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VR EMPLOYMENT SERVICES MODEL
FREQUENTLY ASKED QUESTIONS

Version 2.0
Effective: June 29, 2015





New Questions/Answers are in red font

Transition of Cases

Q: If a provider receives a referral for employment services prior to July 1, should the provider provide
services under existing model?

A: Yes, if you received a referral to carry out services under the current model, then it is business as usual until,
or unless, the local VR office notifies you of any authorizations that are being cancelled.

Q: We have a few clients that have met with the Employment Consultant and completed the employment
plan but will not be having the “PES meeting” with the VRC until after July 1st. What do we do?

A: Please work with the VR Counselor on how each of these specific cases will be addressed. If PES’s were
satisfactorily completed before July 1, then VR should reimburse providers for the PES. Providers should
ensure that sufficient Discovery activities occurred as part of development of the PES. For these consumers
who are then ready to move into job development, they will be transferred out of RBF and into the new
model.

Q: | have a consumer in RBF Tier 1. He is stable and scheduled for closure on July 3™. Do I push closure back
to August 3"?

A: Yes, one of the revisions is that ALL cases, including those formerly served under RBF Tier 1, must retain
their job for a minimum of 90 days after stabilization before VR may fund the final milestone and prepare to
close the case.

Q: What should we do if an individual served through RBF Tier 1, has reached milestones 2 and 3 paid, and
then lost his/her job. How do we transition that person to new system?

A: In this situation, a conversation with the VR Counselor is necessary to assess the reasons for the job loss and
determine what services are necessary to assist with additional job development. If additional job
development is necessary, this may be funded through hourly job search/job placement assistance, or if
appropriate an authorization under the new milestone 1, Job Development and Placement. If a person served
under RBF has lost a job, additional authorized services under RBF would not be appropriate.

Trial Work Experience

Q: Is the trial work experience still in place? Will Trial Work Experience be used for the Discovery process?

VR recognizes there is confusion regarding Trial Work Experience (TWE) and would like to offer some
clarification. If a TWE is necessary, it occurs prior to a determination of VR eligibility, and therefore prior to
discovery and employment services. The Rehabilitation Act requires that prior to any determination that an
individual with a disability is incapable of benefiting from vocational rehabilitation services in terms of an
employment outcome because of the severity of that individual’s disability, VR must conduct an exploration of
the individual’s abilities, capabilities, and capacity to perform in realistic work situations to determine whether
or not there is clear and convincing evidence to support such a determination. This process is conducted
through a TWE and/or an Extended Evaluation (EE). While a Community Rehabilitation Provider (CRP) may be
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asked to conduct a TWE, a TWE is NOT an employment service under Discovery. If a determination is made
after a TWE is conducted that a consumer is eligible for VR, the TWE information should be used as part of the
comprehensive assessment. There are no changes to the TWE service at this time; however VR will seek to
provide more clarification to increase understanding and appropriate use of TWE.

Discovery

Q: Do individuals in post-secondary training, or starting post-secondary training, who then are ready to
move right to job development after training need Discovery? How long does the Discovery process take? Is
there a time limit to discovery activities?

A: Yes, every VR consumer will need to participate in a Discovery process. However, the Discovery process
should be based on each individual’s needs and the intensity and duration of the Discovery process should vary
greatly by consumer. For some consumers, the initial VR counseling and guidance meeting alone may be
sufficient to complete the Discovery process, while other consumers will require a much more intensive
process. Discovery should occur early in the VR process to determine each consumer’s appropriate
employment goal and identify the nature and scope of services needed to achieve that goal. Only after the
vocational goal is identified should it be determined that post-secondary training is a necessary service to
assist with achievement of the vocational goal. There is no set time limit for the Discovery process, as again
this will vary by consumer.

Q: When a provider receives an initial referral, will that come with hours/authorization? Should providers
expect that some of the Discovery Profile be completed and attached to the referral? Will VR counselors be
specific about what they want in discovery?

A: A referral for one or more Discovery activities should include an authorization and some collateral or
background information on the consumer, which may include a partially completed Discovery Profile. A referral
for Discovery activities may occur a few different ways. For instance, some VR Counselors may prefer to
initiate the process by authorizing a few hours to the provider for the purpose of setting up a team meeting to
discuss what needs to occur during the individual’s discovery process. Alternately, the VR Counselor may
authorize for one or more specific activities (i.e. a job shadow, work experience, etc.). Depending on the
consumer’s need and what is learned about the consumer through the Discovery process, the consumer’s
team may suggest additional purposeful activities or a conclusion may be determined no additional discovery
is needed.

Q: Do we need an authorization for each discovery activity?

A: Please see the VR Employment Services Manual, Attachment B Service Codes and Rates which lists each
Discovery activity and the corresponding service code. There may be multiple Discovery activities/services
codes on a single authorization. For instance, an authorization may include a line for job shadow, and a
separate line for situational assessment.

Q: When a client is referred to a Community Rehabilitation Provider for some Discovery Activities, how is
the Agency reimbursed for the time spent in ‘getting to know the client’, gathering information from other
sources such as schools, family, staff, case workers, etc?

A: Activities such as meeting with the consumer and the consumer’s support team, reviewing background
information and collateral, and documentation time are billable activities. These types of activities will
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sometimes be billed as ‘Other Discovery Activities’ or are included under a specific Discovery activity such as
Job Shadow or Situational Assessment, depending on what service(s) VR has authorized. For instance, if a VR
Counselor authorizes for a job shadow, the hours authorized should be inclusive of the on-site job shadow, site
development, documentation, and time to meet with the consumer, with VRC and others as appropriate.

Q: If a PES (under RBF) was recently completed but feel that more discovery can be beneficial, can we
authorize for additional hours? Can you go back to Discovery if you find out there are issues and we need to
reassess?

A: Yes, additional discovery may be performed if needed to ensure that an appropriate employment goal is
identified as well as the nature and scope of services needed to achieve the identified goal.

Q: Are there going to be required meetings during the Discovery process?

A: At minimum, there should be ongoing communication throughout the discovery process that occurs at least
monthly. The team should make every effort to meet upon completion of the Discovery Process, however the
consumer should not be held up from beginning the next step (i.e. job development) if a meeting cannot
occur. Meetings can occur via teleconference, skype, or other means when face-to-face is not possible.

Q: Does everyone need Discovery by a Community Rehabilitation Provider (CRP)?

A: No. While all consumers need Discovery, some consumers will need very minimal Discovery while others will
need to participate in a much more intensive Discovery process. For those who need minimal Discovery, the
Discovery may occur between the VR Counselor and the consumer without need for other partner
involvement. For other consumers, a referral for one or more Discovery activities to be carried out by a CRP or
other appropriate vendors or State agencies will be necessary. This determination will be made by the VR
Counselor and consumer.

Q: If a client is in Discovery and receives a job offer at that time, what should happen?

A: Immediate communication with the VR Counselor should occur. VR Counselors will work with consumers
and providers as appropriate to address these situations on a case-by-case basis. It is important to ensure that
the job offer is in line with the consumer’s employment outcome.

Work Experience

Q: Is there an expectation that the Employment Consultant is on site during work experience?

A: Work Experience is a Discovery activity and the purpose of this service is to gain insight into the consumer’s
interests, skills, abilities, behaviors, support needs, etc. Therefore, it is necessary that the Employment
Consultant is on-site with the consumer at least 75% of the time. This is outlined in detail in the VR
Employment Services Manual.

Q: Where can work experiences happen (setting)?
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A: Work experiences are conducted in competitive, integrated work settings in the community and are
representative of the type of work agreed upon with the consumer. Please see the VR Employment Services
Manual for additional information about this service.

Q: Are Work experiences paid or unpaid?

A: Work experience may be paid or unpaid depending on various factors, including the type of work
performed, the customary policies at the work experience business site, etc. It is important to note that VR
will not separately fund an individual’s payment at a work experience.

Q: Regarding work experiences: who decides how long they will be?

A: The decision with respect to the duration of the work experience should take into account what is best for
the consumer and his or her informed choice. Based on the team’s decision including the VR Counselor, the
VR Counselor will then authorize a specific number of weeks of work experience at the appropriate rate. A
work experience should be purposeful and should assist with gaining necessary information in the consumer’s
Discovery process. This includes discovery of the consumer’s interests, skills, abilities, learning styles, support
needs, etc. This information is utilized to identify an appropriate employment goal and the nature and scope of
services needed to achieve the goal. The number of weeks each consumer participates in work experiences will
vary based on the specific needs of the consumer and the individualized discovery process that needs to occur.

Situational Assessment

Q: Where can a situational assessment take place? My office, client’s home, job site?

A: A situational assessment is distinguished from other types of assessments due to the ability of the provider
to control and vary the task(s) or environment(s) in order to gather performance-based information about a
consumer from a vocational environment or by his or her performance on a specific job-related task. The
purpose of a situational assessment is to assess an individual’s strengths and needs through observation of the
individual’s behavioral and job task performance, and to make recommendations for employment service
planning. A situational assessment should provide information about the individual’s aptitudes, abilities, skills,
behaviors, and preferences, or determine if a specific employment opportunity, or a specific employment
setting, would be a good fit. Therefore, a situational assessment may occur in a variety of different settings as
long as the setting meets the needs of the consumer, and is a purposeful service in which the consumer is
assessed and specific information is obtained from such assessment.

Q: Is a situational assessment the same as a job trial? How is it different than a work experience?

A: Please see the VR Employment Services Manual for details on Situational Assessments including the service
definition and expectations. Situational Assessments are replacing the service formerly called ‘Community
Based Evaluations’ (CBE).

Job Readiness Training

Q: Is job readiness training different than discovery?

Employment Services FAQ, v2.0 June 29, 2015 5





A: Job Readiness training is a separate service, and is not part of the discovery process. It is necessary to have
identified a vocational goal prior to determining whether job readiness training is needed. Please refer to the
VR Employment Services Manual for more details about Job Readiness Training.

Q: Will everyone receive job readiness training? When will it occur? Is there a timeframe on job readiness?

A: No, not every VR consumer will require job readiness training. Many consumers will not require this service.
While all VR consumers experience barriers to employment, often times those barriers can be addressed by
ensuring an appropriate job match in the individual’s ideal work environment. At times, the identified barrier
results in such a significant deficit to achieving a competitive, integrated employment goal, or even
successfully participating in job development, that Job Readiness Training is necessary. Job Readiness Training
may be provided to address a specific, significant barrier a consumer is experiencing regarding one or more
appropriate work behaviors or performance, including getting to work on time, appropriate dress and
grooming, increasing productivity, soft skills development, and social skills development.

Given the information in the preceding paragraph, it will be necessary to have an identified employment goal
prior to determining whether Job Readiness Training is a needed service. The service should be included on the
VR IPE. There is no specific timeframe for Job Readiness Training; however a training start date and targeted
training goal achievement date should be outlined on the Job Readiness Training Plan. A determination as to
the duration of training will vary by consumer, and will be based on a number of factors such as individual
needs, consumer progress, etc.

Q: Where do the following activities fit in: creating a resume, interview prep, completing applications, etc.?
A: These activities will occur as part of job development and placement, typically funded through Milestone 1.

Q: Is transportation training included in job readiness training?

A: No, transportation training would not be provided under Job Readiness Training. Transportation is an
allowable VR service. Transportation training is a separate service with a separate service code.

Q: Can we authorize for job readiness prior to job development?

A: Yes, Job Readiness Training may, and often will, occur prior to job development. Job Readiness Training
should be outlined as a service on the VR IPE.

Q: If we identify an issue that needs to be addressed after a person is on the job, could the consumer receive
job readiness then? Can you go back to job readiness training if someone lost a job and then issues popped
up?

A: Yes, Job Readiness Training may occur once a person is on the job; however issues with performance of
tasks or behaviors can often be addressed through Supported Employment Services or other supports on the
job. Job Readiness Training may also occur if a specific barrier needs to be addressed after a job loss and prior
to initiating an additional job search.

Q: When a consumer needs job readiness training, is that done in conjunction with job search or is the job
search put on hold while doing the training? For example, if an individual has been in job search and a
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training need is identified and referred — will the individual continue to job search or is it best to hold off
until progress is made?

A: Depending on the specific situation and the needs and informed choice of the consumer, it may be
necessary to wait to begin job development until Job Readiness Training is complete or substantial progress
toward the training goal(s) has been met. However, for some situations, it may be appropriate to conduct job
development while Job Readiness Training is still in process. The team must discuss the specifics of the
situation and the needs of the consumer and make an appropriate determination that best serves the
consumer and his/her informed choice.

Q: Is job readiness only one-on-one or can we do it in groups/classes?
A: Job Readiness Training must be provided on a one-on-one basis.
Q: How are we requesting hours for job readiness training?

A: The Job Readiness Training Plan will outline the individual consumer’s specific barrier, the training
strategies, the goal of the training, the target goal completion date, and the number of training hours needed.
This plan will be submitted to the VR Counselor for approval prior to the commencement of services.

Q: Would the job coach/employment specialist do the job readiness training? Could VR fund a behavior
specialist to provide Job Readiness Training?

A: Job Readiness Training may be provided by a variety of qualified providers, which may include, but not
limited to, an employment specialist or behavioral therapist or specialist. The provider carrying out this service
must be capable of identifying and implementing effective training strategies and techniques and assessing
progress toward achievement of Job Readiness Training Goals. Depending on the specific training need, a
specialist or subject matter expert may need to be involved in Job Readiness Training.

Q: Under job readiness training, the definition talks about teaching soft skills. How would you define soft
skills?

A: Soft skills refers to various behaviors that help people work and socialize well with others, such as
communication skills, interpersonal skills, teamwork, problem solving, dependability, time management,
conflict resolution, and other personality traits and attributes that are desirable in many work settings. Soft
skills are subjective skills, while hard skills are quantifiable knowledge and abilities that are required for a
specific type of job. Examples of hard skills include typing speed, a specific degree or certification, proficiency
in a foreign language, mathematics, etc.

Milestones

Q: What defines a calendar week? If a client only works one day on the job, does that mean a week?

A: Milestone 1 may be reimbursed upon the completion of the consumer’s first calendar week on the job
which is based on the job start date, regardless of the number of days worked that week. The only exception
to this is in situations where the Notice of Job Offer (NOJO) is not submitted to and approved by VR prior to
the job start date. In those situations, Milestone 1 may be reimbursed 1 calendar week after VR approval of

I EEE——
Employment Services FAQ, v2.0 June 29, 2015 7





the NOJO. It is important that NOJO’s are submitted prior to the job start date so that the VR Counselor can
ensure the job is in line with the consumer’s IPE goal, desired wages and hours, and other factors. Note: If an
employer makes a job offer that would result in an immediate start date (i.e. offer made on Friday afternoon
with a start date on Sunday), and a NOJO cannot be completed immediately, please ensure that immediate
communication with the VR Counselor takes place (i.e. email, phone call, etc.), and then follow up with
submission of the NOJO as soon as possible.

Q: Is Milestone 2 stability or just counting calendar days? How do you define 4 weeks on the job?

A: Milestone 2 may be reimbursed upon completion of the consumer’s fourth calendar week on the job based
on job start date. Stabilization may or may not have occurred by the time Milestone 2 is achieved. Consumers
will achieve stabilization, or their highest level of independence on the job, at varying times. Identification that
stabilization has occurred is a very individualized process and is not a factor in determining whether Milestone
2 may be reimbursed. If a consumer needs additional supports beyond 4 weeks on the job, it is critical that
those current and future needs and the necessary supports and services needed in order to assist the
consumer in achieving stabilization are thoroughly outlined on the Employment Support and Retention Plan.
Please see the VR Employment Services Manual for more detail regarding stabilization.

Q: Is Milestone 3 90 days? When does the 90 day retention period start?

A: Milestone 3, Retention may be reimbursed 90 days after stabilization has occurred. Remember that
stabilization will occur at varying times for each consumer. The 90-day retention period begins on the date that
stabilization occurs.

Q: Can VR authorize for Milestone 1 and 2 at the same time?
A: VR may authorize for multiple milestone at the same time as appropriate.

Q: If a provider is not involved in the Discovery process, and receives a referral at the time of placement, will
the provider be authorized for some hours to develop a plan?

A: In situations where a provider is not involved until the time that job development begins, it is appropriate
for VR to authorize an appropriate number of hours of hourly job placement for purposes of the provider to
get the know the consumer, review background information, and develop strategies for the job search. VR may
ask the provider to complete Part B of the Discovery Profile to outline responsibilities, expectations, and
responsibilities. This documentation time would be billable time.

Q: If a person loses his/her job how do we determine what to do? Can a milestone be paid more than once
during the life of a case if needed?

A: If a consumer loses the job after one or more milestones have been paid, the Employment Consultant
should work with the VR Counselor and consumer to determine how to proceed with the case. Depending on
the intensity of services (i.e. job development) needed to regain employment, it may be appropriate for VR to
pay one or more milestones again. For some consumers, repaying milestones may not be the most appropriate
approach. Instead, it may be most beneficial for VR to authorize some hourly job search assistance to regain
employment. The determination for how to proceed in these situations will be made by the VR Counselor, and
must take into consideration the steps that are best for the consumer. The determination for how to proceed
will be made on a case-by-case basis.
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Q: What if someone needs a high level of support that first four weeks?

A: Milestone 2 will fund up to 35 hours of support during the first four weeks on the job. If a consumer
requires more support than 35 hours during those first four weeks, the best practice is for the Employment
Consultant to submit the Employment Support and Retention plan as soon as possible (i.e., prior to completion
of the fourth week on the job) to demonstrate the need for supports and to request that additional supports
begin prior to completion of the consumer’s fourth week on the job.

Stabilization
Q: What is the definition of stabilization?

A: Stabilization is considered the point in time where the consumer has reached his/her highest level of
independence on the job after an appropriate period of supports (including supported employment services
that may be funded by VR for generally up to 24 months), and is jointly agreed to by the consumer and the VR
counselor. With supported employment services, there is an expectation that fading of supports occurs prior
to stabilization. Please see the VR Employment Services Manual for more details including questions to be
considered when determining if stabilization has occurred.

Q: For those that do not need the support (e.g., college graduate), when does stabilization occur? Could
stabilization be achieved right away for some consumers? If someone is stable day one then would you
submit the Employment Support and Retention Plan right away?

A: Individual’s will achieve stabilization at varying times, based on the level and intensity of support needed. It
is possible that a consumer could be stable day one on the job, while others will not be at their most
independent level until several months on the job. If a consumer is stable immediately, it is a best practice to
submit the Employment Support and Retention Plan as soon as possible, as well as having a conversation with
the VR Counselor to determine the specific date that stabilization occurred. Note: If it is determined that a
consumer does not need the full services (i.e., support and short term retention) in the employment services
model, VR and consumer may determine hourly employment services are more appropriate (i.e., job
search/job placement assistance).

Q: What documentation will be used for stabilization? How do we make sure everyone is on the same page
regarding the date that stabilization occurred?

A: The Employment Support and Retention Plan will indicate the date of stabilization, and provide progress
notes regarding the consumer’s level of independence on the job, fading of supports, and additional
information. The milestone billing and verification invoice form also includes the stabilization date. Aside from
completing necessary documentation, it is critical that communication with the VR Counselor takes place
regarding each consumer’s progress toward stabilization. VR will typically authorize for Milestone 3 once it is
determined that stabilization has occurred.

Q: What if a consumer becomes stable, but then during the 90-day retention period something happens and
then we need to increase support. Does the 90 days have to start over again?

A: If the consumer was determined to be stable, but then circumstances changed during the 90-day retention
period and the consumer is no longer stable, the 90 day ‘clock’ would begin again once stability is reached. VR
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funding for additional supports could be available in these situations to ensure that the consumer obtains the
needed supports.

Q: Does the employer still have to sign a form?

A: There is no required signature from an employer on any of the documentation. However, feedback and
input from the employer either directly or indirectly (e.g., consumer performance review) may be beneficial in
making determinations about level of supports and stabilization.

Supported Employment

Q: Who makes the determination as to whether an eligible VR consumer is an individual with a Most
Significant Disability (MSD), Significant Disability (SD), or Non-Significant Disability (NDS)?

A: Severity determination is made by the VR Counselor, and is typically made about the same time that a
consumer is determined eligible for VR. VR Counselors may revisit severity later in the case and change
severity to a more significant level if appropriate (i.e. if new information arises such as identification of an
additional functional limitation area). Additional information about severity levels is outlined in the VR
Employment Services Manual.

Q: In the old model a consumer could be an individual with a Most Significant Disability (MSD) but not have
Supported Employment services. Is that still true in new model?

A: Supported Employment services are ongoing support services and other appropriate services needed to
support and maintain an individual with the most significant disability (MSD) in his/her employment outcome.
An individual who is considered MSD may access ongoing support services and other appropriate services in
order to achieve his/her employment goal. Itis important not to only equate Supported Employment services
with VR’s Employment Services Model and the additional supported employment (SE) funding. While many
consumers identified as an individual with the MSD will likely receive employment services through the VR
employment model with additional SE funding, a consumer with the MSD may need “other appropriate
services” (i.e., assistive technology, job search/placement assistance, vehicle modification, etc.) and the plan
may not include the VR employment model milestones with added SE funding. The VR Counselor and
consumer will determine appropriate services as part of his/her IPE.

Q: What is SEFA? Who pays for SEFA? Are there other funding sources for Extended Services other than
BDDS?

A: Supported Employment Follow Along (or commonly referred to as SEFA) is a service provided through the
Bureau of Development Disabilities Services (BDDS). If a consumer is eligible as determined by BDDS, SEFA is
one source of funding for Extended Services. Extended Services may be provided by a State agency, a private
nonprofit organization, employer, natural supports, or any other appropriate resource from funds other than
VR.

Q: If we believe a consumer will require long-term supported employment (extended services), do we need
to identify how that will be funded before the consumer begins services?

A: It is important that early conversations take place between VR, the consumer, and the provider to begin
planning for the transition to extended services early in the process. However, employment services may begin
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regardless of whether an identified funding source for extended services has been provided. It is important to
recognize the impact that a good job match with appropriate and intensive ongoing supports may have on the
amount and type of extended services an individual may need long term in order to maintain the consumer’s
job. Therefore, it is important not to pre-determine the amount and type of extended services, but it is
valuable to begin identifying extended service options an individual may have available to him/her. When it
has been determined that a consumer is stable on the job the process to transition to extended services must
begin, and this process must identify the consumer’s ongoing specific need(s), types of supports and services,
the source of extended services (e.g., natural supports, Medicaid Rehabilitation Option (MRO), BDDS, other),
and the projected number of hours.

Q: What if a person requires more than 24 months of Supported Employment services in order to achieve
stabilization?

A: These situations will be addressed on a case-by-case basis. VR does have the ability to fund Supported
Employment Services beyond 24 months if required to ensure the consumer is able to achieve a greater level
of independence.

Post-Employment

Q: When is it appropriate to serve a consumer under Post-Employment when is it not?

A: A consumer may be served through VR Post-employment in situations where services are needed after a
successful case closure to maintain, regain, or advance in employment. Post-Employment services are
available to meet rehabilitation needs that do not require a complex and comprehensive provision of services
and should be limited in scope and duration. For example, such services are available to assist an individual
whose job may be in jeopardy because of a conflict with coworkers, or the consumer needs assistance in
learning a new skill because of a change in job duties. Post-employment services are not appropriate for
individuals who did not have a successful VR outcome with their prior case, individuals who require more
comprehensive or complex services, or individuals who may require a change in their vocational goal. The VR
Counselor will make a determination of whether a consumer may be served through Post-Employment.

Q: Can supported employment be provided as a Post-Employment service?
A: Yes, supported employment services are an allowable service under post-employment in line with the
response provided to the question above. The consumer’s prior Employment Support and Retention Plan may

provide information to assist with this determination, specifically under the question “Are there any ongoing or
future concerns that may impact job retention?”

Documentation

Employment Support & Retention Plan:

Q: Will everyone have an Employment Support and Retention plan? When is the support and retention plan
completed?

A: Yes, providers will need to complete the Employment Support and Retention Plan for every consumer who is
receiving employment services through the milestone payments as well as for consumers who may already
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have a job and are receiving supported employment services from VR (e.g. transition students who exit school
with a job they wish to sustain long-term who do not require job development, but do require supports on the
job). The Employment Support and Retention Plan must initially be completed no later than the completion of
4 calendar weeks on the job, and must be updated quarterly as long as the consumer is still receiving support
and he or she is not yet stable.

Q: How is the Employment Supports and Retention Plan linked to stability?

A: This document will demonstrate each consumer’s progress toward independence on the job, fading of
supports, and will identify the date stabilization occurred.

Q: Who fills out the Employment Support and Retention Plan?

A: The Employment Specialist who is providing the needed supports is responsible for completing and updating
this document.

Q: How often is the Employment Support and Retention Plan updated? How often can providers bill for
hours of support provided?

A: The document must be updated at least quarterly as long as the consumer is still receiving support and not
yet stable (think of page 1 of the Employment Support and Retention Plan as ‘quarterly’). Providers must
submit progress, billing, and an update on whether stabilization has been achieved monthly (think of page 2 of
the plan as ‘monthly’).

Discovery Profile:

Q: Does the VR Discovery Profile start with the VRC? Is the VR Discovery Profile primarily for providers to
complete?

A: If providers are involved in carrying out one or more Discovery activities for a consumer, then there is a
requirement providers complete the profile. VR Counselors may use the profile as a tool for capturing
information about the consumer, whether or not a provider or other entities are involved in the Discovery
process.

Q: Does information continue to go on the Discovery profile once we have moved onto other services?

A: The Discovery Profile is a living document during the Discovery process and should constantly be updated
throughout this process (at least monthly). Once the initial Discovery process is completed, and the VR IPE is
developed, then the information on the Discovery Profile is no longer required to be updated. However, if
Discovery is revisited at any time later in the life of the case, the profile should be updated as applicable. It is
not necessary to update the profile simply to change the job goal if the goal changes later in the life of the
case. The VR IPE will need to be updated if there is a change in the job goal.

Q: Does there have to be a single vocational goal on the VR Discovery Profile or can there be multiple
options?
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A: It is acceptable to list more than one goal (listing more than 2 or 3 is not recommended) if there is more
than one specific vocational goal that has been determined to be a good match for the consumer after
completion of the Discovery process. The VR Counselor will need to identify one specific goal for the VR IPE.

Q: Are monthly reports required during the Discovery process? Is monthly communication required in
addition to the Discovery Profile?

A: The Discovery Profile is a living document that should be continuously updated throughout the Discovery
process. The profile must be submitted to VR monthly during the process and inclusive of appropriate
additions and updates to the profile, as well as for purposes of billing. Therefore, additional monthly progress
reports are not necessary during the Discovery process.

Q: How do providers request an authorization to carry out additional discovery activities, or increase the
number of authorized hours for a discovery activity?

A: If the Employment Specialist and consumer feel additional Discovery activities are necessary to identify the
consumer’s appropriate job goal and nature and scope of services needed to reach the goal, then a request to
VR is appropriate. The Employment Specialist should provide to VR the reason for the additional activity(ies),
an explanation of what should be gained from the additional activity(ies), and then provide the number of
estimated hours necessary to carry out the activity(ies). The Discovery Profile should also be updated and
submitted to the VR Counselor so the Counselor has a good understanding of what Discovery activities have
occurred to date and what has been learned so far.

Q: Do you have to do the PES and Discovery Profile?

A: No, the Plan for Employment and Supports (PES) will be discontinued with the roll-out of the employment
service revisions.

Q: Is there an official meeting with the VR Counselor once Discovery is completed and the Profile is
finalized? Should the job coach attend the IPE meeting?

A: Communication to the VR Counselor is necessary upon completion of Discovery process and finalization of
the Discovery Profile. Communication may occur via in-person meeting, conference call, or other means. This is
considered billable time for the CRP. As much as possible, the ‘Expectations’ section in Part B of the Discovery
Profile should be developed by the full team (Consumer, VR Counselor, and Employment Consultant). It may
be beneficial for the Employment Consultant to attend the IPE meeting, depending on the specific situation
and if the consumer selects to have the Employment Consultant attend.

Billing
Q: How is the number of hours provided for the hourly services determined? Is there a cap on hourly billing?

A: When discovery activities or other hourly services are required, it is important to first clearly articulate the
specific need(s) of the consumer and how the need(s) will be met. Then based on that information, providers
may request funding from VR for the estimated number of hours they believe will be needed to meet those
needs. There are no caps on hourly services that VR may fund; however, services must be purposeful and
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necessary for the consumer to achieve his/her employment goal and based on the consumer’s informed
choice.

Q: For what services/steps will providers need to generate an invoice?

A: Please see the Employment Service Manual for detail on when a provider-generated invoice is required.
Note that some of the VR required forms will suffice as an invoice, but for some services a separate provider-
generated invoice is necessary. The Billing/Invoice section of the Employment Service manual has been
updated and now contains details about invoice requirements.

Q: What activities are billable and non-billable? Is documentation time billable for instance?

A: In general, time spent on-site with consumers directly engaged in discovery or employment activities, and
off-site time including documentation time, site development, and meetings with the consumer is billable.
Travel time is not billable; however, providers may receive mileage reimbursement from VR. Please refer to
the Employment Service Manual for full details.

Q: In review of the Manual of Employment Services, mileage at the state rate is reimbursable for Discovery,
monthly level SE services and other hourly services and is reimbursed only after the provider has reimbursed
the CRP staff and has verified that the mileage billed to VR is accurate. Is there a form for CRPs to use to
verify that the mileage is correct and to bill VR for reimbursement?

A: There is a worksheet that should be used for tracking of hourly billable services as well as mileage. This
should be submitted with a monthly invoice to VR. Please see the worksheet (located at www.VRS.in.gov) for
further instructions.

Miscellaneous

Q: For Vocational Testing, what do you mean by qualified provider?

A: Some vocational testing, such as formal interest inventories may require certain qualifications for staff to
administer, interpret, and score the testing. Other vocational testing is less formal or more hands-on and
would not require the same staff qualifications. VR expects its Community Rehabilitation Providers to adhere
to such qualifications (if any) for appropriate administration of vocational testing.

Q: Can you use restoration services with employment services?

A: There are no changes occurring to any VR services other than employment services. If a consumer requires
restoration services or any other type of services in order to achieve the employment goal, and these services
are included on the consumer’s IPE, then VR will authorize for services as appropriate.

Q: Are BIN plans to be done after July 1?

A: Yes, there are no changes with BIN services. BIN services may continue as they do today.

Q: This process seems to be in direct conflict with consumers who need a job “yesterday”. How do we deal
with those individuals?
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A: The new employment services’ revisions are designed to support consumers of varying needs and to be
more responsive to all consumers. While all consumers require some Discovery, for some consumers Discovery
could be very minimal. For instance, the Discovery for some consumers may take place through one or two
meetings with the VR Counselor (e.g., intake meeting and IPE meeting) and then the consumer may be ready
to begin job development. For other consumers, the Discovery process will need to be much more intensive
and involve multiple activities (i.e. job shadows, situational assessments, home visits, informational interviews,
etc.).

Q: Will Hourly still be available for job search and job placement?

A: Hourly services are still available and should be used in appropriate circumstances. Please see the
Employment Service Manual for definitions of all employment services and appropriate use of each service.

Q: As far as incentives to employers, has the OJT component been removed?

A: No, OJT services will continue to be available. This is a service arranged with employers and not a service
that is funded through CRPs, and therefore OJT’s are not included in the Employment Service Manual. The
Employment Service Manual is specific to employment services that may be available through CRPs.

Q: Will the Community Based Evaluation (CBE) referrals still continue?

A: No, situational assessments will replace CBEs. Please see the Employment Service Manual for details about
situational assessments. Referrals for CBEs will NOT continue after June 30, 2015.

Q: When does a referral occur to a provider?

A: A referral to a CRP may occur at a number of times. For instance, a referral could occur early in the
Discovery process, at the time of job development, or at the time that supports are needed in the case where a
consumer comes to VR for purposes of maintaining a job. A referral will be made when it is most appropriate
for each consumer.

Q: Do we still need to have one specific vocational goal when we do our IPE?

A: Yes, the IPE will need to contain one specific vocational goal. Some changes were made to the IPE in May of
2015 to allow for entry of a somewhat broader projected goal rather than the only option being selecting a
specific job title from ONET. For VR staff, please refer to the IRIS Tip sent out 5/28/15.

Q: At the end of the discovery profile, is that when the IPE is developed?

A: Yes, in most cases. The Discovery Profile should provide information that is relevant and necessary for the
development of the IPE, including the appropriate job goal and the nature and scope of services needed to
achieve the goal. It is also important to note that Discovery may be revisited at any time during the life of the
case. For example, additional Discovery activities may be needed to flesh out the job goal or more specifically
identify the nature and scope of services needed to achieve the goal. In that situation, the initial IPE may be
developed prior to the completion of the Discovery Process and then should be amended to reflect changes.
Discovery may also need to be revisited at any time if the initial job goal is determined to be no longer
appropriate. In those cases, the IPE would initially be developed prior to discovery, and then should be
amended to reflect the necessary changes.
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IRIS (VR’s Case Management System)

Q: Will the IRIS reports in the future look different and reflect on the providers differently (how will
providers be evaluated)?

A: Yes, VRS will be working to implement modifications to provider reports in IRIS. VRS has identified some
preliminary evaluation measures for the employment service revisions as a whole and will be obtaining
feedback from the Rate Reform workgroup regarding appropriate evaluation measures.

Q: Will there be different service codes for each activity? How can | find the new service codes?

A: Please see the VR Employment Services Manual, Attachment B Service Codes and Rates for full details.

Q: Will the IPE be changed, and specifically the supported employment fields?

A: There will be some modifications to the IPE, including new ‘triggers’ for Supported Employment and
Extended Services fields. An IRIS tip will be released with instruction on all specific changes.

Q: Will the new forms be set up to auto-populate some consumer information?

A: Yes, the forms that are most likely to be generated by VR Staff (Employment Services Referral form,
Discovery Profile, Transfer to Extended Services) will be loaded into IRIS and information will be auto-
populated as applicable. The remaining employment service forms will be loaded or updated in IRIS so they
may be provided to CRPs with a referral if needed (NOJO, Milestone verification and invoice, Employment
Support and Retention Plan, Job Readiness Training Plan).
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VR Employment Services Model

A Vocational Rehabilitation (VR) consumer needing assistance with obtaining employment will typically go
through the employment service activities as outlined in Table 1. Each step in the model is explained in detail
throughout the manual. For information regarding the employment model work flow, please see Attachment
A. Rates and services codes are outlined in Attachment B.

Table 1: Employment Service Activities

Employment Service Activity Description

Discovery Discovery is provided before beginning job development. See Discovery
description below for more information and menu of discovery activities.

Employment Milestones:

e Milestone 1: Job Development and Job development and job placement occurs under Milestone 1.
Placement (Employed 1 Calendar WEEK)
e  Milestone 2: Support and Short-Term Support and short-term job retention occurs under Milestone 2.
Retention (Employed 4 Calendar WEEKS)
e Milestone 3: Retention At least 90 days of successful job retention after achievement of
(90 days post-stabilization) stabilization must occur to meet Milestone 3.
Supported Employment Services Consumers with a Most Significant Disability (MSD) may require Supported

Employment (SE) services to achieve stabilization and successful job
retention. Many of these individuals will require SE services that extend
beyond what is provided under the milestone payments. SE services may
be funded in addition to milestone payments. Please see details below.

Other Supports Some consumers, including individuals who are not MSD, may require
additional supports to ensure achievement of stabilization and successful
retention that extends beyond what is provided under the milestone
payments. Other supports may be funded in addition to milestone
payments when needed. Please see details below.

Discovery

The Discovery process provides an opportunity for the consumer and his or her team to explore the
consumer’s talents, interests, preferences, capabilities, ideal work environment, and informed choice in order
to identify an appropriate vocational goal. The specific services, scope, and duration of Discovery activities will
vary based on the individual consumer’s need. For example, some individuals may need only vocational
counseling and guidance through VR to complete the Discovery process, while others will require a much more
intensive Discovery process involving a wide range of Discovery activities. Discovery begins with the initial
intake or counseling meeting with the consumer’s VR Counselor and is a fluid process between, at minimum,
the consumer, the VR Counselor, and appropriate providers (e.g. Community Rehabilitation Providers, Work
Ones, schools, or other qualified providers). Discovery activities are part of the menu of services available for
each individual consumer and may include one or more of the following based on the individual consumer’s
needs:

e Vocational Testing e Work Experience
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e Job Shadow e Vocational Counseling and Guidance

e Situational Assessment e Other Discovery Activities (see page 7)

Discovery activities should be targeted and purposeful based on each consumer’s individualized needs and
informed choice. VR staff and other appropriate staff involved in carrying out Discovery activities should be
able to articulate the reason a specific activity is necessary and what information is expected to be gained from
the activity that will further the Discovery process (i.e., identification of employment goal and/or nature and
scope of VR services). Discovery activities should also include an interview with the individual and others, as
appropriate, to gain insight into education and employment history and identification of transferable skills.
Discovery activities should also include a review of the local labor market.

VOCATIONAL TESTING

Vocational testing is utilized to help evaluate and identify an individual’s vocational strengths, aptitudes,
abilities, capabilities, interests, and academic skill levels to identify an appropriate employment goal.
Vocational testing may include interviews with the individual to gain insight into education and employment
history and identification of transferable skills, standardized test batteries, various vocational and interest
inventories, simulated work samples, and an analysis of the local labor market. The outcome of the service is
to identify an appropriate employment goals that the individual and VR staff may discuss as part of the
vocational counseling process.

Service Delivery Requirements

All testing is conducted in an appropriate, secure setting. Testing is performed, and results are interpreted only
by appropriate or qualified evaluators.

Expected Outcome

Identification of an appropriate employment goal based on consumer-specific information and the local labor
market.

Documentation Requirements

A formal written report is required within 10 business days of completion of vocational testing. The report
should include, at minimum, specific information on the consumer’s current and projected abilities, interests,
capabilities, aptitudes, and academic functioning. The report should also provide evidence supporting the
viability of the vocational goal based on current local labor market analysis.

JOB SHADOW

Job shadows are job observations. They provide an opportunity for the consumer and the provider to visit
employers in the community and observe different jobs. They can help a consumer understand what is
involved in specific jobs to ensure informed choice, and determine if a job choice is consistent with the
consumer’s interests, abilities, and aptitudes. Job shadows can also be used to broaden an individual’s
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knowledge of available jobs in the community and gain greater insight into his or her interests. In public

settings, they may be done anonymously, and in other settings, they can be arranged with the employer
before the observation occurs.

Service Delivery Requirements

Job shadows are expected to be conducted individually (1-to-1 staff to consumer ratio). A job shadow will
generally last from one hour to one day, plus appropriate off-site activities (i.e. site development,
documentation, meeting with consumer off-site). Provider responsibilities include developing job shadow
opportunities, being onsite during the job shadow, discussing likes/dislikes and what was learned following
completion of each job shadow, and completing required documentation. Each job shadow (inclusive of off-
site activities) will typically require 5 - 10 hours of staff time, depending on the amount of site development
needed and length of on-site job shadow.

Expected Outcome

A recommendation of appropriate employment goals or vocational themes, or to gain insight into the
identification of appropriate employment goals or vocational themes.

Documentation Requirements

Information on each job shadow should be documented in the Discovery Profile, including location, date, and
duration of each job shadow, and any information gained in regard to interests, skills, personality traits, ideal
conditions of employment, barriers, labor market information, and other applicable information. The
Discovery Profile is considered a living document and should be submitted to VR monthly as Discovery
activities are completed and information is obtained regarding the consumer’s interests, strengths, etc. A final
Discovery Profile must be submitted to VR upon completion of all Discovery activities.

SITUATIONAL ASSESSMENT

A situational assessment is distinguished from other types of assessments due to the ability of the provider to
control and vary the task(s) or environment(s) in order to gather performance-based information about a
consumer from a vocational environment or by his or her performance on a specific job-related task. The
purpose of a situational assessment is to assess an individual’s strengths and needs through observation of the
individual’s behavioral and job task performance, and to make recommendations for employment service
planning. A situational assessment should provide information about the individual’s aptitudes, abilities, skills,
behaviors, and preferences, or determine if a specific employment opportunity, or a specific employment
setting, would be a good fit. Additionally, a situational assessment is used to indicate instructional techniques
that can be incorporated into on-the-job supports, as well as identify the types of support needed for an
individual to learn job tasks and prepare for successful job retention. A situational assessment may also
include, as appropriate:

e Information about the work environment and job tasks (i.e., job task analysis), including employer or
industry accepted performance (quantity and quality) standards.
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e An explanation of instructional techniques and interventions that were used by provider staff or an

employer to facilitate learning and progress.

e Input from the individual on his or her vocational preferences, an assessment of the individual’s
physical and mental capabilities to do the job, identification of the individual’s transferable skills, and
potential concerns.

Service Delivery Requirements

Situational assessments are expected to be conducted individually (1-to-1 staff to consumer ratio). A
situational assessment typically lasts at least two hours, though could last one or more days depending on the
needs of the consumer and extent of information that can be obtained. Provider responsibilities include
developing sites and/or appropriate settings, being on-site during the situational assessment, discussing
likes/dislikes and what was learned following completion of each situational assessment, and completing
required documentation. Each situational assessment (inclusive of off-site activities) will typically require 10 -
20 hours of staff time, depending on the amount of site development needed and length and extent of the
situational assessment.

Expected Outcome

A recommendation of appropriate employment goals or vocational themes, to gain insight into identification
of appropriate employment goals or vocational themes, to identify and verify a consumer’s skills, support
needs, and training techniques/strategies in order to assist in identifying appropriate employment goal.

Documentation Requirements

Information on each situational assessment should be documented in the Discovery Profile, including location,
date, and duration of each situational assessment, and any information gained in regard to interests, skills,
personality traits, ideal conditions of employment, barriers, labor market information, and other applicable
information. The Discovery Profile is considered a living document and should be submitted to VR monthly as
Discovery activities are completed and information is obtained regarding the consumer’s interests, strengths,
skills, etc. A final Discovery Profile must be submitted to VR upon completion of all Discovery activities.

WORK EXPERIENCE

Work experience opportunities allow individuals with disabilities to explore jobs through first-hand,
work-based learning opportunities, and assist with gaining valuable insight into the individual’s interests,
career goals, abilities, skills, ideal work conditions, preferences, support needs, and training strategies. Work
experience can help to better define employment interests for future job placement and, when appropriate,
could potentially result in job offers.

Work experience is often a preferred assessment for consumers with limited or no work history, including
students. Work experiences are conducted in competitive, integrated work settings in the community and are
representative of the type of work agreed upon with the consumer. A work experience opportunity provides a
longer-term on-site experience as compared to a situational assessment. Each discovery activity should also
include an interview with the individual and others, as appropriate, to gain insight into education and
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employment history and identification of transferable skills. Each discovery activity should also include a

review of the local labor market.

Service Delivery Requirements

Work experiences are expected to be conducted individually (1-to-1 staff to consumer ratio). VR will support
up to 12 total calendar weeks of work experience, with all 12 weeks occurring at one work experience site, or
split across 2 or more different sites (ex. 2 weeks at 1 site, 6 weeks at a second site, and 4 weeks at a third site)
(Note: weeks do not need to be consecutive). The individual may participate in work experience as little as
one hour per week or 10 or more hours each week. Work experiences may be paid or unpaid. The provider is
expected to be onsite at least 75% of the time the consumer is present in order to ensure appropriate
assessment activities are taking place.

Expected Outcome

A recommendation of appropriate employment goals or vocational themes, or to gain insight into
identification of appropriate employment goals or vocational themes.

Documentation Requirements

Information on each work experience should be documented in the Discovery Profile, including location, date,
and duration of each experience, and any information gained in regard to interests, skills, personality traits,
ideal conditions of employment, barriers, labor market information, and other applicable information. The
Discovery Profile is considered a living document and should be submitted to VR monthly as Discovery
activities are completed and information is obtained regarding the consumer’s interests, strengths, etc. A final
Discovery Profile must be submitted to VR upon completion of all Discovery activities.

VOCATIONAL COUNSELING AND GUIDANCE

VR Counseling and Guidance is an ongoing process of interaction between the consumer and the VR
Counselor, and other employment team members as appropriate including, but not limited to, family
members, advocates, Community Rehabilitation Program (CRP) Employment Specialist, WorkOne Business
Services Representative, and others), and any other individual or entity assisting the consumer in meeting his
or her employment goal. It includes information and support services to assist an individual in exercising
informed choice. This is distinct from the case management relationship that exists between the counselor and
the individual during the VR process. Some specific counseling techniques may include career counseling,
assessment, and provision of consultation about, and access to, other appropriate VR services/information and
referral to individuals who need services from other agencies not available through the VR program.
Vocational Counseling and Guidance is an important component of the Discovery process, beginning with the
VR intake meeting; however, it also continues through the life of the consumer’s case, including post-
employment needs discussion and VR case closure.
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OTHER DISCOVERY ACTIVITIES

Additional purposeful discovery activities that may be purchased at the standard hourly rate include, but are
not limited to, the following:

o Informational Interviews

e Dealing with Disclosure

e Dealing with Conflict

e Home Visits

e Career Exploration

e Additional Discovery Activities as Appropriate

Service Delivery Requirements

The VR Counselor will set expectations based on the specific activity being provided.

Expected Outcome

A recommendation of appropriate employment goals or vocational themes, or to gain insight into
identification of appropriate employment goals or vocational themes.

Documentation Requirements

All discovery activities should be documented using the applicable sections of the Discovery Profile. The
Discovery Profile is considered a living document and should be submitted to VR monthly as Discovery
activities are completed and information is obtained regarding the consumer’s interests, strengths, etc. A final
Discovery Profile must be submitted to VR upon completion of all Discovery activities.

Employment Services

JOB READINESS TRAINING

While all VR consumers experience barriers to employment, often times those barriers can be addressed by
ensuring an appropriate job match in the individual’s ideal work environment. At times, the identified barrier
results in such a significant deficit to achieving a competitive, integrated employment goal, or even
successfully participating in job development, that Job Readiness Training is necessary. Job Readiness Training
may be provided to address a specific, significant barrier a consumer is experiencing regarding one or more
appropriate work behaviors or performance, including getting to work on time, appropriate dress and
grooming, increasing productivity, soft skills development, and social skills development.

Job Readiness Training is designed to identify and teach strategies to overcome barriers to employment.
Moreover, a consumer’s need(s) shall be specifically identified along with the teaching techniques and
strategies that will be used to address the essential skill(s) prior to the start of this service. The service may
provide the consumer with insights about how to manage challenges related to his or her impairment, as well
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as strategies for overcoming these challenges. Job Readiness Training may also teach techniques to improve

interactions, build meaningful work relationships, influence others’ perceptions of them, and demonstrate
ways to improve communication, teamwork, and interpersonal relationships.

Service Delivery Requirements

A qualified provider must outline a specific curriculum with targeted training strategies and techniques for
addressing the specific identified barrier. The VR Counselor will set expectations based on the identified need
and training being provided. The VR Counselor, consumer, and qualified provider will jointly agree on whether
training goals have adequately been met.

Expected Outcome

To assist individuals in eliminating or substantially reducing one more significant barriers that are preventing
consumer’s from pursuing successful job development and placement or retaining a job, and that would not be
addressed through placement in the consumer’s most ideal work setting.

Documentation Requirements

The Job Readiness Training Plan should be completed within 2 weeks of referral. The plan outlines the specific
barrier and training needs, training goals, and targeted strategies and techniques for achieving goals. The Job
Readiness Training plan should be updated at least quarterly, or more frequently if the identified training
needs change. VR and the qualified provider may work together to set the goals as well as the targeted
timeline for achieving the goals. The provider is responsible for identifying appropriate teaching techniques
and strategies and providing monthly updates on the consumer’s progress toward achieving goals as the
training is carried out.

EMPLOYMENT SERVICE MODEL - OUTCOME BASED PAYMENTS

The employment service milestones include the following:
1. Job Development and Placement (1 calendar week)
2. Support and Short-Term Retention (4 calendar weeks)
3. Retention

These outcome-based payments are appropriate for all individuals who need assistance with job development,
placement and support, and job retention. A description and expectations for each milestone payment are
outlined in more detail below.

Milestone 1: Job Development and Placement (Employed 1 Calendar Week)

Service Delivery Requirements

Job development may occur after:

e An appropriate employment goal and the nature and scope of services are identified.
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e Any applicable preparation or training is completed (or nearing completion).

e The consumer is ready to begin job development.

Milestone 1 supports the job development and placement process which includes job search activities that
support and assist consumers in searching for an appropriate job. Job search assistance may include help in
resume preparation, identifying appropriate job opportunities, developing interview skills, and assisting
consumers in making contact with businesses or making contacts with businesses on behalf of the consumer.
Job placement assistance is a referral to a specific job resulting in an interview, whether or not the individual
obtained the job.

Milestone 1 is considered achieved when the consumer obtains an appropriate employment outcome that is
consistent with the goal outlined in the Individualized Plan for Employment (IPE), and maintains that outcome
for 1 calendar week. The IPE outlines the specific employment goal, as well as the desired work hours and
wages. Any supports required by the consumer in order to successfully learn and perform his or her job tasks
should begin upon placement. The VR Counselor is also expected to make contact with the consumer to
ensure satisfaction with the placement.

Expected Outcome

Placement in an appropriate job that is consistent with the IPE employment goal and desired wages and
weekly work hour, and achievement of 1 calendar week of employment.

Documentation Requirements

From the time job development begins, up until the time that placement is achieved, providers should ensure
ongoing monthly communication with VR (i.e. email, meetings, progress note, etc.) is occurring. A Notice of Job
Offer should be submitted to VR as soon as possible, preferably at least two business days prior to the
potential job start date. Payment for achievement of Milestone 1 may be made when verification is submitted
that demonstrates that the consumer has maintained the employment outcome for 1 calendar week after the
job start date. The Notice of Job Offer should be submitted to VR and approved by VR prior to the job start
date. In cases where the Notice of Job Offer is not received and approved by VR until after the job start date,
then Milestone 1 will be paid 1 calendar week after VR’s approval of the Notice of Job Offer. Appropriate
justification should include any updates to job title, start date, pay rate, hours per week, work schedule,
accommodation needs, benefits considerations, and the date that 1 calendar week of employment was
achieved. The Milestone Payment Verification and Invoice form should be submitted upon completion of this
milestone to document that all requirements have been met.

Milestone 2: Support and Short-Term Retention (Employed 4 Calendar Weeks)

Service Delivery Requirements

Milestone 2 provides support during the first four calendar weeks on the job. The job goal, hours worked, and
wages earned should remain consistent with the IPE goal. Milestone 2 is considered to be achieved when the
consumer has completed four calendar weeks of work in which:

e He or she met the hours per weekly work goal and pay rate as stated in the IPE.
e The consumer is satisfied with the job.
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e The employer has indicated satisfaction with the employee (formal statement from employer is not

required).

The VR Counselor is expected to make contact with the consumer to ensure satisfaction with
the placement.

Expected Outcome

Short-term job retention (four calendar weeks) with appropriate on (or off)-the-job supports in an appropriate
job that is consistent with the IPE employment goal and desired wages and weekly work hours.

Documentation Requirements

The Employment Support and Retention Plan should be completed and submitted within the first four calendar
weeks of the job for all individuals. For individuals requiring more than 90 days of support to achieve

successful stabilization and job retention, the Employment Support and Retention Plan must be updated at
least quarterly. A monthly report of progress toward achievement of stabilization and demonstration of fading
(decreasing the amount of support as a consumer becomes more proficient in completing job duties), as
applicable, should also be provided using the Employment Support and Retention Plan. Payment for
achievement of Milestone 2 may be made when verification is submitted that demonstrates that the consumer
has maintained the employment outcome for four calendar weeks, and the Employment Support and
Retention Plan has been completed and submitted to VR. Any applicable updates to job title, pay rate, hours
per week, work schedule, accommodation needs, benefits considerations, and related information should also
be provided. The Milestone Payment Verification and Invoice form should be submitted upon completion of
this milestone to document that all requirements have been met.

For individuals with the most significant disabilities that need supported employment services, such services
and supports will be paid in addition to Milestone 2 (see Supported Employment definition below).

Milestone 3: Retention (At Least 90 Days After Stabilization)

Service Delivery Requirements

Once an individual has achieved stabilization (as agreed upon by the team and documented in the Employment
Support and Retention Plan), the 90-day retention period begins. Individuals will achieve stabilization at
different times, with some consumers achieving stability very quickly (perhaps as quickly as day 1 on the job),
while others will require many months of support prior to achieving stabilization, including those requiring
Supported Employment (SE) Services.

VR may fund SE services for up to 24 months between the time of placement and achievement of stabilization
through additional funding separate from milestone payments. For individuals receiving SE Services: during the
90-day period from achievement of stabilization to achievement of Milestone 3 (Retention), there should be a
focus on transition to extended services (e.g., Waiver funding, Medicaid Rehabilitation Option [MRO], natural
supports, etc.). Milestone 3 is considered achieved after an appropriate retention period, at least 90 days after
stabilization has occurred. The VR Counselor is also expected to make contact with the consumer to ensure
satisfaction with the placement.
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Expected Outcome

Successful job retention for at least 90 days, following stabilization in an appropriate job consistent with the
IPE employment goal and desired wages and weekly work hours.

Documentation Requirements

Payment will be made upon verification of achievement of successful employment retention of at least 90 days
(after stabilization). If applicable, all transition to extended services documentation should also be completed
prior to payment. Any applicable updates to job title, pay rate, hours per week, work schedule,
accommodation needs, benefits considerations, and related information should also be provided. The
Milestone Payment Verification and Invoice form should be submitted upon completion of this milestone to
document that all requirements have been met.

JOB SEARCH ASSISTANCE/JOB PLACEMENT ASSISTANCE

Job search activities support and assist consumers in searching for an appropriate job. Job search assistance
may include help in resume preparation, identifying appropriate job opportunities, developing interview skills,
and assisting consumers in making contact with businesses or making contacts with businesses on behalf of
the consumer. This service is typically paid through Milestone 1: Job Development and Placement.

Job placement assistance is a referral to a specific job resulting in an interview, whether or not the individual
obtained the job. This service is typically paid through Milestone 1: Job Development and Placement.

Job Search Assistance and/or Job Placement Assistance may also be provided by VR through an hourly rate for
individuals who require minimal assistance with obtaining employment, and do not require employment
services through the Job development/support/retention milestones.

Service Delivery Requirements

As this service typically occurs through Milestone 1: Job Development and Placement, please see the VR
Employment Services Model-Outcome Payments section for specific expectations. If this service is being
purchased at an hourly rate, VR will set specific expectations based on individual consumer needs.

Expected Outcome

To prepare for or obtain job placement in an appropriate employment outcome that is consistent with the IPE
employment goal and desired wages and weekly work hours.

Documentation Requirements

Strategies for achieving job placement should be outlined in Part B of the Discovery Profile. From the time job
development begins, up until the time that placement is achieved, providers should also ensure ongoing
monthly communication with VR (i.e. email, meetings, progress note, etc.) is occurring. This applies to job
development occurring through both the Milestone 1 Job development and placement service, as well as
through job development occurring through hourly job search assistance/job placement assistance.
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ON-THE-JOB SUPPORTS SHORT-TERM

Support services are provided to consumers who have been placed in employment settings and who require
additional supports to stabilize their placements and enhance job retention. Such services include short-term
job coaching for consumers who do not have an SE goal consistent with the employment goal on the IPE. This
service is typically paid through Milestone 2: Support and Short-Term Retention.

Service Delivery Requirements

The service delivery requirements are to provide short-term targeted assistance for the purpose of achieving
stabilization and job retention. As this service is typically funded through Milestone 2: Support and Short-Term
Retention, please refer to the VR Employment Services Model — Outcome Payments section for specific
expectations. On occasion, individuals who are not receiving SE services may require short-term job coaching
or similar support to assist with achievement of stabilization and retention that extends beyond what is
provided through the milestone payments. In those cases, additional hourly on-the-job supports short-term
may be authorized with approval of the Counselor based on review of appropriate justification

Expected Outcome

Stabilization on the job.

Documentation Requirements

The Employment Support and Retention Plan must be utilized to document supports provided, justification for
additional support needs, progress toward stabilization, and date of stabilization once achieved. The
Employment Support and Retention Plan should be updated at least quarterly, and progress should be
provided monthly.

SUPPORTED EMPLOYMENT

SE services involve ongoing support services and other appropriate services needed to support and maintain
an individual with a MSD in SE for a period of time generally not to exceed 24 months. Such services, such as
job coaching, are for individuals who have SE and long-term supports identified on the IPE. Often, because of
the nature and severity of the individual’s disability, there is a need for extended services that are provided by
a State agency, private nonprofit organization, employer, natural supports, or any other appropriate resource
that are funded outside of VR.

Service Delivery Requirements

The service delivery requirements are to provide appropriate ongoing support services to individuals with
MSD for whom competitive employment has not traditionally occurred, or for whom competitive employment
has been interrupted or intermittent as a result of the significance of the disability, and who require SE
services. SE services are provided from the time of job placement through achievement of stabilization and
retention (90 days after stabilization). VR funding for SE services is outlined in
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Table 2. SE services provided during the first four calendar weeks on the job are typically covered through

Milestone 2: Support and Short-Term Retention, with additional SE services authorized following this four-
week period under the appropriate monthly level rate. Once stabilization is achieved, SE services provided
during the ninety-day retention period (in which the individual is at their highest level of independence, called
stabilization) are typically funded through the Milestone 3: Retention payment.

Table 2: VR Funding for SE Services

SE Funding Source SE Services From Placement to Retention

Milestone 2: Support and Short-Term Supports are provided day one on the job through completion of four
Retention calendar weeks on the job.
SE monthly level funding Supports typically start after the fourth week on the job and are provided

through achievement of stabilization. Fading (decreasing the amount of
support as a consumer becomes more proficient in completing job duties)
of supports should occur during this period.

Milestone 3: Retention Supports are provided from stabilization through the ninety-day retention
period.

Please note that the SE monthly level funding may begin sooner than four weeks, and/or could extend beyond
stabilization if the consumer’s level of support extends beyond what is provided through the

Milestone 2 and/or Milestone 3 payment(s). Milestone 2 will cover up to 35 hours of support, while Milestone
3 will cover up to 30 hours of support. The intensive level of support needs should be well-documented in the
Employment Support and Retention Plan, and the expectation for fading (decreasing the amount of support as
a consumer becomes more proficient in completing job duties) remains. It should be noted that fading may not
always occur in a completely linear process, and that the level of support may ebb and flow depending on the
needs of the consumer. However, a fading pattern should be evident prior to identification that stabilization
has occurred.

Expected Outcome

Stabilization on the job after a period of fading.

Documentation Requirements

Supports and progress toward stabilization should be documented in the Employment Support and Retention
Plan. The plan should be updated at least quarterly or more often if there are changes in the type or amount of
support needed. SE services will typically be authorized on a quarterly basis, and may be invoiced monthly with
appropriate monthly progress updates to the plan (there is a section on the plan for monthly progress
updates). The date of stabilization should also be documented on the Employment Support and Retention plan
once stabilization is achieved.
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BILLING INFORMATION

Billing information is provided as part of service definitions and expectations throughout this manual.
Additional information regarding billable on-job site and off-job site activities is outlined below.

e Consumer On-Job Site: This is time spent by provider staff at a consumer’s job site while the consumer

is engaged in work activities. This includes time spent working with consumers, managers, supervisors,
and coworkers; active observations; and any other tasks performed at the job site to help
the consumer.

e Consumer Off-Job Site: This is time spent working for a particular consumer, but not necessarily at his

or her job site. Off-Job Site activities include consumer-specific job development and worksite
development activities, consumer-specific documentation time, and consumer-specific off-job site
training. A breakdown of off-job site hours must be available upon request at the time of billing.

e Mileage Reimbursement: Mileage may be reimbursed at the current state mileage rate for all

Discovery services, monthly level SE services, and other hourly services. Mileage will not be
reimbursed for activities occurring through the milestone payments. Mileage will only be reimbursed
after the provider has reimbursed the CRP staff and has verified that the mileage billed to VR is
accurate. Mileage reimbursement is made pursuant to the Indiana Department of Administration
travel circular’; the rate of reimbursement is established within the circular and is subject to all
applicable audits.

e Non-Billable Activities: Non-billable activities include travel time as well as activities that are not

consumer-specific, such as public relations, community education, in-service/staff meetings, staff
development and training.

e Billing Unit: Actual billable time for hourly services should be tracked for each consumer, and the hours
and minutes should be reported in the appropriate category (on-job site or off-job site) on the monthly
tracking and billing sheet. The total should then be added, and any fraction of the total that is 15
minutes or more may be rounded up to the nearest one-half hour total. Time is not rounded for each
episode or category of service. Below are two examples:

‘ Example 1 Example 2
Consumer On-Job Site 11 hrs. 40 min. 15 hrs. 4 min.
Consumer Off-Job Site 4 hrs. 39 min. 3 hrs. 5 min.
Total 16 hrs. 19 min. 18 hrs. 9 min.
Billed at 16.5 hrs. 18 hrs.

e Invoice Requirements: Please refer to the list below for invoice requirements for each specific service.

! As of June, 2015, the applicable circular may be found at the following address:
http://www.in.gov/idoa/files/mileagereimbursement050111.pdf
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Discovery services — a provider generated invoice must accompany monthly billing along

with the applicable required documentation (i.e. Discovery profile).

Job Readiness Training services - a provider generated invoice must accompany monthly
billing along with the applicable required documentation (i.e. Job Readiness Training Plan
and progress updates).

Job development/support/retention milestone funded services — the appropriately
completed Milestone Payment Verification and Invoice form will serve as the invoice. All
requirements for payment of each milestone must be met as outlined in this manual.

SE monthly level funded services — the appropriately completed Employment Support and
Retention Plan (i.e., the invoice section on page 2 of the plan) will serve as the invoice.

Other hourly funded employment services - a provider generated invoice must accompany
monthly billing along with any applicable required documentation.

EMPLOYMENT SERVICE FORMS

Discovery Profile

The Discovery Profile is to be completed through the process of exploration of the consumer’s
talents, interests, preferences, and capabilities. The purpose of this profile is to document
information learned about the consumer through a variety of Discovery activities, including
skills, interests, personality traits and behavioral qualities, ideal work conditions, vocational
themes, and related information. The completed Discovery profile should provide necessary
information to help establish a specific vocational goal and the nature and scope of services
that will be included on the consumers’ VR IPE.

The Discovery Profile is a tool that may be utilized beginning with the initial counseling
meeting with the VR counselor and consumer. When providers are involved in carrying out
Discovery activities, the Discovery Profile is a required, living document that must be
submitted to VR monthly along with monthly billing. A completed Discovery Profile must be
submitted to VR upon completion of the Discovery process and recommendation of a
vocational goal.

Job Readiness
Training Plan

The Job Readiness Training Plan outlines the specific training needs, goals to be achieved
through training, strategies to be used to achieve goals, and updates on progress toward
achieving goals. The Job Readiness Training Plan should be developed and submitted to VR
within two calendar weeks of referral for this service. The plan should be updated no less than
quarterly until all training goals have been achieved, and progress toward achievement of
goals should be provided to VR monthly.

Notice of Job Offer

A Notice of Job Offer outlines essential information about the job, including employer name,
job title, wages, hours worked, start date, and related information. The Notice of Job Offer
should be submitted to VR prior to the job start date.

Milestone Payment

VR Employment Services | This form should be submitted each time a milestone is achieved, with appropriate

Verification and Invoice of each milestone.

information provided for each milestone. This form will also serve as an invoice for payment
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Employment Support
and Retention Plan

This is an agreed upon employment support plan that outlines job tasks and/or consumer
behaviors requiring support in order for individuals to successfully achieve stabilization and
job retention. The plan should be submitted to VR by completion of the fourth week of
employment, and should be updated quarterly until the point in time when stabilization is
achieved. The date of stabilization as well as monthly progress updates are also captured on
this plan. Once stabilization is achieved, the Employment Support and Retention plan is no
longer required to be updated.

Transfer to
Extended Services

The Transfer to Extended Services form is completed for VR consumers who require extended
services. The form should be completed following achievement of stabilization. VR and
providers may work jointly to complete this document. VR will forward completed Transfer to
Extended Services forms to entities providing extended supports at least 60 days prior to
achievement of Milestone 3 (Retention).

Forms

All Forms are available online at www.vrs.in.gov under “Vocational Rehabilitation
Employment Services: July 1, 2015 Revisions”
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OTHER DEFINITIONS

Term Definition

Review of the Local
Job Market or Labor
Market Survey

This is an assessment of a consumer’s local, intended, or acceptable (relocation) labor market
that includes information about the availability of specific jobs, as well as job titles, skill
demands, accommodations, pay scales, fringe benefits, location, and accessibility of work
sites for those specific jobs in that geographical area. Tool options for this assessment may
include the following:

e Hoosiers by the Numbers (http://www.hoosierdata.in.gov/)

e America’s Career Infonet (http://www.careerinfonet.org/)

Review of Work History
and Transferable Skills

This is an assessment of an individual’s skills that can be used in jobs other than those jobs the
individual previously performed. These are skills and capacities acquired by an individual from
previous work and other experiences which have now been lost as a result of the impairment.
Results of this assessment will include the identification of the transferable skills and the
specific occupation(s), along with the specific occupation(s) wherein those skills are
marketable. Occupations identified can be used to establish vocational goals and to identify
job placement alternatives which may be immediately pursued by the consumer with little or
no vocational training. Tool options for this assessment include the following:

e Indiana Career Connect/Career Explorer
(https://www.indianacareerconnect.com/vosnet/Default.aspx?plang=E)

e Career Index (http://www.thecareerindex.com/dsp intro.cfm

e In-depth questions regarding previous work (http://www.nextsteps.org/nextsteps/)

Natural Supports

Natural supports exist naturally in the workplace and the community. Primary consumer
supports should occur naturally, and professional supports (training or consultation) should
be used only when the consumer needs additional support or accommodations. Once
employed, job coaching is provided with immediate emphasis on development of natural
supports that allow for a more effective and efficient fading plan. The following are examples
of using natural supports:

e The supervisor or coworker provides the employee with the same initial training as
everyone else, with the employment specialist available to offer suggestions on
accommodations and help with any additional training.

e The supported employee rides to work with a coworker rather than the employment
specialist.

Generally, there are five types of natural supports:

e  Employer-provided or -facilitated e Personal and independent living

e Transportation e Social integration

e Community

Negotiable Employment
Conditions/Preferences

These are preferences for working conditions and the things that a consumer would like to be
considered when looking for suitable employment.

Non-Negotiable
Employment Conditions

These are the employment conditions that a consumer has indicated must or must not be
present in an employment placement. These conditions must always be considered when
looking for an employment placement for the consumer. Non-negotiable conditions may
include the following:

e Job duties the consumer is not willing to perform

e  Workplace conditions that are unacceptable even with supports (e.g., the consumer must
use the bus for transportation, but the bus does not run on Sunday, so, a job requiring
Sunday hours is not acceptable)
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Term Definition

Task Analysis

Task analysis helps determine what should be taught. It is the process of teaching a skill by
breaking it into smaller, more manageable steps. As the smaller steps are mastered, the
consumer becomes increasingly independent in his or her ability to perform the larger skill.

Not Significant
Disability (NSD)

Significant Disability (SD)

Most Significant
Disability (MSD)

Not Significant Disability (NSD), Significant Disability (SD), and MSD are designations used in
the severity determination process. This determination is required for the VR Program to
meet federal reporting requirements and is used as a prerequisite to the provision of SE
services, which are limited to individuals with the most significant disabilities. The severity
determination will establish that the individual’s disability is a disability of one of three levels
of significance:
e NSD - has a physical or mental impairment that results in a substantial impediment to
employment and who presumably will benefit in terms of employment outcome from the
provision of VR services

e SD - has a severe physical or mental impairment that will substantially limit one or two
functional capacities (communication, interpersonal skills, mobility, self-care, self-
direction, work skills, and work tolerance) in terms of employment outcome and who can
be expected to require multiple VR services over an extended period of time

e  MSD - has a severe physical or mental impairment that substantially limits three or more
of the functional capacities, specified above, in terms of employment outcome who can
be expected to require multiple VR services over an extended period of time

Competitive, Integrated
Employment

Competitive employment is work performed by a person with a disability in an integrated
setting. It can be performed on a full-time or part-time basis, with compensation at or above
minimum wage, and at a rate comparable to (not less than) the customary wage and level of
benefits for non-disabled workers performing similar work.

Individual Plan for

The IPE is the collaborative plan the counselor and consumer, at a minimum, jointly develop

Training (OJT)

Employment and implement with an agreed upon vocational goal and objectives identified to reach that
goal, including services, service providers, and supports.
On-the-Job OJT is 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.
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Term Definition

Stabilization

Stabilization is the highest level of independence an individual is able to attain after an
appropriate period of supports, including SE services (up to 24 months) and other supports,
and is jointly agreed to by the consumer and VR Counselor. Individuals may achieve
stabilization immediately upon starting a job, or may require many months of support prior to
achieving the highest level of independence. For SE services, there is an expectation that
fading (decreasing the amount of support as a consumer becomes more proficient in
completing job duties) of supports occurs prior to stabilization. When making a determination
as to whether an individual has achieved stability, the following questions should be
considered:

e Isit evident that fading of supports has occurred, even if fading has not been entirely
linear (i.e., periods of ebb and flow)?

e Has the consumer made significant progress in gaining independence on the job
during the period of supports?

e s there strong potential for the individual to become more independent, resulting in
additional fading of supports?

e [sthe consumer meeting performance standards of the employer, with as little
support as possible and as is likely for that individual?

e  Why do you believe the consumer has achieved their highest level of independence?
What other evidence do you have?

e  For consumer’s receiving SE, are you confident the consumer will be able to maintain
the job with the appropriate extended services?

Extended Services

Extended services are ongoing support services needed to support and maintain an individual
with the most significant disability in his or her job. These services are provided by a State
agency, a private nonprofit organization, employer, natural supports, or any other
appropriate resource from funds other than VR.

Informed Choice

Informed choice was implemented in The Rehabilitation Act of 1973 and requires that
activities and services are carried out in a manner consistent with the principles of respect for
individual dignity, personal responsibility, self-determination, and pursuit of meaningful
careers, based on informed choice of individuals with disabilities. It requires that consumers
must be active and full partners in the VR process, making meaningful and informed choices
during assessments for determining eligibility and VR service needs and in the selection of
employment goals.

Trial Work
Experience (TWE)

Extended Evaluation (EE)

Prior to any determination that an individual with a disability is incapable of benefiting from
vocational rehabilitation services in terms of an employment outcome because of the severity
of that individual’s disability, VR must conduct an exploration of the individual’s abilities,
capabilities, and capacity to perform in realistic work situations to determine whether or not
there is clear and convincing evidence to support such a determination. This process is
conducted through a TWE and/or an EE.

e An agreed-upon written TWE plan must be in place. The assessment must be in the most
integrated setting possible, using real work settings, and must offer sufficient time and
variety to determine whether the consumer is capable or incapable of benefiting from VR
services in terms of an employment outcome.

e Under limited circumstances when the individual cannot take advantage of a TWE or if all
TWE options have been exhausted, the VR Counselor will determine if an EE is necessary
to make a determination regarding capability and whether services will benefit in terms
of employment.

e Periodic assessments and, upon completion, a written report are required.
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Term Definition

Post-Employment
Services

Post-employment services means one or more services that are provided subsequent to the
achievement of an employment outcome and that are necessary for an individual to maintain,
regain, or advance in employment. Post-employment services are available to meet
rehabilitation needs that do not require a complex and comprehensive provision of services
and should be limited in scope and duration. For example, such services are available to assist
an individual whose job may be in jeopardy because of a conflict with coworkers, or the
consumer needs assistance in learning a new skill because of a change in job duties.

Vocational Themes

Vocational themes direct individuals seeking vocations to environments and businesses that
take advantage of their unique talents and abilities. This process is designed to generate at
least two overarching vocational themes. The themes are not job descriptions, but rather a
more expansive approach that looks at large umbrella topics that represent many jobs,
environments, skills/tasks sets, and interests. Additional information about vocational themes
can be found on page 1 of the Discovery Profile.
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Attachment A

EMPLOYMENT SERVICES WORK FLOW

The following is a step-by-step overview of the employment service process:

1.

10.

11.

Start with Discovery; discovery is necessary for all individuals (SE or non-SE) though specific activities;
scope and duration of activities will vary based on individual need.

Determination as to whether the individual is ready to begin job development:

a. If YES > begin job development and placement activities.
b. If NO = what additional discovery is necessary before job placement activities begin?

Begin job development under the milestone structure.

Obtain employment in line with IPE goal; if employment is not obtained, identify whether there are
additional job readiness activities necessary and/or consider modifications to employment goal or
strategies to achieving goal.

Milestone 1: Job Development and Placement (One Week of Employment) is achieved.
Milestone 2: Support and Short-Term Retention (Four Weeks of Employment) is achieved.
Employment Support and Retention Plan is developed during the first four weeks of employment.

Necessary supports are provided, including SE services for individuals with an MSD; SE services funded
by VR may continue for up to 24 months.

Typically, SE services begin after achievement of Milestone 2: Support and Short-Term Retention (Four
Weeks of Employment); SE services may begin earlier if consumer has a high level of need (in this
circumstance, defined as requiring more than 35 hours of support during the first four calendar weeks
on the job); hours over the 35-hour “trigger” during first four weeks may be funded through SE
payment structure.

Employment Support and Retention Plan is reviewed and revised as necessary (at least quarterly).

Stabilization is achieved (point in time where the consumer has reached his or her highest level of
independence on the job).

Milestone 3: Retention is achieved (individual has maintained employment for at least 90 days after
reaching stabilization).
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Attachment B

SERVICE CODES AND RATES
Service CC-DC code Rate

Discovery: Vocational Testing 01-44 S42 per hour
Discovery: Job Shadow 53-09 $42 per hour
Discovery: Situational Assessment 53-02 S42 per hour
Discovery: Work Experience Development | 53-05 S42 per hour
Discovery: Work Experience A: 53-06 $200 per week
1 - 5 Hours per Week
Discovery: Work Experience B: 53-07 $325 per week
6 - 10 Hours per Week
Discovery: Work Experience C: 53-08 $450 per week
11+ Hours per Week
Discovery: Other Discovery Activities 53-10 $42 per hour
(as Specified in Manual)
Employment Services: Job 30-01 $42 per hour
Readiness Training
Employment Service Outcomes Milestone | 72-01 $1,300
1: Job Development and Placement
Employment Service Outcomes Milestone | 72-02 $1,500
2: Support and Short-Term Retention
Employment Service Outcomes Milestone | 72-03 $1,300
3: Retention
Job Search Assistance/Job 80-01 $42 per hour
Placement Assistance
On-the-Job Supports — Short-Term 80-04 $42 per hour
Supported Employment (SE) Level 1: 63-03 $176 per month
1 - 5 Hours per Month
SE Level 2: 6 - 10 Hours per Month 63-04 $352 per month
SE Level 3: 11 - 15 Hours per Month 63-05 $528 per month
SE Level 4: 16 - 20 Hours per Month 63-06 $720 per month
SE Level 5: 21 - 25 Hours per Month 63-07 $920 per month
SE Level 6:26 - 30 Hours per Month 63-08 $1,120 per month
SE Hourly 63-01 $42 per hour
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Attachment C

APPLICATION PROCESS FOR COMMUNITY REHABILITATION PROVIDERS

APPLICATION PROCESS FOR NEW CRPs

Applications for potential new providers are accepted any time throughout the year.

A Provider interested in providing employment services for Vocational Rehabilitation (VR) consumers
must complete an application and provide the required documentation. Applications are available at

WWW.VIS.in.gov.

The Provider must submit a completed application and all required documentation electronically to
VRProvider@fssa.in.gov, with the subject line of “CRP Application”.

A Provider Relations representative will contact the potential provider to address any missing or
incomplete information on the application. A Request for Information (RFI) will be provided (via email)
as follow up to the conversation.

The potential provider has 30 calendar days to submit the information (and any corresponding
documents) requested in the RFIl. Information must be submitted electronically to
VRProvider@fssa.in.gov, noting in the subject line “CRP RFI Response”.

Once all required information is received, Provider Relations will complete the application review
within 40 calendar days. Provider Relations will notify the potential provider, via email, of the decision
to approve or not approve the potential provider.

If the Provider is approved for VR employment services, the Provider will receive a Provider Agreement
for signature. The Agreement must be signed and returned to the Provider Relations representative
within seven (7) calendar days of receipt. The signed agreement must be submitted electronically at
VRProvider@fssa.in.gov, noting in the subject line “CRP Agreement”.

If the potential provider is not approved, the potential provider may reapply at any time. [Non-
approval will occur in those cases where the potential provider is not responding to the RFI or has
missing certifications.]

APPLICATION PROCESS FOR CURRENT VR CRPs TO ADD COUNTIES OR SERVICES

1. ACRPinterested in expanding services and/or counties served must complete the application titled

“Provider Request to Add Counties or Services” available at www.vrs.in.gov.

2. The CRP must submit the completed application and all required documentation electronically to

VRProvider@fssa.in.gov, with the subject line “CRP Service Request”.
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3. A Provider Relations representative will contact the CRP if additional information is required. Should
additional details be needed, a Request for Information (RFI) will be emailed to the provider.

4. RFl responses must be submitted electronically to VRProvider@fssa.in.gov with the subject line of
“CRP _RFI Response.” The provider has 30 calendar days to submit the information requested.

5. Once all required information is received, the Provider Relations representative will forward the
request to the Vocational Rehabilitation team for internal approval.

6. Provider Relations will notify the CRP of approval or denial via email.
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WELCOME

@ |[ntroduction of Trainers

@ Whois in the room?

Kylee Hope
Theresa Koleszar

Employment Consultants
Management staff — providers
VR Counselors

VR Case Coordinators
Management staff- BRS/VR

Why are revisions being made to VR employment services?
What should be accomplished with these revisions?






WHAT SHOULD BE ACCOMPLISHED WITH RATE REFORM?

System should be responsive to all, including individuals with high
support needs as well as consumers with minimal support needs.

A refocus on discovery, especially for individuals with minimal/no prior
work experience.

Individuals with MSD have access to adequate Supported employment
services which includes ongoing support services.

Individuals should reach stabilization, or their highest level of
independence, prior to VR case closure.

Retain a system that focuses on outcomes, but also recognizes quality
and individualization and allows for flexibility.

Retain a system that is not difficult to administer.
Aim to improve the consumer experience.

RATE REFORM
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TRAINING AGENDA

G B ol

Welcome/Introductions
Overview of employment service revisions
1. Process and Key Changes
2. Services
. Focus on Discovery Activities
. Job Readiness Training
. Revisit Supported Employment Services
Case Examples
Activity
Rates and Logistics
Documentation/Review of forms
1. Discovery Profile
2. Employment Support and Retention Plan
3. Job Readiness Training Plan
Resources
Q&A






STEPS IN THE EMPLOYMENT SERVICES PROCESS

From Start to Finish, how do we assist individuals in achieving
their employment outcomes? What are the steps we go through?

There are 4 basic steps in the process:

1. Identify the vocational goal through Discovery activities
by exploring interests, strengths, barriers, priorities, preferences, and informed choice

2. Obtain the job

through job development and placement activities

3. Provide needed supports
. for the individual to increase their independence and become stabilized on the job

4, Maintain the job

Before we jump into the employment service revisions, let’s take a few minutes and
talk about the basic process for how we all assist our consumers in achieving
employment outcomes. Think about how you assist people, from start to finish, in
reaching their vocational outcomes? What are the core steps you go through for each
person? Don’t think about RBF as the steps in the process — RBF is just a payment
process for carrying out the steps. Think about the steps — if someone walked in the
door and said they needed help finding a job, how would you start to help them, what
would come second, third, so on? What are the steps you used in finding your own job?

We identified 4 basic steps that are involved in the process of obtaining employment:

First, we need to figure out what kind of vocational outcome we are seeking — we do
this by looking at what the person is interested in, what are their strengths, etc.

Next — once we know what outcome we are seeking, we then go and start to find the
job.

Then, we hopefully get the job and begin ensuring that the needed support for job
success are in place — we ALL need some training or support to learn to perform our job
duties.

And finally, we want to maintain that success-maintain that outcome. If we do a good
job with the first 3 steps — identifying an appropriate job goal, obtaining a job thatis a
good match with our goal, and getting quality training and support once we land the
job, then retention of the job should naturally follow.





STEPS IN THE EMPLOYMENT SERVICE PROCESS

1. Individualized Discovery
@  One or more Discovery activities is completed to identify the employment goal
and the nature and scope of services needed to achieve the goal.

2. Job Development and Placement
¢ Job development begins after the employment goal and nature and scope of
services are identified, any applicable preparation or training is completed, and the
individual is ready to begin job development.

3. Individualized support to achieve stabilization
¢ Individualized support is provided to assist the individual in achieving stabilization
on the job, including supported employment services.

4. Retention
@ Asuccessful employment outcome is achieved when an individual retains
employment for a minimum of 90 days after stabilization.

These steps have NOT changed with the VR employment service
revisions. So, let’s take a look at what has changed...

RATE REFORM .

So, let’s start digging in a little deeper to thee 4 steps and talk a little more about what
happens at each step in the process, or more specifically what is expected to happen at
each step with the revisions coming July 1. We also want to get on the same page with
some common terminology.

Starting with step 1 — Individualized Discovery. During this step, a variety of activities
are occurring in order to learn all the info we need to learn about the consumer in
order to identify an appropriate job goal, as well as the services that will be needed to
achieve the goal. We'll get into more detail about what those specific discovery
activities are on the next couple of slides.

Step 2 is job development and placement

Step 3 is ensuring each individuals receives the necessary, individualized supports they
need, with the goal of achieving stabilization on the job.

And then step 4 is retention. One change here is that retention will be considered
achieved when the individual maintains the job for a minimum of 90 days after
stabilization for ALL consumers. This is a small change from the RBF process which only
required a minimum of 60 days of retention after stabilization. As of July 1, the
requirement is 90 days for all.





STEPS IN THE EMPLOYMENT SERVICES PROCESS

Previous model Steps in Revised model
Process

Activities selected from menu of

PES (RBF Milestone 1) Discovery Discovery activities (hourly)
Job
Placement + 5 days Development | Placement + 1 week
(RBF Milestone 2) and (Milestone 1)
Placement

Support to | Supportand Short-Term
achieve Retention (Milestone 2 +
Stabilization | additional supports) (4 weeks)

4 weeks placement
(RBF Milestone 3)

Closure (RBF Milestone 4) Retention Retention (Milestone 3)

RATE REFORM

We'll get into more detail about the rates and payment structure later on this
afternoon, but let’s take a look at how these 4 steps are applied in the RBF model, and
how they will be applied in the revised model which will be implemented July 1, 2015.

Currently, Discovery should be occurring under RBF M1, which results in completion of
the Plan for Employment and Supports, or the PES. With the employment service
revisions, Discovery activities occur through the completion of a variety of discovery
activities, individualized to each consumers need. Discovery will no be funded through
a milestone payment in the new system. By customizing the discovery process for each
consumers, the system better allows for individuals to receive needed discovery
whether their need is minimal or intensive. This is one major change in the new system.

The job development and placement step is funded in a similar way under the RBF
system and the new system — through a milestone payment. The small difference here
is that job development and placement is now Milestone 1 under the new model, and
is reimbursed upon completion of 1 calendar week on the job.

For the support step in the process, a milestone payment funds this step under both
the old and new systems as well. This is milestone 2 in the new model. However, with
the revised model, additional supports are available for consumers who need supports
beyond what is offered under the milestone payment. We'll get into more detail later,
but please takeaway for now that additional funding and support is available at this





stage of the process for those consumers who need those additional supports. This
includes supported employment services for individuals who need more intensive
supports to increase their independence on the job. The support step is another area
where you will see key changes occurring in the new system.

And finally, the retention step is funded through a milestone payment. This is now
Milestone 3 in the new model

You’ll see here that the most significant changes occur at step 1, Discovery and step 3,
support. You also see that there are just 3 milestone payments in the new system. Why?
Because Discovery is no longer funded through a milestone payment. The milestones in
the new model begin with job development and placement.





REVIEW OF STEPS - KEY CHANGES

Under the RBF system, milestones were designed to be all inclusive
and were intended to cover all steps in the process including:

1. Discovery

2. Job Development and Placement

3. Supports to achieve Stabilization, inclusive of SE services

4. Achievement of Retention

Summary of key changes:

@ |Increased focus and re-emphasis on steps that sometimes got lost in
the RBF process, specifically Discovery and Supports needed to
achieve true stabilization

@ Increased flexibility to allow for more individualization based on
consumer needs

¢ Elimination of 2 separate tiered milestone payments (no more tier 1
and tier 2)

@ Rates and expectations — more discussion on this later

Under RBF, milestones were designed to be all inclusive and cover whatever was
needed to achieve the milestone. Yet, the core process of discovery, job development
and placement, support to achieve stabilization, and retention still took place. The
implementation of RBF brought some positive changes to Indiana VR employment
services, such as adding outcome expectations. However, there were also unintended
consequences. For instance, some of the core steps sometimes got lost in the process,
or were rushed through. This was problematic because needs of consumers were not
always fully met, especially consumers with the more intensive discovery needs, and/or
more intensive support needs.





STEP 1: DISCOVERY

@ Discovery activities provide an opportunity to explore each individual's sKills,
interests, personality traits, ideal conditions of employment, and vocational
themes.

@ Discovery activities are key in identifying: appropriate employment goals, the
nature and scope of services needed to reach the goal, and preparation for
achievement of the goal.

@ The Discovery process may include one or more of the following services:

VR Counseling and Guidance - Vocational Testing
Job Shadowing - Situational Assessments
- Work Experience - Other activities to assess unique strengths,

interests, and abilities

@ Discovery activities are funded individually through an hourly rate - they are

NOT funded through a milestone payment. =

Now for the next several slides, we will take an even closer look at those 4 core steps
in the employment services process and get into more detail on how the steps are
carried out under the new employment service model, which again is rolling out July 1.
We’ll also talk about what should occur at each step and what types of specific
activities may be carried out.

Why do we do Discovery? What is the purpose or the intended outcome of Discovery?
To identify an appropriate employment goal that is in line with interests, skills, abilities,
preferences, local labor market, etc.

The list of discovery activities in the slide is not a complete list — these are common
discovery activities that may occur, though remember that the discovery process
should be a very individualized process and the type of specific activities necessary will
vary by consumer. Also remember that while we believe every consumer requires some
discovery, for some individuals the discovery process will be minimal and for others (i.e.
maybe just the initial intake meeting and IPE meeting with the VRC), it will be much
more intensive (i.e. involving a provider in carrying out some specific activities such as
job shadows, informational interviews, and many other activities).

Remember that the discovery step will no longer be paid through a milestone as of July
1. The services you see listed here are funded per service at an hourly rate, and each
individual obtains the specific discovery activities he or she needs to go through the





discovery step in the process.





DISCOVERY ACTIVITIES

WHEN WOULD YOU USE...?

| JOB SHADOW

WORK EXPERIENCE

SITUATIONAL ASSESSMENT

Let’s focus on these 3 discovery activities — job shadow, situational assessment, and
work experience. We’ve pulled some info from the employment services manual that
we'd like to review with you, and hopefully clarify when you might use each of these
discovery activities or services, and what kind of information you can gain from each of
these 3 activities. These are three specific discovery activities for which providers are

most likely to see referrals.
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DISCOVERY ACTIVITIES

JOB SHADOW

jo
the community

anonymously

s consumer an opportunity to observe a specific
r work setting to see if job/setting is a good match

e (Can broaden a consumer’s knowledge of available jobs in

e May be pre-arranged with an employer or conducted

e May assist with identifying vocational interests

e May take as little as 1 hour, or up to 1 day

11





DISCOVERY ACTIVITIES

SITUATIONAL ASSESSMENT

e An individual is observed performing one or more tasks in an
appropriate setting

e Provider can control and vary the task(s) so the consumer can
be observed and assessed under a variety of conditions or
situations

e Provides information about a consumer’s aptitudes, abilities,
behaviors, and preferences, as well as support needs

e May assist with determining whether a specific job/setting is a
good match

e May take approximately 2 hours, or up to 1 or more days

Situational Assessment may be a new term for most of you. This may look somewhat
similar to what we currently called community based evaluation (or CBE), though the
definition and expectations for situational assessments are a little different. This service
is replacing the current CBE service.

12





DISCOVERY ACTIVITIES

WORK EXPERIENCE

e Allow consumers to explore jobs through firsthand work-
based learning opportunities in integrated settings

e Assists with identifying interests, career goals, abilities, skills,
ideal work conditions, support needs, and training strategies

e While the primary purpose is assessment, work experiences
could result in a job offer

e Provides a longer-term onsite experience

e May last 1 week, or up to 12 weeks

| think we are all familiar with work experience, but let’s take a look at what we can
learn about a consumer when using work experience as part of the discovery process.

13





DISCOVERY ACTIVITIES

@ Discovery activities should include an interview with the individual and
others, as appropriate, to gain insight into education and employment
history, identification of transferable skills, and other background
information. A review of the local labor market should also be conducted.

@ [nformation learned through Discovery is documented on the Discovery
Profile which will capture all information gained in regard to consumers’
skills, interests, personality traits, ideal conditions of employment, vocational
themes, and other applicable information.

@ The goal of each Discovery activity is a recommendation of appropriate jobs
or vocational themes, or to gain insight into the identification of appropriate
jobs or vocational themes.

e Additional Discovery activities including informational interviews and dealing
with disclosure may be funded at an hourly rate.

14

Regardless of which discovery activity or series of activities is provided, there is an
expectation that interviews with the consumer, family and others takes place to gain
insight about the individual and his/her background. Review of work history, education
background, identification of transferable skills, review of the local labor market and
other info as needed should be gained as part of whatever discovery activity/ies you
are performing.

Later, we'll look at a new document called the ‘Discovery Profile.” The Discovery Profile
is a form that will be used to document all that was learned throughout the discovery
process and document the recommended vocational goal.
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JOB READINESS TRAINING

@ Many consumers will move right into job development after discovery.
Some consumers may need job readiness training.

@ Job readiness training is provided one-on-one to prepare individuals for
the world of work and focuses on basic skills including:

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

soft skills development

social skills development

@ The goal of job readiness training is to assist individuals in addressing a
specific barrier(s) that is preventing them from pursuing successful job
placement or retaining a job.

@ A Job Readiness Training Plan outlines goals and outcomes of training.

Before moving from Discovery to Job development, we always want to stop and assess
whether the consumer is ready to move forward with job development. For many
consumers, the answer will be ‘yes’ they are ready to start job development. For other
consumers, we may have identified that training is necessary to achieve the identified
job goal, and therefore training may be completed before job development begins. For
others, we may have identified a specific behavioral issue or barrier that we believe
needs to be addressed prior to job development. A service called job readiness training
may be needed for some consumers to address a specific behavioral barrier in line with
the bullets in the slide.

The best way to address one of these specific behavioral issues or barriers is by
identifying an appropriate goal and job setting where the barrier is reduced — just like
we do with addressing all disability-related barriers. For instance if we have a consumer
who uses a wheelchair, we are going to be sure to match that consumer with a job that
is sedentary and in a work setting that is accessible. Finding an ideal job match is
preferable, and better for the consumer, v. trying to ‘fix’ a consumer’s barrier through
job readiness training.

Let’s talk about 2 brief examples to explain when job readiness training may be
necessary and when it is not:

Oscar had a substantial issue with hygiene- he did not bathe regularly or wear

15





deodorant and is often described as ‘stinky.” For all we know, this is a long-standing issue
for Oscar that may or may not have a chance of being ‘fixed’ or remedied. Oscar’s skills
set and interests were in line with a job opening at the fish docks and Oscar landed the
job. His hygiene barrier was not really a barrier in that particular setting. Therefore, this
issue was addressed through matching Oscar with an appropriate job/setting and job
readiness training was not needed for Oscar to be successful in achieving his
employment goal.

Vicky is very personable — in fact some might say too personable. Vicky does not have a
good understanding of appropriate personal space and has been observed to give
everyone (everyone — even people she is meeting for the first time) a big bear hug.
Vicky is also extremely talkative and constantly interrupts others. If we believe Vicky can
improve these behaviors, then job readiness training is likely appropriate and necessary
before starting the job development process. It is unlikely that there is a job setting
where the big, tackling bear hugs and constant interrupting would be acceptable.
Furthermore, Vicky may not be successful going on job interviews if these behaviors are
not modified (imagine giving the interviewer a giant bear hug and constantly
interrupting them during the interview).

It is important to note here that the types of specific behavioral issues or barriers that
are allowable to be addressed through job readiness training are limited to the list in
the slide. It is also important to note an emphasis on the word ‘training’ in job readiness
training. If Vicky just needed prompting to correct her behaviors, then job readiness
training would not be necessary. Job Readiness training must include specific training
strategies and techniques to improve upon the behavior identified and there must be a
reasonable expectation that improvement can be achieved. Also, activities such as
resume development and development of interview skills would not be provided under
job readiness training. Those activities are typically supported through milestone 1, job
development and placement which we’ll talk about next.
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STEP 2: JOB DEVELOPMENT AND PLACEMENT

¢ Job development may occur after:

= the employment goal is identified,

= the nature and scope of services are identified,

= any applicable preparation or training is completed, and
= the individual is ready to begin job development.

@ Milestone 1, Job Development and Placement (1 calendar week on
the job) supports job development and placement activities.

@ |fajob is not obtained in a reasonable amount of time (what is
‘reasonable’ will vary by consumer), the team should consider
whether job readiness training, additional discovery, review of
employment goal and/or review of strategies is warranted.

—

Milestone 1 is considered complete when the consumer has been on the job for 1
calendar week from the job start date, assuming the Notice of Job Offer is provided to
VR and approved by VR prior to the job start date. It is important for the VRC to
approve the job to make sure it is in line with the desired outcome (type of job, wages,
hours, benefits, etc.). If the NOJO is not submitted to VR and approved prior to the job
start date, the milestone will be reimbursed 1 calendar week from NOJO approval.

16





STEP 3: INDIVIDUALIZED SUPPORT TO ACHIEVE STABILIZATION

@ Milestone 2, Support and Short-term Retention (4 calendar weeks on the
job) is for supports during the first four weeks on the job.

@ Additional supports outside of Milestone 2 may be funded separately at
the appropriate rate, if determined to be needed.

@ Additional supports that some individuals may need to ensure
achievement of stabilization and successful job retention, may include:

Assistive Technology

Job accommodations and/or modifications

Support in working through behaviors, issues with interpersonal skills, etc.
Additional benefits counseling

A variety of other on-site or off-site supports

@ The Employment Support and Retention Plan will outline specific support
needs and will be the ‘guide’ for determining the amount and duration of
supports needed. 2

&
91 I

Now that the person is on the job we are moving to step 3 — supporting the individual
on the job, with the goal of achieving stabilization.

First let’s review how this step is carried out for consumers who do NOT need
Supported Employment services, but may need other kinds of supports to be successful
on the job (i.e. job modifications, Assistive technology, short-term on the job supports).
The new Milestone 2 payment point funds on-site and off-site supports the consumers
needs during the first 4 calendar weeks on the job. When additional supports are
needed, those supports may be funded outside of and in addition to the milestone 2
payment. We'll get into much more detail about how this will work in later slides.

The Employment Support and Retention Plan is a document that will outline the

specific support needs and will be a guide to determining the amount and duration of
supports needed.
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STEP 3 CONTINUED: INDIVIDUALIZED SUPPORT TO ACHIEVE
STABILIZATION - SUPPORTED EMPLOYMENT

@ Milestone 2, Support and Short-term Retention (4 calendar weeks on the
job) is for supports during the first four weeks on the job.

@ Supported Employment Services (SE), including ongoing support services
necessary to support and maintain an individual with a most significant
disability (MSD) in supported employment may be funded in addition to the
milestone payments. This additional funding would typically begin after 4
calendar weeks on the job (after Milestone 2).

@ SE services may be provided by VR for up to 24 months. Fading of supports
should occur during this period with the goal of achieving stabilization.

¢ The Employment Support and Retention Plan will outline specific support
needs and will be the ‘guide’ for determining the amount and duration of SE
services and other supports needed; the plan will be updated quarterly to
demonstrate fading and progress toward stabilization. H

&
£9 1 I

Now let’s review how this step is applied to individuals with a most significant disability
(MSD) who require Supported Employment Services — SE services including ongoing
support services may be provided by VR for up to 24 months. Those services may be
funded in addition to the milestone payments. Again, milestone 2, support and short-
term retention, will generally fund those supports for the first 4 weeks (milestone 2
works out to be about 35 hours of support). There are always exceptions to this that
may point to a need to start the SE Funding sooner than 4 weeks. But generally,
additional funding for SE services would become available after completion of 4
calendar weeks on the job.

The ‘Employment Support and Retention Plan’ will serve as a guide in identifying and
justifying the amount and duration of SE services needed. The employment support
and retention plan will be updated regularly to demonstrate fading and progress
toward stabilization.
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SUPPORTED EMPLOYMENT SERVICES - A CLOSER LOOK

® Supported Employment Services involve ongoing support services
and other appropriate services needed to support and maintain an
individual with a Most Significant Disability (MSD) in SE for a period of
time generally not to exceed 24 months. Such services, such as job
coaching, are for individuals who have SE and long-term supports
identified on the IPE.

@  SE services are provided from the time of job placement through
achievement of stabilization and retention (90 days after stabilization).

@ Often, because of the nature and severity of the individual's disability,
there is a need for Extended Services that are provided by a State
agency, private nonprofit organization, employer, natural supports, or
any other appropriate resource that are funded outside of VR.

19
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SUPPORTED EMPLOYMENT SERVICES

Stabil‘\zation

VR Job Ongomg
upport
Placement Closure

Up to 24 Months of
supported employment Not less than 90 days

Y ~
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Here is a visual to show the SE process — note that the full version of the graphic can be
found on www.vrs.in.gov

After placement, VR may fund SE services including ongoing support services for up to
24 months. At some point during that 24-month window, the individual achieves
stabilization. Some people may stabilize quickly while others may take several months
or even a year or more. Once stabilization is achieved (which should occur after some
level of fading of those supports), then successful closure may occur no earlier than 90
days after stabilization. During this 90-day period, we will continue to go through the
transition to extended services process to ensure that if extended services are needed,
that those services are identified and we have a plan in place for how those will be
provided.

If at some point, someone needs additional VR support, the options to re-enter VR or
return through post-employment services remain as they do today.
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STABILIZATION

@ Stabilization is the highest level of independence a consumer is able to
attain after an appropriate period of supports, including SE services (up to
24 months) and jointly agreed to by the consumer and the VR counselor.

¢ |[ndividuals may achieve stabilization immediately upon starting the job, or it
may take many months.

¢ For individuals receiving SE services, there is an expectation that fading of
supports occurs prior to stabilization.

@ Fading is not always a linear process, and the amount of support each
individual needs may ebb and flow.

So as you can see, there are some significant changes to how we carry out step 3 —
support and short-term retention — under the new model. These revisions provide
more individualization, more flexibility, and a better way to ensure that individuals get
the supports they need to truly achieve stabilization. Stabilization should NOT be based
on a number of days the person is on the job. Stabilization will come at different times
for different consumers, and the determination that stabilization (the highest level of
independence a consumer can achieve) should be a very individualized process. In the
new model, there is more focus on fading of support and increasing of independence to
identify that stabilization has truly been achieved for each individual.
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STEP 4: RETENTION

@ Milestone 3, Retention is achieved when the individual has sustained
stabilization for a minimum of 90 days.

* Remember that for individuals receiving SE services, it may take many
months to achieve stabilization. VR may fund SE services for up to 24
months between the time of placement and achievement of stabilization.

» For SE individuals, during the 90 day period from achievement of
stabilization to achievement of Milestone 3 (Retention), there should be
a focus on transition to extended services (i.e. waiver funding, MRO,
natural supports, etc.).

@ As always, individuals may re-enter VR services through post-
employment services or a new application if a need arises after closure.

\

Step 4 is job retention. Retention is achieved when the consumer has sustained
stabilization for a minimum of 90 days. Milestone 3, Retention may be reimbursed no
sooner than 90 days following stabilization.

For SE consumers, remember that for those receiving Supported Employment services,
it may take many months to achieve stabilization. VR may fund those Supported
Employment services for up to 24 months between the time of placement and the
achievement of stabilization. Please note that this is a change from the current process
which requires only 60 days of retention after stabilization for Supported Employment
cases. The requirement as of July 1, 2015 is 90 days post-stabilization for ALL cases.

For SE consumers who need extended services, during that 90 day period from
achievement of stabilization to achievement of retention or Milestone 3, there should
be a focus on the transition to extended services which are funded through a source
OTHER THAN VR, such as Medicaid waivers, MRO, or natural supports.

And as always, an individual may re-enter VR services through post-employment
services or a new application if a need arises after closure has already occurred.
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SUMMARY OF KEY REVISIONS

¢ Elimination of 2 separate RBF ‘Tiers.’

¢ Maintain 3 milestone payments
=  Milestone 1 = Job Development and Placement (1 week on the job)
= Milestone 2 = Support and Short-term Retention (4 weeks on the job)
= Milestone 3 = Retention (90 days AFTER stabilization)

e Discovery activities are provided prior to milestone payments, funded per activity,
and are no longer paid under a milestone.

@ SE services (including ongoing support services) may be provided and funded
outside of, and in addition to, milestone payments.

e Expectation for increased VR counseling and guidance and VRC engagement in
the employment service process — a team approach vs. ‘handoff.’

¢ Reduced financial incentive to quickly reach ‘stabilization’ and closure by ensuring
adequate supports are available, including up to 24 months of VR-funded SE
services to ensure true stabilization.

RATE REFORM .

Now that we’ve looked at each step in the process in detail, let’s do one more review of
the overall key revisions. Again, these revisions are implemented July 1, 2015.

So, there are how many milestones in the new model? 3.

This new milestone structure replaces the current RBF Tier 1 AND RBF Tier 2 payment
structures. The new milestone payment structure will be utilized for any individual
needing job development, placement, and support, including individuals who require
Supported Employment Services as well as those who need other types of support.

Discovery is NOT funded through a milestone — instead, discovery activities are funded
per activity, and most are funded at an hourly rate.

Consumers will have access to additional supports, and therefore additional funding,
outside of and in addition to the milestone payments, and those additional supports
are buildable based on the individual need of each consumer.

It will be very important for VR engagement in the process to ensure a team approach
for employment services.

The financial incentive to quickly move through the steps, especially to quickly stabilize,
has been removed.
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APPLICATION OF REVISIONS TO CASE EXAMPLES

Let’s take a look at 4 case examples, reviewing how each individual
moves through the process.

oenn

JUAN | | SERENA | | ViCKY FRED

)

Now that we have a pretty comprehensive overview of the employment service
revisions — let’s apply the new model to some case examples.
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CASE EXAMPLE: MEET JUAN

Worked at Jiffy Lube for 5 years
Lives alone in an apartment and has a little family support
47 years old with steady work history

Experience in janitorial, maintenance, and some landscape
work and is good with tools and machinery

Military history

Generally good health though has less stamina and
strength now in his 40s

History of mental health issues, some indication of PTSD

Soft spoken and nervous, but also pleasant and able to
engage; can be forgetful

Dreams of owning a home where he can have a big garden

Good at picking up new info with practice and can follow
simple written directions; does not learn new things well
from written material only

No drivers license for the last 3 years

25
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CASE EXAMPLE: JUAN

Discovery

Begin Job
Development?

Job
Development/
Job Placement

(Milestone 1)

Support &
Short-Term
Retention

(Milestone 2)

Stable on the job?

Retention
(Milestone 3)
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CASE EXAMPLE: MEET SERENA

Currently living with mother in small, rural community
Mother and father are good supports

Recently graduated from college with BA in General
Studies

Interested in marketing, desktop publishing, or customer
service

Wants to work in an office environment; Interned at radio
station

Types 17 WPM, has basic computer skills

Good self-determination skills, organized, friendly, good
sense of humor

Good student who easily learns new information; reads on
college level

Has Cerebral Palsy and experiences some limitation with
fine motor skills

Good communication skills though some slurring of
speech

May require job accommodations

27
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Discovery

CASE EXAMPLE: SERENA

Begin Job
Development?

Job
Development/
Job Placement
(Milestone 1)

Support &
Short-Term
Retention
(Milestone 2)

Stable on the job?

Retention
(Milestone 3)

Note how the core process is the same for Serena as it was for Juan, but how other
supports are available to meet her needs and better ensure a successful outcome. Now
of course, we should have identified prior to job placement that Serena would require
some assistive technology and hopefully we were able to ensure Serena had the
appropriate AT in place day one on the job. But we should also follow up on how that
support (AT) is working for Serena and address any other specific technology and
support needs she has.
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CASE EXAMPLE: MEET VICKY

20 year-old high school student

Has IEP and is expected to exit with certificate of
completion next year

Lives with grandmother

Loves animals, helping others, being social; independent
with ADL's

Performs some housekeeping tasks — dishes, folding
laundry, using microwave

Some issues with personal space and being too talkative

at inappropriate times

2 grade reading level; learns by watching and doing;
works best with 2 or 3 step instructions

No formal work history; volunteer work at soup kitchen

Has Down’s syndrome and diabetes; otherwise in good
health

Participates in Special Olympics
Needs to identify a means of transportation

29
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CASE EXAMPLE: VICKY Discovery

Job Readiness

Begin Job

Development? Training

Job
Development/
Job Placement
(Milestone 1)

Support &
Short-Term
Retention
(Milestone 2)

Supported
Employment

'
Up to 24 months :

if needed £
Stable on the job 7 e

Yes

Retention
(Milestone 3)

Now we are getting to case examples where more intensive supports are needed. But,
note again how the core steps — the green on the screen here — remain. The flexibility
and individualization under the new system comes from the ability to fund additional
services and supports outside of that core process. It is also important that we stop and
ask some questions before automatically moving on to the next step. So after discovery
is completed and we’ve identified the vocational goal and nature and scope of services
needed to reach the goal, we need to be asking ‘is the consumer ready to begin job
development?’ In many cases and for many consumers, the answer will likely be ‘yes,
For Vicky, the answer was ‘no,’ because we needed to address the identified behavioral
issue regarding Vicky’s lack of understanding on appropriate personal space (Vicky is
the bear hugger we talked about during training).
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CASE EXAMPLE: MEET FRED

41 year-old man with developmental disability and OCD; 1Q=53
Lives in a group home and works at a sheltered workshop

Some family support, though they are not supportive of employment
goals

Fred is very productive at the workshop
Minimal work history — stocking, and assembling pizza boxes

Work attempts unsuccessful in the past, however his condition is
better controlled/more stable now

Quiet; uncomfortable around new people

Experiences significant anxiety with any disruption in routine
Talks to himself; sometimes using inappropriate language
Fascinated with plants; takes care of gardens at group home
Limited reading skills; needs instructions one step at a time
Once he learns a task, he performs it perfectly each time

Dependent on group home for transportation; needs job within 5
miles from home
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CASE EXAMPLE: FRED Discovery

Begin Job Additional
Development? Services Needed?

Job
Development/
Job Placement

(Milestone 1)

o

Support &
Short-Term
Retention
(Milestone 2)

Address
Reasons for
Losing Job

Up to 24 months |
if needed

'
1

'

1

Retention i
(Milestone 3) Yes: Stable on the job? St EE ]

While Fred has a lot happening here, can you still see the core process? And can you
see how additional services and supports are provided outside of that core? For
instance, we identified that after discovery Fred was not yet ready to move forward
with job development. We needed to address some specific issues first and did so
through transportation (bus) training. We also determined that Fred needed job
readiness training to address some specific behavioral issues.

Also, can you see how Fred didn’t necessary move through the system in a linear
process? He had a job loss and had to back up to job development — but the system is
more flexible and allows for that. This is not appropriate in every situation, but there is
flexibility to repeat milestone payments if that is the best course of action for the
consumer. In Fred’s case it was appropriate because the job development process was
pretty intensive for Fred and substantial effort was expected to be required to place
Fred in a new position.
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WHAT DID WE LEARN FROM REVIEW OF CASE EXAMPLES?

1. The system is flexible, individualized, and buildable
2. The core steps are the same for all:

Discovery

Ready to begin job development?

Job Development and Placement — Milestone 1
Support and Short-Term Retention — Milestone 2
Stable on the job?

Retention — Milestone 3

3. The system is designed to be responsive to all, including individual's:

who need intensive discovery as well as those with minimal discovery
needs

who need intensive support needs as well as those with minimal support
needs

who do not move through the system in a linear process
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DISCOVERY CASE ACTIVITY - BOB AND MARVIN

Review each case study and begin completing the Discovery Profile with
the information you have so far.

Overview of Discovery Profile (handout)

Remember that the purpose of Discovery is to gain insight into skills, interests,
personality traits, preferences, ideal conditions of employment and other
information that assists with development of an appropriate vocational goal,
and the nature and scope of services needed to achieve the goal.

Based on the information provided, what else do
you want to know about this person to continue
the discovery process?

What specific activities and tasks can be proposed
to gain the additional information, and why would
you choose those activities?
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OVERVIEW OF CHANGES - LOGISTICS

Review of key revisions and logistics

@ Rates

e Workflow

@ Documentation Requirements
@ Expectations

@ Transition of cases from RBF to the new system
@ Where to find more information
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RATES

Discovery
— Activities and costs will vary based on individual need

— Funded primarily at hourly rate of $42, with exception of work experience

which is funded at a weekly rate based on number of hours worked.

Placement/Support/Retention Milestones
— Milestone 1 Job Development and Placement (1 calendar Week)

= $1300

— Milestone 2 Support and Short-Term Retention (4 calendar Weeks) = $1500

— Milestone 3 Retention (90 days post stabilization)
Total Milestone payments

Supported Employment Services
— Monthly rate based on number of SE hours provided (see next slide)

RATES

= $1300
=$4100
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RATES CONTINUED

The Rates for Supported Employment Services are as follows:
Hours per Month = Rate

Needs
Independence v

If >30 hours of SE services per month are needed, additional hours will be funded at the hourly rate of $42/hour.

37

Here are the rates for supported employment services. Note that the payments are
based on the number of hours of support provided each month. This can include on-
site and/or off-site supports. As the hours of support decrease, the consumer is gaining
independence and fading is occurring. This monthly level funding structure allows for a
natural identification of fading. Some consumers may not ever get down to the lowest
level here — 1-5 hours and that’s ok, while others will reach this level or even 100%
independence and not require any extended services.

This SE level funding covers up to 30 hours of monthly support at the highest level.
There could be occasions where a consumer needs more than 30 hours of support for a
month or two. In those cases, hours beyond the 30 hours may be funded at the hourly
rate of $42.
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WORKFLOW

Start with Discovery; discovery is necessary for all individuals (SE or
non-SE) though specific activities and scope and duration of activities
will vary based on individual need,;

Determination as to whether the individual is ready to begin job
development;
YES - Begin job development

NO - What additional discovery is necessary before job
development begins?

Begin job development under the new milestone structure;

Obtain employment in line with Individualized Plan for Employment
(IPE) goal; if employment is not obtained identify whether there are
additional job readiness training activities necessary and/or consider
modifications to employment goal or strategies to achieving goal;

Milestone 1, Job Development and Placement (1 calendar Week of
> Employment) is achieved;

ome
o e
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This workflow represents the typical flow, however we recognize there are always
outliers and that not every consumer will move through the process in a linear manner.





WORKFLOW CONTINUED

P>
P>
P>
P>
g

Milestone 2, Support and Short-Term Retention (4 calendar Weeks
of Employment) is achieved,

‘Employment Support and Retention Plan’ is developed during the
first 4 weeks of employment;

Necessary supports are provided, including Supported Employment
services for individuals with MSD.

‘Employment Support and Retention Plan’ is reviewed/revised as
necessary, (at least quarterly);

Stabilization is achieved (the point in time where the consumer has
reached his/her highest level of independence on the job);

Milestone 3, Retention is achieved (individual has maintained

employment for at least 90 days after reaching stabilization).
me
=
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PROCESS FLOW - DOCUMENTATION

DOCUMENTATION

Discovery Profile §5

Job Readiness (e iy SR
Training Plan
—> Job Development

Notice of Job Offer m

Milestone Payment Verification

Employment Support & Retention Plan 22 Support and Sh?rt'
Milestone Payment Verification i folention,
<€ Si

Transition to < gbiliﬁtiog

Extended Services

—>  Retention
|

Milestone Payment B
. “Tm—

Verification

#

This slide provides a visual of the process flow along with documentation requirements
at each step of the process. The process on the right should look very familiar by now —
Discovery, job readiness training for those consumers who need this (note — job
readiness training is not a core step in the process but is included on this slide for
purposes of showing the documentation required), job development and placement,
support and short-term retention, achievement of stabilization, and finally retention.

It all starts with a referral from VR — the employment services referral form has been
updated but still a very similar form to what we are used to.

The discovery profile is used to document all of the info learned through discovery
activities and should be completed and submitted when discovery is ending and job
development is ready to begin. The discovery profile is a ‘living” document. So, if
discovery is going to go on for awhile - 2 months or more, then the discovery profile
should be completed as discovery activities and completed and submitted as it’s
completed monthly to provide back-up for monthly billing. Then a fully completed
profile must be submitted at the end of the discovery process when a vocational goal is
ready to be recommended.

If the consumer is receiving job readiness training — the job readiness training plan is
required.

40





Once we begin job development but there is not yet a job offer yet, monthly
communication is required from the provider to VR (email, progress note, phone call,
etc.). Once a job is offered, the Notice of Job offer will continue to be provided to VR.
After the completion of 1 calendar week on the job, the milestone payment verification
form can also be submitted for payment of milestone 1.

For the support step, the employment support and retention plan should be developed
and submitted by the completion of 4 calendar weeks on the job. The milestone
payment verification form can also be submitted at this time for payment of milestone
2. Remember, that for individuals who are receiving a longer duration of supports — the
employment support and retention plan must be updated at least quarterly up until the
point in time that stabilization occurs.

Once stabilization is achieved, the transfer to extended services form should be
completed and the transition to extended services process (for those who need
extended services) should occur.

90 days after stabilization, we reach the last step in the process — retention. At this time,
the milestone payment verification can again be submitted for payment of milestone 3.
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REVIEW OF FORMS - NEW FORMS

Discovery Profile

Documents information learned through Discovery activities, vocational
recommendation, strategies, expectations, and responsibilities

Living document submitted monthly during discovery with completed profile submitted
upon completion of Discovery process

Employment Support and Retention Plan

Documents specific supports needed in order for consumer to achieve stabilization,
should demonstrate fading and progress toward independence
Submitted by the completion of 4 calendar weeks on the job

Living document - updated at least quarterly, with monthly progress updates

Job Readiness Training Plan 7
@ OQutlines specific goals and training techniques for job readiness training /
@ Documents training progress and achievement of training goals ONLINE FORM

41

Forms are online at vrs.in.gov
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DOCUMENTATION REQUIREMENTS

In addition to the 3 new forms, Discovery Profile, Job Readiness Training
Plan, and Employment Support and Retention Plan:

¢ Employment Services Referral, Notice of Job Offer (NOJO), and
Transition to Extended Services forms will continue to be utilized
(appropriate updates have been made)

@ RBF payment point verification and RBF documentation verification forms
have been consolidated into one form (with appropriate updates), called
Milestone Payment Verification and Invoice form

¢ CBE Referral and Documentation, Plan for Employment Supports (PES),
Preliminary Employment Evaluation, and SEFA Stabilization Evaluation are
discontinued forms and no longer required

N oy

V.

ONLINE FORM 22

All forms are online at vrs.in.gov
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DOCUMENTATION REQUIREMENTS

PREVIOUS REQUIREMENTS NEW REQUIREMENTS

CBE Referral and
Documentation
PES Referral Form

Discovery Profile

Employment
+  Preliminary Notice of Job Offer Support and

Employment Milestone Payment Retention Plan
Evaluation Verification + Job Readiness

SEFA Stabilization Transition to Extended Training Plan

* RBF Documentation Services
Verification

Here is a visual to compare documentation requirements from the previous to the new
system. The forms on the far left will be discontinued and will no longer be required
once the new model is implemented and all individuals have transitioned to the new
model.

The forms on the far right are brand new forms that will be required beginning July 1.
The forms in the center — the overlap — are the forms that are currently being used and

that will continue to be used under the new model. Appropriate revisions have been
made to these forms, but they should look very familiar.

Old and being discontinued: PES, Preliminary Employment Eval, SEFA Stabilization Eval,
RBF payment point verification, RBF documentation verification

Documents from old system that will continue to be used: Referral form, Notice of Job
Offer, Transition to Extended Services

Brand new forms: Discovery profile, Employment support and retention plan, job
readiness training plan, Milestone payment verification and invoice form
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EXPECTATIONS

System modifications are consumer-driven, and therefore decision
making should also be consumer-driven

A team approach to employment services is expected
= Continue to strengthen and build relationships

Critical thinking is needed to make decisions based on each
individual consumers need

To help with decision making, first and
foremost consider what the consumer needs

Thinking outside of the box is OK!
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TRANSITION OF CASES TO NEW SYSTEM

@ Cases in RBF who have achieved milestone 2 or greater === continue in RBF

= Forindividuals needing intensive supports, the Employment Support and
Retention Plan should begin to be utilized.

= All ‘Tier 1" RBF cases that have reached RBF milestone 2, but have not yet
reached milestone 3 are required to have this plan completed. The preliminary
evaluation and stabilization forms are not needed for those cases.

= ‘Tier 1" RBF cases who have already achieved Milestone 3 (and are stable)
may progress to RBF Milestone 4 no sooner than 90 days after stabilization.

@ All other cases === fransition to new system

= |If milestone 1 is complete and sufficient discovery was performed, cases
should be transferred to new milestone 1, job development and placement

= |f milestone 1 has not yet been completed, cancel milestone 1 authorization
and initiate appropriate discovery activities.

@ Authorizations for new services/rates may be written as of June 19 with a July
1 service start date
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RESOURCES

Employment services manual
Forms

Flow charts

Training power point

FAQ

All resources will be posted at www.vrs.in.gov
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QUESTION & ANSWER
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WRAP UP

@ Questions may be sent to: VRProvider@fssa.in.gov.
¢ Awritten FAQ document will be compiled and posted online.

@ You are encouraged to begin looking at your own cases and thinking
about how the revised model will apply to those consumers.

Thank you for your time and attention!
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Vocational Rehabilitation Supported Employment Model

xhsn, Consumers identified as individuals with the most significant disability may need supported employment
i--,“' « Division of Disability and services in order to achieve competitive employment in an integrated setting.
A = Rehabilitative Services This graphic depicts the supported employment service model for a consumer with the most significant

disability achieving his/her employment goal. (The graphic also includes an outline of the VR Employment
Services Model’s Milestones.)

.,,,5“& Vocational Rehabilitation Services

vy

. . Stabilization ;
Milestone 1 Milestone 2 + Supported Employment Milestone 3

» »
» »

VR Job Ongoing §upport Retention Exterlded
Placement Services Services

Up to 24 Months of supported employment —p ‘ Not less than 90 days

ONGOING SUPPORT SERVICES: After the consumer is appropriately placed in a job, intensive on-going support services (e.g., job coaching) and other appropriate services (e.g., assistive
technology) are provided to the consumer by skilled job trainers and other qualified individuals to achieve and maintain job stability. Supported employment services needed to support
and maintain a consumer in his/her job may be provided by VR for a period of time that generally does not exceed 24 months.

STABILIZATION: For consumers that receive supported employment services (i.e., MSD consumers), stabilization is considered the point in time where the consumer has reached his/her
highest level of independence on the job after an appropriate period of supported employment services (i.e., up to 24 months) and is jointly agreed to by the consumer and the VR
counselor. With supported employment services, there is an expectation that fading of supports occurs prior to stabilization.

TRANSITION: After the determination is made by the VRC (with support information from the employment provider, employer, and the consumer) that the consumer has become stable in
his/her job, the VRC will need to confirm that the consumer has then maintained the employment outcome for not less than 90 days to ensure stability and independence on the job.
During the 90-day retention period (if not before), the VRC in coordination with the employment provider and consumer will assist the consumer in his/her transition to extended services.
As a VRC it is important to understand the consumer’s independence level of each job task, as well as work with the employment provider to identify consumer’s continued needs and
what appropriate supports are needed under extended services.

RETENTION: Retention is achieved when the consumer has sustained stabilization for a minimum of 90 days. A VRC may close the consumer’s case successfully when the following occurs:
a) the employment outcome is achieved, b) consumer and VRC consider the employment outcome satisfactory and agree the consumer is performing well, and c) consumer is informed of
the availability of post-employment services.

EXTENDED SERVICES: Extended Services are ongoing support services needed to support and maintain an individual with the most significant disability in his/her job and that are provided
by a State agency, a private nonprofit organization, employer, natural supports, or any other appropriate resource from funds other than VR.

POST-EMPLOYMENT: Post-employment services means one or more services that are provided subsequent to the achievement of an employment outcome and that are necessary for an
individual to maintain, regain, or advance in employment. Post-employment services are available to meet rehabilitation needs that do not require a complex and comprehensive
provision of services and should be limited in scope and duration. For example, such services are available to assist an individual whose job may be in jeopardy because of a conflict with
co-workers or the consumer needs assistance in learning a new skill because of a change of job duties.

REENTER VOCATIONAL REHABILITATION: A consumer may reenter VR if he/she needs complex and comprehensive provision of services, such as a new job and/or may need additional VR
services in order to prepare for, secure, retain, or regain employment.
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@ | Start with Discovery; discovery is necessary for all individuals (SE or non-SE) though specific activities and
scope and duration of activities will vary based on individual need

READY FOR JOB DEVELOPMENT?

Determination as to whether the individual is ready to begin job development

YES NO > ( What additional discovery is necessary before

job development begins?

fe

N

\

BEGIN JOB DEVELOPMENT

® | Begin job development under the new milestone structure

@

EMPLOYMENT OBTAINED?

Obtain employment in line with IPE goal; if employment is not obtained identify whether there are
additional job readiness training activities necessary and/or consider modifications to employment goal or

A

strategies to achieving goal

l: JOB DEVELOPMENT AND PLACEMENT ACHIEVED MILESTONE 1 =
.,_5 @ | Job Development and Placement (1 calendar Week of Employment) is achieved

MILESTONE 2 —

SUPPORT AND SHORT-TERM RETENTION

Support and Short-Term Retention (4 calendar Weeks of Employment) is achieved

EMPLOYMENT SUPPORT AND RETENTION PLAN

‘Employment Support and Retention Plan’ is developed during the first 4 calendar weeks of employment

NECESSARY SUPPORTS

S
2o Necessary supports are provided, including SE services for individuals with MSD

UPDATE EMPLOYMENT SUPPORT AND RETENTION PLAN

9@ ‘Employment Support and Retention Plan’ is reviewed/revised as necessary, (at least quarterly)

1 STABIILIZATION ACHIEVED
= L e Stabilization is achieved (the point in time where the consumer has reached his/her highest level of

independence on the job)

RETENTION ACHIEVED MILESTONE 3 =

'1-' '1' - Retention is achieved (individual has maintained employment for at least 90 days after reaching stabilization)
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[image: ]Vocational Rehabilitation Employment Services

Milestone Payment Verification & Invoice



		Consumer:

		[bookmark: Text1][bookmark: _GoBack]     

		Consumer ID:

		     

		VR Counselor:

		     



		Provider:

		     

		Provider Address:

		     



		Please check the appropriate box below indicating which payment point has been achieved.



		[bookmark: Check1]|_|

		Milestone 1: Job Development and Placement

		Cost: $1,300



		

		Requirements



		

		· Individual has maintained the job 1 calendar week

		Job Start Date:

		[bookmark: Text9](     )



		

		· Notice of Job Offer (NOJO) has been approved

		NOJO Approval Date:

		[bookmark: Text10](     )

		



		

		· Placement information is updated as applicable (i.e. updated weekly hours, wages, schedule, etc.)

		



		

		     

		



		

		· Supports are in place as applicable

		



		

		DATE MILESTONE WAS ACHIEVED:

		[bookmark: Text4](     )



		



		[bookmark: Check2]|_|

		Milestone 2: Support and Short-Term Retention

		Cost: $1,500



		

		Requirements



		

		· Individual has maintained the job 4 weeks

		Job Start Date:

		[bookmark: Text5](     )



		

		· Employment Support and Retention Plan has been completed 

· Placement information is updated as applicable (e.g., updated weekly hours, wages, schedule, etc.)

		



		

		     

		



		

		· Supports are in place as applicable

		



		

		DATE MILESTONE WAS ACHIEVED:

		[bookmark: Text6](     )



		



		[bookmark: Check3]|_|

		Milestone 3: Retention (90 Days After Stabilization)

		Cost: $1,300



		

		Requirements



		

		· Individual has retained employment for at least 
90 days after achieving stabilization

		Stabilization Date (Status 22 Date):

		[bookmark: Text7](     )



		

		· Placement information is updated as applicable (e.g., updated weekly hours, wages, schedule, etc.)

		



		

		     

		



		

		· Transfer to Extended Services documentation is completed and extended services are in place as applicable

		



		

		DATE MILESTONE WAS ACHIEVED:

		[bookmark: Text8](     )



		







image1.png








