

Employed Date: This date will be pre-populated from the AWARE case reflecting the most recent date the case was moved into the Employed status and should only be changed if the case record does not reflect the same date. The reviewer should use the “Comments” section to make additional comments on this item.

Closure Outcome Date: This date will be pre-populated from the AWARE case reflecting the most recent Closure date and should only be changed if the case record does not reflect the same date. The reviewer should use the “Comments” section to make additional comments on this item.
If the case is still open and has not been closed, mark the N/A box at the top of this section and proceed to next section.
A. Closure/Outcome

1.
Use of correct letter with relevant sections addressed
Present: Appropriate closure letter (Closure Rehabilitated Letter, Closure Ineligibility Letter, or Closure-Other Letter) used and all relevant sections completed.
Not Present: Incorrect closure letter used; did not complete a closure letter; or did not complete all relevant sections of the appropriate letter.
N/A: The case is still open and does not need to be closed.



* AWARE: Review 4. Closure and After > Closure and Attachments

2.
Employment outcome consistent with IPE employment goal, consumer’s characteristics and informed choice
Present: The employment outcome on the IPE and/or amendments is consistent with the employment outcome at closure, and the outcome is consistent with the consumer’s characteristics and informed choice.
Partially Present: The employment outcome was consistent with the IPE employment goal, but it was not consistent with the consumer’s characteristics and/or informed choice or vice versa.
Not Present: The employment outcome on the IPE and/or amendments does not match the employment outcome at closure and/or is not consistent with the consumer’s characteristics and informed choice.
N/A: The case is still open or has been closed not rehabilitated.



* AWARE: Review 4. Closure and After > Closure and Attachments

3.
Documentation employment outcome was satisfactory to consumer and VRC
Present: Documentation of discussion with the consumer that the employment outcome is satisfactory to both parties.
Not Present: No documentation of discussion with the consumer that the employment outcome is satisfactory to both parties.
N/A: The case is still open or has been closed as not rehabilitated.


* AWARE: 4. Documentation >Describe the Closure rationale, including the Participant’s 


View; and Participant is satisfied with employment checkbox*

4.
Documentation consumer and VRC agreed the consumer was performing well on the job
Present:  Documentation that the VRC and consumer agree the consumer is performing well on the job.
Not Present: No documentation that the VRC and consumer agree the consumer is performing well on the job.
N/A: The case is still open or has been closed as not rehabilitated.

Note: This documentation is found in the Closure Rehabilitated Letter.
* AWARE: Review 4. Closure and After > 1. Outcome, Participant and counselor agree participant is performing well in employment checkbox

5.
Documentation that the consumer’s wage was not less than the wages customarily paid by the employer for the same work performed by non-disabled individuals


Review the participant’s wage/income. Determine if there is documentation of the following: the consumer’s wages are at or above the minimum wage, the wages and benefits are comparable to others doing the same or similar work for this employer, or documentation supports the reason the consumer’s wages and benefits are not comparable to those doing the same or similar work, if that is the case.
Present: Documentation that wages are consistent with other similar positions.
Not Present: No documentation that wages are consistent with other similar positions.
N/A: The case is still open or has been closed as not rehabilitated.


* AWARE: Review Salary and Hours Worked per Week in Employment

6.
Documentation that services provided on the IPE assisted consumer in obtaining/maintaining employment
Present: Documentation indicated that services provided on the IPE assisted the consumer in obtaining/maintaining employment.
Partially Present: Documentation indicated that some, but not all services listed on the IPE were provided and assisted the consumer in obtaining/maintaining employment.
Not Present: Documentation did not indicate that services provided on the IPE assisted the consumer in obtaining or maintaining employment.
N/A: The case is open or was closed as not rehabilitated.


* AWARE: Review 4. Closure and After > 1. Outcome and Case Notes


7.
When appropriate, consumer was referred to other programs, and, if applicable, specific action steps for enhancing vocational readiness in the future were documented
Present: Consumer was referred to other programs or provided with specific actions steps, when appropriate.
Partially Present: Consumer was referred to other programs and/or provided with specific actions steps, but not all that were available/appropriate.
Not Present: Consumer was not referred to other programs, or was not provided with specific action steps, when appropriate.
N/A: It was not necessary to make referrals or to outline action steps.


* AWARE:  Review Case Notes and Attachments

8.
Documentation that VRC attempted to contact and provide the consumer with a full consultation prior to case closure
Present: VRC provided the consumer with a full consultation prior to case closure, or attempted to contact them for such purposes.
Partially Present: VRC attempted to contact the consumer, but a greater attempt could have been made to reach him/her prior to case closure, i.e. the VRC left a voicemail message and closed the case the same day without waiting to see if the consumer would respond.
Not Present: VRC did not attempt to contact the consumer prior to case closure and/or did not provide the consumer with a full consultation.
N/A: The case is open.


* AWARE: Review Case Notes and Attachments

9.
Case was closed in a timely manner
Present: Case was closed in a timely manner.
Partially Present: Case was closed within a reasonable period of time, but could have been closed in a more timely fashion.
Not Present: Case was not closed in a timely manner.
N/A: The case is open.


* AWARE: Review Case Notes and Attachments.
5. Financial

(CFR 361.45; 46; 47; 48; 50 / OAC 3304-2-51; 56)
If the IPE has not been developed or service delivery has not begun, mark the N/A box at the top of this section and proceed to the Reviewer’s Comments section.
A. Authorizations
1. Services authorized are on the IPE/amendments
Compare the services authorized to those listed on the IPE and amendments. 

Present: All authorized services are on the IPE and amendments.

Not Present: Authorized services are not on the IPE and amendments. 

N/A: No services have been authorized, or services that can be authorized without a signed IPE have been provided.


* AWARE: Review Plan and 5. Financial > Authorization Layout and Payment Layout  
2. Signatures on IPE/amendments on or before authorization date

Compare the date(s) services were authorized and the date(s) the IPE/amendments were signed by all required parties. Services should not be authorized prior to having IPE/Amendments signed by all required parties.
Present: Signatures were on IPE/Amendments on or before the authorization date.

Not Present: Signatures were not on IPE/Amendments on or before authorization date.

N/A: No services were authorized and/or only diagnostic services were authorized.


* AWARE: Review Authorization layout

3. Authorization dates on or before authorized services/services provided
Compare the date(s) services were authorized and the date(s) services were provided by looking at the authorization dates in the authorization layout of the case management system and the date(s) services were provided on vendor invoices and reports.

Present: All authorizations were completed on or before authorized services were provided.

Not Present: Authorizations were completed after authorized services were provided.

N/A: No services were authorized or provided.


* AWARE: Review Authorization layout
4. Authorization and billing processes reflective of ongoing fiscal management
Present: Authorizations and billing processes were reflective of ongoing fiscal management, i.e. authorizations were generated in a timely manner, billings were approved promptly, cancellations and corrections were done in a timely manner, etc.

Partially Present: Authorizations and billings were processed within a reasonable period of time, but could have been done in a more timely fashion.

Not Present: Authorizations and billing processes were not reflective of ongoing fiscal management.
N/A: No services have been authorized.


* AWARE: Review Authorization layout
Reviewer’s Comments:
Reviewers should use this section to comment on issues which may warrant clarification or further emphasis, (i.e. strengths in documentation, issues with documentation not specifically covered within the review form such as blank case notes, another consumer’s information in the case, etc.)
VRS/VRC’s Comments:
The VRC is prompted by email to look over the review that was completed and write clarification or comments about the review in the VRS/VRC Comments section.  (In reviews conducted by a RPS, the VRS will be prompted to enter clarification and comments about the review in this section.) The QA application will notify the reviewer once comments have been submitted.
Corrective Action Needed:
In this section, supervisors can document any actions the VRC/staff need to take to correct any problems on this case or in future casework.
Scores:

The QA application automatically calculates a score for each section after the reviewer has completed the review and prior to the email notification being sent to the VRC (or prior to the VRS notification if the case is reviewed by an RPS).
If an entire section is marked as “Not Applicable”, the entire section will be hidden and the reviewer will proceed to the next section.  If a section or a single item is marked N/A, those responses will not be calculated into the score.  In other words, the score for each section is based on the total number of items that were applicable.  Not applicable responses will not be factored into the overall calculation.  Total scores will be calculated in a similar manner for the entire review.

Each review will also have a Total score which is based on the entire number of responses minus all Not Applicable responses.

The scoring is intended to easily capture areas of strengths and areas for improvement in the case work so the VRS can provide feedback to the VRC and the RPS can more readily capture areas requiring additional training and/or oversight.
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