Guide for Answering Case Review Questions
This guide identifies the documentation and information that must be in the case record in order to answer “Yes” to each case review question. 
	Application


	To Answer “Yes”, the Following Must be in the Case Record

	1. Appropriate application documentation is in the file.
List A
Any one of the following documents establish both identity and employment authorization under INS laws.

· U.S. Passport (unexpired or expired). 

· Unexpired Foreign Passport with I-551 stamp. 

· Alien Registration Receipt Card or Permanent Resident Card (INS Form I-551). 

· Unexpired Temporary Resident Card (INS Form I-688). 

· Unexpired Employment Authorization Card (INS Form I-688A). 

· Unexpired Employment Authorization Document issued by the INS which contains a photograph (INS Form 766 or I-688B). 

· For aliens authorized by the INS to work only for a specific employer: Unexpired Foreign Passport with Form I-94 containing an endorsement of the alien’s nonimmigrant status. 

List B
Any one of the following original documents is acceptable to establish identity only. (Must be provided with any one of documents in Section C below.)

· Driver’s license or ID card issued by a state or outlying possession of the United States, provided it contains a photograph or information such as name, date of birth, sex, height, eye color, and address. 

· ID card issued by federal, state, or local government agencies or entities provided it contains a photograph or information such as name, date of birth, sex, height, eye color, and address. 

· School ID card with photograph. 

· Voter’s registration card. 

· U.S. military card or draft record. 

· Military dependent’s ID card. 

· U.S. Coast Guard Merchant Mariner card. 

· Native American Tribal document. 

· Driver’s license issued by a Canadian government authority. 

· For persons under age 18, school record or report card, clinic, doctor or hospital record, day-care or nursery school record. 

List C
Any one of the following original documents is acceptable to establish employment authorization only. (Must be provided with any one of the documents in Section B above.)

· U.S. Social Security card issued by the Social Security Administration (except when the card specifies on the face that the issuance of the card does not authorize employment in the United States). 

· Certificate of Birth Abroad issued by the Department of State (Form FS-545). 

· Original or certified copy of birth certificate issued by a state, county, municipal authority or outlying possession of the United States bearing an official seal. 

· Native American tribal document. 

· U.S. Citizen ID card (INS Form 1-197). 

· ID Card for use of Resident Citizen in the United States (INS Form 1-179). 

· Unexpired employment authorization document issued by the INS (other than those listed under List A). 


	The case record contains:

· Signed and dated Application form with all checkboxes appropriately completed

· Proof of identity & valid work permit:

List A; or

List B & C; or

List C & B

· Legal Guardian, if appropriate

· Signed HIPAA form

· Signed releases to gather eligibility information



	Eligibility
	To Answer “Yes”, the Following Must be in the Case Record

	1. Significance of Disability certificate completed and signed properly


	Medical and other documents (including case narratives) in the case record must completely substantiate and support the level of Significance of Disability certified by the VRC.


	2. Medical documentation supports the eligibility and priority category determinations


	Medical and other documents in the case record must completely substantiate that the customer meets all eligibility requirements:

· Permanent disability diagnosed by a qualified professional

· Substantial impediments to employment that result from the disability, including a description of the functional losses that cause the impediments (Information provided by the customer is acceptable).
· A presumption that the customer will benefit from VR services or information that indicates the individuals will not benefit
NOTE: Answer this question “No,” if:

· The medical documentation was not recent enough to identify the customer’s current level of function and impediments to employment

· Any new diagnostic/medical information should have been obtained but was not


	3. Eligibility determined within 60 days or extended with the individual’s signed consent

	The timeframe from the date the Application form was signed until the date eligibility was entered in STARS must be 60 calendar days or less



	4. If applicable, Trial Work Experience Evaluation plan completed and signed.

NOTE: See information below for when a TWE or EE must be conducted


	If the customer was believed to be “too significantly disabled to benefit from VR services,” the results of either a Trial Work Experience or Extended Evaluation must be in the case record 

The documented results of the TWE or EE must provide “clear and convincing evidence” to determine whether the customer’s disability  is or is not “too significant” to benefit from VR services
NOTE: Answer this question “No,” if:

· The case was closed “ineligible – too significantly disabled” without a TWE or EE being conducted

· If the customer was determined eligible and “presumed to benefit from VR services” contrary to medical documentation or any other information in the case record that indicates a TWE or EE should have been conducted, yet was not
· When this question is answered “No” make comment to explain why
 

	Plan
	To Answer “Yes”, the Following Must be in the Case Record

	1. Vocational assessment completed and documentation supports the vocational goal selected (e.g., STARS form, background check, labor market research, aptitude/interests testing, work assessment results, school grades, if applicable)
-Look for connection between eligibility and plan development

-Look for assessment information

-Look for key documentation to support the goal


	The case record must contain sufficient documentation to demonstrate that relevant vocational assessment and other information was gathered to determine that the selected employment goal was a good match for the customer

The STARS Vocational Assessment screen must be filled out completely and provide relevant information that supports selection of the employment goal

NOTE: Answer this question “No,” if:

· The only basis for selecting the employment goal was because “the customer wants this goal” and no other assessment was conducted

· The STARS Vocational Assessment screen does not substantively answer each question

· When this question is answered “No” make a comment to explain why



	2. DVR Financial Statement completed properly


	The form must be signed and dated by the customer and VRC, with all required sections filled out

Customers receiving SSI, SSDI or DSHS Income Assistance must complete required sections of the form (Sections D1, F, and G)



	3. IPE developed and signed within 120 days or if not, documentation of active steps being taken to make progress


	The timeframe from the date the customer was determined Eligible until the signature date of the IPE must be 120 calendar days or less
If development of the IPE exceeded 120 calendar days, there must be a STARS Narrative entry(ies) (and other documentation if applicable) explaining why and what steps were taken to get the plan underway

 

	4. Documentation reflects the individual’s involvement


	The case record must contain documentation (eg, STARS Narrative, letters, copies of written communication by the customer) that demonstrate the customer was actively involved in the development of their IPE, including:

· Selection of the employment goal

· Deciding what steps and VR services are required to achieve the employment goal

· Deciding which vendor(s) will be used to receive purchased VR services

· Deciding the timeframe within which VR services will be received and the IPE will be carried out



	5. Services on IPE address barriers to employment and relate to the vocational goal
Look at AFPs and information in the Fiscal Jacket. Whatever services are provided after Plan initiation need to be added to the Plan. Make comments if the Plan is not edited or amended.

	The IPE must include steps and VR services that will eliminate or reduce  all of the barriers to employment and serious functional limitations that were identified on the STARS Eligibility screens or other case record documentation

The IPE also must include steps and VR services that will lead directly to achievement of the employment goal
NOTE: Answer this question “No,” if:

· The customer has a physical, sensory, or cognitive  condition(s) that could have been medically treated to eliminate or reduce a barrier(s) to employment, but no treatment was included in the IPE

· The customer has a mental health condition that could have been clinically treated to eliminate or reduce a barrier(s) to employment, but no treatment was included in the IPE

· If there was any major step or VR service that was needed to achieve the employment goal, but was not included on the IPE



	6. Documentation that the availability of comparable benefits was adequately explored and used (e.g. VA, Tribal, DDD, DSB, L&I, Mental Health, high school)
VR Services Exempted From Comparable Benefits
· Assessment to determine eligibility or VR needs
· Counseling and guidance

· IL evals and services provided by DVR staff

· Job placement and job retention

· Rehabilitation technology

· Any of the above services provided as PES

DVR may start paying for VR services immediately until comparable benefits become available, if the search for comparable benefits will significantly delay or interrupt:

· Services to customer with extreme medical risk

· Immediate job placement

· Progress towards achieving the employment goal

The customer is required to begin using comparable benefits when they become available

	Each step and VR service in the IPE must identify the source and amount of any available comparable benefit, unless the service is exempted from a search or comparable benefits
The IPE must reflect the use of comparable benefits that are identified in any part of the case record

If a comparable benefit appeared to be available but was not used, the case record must explain the reason (this can be in a STARS Narrative entry, letter, or other documentation)
When a customer attended post-secondary training there must be a copy of their Financial 
Aid Application and award/denial letter in the case record, including the exchange of information between DVR and the HECB

Financial aid documentation must be in the case record for each year the customer attended post-secondary training

If DVR paid for tuition, books and supplies while permitting a customer to use a Financial Aid award for living or other expenses, there must be an approved Exception to Policy in the case record



	7. The IPE includes specific criteria and expected outcomes for measuring progress (e.g. number of credits per quarter, completion of training, testing, school grades, etc.)


	Each step in the IPE must include a written description of the measurement that is used to know if the customer is making progress; the measure must be objective and specific 

	8. The IPE is up-to-date and if the agreed upon timelines or services have changed, they have been addressed in an IPE amendment or edit
NOTE: See table below for when an IPE must be amended vs. edited


	Every VR service in the IPE must have start and end dates that generally match corresponding AFP dates and/or STARS Narrative dates to reflect that the service was provided within the agreed upon timeframe

When the actual service dates are later than originally agreed upon in the IPE, there must be an amendment or edit of the IPE that corresponds with the actual dates of service



	9. IPE includes estimated costs for primary services


	The IPE must include estimated costs or each VR service, unless there is no cost

	10. All IPE screens (including Supported Employment, if appropriate) are properly completed.


	All of the information entered in to the IPE must be:

· Relevant to the customer’s employment goal and barriers to employment

· Descriptive and substantive so that it is clear:   

· how the employment goal will be achieved

· what VR services will be required and when

· who will pay for each service

· how each step of the customer’s progress will be measured 

· whether Supported Employment will be required

When the customer requires Supported Employment, all required information about Extended Services and hours to be worked must be completed

NOTE: Answer this question “No,” if the customer clearly required Supported Employment but the IPE was not developed to deliver these services to the individual 



	Plan Amendment
	To Answer “Yes”, the Following Must be in the Case Record

	1. If the vocational goal changed, is there documentation to support the decision?


	The case record must include updated vocational assessment information (and other information, if applicable) that supports a change of the employment goal



	2. Are amendments properly completed and timely? (Signed, dated and include primary services not on original IPE)


	NOTE: See table below for when an IPE must be amended vs. edited

	Closure
	To Answer “Yes”, the Following Must be in the Case Record

	1. Documentation reflects that the services provided were necessary and contributed substantially to the employment outcome


	In total, the case record must demonstrate that a customer  received all the VR services that were required to achieve their employment goal, and it must be evident those services are what made it possible to reach their goal



	2. Employment outcome matches vocational goal on the IPE/Amendment


	The IPE employment goal at case closure must be the same as the job title listed in the STARS Closure screen



	3. For successful closure, documentation reflects that prior to closure the VRC and individual agreed the job was satisfactory and the individual was going well on the job


	A STARS Narrative entry(ies) must document discussion(s) between the VRC and customer that verifies the individual is satisfied with their job and successfully performing their job duties

If a CRP assisted a customer in obtaining and/or keeping their job, there must be written reports in 

the case record from the CRP that document the

individual’s satisfaction with the job and their successful job performance

	4. For unsuccessful closure, was information provided about other services and available resources?


	There must be documentation in the case record that a customer was provided information prior to closure about other services or resources that may assist them 

NOTE: Answer this question “N/A” if there were not any additional services or resources a customer appeared to require from other sources at the time of case closure.

 

	Miscellaneous
	To Answer “Yes”, the Following Must be in the Case Record

	1. Timely and concise documentation of case movement and contact with customer


	All STARS Narratives must demonstrate regular, timely contact with a customer and clearly describe key information and events that coincided with timely case movement



	2. Benefits Planning has been completed by VRC and/or Benefits Planner


	Either the STARS No-Cost-Service screen or a STARS Narrative entry must be completed that documents Benefits Planning was provided to the customer

NOTE: Answer this question “N/A” if the customer was not eligible to receive any public benefits that would require Benefits Planning



	3. Documentation reflects informed choice throughout the process
	In total, the case record must demonstrate that a customer was given the opportunity to make informed choices about their employment goal and VR services throughout the rehabilitation process, including:
· What assessment services and providers are used to determine eligibility and identify VR needs

· What is included on the IPE, including:

· Employment goal

· VR services needed to achieve the goal

· Service providers




	Requirements for Trial Work Experience & Extended Evaluation


	Trial Work Experience

Purpose of Trial Work Experience (TWE)

The purpose of a TWE is to determine that an individual is eligible for VR services or that there is clear and convincing evidence that because of the significance of the individual’s disabilities, the individual cannot benefit from VR services in terms of an employment outcome. A trial work experience is only used prior to an eligibility determination.

 

Before a VR counselor makes a determination that an individual with a disability is incapable of benefiting from VR services, the VR counselor must conduct a trial work experience or extended evaluation (see when to use an Extended Evaluation below) to obtain clear and convincing evidence to support the determination.

 

The VR counselor explains to the customer why a TWE is being done, what questions will be addressed, and informs the customer if there is clear and convincing evidence that the individual cannot benefit from VR services because of the significance of the individual’s disabilities, the individual will be determined ineligible for services and the case will be closed.

 

A trial work experience may be arranged and conducted by DVR staff or purchased as a service from a Community Rehabilitation Program (CRP). If the TWE pays wages to the customer, benefit planning is recommended as the earned income could impact the individual’s benefits.

Clear and Convincing Evidence (Federal Language)
Clear and convincing evidence means that the Division of Vocational Rehabilitation shall have a high degree of certainty before it can conclude that an individual is incapable of benefiting from services in terms of an employment outcome…….The term clear means unequivocal.  For example, the use of an intelligence test result alone would not constitute clear and convincing evidence.  Clear and convincing evidence might include a description of assessments, including situational assessments and supported  employment assessments, from service providers who have concluded that they would be unable to meet the individual’s needs due to the severity of the individual’s disability.  The demonstration of ”clear and convincing evidence” must include, if appropriate, a functional assessment of skill development activities, with any necessary supports (including assistive technology) in real life settings.  (S.Rep.No.357, 102dCong., 2d.Sess. 37-38 [1992]) CFR 361.42



	Extended Evaluation

Purpose of Extended Evaluation

An extended evaluation is required to determine eligibility under limited circumstances when a VR counselor can not presume that an individual can achieve an employment outcome as a result of receiving rehabilitation services.

 
When to Use an Extended Evaluation

A VR counselor uses an extended evaluation:

· When an individual cannot take advantage of trial work experiences because of his or her limitations; or

· If options for trial work experiences are unavailable or have been exhausted before the VR counselor is able to make an eligibility determination.

 

VR Services and Settings for an Extended Evaluation

During an extended evaluation, the VR counselor provides only services that are necessary to make an eligibility determination.  These services are provided in the most integrated setting possible, consistent with the rehabilitation needs of the individual.



	IPE Amendments vs. IPE Edits

	IPE Amendments
Requires revising and signing the IPE
	IPE Edits

Requires only a case narrative

	 
	 

	Employment goal is changed, prior to getting a job
	Revisions to service costs, comparable services, or DVR contribution

	Primary service is added, deleted or changed
	Change in service dates

	Service provider for primary service is changed
	 

	Support service added exceeding $500 or more than 6 months duration
	Add a support service under $500 or less than 6 months duration

	 
	 

	Primary Services

· Assessment (non CRP)

· Community Rehabilitation Program (CRP Services)

· Computer Purchase for Customer

· All Training Service Categories

· Independent Living Services

· Rehabilitation Technology

· Physical and Mental Restoration

· Substantial Counseling and Guidance

· Job Placement Services (non CRP)

· Job Retention Services (non CRP)

· Vehicle Purchases

· Self-Employment Services
	Support Services

· Maintenance

· Transportation

· Vehicle Repair

· Other (includes child care, tools & equip, licenses)

· Interpreter Services

· Translation Services

· Financial Assistance Services

	

	IPE Amendment and Closure - Successful Rehabilitation
If a customer accepts employment that is different from the employment goal on the current IPE and the VR services provided on the current IPE have substantially contributed to the employment, the VR counselor determines if the employment meets requirements for successful closure. If the requirements for successful closure are met or are expected to be met, the customer and the VR counselor will discuss the appropriateness of the employment.
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