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SECTION 1: LAW, REGULATION AND STATE PLAN

This manual relies on the authorities, which include the following:

PL 105220, Rehabilitation Act Amendments of 1998

34 CFR Parts 361, 363 and 365

PL 113128, Workforcdnnovation and Opportunities Act

State Plan for the Vocational Rehabilitation Services Program with supplement for the Supported
Employment Services Program

T
T
T
T

The Director of the Office of Vocational Rehabilitation (OVR) is responsible for the administeattb

all other provisions of law relating to the functions of OVR; is responsible for the preparation of a
consolidated State plan, which serves as the basis for CNMI's operation and administration of the
vocational rehabilitation prograrBupported Emplgment program, Independent Living Services, and the
Independent Living/Older Blind prograns responsible, upon receiving Federal approval of the State
plan, for the distribution of copies of the approved State plan to every field office operated b@efhe

and other appropriate entities.

The State plan will be developed and updated annually or when there is a significant and relevant change
in the information or the assurances contained in the plan, the administration or operation of the plan or
in the organization, policies or operation of the Designated State Unit. In developing and revising State
plans, the Director shall consider, among other things, the amount of funding available from the Federal
government for the programs of OVR, the conditiomsler which such funds are accepted and the
limitations of CNMI legislative appropriations for the programs.

The OVR is the Designated State Unit, which is primarily concerned with vocational and other
rehabilitation needs of individuals withisabilities. The OVR is an agency created under a federal/state
partnership to provide and facilitate direct services to people with disabilities in order to promote
independent living, skill development and eventual employment (Title I). OVR personsehmaet the
minimum qualifications as required under the Rehabilitation Act. OVR employs

Rehabilitation Counselorand support staff to assist program participants in understanding the
rehabilitation process, applying for and receiving services.OWiR employs staff whose purpose is to
conduct program planning and evaluation, provide for staff development and determine the extent of
rehabilitation facility utilization and the need for facility development.

OVR is located within the Office of the Gemnor and is tasked to extend rehabilitation services to
individuals with disabilities to prepare for, secure, retain, or regain employment.
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SECTION 2: OVR MISSION STATEMENTS

The Office of Vocational Rehabilitatioexists to provide information and/or services needed to improve
an individual 6s ability to become independent,

The mission of the Office of Vocational Rehabilitation is to increase employment and promote
independence amorgigible individuals with disabilities throughout the Commonwealth of the Northern
Mariana Islands.

VALUES

We value the rights, worth and dignity of persons with disabilities. We value all staff, their individual
talents, unique abilities and contritats to our mission. We value participatory leadership and
management at all levels. We value resources sufficient to enable partnerships that support our mission.

VISION

OVR envisions the CNMI as a Atrue island paradi
1 There is no disamination or fear about individuals with disabilities.
1 Qualified OVR staff, service providers, and employers assist individuals with disabilities compete

equally for employment with persons without disabilities.

Individuals with disabilities are recognizadt for their disabilities, but abilities.

Individuals with disabilities are respected, accepted, valued, active, independent, included in
family and social events, and integrated in all aspects of an island community environment.

1
1
PHILOSOPHY
We recognie and respect the contributions of all individuals as a necessary and vital part of a productive

society.

SECTION 3: EQUAL RIGHTS

Eligibility requirements are applied without regard to race, age, creed, color, gender, sexual orientation,
national origin or type of disability. No upper or lower age limit is established which will, in and of itself,
result in a finding of ineligibility for any person who otherwise meets basic eligibility requirements.

Discrimination occurs when a persortis eat ed di fferently based on th
religion or other status protected by law. It is the OVR policy to provide services to eligible persons with
disabilities without discrimination on the basis of physical or mental dityalzige, sex, color, ethnic

group, race, national origin, ancestry, religion, medical condition, sexual orientation, residency (must have
legal status to work in the CNMI and the United States) or marital status.

The Workforce Innovation and Opportunfgt (WIOA) of 2014 amended the Rehabilitation Act of 1973

and now requires vocational rehabilitation (VR) agencies to set aside at least 15% of their federal funds
to provide PreEmployment Transition Services (PEF'S) to students with disabilities whoeaeligible

or potentially eligible for VR services. Students must meet the WIOA definition of student with a
disability.
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SECTION 4: INFORMED CHOICE

Citations
The Rehabitation Ad of 1973, as anended:

Sections 2(c)(1), 100(a)(@): 10L (a)6)(C), (8)(A), (9)XB), and @9); 102(b)(1)(A), (2)(B) ard (C),
(3)(A) and (3)(E) (i) and {); 102d); and 103(a) and (a)(234 CFR 36152;

RSA Policy Directve-PD-O 1-03 (US Department of Educaion, Relabilitation Services Administration)

Policy Statement

It is the policy of the OVR that its Vational Relabilitation (VR) prograns "must povide applicats and
individuals eligible for VR serices with the opportuty to exercise informed choice tlughout the VR
processincluding making decisions abut the enployment goal, VR services and savice providers,
settings for employment and s&e provision, and metlods fa procuring sevices To enable an
individual to make such decisigrthe OVR must provide informatiosupport andssistance needed by
the indvidual. The OVR hae the responsibily to implement policies, proceduresd practicesand to
develop esources that enable applits and individuals eligple for VR services tox@rcise informed
chacethroughout theentire VR processthese policies, procedues and practices musebonsistert with
Federal statutory ad regulatoy requirements” Individuals who are applicants orgible for VR services
must be active and full partners in the VRopes, maing meaninful and informed choices. The
informed choices made by imndduals arenot binding but must be seriously osidered by the VR
progams nthe cevelopment and prasion of services.

Legal Requirements

1 Inform each applicat and individual eligible for VRserviges, through appropriatenodes of
communicationabout the oppaunities to exercise informed choit@oughout the VR mpcess
including tre anailability of support sevices forindividuds who require assistance iregcising
informed choice;

1 Assig applicants and eligible individuals in exercising informed choice in making
decisions related to the provision of assessmenicesr

1 Provide or assist eligible imndduals in acquiring iformation that enables them ®&xercise
informed cloice in thedevelopment oftheir Individualized Plans foEmployment (IE) with
respect to the settion of the employment oabme VR seavices and servie providers the
employmen setting and the setting which theseviceswill be prosided andthe methods for
procuing services

1 Develop and implement flexible procurement pods and methods that faciliéa the
provision of services and afford eligible indivials meaningful choices amompgocurement
methodsand

1 Ensure that the availakiiyiand scope of imrmed cheace is consistent with thebligation of the
VR programs

1 Counseling and guidance services include informatiol support services to assistiadividual
in exercising informed choicereinforcing the facilitatve and supportiveole of the Rehabilitation
Counselor

34 CFR 36152 (c) speifies the mirmum information abou sevices and seree poviders that
must be provided by the VR programs to applicants and eligidlieiduals during the qocess of
developing the IPE. The infimation includesthe cost, accessibility, and duratiof services; the types
of sewices; the degree tehich servie settings are integtad the qualifications of services providers
and to the extent available, fanmation about participantsatisfaction with those services. These
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regulations also suggest various methods and souncasduiring information about service providers
These methods mpanclude agency lis of sevices and servicerpviders; periodicparticipant satisfaction
surveys orreports referrals to other participantparticipant groups, or disability advisoppuncils
qualified to discuss the services or service providers; relevant accreditation, certification, or other
information relatinga the qualifications of service providers; and opportunities for individuals to visit or
experience various work and service provider settiighabilitation Counselors may also assist the
individual in the identification of information resources andiinfation gathering techniques. TO¥R

may also refer individuals to other participants, participant groups, disability representatives or reference
sources identified as qualified to discuss vocational goals, objectimelsyocational rehabilitation
services.

Implementation of Informed Choe
Implementation of informed choicghouldensure that the individual, or if appropriate, the individual,
through his or her representative:

1 Has a range of options from which to make decisions or, to the extent possible, the opportunity to

createnew pt i ons that wil|l meet the individual 6s

Has access to sufficient information about the consequences of various options;

Has skills for evaluating the information and for making decisions, or, to the extent possible, the

opportunity to develop such skills or support and assistance in carrying out these functions;

T Makes decisions i n a wanngthshrasburcesepridriteesmricerns,h e i
capabilities, and interests; and

1 Takes personal responsibility, the extent possible, for implementing the chosen options

1
1

Roles and Responsibilities
Effective implementation of informed choice depends on efforts of the individual and, as appropriate,
people important in the i melRelabildatioa Coursseldr.i f e, wor Kk

The Applicant and/or Eligible Individual

Exercising informed choice and taking more responsibility in the VR process makes demands on
individuals with disabilities, and may also make demands on other people in their livdse fuiky
engaged in the VR process, including development of the IPE, the individual must gather and use
information to the extent possible, participate in planning and problem solving, make and implement
decisions, and seek or identify needed resouese the IPE has been signed by both the individual and
the Rehabilitation Counselor, the individual assumes the responsibilities identified in the IPE for
implementing the decisions and achieving the employment outcome.

The RehabilitatiorCounselor

Implementation of informed choice has changed the role ofCtmesumeiRehabilitation Counselor
relationship, and in many cases Rehabilitation Counselors will serve more as facilitators of plan
development. (The Conference Report for HR 1385,Kfdoce Investment Act of 1998, House Report
105659, p. 355). The Rehabilitation Counselor facilitates the process with the knowledge of the
rehabilitation and VR process, an understanding of informed choice, information regarding rehabilitation
resourcesnd current labor market trends, and the experience of assisting other individuals through the
VR process.

It is generally the responsibility of the Rehabilitation Counselor to inform the individual alolatble

options for developing the IPE and faxeecising informed choice and to assure that the individual
understands the options. The Rehabilitation Counselor assists the individual during the assessment proces
to discover the individual 6s st r enatetthe Rehabditationl i t i
Counselor encourages the participation of family members and others in the VR process.
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The Rehabilidtion Counsdor dso assits the individual in execising informed chace, informing the
individual of services that spprt execising informed choice,and helps the indiidual link with any
neassay suppot services The Rehabilitation Counselor facilitatethe deselopment ofthe individual's
ability to gaher informéion and supports individuals inaking dedsions to the bestof the individual's
ability.

The Rehabilitation Coumkr works with the individual to build relatiorshipsand o align resouces that
will enable the ndividual to exerciseinformed cloice and to work toward the employment outcone.

The OVR andts VR Progrars

The OVR is responble to administerthe VR programsin a manr that supports tle joint efforts of the
individual and the RehabilitatitCounsebr. The OVR can provide such support by implemgéng poicies

and pocedures tit provide themaximum opporturty for individuals to &erciseinformed cloice, for the
Rehabilitation Counglor to support individuals in that effoend fa the devdopmentof employment ard

servie options that meea wide rage of indvidual needs

SECTION 5: RESIDENCY

There is no residency requirement for eligibility purposes. However, to apply for services, an individual
must be present in the CNMI to complete the Vocational Rehabilitation program and benefit from the
services provided throughdhndividualized Plan for Employment (IPE).

All applicants must comply with the Immigration Reform and Control Act of 1986. Unauthorized
Workers are prohibited from receiving vocational rehabilitation services.

AUnaut hori zed Wor k &wakerswhd dosiat possbse authariration tg beaemployed
pursuant to U.S. lawiRCA of 1986) This group includes workers who are in the CNMI legally for
various reasons (e.g. student visas, asylum applicants) but who nevertheless lack the authmovizakion t

AUndocumented Workero is used to describe i mmi
workers form a subset of the immigrant population that is unauthorized to work.

SECTION 6: REFERRAL OF PARTICIPANTS

Referral Information
Inquiries regarding vocational rehabilitation or other services will be arsway the involved sta
member, referred to a more knowledgeable stafifnber or referred to the Client Assistance Program.

OVR will maintain accurate and updated listing$-ederal State, local governmental, private and private
nonprofit agencies and organizations which assist and/or provide services to individualsabilities
and their familiesTo the extent possible, when referring persons for assistancerasdrvices from
another agency or organizatjostef of OVR will utilize existing information/referral systems the
CNMI such as those available througle Client Assistancerégram (CAP)

Referral of Employees and/or Relative of Employees
Applicants that are VR employees or relatives of VR employees will be referred to a Rehabilitation
Counselorchosen by the OVR Director

The Rehabilitation Counselor will notify the OVR Director of any employee or employee relatives who
have applied foiservices to ensure compliance with this policy and procedures

The employee may not access case file documentation electronically or by hard copy at any time unless
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the request for information goes through appropriate channalthe Rehabilitation Gmselor and an
authorization to release confidential information has been completed. When a request for infdrasation
been properly executed, the information will be provided to the employee via the Rehabilitation
Counselor.

The employee may not disauthe status of the case with the Rehabilitation Counselor or other VR staff
during work hoursBreak times or lunchtime is the appropriate time to contact VR staff unless the
employee chooses to take annual leave.

In the rare circumstance in which a @ant of interesthas been determined anavoidable due to an
applicant 6s/ ctothesQVRBire€tw and/@ stath offslandVocational Rehabilitation
entity in the U.S. or insular areas will bglized to assist with eligibility determinations and the
rehabilitative process.

SECTION 7: MANAGEMENT INFORMATION SYSTEM (MIS)

Information about the Vocational Rehabilitation Services progranbedound in the Rehabilitation
Services Administration (RSA)Management Information System. The MIS contains forms, data, and
reports from various state VR agencies.

Reports include:

RSA Annual Review Report (ARR): This is a good placstéot if you want an overview of your state
VR agency. The report is prepared by the RSA and combines information from other reports to show
how the agency is performing as compared to other agencies and prior years.

CAP Corrective Action Plan.

RSA-2 Annual Vocational Rehabilitation Program/Cost Report.
RSA-113 Quarterly Cumulative Caseload Report.

RSA-692 Grant Reallotment Form. RSA Grant Reallotment Form
RSA-722 Resolution of Applicant/Client Appeals.

RSA-911 Case Service Report

SF425 Feder&Financial Report.

OVR Portion of the Unified State Plan (USP)

WIOA Common Performance Measures

Individuals who wish to read the available reports may kisit//rsa.ed.gaaboutyour-state.cfm
select the appropriate stat¢he Northern Mariands and select the appropriate report.

SECTION 8: APPLIC ATION FOR SERVICES, ASSESSMENT FOR DETERMINATION OF
ELIGIBILITY, ELIGIBILITY AND ELIGIBILITY EXTENSION

An application is a signed and dated request for services. It may be an agency form, an Internet
application, a letter or other equivalent. Evidence of signature may be, as appropriate, a witma$sing
audiotape or TDD record.

TDD is an acronym for tecommunications device for the deaf, an electronic devise for text
communication over a telephone line, that is designed for use by persons with hearing or speech
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difficulties.

The formal date of application is the date that the Q¥geivesthe appliciion. A date stamp will be
affixed to the application upon receipt. Any lag time between the receipt of the application (mailed in,
handed in after orientation, etc.) and intake interview is counted toward tiday6eligibility
determination timeframe.

A Rehabilitation Counselor or designee may review and screen an applicant, who is seeking service,
preferably within 30 days (from the date the application is received), to learn if the person would be more
suitably served by another employmémtused osocial services program. Referrals to other appropriate
outside entities will be made. If an application is submitted, a standardized intake summary will be
completed. Referrals to other appropriate outside entities will be made if the individual istdooed
ineligible, or if the individual decides that appropriate services would be better provided through another
service provider.

In the event an individual makes an informed choice not to pursue competitive integrated employment,
OVR must refethat individual to appropriate programs and services providers best suited to address the
individual 6s specific rehabilitation, i ndepend
referral, OVR must:

1 Explain to the individual that the purposetbE vocational rehabilitation program is to assist
individuals to achieve an employment outcome that is defined as entering, advancing in, or
retaining fulktime or, if appropriate, part time competitive integrated employment ( including
customized employent, selfemployment, telecommuting, or business ownership), or supported
empl oyment t hat i s consi stent with the 1ind
concerns, abilities, capabilities, interest and informed choice.

1 Provide the individual wh information concerning the availability of employment options, and of
vocational rehabilitation services, to assist the individual to achieve an appropriate employment
outcome.

1 Inform the individual that services under the vocational rehabilitatiograno can be provided to
eligible individuals in an extended employment setting if necessary for purposes of training or
otherwise preparing for employment in an integrated setting. [Extended employment is defined as
work in a nonrintegrated or shelteredetsing for a public or private nonprofit agency or
organization that provides compensation in accordance with the Fair Labor Standards Act];

1 Inform the individual that if he or she initially chooses not to pursue an employment outcome, he
or she can seelesvices from OVR at a later date if, at that time, he or she chooses to pursue an
employment outcome;

1 Refer the individual, as appropriate, to the Social Security Administration in order to obtain
information concerning the ability of individuals with ddléies to work while receiving benefits
from the Social Security Administration.

An assessment of eligibility and the determination of eligibility shall be made as soon as possible, but the
time may not exceed 60 days after the individual has appliedRoservices. However, the individual

and Rehabilitation Counselor may agree on a specific extension of time due to exceptional and unforeseer
circumstances beyond the control of the individual or OVR.

The Rehabilitation Counselor and applicant ateghé extension as evidenced by both of their signatures
on the waiver form. The Rights and Responsibilities will be provided to each applicant during intake.

Assessmentor Determination of Eligibility
An assessment of eligibility is requireddocument eligibility and must be completed within 60 days after
receipt of application unless Rehabilitation Counselor and applicant agree that more time is warranted.

The assessment places primary emphasis upon determining whether an applicanei$cligsiohtional
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rehabilitation services based, to the maximum extent possible, on a review of existing information (i.e.,
medical, psychological, school, Social Security records).

The assessment may include evaluations or other assessments conducialifieg personnel of the
potential to benefit from rehabilitation technology services.

If existing data does not describe the current functioning of the individual, or is unavailable, insufficient,
or inappropriate, OVR shall base its eligibility detemation on an assessment of additional data resulting
from the provision of VR services.

A written statement of eligibility must be included in the OVR case service record. Individuals who are
determined ineligible for VR services shall be informed ofdbeision in writing, and be provided a full
consultation including the reasons for the determination of ineligibility, notification of their appeal rights,
and information about the Client Assistance Program (CAP).

Eligibility/Extension

All eligibility determinationsmust be completed within 60 days from the date the application is received
unless exceptional and unforeseen circumstances beyond the control of OVR or the individual preclude
making an eligibility determination within 60 dayand the OVR and the individual agree to a specific
extension of time, as required by 34 CFR 361.41.

An applicant is eligible for vocational rehabilitation services if the individual:

a. Is an individual with a disability, and,

b. Has a physical or mental pairment which for such individual constitutes or results in a
substantial impediment to employment; and can benefit in terms of an employment outcome from
vocational rehabilitation services; and,

c. Requires vocational rehabilitation services to prepareeioter into, engage in, advance in, or
retain employment; and,

d. Has legal status to allow employment in the CNMI or the United States.

Eligibility is determined in accordance with A., B., C. and D. above. Those individuals whose vision can
be restoreda normal with correcting lenses do not meet the criteria of blind or visually impaired.

An applicant who is allowed Social Security Disability Insurance (SSDI) or Supplemental Security
Income (SSI) under Title 1l or Title XVI of the Social Security Acterts criteria A above. [Verification

of benefits, as evidenced by Social Security Administration (SSA) documentation, is all that is required
to determine eligibility.] Medical documentation will be acquired to assist in service identification for
vocatioral rehabilitation needs. [Eligibility ipresumedso long as the individual intends to achieve an
employment outcome consistent with the unique strengths, resources, priorities, concerns, abilities,
capabilities, interests and informed choice of the inldigl.] No additional tests shall be used to validate

a SSA disabled recipient's intent to work. Staff may reiterate the program's focus on employment
outcomes. The OVR may make an ineligibility determinationcldar and convincing evidence
demonstrates #t the applicant is incapable of benefiting in terms of an employment outcome from
vocational rehabilitation services due to the severity of the disability of the individual.

Individuals with disabilities, including individuals with the most significdistbilities, are presumed to
be capable of benefiting in terms of an employment outcome from vocational rehabilitation services.
The presumption of any individual's ability to benefit from vocational rehabilitation servicesniydye
rebutted as relatketo the severity of an individual's disability through the provision of a period of trial
work experience, as described in Section 12; and/or extended evaluation.

The presumption of eligibility shall not be construed to create an entittement to anyowalcat
rehabilitation service.

The eligibility requirements are appligdthout regard to the particular service needs or the anticipated
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cost of servicesequired by an applicant or the income level of an applicant or the applicant's family.

Ineligibility Determination
An individual may be determined ineligible for services if:

1 An individual does not have a physical or mental impairment, which constitutes or results
in a substantial impediment to employment; or

1 Clear and convincing evidence demonstrates that the individual cannot benefit in terms of
an employment outcome fromocational rehabilitation services; or

1 An individual does not require vocational rehabilitation services to prepare for, enter,
engage in, advance in, or retain competitive integrated employment

The following conditions must also be met when an inellity determination is made:

a. The determination is made only after providing an opportunity for full consultation with
the individual, or, as appropriate the individual's representative;

b. The participant has been informed in writing, supplemented bgr atippropriate modes
of communication, of the determination, including the reasons for the determination, as
well as requirements and means by which the individual may seek remedy for any
dissatisfaction;

c. The individual is provided a description of\@ees available under the Client Assistance Program
and how to contact the program;

d. The individual is referred to other training or employrestated programs that are part
of the onestop service delivery system under the Workforce Innovation and @pggrAct; or
to Federal, State, or local programs or service providers, including, as appropriate, independent
living programs and extended employment providers, best suited to meet their rehabilitation needs,
if the ineligibility determination is basexh a finding that the individual has chosen not to pursue,
or is incapable of achieving, an employment outcome;

e. If the determination has been made based on a finding that the individual is incapable of
achieving an employment outcoma, review of the detrmination must be made within
12-months and annually thereafter if requested by the individual, or if appropriate, the
individual's representative. The review of ineligibility determination need not be
conducted if the individual has refused servitee individual has refused a review of
the ineligibility determination, the individual is no longer in the CNMI, the individual's
whereabouts is unknown, the individual's medical condition is rapidly progressive or
terminal. (CFR361.43)

Both a deternmiation of ineligibility and the results of an ineligibility review will be recorded in the case
service record.

(Note: If the final 30/60 day falls on a holiday or weekend, then an extension is allowed to the next
business day)

SECTION 9: THE IDENTIFICATION AND REPORTING OF SSDI/SSI RECIPIENTS

The Rehabilitation Counselor is responsible for:
a. ldentifying and reporting the recipient or potential recipient (an individual who has applied for
SSDI/SSI, but is pating a decision); and,
b. Verifying SSDI/SSI benefits.

The thorough and accurate completion of reporting documents is essential since this information is
required to verify and track recipients for the SSA/VR Reimbursement Program.
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How To Identify The SSDI/SSI Status Of Applicant

An inquiry about Social Security benefits should be made during the intake interview. Recipients or
potential recipients may be identified by asking the participant, parent or guardian if the individual
receives SSDI/SSI benefits; the type and amouthefenefits; how long the individual has received
benefits; and which, if any, medical benefits are received (from the medical card). Additional sources of
information to identify benefits include a copy of an award letter, viewing the monthly beneft one

SSA referral information from the Social Security Administration. If the participant receives SSDI
benefits under an insured worker parent or spouse, such as survivor's benefits to a disabled spouse or chilc
document both the social security numbgthe insured relative and the participant.

Where To Report The SSDI/SSkatus
Rehabilitation Counselors are to be diligent in following up with participants who have been awarded
benefits after application for vocational rehabilitation services.

a. Note briefly the following information in the financial section of the intake interview summary;
the source, the type and amount of benefits, medical benefits, and the social security number of an
insured parent worker if pertinent.

b. Rehabilitation Counselors Wicomplete the application. The Rehabilitation Counselor will
complete the intake components of the application and/or narrative. Check the appropriate code
for the primary source of support:

1 Public Assistance, at least partly with Federal funds (SSIpand
1 Social Security Disability Insurance (SSDI)
c. Complete the CLOSURE form for every case, which is closed.

Verification For SSA/VR Reimbursement Program

Verification of the SSDI/SSI benefits of all individuals reported as recipients at anydtinmg the
rehabilitation process and closed in an employment outcome will be requested from the Social Security
Administration (SSA).

SECTION 10: ORDER OF SELECTION

I n the event that OVR is unable to serve all el
significanto disabilities wild.l be served first
consumersre placed on a prioritized wiag list by level of significance of disability and are served when
funding and resources are available.

Order of Selection for Vocational Rehabilitation Services

The OVR has the responsibility to provide an organized and equitable method to serveatsliwith
disabilities. f it is anticipated that all eligible individuals who apply for vocational rehahiib services
cannot be servethe OVR will:

a. Determine the need for an Order of Selection

b. Time the establishment of an Order of Selection

c. Develm priority categories for an Order of Selection

d. Implement and monitoring an Order of Selection

e. Determine a priority category for each eligible individual

f. Manage the resources available for the provision of vocational rehabilitation services for each
fiscal year

g. Assure that first priority for vocational rehabilitation services is given to individuals with the most
significant disabilities
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h.

Assure the Acommonweal th widenesso of the Or
Define the circumstances under which the OVR will not regair Order of Selection

Determination of Need for Order of Selection for Vocational Rehabilitation Services

Prior to the beginning of each fiscal year, the OVR will:

a.

b.

C.

Project the cost of determining eligibility for all applicants for vocational rehaklitgervices in
the next fiscal year; and

Project the cost of serving, in the next fis
in place at the end of the current fiscal year; and

Project the cost of serving, in the next fiscal year, individwélgsel PEG6 s wi | | be pu
that year

After the start of a fiscal year, the Director of OVR will declare Vocational Rehabilitation Programs under
Order of Selection fovocational rehabilitation services when the budget information available indicates
that the projected resources (staff and funding) available for vocational rehabilitation services identified,
for the remainder of the fiscal year, are not adequate toatigebjected costs for the remainder of the

year.

(Note Authority cited: 34 CFR 361.36 (entije)

Order of Selection for Vocational Rehabilitation Serviceslstalbe based on the following:

S@~ooo0oTp

Any geographical location of residency within the CNMI

Any duration of residency requirement, provided the individual is available to participate

Type of disability

Sex, race, age, religious creed, color, ancestry, national origin, sexual orientation, or marital status
Source of referral

Type of expected employmeoutcome

The particular service need or anticipated cost of services required by an individual, and

The income | evel of an individual or an indi

(Note Authority cited: 34 CFR Sections 361.5(b)(30) and 361.36

The following definitionsapply:

a.

AAccommodati ond for the purpose of evaluati.|
any type of assistance required as a result of an impairment including, but not limited to, work site
adaptation, job restructuring, assistigehnology devices, personal assistance services, prescribed
medication, alternate media, or prosthesis.

AAssessO or RAAssessment, o for the purposes

i mpact of the | imitati onabilitypconsideredin a flll rdnge ola n i
environments. This assessment takes place after an individual has been determined to be eligible
for services from the OVR or the Services to the Blind and Visually Impaired.

AExt ended Period ofsixmdanthee 0 means mor e t han
AFunctional Capacity Areao means cocamwark cat i
skills, work tolerance dexterity/coordination, and sedfirection which are impacted by an
individual 6s disability.

ACommuni cat i abilitpto use, give and/orheeeive information.

Al nterpersonal Skillsodo means the ability to
others.

AMobilityo means the ability to move from pl
A SeClafr e 0 means t h éorpaeribimlactivities of daily lvihga n an d

AWork skill so means the ability to sustain t
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rk Toleranceod0 means the ability to sustai
evel of Signi fi canc e the followihg: @ significant gisabilityne a n ¢
(disabled), significantly disabled, or most significantly disabled as determined by the following
criteria:i
. No Significant Disability (Disabl ed) omeans
criteria:
1. Who has no serious limitation in terms of an employment outcome in any functional capacity
area; or
2. Who vocational rehabilitation is not expected to require multiple vocational rehabilitation
services, or
3. Whose vocational rehabilitation is not expected to ireqan extended period of time

m. Significantly Disabledneans an eligible individual who meets the following criteria:

1. Who has a serious limitation in terms of an employment outcome in at least one functional
capacity area, and

2. Whose vocational rehabiliiah can be expected to require multiple vocational rehabilitation
services, and

3. Whose vocational rehabilitation can be expected to require an extended period of time, and

4. Who has one or more physical or mental disabilities resulting forputation, arthritis,
autism, blindness, burn injury, cancer, cerebral palsy, cystic fibrosis, deafness, head injury,
acquired traumatic brain injury, heart disease, hemiplegia, hemophilia, HIV infection,
respiratory or pulmonary dysfunction, mental rdédion, mental illness, multiple sclerosis,
muscular dystrophy, muscugkeletal disorders, neurological disorders, (including stroke and
epilepsy), spinal cord conditions (including paraplegia and quadriplegia), sickle cell anemia,
specific learning disality, end-stage renal disease, or another disability or combination of
disabilities determined on the basis of an assessment for determining eligibility and vocational
rehabilitation needs to cause comparable substantial functional limitation, or

5. Who hasa disability or is blind as determined pursuant to Title Il or Title XVI of the Social
Security Act (42 USC 401 et seq. and 1381 et seq.)

(Note: If the OVR and the Services to the Blind and Visually Impaired are serving only individuals who
are the Most ignificantly Disabled under Order of Selection, the OVR shall complete the Significance of
Disability Instrument, to determine whether they are Most Significantly Disabled.

n. Most Significantly Disabledneans an eligible individual who meets the followanigeria:

1. Who has a serious limitation in terms of an employment outcome in atHesstunctional
capacity areagmobility, communication, selfare, seHdirection, interpersonal skills, work
tolerance, or work skills)and

2. Whosevocational rehabilitation can be expected to require multiple vocational rehabilitation
servicenver an extended period of tirrend

3. Who has one or more physical or mental disabilities resulting from amputation, arthritis,
autism, blindness, burn injurgancer, cerebral palsy, cystic fibrosis, deafness, head injury,
acquired traumatic brain injury, heart disease, hemiplegia, hemophilia, HIV infection with
clinical evidence of immunosuppression, respiratory or pulmonary dysfunction, mental
retardation, metal illness, multiple sclerosis, muscular dystrophy, mussktdetal disorders,
neurological disorders (including stoke and epilepsy), spinal cord conditions (including
paraplegia and quadriplegia), sickle cell anemia, specific learning disabilibgizagelrenal
disease, or another disability or combination of disabilities determined on the basis of an
assessment for determining eligibility and vocational rehabilitation needs to cause comparable
substantial functional limitation; or
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4. Who has a disabilitgr is blind as determined pursuant to Title Il or Title XVI of the Social
Security Act (42 USC 401 et seq. and 1381 et seq.) and who has a serious limitation in terms
of an employment outcome in at least four functional capacity areas, receives disability
blindness payments under title I, 11, X, XIV, or XVI of the Social Security Act [42 U.S.C. 301
et seq., 401 et seq., 1201 et seq., 1351 et seq., 1381 et seq.] or receives disability retirement
benefits from a governmental agency because of a disabdiigidered permanent under
section 221(i) of the Social Security Act (42 U.S.C. 421 (i)).

oo iMul tiple Vocational Rehabilitation Service
services, excluding counseling and guidance, services to family memlktsarasportation.

p. AiPriority Categoryo means the order in whicl
established, first, based on their level of significance of disability, and second, their date of
application.

g ASeri ous LTiemimsatoiformni Empl oyment Outcomeo me
to perform, due to severe physical or mental impairment

rr iTransportationo for the purposes of Order ¢
modes of travel. The purchase ofehicle, vehicle modification, repair, and mobility evaluation
are not defined as transportation for purposes of determining the need for multiple vocational
rehabilitation services.

(Note Authority cited: 34 CFR Sections 361.5(b)(6)(30) and (31)i)ifili) and 361.36 (entire)

Order of Selection for Vocational Rehabilitation Services Process
If the number of individuals eligible to receive vocational rehabilitation services must be limited, the
following Order of Selection for VocationBlehabilitation Services shall be implemented:

a. A determination will be made as to which priority categories can be served by comparing the
projected costs of serving all individuals assigned to a priority category, and the projected
resources available toewst these costs

b. All eligible individuals assigned to a priority category, who do not have a signed IPE, shall be
noti fied, in writing, of the OVROGs intentic
Rehabilitation Services. If the individual chooses,designated representative may receive
notification on his/her behalf

c. The Order of Selection for Vocational Rehabilitation Services shall be effective ten (10) working
days following the Directoroés decloadermtvhichbn. T
services wil/l be provided may be prior to th

Upon implementation of the Order of Selection for Vocational Rehabilitation Services:
a. Individuals whose IPE was written and signed prior to implementatioh&irginue to receive
services including additional services subsequently identified as necessary to complete their IPE.
b. Il ndividuals who were determined eligi balee pri
not been written and signed, shall begssd to a priority category.

Following implementation, services shall be provided to individuals in priority categoriesSallomeng
order:
a. Eligible individuals determined to be most significantly disabled, as defined in Definitions,
beginning with the earliest application date
b. Eligible individuals determined to be significantly disabled, as defined in Definitions, beginning
with the earliest application date
c. All other eligible individuals determined to have no significant disabisitgefined in Definitions,
beginning with the earliest application date
d. When eligible individuals determined to be significantly disabled can be served, all eligible
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individuals determined to be most significantly disabled shall be served regardlesslatetioé
application

e. When eligible individuals who are determined to have no significant disability can be served, all
eligible individuals determined to be significantly disabled shall be served regardless of the date
of application

Individuals who are nancluded in the priority category(ies) being served shall be placed on a waiting
list in accordance with Monitoring the Order of Selection for Vocational Rehabilitation Services.

(Note Authority cited: 34 CFR Sections 361.5(b)(6)(30) and (31)(i)i{i)dnd 361.36 (entire)

Modifying Order of Selection for Vocational Rehabilitation Services

When the Director of OVR has declaradOrder of Selection for Vocational Rehabilitation Services, at
least a quarterly review will be done to determine whetherprojected resources available to serve
individuals in priority category/iecurrently being servedire adequate to meet all projected costs for
such individuals for the remainder of the fiscal year.

If the review indicates that the projected resesrare inadequate to serve individuals in priority categories
currently being served, the priority categories being served will be reduced accordingly. Individuals in a
priority category no longer being served, whose IPE was written and signed prigriéonentation of

the reduction shall continue to receive services including additional services subsequently identified as
necessary to complete their IPE.

If the review indicates that the projected resources are adequate to serve only individualstyn prior
categories currently being served, no change will be made in the priority categories being served.

If the review indicates that the projected resources are adequate to serve individuals in additional priority
categories, those categories will be sdrve

The Director shall make a declaration of any change in priority categories.
(Note Authority cited: 34 CFR 361.36 (entije)

Determining Level of Significance of Disability
Assessing the level of significance of disability shall be:
a. A collaborative effort on the part of the OVR staff and the individual with a disability and, as
appropriate, his/her family, or advocates, or designated representative; and
b. Based on information collected from a wide variety of sources; and
c. Basedonareviewf the individual s daily |[|ife, i ncl
considering an individual ds ability to part
employment outcome; and
dA consideration of 't he i rnspimeath ofdhe furectional capadity i d u
areas (communication, interpersonal skills, mobility ,-sate, work skills and work tolerance)

When assessing the functional impact of the disability, OVR staff shall, in collaboration with the
individual and/orte i ndi vi dual 6s r e pBagcsSermices Eligibiity and Bevarity | e t
Criteria Guidelinesindicating whether any serious limitation in terms of an employment outcome exists
in each of the functional capacity areas. The following factorsoabe considered in determining if a
serious limitation in terms of an employment outcome exists in each functional capacity area. The factors
listed below and on thEligibility and Severity Criteria Guidelinef®r each of the functional capacity

areas a not considered to be aticlusive or fully comprehensive.

A serious limitation in terms of an employment outcome is indicated in the area of communication when,
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as a result of the physical and/or mental impairment:
a. The individual requires accommodatitinuse, give and/or receive verbal/auditory information; or
b. Theindividual requires accommodation to use, give and/or receive visual information
c. A serious limitation in terms of an employment outcome is indicated in the area of mobility when,
as a resuldf the plysical and/or mental impairment;
d. The individual requires accommodation to move from place to place; or
e. The individual is limited in terms of distance and/or terrain that can be traveled

A serious limitation in terms of an employment outcommdscated in the area of interpersonal skills
when, as a result of the physical and/or mental impairment, the individual requires accommodation to
establish and/or maintain appropriate interactions with others.

A serious limitation in terms of an employmeoutcome is indicated in the area of gs&lfe when, as a
result of the physical and/or mental impairment, the individual requires accommodation to plan and /or
perform activities of daily living.

A serious limitation in terms of an employment outcommdicated in the area of work skills when, as a
result of the physical and/ortellectualimpairment:
a. The individual requires accommodation to sustain the required level of work function; or
b. The individual is restricted from working in certain wakvironments, which may include, but
are not limited to, cold, heat and noise

he i

n gnat ed
the fo

d S i
r he i ndivi

vi dual , 0
S

[ the individual 6s de
m and it [ t

[ be included in

(Note Authority cited: 34 CFR Sections 361.5(b)(6)(30) and (31) (i) (i) (iii) and 361.36 (entire)

Waiting List

Upon determination in accordance with the Determination of Need for Order of Selection for Vocational
Rehabilitation Services that an OrdéSelection must be implemented, the OVR shall establish a waiting
list.

Level of Severity of Disability
(LSOD)

6 FUNCTIONAL CAPACITY AREAS:

Mobility Communication SelfCare Interpersonal Skills Work Skills  Work Tolerance

Category | Four or more impacts:
Most Significantly Disabled needs for multiple services over an extended period.
Category I One of more impacts:
Significantly Disabled needs for multiple services over an extended period.
Category Il No impacts:
i no needs for multiple services, no needs over an extended p
Disabled
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OFFICE OF VOCATIONAL REHABILITATION

SUPPORT & SUPPORTED EMPLOYMENT
ELIGIBILITY AND SERVERITY CRITERIA GUIDELINES

Applicant: Case No.:

ELIGIBILITY CRITERIA

1.  Evidence of physical or intellectual disability.
[] Show sufficient evidence that the individual has an impairment.
[] Show evidence that the individual receives SSI or SSDI benefits due to a disability.

Evidence that the individual requires vocational rehabilitation services to prepare for, enter, engage in, or retain
employment.

Provide evidence that the service or services will address the employment impediment(s) caused by the
impairment.

3. [ Has a legal status to allow employment in the United States and insular areas.

[] Provide evidence that at least one VR service was necessary for the individual to obtain or maintain employment.

SEVERITY

[0 Meets Vocational Rehabilitation eligibility criteria.
[0 Has one (1) or more chronic impairments (duration of more than 6 months) which impact one (1) or more
functional areas. These include:

L] Mobility

Unable to use regular transportation without special adaptations assistance
Unable to obtain drivers license due to disability
Cannot travel alone in unfamiliar areas

Needs adaptive equipment for ambulation

Oooood

Bending affects mobility
[0 Work Tolerance

[J Unable to climb 12 steps or walk 100 yards on level surface without pausing
[J Cannot sit/stand for more than 3 hours

[J Unable to concentrate and fulfill daily assignments
U Dexterity/Coordination

] Unable to button buttons, wind watch, etc.
[ ] Loss of use of dominant hand

[J Significant impairment of motor function

OVR-06a Eligibility Guidelines
Page 1 of 3 Revised: 07/2014
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[0 Communication

[J Talks excessively, interrupts, intrudes
[J  Speech unintelligible
[0 Below 5" grade reading, spelling or math level

[0 Hearing impairment affects employment
] Self Care

[J Difficulty managing tasks due to memory loss
[J Places self at risk due to poor decision-making/reasoning, judgment
[ Significant impairment of motor function

[0 Requires attendant care
(]  Self Direction

[] Places self at risk due to poor decision-making/reasoning, judgment
[] Significant impairment of motor function
[0 Requires attendant care

(1 Interpersonal Skills

[] Social isolation, withdrawal/rejection
Poor peer relationships/interactions
Fails to understand obvious social cues

L]
L]
[ Frequent grossly inappropriate behavior
] History of anti-social behavior

O

Low Self-Esteem

Limited job training

Lack of work history

Limited job training and work history
Disability affects work skills

OVR SERVICES

[ Requires two (2) or more Vocational Rehabilitation Services.

These Services Include:

[1 Adaptive Equipment/Rehab Engineering [J Mobility Aids

[0 Home/Vehicle/Work Site Modifications [0 Mental Restoration

[] Substantial Counseling and Guidance [ Physical Restoration

[] Job Coaching [0 Training

[] Job Placement [0 Information & Referral

[J Other Substantial Services [J Other VR Related Services

OVR-06a Eligibility Guidelines
Page 2 of 3 Revised: 07/2014
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SIGNIFICANT DISABILITY CHECKLIST

An individual with a disability ...

who has severe physical or mental disability which seriously limits one or more functional capacities (such as
[] mobility, communication, self-care, self-direction, interpersonal skills, work tolerance, or work skills) in terms of
employment outcome;

0 whose vocational rehabilitation can be expected to require multiple vocational rehabilitation services over an
extended period of time; AND

[] who has one or more physical or mental disabilities resulting from:

[0 Amputation ] Hemiplegia

[ Arthritis [0 Hemophilia

[0 Autism [0 Intellectual developmental disabilities
[ Blindness (low vision) [0 Mental illness

(] Bum injury (1 Multiple sclerosis

[] Cancer [] Muscular dystrophy

[ Cerebral Palsy [1 Musculoskeletal disorders
[0 Chronic back pain [0 Neurolo gical disorders

(] Cystic fibrosis [0 Pulmonary dysfunction

] Deafness [ Sickle-cell anemia

(0] Head Injury [J Specific learning disability
U

Spinal cord conditions
(] Paraplegia
] Quadriplegia
(] Other spinal cord condition

oo another disability or combination of disabilities determined on the basis of an assessment determining
eligibility and vocational rehabilitation needs to cause comparable substantial functional limitation.

MSD: 3 or more significant functional limitations and requires multiple services over an extended period of time.

OVR-06a Eligibility Guidelines
Page 3 0f 3 Revised: 07/2014
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SECTION 11: ASSESSMENT OF VOCATIONAL REHABILITATION NEEDS _(AVRN)

As soon as eligibility has been determined and to the ertt#ssary, the Rehabilitation Counselor
conducts an Assessment of Vocational Rehabilitation Needs (AVRN) to determine, as appropriate in each
case, the nature and scope of needed services. The assessment and subsequent IPE must address
app!l ibamkentdt @mployment and identify methods for removing or diminishing the barriers.

The assessment consists of a comprehensive assessittemaql p | i unigue sti@rgyths, resources,
priorities, interests and needs, including an assessment of the needdorted employment. The AVRN
documentation will be entered into the case record. A comprehensive assessment is limited to information
that is necessary to identiffthe a p p | i voaatiana sehabilitation needs and to develop the
Individualized Plandr Employment (IPE).

To complete the assessment existing information is utilized to the maximum extent passible
appropriate,and in accordance with confidentiality requirements and information provided by the
participant and by thparticipant's family, where appropriate.

The assessment may include, to the degree needed to make such a determination, an assessment of t
c 0 n s u mersonalgy, interest, interpersonal skills, intelligence and related functional capacities,
educationb achievements, community based assessment, vocational attitudes, personal and social
adjustments, and employment opportunities of ¢basumer It may include the study of medical,
psychiatric, psychological, and other pertinent vocational, educatiaritairat, social, recreational, and
environmental factors, which affect theo n s u emgloyinent and vocational rehabilitation needs.

The assessment may include an appraisal af then s u patern$ of work behavior and services needed

for the individu& to acquire occupational skills and services needed to develop work attitudes, work
habits, work tolerance and social and behavior patterns necessary for successful job performance. This
may include the utilization of work in real job situations to assessdevelop capacities to perform
adequately in a work environment; and may also include referral.

The assessment may contain, where appropriate, the provision of rehabilitation technology services to
assess and develop theo n s u capacitesto perform in a work environment.

SECTION 12: TRIAL WORK EXPERIENCE OR EXTENDED EVALUATION

A. A period of trial work experience or extended evaluatiwuast be provided for rebuttal of the
presumption of an individual ability to benefit from vocational rehabilitation services

B. The OVR shall explore the individuslabilities, capabilities, andapacitiesto perform in work
situations,through the use of trial work experiences with appropriate supports provided through
the agencies except when an individual cannot take advantage of such experiences. Such
experiences shall be of sufficientriedly and over a sufficient period of time to determine the
eligibility of the individual or to determine the existence of clear and convincing reedtnat
the individual is incapable of benefiting in terms of an employment outcome from vocational
rehabilitation services due to the severity of the applicaigability.

C. Trial work experience or extended evaluation in determining eligibilitp@rgibility, requires:
a. Theconsumebe identified as experiencing a significant disability.
b. The Rehabilitation Counselor's qualified opinion that the severity of the disability may preclude
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the individual from benefiting from vocational rehabilitation services, in terms of an employment

outcome.

Development of a timémited written evaluation lan of the trial work experience to be provided.

d. The timelimited written evaluation plan (utilizing a modified IPE format clearly identified in the
eligibility section as Extended Eligibility) must be jointly developed with the informed consent of
the consumerand/or their representative and must be signed by Rehabilitation Counselor and
consumerndor their representative.

e. The timelimited written evaluation plan must identify the specific types of work and the duration
of work activities.

f. Periodic asessment of the individual's potential to benefit from vocational rehabilitation services
during the period of trial work experience.

g. Provision of appropriate supports and training, including the provision of needed rehabilitation
technologies.

h. Provisionof compensation for the work activities that is at least minimum wage or meets Fair
Labor Standards Act sulinimum wage requirements; and,

i. A determination of eligibility or ineligibility must be made at the completion of the defined trial
work experience.

o

D. Trial work experience does not require:
a. The development of an Individualized Plan fonfloyment (IPE); however, thiermat is used
to identify the goals of the trial workxperience on the IPE modified and to indicate in the
Eligibility drop down menu: "Trial Work Experience Only"; the identification of or a relationship
to any specific voational goal; and,
b. The provision of specific occupational training services prior to initiating or while condtloéng
trial work experience.

SECTION 13: SUPPORTED EMPLOYMENT

Supported Employment is a service that is integrated into the existing vocational rehabilitation
delivery system. Supported Employment services expand employment options for consumers,
including youth themost significant disabilitiesSupported employmeéers:
a. Competitive integrated employment including customized employment; or
b. Employment in an integrated setting in which an individual with a most significant
disability is working on a sheterm basis toward competitive integrated employment; and
c. Empl oyment that I's i ndividuali zed uamigud cus"
strengths, abilities, interests, and informed choice, including ongoing support services for
individuals with the most significant disabilities.

A. Applicability and Requirement®f This Policy

Supported employment services funded under Title | and Title VI, Part B of the Rehabilitation Act
must adhere to the provisions in this addendum. This policy does not apply tdestmojob
coaching and other related services to consumers who do noteresgpiported employment
services to enter or retain competitive employment. The Program is required to make available
fifty percent (50%) of its supported employment funds or VR program funds for providing
extended services to youth with the most sigaritcdisabilities. The Program must also ensure
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that there is a minimum of at least ten percent (10%) match for the fifty percent of the allotment
reserved to serve youth with the most significant disabilities. Supported Employment or VR funds
may be usedo provide extended servicesly to youth with the most significant disabilities; it

may not use either source of funding to provide extended services to individuals with the most
significant disabilities who are not youth.

B. Referral Process

Requests to the OVR for supported employment services are made to the Rehabilitation Counselor
who determines eligibility for vocational rehabilitation services and evaluates the consumer's need
for supported employment.

C. Determination of Eligibility for Spported Employment
An individualis eligible for supportecemploymentervicesf:

a. Theindividual has been determineligible for vocationalrehabilitationservices;

b. The individual is determined to be an individual with the most signifidesabilities;

c. Supported employment has been identified as the appropriate employment outcome based
on a comprehensive assessment of rehabilitation needs and an evaluation of rehabilitation,
career and job need;

d. Competitive integrated employment has not historically occurred;

Competitive integrated employment has been interrupted or intermittent; and

Intensive supported employment services and extended services are needed in order to

perform the worknvolved, because of the nature and severity of their disability.

0]

D. Assessmertf Needfor SupportedEmploymentServices
The following criteria are assessed to determine the individual's need for supported employment:

a. The consumer is amdividual with a most significant disability for whom competitive
employment has not traditionally occurred or for whom competitive employment has been
interrupted or intermittent as a result of the severity of the individual's disadnildy;

b. The consurar has the ability or potential to engage in a training program leadiogported
employment, a need for intensive ongoing support services or extended services in order to
performcompetitivework andtheability to work in asupportecemploymentetting.

The determination that the above criteria for supported employment are met is first documented
in the case record and IPE under the heading, "Determination of Need for Supported Employment
Serviceso. | nt e mesvices er extendgcserviogs naust pepnated.t

E. Supervisory Rview andAppeals

The Rehabilitation Counselor may review the determination of need for supported employment
with their immediate supervisor prior to referral of the consumer to a comrhasgd supported
employment service provider or eéffland referral when such servigevider is not available on-
island.

Appeals resulting from dissatisfaction with determinations regarding a need for supported
employment services may be referred to the Client Assistance Program and handled through the
conventional appealgrocess.
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F. Referralto CommunityBasedserviceProvider(s)

Following the determination of eligibility and need for supported employment services, the
consumer is referred to a commuHitgised supported employment service provider. Consumers
are served on first come, first serve basis.

Consumers who are waiting for services over three (3) months are staffed by the Rehabilitation
Counselor and a representative of the commuaised services provider. A report of the staffing

is recorded in the case recoRrogress toward initiation of services and continued need for
supported employment services is reviewed quarterly and recorded in the case record.

G. Scope of Services

In addition to the full scope of services provided by the OVR, the consumer maxerengoing
supported employmerservices at or away from the work site, that are needed to maintain employment
stability.

Ongoing support serviceas used in the definition stipported employment in WIO#gans services
thad

a. Are needed taupport and maintain an individual with a most significant disability, including a
youth with a most significant disability, in supported employment;
b. Are identified based on a determination by the rehabilitation counselor of the individual's need as
specifed in an individualized plan for employment;
c. Are furnished by the Program from the time of job placement until transition to extended services,
unless postemployment services are provided following transition, and thereafter by one or more
extended serges providers throughout the individual's term of employment in a particular job
placement;
d. Include an assessment of employment stability and provision of specific services or the
coordination of services at or away from the worksite that are neededrtaimaitability based
ond
1. At a minimum, twicemonthly monitoring at the worksite of each individual in supported
employment; or

2. If under specific circumstances, especially at the request of the individual, the individualized
plan for employment provides rfaff-site monitoring, twice monthly meetings with the
individual;

e. Consist 0d
1. Any particularized assessment supplementary to the comprehensive assessment of

rehabilitation needs;

The provision of skilled job trainers who accompany the individual for intensive job skill

training at the work site;

Job development and training

Social skills training;

Regular observation or supervision of the individual;

Follow-up services including regular contact with the employers, the individuals, the parents,

family members, guardians, advocates or authorized representatives of theualdjvahd

other suitable professional and informed advisors, in order to reinforce and stabilize the job

placement;

Facilitation of natural supports at the worksite;

Any other service identified in the scope of vocational rehabilitation services fordodisj

described in § 361.48(b); or

9. Any service similar to the foregoing services

no

o0k W

© ~N
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The above services are provided for a period of time not to exceed 24 months, unless under special
circumstances the eligible individual and the Rehabilitafioanselor jointly agree to extend the
time in order to achieve the rehabilitation goal and objectives identified in the IPE.

ShortTerm Basis

Supported employment is required to be in competitive integrated employment or, employment in an
integrated work setting in which the individual is working on a stesrh basis toward competitive
integrated employment.

Shortterm basisneans employmelin an integrated work setting which an individual with a most
significant disability, including a youth with a most significant disability, is working toward
competitive integrated employment that is individualized, and customized, consistent witigine
strengths, abilities, interests, and informed choice of the individual, including with ongoing support
services for individuals with the most significant disabilities:

1 For whom competitive integrated employment has not historically occurred, avhimm
competitive integrated employment has been interrupted or intermittent as a result of a significant
disability; and

1 Who, because of the nature and severity of their disabilities, need intensive supported
employment services and extended services #ite transition from support provided by the
designated State unit, in order to perform this work.

When utilized, a shottierm basis occurs after the achievement of the supported employment outcome,
and for purposes of this part, an individual with a tmsignificant disability, whose supported
employment in an integrated setting does not satisfy the criteria of competitive integrated employment,
is considered to be working on a shtamm basis toward competitive integrated employment so long
as the indridual can reasonably anticipate achieving competitive integrated employment:
1 Within six months of achieving a supported employment outcome; or
1 In limited circumstances, within a period not to exceed 12 months from the achievement of the
supported employant outcome, if a longer period is necessary based on the needs of the
individual, and the individual has demonstrated progress toward competitive earnings based on
information contained in the service record.

Competitive integrated employment medhat earnings are (a) equal to or greater than the federal,
State, or local minimum wage rate, whichever is higher, where the place of employment is located, and
comparable to the customary rate paid by the employer to employees without disabilitiedam sim
positions with comparable skills, experience and training and (b) employment is in a setting typically
found in the community (a setting in the competitive labor market) and in a setting where the individual
with the disability interacts while perfoing his or her job duties with employees without disabilities

in the work unit and the entire employment site, and others (e.g., vendors and customers) without
disabilities to the same extent that employees without disabilities in similar positionstiwidrdbese
persons.

H. Extended Services

Extended services are specific ongoing support services that are pravigiacized and made
available in such a way as to assist the participant to maintain supported employment.

Extended services are provided, at a minimum, twice monthly at the work site of the consumer,
or, at the request of the consumer or work sit@e specific method used to provide extended
services may vary according to the employment setting, the funding source and resources available.
Sources may include interagency agreements with other agencies, such as Mental Health and
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Developmental Disabiiies Services, or natural supports, such as family members, supervisors or
coworkers at the work site or residential care givers.

Title | and Title VI, Part B, funds may be used for the provision of extended services for youth
with the most significant dabilities with the parameters of the federal regulations. Youth is an
individual with a disability who is not younger than 14 years of age, and not older than 24 years
of age. WIOA mandates that extended services paid through Supported Employmentalollars
youth with the most significant disabilities, not exceed a period of four (4) years or until such time
that a youth reaches the age of 25, whichever occurs first. Although the Program must discontinue
Supported Employment funding of extended service® the youth reaches age 25, other sources

of funding should be explored.

l. IndividualizedPlan for Enployment(IPE)

An IPE is jointly developed with the consumer, the consumer's parent, guardian or representative.
In additionto the standardcontentsof the IPE, thefollowing mustbeincludedfor anyconsumer

for whomsupportecemploymenservicesareplanned:

a. A descriptionof thesupportecemploymenservicedo beprovided.
b. Theidentificationof the providerof extendedservices.

J. ReportingRequirements

Communitybased vendors are required to submit invoices with a monthly progress(tbgort
requirement will be noted on the authorization) for each consumer receiving direct job training
services.

a. OVR ReportsTheOVR designatedepresentatives responsibldor:
1. Monitoring the monthly reports submitted by tendor,
2. Monitoring supported employment fund expendituaes!,
3. Preparing quarterly reports of supported employnsenvices.

b. Federal ReportindgRequirements: The Rehabilitation Counselor reports consumers served
under supported employment when checking the box on the IPE titled "Supported
Employment". Supported employment outcomes are tracked as work status is entered at time
of consumer's move mployment.

SECTION 14: INDIVIDUALIZED PLAN FOR EMPLOYMENT (IPE)

A.

After determination of eligibility Counselor shall develogn individualizedplan for employment
(IPE)within 60work days,and the identification of rehabilitation neettgere will be an IPE initiated
Services will be provided in accordance with the IPE and subsequent service clieg&Ewill

be developed jointly by the Rehabilitation Counselor #redconsumeror the consumerand their

parent, guardian or authorized representative, including other suitable professionals and informed
advisors and be mutually agreed upon.

In developing the IPE, the Rehabilitation Counselor providesssists the&eonsumerin acquiring
information necessary to make an informed choice about vocational goals, services and providers.
This information must include cost, accessibility, duration of services, satisfaction with those services
as available, the qualifications of potensiatvice providers, the types of services offered by providers

and the degree to which services are provided in integrated settings. The Rehabilitation Counselor may
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utilize:
a. Regional lists of services and service providers (i.e., telephone book.)
b. Periodt satisfaction surveys and reports.
c. Referrals to othezonsumerslocalconsumegroups, or disability advisory councils qualified to
discuss the services or service providers; and,

C. Relevant information about qualifications of providers. A copy of threeat IPE will be provided to
theconsumenr consumerepresentative. ThRehabilitation Counselor will advise eaotnsumenr
consumerepresentative of procedures and requirements affecting the development and review of an
IPE. To the maximum extent possible, the IPE should be provided i the s u areansurser
representative's native language or mode of communication or in acedesiats such as Braille,
large print or audiotape. The IPE must be initiated in a timely manner after documentation of
eligibility, and signed by the Rehabilitation Counselor aodsumeinr theconsumerepresentative.

See Definitions for clarificatioon "timely manner."

D. Any eligibleconsumemwhodoes not have an IPE within 6 months of eligibility determination requires
written justification by the Rehabilitation Counselor. It is suggested that an Activity Due be entered at
eligibility determination as a reminder to complete this task in a timalyner. Specific timelines for
IPE development must be included in the justification. The justification must be submitted to the
Rehabilitation Counselor's supervisor for approval

E. The IPE is the comprehensive, central document that delineates all planned services and their
coordination. It will be reviewed when necessayt at least annually. Annual reviews are
conducted to assess the advancement af then s u pnagress owar achievement of the identified
employment outcome. Eacdonsumeror consumemrepresentative will be given an opportunity to
review the plan and, if necessary, jointly redevelop and agree to its terms.

F. Modifications shall not take effect until agreed #nd signed by the Rehabilitation Counselor and
consumeror consumerrepresentativeGoods and services cannot be authorized without these
signatures.

SECTION 15: CONTENT OF THE INDIVIDUALIZED PLAN FOR EMPLOYMENT

A. The Individualized Plan for Employment (IPE) will be based on a determination ttaisamer
requires and can benefit in terms of an employment outcome from vocational rehabilitation services. It
shall be designed to achieve theo n s u engploydnent objetive consistent with the o n s u me r 6
unique strengths, career interests, resources, priorities, concerns, informed choice, abilities and
capabilities and shall include the following:

a. The specific, longerm vocational goal, selected by job categoryfarttier identified by specific
empl oyment goal such as AJanitors and Cl eane

b. The specific, planned service related to the attainment of thedomgvocational goal,

c. The projected dates for the initiation and duration of each service and the projectedriiméor
the achievement of the 0 n s u voeatiodas goal;

d. A procedure and schedule for periodic review and evaluation of progress towards achieving
planned servies based upon evaluation criteria. The Rehabilitation Counselor records this
information in the case record. Specific measurable evaluation criteria will be noted in the case
record for each planned service;

e. The terms and conditions for the provision afveees, including the o n s u responsitslities
for participating in the IPE; the extent of theo n s u padicipat®n in the cost of services; the
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extent to which goods and services will be provided in the most integrated settings possible,
consistentvith the informed choices of tlemnsumerthe availability of comparable services and
benefits; the service providers and the process used to provide or procure the services;

f. Information regarding & o n s u nuhtrtddexpress and seek remedy for disattion with
Rehabilitation Counselor determinations including the opportunity for an informal administrative
review, mediation and a hearing before an impartial hearings officer;

g. The availability of the Client Assistance Program;

h. Information about the ght to review the IPE and jointly modify it. Any modifications to the IPE
resulting from such review shall be incorporated into the plan.

B. With regard to students receiving special education services, the IPE:

a. Is developed in consideration of the stuade6 s | EP .

b. Will contain a description of the IEP services relevant to the VR IPE.

c. Will contain a description of the coordination activities between the school and the vocational
rehabilitation program noted in the IPE.

d. Will also contain specificity regarding any share of cost in the provision of services to the student
notedintheIPE A Source of Comparable Benefitso wil

C. With regard to supported employment, the IPE will also contain:

a. A description of the supported employment services to be provided; and,

b. A description of the extended services neededderdification of the source of extended services.
In the event that identification of the source is not possible at the time the IPE is developed, there
will be a statement explaining the basis for concluding that there is a reasonable expectation that
savices will become available.

D. With regard to posemployment services, IPE or modifications will contain a statement including:

a. The expected need for pestployment serviceprior to closing the record of services of an
individual who has achieved amployment outcome;

b. A description of the terms and conditions for the provision of-pogiloyment servicesnd,

c. If appropriate a statement of how pestmployment servicesill be provided or arranged through
other entities atheresult of arrangements made pursuant to the comparable benefits requirements
in 34 CFR Section 361.53

E. IPE Estimated Service Costs

The IPE estimated service costs are entered at the time of plan development. The IPE form which
identifies services, service providers and estimated cost of each service will be completed by the
Rehabilitation Counselor prior to obtaining signatures on the IPE. Supervisory review, approval or
disapproval will be documented on a Formal Case Reviem Boia Record of Case Supervision.

IPE modification costs must be papproved, according to signature authority levels based on
cumulative IPE expenditures. That means that each subsequent individual authorization requires
supervisory review once a spaémgl authority level has been exceeded. Supervisory review, approval

or disapproval wilbe noted.

SECTION 16: SCOPE OF VOCATIONAL REHABILITATION SERVICES

A. As appropriate to the vocational rehabilitation needs of each consumer consistent with informed
choice, the following services are available:

a. Assessment for determining eligibility and vocational rehabilitation needs including, if
appropriate, an asssent by personnel skilled in rehabilitation technology.

PROGRAM SERVICES POLICY AND PROCEDURES MANUAL
Office of Vocational Rehabilitation

Revised:March 2023 28



b. Vocational rehabilitation counseling and guidance, including information and support services to
assist a participant in exercising informed choice.

c. Referral and other services necessary to hephicgmts and eligible consumers secure needed
services from other agencies including Workforce Investment partners, Medicaid, public
institutions of higher education or other agencies participating in an Interagency Agreement if such
services are not avalble under the Rehabilitation Act.

d. Physical and mental diagnosis and restoration services, when financial support is not readily
available from alternative sources consistent with the Individualized Plan of Employment (IPE).
Restoration must be achievabl@hin a reasonable period of time (deefinition of Termdor a
definition of restoration.)

e. Vocational and other training services, including personal and vocational adjustment training, on
the job training, books, tools, and other training materials.

f. Maintenance for additional costs incurred while participating in an assessment for determining
eligibility and vocational rehabilitation needs or while receiving services under an IPE (see
Definition of Termdor a definition of Maintenance.)

g. Transportation, including adequate training in the use of public transportation systems, that is
provided n connection with the assessment of eligibility or the provision of any other service
described in this section and needed by the consumer to achieve an employment outcome.

h. Select services to family members of an applicant or participant if necessanalite ¢he
consumer to achieve an employment outcome.

i. Indigenous languages, other language interpreter services or other primary modes of
communication for consumers who are monolingual, bilingual, deaf, or otherwise have a disability
involving communicaon.

J.  Rehabilitation teaching services, and orientation and mobility services, for consumers who are
blind or consumers, as appropriate, that have other disabling conditions; and reader services for
consumers who are determined to have a disability involvimgeatianguage.

k. Job search, placement assistance and job retention services.

|.  Supported employment services.

m. Personal assistance services while the participantikegjob or during the period a consumer is
receiving any other service described in gastion.

n. Postemployment services, specific to a necessity to assist an individeiatain regain, or
advance in employment

0. Occupational licenses, tools, equipment, initial stocks, and supplies.

p. Technical assistance and other consultation servicggytble individuals who are pursuing self
employment or telecommuting or establishing a small business operation as an employment
outcome.

g. Rehabilitation technology, including telecommunications, sensory and other technotogscal
and devices.

r. Transiion services; and,

s. Other goods and services determined necessarthéoconsumer t@chieve an employment
outcome

B. The nature and scope of the servicesinedl above are subject to the following restrictions:

All Services:
a. Are subject to the Spending and Signature Authorities in this manual
b. Are subject to the Financial Participation Guidelines included in this manual; and,
c. Mustbe a part of the IPE and must be necessary to achieve an employment outcome specified in
the IPE or the IPE amendment
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A. Off Island Service Policy

OVR may provide oubf-State services when it is necessary to meet the vocational rehabilitation
needs of an individual and the services are identified in the individual's Individualized Plan for
Employment (IPE). All oubf-State services should reflect tj@nt development of the IPE
between the counselor and the individual, and should be consistent with the individaed'sts

skills, abilitiesandinformed choice

General Information

a. Once the consumer and the counselor assess service eggldse the options available,
and develop the most appropriate plan of action, an individual receiving vocational
rehabilitation services may choose to participate in an appropriatd-Qiate service, even
thoughservices available ithe CNMI would meet his or her rehabilitation needs.

b. However, if such services are appropriate and availaltleei@NMI OVR will only cover
the coss of comparable servicestine CNMI. Transportation and living expenses shall not
be the responsibility of OVR. If apprapte IPE services are not availabletie CNMI,
then OVR shall be responsible for transportation to and living expenses at the nearest
availableserviceprovider that meets the rehabilitation needs of the consumer. The consumer
may elect receive servicdsy an appropriate provider of their choice, however costs
exceedhg those of the nearest available and appropriate provider will be the responsibility
of the consumer.

c. Documentationn the record of services supporting such a requestaensbnstrate that in
State public educadnal institutions, training programs, services, etc., were explored, the
basis for their rejection, and how the course of study, training, or service at bk State
institution will meet the individual's needs

d. In all cases, oubf-State services must meet the same criteria as services provided in CNMI
in terms of comparable benefits, economic need, and relevance to the individual's IPE.
However, OVR will not pay for the cost of the enftState service that egeds the cost of a
comparable service located in CNMihis outof-State policy applies to all OVR services

e. The following criteria apply to out of state travel for service provision:

Transportation Coach or economy class &iansportation shall be used if the consumer
can be accommodated by that serviBehabilitationservices lasting more than six
months will include no more thame (1)round trip in a calendar yesacluding the initial

trip to the service area

Local ransportation will be by the most cost effective meamspublic transportation
For outof-state ground transportation, rate will adhere to CNMI Government travel
regulations.

Lodging and other living expenses to be covered by OVR willddailed in the IPE and
will adhere to CM1I government travel regulationsodging cost is based on the hotel
or apartment rate and maintenance allowance of $35.00 per dayf{state) $20.00 per
day (Guam), an820 (inter-island) to becovered byOVR will be detailed in the IPE and
will adhere to CNMI Government travel regulations.

Personal Assistant servicesOVR will approve the cost of one personal assistant if
required to accompany the consumer to the service destination. Contractorsdvtdaged
service destination will be employed for personal assistance services if needed for
completion of the servicdt will be determined prior to completion and approval of the
IPE the level of personal assistance requicecomplete the IPE services.

f. Approvals fa out of state services will be given by the OVR Director.
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The IPE document is to be completed with the consumer \aiid all service
parameters/timeframegsith the understanding that the document must be #tdano the
quality contrd supervisor. After review by the QA supervisor the IPE will be forward to the
OVR

Director for final approvalThe IPE documents may then be submitted tcctresumer for
their sigrature and plan implementation.

g. Ongoing assessment of progress will be made on at least a monthly basis by the counselor

and reportedn the record of service for review by the QA supervisor. This will include
progress reports received fraime service provider, direct contact with the consumer and/or
discussions with provider personnel.

ReferenceFederal Regulatior§361.50
OUT-OF-STATE SERVICES QUESTIONS & ANSWERS

What Services are covered by this paty?

All services included in the state plan and deemed necessary for the completion of an approved IPE may

be received out of state.

What will OVR pay for?

The extent to which OVR will be responsible for the costs associatbdhe IPE is covered ithe Off
Island Service Policiesnd depends on the availktly of the services in the CNMI and the location of the
selected services if such services are not available in the CNMI.

Will OVR pay for costs with CNMI medical referrals to foreign countries?

OVR agrees to review shared cases to determine if cestrates that are not or partially funded by the
CNMI Medical Referral Office will be funded by the VR prograwhich include the procurement of
assistive devices (eyeglasses, wheelchair, hearing aids, Beview of comparable benefits will be
conductd and if benefits are available, they will be utilized to meet in whole or in patthdamost of
vocational rehabilitation services.

All funds must be used for intended purposes and as appropiiatie. event the patient/OVR consumer,
including escorts, returns to the CNMI earlier than expected the unspentifangsound transportation,
subsistence allowance, etmst be returned to OVR.

All services funded by the VR program must beh@&dp the individual prepare for, obtain and retain
employment. This will be determined on a chgecase basis.

May a family membea be a personal assistant?

According to the Office of Disability Employment Policy (2008) within the UD8partment of Labor
Personal Assistant Servid@AS) in the workplace is provided as a reasonalslsommodatiomo enable
an employe¢o perform the functions of a job. PAS might be required for persametelated activies
(e.g, activities ofdaily living such as accessing the restroom and eatingjedsas workrelated tasks
(e.g., reading, communiganh, and businesselated tavel). PAS could berovided both formally through
paid personal assistants hirgddbcompany, agency, or perseith disability, and informally by a family
member or a cavorker.

May | travel first class to the service area?
Not if coach or economy class will accommodate the needs of tisimer with respect to mobility
and/or health needs.
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May | rent a car at the service area?

Normally the least costly appropriate transportation will be authorizedhEaomost part this will mean
public transportation. If requiredther means will be approved. Rental of a vehicle must be approved in
the PE and authorization supplied to a vendor by OVR.

How much may | spend for food and lodging?
Rates may vary for each location. The IPE will include the appropriate rate for the city in which the service
is provided. This rate is established in CNMI goweent policy.

How many times may | come home during the provision of services?
No more tharone (1)round trip, including the initial trip, will be authorized by OVR in any calendar year.

B. Vendor Requirements for Provision of Services

All services wll be povided by qualfied pesonnel who meethe appropriate State licensure or
certification requirements onational standards if such stadards exis All vendors must meet the
following crieria far certfication:

a. A current businessdense

b. Registered with the stateo n t r afficé amdpassess a state vendor numbe

c. A fedeal tax ID number

d. Generaprofessond liability coverage

e. Automobie insuraice coverage

f. Worker's compend#on corerage

C. Medicd/DentalPsychological/Psychiatricréatment

Medical, dental, psychological, psychiatric or corrective surgical treatment requires recommendation by
thetreatment professional and, as appropriate, review by a specialty consultant.

When theconsumerfails to attend a medical, psychological, dental or other provider appointment, a
$50.00 fee can be paid for a report indicating thattmsumefailed to attend.

Dental Services

Each case requiring dental sees will be reviewed on a cabg-casebasis and services will be provided
based on the good judgment of the Rehabilitation Counselor within their authoritylDevghl treatment
requires recommendation by a treatment professionaleaelv by a dentatonsultant

Dental services will beprovided only if a dental disability exists which impedes the ability to
work or interferes with the maintenance of the present or chosen occupation.

Dental restorative services will be provided at the lowest cost per consultation with the OVR
Dental Mnsultant

Nontraditional Treatment
Nontraditional medical or psychological treatment such as acupunbtureeopathy, bariatric surgery
etc. may be provided upon recommendation of an appropriate consultant

Example: Bariatric Surgery

Assistance with the cost of Bariatric Surgery (ReaxY Gastic Bypass and Lap Band) or other
associategirocedures can be provided only when all of the following conditions have been met and there
is documentation to support that:
1 The individual is undethe care of a physician and has made legitimate efforts at weight loss
through patrticipation in multiple weight loss programs such as counseling, a monitoreckdiet (i
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Weight Watchers, HMRJenny Craig) and exése. Any diet program must contain a riegd
weighin component and a consultation componBaicumentation from these service providers
mug indicate legitimate efforts have been made on the part of the individaaldition physician
documentation must indicate that all acceptaltkernatives have been exhausted

1 If these weight loss programs are provided as services under a0\WWREWill pay up to $500.00
of the costThe cost of nutritional products and/or food which might be a part of these programs
is the responsibility of theonsumerlf the consumer partipated in any such program(s) prior to
referral toOVR, some element of this participation must have occurred within 12 months of
referral;

1 The individual has been diagnosed with morbid dige#ccording to the National #titutes of
Health (NIH), a person is considered "obesten he or she weighs 20 per cent or more than his
or her ideal body weigh©besity becomes "mbid" when it significantly increases the risk of one
or more obesityelated health conditions or seus diseases (also known asnsorbidities).
Morbid obesity, sometimes called "clinically severe obesity," is defined by NIH as beirigid00
or more over ideal body weight or having a body mass index of 40 or hMbsyid obesity is a
serious chronidisease, meaning that its symptoms build slowly over an extended period of time;

1 The individual has been administered a General Psychological Test Battery to include Clinical
Interview, Intellectual, Vocationdinterest, Educational Skill, and Personakivaluations; and
Written report to include Clinical Impressions, Diagno$asgnoses, and Recommendations by
a Licensed Psychologist, Certified Psychologist withhtohomous Functioning or a Licensed
Psychological Practitionerot affiliated with the baatric center proposing the surgery;

1 The medical or psychological cause(s) of the individuakight gain has been properly identified
prior to surgery and appropriate treatment has beeredpp administereoh accordance with the
diagnosis;

1 The indvidual has beeevaluated by a bariatric practiceand At least one physician othéran
the surgeon has been consulted and did determine the procedure to bdymestieasary and the
only remaining opbn for treatment

All bariatric surgeries are done onBy Repot Basis As with all physcal restoration services, OVR
assstance can only be provided with those surgical procedures that have been approved in the United
States. Procedures that are still in clinical trials or icEnsd expemental will not be covered even if all

the above coridons have been methis service, as is the case with @hysical restoration seies, is

subject to financial needs testing and utilization of all comparablditseene

As is the casavith all servicesbariatic surgery services must be required in order for the cormsiome
secureretain, or prepare for employment

(Note It is important to note that the Vocational Rehabilitation Program exists to educate and to help
individuals wih disabilities find retain, or regainemployment andNOT to prevent disabilities from
occurring or toprovide for clinical care necessary to sustain )ife.

Acute Conditions

A Rehabilitation Counselor cannot determimeagplicanteligible only to correct an acute condition in

the absence of a need for other substantial rehabilitation services (re: RSA Region IX: Medical Restoration
Services Summary1114/84)

Secondary Sexual Characteristics
Funds may not be used for changimgnary or secondary saal characteristics (RSRI-81-3).
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D. Extreme Medical iBk

Investigation of comparable services and benefits must be accomplished priovisionof restoration
services unless there is medical evidence that there exists a risk of substantially increasing functional
impairment if rehabilitativeservices are not provided promptly.

E. Scope of VR Services to Groups of Individuals witisdbilities

1. The OVR may provide services to groups of induals that benefit the vocational development and
employment of agencgonsumersandor other persons with disabilitieEhe purpose of the services
to groups is for innovation or expansion of serviegthancement of employability or employment
opportunities and to promote thdlfintegration and sel§ufficiency of individuals wth disabilities
Funding of construction is not permissiblénese services include:

a. The establishment, development, or imEement of community rehabilitation programs.

b. The development and support of telecommunication systems

c. Special services to provide nersual access to information.

d. Technical assistance and support to businesses not subject to Title | of the ADA that are seeking
to employ individuals with disabilities.

e. Support to small businessatemploy persons with significant disabilities

f. Consultative and technical assistarservices to assist educational agencies in the provision of

school to post school activities; and,

g. Other services that promise to contribute substantially to the rehabilitation of groups of individuals
but are not related directly to the IPE of anyamiviidual with a disabilityAn example of this is
a pager that can be used by several participants throughout the rehabilitation process to enhance
communication with rehabilitation stafAnother example is provision of workers compensation
coverage to aumber of participants for Community Based Assessments

2. All services to groups funding must have the approval of the OVR Director. OVR Director may elect
to:
a. Disapprove; or,
b. Approve use of the OVR's authorization process

3. All services to groups, regardless of the funding mechanism, must identify:
a. The specific services provided; and,
b. The cost of the services provided; and,
c. To the extent feasible, an estimate of the number of individuals benefiting from those
services.

4. Payment for services to groups will imade via the requisitioor contraciprocess. The requisition to
purchase services contracwill define thespecific services or activities as well as specific reporting
and invoicing requirements.

F. Substance Abuseifbrders

Assessment of Eligibility

The assessment serves as the basitifther vocational planning. The Rehabilitation Act Amendments

of 1998, Section 7 (2) and (20) define general eligibility requirements and identify that certain, but not all,
individuals actively using illegal controlled substances or alcohol may nabh&dered to be "an
individual with a disability.” If an individual is determined to be eligible for services, on the basis of some
other physical or mental disability, the individual shall not be excluded from services solely on the basis
of substance alse. Substance abuse concerns should be addressed in the IPE.

1. Disability: Diagnoses, Specialist Exams and Assessments
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General Health Appraisal

Since substance abuse can reisuthedical problems, a current appraisal ofche n s u phgsicad s
health should be considered at the Rehabilitation €auth or ' s di scretion and
informed choice.

Substance Abuse Diagnostic Statement and Supporting Assessment

The diagnosisf an individualwhohas a disability of alcohokalrug abuses sufficient if it is provided

by a physician skilled in the diagnosis and treatment of such disorders or nseticclinical
psychologistlicensed clinical social wker, licensed marriage and family therapist, and licensed or
cerified substaneabuse counselpor a cetified substance abuse counselor int@ine diagnostic
statement should includ@iagnostic and Statistical Manual classification, prognosis and treatment
program recommendations

If an individual reports the completion of a treatment andftercare program inxeess of 12
months prior to the application, a current statement assessment is required to determine
whether there is a barrier to employment

2. SubstantibBimpediment To Employment

The Rehabilitation Counselonust determine if the o n s u farctiodat limitations constitute a
substantial impediment to employment. The Rehabilitation Counselor must determine how the
substance abuse impedes¢he n s u oceupatiomal performance by assessing hovedmsumers
prevented from obtaining, retamy or preparing for employment in keeping with the individual's
abilities. The judgment of the Rehabilitation Counselor is paramount to this determination and must
be guided by the 0 n s u singulabligitations work history and circumstances.

3. Eligibility: Required Minimum Criteria

The following criteria are bas requiremets for rendering elidpility decisions These criteria

should be identified in the assessment of elidipil

a. Theindividual must be participating in a treatment program certified by the state or national
certification board or seeing a licensed or certified practitiarer;

b. Theindividualmust have completed a certified treatment program within the last two years and is
partidpating in a maintenance/aftercare program or recognized support group (i.e., Alcoholics
Anonymous (AANarcoticsAnonymous (NA)); and,

c. There must be reasonable beligfat the individual is abstinent and has completed 30
consecutive days of abstinence at the time of eligibility determination.

The applicant may participate in a certified treatment program on a trial basis as part of an
extended evaluation, enabling the applicant to detmate the ability to benefit in achieving an
employment outcome from VR services.

A written report or statement can verify criteria A and B by a professional affiliated with the
program. Criterion C can be verified by an external source othectmumerselfreport Verification

of abstinence can be obtained in writing by a souredehabilitation Counselor deems appropriatg (e
AA sponsor parole and probation officer, urinary analysis or other appropriate laboratory tests.)

Recognized Treatment Programs

Treatment programs include medical model hospital inpatient and outpatient treatment programs,
community/mental health prograntelfway/transition/residential programs or certified privategrams

and certified substance abuse counselbrgelve-step pograms may at the Rehabilitation Counsslor
discretion meet requirements.

Determination of Significant Disabilit{SD)
Substance abuse can be a major disabling condiiowever, it isnot referenced automaticallgs a
significant disability Rehabilitation Counselors should refer the Definitions of Terms in this
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manual for the definition of an Individual with a Significant Disability. The Participant Services
Policies and Procedures Manual, the Technical Handbook and the Definition of Tkssdy
substance abuse as SD only if based on functional limitations requiring multiple services over an
extended period of time. Relevant diagnostic assessment and functional limitation documentation
should be present in the case and noted on thiécade of eligibility to justify a SD determination.

Payment for Treatment Programs

Payment for treatment programs may be considered only after other related benefits (e.g. employee
assistance programs, programs receiving funds from the OVR of AlepidoDrug Abuse (BADA),

private health insurance, etc.) have been investig&té® sponsored payment for treatment programs
must receive approval from the Rehabilitation Counselor's immediate supervisor and should not,
depending oronsumeneed, exceed three months duration. As a general rule, the OVR s do not pay for
residential substance abuse treatment programs. Any cost of treatment or activity ordered by a court is the
c 0 n s u mmponsislityand will not be paid for with OVR funds.

Drug Testing

OVR funds can be used for drug screening charges if drug screening is required for employimeent

uses for drug testing require a written rationale of the need for drug testing and prior approval by the OVR
Director. If, at any time during the rehabilitation process, the Rehabilitation Courssedpects that a
consumers using illegal drugs dhe consumereports to the Rehabilitation Counselor that they are using
illegal drugs, the Rehabilitation Counselor with prippeoval by the OVR Director may pay for drug
testing. If the test result is positive the month atter consumehas been advised to discontinue use of
illegal drugs, the Rehabilitation Counselor can close the case basedowmopanation for noncompliae

with policy. The consumermust be notified, inwriting, of this policy and the possibility of case
termination.

G. Provision of Hearing Equipment anérS8ices

To meet the eligibility criteria for substantial impediment to employment, the applicahtiemenstrate
functional limitation(s) in communication, such as difficulty understanding speech, inability to participate
in conversation without speech reading, sign language or other visual cues, cannot interpret telephone
conversation, cannot hear onderstand the content of spoken conversations or cannot be readily
understood by othersThese functional limitations in communication must result in a substantial
impediment to employment and the applicant must experience at least one of the followlitigreoas
verified by an Otolaryngologist (ENT) afwd a licensed Audiologist:
a. Average pure tone loss of 40 dB (ANSI) or more in the worst ear in the speech range (500,
1,000, and 2,000 cycles per second), unaided; or
b. Average pure tone hearing loss ofd® (ANSI) or more in the better ear in the speech range
when pure tone average loss in the other ear exceeds 80 dB (ANSI), unaided in best ear; or
c. Speech discrimination of 80%, or less, at the Most Comfortable Level (MCL) in an unaided
environment regardless of pure tone average loss; or
d. ENT statement of rapidly progressive and/or chronic condition, not contingent on upon decibel
lossin either ear.

Deaf Blindness
To meet the eligibility criteria for substantial impediment to employntaetapplicant must meet all of
the following criteria:
a. The applicant must be either legally blind or have a progressive visual loss that may result in
blindness; and,
b. The applicant must have a hearing impairment of 55db or more, unaided for eith@r spe
reception threshold (SRT) or pure tone average (PTA) in the better ear; and,
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c. The applicant must have speech discrimination less than 50 percent or a statement by an
Otolaryngologist (ENT) indicating progressive loss.

Exceptions
Exceptions to thesdigibility criteria will be submitted to the OVR Director for review and approval.

Hearing Thresholds

Normal hearing average pure tone threshold was less than 25 decibels (dB HL)
Mild hearing loss average pure tone threshold fell betweer838B (HL)

Mild to moderate hearing lossiverage pure tone threshold fell betweer88B (HL)
Moderate loss average pure tone threshold fell betweer686B (HL)

Moderate to severeaverage pure tone threshold fell betweerv68B (HL)

Severe average pure tone threshold fell betweer836B (HL)

Severe to profoundaverage pure tone threshold fell beéneé590dB (HL)
Profound- average pure tone threshold was greater than 90dB (HL)

An individualwho presents with impaired hearing will be evaluated and provided, as appropriate, with
the following services:

1 Obtaining existing medical documentation related to hearing loss

0 A Rehabilitation Counselor may document a disability and forego the nepdrfidrasing an
Ear, Nose and Throat (ENT) evaluation, audiological exam and vision evaluations if existing
medical documentation is available that assesses these threefaaeapidly progressive
hearing loss is diagnosed, or the purchase of a headng iatended, evaluatiomaust have
been performed within the past 3 montBsaluations must include a diagnostic statement
provided by the professionals defined below.

1 Obtairng an ENT evaluation

o0 The evaluation shall include the diagnostic statemext #& appropriate, prognosis and
treatment recommendations. The exam must be provided by an otolaryngologist or physician
skilled in diseases of the ear. A written report summarizing the examination shall be provided
to the referring Rehabilitation Coselor.

1 Obtairing a comprehensive audiological evaluation

0 Audiological evaluation: shall include; pure tone air conduction thresholds, bone conduction
thresholds, speech reception thresholds and speech discrimination testing. An audiogram must
beprovided

1 Obtainng a hearing aid evaluation

0 Hearing aid evaluation: should include; Uncomfortable Loudness Level (DCL), Most
Uncomfortable Level (MCL), frequency response, gamd Saturation Sound Pressure Level
(SSPL). Prescriptiveecommendations for monaural or binaural, typ@nufacturer, model
and cost of hearingid9 must be provided

o If the consumecurrently has a hearirgid(s) the devices should be evaluated by a certified
vendor to determine if they are repairable before dbesumeris evaluated for a new
instrument(s). Adequacy of the present(gicshould be based on the present audiological
prescription.

o Evaluation and gscriptive recommendations must be provided by a certified audiologist,
Certificate ofClinical Competence with a doctorate degree in Audiology (2GAAmerican
SpeeckH_anguage Hearing Association (ASHA) certified or State licensed audiologist.
Occupatimal Safety and Health Administration (OSHA) trained and other State certified
evaluators may provide assessment/evaluation if the report is signed and approved by the above
defined audiologists.

9 Determine the need for a visual examination
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o Consumersvho receive services related to impaitezhring and who depend on visual cues
for communication may be provided an evaluation of their vision if the Rehabilitation
Counselor believes this is necessaljision evaluations will be performed by an
ophthalmologist or optometrist

o Consultation with a physician who is a hearing specialist is necessary only when special
interventions, beyond the usual ENT, audiological and visual examinations, have been
recommended.

Determine eligibility for vocational rehabilitation services.

Investigate comparable benefits.

Develop anndividualizedPlan for Employment (PE.)

Authorizeservices (if hearing aids are prescribed.)

= =4 =4 -9

Approved authorizations will be made for the hearing aid equipment package to include the
following services:

a. Fitting and dispensing consultation®kecommendations shall be consistent with the
physcian and audiologist recommendationSonsultations must be provided by a State
licensed hearing aid special@taudiologist as defined above; and

b. One package of batteries

H. Blindness and ¥ion

Eligibility
a. A visual loss that can bmrrected with the use of glasses to the extent that a functional limitation
of vision does not result is not a substantial impediment to employment for eligibility purposes.
b. To document loss of visual acuity, an evaluation by a physician skilled in dgeadis and
treatment of visual conditions or an optometrist licensed in the state in which he/she practices must
be provided.

IPE Planning
a. Disability Related Skills Training should be considered for all clients who are blind or visually

impaired.
b. The provision of comprehensive services is most efficient and effective and should be used
whenever possible.
1. This training is provided with or before other vocational services.
2. It should always be provided in a context of an employment goal.
3. Components of Coprehensive disability related skills traininglated to individuals who are
blind or visually impaired include:
i. Orientation and adjustment to disability
ii. Rehabilitation teaching
iii.  Orientation and mobility
iv. Assistive Technology and related computer skillsing
v. Job readiness and/or work adjustment services when the focus is placed omowgrc
barriers that exist due to blindness/visual impairment and self advocacy
vi. Work-station evaluation is included in comprehensive disability services once the
disability adjustment and vocational skills have been acquired with emphasis on
accommodating the workplace for individuals who are blind or visually impaired
vii. Job development, placement and job coaching once basic disability adjustment and
vocational skils are acquired with emphasis on supporting individuals who are blind or
visually impaired
c. Forindividuals who are blind, a screening for hearing loss, done by appropriate medical specialist
or certified audiologist, will be obtained if deemed necessarydgpipte by the counselor and
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client.

d. Prior to assistive technology (AT) purchases, assessments are needed to determine the bes
approach to addressing tbeo n s u traaingdasd employment needs.

e. Purchases are approved according to a "feature match approach".

There are four considations in the selection of equipment:

1. Abilities/limitationsof theconsumer

2. Specific tasks related to IPE,

3. Specific environmental considerations

4. How features of the recommended equipment can support the previous three considerations.

—

Individuals found eligible for services based on legal blindness may be provided an audiological
examination and evaluation of their hearing if it appears or it is reported there is also a hearing impairment.
Any consumerwho is eligible for BSB servicewill be afforded the opportunity of an evaluation of
mobility and daily living skills.

Bioptics- Provision of Telescopic Devices

The OVR will provide a Bioptic Telescopic Device if it is:
a. A vocational rehabitation need and
b. Is an integral part of aapproved IPE

An assessment of driving alternatives must be considered and documented in thes progres
review notes and must include:
a. Anoptometriss repot statng that individulis best corrected visual acuity using the recommended
telescopic device is within the guidelines describedational Standards
b. Thei ndi v cudentmode of transportation
1. The reasonableness of usifgxicabs
2. Car pool
3. Paid ceworkers, volunteers or attendants
4. Public transit; and
5. Paratransit, accessible public transit or other community services
c. Other modes of transportatiar solutions such asonsumerswith vision disabilities who are
provided with eBioptic Telescopic Device for the purpose of operating a motor vehicle must meet
therequiremats for issuance of a drivetisense as defined in NAC 4830, which are:
The bestcorrected vision ofhe individual must be:
At least20/40whenlooking through the telescopic device; and
At least 20120 when looking through the carrier lens.
The field of vision of the applicant must be at |k8Q degrees
The condition which defines the individual's visual disability must be stable.
The applicant must pass a comprehensive road test to determine whether he is able to
operate a motor vehicle safely iehusing the telescopic device and carrier lens.

abrwnE

After a Bioptic Telescopic Device is dispensdte consumerand the OVR must be provided
with a report, as defined below, from the dispensing optomdtasteference, the application to operate
a motor vehicle while weang a device is defined INAC 483405, and is as follows:

a. Each applicant for a license to operate a motor \ehequiring the use of a telescopic device
must submit to the Department of Motor Vehicles and Public Safety (DMVPS) an application
approved  DMVPS and a report from a physician or optometrist which is dated not more tha
90 days before the date the departmentivesahe application and report.

b. The application must include the applicant's name, date of birth and social security
number, ifhe has obtained onand any information required by the department relating to his
driving record.

1. The report of the physician or optometrist must include:
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2. Best corrected vision of applicant when looking through the telescopic device
3. Best corrected gion of applicant when looking through the carrier lens
4. Field of vision of applicant

c. Statement describing the nature of the applicant's visual deficiency, including
whether the condition is progressive or stable; and

d. Any other informaion which the DMV IPS deems appropriate.

e. The application and report may be delivered in person to any office of the department or may be
mailed to the regional manager of the departrf@rthe region in which the applicant resides.

Required Information
The Rehabilitation Counselor must include the following documentation in the case record:
a. Access to the use of a registered vish{gvhich includes proof of insurance.)
b. A report from prescribing optometrist as proof the individual meets the requirements for
licensure
c. After the driver's license has been issudte consumermust meet with the Rehabilitation
Counselor and make the license available to copy for the case file.

I.  Community Based #sessments

This section distinguishes @he-Job Training (OJT) from Community Based Assessment (CBA).
The procedures outlindgdr OJT do not apply to CBA'SCBA's provide theonsumeirand Rehabilitation
Counselor withassessment informah in anintegrated setting and is not to be considered an OJT or
employmentReports are required for @Valuation services on a regubasis

Community Based Assessment

This assessment involves the performance of actual job duties in a real work sifatformance is
supervised andvaluated by the employer and/or Vocationalalator. This evaluation is typically
completed prior tdPE completion.

Community Based Assessment For Situational Assessment Purposes

This assessment involves a systematic observation process to evaluate work related behaviors in
a semicontrolled real work enronment through the utilization of esite vocational evaluation

staff and/or a job coach. This evaluation is typically comeplgrior to IPE completion.

Community Based Assessment For Work Adjustment Purposes

This evaluation utilizes an individualized series of techniques, methods and processes to enable
an individual to achieve harmony between self and the real work emerdnthrough the
utilization of onsite vocational evaluation staff and/ or job coach. This evaluation is typically
completed prior to IPE completion

Community Based Assessment for work hardening services

This evaluation is an individualized work oriented process involving the individual in real work
tasks that are structured and graded to progressively increase physical tolerances, stamina,
endurance and productivity, with the eventual goal of improvedpl@yabiity. Onsite
vocational evaluation staff and/or a job coashutilized. This evaluation is typically completed

prior to IPE completion.

Community based assessment is different from vaunteer status where the individual
provides either a palic, religious or humanitarian service which is usually fpane without

pay. A community based assessment is limited to 96 hours at State minimum wage or limited
in the number of hours so that the wage and total cbsthe® CBA does not exceed a $599
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threshold and, must take place in a competitive job environment

CBA Extensions

If an extension of the CBA is necessary, all requests must be submitted in writing with a detailelé rationa

to OVR Director for preauthorization. The participant must bewan approved venddro become an
approved vendor the participant must register with the State Controller's office and possess a state vendo
number prior to the initiation of the CBA extension.

CBA's are the most accurate and direct method for amglyzork behaviors and work readiness. CBA
sites may be used for one miore consumersThe CBA differs from OJT because it is not considered
employment or training but is an assessniRaterrals for CBA should be handled through the vonatio
evaluation stafffisub-minimum wage is indicated, vocational evaluation staff are authorized to certify
subminimum wages where productivity is not competitive. If vocational evaluation staff are not available
pre-approval by the OVR Director is requirpdor to the use of external community based providers for
the establishment of a CBA

CBA's are for assessment purposes and job shadowing is not considered. & @BAndividual
wishes to participate in job shadowing, another alternasueh as viunteering, will need to be
considered. All required state and employer volunteer forms must be completed and worker's
compensation coverage via the agency or the emploged must be verified prior to the
initiation of the volunteer activity

Worker's @mpensation Coverage For CBA's

Worker's compensation coverage is provided by the entity that issues the pajth&ekning services

in institutions of higher education (universities, colleges, community colleges, vocational schools,
technicalinstitutes or hospital schools of nursing) can be paid for with Vocational Rehabilitation funds
unless maximum efforts have been made to secure grant assistance including the Pell Grant in whole or
in part, from other agencies or prograrfese alternatey funds are considered first dollar funds for
training purposesScholarships paid directly the consumergrom another source are not considered as

first dollar funds and will not be included in the calculation of the training costs.

Private training

Vocational Rehabilitation will ulize the most cost effective method of training to assist an individual in
meeting their vocational gadtxceptions may be made due to extenuating circumstances (such as length
of time for training proggmandc o n s u meedrfad immediate employment

An individual may choose a more expensive training prograwever, the rehabilitation agency will
only pay training costs consistent with state college rateshee@bnsumemill be responsible for the
remaining costslhe combined contribution of the Pell Grant and the rehabilitation agency will not exceed
whatwould be paid at a state college/university rate.

Example: f the state college training program is $2,000.00 and the private training program isG&b,000
and the Pell Grant pays $1,000.00 then the rehabilitation agency will pay $1,000.00. Theedorate
of the rehabilitation agency and the Pell Grant should not exceed the $2,000.00 for the state college rate

Out of state trainindor consumersnay be provided under the following circumstances:
a. No facilities or courses are availableGNMI which meet the needs of thensumeror,
b. The support system and financial situation ofcbesumeis such that Rehabilitation Counselor
approval would be more cesffective; or
c. Judgment is required to lbace needs of the consumer with prudent expenditure of public funds.
The State will pay training costs consistent witlsiate services and determination of comparable
services and benefits.
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Timeliness in training

Timeliness in training is considered to be the usual and customary time necessary for the average
individual to complete training. Training institutions indicate the number of credits consideredofauit or

time. Consumersire expected to attend training on a full time basis. However, timely progress in training
also takes into account individualized needs and circumstances. Timeliness criteria must be reflected on
thec o n s u IRE baded on the unique abilities and circtamses of the individual. If training is
anticipated to last six months or more beyond the usual and customary time period an explanation must
be included in the progress review notes. Examples of usual and customary training times include: 4 years
for a Bachelor's Degree, 2 years for an Associates degree and for certificate programs, the time specified
by the college or training facility as noted in their school catalog.

Example of progress review note documenting the need for extension of timelygtetiinty:

a. Consumerhas limited stamina as substantiatedcbypsumerselfreport, physician's report and
the results of a situational assessment.

b. Consumemill be unable to complete training on a full time basis, and will be limited to 9 credit
hours r semesteConsumewill take two years to complete the certificatimmgram needed to
reach her vocational goal versus the customary 18 months.

c. IPEto reflect timeliness extensidviedical status will be monitored for reassessment of timeliness
extenson criteria

J. On-The-Job Training(OJT)

This section distinguishes OJT from commniybased assessments (CBA). The procedures outlined for
OJT do not apply to CBA's.

OJT enables aonsumeto learn the tasks, routine and skills of an assigned jtteatctual work site

OJT offers a wide range of preparatory opportunities and is adaptable to the unique needs andfabilities
individuals This training resource is effective when formal training irctlee n s u voeatiobasobjective
is unavailableor where ability to benefit from formal training is questionable.

OJT is not appropriate where there is a prerequisite for specific education or licensing, which the
consumetacks. OJT is not intended to serve as an alternative to job placement ebenghmealready

meets the minimum qualifications for the job and no additional skills training is needed. OIT payment is
intended to reimburse the employer/trainer for the extraordinary costs associated with the training of the
consumer/trainedt is not a subsidy of employegages Community resources available in the WIA
offices such as Career Enhancement Program (CEP) or other Workforce Investment Act (WIA) partner
programs may also provide OJT funding.

OJT Trainee Wages and Fringe Benefits

Trainees are deemed employees of #@mployer. Trainees shall be compensated in accordance
with the Fair Labor Standards A@ELSA), and atthe prevailing minimum wage rate of theNMlI,
including periodidncreases, as other persons employed by the employer in the same or similar jobs.
Trainees shall be assured of fringe benefits at the same level and same extent as all other
employees of the employer including worker's compensation benefits, unemplioymsarance,

health insurance and other benefits

Reimbursement

The OVR may reimburse the employér ary portion of thec o n s u attualviagesgsalary, usually
averaged or decreased over the length of the training period. While the Rehabilitation Counselor may
reimburse the employer for the worker's compensation premiums, the premiums must be paid directly by
the employer to a worker's compensatpyovider.

In negotiating the reimbursement ratio with the employer, the Rehabilitation Counselor may progressively
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decrease the reimbursement rate as the trainee acquires skills and becomes more productive during th
training period.

Duration of Onthe-Job Training Agreements

OJT agreementare generallyor a period ofsix (6) montls. After this initial period, theDJT may be
extended for an additional si8) monthseriodprovided that the individuandtheemployer agreé a
continuation.OJT is intended teesultin continued or permanent employment in the assigned job or in a
closely related job at the conclusion of the training period.

On-the-Job Training Agreement

The OnTheJob Training Agreement (OJWMemorandum of Understandinigrm), Job Description,
Reimbursement Form, Certification and General Provisions must be completed fethaja@mtraining.

The Rehabilitation Counselor will include in the agreemamtescription of the essential funcsaf the

job as provided by the employer, and the empl o)
of the job. The agreement also will state that the employer will consider a permanent hire at the conclusion
of the training period, and will prvide appropriate supervision during the training.

All parties, includingthe consumerprior to the initiation of the training, must approve the @we-Job
Training AgreementThe OJT program must be clearly defined in the IPE.

The OJT agreement must indicate that no payment to the employer is made for services initiated prior to
the signatures of the parties to the Agreement and the written authorization of the OVR. The employer is
paid upon the submittal of progressive invoices and trainee progress reports during the training period as
described in the agreemeht no event will the ttal payments exceed the total authorized arhouthe

prorated obligation over the training period in which a terminated trainee was paid wages.

On-the-Job TrainingReimbursement Form

This form is completed with the required informationfEmbursement to the employer. Additional pages
may be added if the employer and Rehabilitation Counselor agree to a dedreasid) contribution by
the agency as theaining period progresses

On-the-JobTrainingMonthly Progress Reports
The employer submits training progress reports with the itevdo the Rehabilitation Counselor.
The invoice cannot be processed for payment without reckipeprogress report.

Modifications to the Agreement
The OJT Agreement is not a legally bindirmantract but rather is an agreement made in good faith. It may
be modified in writing or terminated by anytheparties concerned.

Exceptions to the OJT Requirements

When the OJT is funded by another provideg.(8VIA partner or), then the OJirocedures and forms
required by the funding agency will be used in lieu of the procedures and forms containedTherein
case record however, shall include copies of the training progress reports
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Office of Vocational Rehabilitation

OFFICE OF THE GOVERNOR
P.0. Box 501521 Phone: 670-322-6537
Saipan, MP 96950 Fax: 670-322-6536

ON-THE-JOB TRAINING (OJT)
MEMORANDUM OF UNDERSTANDING

This On-The-Job Training Agreement between the CNMI Office of Vocational Rehabilitation (OVR) and

Employer: | |

Address: | |

This is a joint agreement to provide On-the-Job Training for:

Consumer: | |

Position: | |

The specific occupational training will be conducted by:

Trainer: | |

In consideration of the training services rendered to the consumer, OVR agrees to reimburse the Employer
for the consumer’s wages as set forth in this agreement.

On-the-Job Training Plan

OJT Training Outline:
Description of the specific occupational skills/subjects the Consumer will be expected to learn in this OJT
program.

Training Length
Occupational Skills/Subjects (No. of Hours)

OJT Start Date: OJT End Date:

No. of hours per day: Total number of OJT hours:

B OIT MOU
Reviewed: 06-2017

PROGRAM SERVICES POLICY AND PROCEDURES MANUAL
Office of Vocational Rehabilitation

Revised:March 2023 44



OVR’s responsibilities:

e To ensure that the consumer has been provided information on how a paid OJT may impact their
benefits (SSL, SSDI, etc.);
Monitor and ensure that the consumer is on training on scheduled hours;

e Follow-up with employer on the progress of consumer;

e Provide on-going support and technical assistance to the employer to ensure that the consumer’s
needs are met leading to successful OJT;

Emplover’s responsibilities:

e Provide training and supervision of the consumer in the essential functions of the training;
e Pay the consumer on the company’s payroll cycle and invoice OVR for paid hours;
e Pay the consumer based on the prevailing minimum wage rate.
e Ensure that the consumer is complying with attendance and other workplace policies;
e Informal and formal feedback on the performance of the consumer;
e Complete a performance evaluation and provide final performance feedback to include
recommendations to the OVR.
Reimbursement

OVR will reimburse Employer upon receipt of completed invoices to be submitted to the Director on a
monthly basis. The invoices shall detail the hours on training. The hours reimbursed will be based on
the consumer’s time and attendance sheet. As the consumer progresses and leamns the required
occupational skills, the number of training hours will be reduced. The number of hours required for
training will be adjusted based on the review of the OJT Progress Report and agreed to by the VR
Counselor, Trainer, and consumer. In addition, while OVR may reimburse the employer for the worker’s
compensation premiums, the premiums must be paid directly by the employer to a worker’s
compensation provider.

Reports of Trainee Progress

The written OJT Progress Report (Form OVR-11a) will be submitted monthly and reviewed by the VR
Counselor, Trainer, and consumer.

Notice to Emplover/Trainer

An employer/employee relationship exists and this agreement does not affect in any way the employer’s
responsibilities under any federal or local laws pertaining to employment, unemployment compensation,
worker’s compensation, withholdings, insurance, retirement, or any other applicable deductions or
payments.

Modifications

Any modifications to the MOU or OJT Plan shall be agreed to in writing by the OVR, Employer/Trainer,
and the Consumer.

Director, Office of Vocational Rehabilitation Date
Employer/Trainer Date
Consumer or Authorized Representative Date

OVR-11 OJT MOU

Reviewed: 06-2017
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Office of Vocational Rehabilitation
OFFICE OF THE GOVERNOR

P.O. Box 501521 Phone: 670-322-6537
Saipan, MP 96950 Fax: 670-322-6536

REIMBURSEMENT for ON-the-JOB TRAINING (OJT)

Employer: Trainer:
Consumer: Billing Period: (From: To:
Total Training Hours: Total Reimbursement Amt.: | $

Please attach consumer’s time and attendance records, copy of payroll checks issued and Company’s
billing statement for reimbursement.

Is this the Final OJT Invoice for this Trainee: [ ] Yes [ ] No

Notice to OJT employers: CNMI OVR program does not reimburse employers for vacation, sick leave time
taken or overtime hours worked.

I certify that the training hours reported were in accordance with the OJT agreement. All legal requirements
have been fulfilled as to payroll deductions, employer contributions, and workers compensation insurance,
and any other applicable deductions or payments.

Employer’s Signature Date

Consumer’s Signature Date

OVR-11b OIT Reimbursement
Revised: 08-2014
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Office of Vocational Rehabilitation
OFFICE OF THE GOVERNOR

P.O. Box 501521 Phone: 670-322-6537
Saipan, MP 96950 Fax: 670-322-6536

ON-the-JOB TRAINING (OJT) MONTHLY PROGRESS REPORT

Consumer Name: Job Title:
Company: Reporting Period: |From: To:
Trainer: Trainer’s Job Title:

Nature of Work or Subject Area:

. Excellent Good Average Poor
PERFORMANCE EVALUATION: (90%-100%) (80%-89%) (70%-79%) (BELOW 69%)
| Quality of Work
| Rate of Progress
| Dependability

| Ability to Get Along with Others

| Learning Ability

| Atitude

| Personal Appearance and Hygiene |

| Attendance

Explain if Poor Rating:

Do you recommend that the consumer continue in this program: [ ] Yes [_| No
If no, please explain:

Trainer’s Signature Date

OVR-11a OIT Progress Rpt.
Reviewed: 06-2017
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K. Maintenance

Maintenance refers to basic Ing expenses such as food and shelter that are in excess of the normal
expenses of applicants aelifyible individualsand that are necessary for the individual to participate in

an assessment or carry out the terms of the IPE. All services are to be recorded and justified in the IPE
and progress notes that monitor the provision of these services and goods are to & imthedcase

record.

The following guidelines apply to the provision of maintenance assistance:

a. Maintenance may be provided for applicants or eligitdévidualswhen it is necessary to support
and derive the full benefit of other Vocational Rehadtilon services being provided. Maintenance
will not be provided as a sole service. Maintenance should not be used as a device for removing a
consumerfrom an undesirable home situation or for therapeutic reasons only. Subsidy of a
c o n s u home threughpayment of any type of maintenance to parents, spouses, relatives,
and/or other persons is not allowable. Maintenance should not be provided in the consumer's own
hometownif the individual has an established residence. Exceptions should be discuss#tewith
OVR Director or their designee if extenuating circumstances exist. Maintenance, other than for
diagnostic purposes or training that requirescibl@sumeto receive those services that are listed
in the IPE outside of their town of residence or thatrent within commuting distance are subject
tothec o n s u RINANGIAL NEED AND DETERMINATION OF THEAVAILABILITY OF
COMPARABLE SERVICES AND BENEFITS.

b. All maintenance should cease whenever the first paycheck is received or within 90 days after a
consumeis employedMaintenance costs should not exceed established rates.

See Definition of terms for other examples. Per diem and lodging shall be paid, as evidenced by a receipt
and will not exceed that paid to state employees.

L. Transportation

Payment or reimbursement is limited to actual cost as evidenced by a receyit aotexceed that paid
to state employee3ransportation is a supportive service amgist be in connection withn assessment
of eligibility or with another planned service

M. Vehicle Modifications and &oair

The OVR will modify or repair a vehicle f@aconsumeif it is:
a. A vocational rehabilitation need;
b. More cost effective than these of public transportation; and
c. Anintegral part of an approved Individualized Plan for Employment (IPE).

Modification means the following:

a. Installation of a wheelchair lift.

b. Purchase and/or installation of hand controls.

c. Alteration to the structuref thevehicle such as lowering the floor or raising the roof

d. Installation of carpeting or paneling to interior of vehicle, per prescription

e. Specialized equipment such as a Scott's Driving System; and

f. Vehicle equipment packages recommended in ppggms from driver evaluation teams
such as air conditioning; CB radios, wheelchahdibevn, power seats, headyuty battery, tires,
vehicle handling system, etc

Repair means Replacement or adjustment of drivelijnenechanical, electricabnd/or structural
components or tires

The Rehabilitation Counselor mudbcument theconsumermeets the following criteria for vehicle
modification:
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a. Has a stable or slowly progressive disability that interferes with normal driving or access to public
or private transportation; and

b. Following plan as agreed or is demonstrating motivation in training or in other activities which

indicate the plan will bsuccessful and lead to an employment outcame

Has a job offer that requires "independent transportation™; or

Is working, including selemployment; and

e. Thec o n s ucombinédspotential income and resourcesexipected to be sufficientteaintain
the vehicle, any modifications and insurance coverage for the vehicle and equipment.

oo

Since vehicle modification or repair is contingent upon a vocational goal or sufficient evidence that the
consumemwill completea program wich will lead to an employment outcome, a vehicle may not be
repaired or modified prior to eligibility determination.

An assessment of alternative transportation must be considered and documented in the progress
review notes must address
a. Thec o n s u coeentdnede of transportation.
b. The reasonableness of using other modes of transportation or solutions such as:
Taxicabs.
Car pools.
Paid ceworkers, volunteers or attendants.
Paratransit, accessible public transit or other community services; and,
Relocatingconsumeto where the individual's specialized needs may be met if such a move is
cost effective and ithe individual is employed.

agrwnE

The OVR will only participate in modifying or repairing essential functions of the vehicle to enable the
consumetto drive safely or to use the vehicle for transportation as a passenger in order to derive full
benefit of thei IPE.

For modifications, adding items like automatic transmissions, power steering and brakes, air
conditioning, power windows, door locks or tilted steering wheels is subject to approval by the
Rehabilitation Counselor and be recommended via the medical or driving evaluation prescription.
Consumersvho purchase vans are cautioned to assure the vaphespriate equipment such as power
steering and brakes, slidimpors with windowsand heay-duty electrical systenGenerally the OVR

will not sanction lowering floors on a unibody and/or short wheel base van

Required Information
The Rehabilitation Counselor must include the following documentation for inclusion in the
IPE or amendetPE:

1. Modification & Repair Before modfication or repair begins, proof of registered ownership
(which includes proof of insurance) of the vehicletfiyconsumepor a family member who owns
the vehicle is needed.

Modification & Repair Proof of a driver's license lifieconsumenor the primary driver.

Modification: If the consumepwns a vehicle that is over three years old or has 40,000 miles or
more on the odometer, tiktensumemust have a qualified mechanispect the vehicle's power
train, brakeselectrical systembody andsafety features and certify in writing that the inspected
items are in good condition

4. Madification: Modification requires hree (3) estimates of costrdids from vendor(s)If the
number of vendors providing this servieghin a 568mile radius of the OVR office is less than
three, only a bid per vendor is necessary

5. Modification: Driver evaluaiton report is required only if the client is driving from wheelchair or
will utilize hand controls.
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6. Modification: A prescription for a driver evaluation from a physician
7. Modification: If theconsumewill drive from a wheelchair: condition and type of chair.

8. Repair If the consumepwns a vehicle that has 50,000 miles or more on the odometer, a qualified
mechanic must inspect the vehicleltcument the condition and reliability of the vehicle'sieag
and/or other appropriate systems prior to repair

9. Repair Repair requireshree(3) estimates ofcost or bids from vendor(s). If the vehicle cannot
be driventhe number of bids or estimates required is one.

Driver Evaluation

Everyone requesting a modificam to enable independent driving and who will be a driver must be
evaluated by a certified driver evaluation unit for safe driving ability anddaipment needed to drive
safely. If appropriate, a report from a certified driver evaluation unit will include prescriptive
specifications for adaptive driving equipment and vehicle modification.

Passenger Evaluation

A consumemwho will be a passengamly who is requesting a vehicle modification needs no driver
evaluation but must be evaluated by a physical or occupational therapist for recommendation of
modification needs. Any installation must meet factory specifications and meet the functionalfieeds
consumer

Cost of Vehicle Modification

The OVR will assisthe consumerin the arrangements and pay for the cost of evaluation including
transportation and per diem. The Rehabilitation Counselor must include a cost estimate from a certified
installer. Financial approval of the IPE will adhere to this manual's spending autbqtitsements.

Cost d Vehicle Repair
The Rehabilitation Counselor must include a cost estimate from(8jreertified mechanics (see #12 for
exceptions.)

Installation d Equipment Or Structural Modification

If modification isdeterminedand amount authorized by the OVR Directbe Rehabilitation Counselor
will authorize the modification to the installer. Tbensumemill make arrangements with the installer
for transporting thee 0 n s u wekicledasid when fittings must be done, tramtpg himself to the
installer.

Training In The Use Of The Modified Systems And Devices
Prior to accepting the vehicle modificatiamsmaking paymerfor the vehicle modification theonsumer
must receive training in the operation of all modificatidred controlsand assistive technologies.

Driver Training

If the prescription requires driving training, the Rehabilitation Counselor will arrange for and document
receipt of the training prior to OVR panyent Only driving schools and trainers who are licensed or
certified under NRS 483.7080regulationmay be used.

Hand Controls

Hand controls MUST be installed by a qualified installédre consumemustalso be evaluated by a
certified professional, sucts @n occupational therapist or driver evaluator, and must be trained in the use
of the prescribed hand controls.

Replacementfovehicle Modification Equipment

A current (within 3 months) statement fraphysicianis necessary to document the medical status

the consumerany medical changes since the last installation of equipment, and the physician's opinion
on the new equipment recommended by a vendor. If the physician cannot make such a recommendation
an evalation by an Occupational or Physical Therapist must be completed. If the recommended

PROGRAM SERVICES POLICY AND PROCEDURES MANUAL
Office of Vocational Rehabilitation

Revised:March 2023 50



modification equipment is different from the existing equipment, additional training on the new equipment
must be completed.

The OVR may participate in the cost of thedification or repair but does not represent that it is an expert.
Questions will be directed to the equipment dealer, mechanic and/or the installer.

Certifications:ConsumerMechanic and Installer
Upon completion of the modification, the vendor will submit an invoice with:
a. Consumer Certification of Inspectionsigned and dated that the work has been completed by the
mechanic and/or installer to tkeo n s u sagsfadiian; and,

b. Mechanicjnstaller: Certification signed and dated by the vendor that the work has been completed
in full compliance with the prescription and specifications as bid and warranties have been
provided to theconsumerUpon receipbf the certifications, the OVR W process the vendor's
invoice for payment

N. Vehicle Purchase/Loaraiments

Provision of purchasingnaking loan payments or down paymeatsehicle must be an identified IPE
service and in direct relationship to the achievement efgpioyment outcome. Under no circumstances
is the vehicle to be purchasexnt any loan or down payments madéhoutthe authorization of thOVR
Director.

The Rehabilitation Counselor must review and verify all applicable items, suttteaso n s u vakdr 0 s
driver license; the vehicle's reliability and serviceability, age, mileage, and insurance coverage. Before
purchase, loan payment or down paymeptaposedihe counselor must explore and utilize comparable
benefits such as PASS (Plans for AchigyviSeltSupport.) Justification must be made on whg
consumeircannotutilize public transportation or utilize some other form of transportation (paying a co
worker, taxis, bicycle etc.)

a. Theconsumerand Rehabilitation Counselor must always justify a reason for purchasing a vehicle
and the need for a new rather than @abd¢ used vehicle. Also, insure vehicle rental or leasing
have been considered where appropriate; and,

b. The primary objective is for assistance wathrtupcosts. For a vehicle, this means the cost for the
consumetto take possession of the vehicle, getn the road and be able to absorb the ongoing
costs. This may involve a down payment, registration fees and insurance binders, repairs and
routine maintenance. When determining the amount of the allowable down payment, consider how
much theconsumercan afford to pay on a monthly basis (ongoing payments, gasoline costs,
routine maintenance costs), and provide an assessment of relocation costs or other transportation
alternatives

O. Provision ofOther Goods andesvices

In the case of telecommunications, sensory and other technological aids and devices, individualized
prescriptions and fittings may be performed only by persons licensed in accordancélMithaw or by
appropriate, certified professionals. Provision @fris manufactured to prescriptionrequiBes per vi s or
review.

Firearms, explosives or other items and materials generally considered to bevéstbahs willnot be
provided.

P. Services to Family Members

The OVR mayprovide services to members ofcao n s u family isen necessary as pat the
c o n s u mabilitaton program. "Family member" includes any relative by blood or marriage and other
individuals living in the same household with whom an eligibtmsumerhas a close personal
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interpersonal relationship. Services to family members are to bedegcand justified in the IPE and
progress notes in the same manner as services tontsamer Servicegprovided to a family member or
members must be based on a determination that:

a.
b.

C.

Theeligible consumemwould be unable to begin or continue the IR&gor

The program would be jeopardized to the extent that employment would be delayed or could not
be achieved, and/or

The needed services are not readily available and feasible through existing community .agencies

Services to family members may include:

a.

oo

e.

f.

Homemaker services tprepare a family member to assist a consumer in a program of
independent living skills and to adapt to new or altered methods of home management (e.g., daily
personal care and home maintenance provided by an outside resource during periods of stress ol
iliness);

Counseling with family members to help them undesthe needs of the eligib®nsumer

Day care services of children to enable an eligtblesumeto complete the IPE;

Foster family care to enable the family to remain as a unit to permit an elgibsimero
complete an IPE (e.g. services to mamtall children within a family unit when an eligible
consumemust leave home temporarily for vocational training or other services);

Family planning or matal counseling services;

Assistance in locating adequditeng quarters for the family.

Q. HomeModification

The OVR may participate in the funding for the purchase of services to remove physical barriers that
interfere with ac o n s u fulkeparticgpation in rehabilitation services leading to employment. Financial
participation requirements apply the provision of these types of services. Certified Occupational and
Physical Therapists, Assistive Technology Specialists, and Rehabilitation Engineers, can assist
Rehabilitation Counselors with coordination of these services.

Home modificatiorexperses(as identified in the IPE) must be authorized by the OVR Dirdmtfore
presentation to theonsumerfor signature. The Rehabilitation Counselor must address the following
criteria for home modification, and in accordance with the Authorization efcgsrpolicy (Section 21).

The case file must contain documentation that:

oo op

()]

Theconsumercannot be relocated.

The dwelling is owned and maintained by domsumer,

Theconsumehas the property owner's written permission to modify.

The property owner must provide a written statement to the Rehabilitation Counselor
verifying that there is a lease agreement equal to the length of time required to complete the IPE
before modificabns begin.

OVR will not restore the property to its original state after modifications have been made.

The Rehabilitation Counselor must obtain th{8¢ bids from licensed contractors prior to
authoriation of the service. The Rehabilitation Counsefoust also comply with procedures
outlined in Section 21.

The Rehabilitation Counselor must investigate comparable benefits, such as Medicaid, to
determine other sources of payment.

The Rehabilitation Counselor carnclude structural repairs such asadding grab

bars to allow for independent use of bathroom facilities, widening a doorway to allow for
wheelchair accessibility, building a partition, or putting in a ramp.

The Rehabilitation Counselor cannot authorize the purchase of land, buildingingetm
structures or modifying exterior walls. Home modification includes: fabricating, modifying,
designing, and installing to accommodatedbiesumes disability as required to participate in the
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VR program.

] All required building permits must be ohtaid, as required by theNMI Ordinance prior to
beginning the modifications to assure that the contractor is properly litense

k. The Rehabilitation Counselanay submit home modification plans for additional approval
according the Signature Authority guiohes.

I. Upon completion of the modification and prior to paying the bill, an inspection must be
conducted by the Rehabilitation Counselor and appropriate local authorities to assure that
the work is completed properly as authorized.

m. The building materia used for the modifications need to be comparable to existing building
materials. Any upgrades must be justified andgpproved by the OVR Director.

n. Thereare no liens against the property.

SECTION 17: RELEASE OF LIABILITY

In the event that any nemaditional treatment or surgical proceduras been determined, and is in
conformance with the role of the vocational rehabilitation program,isaddcided through informed
choice by the individual analdvised by treatment prafgionals and/or specialty consultants, it becomes
necessary for participants of any activity to acknowledge the risks that are likely to occur. The release of
liability form releases the Office of Vocational Rehabilitatidhe CNMI Governmentagents and
employees, from liability upon any resulting injury and/or possibly death caused by treatment
participation.
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OFFICE OF VOCATIONAL REHABILITATION
RELEASE OF LIABILITY

I/'We, | have, on my/our own initiative

opted for medical treatment involving surgery while cognizant of the risks associated with
medical or surgical procedures. I/We testify that I'we am/are of sound mind and that I/'we
am/are fully aware of the potential risks from this procedure or treatment.

By virtue of My/Our affixed signature(s) below, I/'We agree that the Office of Vocational
Rehabilitation and/or the CNMI Government and all its subdivisions, agents and employees,
will not be held responsible for any loss of life, injury, harm or complication of any kind,
directly or indirectly, that may result from any related travel and/or treatment.

I/'We acknowledge and understand that the Office of the Vocational Rehabilitation and/or the
CNMI Government and all its subdivisions, agents and employees, have acted in good faith in
providing vocational rehabilitation services and are not responsible or liable in any way for
any direct or indirect harm experienced as a result of medical consultation or treatment.

OVR Consumer/Legal Guardian (print and sign) Date
Official Authorized Representative (print and sign) Date
Vocational Rehabilitation Counselor Date
Witness (print and sign) Date

OVR-12a Release of Liability

08-2014
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SECTION 18. COOPERATION AND COORDINATION OF BENEFITS WITH OTHER
AGENCIES

The Rehabilitation Act of 1973, asnended, requires the development of cooperative agreements, formal
interagency agreements and memorandums of understanding, as appropriate, with other public agencie:
(CFR 361.22, CFR361.23, 361.24.) The cooperative agreement is designed for use whanleer
agencies enter into agreements for joint or cooperative and does not involve an exchange of funds. This
may be accomplished by executing a COOPERATIVE AGREEMENT BETWEEN PUBLIC
AGENCIES, and obtaining required signatory approvals.

The RehabilitatiorAct of 1973, as amended, also allows for thpadty cooperative arrangements (CFR
361.28). Interlocal contracts with public agencies may be entered into by executing an INTERLOCAL
CONTRACTS BETWEEN PUBLIC AGENCIES and obtaining required signatory apjsovdhe
interlocal contract is designed for use whenever public agencies contract with one another for the
performance of any government service.

SECTION 19: SELF-EMPLOYMENT

Introduction

Fundamental change has been occurring in the work platigidualsar e | eaving t he ¢t
and are forging new ways to work that are more in line with their needs, interests, and priorities. Self
employment rankbigh as a preferred choice alinost allworkers, and as such should be an option for

the worler with a disability OVR considers selémployment as a valid employment outcome option and

one that should be considereddpnsumersnd counselors as they work toward the development of an
appropriate vocational goal.

Definition
For the pur posesenpfl otyhmesnt polriedye,r sigel fan empl c
individual works for profit or fees in Atheir o

and operate a business tleyn. Occupations such aesmetology and realtor would be considered self
employment under this policy only if themsumeowns the business. When appropriate, individuals who
legally organize their business as a corporation, and are employed by their corporation, may be eligible
while in thestartupphase of operations. Salfnployment requires that the business is, at a minimum,
51% owned, controlled and managed by@hé&R consumer

ASelnmMpl oyment 6 al so requires that t he sappartithei pat
individual or will significantly assist an individual monetarily if that person has income from other
sources.

Role of Vocational Rhabilitation
Theprimaryrole of theOVR in assisting onsumersvith an interest in selémployment will be assisting
the ®nsumeiin making informed choices by:

a. Providing relevant information

b. Reducing or eliminating barriers created by the disability

c. Providing training regarding small business and-egiployment

d. Providing assistance in identifying resources

e. Coordinating services

f. Providing support as deemed appropriate irstagupof the business
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When OVR resources are identified ame of the sources for meeting the businstatupcosts, the

specific guidelines that follow will determine the extent of this involvementONi@0 s abi | ity t
direct financial support for thetartupof a business is limited and should not be wered the primary

funding source. OVR fundsill not be used for the ongoing support of a business.

Consumer Rsponsibilities
Exercising informed choice in the rehabilitation process, in this case, choosing a vocational goal in which
selfemployment ishie outcome, has attendant responsibilities that must be assumedayshervith
assistancérom the Vocational Rehabilitation (VRounselor. These responsibilities include but are not
limited to:

a. The information gathering and assessment process

b. Planning

c. Decision making
d. Securing resources
e
f.

. The development of skills and abilities necessary to operate a business
Financial participation
g. Business implementation

Specific action steps required byeconsumewil be c¢cl ari fied in the HAProc
Additionally, as the file is considered for closure, tbasumemill have the responsibility of providing
financial documentation to tH@VR that will demonstrate the success of the venture.

SeltEmployment Process
The case record will reflect the following:

A. Assessment of@sumer8Business Potential.

a. Evaluationofc o n s u interest§, skills, aptitudes and personal qualities as they relate to self
employment. This may include formal vocational assessment to the degree necessary to ensure
the individual has the basic skills necessary to operate and manage a small busimeds. Fo
assessment may be waived by the counsetbe @ n s u nmerk and educational history
support the pursuit of the proposed satiployment goalWhen available, counselors should
encourage individuals to attend training sessmmE xip|l or i ng Entreprene
advantages and disadvantages of business ownership, preparedness from a personal
perspective, assessment of skills related to the business venture, and OVR guidelines for
receiving technical and financial assistanaebiasiness development.

b. Examine th& o n s ufmancia goals related to sedinployment. Issues such as terminating
government benefits, supplementing family income vs. primary source of family support, and
earning sufficient funds to maintain compiee employment standards should be considered.

c. Consumeexpectations relative to the financial support they are expecting from the OVR
should be discussed at the onset. It is importantdhsumeunderstand that the OVR is not
in a position to capitee new business and any funding directed tosthgtupof the business
will be limited.

B. Asses<C 0 n s u Misabildiysas it relates to the Sedmployment Goal
1 Ensure the viability of selémployment as it relates to tikeo n s u disalilify.sThis may
require consultation with medical or psychological service providers that have been treating
the onsumer If clear information is not available reflecting theo n s u ab#ity t6 sandle
the physical, mental/emotional, and cognitiaspects of the selected goal, additional
assessments such as a functional capacity evaluation, an assessment of cognitive skills and
abilities, mental status evaluations, as well as job site analysis would be encouraged.
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C. Develop Business Idea and Boqe its Feasibility

a. Consumersvill be referred to outside resources for assistance in examining their business ideas
and feasibility. Examples of programs providing said assistance are the Small Business
Devel opment Ce nt e rEsterpriseC Nhidtives Corlwvhnunity oEconomic
Devebpment programs, Disabled Business Persons Association (for Veterans), and the
Community Business Resource Center. The information developed at this stage will provide
much of the basic data that wil!/ be lates. e d i
The following are questions that could be considered in a feasibility study:

Is the idea practical and will it fill a need?

What is the competition?

What is your advantage over existing business?
Can you deliver a better quality service or prda@uc
Where will you locate the business?

What equipment or supplies will be needed?
What financing will be needed?

What are your resources?

=4 =4 =48 _9_9_°5_2

b. Testing the feasibility of the business idea should be formalized through a written Feasibility
Assessment, a report documenting the following:

1 Concept Feasibility
Cl ear description of the busi nethesbusingse a ;
concept including education, training, direct experience and transferable skill sets; and a
sunmary statement identifying issues of concern regarding the feasibility of the concept.

1 Market Feasibility
Geographic description of market area; description of competitors working in or marketing
to potential customers in geographic area; definition of target markets including size and
scope of each market; zoning issues/requirements for establishing a $asimgéended
location.

9 Financial Feasibility
Capitalization requirementsstartup funding not to exceed 6 months) consistent with
individual 6s busi ness ¢ o nstagupfandingiardl engding f i c 2
capitalization.

At this pointin the process, it issquiredthat a criminal background check be conducted to
ensure that theconsumerwill be able to obtain all the necessary licenses, permits,
certifications, etc. and that no unanticipated barriers related tmtiseimersegal status will

be encountered as the sethployment process is pursued.

D. Consumeiraining/Education

a. All consumerswill be expected to attend and complete training and technical assistance
services related to sedfmployment. This could include opt®rsuch as a training class or
seminar through the university / community college system, Small Business Development
Centers, CNMI Micro Enterprise Initiative, etc., and consist of subjects such as exploring
entrepreneurship, small business developmentnéss plan development, small business
management, and business financing. Exceptions to the above requirement may be made with
supervisory approval in limited circumstances such as:

PROGRAM SERVICES POLICY AND PROCEDURES MANUAL
Office of Vocational Rehabilitation

RevisedMarch 2023 57



1 The individual has previous successful business experience, and/oevelspdd a
business plan and the counselor is comfortable with and can documenbtimes u me r 6
skills in this area.

1 Courses cannot be scheduled in a timely fasbrcat a location that is inaccessible to the
individual and waiting would jeopardize thers u m eabilibygo pursue the selected goal.

The above courses may be offered pre Individualized Plan of Employment (IPE) as part of the
comprehensive assessment or as part of the initial IPE with a specHerrggtiyment goal.

b. In addition to the abovesonsumersnay require business specific skill training to eliminate
skill gaps or prepare for the operation of the business. This could include coursework such as
accounting/bookkeeping, using computers in business, typing, htesanrces in business,
etc. It is expected that these courses would be built into the IPE as necessary.

E. Business Plan Development

The ABusiness Plano is viewed as an essent.i
document used by the aggnio determine the feasibility of the business and whether or not to
participate in its development.

a. A comprehensive business plan wil/l be reqg
participation in the development of the business is expe@teticounselormust cover the
various elements of the business plan withabesumewlient and feel comfortable that the
consumekxlient has adequately addressed these elements in the Feasibility Assessment.

b. In preparing the business plan, the counselibrefer theconsumeto community resources
for technical assistance and guidance in development of the plan. It is expected that the
business plan will be prepared by tmsumerhowever in certain instances where significant
or unexpected difficukes are encountered in the writing and researching optaicservices
could be purchased from vendors to assist with the completion of this task.

F. Explore and Apply for Resources Available From Other Sources

The ¢ 0 n s u nmeest@ent into his/her business is an important reflection of his or her
commitment to achieving succe3$ierefore, theonsumewill be encouragetb contributefrom

their own resourcesas much as they are ablé&dditionally, it is expected thatonsumerswill

explore and where appropriate, apply for funding from other sources. These might include the
micro loan programs, banks, or programs with funds to assist certaifapops such as women
andminorities.

G. OVR/Outside Reviews of Sedmployment Plans

The level of th€ V R @inancial participation in the sefmployment plan will determine the level
of agency review and approval required.
a. Review by aselfemployment panel will be mandatory for sethployment plans in which
participation willexceed 8,000. Themakeupof this panel includes:
1 OVR Director
9 Fiscal Officer
1 Program Manager and/or Case Service Manager
1 Rehabilitation Counselor

The OVR will retain the right to have the plan reviewed and obtain recommendations by an
outside resource with expertise in small business development. The ultimate decision and
approval will rest withOVR andwill be dependent on a variety of factors including bot

limited to total startup costs, viability of the business plan, potential for other financial
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resources, the availability of funds and the impact the approval will have on agency programs
and services to otheonsumers

(Note: Thecumulative cost of a case will dethe level of review required.)

b. Review and approvédévels are as follows:

For the purposes of this policy, training and assistive technology costs will not be included in
calculating the cost of the sedmploymentplan. Rather, the actual costs of initiating the
business should be the focus.

(Note: Only theDVR Directorhas authority to obligateOVRfunds)

c. Process for Review by Sedimployment Panel

1 The Rehabilitation Counselor will submit a cover memo to the committee that includes a
brief description of the proposed business venture, the projected cost to the agency, why it
i s expected to be successful, aregardinglthe c oL
plan.

1 The Rehabilitation Counselor will submit a copy ofthe n s uimBu isness Pl ar
with an unsigned IPE or IPE Amendment to the panel for review.

1 The panel will convene and conduct its review within 15 working days of receiving t
review materials.

1 As it is possible that individuals outside the agency may be reviewing the proposal, an
Al nf ormati on Re lcenausmewvidll be sulgmtteddas payt of thb mview
package.

1 The panel will provide opportunity for participationy the consumer consumer
representative, amd o n s u Rehabibtation Counselor.

1 The panel will review the Business Plan for viability and probabditysuccess, offer
suggestions for improvement if necessary, and make recommendations for approval or
disapproval.

1 The review panel will provide a written response with recommendations to the
Rehabilitation Counselor within 10 working days of their review.

1 The review panel will provide a written letter of approval or denial of theesefioyment
plan to the client within 10 working days of the panel review.

H. IPE or IPE Amendment Related to sethployment

a. All self-employment plans wiltequire an IPE or IPE amendment reflecting the specifics of
the selfemployment plan.

b. Assessing the -eeaas$ 0l memaybe Ponplated in GnSndtidl fPE. The
initial IPE may include classes and seminars with a focus oresglfoynent issues,
feasibility assessment development, business plan development, and other exploratory or
preparatory activities that would help evaluate the viability and ensure the success of the self
employment endeavor. (Notelhe above services may alsodmmnpletedore- IPE as part of
the comprehensive assessment). AnIPEor amendment is initiated
is completed by theonsumer The IPE or amendment includes the specific services to be
provided and the level @VR financial participation in the seléemployment effort. The IPE,
amendment and Business Plan is then submitted for the necessary review and approval.

Financial Participation &guirements
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The OVR will not become the sole funding source for anyeseibloyment endeavoConsumersvill be
required to make a contribution toward the sgtfployment venture in cash, materials, ekimd labor
in an amount consistent with the schedule below.cTloen s u coetribdtisn may come from personal
resources, property critical tthe business operation, loans from banks, loans from #soder
organizations, or funds derived from a PASS plan. The minimum levabrefumerparticipation for
business staitip costs (excluding training or modifications necessitated by then s u dmsability)sis
as follows:

Cost of Plan Percentage of @hsumelFinancial Participation
$1- $5000 10%
$5,001- $10,000 20%
$10,001- $20,000 30%
Above $20,001 40%

The above guidelinesill be followedwhen selfemployment is the objective. If tttensumerdoes not
contribute at the above levels, justification must be submitted, reviewed, and approved by rehabilitation
management at the appropriate level of signature authority.

Limitations and Rstrictons

Consumeranust be informed that seéimployment services do not include of any of the following
services:

Businesses deemed illegal by the CNMI Attorney General

Speculative real estate development

Utility deposits that are refundable to tt@nsumenr business

Salary or benefits for any owner or employee of the business

Purchase of land, real estate, or the erection of any buildings

OVR will not approve a business that sells firearms and/or will not provide firearms for
occupations that require a weapon

OVR will not approve a business that sells alcohol or tobacco products

Refinancing existing delitbusiness or personal

Subsequenttthe initial stadup costs, VR funds may not be used for angoing(not to exceed

6 months) operating costs

= =4 =4 -8 -4 -9

= =4 =4

Exceptions
If OVR staff determineghat there are circumstances in an individual case that warrant an exception to the

above exclusions, a written justification must be presentatdeedOVR Director and/omanagement
requesting an exception.

Payments From the OVR

Business plans anticipag receipt of any funding from the OVR shall be designed on a cash
reimbursement basis. In other words, the OVR will not advance cash to businesses, but will reimburse
the business only upon receiving a-pmproved receipt for services rendered or prtsdteceived.

Upon receipt of a prapproved receipt for services rendered or products received, the OVR at its
discretion, may pay theonsumedirectly or may pay the vendor directly. Exceptions to this policy
may only be made by tH@VR Directoror designee, and will generally only be made in emergency
cases. Accordingly, it is not appropriate for any proposed business plan to anticipate the receipt of
funding from the OVR that is inconsistent with this policy.

Additional Business R@irements

The OVR will only consider approval of a business that it determines will have a reasonable business
return on investments.

PROGRAM SERVICES POLICY AND PROCEDURES MANUAL
Office of Vocational Rehabilitation

Revised:March 2023 60



Case Closure and Follelp

Cases closed as having achieved a successful employment outcome will meet the standaedsindent
Section 21 of the Program Services Policy and Procedures Manual. Additional considerations for cases
closed in selemployment are as follows:

a.
b.
C.

d.

The business shows reasonable signs of stability as reflected by financial records.

The revenues equal or exceed operating costs.

The business must have been operating for a minimum of 90 days, but in many cases will require
a longer period to adequately assess the success of the business.

As agreed in the IPE, services that were necessary to reach the employment goal have been
provided and theonsumegrgrees with the decision to close the case.

Summary of Activities Rquired

a.

b.

oo

Completion of all necessary assessments to ensure thairtbener has the qualities necessary

to pursue selemployment in his/her chosen field.

Evaluate the feasibility of the business idea through a written Feasibility Assessment. Evidence of
consultation with programs or individual with small business oresgifloyment expertise and

the results of the consultation and evaluation should be reflected in the case file.

Obtain criminal background check.

Completion of a comprehensive business plan for amesgloyment effort imolving OVR cost
participation The comprehensive business plan mustlude a case narrative reflecting the
counselorb6s rationale for the plan.

The Rehabilitation Counselor will prepare a written memo that includes a brief description of the
proposed business venture, the projected cadstet@gency, why it is expected to be successful
according to theonsumer and t he counselords support and
plan.

Plans will be submitted fagupervisoryreview and approval at the appropriate levesighature
authority.

Pl ans in which requested agency partictpati
empl oyment Panel 6 for review, suggestions an
The consumerand counselor will explore the availability of comparable servara$ other
resources that may help in the satfiployment endeavor, and pursue said resources as appropriate.
An IPE/IPE Amendment that will reflect the specific seffiployment services required.

The rehabilitation counselor provides ttansumerwith reqular updates on the status of the plan
review process.

SECTION 20: CLOSURES

Closures require notification of appeal rights and an explanation of the availability of the Client Assistance
Program (CAP).

A.

Closing a Case from Application or Extended Evaluatisaoch closures may occur when a
applicant/consumas not eligible or due to other reasons.

Closure for reasons other than ineligibility

a.

A case may be closed when tindividual is unavailale durng an extended period to
complete an assessment of eligibility and the Rehabilitation Counselor has made repeated
efforts to contact thmdividual. Repeated efforts inclu@de attempto elicitanin di vi dual 6s
response such as letters, phone messagesonaércontact or rescheduling missed
appointments. A I8lay closure letter is sent after an unsuccessful attempt has been made
to contact thendividual
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b. A closure without a determination of eligibility is not an ineligibility determination, but
theclossir e reason must be documented in the case

B. Closure from applicant or extended evaluation conducted under a trial work experience and
eligibility requirements are not met
a. Ineligibility determinations must be based dear and convincing evidence and require
the completion of a Certificate of Ineligibility.
b. Ineligibility determinations are made only after full consultation or after an opportunity for
full consultation with theeonsumenr representative.
c. Determination®f ineligibility must be based on one of the following:
1. The individual does not have a physical intellectual disability which, for that
individual, constitutes or results in a substantial impediment to employment, or
2. The individual does not require suservices to prepare for, enter, engage in, or retain
gainful employment.

d. It shall be presumed that an individian benefit in terms of an employment outcome
unless the OVR can demonstrate by clear and convincing evidence that the severity of an
individual 6s di sability precludes t he i ndi vid
rehabilitation services in terms of an employment outcome. In making the demonstration
required under this paragraph concerning the
OVR shall first provide a period of Trial Work Experience, conducted in Extended
Evaluation.

e. Ineligibility determinations other than for significance of disability also require clear and
convincing evidence.

f. Ineligible individualsmust be referred to othappropriate programs.

C. Annual Reviewof Ineligibility Determinationis required of cases with an ineligibility determination
because ra individual cannot benefit in terms of an employment outcome or when an extended
evaluation has been terminated due to severity of the disability. The OVR must, wittidual,
review the determination within 12 months unless the individual refuses the revigwlasger in
CNMI, thei n d i v whkreabduts are unknown or their medical condition is rapidly progressive or
terminal.

D. Employment Outcomes Employment outcomes occur whercansumeris determined to
have achieved an employment outcome in angnated setting. Vocational rehabilitation
consumerglosed employed must, as a minimum have been:
a. Determined to be eligible;
b. Provided an assessment of eligibility and vocational rehabilitation needs as essential
vocational rehabilitation services;
c. Providedappropriate vocational rehabilitation services that have contributed to the
employment outcome in accordance with the IPE; and
d. Determined to have achieved and maintained suitable employment for at least 90
days.
When necessary, pesimployment services mstibe providedgubsequent to the achievement
of an employment outcome but befdhe individual is reported as having exited the VR
programto ensure that the employment outcome can be maintained

An employment outcome closure statement is a required document and will outline:
a. The basis on which thgarticipant has achieved an employment outcome
E. Case Closures after the Initiation of an IPE
a. The consumer must have been determined eligible and assessed for vocational
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b.

C.

rehabilitation needs and been providédeasone service under an IPE; and,

1.

2.
3.

4.

Was not provided counseling & guidance as an essential vocational rehabilitation
service; or,

Was not provided apppriate services in accordance with an IPE; or

Did not maintain suitable employment for at least 90 days, with refusal of further
services; or,

Clear and convincing evidence indicates tomsumercan no longer benefit from
services in terms of an emplogmt outcome.

A statement signed and dated by the Rehabilitation Counselor, identified as a certificate of
ineligibility, must be completed.

There must have been full consultation with or opportunity for consultation with the
consumenpr representative.

d. Closure inExtended (Sheltered) Employment

The statusf consumerslosed in extended employment in community rehabilitation programs
(including workshops) must be reviewed anebvaluated at least annually for a period of at
least two years to determine the potential for competitive employment. Maximum effort
should banade to place thesensumer integrated work settings or training for competitive
employment whenever possible. These closures cannot be counted as employment in an
integrated setting.

Cases may also be closed from plan status without an ineligitddtermination (i.e., moved,
died,refused services).

F. Review of Ineligibility Determination in Cases Closed from Plan Status

The determination must be reviewed within 12 months unlesstigimehas refused review,
is no longer present in CNMI, ¢bc 0 n s u mleereabasuts are unknown or thewedical
condition is rapidly progressive or terminal. Only a first review is initiated by the OVR.

G. Closing a Case after Eligibility and before Plan Initiation

Determining ineligibility at this pointrequires a certificate, a rationale, consultation,
notification, review and appropriate referral as when closing a case ineligible and unsuccessful
(see D above).

Cases may also be closed from eligibility status without an ineligildétgrmination(i.e.,
moved, died, refused services, unable to develop an IPE).

SECTION?21: CONS UME BBERYICE RECORD

A consumer/case service record shall be maintained for each consumer served by OVR. The counselot
shall document all information for consumers in writiflRequired Documentatiancludes the following:
Documents supporting the existence of a disabiiyyqualified personnel).

Documentation supporting a determination of eligibility.

Documentation supporting a determination of ineligibility after receiving VR services under an
IPE.

Documentation describing the | waneirféisc actaisoen
record if closure is based on reasons other than ineligibility.

Documentation supporting a determination that an individual with a disability is an individual with
a significant disabilitySD) or an individual with a most significanisébility (MSD).

a.
b.
C.
d.

e.

f.

Documentation supporting the need for, and the plan relating to, an exploration of abilities,
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capabilities, and capacity to perform in realistic work situations through the use of trial work
experiences or, as appropriate, an extendediawah to determine whether the individual is an
eligible individual and documentation regarding the periodic assessments carried out during the
trial work experiences or, as appropriate, the extended evaluation.

g. Documentation describing the IPE and anyendments to the IPE.

h. Documentation describing the extent to which the consumer exercised informed choice regarding
the provision of assessment services and in the development of the IPE with respect to the selection
of the specific employment outcomegtbpecific VR services needed to achieve the employment
outcome,the entity to provide the services, the employment setting, the settings in which the
services will be provided, and the methods to procure the services.

i. Documentation that justifies providjiVR services in a nemtegrated setting.

J. Documentation verifying that the consumer in competitive employment is compensated at or
above the minimum wage and that the consumer
customarily paid by the erfgyer for the same or similar work performed by +hsabled
individuals.

k. In the event a consumer achieves an employment outcome or OVR closes the case record of an
individual in extended employment on the basis that the consumer is unahthi¢ve an
employment outcome or the individual chooses to remain in extended employment, documentation
describing the results of the annual reviews
individual 6s or, ifaaplponipzedtreeptdeenmnat ivv e
those reviews were conducted.

I.  Documentation concerning any action or decision resulting from a request by an individual for a
review of determination made by the OVR.

m. Documentation of the request by the semer to amend the case service record.

If a consumer believes that information in the case record is inaccurate or misleading, the consumer

may request that the information be amended. The request, content, and decision regarding an

amendment shall be domented in the case record.

0. In the event an applicant/consumer is referred to another program, the reason for the referral and
documentation on the nature and scope of services provided by OVR to the applicant/consumer.

p. I n the event a rdiosuxessiudy closed, doausnentatiore demonstrating that
services provided under the individual 6s | Pl
outcome.

g I n t he ev e ncaseecor 5 nlesed mther timtus 26, documentation verifyitigat
the requirements for closure have been met.

>

SECTION 22: PURCHASES AND PAYMENTS OF GOODS AND SERVICES, AUTHORITY
LEVELS, CASH PAYS, IPE REVIEWS, AUTHORIZATONS

OVR shall follow the same policies and procedures it uses for procurements from-iksderal funds

when procuring property, goods, and services under the grant. These policies and procedures are describe
in the Division of Procurement and Supply, Department of Finance, CNMI Procurement Regulations
publication.

OVR shall include any claes required by Federal statutes and executive orders and their implementing
regulations in every purchase order or other contract that is issued for the expenditure of federal funds.
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SECTION 23: FINANCIAL CONTRIBUTION AND DETERMINATION OF THE

AVAILABILITY OF COMPARABLE SERVICES AND BENEFITS

Financial Need

Financial needs are assessed in two ways:

a.
b.

During the intake or plan development while exploring comparable services and benefits.
Via the financial participation assessment form for-egampt consumers.

Remember: VR is a secondary source of financial assistance.

A. Vocational Rehabilitation services tHi2D NOT require fnancialparticipation:

a.

©= 37

An assessment by qualified persehfor determining eligibility and priority for services except
thosenorms sessment services that are provided du
capabilities, and capacity to perform in work situations through the use of Trial Workeexes

(TWE) or an extended evaluation (EE) and, if appropriate, an assessment by personnel skilled in
rehabilitation technology;

Assessment for determining rehabilitation needs by qualified Vocational Rehabilitation
Counselor;

VR counseling anguidance, included information and support services to assist an individual in
exercising informed choice consistent with statutory requirements on informed choice;

Referral and other services to secure needed services from other agencies throughveooperati
agreements developed with other components of the statewide workforce development system, if
such services are not available from the Agency;

Interpreter or interpreter/translator services provided by qualified personnel for individuals who
are DeafBlind or individuals who are both visually and hearing impaired,;

Reader Services (RS) for individuals who are determined to be blind;

Rehabilitation teaching services and orientation and mobility services, including adequate training
in the use of public traportation vehicles and systems for individuals who are blind;

Jobrelated services, including job search and placement assistance, job retention services, follow
up services, and followlong services;

Independent Living and Older Blind (ILOB3ervices including transportation and training
supplies, contingent wupon an individual 6s el
On-thejob training (OJT);

Transition Services (TS) for students with disabilities that facilitate the achievement of the
employment atcome identified in the IPE (exceptions are necessary for those services which are
based on economic need);

Supported Employment (SE) services;

. Diagnostic Transportation;

Personal Assistance Services (PAS) provided while an individual is receiving iéeserv

Technical Assistance Services and other consultation services to conduct market analyses, develop
business plans, and otherwise provide resources, to the extent such resources are authorized to b
provided through the statewide workforce investmsygtem, to eligible individuals who are
pursuing SeHEmployment (SE) or telecommuting or establishing a small business operation;
Rehabilitation technology including telecommunications, sensory aids, and other technological
aids and devices for eligibladividuals who have an IPE, who are working toward an employment
goal that requires specific technology to attain, regain, or maintain employment and who have the
capability to use the equipment.

Sensory aids are assistive technology (AT) devices for eedpb are blind, visually impaired, or
hearing impaired. These devices may include hearing aids, FM systems (transmitter/microphone
system), auditory trainers, eyeglasses, low vision aids, reading devices, and telecommunication
devices for the deaf.
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B. Vocational Rehabilitation services that @@NDITIONED on economic need:

a. To the extent that financial support is not readily available from a source (such as through health
insurance of the individual or through comparable services and benefits) otheéhgéh@vR,
diagnosis and treatment of physical and mental impairments:

1. Corrective surgery or therapeutic treatment necessary to correct or substantially modify a
physical or mental condition that constitutes a substantial impediment to employment, but is
of such a nature that such correction or modification may reasonably be expected to eliminate
or reduce such impediment to employment within a reasonable length of time;

Necessary hospitalization in connection with surgery or treatment;

Prosthetic and ortitic devices;

Eyeglasses and visual services as prescribed by qualified personnel who meet State licensure

laws and who arselectedy the individual/consumer;

5. Special services (including transplantation and dialysis, artificial kidneys, and supplies
necessary for the treatment of individuals with estdte renal disease; and

6. Treatment for mental and emotional disorders by qualified personnel who meet State licensure
laws;

Pwn

b. Maintenance for additional costs incurred while receiving services und#PEgnexcept for
additional costs incurred while participating in an assessment for determining eligibility and OVR
needs;

c. Transportation that is provided in connection with the provision of any other rehabilitation services
needed by the individual tachieve an employment outcome, except for additional transportation
costs incurred while participating in an assessment for determining eligibility and OVR needs;

d. Services to the family of an individual with a disability necessary to assist the indiachiave
an employment outcome;

e. Specific PosEmployment Services necessary to assist an individual with a disabitigitdain
regain, or advance in employment (except for those services which are not based on economic
need);

f. Occupational licensesools, equipment, and initial stocks and supplies;

g. Other goods and services determined necessary for the eligible individual to achieve an
employment outcome.

Comparable Services And Benefits
If comparable services and benefits are available, they must be utilized to meet in whole or in part for the
cost of vocational rehabilitation services.

When a consumer is eligible for comparable services and benefits under any other proggancyy
those benefits must be utilized firghless obtaining these benefits interferes with achieving the
consumer 6s e mp kxceptasenated in théupsectian belogper 36154 and 3648.

Excluded as income and are not considered as comparable benefits:
1 Student loans
1 Academic scholarships
1 Vocational scholarships

Agencyresources will be considered only after comparable services and benefits have been used or if
obtaining those benefits would delay cansumerin meeting the rehabilitation objectives or an
employment outcome identified in the IPE.

PELL grants must be applied directly to the cost of tuition, books or supplies.

If a student loan guaranteed by the Federal Government is in defadlbniememust have in writing
from the lender an agreement to repay the loan, including deferretepts; or have the loan forgiven
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due to bankruptcy. If aonsumeffails to follow through with repayment arrangements, the rehabilitation
counselor shall withdra®®dVR financial assistance for pestecondary training until theonsumethas
provided writtendocumentation from the lender that repayment arrangements are being met by the
consumer

ConsumeKost Responsibility
The amount and type of services to be purchased lyotimimeshould be clearly defined on the IPE.

Any changes should be reflected the IPE form if services are alteredr changes in amounts have
become necessargfter the initiation of the original IPE. Payment(s) will be made bycthresumer
directly to thevendor. The amount @onsumercost responsibility is to be specified on the authorization
for servicesand the IPE

(Note: OVRis not responsible foanyconsumerdebts)

Financial Participation Assessment (FPA) Form

Procedure for Completion
The Rehabilitation Counselor shall:
a. Explain the Financial Participation Assessment (FPA) guidelines during orientation/intake;
b. Assi st the consumer to complete the FPA for
responsibility, and, if appropriate, review the amount of financiailqyaation;
c. Estimate the total cost percentagéor rehabilitation services and the amounts of participation to
be provided by both the consumer and the OVR at the time the IPE is written or modified; and
d. Amend the FPA form during annual reviews orreeded to reflect changes in the payment
sources.

Directions for Completion:

A. Exemption Status:

Exempt individuals do not need to complete the FPA fofthe following are NOT required
to participate in the Financial Participation Assessment (see Exclusion Table A):

a. Individuals who receive SSDI, SSI, Unemployment Insurance benefits, public
assistance (TANF, Food Stamps, etc. and other General Assistance) are not required to
make a fimncial contribution toward the cost of services.

b. Any individual who has annual income less than 330% of the Federal HHS (Dept. of Health and
Human Services) Poverty Guidelines, is single and currently unemployed, or

c. Was not legally required to file a Fe@l Income Tax Return in the year prior to
application,

The Rehabilitation Counselor must make a progress review note in the file that the
consumer is exempt from financial participation and by what exemption status reason.

B. Dependency Status

Single persons 18 vyears old or older are considered to be independent, unless
adjudicated as incompetent, and only their income and expense information is to be considered.

For married consumers, the assessment should reflect thedsmaf theconsumer and spouse.

For persons under age 18, the financial data of the parent or guardian claiming the consumer as a dependel
must be considered.

C. Financial Resource and/or Income Data
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The Vocational Rehabilitation Counselor may obtain infornmatioa b o u t an i ndi vid
resourcencome All sources of financial information must be documentédancial resources and/or
income information will be reported by the consumer and is subject to verificatitne OWR. These
available financial resources include:

1 Current income, including any benefit to which an individual may be entitled by way of pension,
compensation fornjury or other work loss, or insurance, as well as ankind service or
remuneration in the case of Work ExperiencetsmJob Training (OJT);

1 Assets, including both real and personal property; and

1 Any other resources which the Vocational Rehabilitation Counselor considers to be significant.

Financial resourcemformation cannclude: 1) most recent IRS tax filings; 2) employment security wage
or unemployment benefit reports; 3) employdreck stubs; 4) retirement program documents; 5)
savings/checking account statemg(iftsleterminechecessary)and/or 6) documentation from public or
private economic support prograififsdeterminechecessary)

a. Modification
The individual or their neresentative may request modification to the FPA at anytime, as needed
to adjust for changes in income or other economic circumstances. If modification is requested, the
OVR reserves the right to obtain verification from the sources listed above.

b. Exceptioral Cases
In exceptional cases, circumstances may occur where rigid adherence to the Financial Participation
Policy and Procedur es coul d seriously jeop
rehabilitation objectives and an employment outcome.

Requests for a waiver will be directed to the OVR Direaodesigneeyho will render a decision within
10 working days. Waivers involving the OVR's participation in cosigist beapproved by the OVR
Directorand theOVR Fiscal Officer.

D. Total Incane Excluded

This figure is the Income Exclusion Allowance (see Table A) plus exclusion of disability related expenses,
per 34 CFR 361.54(2)(iv)(B).

For the purposes of this manual, the Social Security Administration's use of impaireba&ted work
expenses will gge as a guideline to disability related expenses.

An Impairment Related Work Expen$lRWE) is an expense for an item or service which is directly
related to enabling an impaired individual to work and which is necessarily incurred by that individual
because of a physical or mental impairmdi.qualify as an IRWE, the expense must bel gy the
individual. Expenses paid by sources such as health insurance, vocational rehabilitation and the employer
are not considered IRWE's for the individual with the impairment.

Examples include, but are not limited to:

1 The cost ofattendant careesvicesrendered in the work setting or in assisting the individual in
making the trip to and from work (attendant care rendered on non work days or those performed
at any time which involve shopping or general homemaking are not considered IRWE's,
additionally attendant services performed for other family members, such as babysitting, are not
considered
IRWE'S).

91 Durable medical equipmemthich can withstand repeated use, used to serve a medical purpose
and generally not useful to a person in the absehem illness or injury, such as wheelchairs,
hemodialysis equipment, respirators, pacemakers, traction equipment.

1 The cost of thenodification of a vehicl€but not the cost of the vehicle) in order to drive or be
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driven to work, where the modificatioa critical to the vehicle's operation or its accommodation
of the individual. The modification must be directly related to the impent (without the
modification theindividual would either be unable to drive or would be unable to ride in the
vehicle).

1 Expenses paid by a person with blindnessaning a dog guidancluding the costs of purchasing
a dog, food, licenses and veterinary services.

1 Prosthetic devicethat replace internal body organs or external body parts (a prosthetic device that
is primaily for cosmetic purposes usually is not considered an IRWE).

1 The cost ofdrugs and medical servic#sat are necessary for control of the disabling condition,
thereby enabling the individual to work (drugs and medical services used for minor physical or
mental problems not resulting in any significant loss of function such as yearly routine physical
examinations, dental examinations and optician services and eyeglasses when unrelated to a
disabling visual impairment are not considered IRWE'S).

1 Work equpment and assistarttsat are required to accommodate the impairment and perform the
job such as a oAleanded typewriter, telecommunications device and a job coach paid for by the
individual.

For further examples see SSA Program Operations Manual Systamblic version of this may be
found at the following web site:

http://policy.ssa.goy/poms.nsf/aboLltpof@$24001.035Impairment Related Work Expenses, section
D, 1-8)

E. Applicable Income

This section enables ti@VR to specify the extent axpected participant cost responsibitibyvard the

cost of services. Applicable Income equals Income minus the Total Income Exgludddisability
Related Expenses.

To illustrate, if the income for a family of one wa40®00 minus Income Exclusion of, $917 and
disability related expenses $500 (Total Income Exclusion is 83117) the Applicable Income would be
$1,583

The Income Exclusion Allowance information used in the Exclusion Table (Table A) is adjustedyannuall
to reflect 330% of current Federal HHS Poverty Guidelines.

F. Determination of Required Participation

The Participation Table (Table B) is formulated to assess that portion of Applicable Income, which is
considered to be available to meet the cost of services. The consumer is expected to contribute toward the
service cost(s) at the specified percentageadticipation level.

Based on the above example, a determined Applicable Income of $1,583 will result in the financial
participation of 10% of service cost3he amount of financial participaticas determined by Table B
will be due to the provider oésvices and not to OVR.

For instance, if’focational rehabilitation costs &b&,000 for a consumer to achievesthoal identified in
their IPEt he ¢ ons ume r Wosld l$l@0r basedoh the 1% financial participatiddVR
would thenpay theserviceprovider 00 and the consumer would pay geviceprovider $100.

G. Certification

The consumer or person completing the form will be asked to verify by signature that the information
provided is correct. The respondent shouléddeésed that if the information provided is questioned, the
consumer may be asked to document the financial information provided or the agency will attempt to
verify the income information from external sources such as the most recent IRS taxEinpdsyment
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Security Wage or Unemployment Benefit Reports, employer generated pay stubs, retirement program
documents, or documentation from public or private economic support programs. The form will then be
signed by the Rehabilitation Counselor.

H. ComparabléServices and Benefits

If comparable services and benefits are available, they must be uiiistéd meet in whole or in part for
the cost of vocational rehabilitation services.

a. When a consumer is eligible for comparable services and benefits wamjerother
program or agency, those benefits must be utilizedUirssobtaining these benefits interferes
wi t h achieving t he cons umxepd as netedp Ino thane n t
subsection below, per 361.54 and 361.48.

b. Services provided under an assessment for determining eligibility and vocational rehabilitation
needs do not require consideration of comparable services and benefits, however, services
provided in a trial work p&d and/or an extended evaluation period do require consideration.

c. Counseling and guidance service, including information and support services to assist an
individual in exercising informed choice, do not require consideration.

d. Referral and other servisdo secure needed services from other agencies through interagency
agreements do not require consideration.

e. Job-related services, including job search and placement assistance, job follow up and follow along
services do not require consideration.

f. Rehabilitation technology services, telecommunications, vehicle modifications, sensory and other
technological aidsral devices do not require consideration
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OFFICE OF VOCATIONAL REHABILITATION
FINANCIAL PARTICIPATION ASSESSMENT FORM

I. EXEMPTION STATUS:

SSI, SSDI, TANF, food stamps, general assistance,
annual income less than 330% of Federal HHS Poverty
Guidelines or was not required to file a Federal income
tax return the year prior to application.

Yes* [J STOP -- do not complete form
No [0 Continue

II. DEPENDENCY STATUS

Independent [ (consumer)
Dependent [ (consumer’s parent/guardian)
Married O (consumer spouse/joint return)

1. INCOME DATA:

INCOME - Wages, Salaries, Tips, Savings/Checking
Account (liquid assets), etc.

U.S. Individual Income Tax Return (forms 1040, 1040A,
1040CM)

SHARE OF COSTS:

1.

2

Annual Income

Family Size

. Excluded Income

Exclusion Allowance
(refer to Table A)

b  Disability Related

¢ Total Excluded (a+b)

. Applicable Income

(1-3¢)

. % of Participation

(refer to Table B)

. OVR’S Cost of Service (%)

. Consumer Share of Cost

(no.5x6)

Il

IV. CERTIFICATION: I hereby certify the above accurately represents my income and dependency
status. I will provide documentation to support the above information upon request. I agree to notify my
Vocational Rehabilitation Counselor if my financial condition changes.

Signature of Consumer, Legal Guardian/
Authorized Representative

Signature of Vocational Rehabilitation Counselor

OVR Financial Participation Form

Date

Date

Revised: 08/2014
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TABLE A - EXCLUSION TABLE

Based on 330% ofFederahHHS Paverty Guiddlineguadad t@tke nearest whole
dollar.

Family Size Income Exclusion Allowance

1 Seecurrent Federal Poverty Guidelines
2 See current Federal Poverty Guidelines
3 See current Federal Poverty Guidelines
4 See current Federal Poverty Guidelines
5 See current Federal Poverty Guidelines

For each additional person, adke current Federal Poverty Guidelines
(*family size determined by applicant, spouse and number of depehdents

TABLE B - PARTICIPATION TABLE

Applicable Income % of Participation
100-1,999 10% of services costs up to
2,000- 3,999 15%

4,000- 5,999 20%
6,000- 8,499 25%
8,500- 10,999 30%
11,000- 13,999 35%
14,000- 16,999 40%
17,000- 19,999 50%
20,000- 24,999 60%
25,000- 29,999 70%
30,000- 39,999 80%
40,000 and above 100%
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SECTION 24: FAIR HEARING AND MEDIATION PROCEDURE

A.

Federal Regulations 34 CFR 361.57 provides the legal requirements to assure fundamental
fairnesgto a person (consumer) applying for or receiving vocational rehabilitation sdraice

is dissatisfied with the deniaf services or the manner in which services are provided.

The Rehabilitation Act of 1973, as amended, provides eaosumerthe opportunity for

review by an impartial hearing officer of determinations made by the OVR.

. All applicants ancconsumersvith disputes will be advised of the availability of assistance from the

Client Assistance Progra(@AP) andwill be provided a copy of the OVRair Hearing Process.

In addition, partigpants will be advised that the CAdan offer technical asgance and further offers
advocacy in the context of alternative dispute resolution (whether informal or during mediation) and
during the fair hearing process. The extent of technical assistance and/or advocacy, if any, is
determined by the Program Directuf the CAP.

. All applicants or consumemsquesting review of OVR determinations will be provided an opportunity

to informally resolve their concerns through meeting(s) with the Rehabilitation Counselor, a
Rehabilitation Supervisor, and/or tbaector.

An applicant or consumearan request a fair hearing at any time there is a dispute. A request for a
hearing must be made writing not later than 60 calendar ddysm the date of receiving notice of
the disputed determination. The writtenuest is made to the OVR Director.

At the request of thapplicant or consumgthe OVR may extend the 60 calendar day time limit for a
specific time, if determined by the Director, or designee, to be for good cause.

A hearing will be heldvithin 60 calendar daysf receiptofaap p| | L amts@sner 6 s
request. The request must:

1 Be in writing;

1 Identify the occurrence which resulted in the dissatisfaction;

1 Identify the resolutions desired

An impartial hearing officer will be selected to conduct the fair hearing regarding disputes.

An extension beyond 60 calendar days may be approved if bapplieanttonsumeand the OVR
agree and is approved by the Hearing Officer.

Other Methods to Resolve Disputes

ApplicantsConsumersnay also wish to exercise their rights to use othethods to resolve disputes.
The following options apply.

Option I An applicanttonsumemwho is aggrieved by a decision of the OVR, may request to resolve
the dispute with advocacy assistance from the Client Assistance Program (CAP) using informal
Alternative Dispute Resolution (ADR). A written request must be received by the Administoator
later than 30 calendar dagfter theapplicant/consumeeceives notice of the aggrieved decision. The
Administrator may waive the 30 calendar day timeline asdlis discretion. The ADR process is:
1 Voluntary on the part of both tlapplicant/consumend the OVR,;
1 Not used to deny or delay the right of an individual to a hearing or to deny any other right
afforded under the Rehabilitation Act of 1973, as amendet; a
1 Conducted with the assistance of the CAP Program Director to informally resolve disputes
between th@pplicant/consumeand the OVR.
1 May be conducted without the advocacy assistance of CAP at the discretion of the
applicant/consumer

Theapplicant/consumanay contact the CAP program at:
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F.

G.

Client Assistance Program

Northern Marianas Protection and Advocacy Systems(INMPASI)
PO Box 503529

Saipan, MP 96950

Telephone: (670) 2357273

Toll Free: (800) 6339879

TDD: (670) 2357278

Fax: (670) 2357275

Option 2 An applicant/consumexggrieved by a decision of the OVR may also request to resolve the
dispute using mediation. As with informal Alternative Dispute Resolutionapipiicant/consumer
may request advocacy assistance through the Client Assistance Program. A written regusst mus
received by the Directarot later than 30 calendar dagféer theapplicant/consumeeceives notice

of the decision. The Director may waive the 30 calendar day timelingla¢itgsle discretion.

This formal mediation process is:
1 Voluntary on the part of both ttagpplicant/consumeand the OVR.
1 Not used to deny or delay the right of an individual to a hearing or to deny any other right
afforded under the Rehabilitation Act of 1973, as amended;
1 Conducted by a qualified and impartialediator who is trained in effective mediation
techniques to resolve disputes betweap@aicant/consumeand the OVR, and
1 The mediator is paid by the OVR

The written request falternative dispute resolution (ADRhd mediation shall be made to thérRD
Director at the following address:

Director

Office of Vocational Rehabilitation
P.O. Box 501521

Saipan, MP 96950

Telephone: (670) 328537/8
TDD: (670) 3226449

FAX: (670) 3226536

NOTE: Neither option relieves traoplicant/consumesf the responsibility toequest a hearing

in writing within 60 calendar dayfsom the date of receiving notice of the disputed determination.
If an applicant/consumealso wants a hearing, they have to request a hearing in writing within 60
calendar days of the determination.

Unless theapplicant/consumerr an authorized repres@tive so requests, pending a final
determination of a hearing or other final resolution of appeal, the OVR shall not institute a suspension,
reduction or termination of services being provided under the Individualized Plan of Employment
(IPE), unless theervices have been obtained through misrepresentation, fraud, collusion or other
criminal conduct on the part of tikensumer

The hearing officer will make a decision based on the provisions of the approved State Plan, and
applicable Laws an&egulations, and the QW policies and laws that are consistent with Federal
requirements. The hearing officer will provide to thapplicant/consumer or the

appl i cant oOrepfeseotatige and &1thé Birector of OVR, a decision setting forth findfngs
facts, conclusions of law, and an order (decision) within 30 calendar days of the completion of the
hearing. The decision of the hearing officer is final for the purposes of Judicial Review.

Theapplicant/consumanay request advocacy servi¢gbsough the Client Assistané&rogram for
the fair hearing process.
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Informational Statemerit Fair Hearing Process

a. Both CNMI and federal law require that the OVR afford both an applicant for vocational
rehabilitation services and an existiognsumexlient of the OVR the opportunity to request a
"fair hearing" if they are aggrieved by a decision of the OVR.

b.

The OVR las developed a fair hearing process which is set forth in this informational statement.
Please pay attention to any timelines because failure to meet them may preclude you from the fair

hearing process.

If you disagree with, or are in some manner aggddwe a decision of the OVRhe following
options are available to you:

1.

Within 60 calendar dayafter you receive notice from the OVR of a decision over which
you have a disagreement, you may request a fair hearing. The request must be in writing.
The writen request for a fair hearing can be hand delivered, mailed, or faxed as follows:

Director

Office of Vocational Rehabilitation
P.O. Box 501521

Saipan, MP 96950

Telephone: (670) 3226537/8
TDD: (670) 3226449

Fax: (670)322-6536

When requesting a fair hearing, you must make the written request to the contact persons
specified in this informational statement and not to your assigned counselor.

While the OVR can grant an extension of time for you to file a request far lae&xing

for good cause beyond the 60 calendar day time limit, such a decision rests solely with the
OVR and may be denied. Therefore, you should always file requests for a fair hearing in a
timely manner.

Please remember that you can always attempbt& wut your differences with the OVR
informally. However, even if you are attempting to work out your differences informally,
you must still request a fair hearing within the 60 calendar day time period.

The written request for a fair hearing must put@R on notice of the issue that you wish

to appeal, and should set forth in detail your argument as to why you disagree with the
decision of the OVR.

In addition to, or in lieu of requesting a fair hearing, you may request either mediation or
alternativedispute resolution. Requests for mediation or alternative dispute resolution must
be receivedn writing within 30 calendar dayafter you receive notice from the OVR of a
decision over which you have a disagreement. The OVR has sole authority to determine
whether to grant an extension to the 30 calendar day requirement for requesting alternative
dispute resolution.

Remember: If ya request mediation or alternative dispute resolution with the OVR, you
must still request a fair hearing in writing within 60 calendar days if you desire to pursue
such an option.

At any time in the process you may be represented by a person ofhaasing. The
person does not have to be an attorney. Your representative will be at your own expense.

The Role of the Client Assistance Program

The Client Assistance Program (CAP) is a required program under federal law. The program offers
technical asstance, and can offer advocacy in the context of alternative dispute resolution (both informal
and mediation) and during the Fair Hearing process. The extent of technical assistance and/or advocacy
if any, is determined by the Program Direatbthe CAP.

PROGRAM SERVICES POLICY AND PROCEDURES MANUAL
Office of Vocational Rehabilitation

RevisedMarch 2023 75



You may contact the Client Assistance Program as follows:

Client Assistance Program

Northern Marianas Protection and Advocacy Systems(INMPASI)
PO Box 503529

Saipan, MP 96950

Telephone: 670 2357273

TDD: 670 2357278

Fax: 670 2357275

Mediation

Mediation is a form of dispute resolution where a trained and neutralpdiitg attempts to bring the
parties together to resolve their disputes. Under federal law, the OVRrauste mediation as an option

to resolve disputes. However, both parties must agree to mediation. If either party is unwilling to engage
in mediation, the mediation process will not go forward. Here are some facts about mediation:

1 Mediation is confidential and nothing said by either party can be used in any future legal
proceedings. The parties will be required to sign a confidentiality agreement prior to mediation.

1 The OVR will pay for the cost of the mediator.

1 The OVR will have a list of mediars and will randomly select a mediator.

1 At your own cost, you may be represented by an attorney or other person of your choosing at the

mediation. You may also request advocacy assistance from the Client Assistance Program.

However, the Program Directof the Client Assistance Program has the discretion to determine

whether to afford you advocacy services.

The location and time of the mediation will be set at a time and location convenient to the parties.

The mediator may ask both parties to submit canfiial statements prior to the mediation to assist

him/her with the mediation process.

E

Alternative Dispute Bsolution

Alternative dispute resolutig\DR) is a general term that implies the use of procedures other than formal
hearings to resolve disputés the context of the federal Rehabilitation Act, alternative dispute resolution
is a process that involves an aggrieved person using the Client Assistance Program. Thesidtantés
Program along with OVR employees| work with an aggrieved persand discuss possible options for
alternative dispute resolution if those are appropriate.

Fair Hearing Pocess

If you request a fair hearing in writing, that request will be forwarded by the OVR to a separate and neutral
state agency for assignment thearing officer. A fair hearing will be held within 60 calendar days of
receipt by the OVR of your fair hearing request. With the written approval of the assigned hearing officer,
both you and the OVR can agree to continue the hearing beyond 60 calejsd&atae additional facts

about the fair hearing process are:

1 The hearing officer may require the parties to submithgi@ing statements that set forth the
factual and legal issues of the case.

1 At your own cost, you may be represented byatorney or other person of your choosing at the

hearing. You may also request advocacy assistance from the Client Assistance Program. However,

the Program Director of the Client Assistance Program has the discretion to determine whether to

afford you advoacy services.

The hearing officer is not bound by the technical rules of evidence.

You will present your case first, followed by the OVR. Each party shall have the opportunity to

crossexamine witnesses as allowed by the hearing officer.

= =4
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1 The hearing offier will issue a written decision not later than 30 calendar days after the hearing.

SECTION 25: PROTECTION, USE AND RELEASE OF PERSONAL INFORMATION :

Section 504 (A) of the Workforce Investment Act of 1988ctions 12(c) of the Rehabilitation Act of
1973 as Amended; 29 USC 709(c), 711(c)(d) and 721(a)(6)(A)

34 CFR 361.38 (entire)

Personalformation

The concept of confidentiality is based on the n s u nght todvacy, expressed or implied by law.
It means that disclosure made by domsumeito any OVR staff member will not be revealed to others
except under certain circumstances.

Confidentiality regulations, both state and federal, protect the mpesdm is receiving vocational
rehabilitation services and ensure that information shared by the person or gathered by the agency will be
used for the person's rehabilitation. In handling personal informatio@VR employee has an ethical
obligation anda legal responsibility to respettte privacy of the consumefthe consumershould be
confident that the OVR would use this information constructively on his/her bélf OVR must

provide protection against improper disclosure, and must share peitifgntation with appropriate
persons at appropriate times in order to provide the best possible service. It is the obligation of OVR staff
to promote the rehabilitation of trmnsumerby following federal regulations and state statutes that
protect privag and prohibit the unwarranted disclosure of personal information.

By signing the general consent on the OVR application for servicesptisamempermits the OVR to
provide only that information needed to obtain services from service providers, vantdersagencies,
and facilities, to obtain placement from employers and to report to the referral source.

If more information that which identifies theonsumeris released to a service provider or a
cooperating agency, the OVR must inform the provatéhe following:
a. If any of the information released may have a potentially adverse effect aortkemerand
therefore any release must be-ppproved by the OVR Director;
b. That the information may not be released to others withowut then s u coesen§ and
c. That the information must be used only for the purpose provided.

Personal information will be held confidential by the OVRI arill not be disclosed to any other person
or entity except:
a. When a properly signed Release of Information form, conditioned and dated, IS
presented, or;
b. For the purposes directly connected withphavisionof services and/or the administration of the
rehabilitation program under which services are providedeéisedl in 34 CFR 361.38 and 34
CFR 364.56, or;
c. When the OVR believes it is necessary in order to protectdhsumelient or others if the
client poses a threat to his or her safety or to the safety of others, or;
d. Forreasons in accordance with theted regulations and/or any other applicable federal law, state
law, policy or regulation.

All questions related to the releasamfbrmationshould be directed to tH@VR Director or the Program
Managerfor clarification.

System of Records
The OVR maintains identifiable personal information pertainingalesumerst serves in a system of
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records from which information is retrievable by name, social security number or other unique personal
identifier. An active record is maintained for eamdnsumemho applies for services until the case is
closed. After closure the case is retained in an inactive (stored) status for a record retention period of five
(5) years following the submission of the final Federal reports for the Federal fiscel yach the case

was closed.

General Provisions
These policies and procedures are adopted to safeguard the confidentiality of all personal
information, including photographs and lists of names. These policies and procedures assure that:

Current andstored Rrsonal Information is Protected

All applicants ancconsumersand, as appropriate, those individuals' representatives, service providers,
cooperating agencies, and interested persons are informed through appropriate modes of communicatior
of the confidentiality of personal information and the conditions for accessidgreleasing this
information;

All applicants consumers, anadl their representatives are informed about the Rehabilitation OVR's need
to collect personal information and the policies governing its use, including:
a. ldentification of the authority undevhich information is collected;
b. Explanation of the principal purposes for which the OVR intends to use or release the information;
c. Explanation of whether providing requested information to the OVR is mandatory or voluntary
and the effects of not providing requested information;
d. Identification of those situations in which the OVR requires or does not require informed written
consent bthe individual before information may be released; and,
e. ldentification of other agencies to which information is routinely released.

1. An explanation of the OVR's policies and procedures affecting personal information will be
provided to each individuand, if appropriate, in that individual's native language or through
the appropriate mode of communication.

2. These policies and procedures provide no fewer protections for individual€iidhlaws
and regulations.

Program Use
All personal information in the possession of the OVR must be used only for the purposes directly

connected with the provision of services and the administration of the vocational rehabilitation program.
Information containing identifiable personal infortiea maynotbe shared with advisory or other bodies

that do not have official responsibility for administration of the program. In the administcdtitie
program, the OVR may obtain personal information from service providers and cooperating agencies
under assurances that the information may not be further divulged, except as provided under paragraphs
(c), (d), and ( e) of this section.

Release of personal information to the Designated State Agency, the Department of Employment, Training
and Rehabitation, and its sub units is permissible as related to administration of the program.

Releasd¢o ApplicantsandEligible Individuals

a. Except as provided in paragraphs (c)(2), (c)(3), (c)(4), and (c)(5) of this section, if requested in
writing by an applicant or eligible individual, the OVR shall make all requested information in that
c 0 n s u reeomd 6f services accessible to and stelase the information to the individual or
the individual's representative within 10 working days. The OVR may establish reasonable fees to
cover extraordinary costs of duplicating records or making extensive searches and shall establish
policies and proedures governing access to records.

b. An applicant or eligible individual who believes that information in¢he n s u reeord @fs
services is inaccurate or misleading may request that the OVR amend the informatien,
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information is not amended, thequest for an amendment must be documented in the record of
services.

c. Vocational rehabilitatio programs are exempt from HIRAequirements.

d. The OVR can withhold medical or psychological information froeoasumeif it determines
that the informatiormay be harmful to theonsumer In such a case, the OVR can release
information to a thireparty chosen by the participant. Prior to withholding information under this
subsection, a counselor shall inform his/her supervisor.

e. If the OVR obtains personal information from another agency or organization, it may be released
only by, or under the conditions established by, the other agency or organization. Prior to
withholding information under this subsection, a counselor shallrmhis/her supervisor.

Release For Audit or Evaluation
Personal information may be released to an authorized organization, agency or individual engaged in audit
or evaluation or research only for purposes directly connected with the administratienvotétional
rehabilitation program, if the organization, agency or individual assures that:

a. The information will be used only for the purposes for which it is being provided;

b. The information will be released only to persons officially connected with the audit, or evaluation.

c. The informaiton will be managed in a manner to safeguard confidentiality; and,

d. The final product will not reveal any personal identifying information without the informed written

consenbf theinvolved individual or their representative.

Release T®ther Programs QAuthorities

a. Upon receiving the informed written consent of the individual or representative, the OVR may
release personal information to another agency or organization or individual.

b. The OVR shall release personal information if required by Federal law or regulaibns.
guestions related to the releaseirdbrmation shall be directed the OVR Director Program
Manager

c. The OVR shall release personal information (name, addresprenm® number) in response to
investigations in connection with law enforcement, fraud, or abuse, as expressly permitted by
Federal o€NMI laws or regulations, and in response to a court order issued by a judge, magistrate
or Justice of the PeacAll quedions related to the release ioformationshall be directed the
OVR Directoror ProgramManager

d. The OVR is authorized to release informatia order to protect the consumer/clientothers if
theconsumexglient poses a threat to his or her safety or to the safety of QAtiergestions related
to the release ahformationshall be directed the OVR Director Program Manager

Temporary Consent

In thoseinstanceswhere thec 0 n s u ooeserid ®r the release of information defines a period of
authority with a given expiration date; the consent statement will be presumed to expire upon completion
of the processing and compliance with the request for disclosure. Wherothres u wrigten gonsent
specifically identifies information to be released to the authorized representative, it will be presumed to
be limited to the specified information in the absence of a clearly expressed intent.

Audits

Disclosure is required for purposes ottAtand program audit and ftire purpose of complying with a
variety of Federal laws, e.g., the Fair Labor Standard4FAc$A), the Minimum Wage and Hour Act,
the Civil Rights Act of 1964 and many others.

All questions related to the release information shall be directed the OVR Directar Program
Manager
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Disclosure to Judicial Orders, Subpoenas

OVR policy requires that employees who are in receipt of subpoena immediately nobfyRhBirector

or the Program Managevho will then immediately notify the Deputy Attorney General assigned to the
OVR.

The OVR must comply with "Judicial Orders" directing the disclosure of personal identifiable
information.

It is the policy of the OVR to encourage attorneys or others seeking identifiable personal information with
respect to an involved individual todtrseek consent of that individual in which case the necessity for a
subpoena is avoided. Nonetheless, OVR staff named in a subpoena must be mindful of the date, time anc
place at which their appearance is requiFalure to obey a subpoena constitutestempt ofcourt

Records Of Deceased Persons
All questions related to the release of information should be directed to the Rehabilitation Supervisor who
will contact the OVMirector for clarification.

SECTION 26: TICKET TO WORK

Introduction

Ticket-to-Work is a voluntary program funded hlye Social Security Administration (SSA) for the
purpose of helping people receiving disability benefits to go to work by decreasing the barriers to
employment and increasing the choices of vocational service providers.

The Ticketto-Work program is parbf the Ticketto-Work and Work Incentives Improvement Act
(TWWIIA). There are two distinct components to the Act: Work Incentives Improvements and the Ticket
to-Work program. Many work incentives are available to SSA beneficiaries whether or ndtitkeir

has been assigned. A limited number of benefits are available to SSA beneficiaries from th@Ticket
Work program, and those benefits can only be used if the Ticket has been assigned to an approved
Employment Network (EN).

Intake, Plan andicket Assignment

The following are guidelines for Rehabilitation Counselors to use when working with the SSA Ticket to
Work program. The purpose of these guidelines is to ensure the N/Receive the maximum
appropriate outcome payment, and/or tradgiadeimbursement, possible for our work with Ticket holders
who become employed as a result of OVR services. However, it is important to note that neither the
Ticketto-Work program nor the payment mechanisms built into glegram should influence the
implementation of the basic VR process according to the federal Rehabilitation Act of 1973, as Amended
in 1998.

CurrentConsumersf OVR

Current OVR consumerswho are receiving Supplemental Security Income (SSl)/Social Security
Disability Insurance (SSDIl)and are between the ages of 18 to 64, will remain with their existing
Rehabilitation Counselor. A currecbnsumeiis anyconsumemwho has been through an intake and has
begun working with a Rehabilitation Counselor prior to November 15, 2002. ¢btiemeris between

the ages of 18 and 64, the Rehabilitation Counseloroul d have them sign a co
the Release of Confidenti al I nformati ono and f o

Upon receipt of the completed release form, Administration will contact the Ticket Program Manager to
confirm the consumerhas an assignable Ticket. After contacting the Ticket Program Manager,
Administration will contact the Rehabilitation Counselor vimail with the response from the Ticket
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Program Manager. If the response is yes and the Ticket is assigned to the OVR, wbesithmereaches

plan, the Rehabilitation Counselor needs to havednsumessign a completed 1365 form, and route it

to Administration along with the completed 1365 Attachment A form. If the applicant has the Ticket
received from SSA in hand, the Rehabilitation Counselor should make a copy tootimes u mer 6 s
file. It is not necessary for ttwnsumeto have the actual Tiek to assign the Ticket. Tensumer only

has to have a confirmed assignable Ticket.

PipelineConsumeriarticipants of OVR

Pipelineconsumersre those SSI/SSDI participants who have signed an Individual Plan for Employment
(IPE) with OVR prior to receiving their Ticket. Eligible Ticket participants with a 1 at the end of their
SSN and were in plan prior to November 15, 2002, would be consigereiipi pel i neo case.
to all consumersith a signed IPE as the Ticket is rolled out in CNMI, based on the last digit of their
SSN. The Rehabilitation Counselor needs to ro
Confidential Informa i ono t o Admini stration, for confirmat:i
notify the fieldviaemai | of the Ticket Program Manager 6s r €
1365 Ticket Assignmenand 1 365 At t a cformme meéd tobeAsigned and forwarded to
Administration. Administration will proceed with Ticket assignment to VR. If the applicant has the Ticket
received from SSA in hand, the Rehabilitation Counselor should make a copy footimes u oaser 6 s
file. It is not necessgrfor theconsumeto have the actual Ticket to assign the Ticket. ddressumepnly

has to have a confirmed assignable Ticket.

Pipeline participants will also remain with their existing Rehabilitation Counselor.

New Ticket to Work EligibleApplicants

Intake (New Applicants):

During the intake process, the Rehabilitation Counselor will idergdpsumerswho are SSA
beneficiaries between the ages of 18 and 64, a
Release of Confidentialilnor mat i ono and forward to Administr
release form, Administration will contact the Ticket Program Manager to confircotiimehas an
assignable Ticket. After contacting the Ticket Program Manager, Administrationcavitiact the
Rehabilitation Counselor viamail with the response from the Ticket Program Manager. If the response

is yes, when theonsumereaches plan, the Rehabilitation Counselor needs to hagertsamesign a
completed 1365 form, and route it toet OVR administrative office along with the completed 1365
Attachment A form. If the applicant has the Ticket received from SSA in hand, the Rehabilitation
Counselor should make a copy for th@ n s u cagerfilé. slt is not necessary for tt@ensumeto have

the actual Ticket to assign the Ticket. Tdomsumeponly has to have a confirmed assignable Ticket.

Between intake and plan development, discussions should begin between the Rehabilitation Counselor
and the applicant regarding benefits counselirdyvainere theeonsumemay ultimately choose to assign
their Ticket.

Plan Development/OVR Ticket Assignment/Timely Progress:
Ticket assignment to OVR, as the EN, occurs automatically with the signing of the IPE.

A. At that time, the Rehabilitation Counselor must complete the Ticket Assignment Form (SSA 1365)
and forward the form to Administration.

B. If the Rehabilitation Counselor determines that a Medical Continuing Disability Review (CDR) will
adversely affect the o n s u leeefit§) the following Timely Progress goals must be included in the
C 0 n s u IRE and reet by theonsumein ordertomair i n an |l ofth®Bcked st at u s

Timely Progress Guidelines

First 24 Monthsi Thi s ti me can be used to prepare for
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however, must indicate a goal of working for a minimum of three months during the following 12
month period.

Next 12 Monthsi Beneficiaries must work at least three monthsmduthe past 36 months. This work
can occur at any time during the past 36 months and does not have to be consecutive.

Next 12 Monthsi Beneficiaries must work six months at a level in which their earnings are above
the SGA.

Next 12 Months & Subsequentl2-Month Periods i Beneficiaries will be required to work a
minimum of six months in each year and have earnings in each such month, sufficient to eliminate the
payment of SSDI benefits and Federal SSI benefits.

The consequences of not meeting the Tinfétggress goals may result in a Medical CDR. If the

C 0 n s u casgens@ang to extend past the first 24 month period, and a work goal at an SGA level is not
included in the initial plan, an IPE amendment can be written to cover Timely Progress gdads. If t
consumeis in an extended plan, i.e. college education, and will not meet Timely Progress goals, the
Ticket will go into a ANot | nc dUssewsEA hdaefitsiner.will Thi s
it affect the VR process. The only resuleof A Not | n Us e consamemayhessubjecttoa h at
Medical CDR. A Medical CDR may effectmao n s u 88Abénsfits and should be discussed prior to
signing the IPE.

Completion of Ticket Assignment Process
To complete the Ticket assignment gees:
1 The Rehabilitation Counselor must complete the Ticket Assignment Form{S&EA.
1 Theconsumeland Rehabilitation Counselor must sign the Ticket Assignment Form.

1 A copy of the Ticket Assignment Form must be routed to Administration along witotngleted
1365 Attachment A.

1T The original Ticket Assignment Form is pl ace

Prior to completion of the assignment of the Ticketciiesumeshould be encouraged to consult with a
benefits advisor regarding tpetential impact of achieving the vocational objectives identified in the IPE.

Plan Development When Ticket Is Not Assigned to VR
It is the Policy of the OVR that if a Ticket holding participant, after counseling and consulting with a
benefits advisor,

1 Refuses to assign their Ticket to OVR;

1 Wishes to participate in a IPE with OVR; and

1 Has not assigned their Ticket to another EN, can proceed as normal within the VR process.

Under these conditions, the Ticket will not be assigned to OVR, even though, S®8Aerules, the
consumearticipant upon signing the IPE is considered to have assigned the Ticket to O¥&haod
work with another EN without sending a written request to the Ticket Program Manager for SSA.

1 The Rehabilitation Counselor will still need to complete the Ticket Assignment Formi$&5A
after theconsumegarticipant signs the IPE;

1 On theconsumempaticipant signature line of the SSE365 the Rehabilitation Counselor will
enter AParticipant refuses to assign Ticketo

1 The original SSAL365 will be fledinth&e onsumar ©is¢i pant 6s case fil

1 A copy of the SSAL365 should be routed to Administratjon

1 The Rehabilitation Counselor will also route a completed and signétbrization to Release
Information form to Administration for periodic confirmation of the status of the
consumar ©is¢i p ant éossuniepgartikipant refuded to digheAuthorization to
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Rel ease I nformation, complete the form and v
signature line and route the form to Administration.

Plan Development when Ticket is Assigned to Another EN and Participd&efesred to OVR for
Services
Prior to the provision of servicelsy the OVR, to a mutually eligible Ticket holder who has assigned their
Ticket to another EN, an EN Participation Agreement must be complegeedsand implementedo
initiate this procesghe EN must contact OVR Administration to request:

1 TheConsumefParticipation Agreement between ENs and the OVR;

I The Ticket to Work/EN referral to OVR;

1 The format for the EN Quarterly Report; and

i The EN Authorization Form.

Upon receipt of the above information, the EN will complete, sign and retu@otiumerParticipation
Agreement to Administration. Administration will review, sign and return a copy of the agreement to the
EN, and register the EN as an approved ENIme OV R&s Ti cket database.

The next step of the process requires the EN to complete the EN Referral form and the EN Authorization
form. Theconsumearticipant must agree to and sign the EN Authorization form. When these forms are
completed and signeddtRehabilitation Counselor can begin to negotiate wittttmsumegarticipant

and referring EN regarding the services that can be included in the IPE with OVR and the projected costs
involved. Following plan development and agreement by the ENg¢dhsumerparticipant, and the
Rehabilitation Counselor service provision can begin.

If no Employment Network agreement is in place, do not refer out for job placement unless the ticket has
been assigned to the CNMI vocational rehabilitation program.

SECTION 27: JOB DEVELOPMENT AND PLACEMENT FEE FOR SERVICE PROCEDURES

The only mechanism utilized for job development services with a Community Rehabilitation Provider
(CRP) will be on a fee for service basis.

A Community Rehabilitation Provider required to meet the following criteria for Fee for Service Job
Development and Placement Services:

a. Vendor registration has been completed.

b. Vendor qualifications have been verified.

c. Vendor business licensure, professional liability insurance hasvieeiéiad.

If the consumeirs a SSI/SSDI recipient, verification that the ticket has been assigned to OVR.

OVR will compensate the vendor for competitive job placement services at a reasonable rate charged by
the vendor, or at a rate agreed upon by both OVR and the vendor via contract.

Referral Criteria

Thoseconsumersvh o are consideredsfisisgminfifcz@anlty yoordi
intensive coordination of services from the Rehabilitation Counselor, and individualized assistance for job
placement can be referred for to outside agency job development service.

NnSigniDi £al&0 ¢ 0
means an eligible individual who meets the following criteria:
1 Who has a serious limitation in terms of an employment outcome in at least one functional capacity
area, and
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1 Whose vocational rehabilitation can be expected to require multgdational rehabilitation
services, and

1 Whose vocational rehabilitation can be expected to require an extended period of time, and

1 Who has one or more physical or mental disabilities resulting from amputation, arthritis, autism,
blindness, burn injury, caec, cerebral palsy, cystic fibrosis, deafness, head injury, acquired
traumatic brain injury, heart disease, hemiplegia, hemophilia, HIV infection, respiratory or
pulmonary dysfunction, mental retardation, mental iliness, multiple sclerosis, musculapllystro
musculeskeletal disorders, neurological disorders, (including stroke and epilepsy), spinal cord
conditions (including paraplegia and quadriplegia), sickle cell anemia, specific learning disability,
endstage renal disease, or another disability anlmoation of disabilities determined on the basis
of an assessment for determining eligibility and vocational rehabilitation needs to cause
comparable substantial functional limitation, or

1 Who has a disability or is blind as determined pursuarditte Il or Title XVI of the Social
Security Act (42 USC 401 et seq. and 1381 et seq.)

AMost Signifdac@vs$Dh)y Disabl ed
means an eligible individual who meets the following criteria:
1 Who has a serious limitation in terms of an employment outcome lgasit four functional
capacity areas; and
1 Whose vocational rehabilitation can be expected to require multiple vocational rehabilitation
services; and
Whose vocational rehabilitation can be expected to require an extended period of time; and
Who has on@®r more physical or mental disabilities resulting from amputation, arthritis, autism,
blindness, burn injury, cancer, cerebral palsy, cystic fibrosis, deafness, head injury, acquired
traumatic brain injury, heart disease, hemiplegia, hemophilia, HIV iofewatith clinical evidence
of immunosuppression, respiratory or pulmonary dysfunction, mental retardation, mental iliness,
multiple sclerosis, muscular dystrophy, museskeletal disorders, neurological disorders
(including stoke and epilepsy), spinal daronditions (including paraplegia and quadriplegia),
sickle cell anemia, specific learning disability, estdge renal disease, or another disability or
combination of disabilities determined on the basis of an assessment for determining eligibility
and \ocational rehabilitation needs to cause comparable substantial functional limitation; or
1 Who has a disability or is blind as determined pursuant to Title Il or Title XVI of the Social
Security Act (42 USC 401 et seq. and 1381 et seq.) and who has a kitation in terms of an
employment outcome in at least four functional capacity areas, receives disability or blindness
payments under title I, II, X, XIV, or XVI of the Social Security AdR[U.S.C.301 et seq.401
et seq.120l1et seq.1351et seq.1381et seq.] or receives disability retirement benefits from a
governmental agency because of a disability considered permanent under section 221(i) of the
Social Security Act42U.S.C.421(i)).

Those participantsivo ar e consi da@fisedgnidi sabt égd ©r AmMost
referred forto an outside agency for job development services unless:
a. Case file dcumentation is submitted to the supervisor which clearly identifies:
1. The specific need fapecialized, intensive services)d
2. Why these services cannot be provided blionse staff or the CNMI Orgtop.
b. The referral must be pr@pproved and noted lilge supervisor in the case file.

= =

ADi sa) edo
means an eligible individual who meets the following criteria:
1 Who has no serious limitation in terms of an employment outcome in any functional capacity
area; or
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1 Who vocational rehabilitation is n@xpected to require multiple vocational rehabilitation
servicesor
1 Whose vocational rehabilitation is not expected to require an extended period. of time

Job Development & Placement Where the Job Developer Becomes the Employer

Under certain circumstances it may be beneficial and acceptabledonthemey the OVR and the Job
Developey if the Job Developer has tleensumerhired as a permanent employee. As with any other
decision regarding the IPE and the associated servigebest interests of tltensumerand compliance
with the IPE must remain in focus.

Other Needed Services ldentified during Job Development & Placement Process
As determined necessary, appropriated in the best interest of thensumeiand the employer, and in
accordance with the IPE, the counselor may authorize (in separate authorizations for each service)
additional services for theonsumeras part othe IPE, and subject to the approvalleg ©OVR Director.
Such services might include, as appropriate:

1 Job Coaching

1 Community Based Assessment

1 Additional Supervision

1 Other OnThe-Job Training services.

Job Coaching

Agreementmust be reached regarding the level of Job Coaching required lporisemerand the
coaching/supervision ratio in the given job setting. Payment for Job Coaching services siiah be
agreed upotourly rate The terms of the agreed upon hourly ratalldhe negotiated between OVR and
the Job Coaching provider.

Community Based Assessment
Counselor will determine the length of time and hours for the assessment and authorize payment of
consumemages.

Additional Supervision & OJT expenses

Should be provided in compliance with @me-Job TrainingProgramServices Policy and Procedures.
Additional supervision payment shall Bean agreed upon sumrmggotiated between OVR and the
service provider/employing agencyhe hourly wage amount amdimber of employees that individual
supervises will be documented by the provider organization and subject to verification by the
Rehabilitation Counselor in a review of provider wage and position information records.

The above policies will apply at any point during the normal Job Development & Placement process if
the Job Development & Placement Organization desires to placEdhsumerin a job in their own
organization.

CBA or OJT location developed by the Job Bleyer/Job Devebment & Placement Organization

The counselor may elect to use a Job Developer for the creation of or location of a Community Based

Assessmenbr Onthe-Job Training site in the communjthat is unique and specific to the individual

need of theconsumeif appropriate and in the best interest of to@sumeiand in accordance with the

IPE. Use of the Job Developer for this purpose is seen as expanding the potential range for the

development of CBA/OJT sites in the community. Tdllowing guidelines are to be followed:

a. Where development of a CBA or OJT site is independent of a Job Development & Placement

activity, the counselor must:
1. Obtain supervisory approval for utilization of the job developer in this manner,
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2. Make certain thathe OVR or Job Development/Placement Organization is able to provide the
assessment component of the CBA in a reasonable timeframe,

3. Insure that the Job Developer will initiate contact with the potential CBA/OJT site and attend
a meeting between the empéyy evaluator,consumerand counselor to establish the
framework for the CBA/OJT.

b. The counselor wouldraft payment schedute the Job Developer for this servidéis schedule

must be approved by the OVR Director, amould be paid for each site developand utilized,

specificto ec 0 n s u imividu@alseed.

c. Where the CBA/OJT development leads to a placeneevice, the Job Developer wouidve the

first right of refusal regarding assignment of the Job Development & Placement folfetenton

and monitoring.

1. If the Job Developer accepts the placement assignment, the counsgdordraft a
compensation package, authorized by the OVR Director, as compensation to the Job
Developer

2. The Job Developer will provide Retention and Monitosagices

Referral, Placement, Retention &ditoring

Referral (Phase 1) Procedure for Review and Rejection of Referral
The Counselor willprocess an Authorization f@ervicesto theCommunity Rehabilitation Providerho
will then accept or reject the referral.

If the Community Rehabilitation Provider rejects the referral, a written report documenting the rejection
must be submitted. The report must include: 1) initial assessment of job readiness; 2) cliast barrie

preventing job readiness; 3) additional job seeking skills training needs of the client; and 4) why or why
not the vocational goal is or is not achievable.

If the Community Rehabilitation Provider accepts the referral, a written report along with the invoice must
be submitted. The report must include:
a. documents of the acceptance of the contract and reporting requirements;
b. initial assessment of job readises
c. need for additional referral information from the rehabilitation counselor; and
d readiness to write and i mplement the AJob De
of the referral.

For extensions, the CommuniBehabilitationProvider must submit to the Rehabilitation Counselor the
completed and implemented job development plan, documentation of the results of job development
efforts and placement barriers, modifications to the pketbpment plan to mitigate placement barriers,
written request for extension (specifying extension length), and must receive written approval from OVR
for the extension.

Placement (Phase 2)
The Community Rehabilitation Provider has submittediraroice and written, implemented and
forwarded a copy of the fiJob Devel opment Pl anbo

Retention & Monitoring (Phase 3)
The Community Rehabilitation Providenust provide an invoice, written documentatiothat the
consumer/lient has retaied job for 30, 60, or 90 days, to include:
a. consumexlient satisfaction with the job
b. employer satisfaction withtteo n s uenleir st 6 s wor k per f or mance
c. verification of hours worked and wages paid
d. need foraccommodation or other individualized assistance to facilitate employment stability

PROGRAM SERVICES POLICY AND PROCEDURES MANUAL
Office of Vocational Rehabilitation

Revised:March 2023 86



Authorization
The authorizations will be a thrgghased authorizatigerocess using the phases abalearly identifying
each payment phase and will be completed for pheke.

If an authorization spans two fiscal years, the new fiscal year authorization must clearly reflect only those
services not rendered in the previous fiscal y
completed on thénitial authorization, the new authorization for the next fiscal year would not have a
reference to Phase | or the dollar amount.

Phase Extensions: No additional fees are paid for extension activity. The Rehabilitation Counselor must
provide written appnreal to the CRP for the extension.

SECTION 28: EQUIPMENT and TOOL PURCHASE, RETRIEVAL AND INVENTORY

OVR6s purchase of equipment and tools are for u
Work tools and equipment are purchased when @m@seeded for trainingelfemploymentor a job
offer has been made to thensumethat is contingent upolmaving tools and/or equipment for the job.

When tools and/or equipment is provided the following must be documented:
a. A comparable benefit reviewo determine whether equipment and tools are routinely
available or provided by the employer.
b. Consultation with the employer or trainer to determine what tools are necessary

An EquipmentTitle Contract(ETC) will be completed by the Rehabilitation C@a&hor andconsumer
prior to the issuance of equipment/tools and maintained in the case file. A copy of this contract will be
provided to theeonsumer

If a consumeno longer needs the equipment/tools becausedhsumeis no longer attending training,
or working in the area for which the equipment/tools were purchase®ehabilitation Counselor will
request in writing that the consumerreturn the tools/equipmentHowever, requess for return of
toolskequipmentcould becanceledunder the following conditionsand must be approved by the OVR
Director.

a. Recovery of the equipment will have a negative impact on the health obrisemeror
ability to maintain his/her independence;

b. After completion of a Rehabilitatio@ounselor survey it has been determined that the
equipment/tools cannot be readily used by other participants;

c. Any technology equipment that is ov&years old, i.e. computers;

d. The value of the equipment had depreciated to less than $3000; or equipmertas
condition;

e. Theconsumehas contributed towards the cost of the items.

An analysis in the form of a progress review casenote must justify recovery or naecovery of
equipmen@and tools.
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Office of Vocational Rehabilitation
OFFICE OF THE GOVERNOR

P.O. Box 501521 Phone: 670-322-6537
Saipan, MP 96950 Fax: 670-322-6536

EQUIPMENT TITLE CONTRACT (ETC)

(Equipment/A.T. Devices/Computers)

| ] Basic Support [0 Supported Employment ] Independent Living/Older Blind |

NAME: | | ssn:| | Case[ ]

The following item(s) has been purchased for vour use under the program that has been marked above.

FOR BS/SE ONLY
By signing below, you further understand that:
e The equipment or device is the property of OVR and that it will only be released to you as you
continue to actively participate in your rehabilitation plan.
e You are responsible for the return of this equipment to OVR if your IPE is discontinued,
changed, or at the Program’s request.
e This equipment is loaned to you exclusively for the uses described in your IPE and may not
be used for personal use outside that allowed by the IPE.
e Any problems requiring the inspection or repair of internal parts must be done by a qualified
technician and have the prior approval of OVR.
¢ Youmay not install software or download software without OVR’s prior approval.
e Tt is unlawful to remove property tags and in circumstances where an item is stolen a police
report must be filed and a copy provided to OVR upon notification.

Transfer of the title of the device or equipment may be considered after the purpose(s) for which the
device or equipment was provided was achieved and the consumer successfully obtains and/or
maintains employment for at least 90 days.

Transfer of Title: | | |
Consumer Name Signature:
VRC Signature: Date:
- [] Yes [] Condition of

Repossession: s Beufoment:

VRC it Consumer

Signature: ¥ Signature:

Date Description Serial Cost
Received Number

| | | | | | | |
| | | | | | | |
| | | | | | | |
| | | | | | | |

I ACKNOWLEDGE RECEIPT OF THE ABOVE NOTED TOOIL(S), EQUIPMENT, A.T. DEVICE(S) AND THAT
FAILURE TO COMPLY WITH THE TERMS OF THE AGREEMENT TERMINATES THE LOAN AGREEMENT
AFTER WHICH I AM BOUND BY LAW TO RETURN THIS PROPERTY TO OVR. FAILURE TO RETURN THE
EQUIPMENT MAY RESULT IN LEGAL ACTION. I FURTHER UNDERSTAND THAT I AM RESPONSIBLE FOR
ALL MAINTENANCE AND UPKEEP OF THE ITEM(S).

Consumer/Authorized Representative Date

OVR Representative Date
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Section 29 Pre-Employment Transition Services, Coordination and Planning for Students with
Disabilities.

In July 2014, the Workforce Innovation and Opportunity Act (WIOA) was signed into law. WIOA requires
a vocational rehabilitation (VR) agency to reserve 15% of its federal funds to pRr&&enployment
Transition Services to Students with DisabilitieBhis section includes guidance for providing these
services statewide in collaboration with the CNMI Disability Network Partners, in particular those
member agencies that comprise the $i@on Coalition such as the Public School System, Council on
Developmental Disabilities, Northern Marianas College, and the WIOA core programs, to name a few.

A. Target Population.

PreEmpl oyment Transition Services iaersed pwhoov iadeed t
a. Eligible for VR services; or
b. Potentially eligible for VR services (i.e. all students with disabilities, including those who have
not applied or been determined eligible for VR services).

A AStudent with a Disabilityo is one who meet s
a. Is at least 16 but no more than 21 years of age (has not yet reached 22nd birthday), in accordance
with CNMI IDEA age range;
b. Has a disability, and has submitted the requiredifgiray medical documentation signed by a
medical provider or a copy of IEP or 504 Plan;
c. Has documentation confirming enroliment as a student in an educational program, including:
1 Secondary school, including home school and alternative sptagptams (e.g. those housed
within the juvenile justice system)
Qualified Postsecondary education programs
Adult basic educational programs which lead to a recognized educational credential (e.g. a
GED or high school diploma)
1 State, nationally, or indust recognized certificate programs leading to a credential (e.g.
Northern Marianas Trade Institute)

T
T

Documentation may include an IEP, 504 Plan, report card, college registration receipt, or other
documentation from the educational program.

B. Required Sendges and Statewide Availability.

The primary purpose of PEEMployment Transition Services provided or coordinated by the OVR is to
help students begin to identify career interests and to learn skills in preparation for transition to
employment and/or @isecondary educatioithe OVR will make every effort to provide or coordinate

the following services to ensure statewide availability.

Description of Required Services
PreEmployment Transition Services may be provided in a group or generalized aassting and/or
an individualized setting and are limited to any or all of the services outlined below:

a. Instruction in SeHAdvocacywhich may include, but is not limited to, the following examples:
1 Learning about their rights and responsibilities;
1 Learning how to request accommodations, services or supports;
1 Mentoring with education staff (e.g. principals, nurses, teachers, or siiffE
1 Peer mentoring with individuals employed by or volunteering for employers; boards,
associations, or organizations in integrated community settings;
9 Participating in youth leadership activities offered in educational or community settings.
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b. Workdace Readiness Trainirtg develop social skills and independent living skills necessary for
employment may include, but is not limited to, the following examples:
1 Learning communication and interpersonal skills;
1 Financial literacy, including benefits plaing services;
1 Orientation and mobility skills to access workplace readiness training or to learn to travel
independently;
Jobseeking skills;
Understanding employer expectations for pu
skills necessary foemployment;
1 Onssite workplace readiness training during a wbased learning experience.

T
)l

c. Job Exploration Counselingpay include, but is not limited to, the following examples:
1 Review of information regarding idemand industry sectors and occupatiass,well as
nontraditional employment;
1 Administration of vocational interest inventories and provision of Local labor market
i nformation that applies to the studentos
1 Identification of career pathways of interest to the students.

d. Counseling on Opportunities for Enrollment in Comprehensive Transition or3&usindary

Education Progranmay include, but is not limited to, the following examples:

1 Exploring the types of academic and occupational training needed to succeed in thaceorkpl

1 Postsecondary opportunities associated with career fields or pathways;

1 Self-advocacy skills for the purpose of identifying accommodations and services in an
educational program as well as providing resources that may be used to support individual
stucent success in education and training (i.e., disability support services).;

1 Advising students and parents or representatives on academic curricula and course offerings;

1 Providing information about college application and admissions processes;

1 Assistance itompleting the Free Application for Federal Student Aid (FAFSA);

e. WorkBased Learning Experiencesay include opportunities that are available in school, after
school, or outside the traditional school setting; however, they must be provided in an integrated
setting in the community to the maximum extent possibB. and community partners should
sed every opportunity to provide woithased learning experiences in integrated settings before
providing these services in namegrated settingsServices may include, but are not limited to,
the following examples:

1 Coordinating a schoddased program fgob training and informational interviews to research
employers;

Work-site tours to learn about necessary job skills;

Job shadowing;

Mentoring opportunities in the community;

On-site workbased experiences (paid or unpaid), i.e. Internships, velumge practicums,

service learning, or apprenticeships (excluding -gpprenticeships and registered

apprenticeships), located in the community.

= =4 =4 -9

C. Reasonable Accommodations and Other Necessary Support Services.

OVR will ensure that no qualified student it disability is denied the benefit of FEenployment
Transition Services on the basis of the iIindiwvi
requires an auxiliary aid or service to access or participate in any of the requirEthBpogment
Transition Services, VR may pay for such costs when no other public entity is required to provide such
aid or service.
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a. Auxiliary aids and services include:

1 Qualified interpreters osite or through video remote interpreting (VRé&rvices; note takers;
reattime computesaided transcription services; written materials; exchange of written notes;
telephone handset amplifiers; assistive listening devices; assistive listening systems;
telephones compatible with hearing aids; closgdica decoders; open and closed captioning,
including realtime captioning; voice, text, and vidéased telecommunications products and
systems, including text telephones, videophones, and captioned telephones, or equally
effective telecommunications dees; videotext displays; accessible electronic and
information technology; or other effective methods of making aurally delivered information
available to individuals who are deaf or hard of hearing;

1 Deaf/Blind Support Services Provider (SSP): Qualifietlezs; taped texts; audio recordings;
Braille materials and displays; screen reader software; magnification software; optical readers;
secondary auditory programs (SAP); large print materials; accessible electronic and
information technology; or other effeve methods of making visually delivered materials
available to individuals who are blind or have low vision;

1 Assistive technology assessments to determine whether modified equipment or devices are
needed for a student to participate in-Ereployment Tansition Services.

1 Non-adapted or adapted equipment or devices, when needed for a student during participation
in PreEmployment Transition Services. OVR will retain ownership of the equipment or device
and require its return at the conclusion of the Brgloyment Transition Service for which it
was provided, so that it may be available for use by other students duriggnBleyment
Transition Services.

PreETS funds may not be used to modify a studen
personal equipment or devices of which students would retain ownership.

Auxiliary aids and services do not include:
a. Personal devices (e.g. computers, laptops, tablets, etc.)
b. Prescribed devices (e.g. eyeglasses, hearing aids, wheelchairs)
c. Readers for personal use or study
d. Attendant Care or other services of a personal nature
e. Home or vehicle modifications

b. Provision of Other Necessary Support Services

Funding of services needed shall be determined in collaboration wifPutiie School System
and other resources.

PreETS Case Type

When a student requires a personal device to participate in services, OVR may loan the device, contingen
onavailabiltyThi s | oan will be do&iSkguipmentdLoan@tracthaadtiet u d e
student will be required to return the device when no longer required for participation in services.

VR Case Type
When a student has an Individualized Plan for Employment (IPE) and requires a personal aekire or

goods and services.(e uniforms, maintenance and transportation, or bus pass) to participate ah
the five required PrEmployment Transition Services, they may be purchased using traditional vocational
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rehabilitation funding, consistent with the IPE, or VR may |dan device, if available, or seek other
comparable benefits such as the assistive technology or other device loan programs.

D. Outreach and @laboration Responsibilities

OVR Managers, Counselors, and Employment Specialist will make every efftavétop and maintain
cooperative working relationships with public school system staff (including alternative school programs),
postsecondary education staff, workforce development partners (i.e. WIA, ABE, etc.), and employers to
coordinate PrETS.

Coodination activities include:

a. Participating in Individualized Education Program (IEP) meetings for both eligible and potentially
eligible students. Participation may be in person or by teleconference, when invited, pending OVR
representative availability;

b. Making every effort to attend perseentered planning meetings for students with disabilities
receiving services under title XIX of the Social Security Act, when invited;

c. Working with WIOA Programs and employers to develop woaked learning experiences f
students with disabilities;

d. Encouraging referral sources to refer students with disabilities in secondary education as early as
age 16 for PrEmployment Transition Services and to check on the status of these referrals.

e. Providing accurate informatiow referral sources regarding the timeline and application process
for vocational rehabilitation services.

School officials continue to be responsible for providing a free and appropriate public education to include
transition services required under IDEA.

E. Provision of PreEmployment Transition Services to Students with Disabilities

PreETS services provision to students with disabilities shall be:

a. Governed by the OVR6s policies and procedur e

b. In accordance with:
1 State and federal law and regulation;
1 The state educational cooperative agreement;

c. Made available to students with disabilitie
eligibleo for VR services; and

d. Provided based on parental consent to pagteiin PreEmployment Transition Services obtained
pursuant to the State and Federal requirements.

Students with disabilities are not exempt from any of the order of selection requirements for vocational
rehabilitation servicesA student with a disabily who needs individualized VR services, in addition to
PreEmployment Transition Services, must apply and be determined eligible for the VR program and have
an approved IPE.

F. PreEmployment Transon Services Referral Process

To ensure thatequests for PrEmployment Transition Services are accepted, assigned, and registered in
Consumer Tracking System (CTS) promptly, referrals of students with disabilities shall be managed as
indicated below:

a. A referral may be submitted by school personfahily members, guardians, or other interested
persons via an online referral form, paper referral form, or phone call. Referral information should
include:

1 Students Name
1 Date of birth
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1 School

9 Disability

1 Contact person

1 Contact information

b. OVR staff shall establish referral procedures with school officials to assure that:

1 Parent/Guardian required consents for OVR collaboration with the school is obtained.

91 Student referred for PsEmployment Transition Services meettleefdi ni t i on of fis
a disabilityo and

1 Student has medical and/or school documentation substantiating that the individual is a student
with a disability (i.e. the | EP, 504-pl an

Employment Transition Seices.

1 Referrals from school personnel include pertinent and available siohsetl assessment
information (e.g. psychological evaluations, vocational evaluations, and medical or specialty
screenings), in the event that the student applies for vocatelratilitation services.

c. When a student is referred for VR services by sources other than the school, the vocational
rehabilitation counselor will notify the appropriate school personnel of the referral upon obtaining
the appropriate authorization forlease of information to promote information sharing and
collaboration.

d. Within no more than fifteen (15) working days of the receipt of a referral, OVR staff will provide
the individual with the following documents:

1 PreETS Services Information Sheet,

1 PreETS Student Consent Form,

1 Client Assistance Program brochure, and
9 Informed Choice brochure.

e. If the student or parent/legal guardian does not respond to a minimum of two documented VR
contacts, the referral may be closed and the student natdemadingly.

When a referral for PrEmployment Transition Services is received for a student who will soon no longer
qualify for PreEmployment Transition Services or who may be automatically eligible for VR services
under an open disability priority @gory, a case staffing will be completed regarding how best to process
the referral.

G. Provision of PreEmployment Transition Services

PreEmployment Transition Services will be provided to students with disabilities with records of service
oneither a PreETS caseload or a VR caseload type in the CTS. Provision of services shall be managed
as follows:

a. Provision of PreEmployment Transition Services Using the-BiES Case Type:

PreETS Student Consent Form Submittal
Upon receipbf the requiredqualifying documentation and the FEGS Student Consent Form
signed by student and parent/legal guardian (if student is a minor or in high school), VR data entry
staff will:
1. Enter studeg@IS6s information in the
2. Select the appropriate Progrérdicator:

91 If the disability and enrollment documentation IS NOT adequate to verify that the

indi vidual I's a student with a disab4lity
ETS Student Info Form Receivedo, or

1 If the disability and enrollmdrdocumentation 1S adequate to verify that the individual is
a student with a disability, then the cou

Revi ewedo
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At this point,CTS will generate a 12ligit Unique Identifier for the studentshich will be used
when reporting PHETS service delivery, as required by federal law.

Initial PreETS Discussion

The assigned counselor will make every effort to discusEP&with the student within no more
than thirty (30) working days of receivitige required documentation of disability and enrollment
and the signed P#ETS Student Consent FornThe counselor will discuss service options with
the student, in either an individual or group setting, at the school, the OVR office, or a mutually
agreel upon location in the community or via phone conversation as appropriate.

During the initial discussion, the VR counselor shall:

1. Provide basic job exploration counseling, and document this {8 P8an Group or Individual
Service record for entry into CTS;

2. Discuss next steps, including identifying additional appropriateERrployment Transition
Services and providers, consistemi t h t he studentdés infor med
completed before the student no longer qualifies forHPn@loyment Transition Services.

PreETS Agreement Preparation

As soon as PrEmployment Transition Services and providers are identified, thigresl
counselor shall prepare a FEenployment Transition Services Agreement which:

1 Verifies the student continues to qualify for mployment Transition Services, and

1 Lists services, providers, and estimated begin dates.

Pre-ETS Agreement Implementat

The PreEmployment Transition Services Agreement, signed by student and parent/legal guardian
(if student is a minor), must be received and signed by a VR representative before future services
are authorized. Once all required signatures have beenathtthe assigned counselor shall:

1. Provide a copy of the Agreement to the student;

2. Provide services in accordance with the Agreement;

As long as the student qualifies to receive-EPngployment Transition Services, the Agreement
will be effective and new Agreements may be written, as additional services are identified through
ongoing coordination activities with the education providetsaher interested parties.

b. Provision of PrEmployment Transition Services Using the VR Case Type:
When a student with a disability has an Individualized Plan for Employment (IPE), provision of
PreEmployment Transition Services will be includedtba IPE.

H. Initiating Vocational Rehabilitation Services After Beginning-Emaployment Transition Services.

Students with disabilities are not required to apply for vocational rehabilitation services before receiving
PreEmployment Transition Services. Students who have provided adequate documentation of their
disability and enrollment in a recognized educaftiwagram shall not have their participation in Pre
Employment Transition Services delayed by the process of applying for vocational rehabilitation services.
Students assigned VR counselors will discuss vocational rehabilitation services with them and their
parent/legal guardian, and encourage interested students to apply by the time they have two years
remaining in high school to facilitate a smooth transition into vocational rehabilitation services.

Students who do not apply for vocational rehabilitatiervices may continue to receive E@ployment
Transition Services under the HE&S case type as long as they continue to satisfy the definition of a
ifstudent with a disabilityo.
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a. Assignment to an Open Order of Selection Category.

Eligible studets assigned to an open order of selection category may haipleyment Transition
Services included on the Individualized Plan for Employment (IPE) and provided for as long as the
indi vidual continues to meetithe.definition of

b. Assignment to a Closed Order of Selection Category.

Eligible students assigned to a closed order of selection category and placed on a waiting list for vocational
rehabilitation after receiving Pi#EmMployment Transition Services may continte receive Pre
Employment Transition Services using the-EileS case type.

Eligible students assigned to a closed order of selection category and placed on a waiting list for vocational
rehabilitation before receiving REmMployment Transition Services gnaot receive Pr&Employment
Transition Services using the HEFS case type. These students will be required to wait for Pre
Employment Transition Services until they are removed from the waiting list and an IPE can be developed.

I. FinancialResponsibility for PreEmployment Transition Services

The OVR6s (Program) financi al need policy and t
the provision of Pr&Employment Transition Services, regardless of whether the student is mgceivi
services consistent with a PE§'S Agreement or an IPE.

While the student is receiving PEanployment Transition Services consistent with alPT& Agreement,
the Programdés financi al need policy andlytohe p
Reasonable Accommodations and Other Necessary Support Services.

When the student requires reasonable accommodation and other necessary support services to participat
inPreEmpl oyment Transition Servi ces ncialodedpmbleydand n t
family contribution, if applicable, may be applied to the cost of those support services.

J. Discontinuation of PrEmployment Transitioning Services and/or Closure of Service Records.

Discontinuation of Services

PreEmployment Trasition Services shall be discontinued once an individual no longer satisfies the
definition of a fAstudent with a disabilityo re
consistent with a PfETS Agreement or an IPE.

PreETS Case Type

1. At the time of service discontinuation, the VR counselor or VR manager should make every
attempt to contact the individual to notify them.

2. Documentation of discontinuation of services should be provided through the appropriate VR
discontinuation letter.

3. The ecord of services shall be closed in the CTS when services have been discontinued.

VR Case Type
PreEmployment Transition Services shall cease to be provided under an IPE once the individual no

| onger meets the defi nit iAdlatheoMR savicds snaywongnnetas wi t
planned.

Pre-employment transition services shall not be provided to any student age 22 and beyond.

Closure of the Service Record
PreETS Case ¥pe
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The records of services for students receingEmployment Transition Services under the-Biies

case type shall be closed when the individual:

1. No |l onger meets the definition of a Astudent

2. Has become eligible for VR services under an open order of selection category and has had a
approved Individualized Plan for Employment (IPE) approved;

3. Chooses not to participate in, or continue participating iFgPnployment Transition Services, as
confirmed by student and/or guardian either verbally or in writing.

VR Case Type
When closinghe record of a student in an open order of selection category receiviegipteyment

Transition Services as part of an IPE, refer to VR Program Services BoticiProcedures Manual
Section 20CLOSURES.
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K.

PreEmployment Transition Services Forms Instructions

Form: OVR Staff Personnel Activity Log (P#Employment Transition Services)
Completed By: Vocational Rehabilitation Counselor (VRC) and

Manager/Director

Submitted To: Upon completion the VRC will submit to the Director for review and then routed to the
Fiscal Officer.

Instructions:

)l

= —a —a —a -

VRCs are to print their Name and affix their signature.

Coverage Dates indicate the first date noted at the beginning of the formasttiay noted.

Date of the activity with the specific start and end time of the activity noted.

Total Time should be noted in hours and minutes (ex: 1 hr. 32 min.)

Location should detail the physical location and the area of the training. (exLKky)

Service Type: VRCs must ensure that when providing services to PreETS students (JEC, WBLE,
Counseling, WRT or Instruction on Self Advocacy) that there is a corresponding PreETS Individual
or Group Training Form that can be used to verify the timeslate$ noted.

Brief Description of the Five Required ServicesPreEmployment Transition Services may
provided in a group or generalized classroom setting and/or an individualized setting and are
to any or all of the services outlinbdlow:

Job Exploration Counselingnay include, but is not limited to, the following examples:
1 Review of information regarding idemand industry sectors and occupations, as we
nontraditional employment;
1 Administration of vocational interest invemtes and provision of Local labor mark
information that applies to the student
1 Identification of career pathways of interest to the students.

Work-Based Learning Experiencemay include opportunities that are available in schafier
school, or outside the traditional school setting; however, they must be provided in an int
setting in the community to the maximum extent possiWle.and community partners should se
every opportunity to provide woikased learning expences in integrated settings before provid
these services in nantegrated settingsServices may include, but are not limited to, the follow
examples:
1 Coordinating a schoddased program of job training and informational interviews to rese
employers;
Work-site tours to learn about necessary job skills;
Job shadowing;
Mentoring opportunities in the community;
On-site workbased experiences (paid or unpaid), i.e. Internships, volunteering, pract
service learning, or apprenticeship@xcluding preapprenticeships and Register
Apprenticeships), located in the community.

=4 =4 -4 4

Counseling on Opportunities for Enrollment in Comprehensive Transition or R8sicondary
Education Programmay include, but is not limited to, the following examples:
1 Exploring the types of academic and occupational training needed to succeed in the wg

1 Postsecondary opportunities associated with career fields or pathways;

1 Selfadvocacy skills for the yrpose of identifying accommodations and services ir|
educational program as well as providing resources that may be used to support in
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student success in education and training (i.e., disability support services).;
1 Advising students and parersrepresentatives on academic curricula and course offeril
1 Providing information about college application and admissions processes;
1 Completing the Free Application for Federal Student Aid (FAFSA);

Workplace Readiness Trainingp develop social skills and independent living skills necessar
employment may include, but is not limited to, the following examples:

1 Learning communication and interpersonal skills;

1 Financial literacy, including benefits planning services;

1 Orientaion and mobility skills to access workplace readiness training or to learn to
independently;
Jobseeking skills;
Understanding employer expectations f ol
skills necessary for employment;
1 On-site workplace readiness training during a wddsed learning experience.

T
T

Instruction in Sel-Advocacywhich may include, but is not limited to, the following examples:
1 Learning about their rights and responsibilities;
1 Learning how to request accommodations, services or supports;
1 Mentoring with education staff (e.g. principals, nurses, teachers, or office staff);
1 Peer mentoring with individuals employed by or volunteering for employers; bg
associations, or orgamitions in integrated community settings;
1 Participating in youth leadership activities offered in educational or community settings

1 Service Type: VRCs should ensure that Authorized or Coordination Services comply with the
following activities:

I f funds remain after al/l necessary #dnreq
provide additional Aauthorizedd activitie
1 Improve the transition of students with disabilities from school to postsecondary educatio
employment outcome; and

fTSupport the arrangement or provision of

AAut hori zedodo activities (s e)3)inctuade,bltard foclimited
to (there are nine authorized activities):

1 Implementing effective strategies to increase the likelihood of independent living and inclu
communities and competitive integrated employment;

1 Developing and improvingtsategies for individuals with intellectual disabilities and individy
with significant disabilities to live independently; participate in postsecondary edu
experiences; and obtain, advance in and retain competitive integrated employment;

1 Providinginstruction to VR counselors, school transition personnel, and other persons sup
students with disabilities;

1 Disseminating information about innovative, effective, and efficient approaches to achig
goals of preemployment transition services;

1 Coordinating activities with transition services provided by LEAs under the IDEA,;

1 Applying evidencebased findings to improve policy, procedure, practice, and the preparal
personnel, in order to better achieve the goals eErployment Transitioservices;

1 Developing model transition demonstration projects;

1 Establishing or supporting multistate or regional partnerships involving States, LEAs,
developmental disability agencies, private businesses, or other participants to achie
Employmen Transition Services goals; and
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1 Disseminating information and strategies to improve the transition to postsecondary acti
individuals who are members of traditionally unserved and underserved populations.

Pre-employment Transition Services (PreETS): Four Coordination Activities

Preemployment transition coordination activities (section 113(d) of the Act and §361.48(a)(4

1 Attending IEP meetings, when invited;

1 Working with the local workforce develogent boards, onstop centers, and employers
develop work opportunities for students with disabilities;

1 Working with schools to coordinate and ensure the provision okemp@oyment transitiof
services; and

1 Attending persostentered planning meetings for students with disabilities receiving se
under title XIX of the Social Security Act, when invited.

1 Travel time to and from the training site should begin at the location the VRC originated tiam to
training location. Return times should also be noted in the same manner. The Fiscal Officer will be
verifying the travel time with the Vehicle Activity Log or the Mileage Reimbursement Form.

1 Activity Notes: A brief yet concise description of activity.

0o Examples:

§ Completed 45 minutes of Instruction on Self Advocacy for a group of 8 students at
MHS. All students have a signed PreETS Consent Forms.

§ Provided instruction via the School to Work Transition Guide and PreETS materials
to KHS transition persorah as well as Special Education Teachers and Aides: Sign
in sheet completed.

1 Check box if providing the five (5) required coursélhe PreETS Group or Individual Training
Forms that correlate with the trainings noted must be attached.

1 If activities proviced fall under the Authorized or Coordination Service(s) the name(s) of the
individuals receiving the training must be included in the Activity Notes.

Forms must be submitted to the Manager or Director for review. Upon completion of review the forms
are routed to the Fiscal Officer for calculations and required reporting. (Note the required attachments
mentioned above)
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OFFICE OF VOCATIONAL REHABILITATION

Name: | Signature: I Coverage Dates: |
A t Total s
Date Start Time End Time Time Location Service Type
[ am O am JJEC [0 WLE [ Counseling [JWRT [] Instruction
Orm Oem [J Authorized [J Coordination
Travel Time To: | Travel Time From: Activity Notes: 0O Attached PreETS Group Training/Individual Training Form(s)
0AM o AM
apPM oPM
0OAM 0 AM
OPM oPM
i Total
Date Start Time End Time Time Location Service Type
[0 am [ am [JJEC [0 WLE [ Counseling [J WRT [ Instruction
Oem Oem [J Authorized [] Coordination
Travel Time To: | Travel Time From: Activity Notes: 0 Attached PreETS Group Training/Individual Training Form(s)
OAM 0 AM
aPM oPM
0OAM 0 AM
aoPM oPM
Total
Date Start Time End Time Time Location Service Type
O am O am [JJEC [0 WLE [ Counseling [[J WRT [] Instruction
Oem Oem [J Authorized [] Coordination
Travel Time To: | Travel Time From: Activity Notes: 0 Attached PreETS Group Training/Individual Training Form(s)
OAM O AM
OPM OPM
0OAM 0 AM
oPM 0OPM
Total 5
Date Start Time End Time Time Location Service Type
[J am [ am [JJEC [0 WLE [ Counseling [J WRT [ Instruction
Oem Oem [[J Authorized [] Coordination
Travel Time To: | Travel Time From: Activity Notes: O Attached PreETS Group Training/Individual Training Form(s)
0AM 0 AM
apPMm oPM
0AM 0 AM
aPM oPM

Certified and Entered By:
(Fiscal Officer or Director)

Date:

OVR

PAL:PreETS Revised: 03-2018

JEC: Job exploration counseling;

WLE: Work-based learning experiences

Counseling: Opportunities for enrollment in comprehensive transition or post-
secondary educational programs at institutions of higher education

WRT: Workplace readiness training
Instruction: In self-advocacy, which may include peer mentoring.

Activity Notes: Provide a brief descriptor of your activities

If funds remain after all necessary “required” activities have been made available,

Pre-employment Transition Services (Pre-ETS): Four Coordinated Activities

7 e S FARRAEE N 5
VR may provide additional “authorized” activities that: Pre-employment transition coordination activities (section 113(d) of the Act and

Improve the transition of students with disabilities from school to postsecondary | §361.48(a)(4)) are:

education or an employment outcome; and Attending IEP meetings, when invited;

Support the arrangement or provision of the “required” activities. Working with the local workforce development boards, one-stop centers, and

employers to develop work opportunities for students with disabilities;

“Authorized” activities (section 113(c) of the Act and §361.48(a)(3)) include, but are
not limited to (there are nine authorized activities):

Working with schools to coordinate and ensure the provision of pre-employment
transition services; and
Providing instruction to VR counselors, school transition personnel, and other

persons supporting students with disabilities; Attending person-centered planning meetings for students with disabilities re-

ceiving services under title XIX of the Social Security Act, when invited.
Disseminating information about innovative, effective, and efficient approaches
to achieve the goals of pre-employment transition services; and

Applying evidence-based findings to improve policy, procedure, practice, and the
preparation of personnel, in order to better achieve the goals of pre-
employment transition services.

**PrekETS Activity Sign-in Sheet should be attached per activity
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Form: OVR Pre-Employment Transition Services Individual Training Form
Completed By: Vocational Rehabilitatio@€ounselor (VRC)

PreETS Provider
Fiscal Officer and
Data Entry Staff

Submitted To: Upon completion the Provider will submit the form to the OVR Fiscal Officer, who upon
completion submits the form to the Data Analyst for entry into the CTS.

Instructions:

T

Provider name should be both the Business or Organization then the name of the actual provider

of the services. (ex: OVARose Ichiuo or Island Training Cb.Jane Doe
Service Date would be the date that the actual service was provided.

The Students Nme must be printed legibly.

Start and Stop time are the actual training times (do not include travel time).

= =4 -4 A

training. (ex: MHSLibrary)
Each activity completkper service category should be checked.

=

Location should be the name of the school that the student is from and the actual location of the

1 A brief summary of the training should be noted. The following information can be utilized to

summarize the training.

Brief Description of the Five Required ServicesPreEmployment Transition Services may
provided in a group or generalized classroom setting and/or an individualized setting and ar¢
to any or all of the services outlined below:

Job Exploration Counselingnay include, but is not limited to, the following examples:
1 Review of information regarding kdemand industry sectors and occupations, as we
nontraditional employment;
1 Administration of vocational interest inventories and provision of Local labor m
information that applies to the student
1 Identification of career pathways of interest to the students.

Work-Based Learning Experiencemay include opportunities that are available in school, i
school, or outside the traditional school setting; however, they must be provided in an it
setting in the community to the maximum extent possiWlg.and community partners should s€
every opportunity to provide woiiased learning experiences in integrated settings before pro
these services in ndntegrated settingsServices maynclude, but are not limited to, the followir
examples:

1 Coordinating a schoddased program of job training and informational interviews to rese
employers;
Work-site tours to learn about necessary job skills;
Job shadowing;
Mentoring opportunitie in the community;
On-site workbased experiences (paid or unpaid), i.e. Internships, volunteering, pract
service learning, or apprenticeships (excluding -gpprenticeships and Register
Apprenticeships), located in the community.

E R

Counseling onOpportunities for Enrollment in Comprehensive Transition or PeSecondary
Education Programmay include, but is not limited to, the following examples:
1 Exploring the types of academic and occupational training needed to succeed in the wg
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1 Postsecondary opportunities associated with career fields or pathways;

1 Selfadvocacy skills for the purpose of identifying accommodations and services
educaional program as well as providing resources that may be used to support ind
student success in education and training (i.e., disability support services).;

1 Advising students and parents or representatives on academic curricula and course;off

1 Providing information about college application and admissions processes;

1 Completing the Free Application for Federal Student Aid (FAFSA);

Workplace Readiness Trainingp develop social skills and independent living skills necessar
employment maynclude, but is not limited to, the following examples:
1 Learning communication and interpersonal skills;
1 Financial literacy, including benefits planning services;
1 Orientation and mobility skills to access workplace readiness training or to learn to
independently;
1 Jobseeking skills;
fTUnderstanding empl oyer expectations f ol
skills necessary for employment;
1 On-site workplace readiness training during a wbdsed learning experience.

Instruction in Self-Advocacywhich may include, but is not limited to, the following examples:
1 Learning about their rights and responsibilities;
1 Learning how to request accommodations, services or supports;
1 Mentoring with education staff (e.g. principals, nurses, teachers, or office staff);
1 Peer mentoring with individuals employed by or volunteering for employers; bg
associations, or organizations in integrated community settings;
1 Participating inyouth leadership activities offered in educational or community settings.

f Studentds signature must be obtained prior t
without studentédés signature t o vrecedsddyor thah at
particular student whose signature is missing)

For Office Use Only Section: (To be completed by the Fiscal Officer and Data Analyst)

1 Date Received will be the date the form was received by the Fiscal Officer.

1 Total Hours arealculated to the nearest quarter hioone to seven minutes after the quarter hour
mark will be calculated to the previous quarter hour, eight to fourteen minutes past the quarter
hour will be calculate to the next quarter hour. (ex: Total Hours wécala®d to 2 hrs. 49
minutes would be 2 hrs. 45 minutes or 1 hr. 39 minutes would be 1 hr. 45 minutes)

9 Total Cost will be calculated based on the Provider agreement.

1 Signature of certifying individual (Fiscal Officer or designee) upon completion of fee
calculations.

1 Date the Fiscal Officer certified the fee calculations.

9 Signature of the Data Analyst upon entry into the OVR Tracking System.

1 Date the Data Analyst entered the data into the OVR Tracking System.

PROGRAM SERVICES POLICY AND PROCEDURES MANUAL
Office of Vocational Rehabilitation
Revised:March 2023 102



Brief Description of the Five Required Services. Pre-Employment Transition Services may be provided in a group or
generalized classroom setting and/or an individualized setting and are limited to any or all of the services outlined
below:
Instruction in Self-Advocacy which may include, but is not limited to, the following examples:
e Learning about their rights and responsibilities;
e learning how to request accommodations, services or supports;
¢ Mentoring with education staff (e.g. principals, nurses, teachers, or office staff);
e Peer mentoring with individuals employed by or volunteering for employers; boards, associations, or
organizations in integrated community settings;
e Participating in youth leadership activities offered in educational or community settings.
Workplace Readiness Training to develop social skills and independent living skills necessary for employment
may include, but is not limited to, the following examples:
e Learning communication and interpersonal skills;
¢ Financial literacy, including benefits planning services;
e Orientation and mobility skills to access workplace readiness training or to learn to travel independently;
e Job-seeking skills;
¢ Understanding employer expectations for punctuality and performance, as well as other “soft” skills
necessary for employment;
e On-site workplace readiness training during a work-based learning experience.

Job Exploration Counseling may include, but is not limited to, the following examples:
e Review of information regarding in-demand industry sectors and occupations, as well as nontraditional
employment;
e Administration of vocational interest inventories and provision of Local labor market information that
applies to the student’s particular interests;
¢ |dentification of career pathways of interest to the students.

Counseling on Opportunities for Enroliment in Comprehensive Transition or Post-Secondary Education
Program may include, but is not limited to, the following examples:

e Exploring the types of academic and occupational training needed to succeed in the workplace;

e Postsecondary opportunities associated with career fields or pathways;

e Self-advocacy skills for the purpose of identifying accommodations and services in an educational
program as well as providing resources that may be used to support individual student success in
education and training (i.e., disability support services).;

e Advising students and parents or representatives on academic curricula and course offerings;

e Providing information about college application and admissions processes;

e Completing the Free Application for Federal Student Aid (FAFSA);

Work-Based Learning Experiences may include opportunities that are available in school, after school, or
outside the traditional school setting; however, they must be provided in an integrated setting in the
community to the maximum extent possible. VR and community partners should seek every opportunity to
provide work-based learning experiences in integrated settings before providing these services in non-
integrated settings. Services may include, but are not limited to, the following examples:

e Coordinating a school-based program of job training and informational interviews to research
employers;

e Work-site tours to learn about necessary job skills;

e Job shadowing;

e Mentoring opportunities in the community;

e On-site work-based experiences (paid or unpaid), i.e. Internships, volunteering, practicums, service
learning, or apprenticeships (excluding pre-apprenticeships and Registered Apprenticeships), located in
the community.

OVR-PreETS Training Form - Individual Revised: 03/2018
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Form: OVR Pre-Employment Transition Services Group Training Form
Completed By: Vocational Rehabilitation Counselor (VRC)

PreETS Provider
Fiscal Officer and
Data Entry Staff

Submitted To: Upon completion the Provider will submit the form to the OVR Fiscal Officer, who upon
conpletion submits the form to the data analyst for entry into the CTS.

Instructions:

T

Provider Name should be both the Business or Organization then the name of the actual provider

of the services. (ex: OVARose Ichiuo or Island Training CbJaneDoe)
Service Date would be the date that the actual service was provided.

Total number of students in attendance.

Start and Stop time are the actual training times (do not include travel time).

= =4 -4 A

training. (ex: MHSLibrary)
Each topic/activity completed per service category should be checked.

=

Location should be the name of the school that the studéoihisand the actual location of the

1 A brief summary of the training should be noted. The following information can be utilized to

summarize the training.

Brief Description of the Five Required ServicesPreEmployment Transition Services may
provided in a group or generalized classroom setting and/or an individualized setting and are
to any or all of the services outlined below:

Job Exploration @unselingmay include, but is not limited to, the following examples:
1 Review of information regarding idemand industry sectors and occupations, as we
nontraditional employment;
1 Administration of vocational interest inventories and provision otalolabor marke
information that applies to the student
1 Identification of career pathways of interest to the students.

Work-Based Learning Experiencemay include opportunities that are available in school, i

school, or outside the traditional school setting; however, they must be provided in an int

setting in the community to the maximum extent possiWle.and community partners should ke

every opportunity to provide woilkased learning experiences in integrated settings before pro

these services in nantegrated settingsServices may include, but are not limited to, the follow

examples:
1 Coordinating a schoddasedorogram of job training and informational interviews to rese:

employers;

Work-site tours to learn about necessary job skills;

Job shadowing;

Mentoring opportunities in the community;

On-site workbased experiences (paid or unpaid), i.e. Intersshiplunteering, practicum

service learning, or apprenticeships (excluding -gpprenticeships and Register

Apprenticeships), located in the community.

= =4 -4 -4

Counseling on Opportunities for Enrollment in Comprehensive Transition or R8sicondary
Education Programmay include, but is not limited to, the following examples:
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Workplace Readiness Trainingp develop social skills and independent living skills necessar
employment may include, but is not limited to, the following examples:

Instruction in Sel-Advocacywhich may include, but is not limited to, the following examples:

1 Exploring the types of academic and occupational training needed to succeed in the wg

Postsecondary opportunities associated with career fields or pathways;

1 Selfadvocacy skills fo the purpose of identifying accommodations and services |
educational program as well as providing resources that may be used to support in
student success in education and training (i.e., disability support services).;

1 Advising students andapents or representatives on academic curricula and course offer

1 Providing information about college application and admissions processes;

1 Completing the Free Application for Federal Student Aid (FAFSA);

=

1 Learning communication and interpersonal skills;

1 Financial literacy, including benefits planning services;

1 Orientaion and mobility skills to access workplace readiness training or to learn to
independently;

1 Jobseeking skills;

fTUnderstanding empl oyer expectations f ol
skills necessary for employment;

1 On-site workplace readiness training during a wimdksed learning experience.

1 Learning about their rights and responsibilities;

1 Learning how to request accommodations, services or supports;

1 Mentoring with education staff (e.g. principals, nurses, teachers, or office staff);

1 Peer mentoring with individuals employed by or volunteering for employers; b
associations, or orgamitions in integrated community settings;

1 Participating in youth leadership activities offered in educational or community settings

For Office Use Only Section: (To be completed by the Fiscal Officer and Data Analyst)

1
1

= =4

= =4 =4 -4

Date Received will be the datee form was received by the Fiscal Officer.

Total Hours are calculated to the nearest quarterihone to seven minutes after the quarter hour
mark will be calculated to the previous quarter hour, eight to fourteen minutes past the quarter
hour will be calculate to the next quarter hour. (ex: Total Hours were calculated to 2 hrs. 49
minutes would be 2 hrs. 45 minutes or 1 hr. 39 minutes would be 1 hr. 45 minutes)

Total Cost will be calculated based on the Provider agreement.

Cost per student will bealculated based on the total cost per services divided by the number of
students in attendance.

Signature of certifying individual (Fiscal Officer or designee) upon completion of fee calculations.
Date the Fiscal Officer certified the fee calculations.

Signature of the Data Analyst upon entry into the OVR Tracking System.

Date the Data Analyst entered the data into the OVR Tracking System.

The next section of the REETS Transition Services Group Training must be completed by the
students/participants of the training. (The Trainer must ensure that all students attending affix their
signature on the attendance log to ensure payment is peocks that particular student.)

T
T
T

Students must print their Last Name, First Name and Middle Initial.
Students must sign the attendance log.
The student must also indicate which school they are currently attending.
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OFFICE OF VOCATIONAL REHABILITATION SERVICES

Pre-Employment Transition Services Group Training
(To be completed by Providers, including VRC’s)

Provider Name:

Total number of students:

Start Time:

O am

Oem

Service Date:

Stop Time:

O am
Cem

Location:

Activities completed per service

category:

[ ] Job exploration counseling:

[ ] Work-based learning experiences:

[ ] Workplace readiness:

[ ] Instruction on self-advocacy:

[ ] Counseling on opportunities for enrollment in postsecondary education:

For Office Use Only:

Date Received:

Total Hours:

Certified by
Fiscal Officer:

Date:

Total Cost:

Cost Per Student:

Entered
by DA:

Date:

OVR-PreETS Training Form - Group

Revised 3/2018
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