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CHAPTER 1 - STATUS CODES AND CASE MOVEMENT
100 VR STATUS CODES

Status Codes

e The counselor provides services in accordance with a case status system that
is designed as:
0 A management tool for the counselors
0 An aid to report client progress, and
0 An aid in evaluating counselor or agency performance

Application

Eligibility Determination Extension (Application-E)

Trial Work Experiences (Application — T)

Extended Evaluation (Application-X)

Eligible

Delayed status

Plan Development Extension (Eligible — E)

Service
Job Ready (Service-J)

Services Interrupted (Service-1)

Employed
Closed-Rehabilitated

Closed-Other
PES (Post Employment Services)
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110 CASE MANAGEMENT
110.1 Statuses

e Application
0 The client enters application status on the date when the client (or
guardian) signs an application for services and has met with the VR
representative for initial interview. Information is obtained to determine
eligibility.

o Staff should act with a sense of urgency in determining eligibility. This
should occur upon receipt of appropriate medical records necessary for
eligibility determination, and/or immediately upon receipt of SSI/SSDI
proof of benefit.

o Eligibility determination must not exceed 60 days in Application status
without verbal and/or written permission from the client to extend
eligibility determination beyond 60 days. The client and counselor
must agree to a reasonable time period for the extension.

e Eligibility Determination Extension (Application — E)
o0 Aclient enters this status on the date the counselor knows he/she will
be unable to determine eligibility within 60 days, and:

= The client has been notified of the reason for the extension

= The client has given verbal and/or written permission for more
time to determine eligibility and

= Areasonable time period for the extension has been agreed
upon and documented.

e Trial Work Experiences (Application —T)

0 Aclient enters this status on the date the counselor decides more
information is needed to determine if the client can benefit from VR
services in terms of an employment outcome, and:

= ATrial Work Plan is agreed to and signed by the client.
= Counselor should contact the client regularly and as agreed
upon in the Trial Work Plan.

o Trial Work Experiences are pre-eligibility assessment activities for
clients with the most significant disabilities.

o0 Itis used prior to any determination that a client with a disability is
incapable of benefiting from vocational rehabilitation services in terms

Page 3 of 29



Subject

Status Codes
and Case

Client Services |31115 |Statuses and Movement

Case Movement Section
100

of an employment outcome because of the severity of that client's
disability. An exploration of the client's abilities, capabilities, and
capacity to perform in realistic work situations to determine whether
there is clear and convincing evidence to support such a determination.

e Extended Evaluation (Application — X)

o Extended Evaluation is used under limited circumstances if a client
cannot take advantage of Trial Work Experiences or if options for Trial
Work Experiences have been exhausted.

0 Aclient enters this status on the date the counselor decides more time
is needed to determine if a client can benefit from VR services in terms
of an employment outcome, and:

= An Extended Evaluation IPE is agreed to and signed by the
client. (Refer to CSG 300 for more information prior to using
this status.)

= Counselor should contact the client regularly and as agreed
upon in the Extended Evaluation plan.

o0 Extended Evaluation is a pre-eligibility assessment activity for clients
with the most significant disabilities.

e Eligible
o0 Aclient enters this status on the date the client is determined eligible
by a Qualified Rehabilitation counselor and has been assigned a
priority category currently being served.

0 Counselor should act with a sense of urgency in meeting with the
client, establishing a vocational objective and developing an IPE as
soon as possible. If greater than 90 days is needed in order to develop
an IPE, the Plan Development Extension process must be used.

e Delayed
o Aclient enters this status, by date of application, when determined
eligible to receive Vocational Rehabilitation services and client is not in
a priority category currently being served.

o0 When clients are released from the waiting list, they will be notified
immediately and contacted to develop a plan for services.

e Plan Development Extension (Eligible — E)

o0 Aclient enters this status on the date the counselor knows he/she will
be unable to develop an IPE within 90 days of eligibility, and:
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o0 The counselor and client have agreed to an extension of that deadline
to a specific date by which the IPE shall be completed

e Service
o Aclient enters this status on the date they sign his/her initial IPE and
the IPE is approved by a Qualified Rehabilitation Counselor.

o0 The client must receive VR services under an IPE before the case can
be closed as Employed - Rehabilitated.

o In providing quality customer service, contact with the client should be
regular and ongoing as agreed upon in the IPE.

e Job Ready (Service —J) — (optional)

o Date client begins actively looking for employment after receiving other
VR services.

e Employed
o Aclient enters this status when they have obtained competitive

employment following receipt of substantial services that lead to the
employment outcome.

o A minimum of 90 days in Employed status is required before the case
can be closed as Employed - Rehabilitated.

o In providing quality customer service, contact with the client should be
regular and ongoing to help ensure a successful employment outcome.

e Services Interrupted (Services — 1) — (optional)
0 Aclient enters this status on the date when services that have been
provided under an IPE need to be interrupted.

o Diagnostic and/or other evaluation/assessment services may be
provided while the client is in interrupted status.

o In providing quality customer service, contact with the client should be
regular and ongoing to re-engage the client into services or evaluate
the need for closure.

110.2 Closure Status Codes

e Closed - Other than Rehabilitated
o Dated when case is closed for any reason other than Rehabilitated.
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e Closed — Rehabilitated
o Competitive employment outcome achieved after IPE is initiated and
substantial services have been provided.

o0 The occupation at closure must be consistent with the employment
goal identified on the client’s IPE. The majority of the client’s weekly
earnings must be derived from this occupation.

o Dated when case is closed from Employed, after client has been
successfully employed for greater than 90 days.

110.3 PES - Post-Employment Services

e VR services may be provided after the achievement of an employment
outcome (case previously closed Employed - Rehabilitated) in PES when:
0 necessary for an client to maintain, regain, or advance in employment,
and

0 services requested do not require complex or comprehensive provision
of services, and are therefore limited in scope and duration, and

0 services requested relate to the original disability on which eligibility
was determined, and

0 re-opening the case may unnecessarily jeopardize employment due to
Order of Selection and Priority Category placement.

e Post-employment services are intended to ensure that the employment
outcome remains consistent with the client’s strengths, resources,
priorities, concerns, abilities, capabilities, interests, and informed choice.

e If comprehensive services are required, the disability has become more
significant, or a new disabling condition has developed, re-opening the
case should be considered (CSG 200 — Re-opening Cases).

e Post-employment services are provided under a PES Plan, therefore a re-
determination of eligibility is not required.

e Procedure:
o Document informed choice.

o Discuss financial guidelines, collect required financial documentation,
and complete VR cost scenario when appropriate.
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0 Meet with the client to review and sign the PES Plan including
responsibility addendums, and prepare authorizations, as appropriate.

o Dated when agreed upon post-employment services are necessary
and PES Plan signed by client and a Qualified Rehabilitation Counselor
(case was previously closed Employed).

o Contact the client by phone or in person immediately after the receipt
of services, and follow up to ensure client satisfaction with the services
provided.

o0 When no further services are needed and/or required, close the PES
Plan.

o Close out all outstanding authorizations.
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120 CASE CODING

120.1 Special Programs

e Special Programs are to be coded at the time the special program begins.
Additionally, review Special Programs at the time of case closure in the
case management system to insure coding is not missed.
= AgrAbility
= Career Scope
= Center for Independent Living (CIL) Referral
= COOP

o ldentify clients who patrticipated in the COOP program and received
VR COORP services through an IPE, prior to graduation from high
school.

Employment Services (ES)

Employment Services Plus (ESP)

Individual Placement with Supports (IPS)

Missouri Connections

120.2 RSA-911 Program
e Select if applicable:

o Veteran: Identify clients who are veterans. Endorse if the client
served in the active military, naval or air service, and was discharged
or released under conditions other than dishonorable.

120.3 Program Move (Type of Public Support at Closure)

e Select any of the following categories that apply to the type of public support

the client was receiving at case closure:

o0 Social Security Disability Insurance (SSDI)

Supplemental Security Income Aged/Blind/Disabled (SSI)
Temporary Assistance for Needy Families (TANF)
General Assistance (State or local government)
Veterans' Disability Benefits--Veterans' Disability Benefits are
payments made by the Department of Veterans Affairs for partial or
total disability
Workers' Compensation
All Other Public Support--Other Public Support payments are cash
payments to clients beyond those otherwise listed, and include
payments made by Federal, State and local governments for

O 00O

O O

Page 8 of 29



Subject

Status Codes
and Case

Client Services |31115 |Statuses and Movement

Case Movement Section
100

retirement or survivor benefits to the client as well as unemployment
insurance benefits and other temporary payments.

e Public support refers to cash payments made by Federal, State and/or local
governments for any reason, including a client's disability, age, economic
status.

e Include payments to a family unit precipitated by the client's disability or
when the client's presence is taken into account in the computation of
the family benefit. Also include any payments that are sent directly to
the client in an institution or to dependents on his/her behalf.

e Exclude any non-cash support payments such as Medicaid, Medicare,
food stamps and rental subsidies.

120.4 Program Move (Amount of Public Support at Closure)

e Enter the monthly amount of money (to the nearest dollar) received by the
client as public support payments at the time the service record was closed
for the sources listed below. If the client receives two or more types of
support, record the amount from each source.

0 Social Security Disability Insurance (SSDI) - Enter the amount of
SSDI received by the client each month. This figure can be verified
through the Social Security Administration (SSA) or from a copy of
the client's benefit notification letter.

0 Supplemental Security Income (SSI) for the Aged, Blind or
Disabled - Enter the monthly payment to the client under the
Federal program of SSI for the aged, blind, and disabled. Only the
client's portion of the payment should be recorded here. This figure
can be verified through the Social Security Administration (SSA) or
from a copy of the client's benefit notification letter.

o Temporary Assistance for Needy Families (TANF) - Enter the
amount of cash public assistance payments made through the
federally funded TANF program. If the TANF payment is made to
the family unit, use the local disbursing agency's procedure to
estimate the client's portion of the payment.

o All Other Public Support - Enter the monthly amount of public
support received from General Assistance, Veteran's Disability
Benefits, Workers' Compensation and all other sources of public
support not listed.
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120.5 Reason for Closure
e Choose the reason for closing the client’s case:

o

o

Achieved employment outcome

Unable to locate, contact or moved

Select this reason when the client has moved without a forwarding
address or is otherwise unavailable. Also use for persons who have
left the State and show no intentions of continuing in their VR
program.

Disability too significant/Unable to benefit from VR services
Select this reason to identify a client whose mental or physical
disability is so significant that the client cannot benefit from VR
services in terms of employment.

Refused Services or Further Services
Select this reason for clients who choose not to participate or
continue in their VR program at this time.

Death

Institutionalized

Select this reason when a client has entered an institution and will
be unavailable to participate in a VR program for an indefinite or
considerable period of time. An institution includes a hospital, a
nursing home, a prison or jail, a treatment center, etc.

Transferred to another agency

Select this reason when a client needs services that are more
appropriately obtained elsewhere. Transfer to other agency
indicates that appropriate referral information is forwarded to the
other agency so they may provide services more effectively. Include
clients transferred to other State VR agencies.

Failure to cooperate

Select this reason to indicate when a client's actions (or non-actions)
make it impossible to begin or continue a VR program. Failure to
cooperate includes repeated failures to keep appointments for
assessment, counseling, or other services.

No disabling condition
Select this reason for applicants who are not eligible for VR services
because no physical or mental impairment exists, such as when the
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reported disability is an acute condition with no residual impairment,
e.g., broken bone that heals.

o0 No impediment to employment
Select this reason for applicants who are not eligible for VR services
because their physical or mental impairment does not constitute a
substantial impediment to employment.

o Transportation not feasible or available
Select this reason to indicate that the client was unable to accept or
maintain employment because suitable transportation was either not
feasible or not available.

o Does not require VR services
Select this reason for applicants who do not require VR services to
prepare for, enter into, engage in, or retain gainful employment
consistent with their strengths, resources, priorities, concerns,
abilities, capabilities, and informed choice.

0 Extended services not available
Select this reason for clients who would have benefited from the
provision of supported employment services but for whom no source
of extended services was available.

o All other reasons
Select for reasons not covered under any of the above.

120.6 Level of Education

e Choose the level of education the client attained at the time of application
and at case closure (choose only one). If an actual educational level is not
documented, choose an estimated level from the following:

o No formal schooling

Elementary education (grades 1-8)

Secondary education, no high school diploma (grades 9-12)

Special education certificate of completion/diploma or in

attendance

High school graduate or equivalency certificate (GED/HSE)

Post-secondary education, no degree or certificate

Post-secondary academic degree, Associate degree

Bachelor's degree

Master’s degree

Any degree above a Master's - e.g. Ph.D., Ed.D., J.D.

Vocational/Technical Certificate
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0 Occupational credential beyond undergraduate degree work
o0 Occupational credential beyond graduate degree work

120.7 Student with Disability in Secondary Education

e This element captures the status of a client with a disability in secondary
education at the time of application and at case closure. Note: This data
element replaces Individualized Education Program (IEP) in the previous
version of the RSA-911 instructions.

o This client is not a student with a disability in secondary education
at the time of application.

o This client is a student with a 504 accommodation plan.

o This client is a student and is receiving services under an IEP at
the time of application.

o0 This client is a student with a disability who is not covered by
Section 504 of the Rehabilitation Act and is not receiving services
under an IEP at the time of application.

120.8 Services Provided and Cost for Purchased Services

e The purpose of the service categories listed below is to capture all services
provided to clients during the life of their case whether provided by the VR
agency or others as comparable services or benefits. Except for
assessment services that can be provided to determine eligibility prior to an
IPE or to assign a client to a priority category, the services provided should
be those identified on the IPE, not services merely authorized, but actually
provided.

Services Provided
e For each of the service categories, this data element provides information
on whether services in the category were purchased and/or provided by the
VR agency and/or provided by comparable services and benefits providers
for the client. Include all services furnished over the life of the service record
for the client. The following codes are used to capture this information for all
services within the service category.

not provided

provided by the VR agency (in-house/by VR staff)
purchased by the VR agency

provided by comparable services and benefits providers

O o0O0oo
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o0 provided by the VR agency (in-house/by VR staff) and/or
purchased by the VR agency and/or provided by comparable
services and benefits providers

Primary Purchased VR Service Provider Type

e For each of the service categories, this data element provides information
on what type of service provider provided the purchased services. The
following codes are used to capture this information. For each service
category, select the code that best describes from which service provider
type the majority of the purchased services provided to the client originated
over the life of the service record. The majority of purchased services were
provided directly by:

0 Public Community Rehabilitation Programs (CRPs) — public CRPs
are programs that are operated by a state, county, municipal or
other local government.

o Private CRPs — private CRPs are programs that are operated as
not-for-profit organizations.

o Other public service providers — public service providers are
organizations or agencies of State, county, municipal or other
local government and third-party cooperative arrangements.

o Other private service providers — private service providers include
private not-for-profit organizations, such as VR providers (other
than CRPs), as well as proprietary businesses, such as private
hospitals and mental health clinics as well as contracted service
delivery staff.

State Vocational Rehabilitation Grant (Title I) Funds Used to
Purchase Services
e This data element captures the costs (amounts) of purchased services

using the VR grant (Title I) funds including state and other sources of
matching funds as well as program income. Do not include costs incurred
for program administration and for salaries of counselors and other staff.
Also exclude costs for services provided by rehabilitation programs owned
and operated by the State VR agency that are not directly billed on an
individual basis.

Supported Employment State Grant (Title VI, Part B) Funds Used to
Purchase Services
e This data element records all expenditures (amounts) within this service
category for services purchased for the most significantly disabled client
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with the supported employment grant program (Title VI, Part B) funds.
Recipients of these funds should have a supported employment goal in their
IPE. Clients with a supported employment goal stated in their IPEs may
receive any category of services depending on their particular needs.
Therefore, to identify the use of these funds, each service category includes
this data element.

¢ Include all Title VI, Part B expenditures made to public and/or private
service providers, clients or an organization. Include Title VI, Part B
expenditures for all types of purchased services including, but not limited to
assessment, training, medical services, job development, placement and/or
coaching services, maintenance, transportation, tuition for higher education,
rehabilitation technology services, personal assistance, or any other
rehabilitation services. Exclude costs incurred for program administration
and for salaries of counselors and other staff. Also exclude costs for
services provided by rehabilitation programs owned and operated by the
State VR agency that are not directly billed on an individual basis.

Comparable Services and Benefits Provider
e For each of the service categories, enter up to three codes that best
describe the service providers who provided the client with a comparable
service or benefit that was listed on the client’s IPE.

No comparable services or benefits were provided
American Indian VR Services Program
Centers for Independent Living
Child Protective Services
Community Rehabilitation Programs
Educational Institutions (elementary/secondary)
Educational Institutions (post-secondary)
Employers
Employment Networks (not otherwise listed)
Federal Student Aid (such as, Pell grants, SEOG (Supplemental
Educational Opportunity Grant), work study, etc.
Intellectual and Developmental Disabilities Agencies
Medical Health Provider (Public or Private)
Mental Health Provider (Public or Private)
One-stop Employment/Training Centers
Public Housing Authority
Social Security Administration (Disability Determination Service or
District office)
State Department of Correction/Juvenile Justice
Page 14 of 29
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State Employment Service Agency
Veteran's Administration

Welfare Agency (State or local government)
Worker's Compensation

Other VR State Agencies

Other State Agencies

Other Sources

O O0O0O000O0

120.9 SERVICE CATEGORIES

Assessment
e Assessment means services provided and activities performed to determine a

client’s eligibility for VR services, to assign a client to a priority category of a State
VR agency that operates under an order of selection, and/or to determine the
nature and scope of VR services to be included in the IPE. Include here trial work
experiences and extended evaluation. Assessments to determine eligibility,
assignment of a priority category or the nature or scope of services to be included
on the IPE include, but are not limited to psychological assessments, audio logical
evaluations, dental and medical exams and other assessments of personality,
interests, interpersonal skills, intelligence and related functional capacities,
educational achievements, work experience, vocational aptitudes, personal and
social adjustments, and employment opportunities of the client and the medical,
psychiatric, psychological, and other pertinent vocational, educational, cultural,
social, recreational, and environmental factors that affect the employment and
rehabilitation needs of the client. See also 34 CFR 361.5(b)(6) and 34 CFR
361.48.

Diagnosis and Treatment of Impairments
e Services related to the diagnosis and treatment of physical and/or mental
impairments.

Vocational Rehabilitation Counseling and Guidance
e Vocational rehabilitation counseling and guidance includes information and
support services to assist a client in exercising informed choice and is distinct
from the case management relationship that exists between the counselor and the
client during the VR process.

Training
e Training services are designed to help the client improve educationally or
vocationally or to adjust to the functional limitations of his or her impairment. If the
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client receives more than one type of training, each type should be recorded. For
those clients not seeking a degree or certificate and attending a course in a
college or university, code this type of training under Miscellaneous Training.

Graduate College or University Training
e Full-time or part-time academic training leading to a degree recognized as
being beyond a baccalaureate degree, such as a Master of Science, Arts
(M.S. or M.A.) or Doctor of Philosophy (Ph.D.) or Doctor of Jurisprudence
(J.D.). Such training would be provided by a college or university.

Four-Year College or University Training
¢ Full-time or part-time academic training leading to a baccalaureate degree,
a certificate, or other recognized educational credential. Such training may
be provided by a four-year college or university or technical college.

Junior or Community College Training
e Full-time or part-time academic training above the high school level leading
to an associate degree, a certificate, or other recognized educational
credential. Such training may be provided by a community college, junior
college, or technical college.

Occupational or Vocational Training
e Occupational, vocational, or job skill training provided by a community
college and/or business, vocational/trade or technical school to prepare
students for gainful employment in a recognized occupation, not leading to
an academic degree or certification. This would include selected courses or
programs of study at a community college, four-year college, university,
technical college or proprietary schools or programs.

On-the-job Training
e Training in specific job skills by a prospective employer. Generally the
trainee is paid during this training and will remain in the same or a similar
job upon successful completion.

Apprenticeship Training
e An apprenticeship program is a work-based employment and training
program that combines hands-on, on-the-job work experience in a skilled
occupation with related classroom instruction. Structured apprenticeship
programs generally have minimum requirements for the duration of on-the
job work experience and classroom instruction, and/or could utilize
competency-based elements but should have mechanisms in place to
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ensure quality and consistency of skills acquisition. Other elements that
distinguish apprenticeship programs from other work-based efforts including
co-op education, on-the-job training, and internships are the following:
includes supervision and structured mentoring; provides for wage increases
as an apprentice's skills increase; is based on an employer-employee
relationship; and provides an industry recognized certificate of completion of
the program.

Basic Academic Remedial or Literacy Training

e Literacy training or training provided to remediate basic academic skills that
are needed to function on the job in the competitive labor market.

Job Readiness Training
e Training provided to prepare a client for the world of work (e.g., appropriate

work behaviors, getting to work on time, appropriate dress and grooming,
increasing productivity).

Disability-Related Skills Training
e Disability-related augmentative skills training includes but is not limited to:
orientation and mobility; rehabilitation teaching; training in the use of low
vision aids; Braille; speech reading; sign language; and cognitive
training/retraining.

Miscellaneous Training
e Any training not recorded in one of the other categories listed, including
GED/HSE or high school training leading to a diploma, or courses taken at
four-year, junior or community colleges not leading to a certificate or
diploma.

Job Search Assistance

e Job search activities support and assist a client in searching for an appropriate
job. Job search assistance may include help in resume preparation, identifying
appropriate job opportunities, developing interview skills, and making contacts
with companies on behalf of the consumer.

Job Placement Assistance

¢ Job placement assistance is a referral to a specific job resulting in an interview,
whether or not the client obtained the job.
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On-the-job Supports - Short term
e Support services provided to a client who has been placed in employment in order
to stabilize the placement and enhance job retention. Such services include short-
term job coaching for persons who do not have a supported employment goal
consistent with the employment goal on the IPE.

e This is coded at closure for ES and ESP services.

On-the-job Supports — Supported Employment
¢ On-going support services and other appropriate services needed to support and
maintain a client with a most significant disability in supported employment for a
period of time generally not to exceed 18 months. Such services, such as job
coaching, are for clients who have supported employment and long-term supports
identified on the IPEs. On-the-job support services with a supported employment
goal are funded using Title VI, Part B and Title | funds.

e This is coded at closure for SE and IPS services.

Transportation
e Transportation, including adequate training in the use of public transportation
vehicles and systems, means travel and related expenses that are necessary to
enable an applicant or eligible client to participate in a VR service.

Maintenance
¢ Maintenance means monetary support provided for those expenses such as food,
shelter and clothing that are in excess of the normal expenses of the client, and
that are necessitated by the client’s participation in an assessment for determining
eligibility and VR needs or while receiving services under an IPE.

Rehabilitation Technology

¢ Rehabilitation technology means the systematic application of technologies,
engineering methodologies, or scientific principles to meet the needs of, and
address the barriers confronted by, clients with disabilities in areas that include
education, rehabilitation, employment, transportation, independent living,
recreation, home and vehicular modification, other assistive devices including, but
not limited to hearing aids, low vision aids and wheelchairs. Rehabilitation
technology includes rehabilitation engineering, assistive technology devices, and
assistive technology services. See also 34 CFR 361.5(b)(45).
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Personal Assistance Services

e Personal Assistance Services are a range of services provided by one or more
persons designed to assist a client to perform daily living activities on or off the
job that the client would typically perform without assistance if he or she did not
have a disability. The services must be designed to increase the client’s control in
life and ability to perform everyday activities on or off the job. The services must
be necessary to the achievement of an employment outcome and may be
provided only while the client is receiving other VR services. The services may
include training in managing, supervising, and directing personal assistance
services.

e Three distinct services that are considered personal assistance services are
reader services, interpreter services, and personal attendant services. Further
information on recording each of these services follows. Record only whether and
which of these services were provided to the client (e.g., if the same person
provided both reader service and personal attendant service to a client, indicate
both services).

Reader Services

e Reader services are for clients who cannot read print because of blindness
or other disability. Reader services include, in addition to reading aloud,
transcription of printed information into Braille or sound recordings if the
client requests such transcription. Reader services are generally for clients
who are blind or deaf-blind, but may also include clients unable to read
because of serious neurological disorders, specific learning disabilities, or
other physical or mental impairments.

Interpreter Services
e Interpreter services are sign language or oral interpretation services for
clients who are deaf or hard of hearing and tactile interpretation services for
clients who are deaf-blind. Specially trained clients perform sign language
or oral interpretation. Also include here real-time captioning services for
persons who are deaf or hard of hearing. Do not include language
interpretation in this category, but in "other services".

Personal Attendant Services
e Personal attendant services are those personal services that an attendant
performs for a client with a disability including, but not limited to bathing,
feeding, dressing, providing mobility and transportation, etc in multiple
settings to include home, work and training facilities/school.

Page 19 of 29



Subject

Status Codes
and Case

Client Services |31115 |Statuses and Movement

Case Movement Section
100

Technical Assistance Services
e Technical assistance and other consultation services provided to conduct market
analyses, to develop business plans, and to provide resources to clients in the
pursuit of self-employment, telecommuting and small business operation
outcomes.

Information and Referral Services
¢ Information and referral services are provided to clients who need services from
other agencies (e.g., cooperative agreements) not available through the VR
program.

Benefits Counseling
e Assistance provided to a client who is interested in becoming employed, but is
uncertain of the impact work income will have on any disability benefits and
entitlements being received, and/or is not aware of benefits, such as access to
healthcare, that might be available to support any work attempt.

e This typically involves an analysis of a client’s current benefits, such as SSDI and
SSI, the client’s financial situation, and the effect different income levels from
work will have on the client’s future financial situation. This assistance is intended
to provide the client an opportunity to make an informed choice regarding the
pursuit of employment. Ongoing assistance may also be provided as the client
decides on employment goals, searches for jobs, and becomes employed.

Customized Employment Services

e Services that involve a blend of flexible strategies that result in the provision of
individually negotiated and designed services, supports, and job opportunities for
a client and that lead to an employment outcome of customized employment,
including self-employment. A key factor in deciding if a service is a customized
employment service is the presence of employer negotiation, including
customizing a job description based on current unidentified and unmet needs of
the employer and the needs of the employee; developing a set of job duties or
tasks; developing a work schedule (including determining hours worked);
determining a job location; developing a job arrangement (such as job carving, job
sharing, or a split schedule); or determining specifics of supervision.

Other Services
e Use this category for all other VR services that cannot be recorded elsewhere.
Included here are occupational licenses, tools and equipment, initial stocks and
supplies.
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120.10 Employment Status at Closure

e For a client who achieved an employment outcome, choose one of the
following statuses that best describes the primary employment outcome of
the client when his or her case was closed:

o Employment without Supports in Integrated Setting is full-time or
part-time employment in an integrated setting without ongoing support
services. This should not be selected for clients who received
supported employment services or who are self-employed-

o Self-employment (except BEP) is work for profit or fees including
operating one's own business, farm, shop or office. "Self-employment"
includes sharecroppers, but not wage earners on farms.

o State Agency-managed Business Enterprise Program (BEP) refers
to Randolph-Sheppard vending facilities and other small businesses
operated by clients with significant disabilities under the management
and supervision of a State VR agency. Include home industry where
the work is done under the management and supervision of a State
VR agency in the client's own home or residence for wages, salary, or
a piece-rate. Clients capable of activity outside the home, as well as
by homebound clients, may engage in such employment. (This is
typically for clients served by RSB)

o0 Homemaker refers to men and women whose activity is keeping
house for persons in their households or for themselves if they live
alone.

o Unpaid Family Worker refers to persons who work without pay on a
family farm or in a family business.

o Employment with Supports in Integrated Setting is full-time or part-
time employment in an integrated setting with ongoing support
services for clients with significant disabilities.

120.11 Primary Occupation at Closure

e For a client who achieved an employment outcome, enter a six-digit SOC
code to describe the individual’s occupation when the service record was
closed. For individuals who did not achieve an employment outcome, leave
blank.
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¢ Instructions for clients who Exit with Multiple Occupations

For clients exiting the VR program with multiple jobs, the Occupation at
Closure data element should be populated with the code for the occupation
consistent with the employment goal on an individual's IPE and primary
SOC codes from which the exiting individual derives the majority of his/her
weekly earnings. See also 34 CFR 361.56(a). The following procedures
should be followed to determine which occupation code to use:

o If the earnings amounts of the multiple jobs are reported at the
time of entering the occupation code, enter the occupation
consistent with the employment goal specified on the IPE that
encompasses the majority of the earnings per week at closure.

o If the earnings amounts of the various jobs are not reported at the
time of entry, the occupation code should be populated with the
code for the occupation consistent with the employment goal
specified on the IPE that encompasses the majority of the hours
worked per week at closure.

o If neither hours nor wages per occupation are known, then
individual self reporting of the primary occupation consistent with
the employment goal specified on the IPE should be used to
determine the appropriate occupation code.

e For the employment situations unique to the VR program, use the special
codes indicated below.
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Special
Codes Special Code Descriptions

599999 | Homemaker (own home) refers to men and women
whose activity is keeping house for their families, or
themselves if they live alone.

799999 | Unpaid family worker (own family), not elsewhere
classified use only if the type of unpaid family work
cannot be classified according to any of the
occupations.

899999 | Randolph-Sheppard vending facility clerk use this
category for persons employed as clerks, sales
persons, or helpers in a vending facility operated
under the Randolph-Sheppard Vending Facility
Program. Use this special code even though these
occupations are classifiable. Do not include vending
facility operators (999999), or individuals employed in
vending facilities outside the Vending Facility
Program (use their occupation code).

999999 | Randolph-Sheppard vending facility operator use this
category for individuals employed as operators or
managers of vending facilities operated under the
Vending Facility Program. Use this special code even
though these occupations are classifiable. Do not
include vending facility clerks (899999), or individuals
employed as vending facility operators outside the
Randolph-Sheppard Vending Facility Program (use
their occupation code).Randolph-Sheppard vending
facility operator. (This is typically for clients served
by RSB)

¢ Note: The 2010 Standard Occupational Classification System (SOC) should
be referenced in obtaining the six-digit code that most closely corresponds
to the individual's primary occupation at closure.

120.12 Weekly Earnings at Closure

e Enter the amount of money (to the nearest dollar) the client earned in a
typical week after achieving an employment outcome consistent with the
employment goal on a client’s IPE, at the time the service record was
closed and includes all income from wages, salaries, tips, and commissions
received as income before payroll deductions of Federal, State and local
income taxes and Social Security payroll tax. Earnings also include profits
derived from self-employed individuals. Earnings for salespersons,
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consultants, self-employed clients, and other similar occupations are based
on the adjusted gross income. Adjusted gross income is gross income
minus unreimbursed business expenses. Do not include estimates of
payments in-kind, such as meals and lodging. Estimate profits of farmers, if
necessary.

Where earnings are based on commissions that are irregular (e.g., real
estate, automobile sales, etc.), to obtain a meaningful figure for a typical
week’s earnings, it should be calculated as a weekly average over a
representative period of time such as one month or longer.

When, because of the occupation/situation, there are significant amounts of
unreimbursed business expenses that are irregular (e.g., car lease
payments due the first week of every month), the expenses should be
averaged over a representative period of time such as one month or longer
to obtain a meaningful figure for a typical week’s business expenses.

Commissions are generally not paid when earned, but rather are paid
periodically, such as weekly, biweekly, or even monthly. To bring
standardization to this item, earnings should be based on the actual receipt
of the payment and not on amounts accruing until the next commission
payout.

120.13 Hours Worked in a Week at Closure

For a client who achieved an employment outcome, this item collects data
on the number of hours worked on all employment consistent with the
employment goal on the client’s IPE. Enter the number of hours the client
worked for earnings in a typical week when the service record was closed.
Earnings may have been in the form of wages, salaries, tips, commissions,
profits from self-employment, adjusted gross income for salespersons, etc.

NOTE: The calculated hourly wage should be equal to or greater than
minimum wage.

120.14 Primary Source of Support at Closure

From the list below, select the client's primary source of support at the time
the case was closed, even if it accounts for less than one-half of the client's
total support.
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NOTE: If a person is supported by the earnings of a spouse, or by the
spouse's unemployment insurance checks, select “Family and Friends” as
the Primary Source of Support.

o Primary Source of Support
= All other Public Sources
All Other Sources of Support
Annuity or other Non-Disability Insurance Benefit
Current Earnings, Interest, Dividend, Rent
Family and Friends
Not Available
Private Relief Agency
Public Assistance without Federal Funds (GA Only)
Public Assistance at least partially with Federal Funds
Public Institution — Tax Supported
SSDI
SSI-A
SSI-D
Workers Compensation

120.15 Medical Insurance Coverage at Closure

e Select any of the following types of medical insurance coverage the client
had when his/her case was closed:

Medicaid

Medicare

Public Insurance from Other Sources

Private Insurance Through own Employer

Not Yet Eligible for Private Insurance Through Current Employer, But

Will Be Eligible for Private Insurance After a Certain Period of

Employment

= Private Insurance Through Other Means
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130 CLOSED REHABILITATED

130.1 Definitions

Competitive employment refers to work:

In the competitive labor market that is performed on a full-time or part-time
basis in an integrated setting; and

For which a client is compensated at or above the minimum wage, but not
less than the customary wage and level of benefits paid by the employer for
the same or similar work performed by clients who are not disabled.

Employment outcome means:

Entering or retaining full-time or, if appropriate, part-time competitive
employment, in the integrated labor market, supported employment, or any
other type of employment in an integrated setting, including self-
employment, telecommuting, or business ownership, that is consistent with
an client's strengths, resources, priorities, concerns, abilities, capabilities,
interests, and informed choice.

130.2 Closed Rehabilitated — Clients who are closed as rehabilitated
must, as a minimum:

Have received appropriate diagnostic and related services

Have been declared eligible

Have had an Individualized Plan for Employment (IPE) formulated

Have completed the program insofar as possible

Have been provided substantial services including counseling and/or one or
more other rehabilitation services

Have been suitably employed for at least 90 days

Initiating Document or Action

Determination by the counselor that the above criteria have been met.

Guidance

Assure the job goal is consistent with the client’s capacity, interests, ability,
resources and strengths, AND there are no further services needed or
desired by the client.

Document verification of suitable employment in a case note.
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e Send notification of closure (Closure Letter) in writing to client, as well as in
any other appropriate form of communication, informing the client of case
closure and his/her individual rights and the availability of PES services.

e In providing quality customer service, contact with the client should be
regular and ongoing until case closure.

e Contact the client by phone, email, letter, to verify employment.

e Employment verification, to include a review of the client’s current hour and
wage information, must be made on or after the 90" day of employment,
and be documented in the case file.

e If unable to contact client directly, contact the employer, family member,
guardian, case manager, probation officer, or other individual with direct
knowledge of the client's employment situation. This cannot be
organizations or clients who provided paid services related to the job
placement.

e A comment is required if one of the following applies:

o0 The employment outcome is different than stated on the IPE.
Services were discontinued.
Client returns to same or similar employment.
If during the 90 day period there was an interruption, address the
change of employment and interruption.
o0 Guidance and counseling is the only service provided.

O OO

e All counselors should submit case to the District Supervisor (or his/her
designee) for review and approval of closure

e Referral to other agencies — Throughout the casework process, it is
important for the counselor to be knowledgeable of other programs and
services available and to utilize these when indicated. At the time of
closure, consideration should be given to referring clients to other
community programs and agencies if there are indications they may be of
service to the client.
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140 CLOSED - OTHER THAN REHABILITATED

140.1 Definition

Cases are closed in this status if they are ineligible/unable to benefit from
services or have not achieved a Successful Employment Outcome.

Initiating Document or Action

Decision by the counselor that client is not eligible for services based upon
eligibility criteria or any other Reason For Closure (listed above).

Guidance

Provide client opportunity for consultation.

Send notification of closure (Closure Letter) in writing to client, as well as in
any other appropriate form of communication, informing the client of case
closure and his/her individual rights and the availability of the Client
Assistance Program.

Probationary counselors and counselors should submit case to the District
Supervisor (or his/her designee) for review and approval of closure.

Referral to other agencies — Throughout the casework process, it is
important for the counselor to be knowledgeable of other programs and
services available and to utilize these when indicated. At the time of
closure, consideration should be given to referring clients to other
community programs and agencies if there are indications they may be of
service to the client.

When trial work experiences and/or extended evaluation cannot be
completed for reasons other than ineligibility the case should be closed
using the appropriate Reason For Closure.

Notify referral source that case is being closed (if applicable).

If case is certified “ineligible” because of “disability too severe,” “no disabling
condition,” or “no vocational limitation,” summarize the circumstances that
support the reason for closure on the Closure document in the case
management system. Discuss annual review with client if the reason for
closure is “disability too severe.”
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e Applicants Closed for reason “Disability too Severe.” May benefit from the
agency'’s independent living services and should be considered, if
appropriate, for referral to agencies serving this population.
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