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 “The purposes of the Rehabilitation Act, as amended, are-

…to empower individuals with disabilities to maximize employment, economic self-sufficiency, independence, and inclusion and integration into society …; and to ensure that the Federal Government plays a leadership role in promoting the employment of individuals with significant disabilities, and in assisting states and providers of services in fulfilling the aspirations of such individuals with disabilities for meaningful employment and independent living.”  

The Rehabilitation Act of 1973, as amended            
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MISSION

T

he Office for the Blind’s, an agency within the Department for Workforce Investment, Education Cabinet, mission is to provide opportunities for employment and independence to individuals with visual disabilities. 
INTRODUCTION 

This manual, revised summer 2009, has been developed to give counselors an overview of the Office for the Blind (OFB).  

The program is operated in accordance with the Rehabilitation Act of 1973 as amended in 1998 and the Kentucky Revised Statutes (KRS 163.450 to KRS 163.470) and Kentucky Administrative Regulations.  

All services and policies are provided to assist consumers in achieving employment and independence. Consumers will be encouraged to participate in the development of their Individualized Plan of Employment by exercising informed choice.  

The program is designed for individualized needs and can be flexible. The focus must be directed toward employment, employment, employment.

Manual committee:  Barbara Miller, Russell Lunsford, Chad Hunt, Mike Hall, Beth Cross, Janell Turner, Vanessa Denham and Nancy Tooley.  

INFORMED CHOICE

1.1
INFORMED CHOICE

Consumers are assured the right to choose providers and services. Information and support services will be available to assist consumers in exercising their right of informed choice from the initial assessment throughout the entire vocational rehabilitation process. 

Consumer Handbooks, which include an explanation of  consumer choice document as well as appeal rights, will be provided at the time of application to assist with making choices. The Client Assistance Program (CAP) is available for additional assistance and advocacy during the entire rehabilitation process. More information regarding CAP is contained in the Consumer Guide.

An Individualized Plan for Employment (IPE) shall be developed and implemented in a manner that offers the consumer the opportunity to exercise informed choice in selecting an employment outcome, the specific vocational rehabilitation services to be provided under the plan, the entity that will provide the vocational rehabilitation services, and the methods used to procure the services. 

Information and assistance in the selection of vocational rehabilitation services and service providers will be provided to consumers. Counselors will work extensively with consumers to search out resources available for services and will include the following factors; cost, accessibility, duration of potential services, customer satisfaction, qualification of service providers, types of services offered, and outcomes achieved  by consumers working with these providers. Services will be provided in an integrated setting. A potential list of vendors/service providers can be generated from Case management system if the established rates of payment must be followed.
Appeal rights, included in the Consumer Handbook, are given to the consumer at application. Consumers are referred to the Consumer Handbook when the IPE is developed, when substantial amendments are made to the IPE, and at closure of case record.

The counselor has an obligation to make certain the consumer understands every aspect of his/her plan of services.  

CASELOAD MANAGEMENT

2.1
 CASELOAD MANAGEMENT 

Caseload Management is a skill that must be learned and continuously refined. Organization is the key factor that results in successful management. The counselor and the assistant are responsible for outreach, referrals, and the application process (see chapter 3). It is imperative to take enough applications, make timely eligibility decisions, and keep caseload size large enough to produce required future positive employment outcomes. It is recommended that the counselor/assistant team actively monitor their caseload monthly and be aware of the case flow. Three techniques to manage pro-actively are; (1) to monitor the applicants, acceptances, and closure rate. A rule of thumb would be an average of 5 applicants and 3 accepted cases per month are needed to generate the required positive employment outcomes (2) provide or arrange the services needed for the consumer to progress, and (3) adequately plan time for all the various components, such as job placement activities, case documentation, etc. It is important to anticipate the needs of the consumer, the requirements of the agency and budgetary restraints, and to plan accordingly.  

The counselor is responsible for organizing collected data, and monitoring the movement of cases as they progress through the various phases of the rehabilitation process. The computerized system will assist the counselor in monitoring the caseload.  (The counselor is ultimately responsible for monitoring the individual caseload.) Various resources may be utilized to manage the caseload depending upon the counselor’s preference. Examples of these tools include monthly statistical reports, computer spreadsheets, index card file box, computer list by counties, file drawer organization, etc.

2.2  FISCAL MANAGEMENT
Fiscal management is the responsibility of the counselor. Fee schedules must be adhered to as well as agency policies and third party funding. Monthly monitoring of caseload monies is essential.

Fee exceptions for any amount allowed under the Office rate of payment schedule in keeping with the established scope and nature of services shall be made at the discretion of the director of consumer services with sufficient documentation supporting the rehabilitation needs of the consumer.

      (1) A request for a fee exception shall be submitted to the director by either the counselor or the consumer.

      (2) A written decision based upon the rehabilitation needs of the consumer shall be provided to the counselor and consumer within ten (10) working days of submission of the request.

Comparable benefits should be used if available and the counselor should encourage their utilization. While the agency does not have a financial need policy, it is suggested that the consumer participate in the cost of services, if possible.

OUTREACH, REFERRAL AND APPLICATION PROCESS

3.1  OUTREACH – DEVELOPING REFERRAL SOURCES 

The counselor is responsible for establishing and maintaining productive contacts within the community that result in appropriate referrals to the agency. The success of the counselor depends largely on the ability to develop appropriate referral sources. The counselor must assume the initiative for making contact with individuals such as physicians, educators, members of the business community, clergy, social workers, labor leaders, local health departments, local government representatives, and others who have contact with individuals with visual disabilities who may need vocational rehabilitation services.

The agency has a responsibility to provide all persons who have significant visual impairments, as well as their friends, family and representatives, with accurate information about OFB services and benefits.

The agency will also provide information about other agencies and organizations that assist individuals with visual disabilities.  The agency has a public information program that provides brochures, pamphlets and public presentations. The counselor ensures that these public information efforts are available and utilized within the communities that he/she serves. OFB has implemented an information and referral system to ensure that individuals with visual impairments are provided accurate information and guidance to prepare for, secure, retain, or regain employment. Individuals must be appropriately referred to other agencies, organizations, or federal and state programs including those outlined as components of the state Workforce Investment Act (WIA).  

The agency maintains working and cooperative agreements with agencies, institutions and non-profit groups through which the referral of individuals may be made. Copies of cooperative agreements with other agencies are provided for counselor use and should be kept on file at each office. It is the responsibility of the counselor to maintain a close working relationship with groups within the local community. Each local office will work cooperatively with the local Workforce Investment Boards (WIB) to secure the necessary cooperative agreements for effective service delivery.  

3.2  INFORMATION AND REFERRAL
The agency maintains a list of individuals referred for the purpose of information and/or services. This list will contain those individuals who will not continue through the regular application process, due to information available to the agency.  Examples may include: individuals only requesting eyeglasses; individuals requesting only a referral for medical service.  Individuals maintained on this list are those who choose not to complete an application, and are requesting immediate referral to another source of assistance such as Knights Templar.  

Information will be collected by designated rehabilitation assistants. A copy of this referral form may be provided to the Director of Consumer Services or designated representative.  

3.3 REFERRAL STATUS

If a referral is appropriate for services, the counselor should contact the individual referred within 30 days of the date the individual was referred, including referrals made through the One-Stop delivery system. The individual is considered to have submitted an application when he/she has completed and signed an agency application form or has completed a common intake application form in a One-Stop Center requesting vocational rehabilitation services. Once the counselor receives this application, they will need to go through the agency application process to determine if this is an appropriate referral.

Every referral in need of substantial services to achieve a positive employment outcome should be provided with an initial interview, unless the individual refuses such, states that he/she does not have a visual impairment, or has been determined to be an inappropriate referral. During this first contact with the person referred, an effort should be made to put the individual at ease and establish rapport. The initial interview is the most important step in creating an atmosphere for success. The process of the initial interview is as follows:

A. Assist the person in determining why he/she came to the agency;

B.  Obtain the individual’s personal perspective or assessment of his/her disability and specific impediments in terms of an employment outcome. It is imperative that the counselor actively assist the individual in identifying his/her specific functional limitations. A secondary disability may be identified at this time;
C.  Explain the purpose and goals of the rehabilitation program, including the eligibility requirements of the program and the current order of selection criteria;
D.  Offer the individual the opportunity to register to vote or change any information for motor voter registration;  

E.  Document the initial interview through use of case notes.  Comprehensive progress notes should be written throughout the duration of the case record.

3.4  APPLICATION PROCESS

If an individual wishes to become an applicant, the procedure is as follows:

A.  Check referral to see if receiving services from the Office of Vocational Rehabilitation (OVR). If yes, it would not be appropriate to take an application unless that individual is considered deaf/blind. If OVR refers them, the counselor needs to check the disability code to determine if we can serve them;
B.  Review the Consumer Handbook with the applicant and provide them with a copy. The handbook contains additional information about consumer choice, appeal rights and policies pertaining to certain rehabilitation services. This document should be provided in the appropriate accessible format.  At this time, information about the Client Assistance Program and appeal rights will also be reviewed. Encourage the individual to keep this handbook as it will be needed for reference and information, throughout their entire rehabilitation process;

C.  Complete and have the individual sign the Application for Services, and provide the applicant with a copy;

D.  Complete the Survey Interview form and place in the case record;
E.  Explain to the individual the information required to determine eligibility and make arrangements to secure that information; if counselor feels as though the individual will be eligible, this would be the appropriate time to discuss the process of developing an individualized plan for employment and the vocational rehabilitation process;

F.  Refer the individual to appropriate sources of comparable benefits;
G.  Provide explanations to individuals who are unable to communicate in English or who rely on special modes of communication through methods understood by those  individuals. This shall continue, as needed, throughout the rehabilitation process. These methods may include: securing interpreters in the native language of the individuals, (Spanish, French, American Sign Language) etc.;  

H.  Complete the Voter Registration Rights & Declination form and ensure that it is signed by the individual even if they are already registered to vote. Detach bottom half and give it to the individual. The top half stays in the file. If the individual is not already registered and wishes to do so, the Voter Registration card is completed and mailed to the appropriate county clerk. Assistants should compile the voter registration data monthly on the designated form. Then copies of the monthly forms are to be sent to the agency individual responsible for data collection; 

I.  The assistant is responsible for entering the statistical data into the computerized case management system to place the individual in applicant status;  

J.  Determine that the individual thoroughly understands the need to maintain contact with the counselor. Schedule appropriate appointments. Assist the individual in understanding the next step in the rehabilitation process.

An individual can be determined eligible at time of application using existing visual information. An individual is considered to be eligible provided he/she intends to pursue an employment outcome and is considered to be an individual with a visual disability.

Individuals who do not meet the requirements of a priority category currently being served under the Order of Selection will be placed in eligible/out of selection.

The regular eligibility determination process will then be followed, including the completion of the Justification of Eligibility and the Certification of Eligibility. If the individual’s priority category is being served, the status will change to “accepted” and then proceed through the regular Case Management System.  If the counselor determines the individual should be closed from eligibility/out of selection, the case will be moved from eligibility/out of selection to closure.

Individuals placed in eligibility/out of selection must be reviewed regularly (once a year at a minimum), to monitor any changes which may have occurred. These changes may include: the individual develops more functional impairments (thus changing the priority category), the Executive Director opens more priority categories, additional funding becomes available, the individual requests case closure, or the individual is no longer in need of services.   

3.5  TIME FRAMES FOR DETERMINING ELIGIBILITY 

Once an individual has submitted an application for services, an eligibility determination must be made as soon as possible and not to exceed 60 calendar days, unless:

A.  Exceptional and unforeseen circumstances (such as a delay in the receipt of medical information) beyond the control of the counselor must preclude a timely determination, and the individual is so notified and agrees, as documented in the OFB-Elig-Ext form that a specific extension of time is warranted; or
B.  The agency is exploring an individual’s abilities, capabilities and capacity to perform in trial work experiences which requires a plan that includes these experiences and the appropriate supports. These include extended evaluations.
_______________________________________________________________

ELIGIBILITY DETERMINATION

4.1  RESPONSIBILITY FOR ELIGIBILITY DETERMINATION

Determination and certification of eligibility is the responsibility of the counselor. During this process, the counselor must meet legal requirements and exercise sound professional judgment.  The determination of eligibility can only be made by a qualified vocational rehabilitation counselor and may not be delegated to any other agency or person. It is important for counselors to stress to the consumer that services are focused on employment.  In addition to this, consumers should be told that cases will be closed upon a positive employment outcome. 

4.2  CRITERION FOR ELIGIBILITY
Any consumer, including an individual whose eligibility for vocational rehabilitation services is based on the individual being eligible for Social Security benefits, must intend to achieve an employment outcome. Intent is demonstrated by the completion of the application services.

An individual is eligible under this title if the individual:

A.  Is an individual with a visual disability; and

B.  Requires vocational rehabilitation services to prepare for, secure, retain or regain employment.

An individual shall be presumed to be a person that can benefit in terms of an employment outcome from vocational rehabilitation services, unless the agency can demonstrate by clear and convincing evidence that such individual is incapable of benefiting in terms of an employment outcome from vocational rehabilitation services due to the severity of the disability of the individual.

The counselor, in collaboration with the consumer, will explore the individual’s abilities, capabilities, and capacity to perform in work situations. The agency will provide appropriate supports throughout this process.

An individual who has a disability or is blind as determined pursuant to Title II or Title XVI of the Social Security Act shall be considered to be an individual with a significant disability and is presumed to be eligible for services provided that the individual intends to achieve an employment outcome consistent with the unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice of the individual. Should the individual not be interested in achieving an employment outcome, the case may be closed ineligible for services with a reason of: “refused services.”  
The only exception is when the agency can demonstrate clear and convincing evidence that the individual is incapable of benefiting in terms of an employment outcome from vocational rehabilitation services due to the severity of the disability of the individual. This evidence must be gathered through the use of planned trial work experiences. These experiences include supported employment, on-the-job training, and other experiences using realistic work settings, in the most integrated setting possible, consistent with the informed choice and rehabilitation needs of the individual. Additional diagnostic information may also be obtained at this time to determine rehabilitation needs.  

PROCEDURE FOR DETERMINATION OF DISABILITY TO SEVERE
The consumer will be placed in trial work experience in the case management system. A trial work experience notification letter will be sent to the consumer which outlines the procedure to complete these real work experiences. This letter should include the number of work experiences (three are recommended) along with any support services needed. These work experiences should be completed within one year.  In rare occasions, with supervisor’s approval, extended evaluation may be used for certain consumers with significant disabilities when options for trial work experiences have been exhausted and the counselor is unable to determine ineligibility or the consumer can benefit from services resulting in an employment outcome. Although federal regulations do not set a time frame, it is recommended to complete extended evaluation within a year.

The counselor must develop a written plan with the consumer which identifies these trial work experiences. At this time, it may be necessary to identify a tentative vocational goal. The written plan should include the number of work experiences, starting and ending dates, and any support services needed.  

4.3 INFORMATION REQUIRED FOR ELIGIBILITY
      DETERMINATION

A.  To the maximum extent possible, the determination of eligibility must be based on existing information provided by the applicant, the applicant’s family or representative, including: medical records, education records, information used by the Social Security Administration and information made available by representatives of other agencies.

B.  At a minimum, information must include the results of a visual examination provided by an ophthalmologist or an optometrist. If medical information is not current (within approximately one year), then it is recommended that a new exam be scheduled.  

C.  Should information exist from the Social Security Administration which establishes that an applicant is eligible for benefits under Title II or Title XVI of the Social Security Act (SSI or SSDI) as a result of a visual impairment, it shall be presumed that the applicant meets the eligibility requirements of the presence of a visual impairment.  Information can be obtained and must be documented by one of the following methods: calling the Social Security Office for verification, making a copy of their letter of award or by printing the verification from Maximus Ticket to Work database.  If this is the case, the applicant is eligible the date of application, as this is the intent of the law.

D.  When determining eligibility and the scope and nature of services needed by an applicant, the agency may obtain a second opinion from appropriate, qualified specialist(s). In situations where secondary disabilities are identified and in the counselor’s professional opinion limitation result from these conditions, medical information should be obtained. It is important to note that eligibility determination should not be delayed due to this thorough diagnostic study, although recommendations may be needed to develop the IPE. In addition, it is strongly recommended for applicants who have met the requirements for legal blindness or have significant visual field loss, a hearing exam and audio gram by a physician licensed in the treatment of ear, nose and throat be obtained.

E.  At this time, the counselor conducts an assessment of the collected information to determine whether an applicant is eligible for vocational rehabilitation services.

4.4  CONDITIONS NOT AFFECTING ELIGIBILITY

Eligibility must be determined only on the requirements of a visual disability and a need for agency services to prepare for, secure, retain, or regain employment. These requirements must be applied without regard to the following:

A.  The sex, race, age, creed, color, national origin or financial status of an individual;

B.  Type of expected employment outcome;

C.  Source of referral for vocational rehabilitation services;

D.  The type of disability (although the agency may only serve individuals with visual impairments, persons with other impairments who do not have a visual impairment as a primary disability should be referred to the Office of Vocational Rehabilitation);

E. The severity of disability within an order of selection;

F. Age (no upper or lower age limit is established which will, in 

    and of itself, result in a finding of ineligibility for any    

    individual who otherwise meets the basic eligibility 

    requirements);  

G. Residence (no residence requirements will exclude from    

services any individual who is present and available in the            state. However, applicants for the vocational rehabilitation program must be a citizen of the United States or have a non-expired employment authorization document from the Immigration National Service [INS]);   

I.  Economic need; and/or

J.  The cost of any service.

4.5  DETERMINATION OF VISUAL IMPAIRMENT

The first step in eligibility determination is consideration of the presence of a visual impairment. Presence of the visual impairment needs to be determined by medical documentation (refer to section 4.3). In making a decision under the first requirement, it is important that the counselor attend to the following:

The impairment must result in a substantial impediment. For visual impairments, as an example, this generally means a loss in visual acuity or visual field resulting in the inability to read standard print, inability to obtain a driver’s license, inability to travel independently, etc.

The counselor may determine that a rapidly progressive visual disorder constitutes an impairment requiring agency services only when an ophthalmologist or optometrist provides a diagnosis of a condition which is rapidly progressive, requires intervention services and will, if untreated, over time result in limiting the individual’s employment outcome. For example, a diagnosis of proliferative diabetic retinopathy may be given even though functional limitations do not currently exist. This condition may, over time, result in blindness.

4.6 PRIORITY CATEGORIES UNDER THE ORDER OF SELECTION

If a determination is made that the agency lacks available funds for all consumers who apply for services, then the agency shall follow an order of selection. This determination is made by the Executive Director in conjunction with the State Rehabilitation Council. Service priority is given according to a ranking of categories of consumers based on the significance of disability as follows:

A.  Priority Category One - Consumers whose disability  seriously limits three or more functional capacities in terms of an employment outcome and whose rehabilitation requires two (2) or more services over an extended period of time.  (Consumers with the most significant disability);

B.  Priority Category Two - Consumers whose disability  seriously limits two functional capacities in terms of an employment outcome whose rehabilitation requires two (2) or more services over an extended period of time;

C.  Priority Category Three - Consumers with a non-significant disability that seriously limits one functional capacities in terms of an employment outcome and whose rehabilitation requires two or more services over a period of time;

D.  Priority Category Four – All other consumers. 

4.7  CHOOSING A PRIORITY CATEGORY

The appropriate priority category shall be selected based upon the number of limitations in the following areas (functional capacities):

Orientation and Mobility: The ability to travel independently to and from destinations in the community;

Self-Care: The ability to manage one’s own situations, including meal preparation, house cleaning, and health and safety needs;

Communication: The ability to effectively exchange information through spoken or written words, sign language, Braille, concepts, gestures, or other means;

Work Skills: The ability to do specific tasks required for a particular job;

Work Tolerance: The ability to sustain required levels of functioning in work related activities with or without accommodations;

Interpersonal Skills: The ability to make and maintain personal, family and community relationships; and 

Self-Direction: The ability to independently plan, initiate, problem solve, organize and carry out goal-directed activities.

Any of the following vocational rehabilitation services may be required for a consumer to achieve an employment goal:

A.  Physical restoration;

B.  Mental restoration requiring treatment by a psychiatrist, licensed psychologist or licensed clinical social worker;

C.  Vocational or other training services;

D.  Interpreter services for consumers who are deaf;

E.  Reader services, recording services, or accessible textbook services;

F.  Rehabilitation technology services;

G. Rehabilitation teaching services, which may include Independent Living Services;

H.  Orientation and mobility services;

I.  Bioptic Driving training;

J.  Time limited on-going services, usually not to exceed 18 months, at the job site, (including job coaching), needed to support a consumer in  employment;

K.  Job placement services (including job development) and direct intervention by a counselor with an employer to gain or retain employment;

L.  Extended services such as on-going support services provided by a resource other than the agency after time-limited, on-going services provided by the agency expire; and

M.  Other substantial services, including counseling and guidance, maintenance, transportation, personal assistance services, and services to family members.

4.8  IMPLEMENTATION OF ORDER OF SELECTION

A.  The order of selection shall be implemented on a statewide basis.

B.  The order of selection shall be implemented to assure that consumers with the most significant disabilities are provided services before other eligible consumers.

C.  The agency may conduct an assessment or use existing information to determine whether a consumer is eligible for vocational rehabilitation services and the consumer’s priority under the order of selection.

D.  The order of selection shall not apply to the following:

1.  the acceptance of referrals and applicants;

2.  the provision of assessment services to determine whether a consumer is eligible for vocational rehabilitation services and the consumer’s priority under the order of selection;

3.  services needed by a consumer who has begun to receive services prior to the effective date of the order of selection.

E.  The Executive Director of the agency, in conjunction with the State Rehabilitation Council, shall direct the order of selection by designating, in written memorandum, the priority categories to be served.

F.  A consumer shall be immediately reclassified into a higher priority category whenever appropriate justification exists in the case record of the consumer.

G.  In the order of selection, each consumer within a closed priority category shall be placed in a hold status until such time as the priority category is opened.

H.  When a priority category is to be opened for services, the Executive Director shall issue an implementing memorandum to the staff with instructions that appropriate services delayed under the order of selection may be provided.

4.9 TIMELINE FOR ELIGIBLITY DETERMINATION

Once an individual has submitted an application for services, an eligibility determination will be made as soon as possible and will not exceed 60 calendar days. An extension may be allowed if the individual is notified and agrees as documented in the OFB-ELIG-EXT form that an extension of time is warranted. These circumstances include:  

A.  Adequate documentation is not available due to exceptional or unforeseen circumstances beyond the control of the counselor and/or consumer; or

B.  The counselor and consumer agree that further evaluation or assessments are necessary; or

C.  The counselor and consumer agree that a trial work experience is necessary for assessment required to determine eligibility; or
D.  The counselor and consumer agree that an extended 

evaluation is necessary to determine appropriateness of services or ineligibility. 

The counselor may not close an applicant’s case prior to making an eligibility determination unless the applicant refuses services, is uncooperative, or is unavailable. The counselor will document attempts to contact the applicant, or if appropriate, the applicant’s representative, and encourage the applicant’s participation.

4.10  OFFICE FOR THE BLIND PROCEDURES

Consumers shall receive a notification of eligibility on the “Eligibility Certification and Order of Selection Priority” form.  In addition, the counselor shall prepare the “Eligibility Justification” to serve as case documentation.

4.11  INELIGIBILITY DETERMINATION

If it is determined that an applicant is ineligible for vocational rehabilitation services or that an individual receiving services under a rehabilitation program is no longer eligible for services, the counselor must:

A.  Make the determination only after providing an  opportunity for full consultation with the individual or, as appropriate, with the individual’s representative;

B.  Provide the individual with a written explanation of the reasons for the ineligibility determination and the means by which he/she may express and seek a remedy for any dissatisfaction, including the procedures for review of a determination by the counselor. Supplement the written document as necessary by other appropriate modes of communication consistent with the informed choice of the individual, and this ineligibility determination should be documented with a “Certificate of Ineligibility Closure Letter” and refer to the rights of appeal in the Consumer Handbook. A copy should be mailed to the consumer and placed in the individual’s case file.  Certificates of Ineligibility should be signed by the counselor;
C.  Provide the individual with a description of services available from the Client Assistance Program (CAP) and how to contact that program;
D. Refer the individual to other training or employment-related 

     programs that are part of the One-Stop service delivery 

     system under the Workforce Investment Act, if applicable.
The counselor will conduct a review of all ineligibility determinations that are based on a finding that the individual is incapable of achieving an employment outcome. These reviews will occur within 12 months and annually, thereafter, if requested by individuals or their representatives. Exceptions include:  1) individual who has refused the review, 2) individual who is no longer present in the state, 3) individual whose  whereabouts are unknown; or 4) individual whose medical condition is rapidly progressive or terminal.

4.12 CLOSURES WITHOUT AN ELIGIBILITY DETERMINATION

An individual’s case file may not be closed prior to making an eligibility determination unless:

A.  He/she declines to participate in, or is unavailable to complete an assessment for determining eligibility and determining eligibility and priority for services; and

B.  There is documentation of a reasonable number of attempts made to contact the individual, or if appropriate, his/her representative to encourage the individual’s participation.

Such a closure should be documented in the individual’s case file in the form of a case note and notification of closure letter, which includes the individual’s rights of appeal. 

4.13 INELIGIBILITY DUE TO “TOO” SIGNIFICANTLY DISABLED 

The Rehabilitation Amendments are based upon the assumption that every individual with a disability is capable of productive work. An individual’s case cannot be closed as too significantly disabled until trial work experiences have been provided and documented. Such experiences shall be of sufficient variety and over a sufficient period of time to determine the eligibility of the individual or to determine the existence of clear and convincing evidence that the individual is incapable of benefiting in terms of an employment outcome from vocational rehabilitation services due to the severity of the disability of the individual.  

PROCEDURE

The counselor shall prepare the Eligibility Extension letter which the consumer must agree to and sign. The letter should include the reason for extension and the planned time frame.

The responsibility of the counselor is to facilitate the planning of exploration services and these need to be specific in the letter. It is not necessary to develop an IPE, simply describe the services in the letter.

EXAMPLES:

A.  For the individual who needs trial work experience, the explanation could simply state the number of specific work experiences; or

B.  For the individual who needs an opportunity for exploration services simply state comprehensive assessment at community rehabilitation programs or evaluation at the McDowell Center.

When the trial work experience is being used as part of the eligibility process, a full range of the individual’s abilities should be explored using the work experience program at the Charles W. McDowell Center. If the individual is unable to attend the Center, he/she can choose to have local work experiences arranged. It is the counselor’s responsibility to ensure that all aspects of employment are assessed including personal adjustment, behavioral observations, and work-related behaviors. The agency will provide any rehabilitation services necessary to enable the individual to complete trial work experiences.  

An assessment of the individual’s progress will be conducted as frequently as necessary, but at least once every 90 days during the trial work experience. At the conclusion of the trial work experience, a determination of eligibility will be made with the individual being accepted for active status or closed too significantly disabled with appropriate documentation of clear and convincing evidence. 

Individuals who are determined to be too significantly disabled will be reviewed again within twelve months and annually thereafter, if such a review is requested by the individual or his/her representative and documented in the case notes.     

APPROPRIATE ASSESSMENT ACTIVITIES 

FOR DETERMINING REHABILITATION NEEDS

5.1 ASSESSMENT ACTIVITIES

An employment outcome should be stressed at the time of application and throughout the entire rehabilitation process. AT THIS TIME THE COUNSELOR AND CONSUMER WILL DISCUSS THAT ONCE THEIR POSITIVE OUTCOME IS ACHIEVED, THEIR CASE WILL BE CLOSED.

During all assessment activities, it is the counselor’s responsibility to provide appropriate information to the consumer.  A variety of sources of assessments will be offered to enable the consumer to make informed choices.

A minimum of a visual report by an ophthalmologist or optometrist is required for determining eligibility. Eligibility can be determined with existing medical information, but best practice should be, that if information is not current (within approximately one year), the counselor and consumer should  schedule an exam.

For identified secondary disabilities, it is best practice that counselors obtain specialized reports or exams by qualified specialists. At all times, the consumer has the right to an informed choice in the use of providers as long as the vendor accepts agency rates established in the agency rates of payment schedules. No consumer should be required to participate in the cost of diagnostic services; however, comparable benefits will be utilized whenever possible unless they delay the provision of services. Should the consumer choose not to follow recommendations for specialized exams, the counselor should document this in the case progress notes and on the eligibility justification form.

In addition, it is strongly recommended for consumers who have met the requirements for legal blindness or have significant visual field loss, a hearing exam and audio gram by a physician licensed in the treatment of ear, nose and throat be obtained.

In cases of developmental disabilities, mental or emotional disorders, alcoholism or substance abuse disorder, a psychological or psychiatric evaluation is recommended. The exam and diagnosis must be provided by a psychiatrist, psychologist, physician, or licensed clinical social worker skilled in the diagnosis and treatment of such disorders. Established rates of payment must be followed. 

A comprehensive assessment should be conducted to the scope and nature of the rehabilitation services. The assessment should consider the unique strengths, resources, priorities, interests, and needs, including the need of supported employment for the consumer. The assessment should assist the counselor and consumer in making a determination of the goals, objectives, nature and scope of services to be included in the IPE. The comprehensive assessment must be limited to information that is necessary to identify the rehabilitation needs of the consumer and to develop the rehabilitation program.

Existing information should be used when it is available. This information can be provided by the consumer, medical providers, schools, or if appropriate, by family members.

The assessment may include, to the degree needed to make such a determination, an assessment of the personality, interests, interpersonal skills, intelligence and related functional capacities, educational achievements, work experience, vocational aptitudes, personal and social adjustments, and employment opportunities of the consumer.  It may also include the medical, psychiatric, psychological, and other pertinent vocational, educational, cultural, social, recreational, and environmental factors, that affect the employment and rehabilitation needs of the consumer.

Assessments for the provision of assistive technology devices or O&M will be provided by the agency. These services will be provided in order to develop the capacities of the consumer to perform in a work environment.

Counselors may want to appraise patterns of work behavior to determine, along with the consumer, the services needed for the consumer to acquire occupational skills. Areas to consider could be work attitudes, habits, tolerance, and social behavior patterns necessary for successful job performance. The appraisal could include the use of work in real job situations to assess and develop the capacities of the consumer to perform adequately in the work environment.

OFB affirms that the primary goal of the public vocational rehabilitation program is the attainment of integrated, competitive employment. Further, OFB acknowledges the value, dignity and contribution to society that OFB supports the right of people who are blind to select this occupation consistent with the consumer’s unique strengths, resources, priorities, concerns, abilities, capabilities, interest, and informed choice.  
A homemaker is a consumer who has the skills and abilities to maintain a home and actively functions in that capacity as a result of receiving substantial vocational rehabilitation services. To achieve a successful employment outcome as a homemaker, a consumer must satisfy at least five of the following nine criteria:

1. Performs activities that enable another household member to be the primary wage earner;
2. Acts as primary caregiver for another member of the household;

3.  
Pays bills;

4.
Handles the mail;

5.
Responsible for grocery shopping;

6.
Does household laundry;

7.
Cooks meals for self and others;

8.
Cleans house; and

9.
Maintains home.
Assessment results must be maintained as confidential in accordance with the agencies administrative regulations.

It is essential that the counselor continually assess and reassess the consumer’s functioning and the progress (or lack of progress) toward joint vocational objectives and goals. The assessment process does not end until a consumer exits the vocational rehabilitation system.

The general intent of a comprehensive assessment is to assist the counselor in:

A.  Providing data for developing the IPE;

B.  Understanding the consumer, especially in such areas as physical capacities, psychosocial functioning, general intellectual and cognitive functioning, current educational skills, vocational aptitudes and interests;

C.  Assessing the feasibility of various vocational possibilities (extended employment, community based employment, supported employment, on the job training, vocational training, college, direct job placement with or without reasonable accommodations, etc.); and

D.  Exploring resources available (i.e. mental health treatment,  

    physical therapy, occupational therapy, speech therapy, 

    remedial or education programs, cognitive rehabilitation 

    programs, recreational therapy programs, physical 

    restoration programs, etc.) to enhance the rehabilitation 

    potential of each consumer eligible for services.

TRANSITION 

6.1  DEFINITIONS:  
Student transition means a coordinated set of activities for a student with a disability, designed to focus on improving the academic and functional achievement of the student with a disability. It is meant to facilitate the student’s movement from school to post-secondary activities, which include post-secondary education, vocational education, continuing and adult education, adult services, independent living, or community participation, which leads to integrated employment, including, supported employment. These activities are based on the individual student’s needs, taking into account the student’s strengths, preferences and interest. 
IEP or “Individual Education Plan” is a specific document that schools are required under the Individuals with Disabilities Education Act (IDEA) to develop and implement for each student with a disability. The document is reviewed annually by school faculty, parents, student and VR counselor and serves as a guide to the student’s transition. See Appendix A at the end of this section.  
IDEA or “Individuals with Disabilities Education Act of 1990” is the federal legislation regarding public education services, including transition services for students with disabilities. See Appendix B at the end of this section for IDEA Act Regulations 2006 regarding post-secondary transition. 
IGP or “Individualized Graduation Plan” is a required document for all students, with or without disabilities, before high school graduation. See Appendix C at the end of this section.
KERA or “The Kentucky Education Reform Act of 1990” includes this critical outcome: “Schools shall be measured on the proportion of students who make successful transition to work, post-secondary education and the military.”

KSB or Kentucky School for the Blind serves students in K-12 who are blind or significantly visually impaired. The public school was founded in 1842 and is located on Frankfort Avenue in Louisville.

KTP or the “Kentucky Transition Project” is an interagency collaborative effort with the Kentucky Department of Education and the Office of Vocational Rehabilitation. The primary purpose of KTP is to improve transition services for students with disabilities in Kentucky. KTP provides training and technical assistance to schools and adult services agencies, develop demonstration projects, establish transition teams, develop a statewide transition database, and disseminate information on transition and transition planning. For information concerning types of assistance available go to: 
http://www.ihdi.uky.edu/ktcp/.

OVR or the Office of Vocational Rehabilitation is Kentucky’s larger vocational rehabilitation agency that provides services to individuals whose primary disability is other than vision. 

KY Ahead or Kentucky Association on Higher Education and Disability is a professional association of post-secondary higher education disability centers and their staff. 
6.2  COOPERATIVE PROGRAMS 

The Office for the Blind works cooperatively with other agencies and schools in these projects:  

A. Kentucky Interagency Council for Persons with Disabilities:  OFB has a standing member on this statewide council of various agencies and organizations who provide and support educational services to children with disabilities. The council supports information sharing, cooperation and coordination of transition services to students with disabilities. 
B.  Community Based Work Transition Program (CBWTP): OFB participates with OVR in this program administrated by individual school districts. The program is coordinated by a job trainer (employment specialist, job coach) to provide students with community-based evaluation, work experience and job placement during the final two years of high school. 
C.  Transition Collaborative Project: OFB participates with OVR, the Department of Education and other state agencies in this federally funded, collaborative effort to provide training and sub-grant assistance to school districts. 
D.  Kentucky School for the Blind (KSB): OFB participates with KSB to provide transition services to students attending KSB.  A collaborative effort is made to assist in CBWTP, vocational assessments, and annual IEPs and IGPs. A KSB coordinator is designated to work with the OFB counselor.  

E.  The agency participates with the Kentucky Deaf-Blind Transition Project which helps promote cooperative transition services for youth who are deaf-blind.  

F.  Kentucky Deaf-Blind Transition Project: OFB partners with OVR in promoting and coordinating services for youth who are deaf-blind. 

G.  Workforce Investment Boards: OFB VR counselors actively participate on local WIA Board’s Youth and One Stop committees to enhance and make accessible programs and services for youth in transition. 

H.   KY AHEAD is a professional organization whose purpose is to promote communication among professionals in post-secondary education in order to improve the development and implementation of services for persons with disabilities. On campus disability centers are an essential resource for students with disabilities attending post-secondary educational institutions. VR counselors are encouraged to develop relationships with disability center staff and should strongly encourage college students to utilize the services available at the centers. 

I.  INSIGHT – Post-secondary Preparation Week for Students Who Are Blind or Significantly Visually Impaired is a collaborative project between Big East Educational Cooperative, Kentucky School for the Blind, Kentucky Office for the Blind, Morehead State University and the University of Louisville. INSIGHT is a unique program designed to provide college bound students an opportunity to experience some of the challenges encountered when entering a university or community college. Participants gain an increased awareness of the educational, recreational, and social challenges of the post-secondary environment. Participants are engaged in a variety of activities, “specialized classes” and monitor a summer session class while staying in the Morehead campus dormitories for a ten-day period. 

J.  Kentucky Special Education Cooperative Network: The Kentucky Special Education Cooperative Network consists of eleven (11) special education cooperatives located across the state. All 176 local school districts, and the Kentucky Schools for the Blind and Deaf are members of a special education cooperative. Funding is provided using federal dollars awarded to Kentucky under Part B, Section 611, of the Individuals with Disabilities Education Act Amendments of 1997. The Special Education Cooperative Network is intended to assist local school districts in meeting the needs of its member districts. Services range from technical assistance, trainings, professional development, specialized services, research, and other needs identified by member districts and the Kentucky Department of Education. Each cooperative has a stable of VI teachers and an AT specialist to assist students with visual needs.

K.  Kentucky School for the Blind – Outreach Services: KSB provides an outreach teacher consultant to each of the eleven (11) Special Education Cooperatives. The consultants coordinate training and professional collaboration for co-op faculty. 

L.  “Parent to Parent Newsletter”:  KSB newsletter published four times per year. It contains information, ideas, suggestions, and news relative to parents and families of children who are blind and visually impaired. “Parent to Parent” is a project of the Family Support Center at KSB and is found on the KSB webpage at:

    http://www.ksb.k12.ky.us/Parents/Newsletter.htm
6.3  TRANSITION METHODS

A. Under IDEA, schools are responsible for initiating transition planning at the age of 16 for each student identified with a disability. Since school faculty and staff are academic specialists, it is very important for the VR counselor to have early influence on the student’s vocational future helping to avoid weak or unrealistic vocational training. The VR counselor acts as a vocational specialist forging the educational and future vocational needs of the child realistically together. The VR counselor is educated on the federal and state laws associated with transition and acts as an advocate for the student and parents. VR counselors may attend transition related meetings as early as the 7th grade and act as a consultant in the student’s IEP. Early contact and intervention not only saves the VR counselor considerable time and effort, it allows the student and parents the opportunity to plan a realistic vocational path that will lead them to the vocational goal of their choice. A “Calendar for Transition to Post Secondary Education for Kentucky Students” is located in Appendix D at the end of this section and should be used as a reference guide by VR counselors in tracking the student’s transition path. 
B.  OFB maintains cooperative agreements with other agencies and schools to provide for mutual collaboration in the development of an Individual Transition Plan (ITP) for each student. Transition planning begins in the IEP meetings in the school setting. Participants should include the student, parents or guardians of the student, appropriate school officials, an OFB VR counselor or designee, appropriate professionals from other agencies and other interested parties. 

Best practice is, VR counselors should attend student IEP meetings during the 10th through the 12th grades and take an application at the beginning of their junior year. The VR counselor will be responsible to use their professional judgment to determine the appropriate time. The school system will continue to have the primary responsibility for accommodations and student’s educational needs. Once the student graduates OFB will become the primary agent.

The IEP should address the student’s transition service needs, as applicable, in the areas of instruction, related services, daily living, community, work experience, and/or assessment. Prior to the student’s graduation, an IGP should be developed that outlines the student’s projected course of study and the responsibilities of the school and each participating agency. “Transition Documentation Review 2006-07” is located in Appendix E at the end of this section and should be used as a reference guide by VR counselors.

C.  The Kentucky School for the Blind provides OFB an annual census of visually impaired students broken out by county and school system across Kentucky. When VR counselors receive the census they should be proactive in contacting school officials about transition planning for the students in their area of responsibility. Again, early intervention can correct a vocational problem before it becomes a major obstacle, saving the VR counselor considerable time and effort during post-secondary transition.  

D.  OFB recognizes that it is the primary responsibility of Kentucky schools to coordinate and provide transition planning and services for students with disabilities. The VR counselor will provide consultation and technical assistance to assist the school. If a school is unable or unwilling to provide essential transition services, OFB may become actively involved to ensure responsible educational planning for the student. Under certain conditions, with the approval of the Regional Manager, the VR counselor may directly assist schools in their responsibilities. 

Post-secondary transition is driven by the student’s vocational goal. The student should go to work or attend advanced education to prepare to go to work. During high school transition the VR counselor should consider the post-secondary vocational goal and proactively encourage activities for the student that will promote a smooth transition to work. Such activities should be considered an investment in the student’s future: 
1.  High school classes that directly or indirectly supports the student’s vocational goal;
2.  Work transition or summer employment related to the student’s vocational goal;
3.  Prep programs that help the student gain insight into work or the post-secondary educational environment.  

F.  After the student leaves the school setting, OFB becomes the lead agency for the coordination of services. It is mandatory that the IPE be developed with the student prior to graduation. 
_______________________________________________________________

REHABILITATION SERVICES

7.1 GENERAL INFORMATION
Services are provided to enable an individual with a significant visual disability to prepare for, secure, retain, or regain an employment outcome that is consistent with the strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice of the individual. These services may include:

A. An assessment for determining eligibility and vocational rehabilitation needs by qualified personnel;

B.  Counseling and guidance, including information and support services to assist an individual in exercising informed choice;

C.  Referral and other assistance to secure needed services from other agencies;

D.  Job-related services, including job search and placement assistance, job retention services, follow-up services, and follow along services;

E.  Vocational and other training services, including the provision of personal and vocational adjustment services, books, tools, and other training materials, except that no training services provided at an institution of higher education shall be paid with funds under this title unless maximum efforts have been made by the designated agency and the individual to secure grant assistance, in whole or in part, from other sources to pay for such training;

F.  Evaluation, diagnosis and treatment of physical and mental impairments, including:  

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

2.  Necessary hospitalization in connection with surgery or treatment;
3.  Prosthetic and orthotic devices;
4.  Eyeglasses and visual services as prescribed by qualified personnel who meet state licensure laws and who are selected by the individual;
5.  Special services (including transplantation and dialysis), artificial kidneys, and supplies necessary for the treatment of individuals with end-stage renal disease; and
6.  Diagnosis and treatment for mental and emotional disorders by qualified personnel who meet State Licensure laws.
**Financial support, which is available through a comparable benefit (such as health insurance), shall be utilized unless the use of these benefits will result in a delay of services.

G.  Maintenance for additional costs incurred while participating in an assessment for determining eligibility and vocational rehabilitation needs or while receiving services under an IPE;
H.  Transportation, including adequate training in the use of public transportation vehicles and systems, that is provided in connection with the provision of any other services described in this section and needed by the individual to achieve a positive employment outcome;
I.  On-the-job or other related personal assistance services provided while an individual is receiving other services;

J.  Interpreter services provided by qualified personnel for individuals who are deaf or hard of hearing; reader services as needed;

K.  Rehabilitation teaching services, and orientation and mobility services;

L.  Occupational licenses, tools, equipment, and initial stock and supplies;

M.  Technical assistance and other consultation services to consumers who are pursuing self employment,  establishing a small business operation, or telecommuting as a positive  employment outcome;

N.  Rehabilitation technology, including telecommunications, sensory, and other technological aids and devices;

O.  Transition services for students with disabilities that facilitate the achievement of the positive employment outcome identified in the IPE;

P.  Supported employment services;

Q.  Services to the family of an individual with a disability necessary to assist the individual to achieve a positive employment outcome; 
R. Other goods and services determined necessary for the 

    individual with a disability to achieve a positive employment 

    outcome; and


S. Specific post-employment services necessary to assist an individual with a disability to retain, regain, or advance in employment.

7.2 COMPARABLE BENEFITS

The counselor will determine whether comparable services and benefits are available under any other program unless such a determination would interrupt or delay – 

1. the progress of the individual toward achieving his/her employment outcome identified in the individualized plan for employment; or

2. an immediate job placement; or

3. the provision of such service to any individual at extreme medical risk. 

The following shall be considered a comparable benefit: 
A. Medicaid;
B. Medicare;
C. Personal insurance;
D. Knights Templar and other local organizations;
E. Experience works;

F.  Veterans Administration Benefits;

G. WIA training funds;

H. 1/3 of SSI for room and board;

 I.  All other financial aid, including Pell and KEES;

The following forms of financial assistance shall not be considered a comparable benefit for a consumer enrolled at an institution of higher education:  

1. a guaranteed student loan; 

2. a national direct or student loan; 

3. a work study payment; 

4. other aid termed as self-help; or 

5. an unrestricted monetary award from a civic, professional, or social organization; and 

6. awards and scholarships based on merit (this is a new requirement based on the 1998 RSA amendments).
J. All other forms of comparable benefits.
The requirements for the utilization of comparable benefits do not apply to the following services:

A.  Assessment for determining eligibility and priority category of an individual if the agency is under an Order of Selection;

B.  Assessment for determining vocational rehabilitation needs;

C.  Counseling, guidance, and referral services;

D.  Vocational and other training services provided after completion of the comparable benefits review procedures regarding higher education;

E.  Job placement;

F.  Rehabilitation technology; and

G.  Bioptic Driving Training.

7.3 CONSUMER PARTICIPATION IN COST OF SERVICES

There is no requirement by the agency that the financial need of an applicant or consumer with a significant disability be considered in the provision of services. However, each individual who is determined to be eligible for services shall be asked to voluntarily participate to help pay the costs associated with the IPE. The Counselor should use negotiation skills to determine whether or not the consumer is able or willing to contribute toward cost of services. No services shall be denied to an individual who does not have the available resources or who refuses to participate in the cost of the IPE.

7.4 AGENCIES RESPONSIBILITIES AS TO PROVISION OF SERVICES
All services must be authorized in a timely manner and prior to the initiation of such services. Any verbal authorization should be documented in case progress notes and followed with a formal document of authorization.

INDIVIDUALIZED PLAN FOR EMPLOYMENT (IPE) DEVELOPMENT
8.1 IPE  

The purpose of the Individualized Plan for Employment (IPE) is to develop services, time frames, and strategies for reaching a positive employment outcome. 

The counselor facilitates the development of the IPE. The consumer and/or representative is encouraged to actively participate in the development of this plan. The counselor is responsible for ensuring that all of the components required by the Rehabilitation Act as amended are covered. The IPE must be approved and signed by a qualified vocational rehabilitation counselor.

A consumer’s Individualized Plan for Employment must be developed along with the consumer and/or his representative without delay as it is imperative that services begin to ensure a positive employment outcome. Often it is possible to develop the plan when determining eligibility. In considering the needs of the consumer, it may be necessary to postpone the development of the plan briefly and must be documented thoroughly in the case record. If further documentation, assessments or evaluations need to be collected to help develop the plan or if the consumer needs to research his/her goal and service providers to make informed choices, this is appropriate. Best practice is that the plan be developed within three months, but no longer than six months after determining eligibility. If extenuating circumstances develop, it may be best to discuss case closure with the consumer and encourage them to reapply when he/she is ready to begin the rehabilitation process and to work toward achieving a positive employment outcome. Every effort should be made to develop the IPE as expeditiously as possible while the consumer is motivated.

Individuals who are determined to be eligible and are still in secondary school, are to be considered for transition services. The student may have an active Individualized Education Plan or a 504 plan. If students are determined eligible, the rehab act requires that an IPE is developed prior to high school graduation. Please refer to the section on transition services, which require the IPE to be developed with the student prior to graduation.

IPE development should be the result of a partnership between the consumer and qualified VR counselor. There are four options for the development of the IPE; the consumer can:  1) develop all of his/her IPE with the assistance of a qualified VR counselor, 2) develop part of his/her IPE with the assistance of a qualified VR counselor, 3) develop his/her IPE without assistance, 4) develop his/her IPE with assistance from another source (including his/her representative). The agency will provide information about the mandatory components of the IPE and the forms that may be used.  

Consumers or the consumer's representative shall be referred back to the Consumer Handbook for the following information: 
A. A description of the full range of components that shall be
    included in an IPE;
B.  An explanation of agency guidelines and criteria and any additional information the consumer may request; and

C.  The rights and remedies available and a description of the availability of CAP.

8.2  MANDATORY PROCEDURES

A. Written document – An IPE shall be a written document prepared on forms provided by the agency.

B. Informed Choice – An IPE shall be developed and implemented in a manner that offers consumers the opportunity to exercise informed choice in selecting an employment outcome, the specific vocational rehabilitation services to be provided under the plan, the entity that will provide the vocational rehabilitation services, and the methods used to procure the services.

C. Signatures – An individualized plan for employment shall be: 

1.  Agreed to and signed by such consumer or, as appropriate, the consumer’s representative; and

2.  Approved and signed by a qualified vocational rehabilitation counselor employed by the agency.

D.  Copy – A copy of the IPE shall be provided to the consumer,  or, as appropriate, to the consumer’s representative in writing and, if appropriate, in the native language or mode of communication of the consumer or, as appropriate, of the consumer’s representative. The consumer can refer to the Consumer Handbook that was provided to them at the time of application about the appeal rights.
E.  Review and Amendment – The IPE shall be:

1.  Reviewed at least annually by a qualified vocational rehabilitation counselor and the consumer or, as appropriate, the consumer’s representative.

2.
Amended as necessary by the consumer or, as appropriate, the consumer’s representative, in collaboration with a qualified vocational rehabilitation counselor. Once amended, a copy of the amendments shall be provided to the consumer. The consumer can review the appeal rights by referring to their Consumer Handbook that was given to them at the time of application. If there are substantive changes in the employment outcome, the vocational rehabilitation services to be provided, or the service providers of the services, the amendments to the IPE shall not take effect until agreed to and signed by the consumer  and the counselor.

8.3 MANDATORY COMPONENTS OF AN INDIVIDUALIZED   PLAN FOR EMPLOYMENT

Regardless of the approach selected by the consumer to develop an IPE the plan shall, at a minimum, contain mandatory components consisting of:

A.  A description of the specific employment outcome that is chosen by the consumer, consistent with the unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice of the consumer, and, results in positive employment outcome in an integrated setting;

B. A description of the specific vocational rehabilitation services 
    that are:

1) needed to achieve the positive employment outcome, including, as appropriate, the provision of assistive technology devices and services, and personal assistance services, including training in the management of such services;  and

2) provided in the most integrated setting that is appropriate for the service involved and is consistent with the informed choice of the consumer; and

3) specific to the timeline needed for the achievement of the positive employment outcome and for the initiation of the services and the date of completion; and

4) take into consideration the needs of the consumers.
C.  A description of the entity chosen by the consumer or, as appropriate, the consumer’s representative, that will provide the vocational rehabilitation services, and the methods used to purchase services;

D.  A description of criteria to evaluate progress toward achievement of the positive employment outcome;

E.  The terms and conditions of the IPE, including, as appropriate, information describing—

1.  The responsibilities of the agency;

2.  The responsibilities of the consumer, including—

a. the responsibilities the consumer will assume in relation to the positive employment outcome,

b. if applicable, the participation of the consumer in paying for the costs of the plan, and

c. the responsibilities of  the consumer with regard to applying for and securing comparable benefits as described; and

3.  The responsibilities of other entities as the result of arrangements made pursuant to comparable services or benefits requirements as described; for a consumer with the most significant disabilities for whom a positive employment outcome in a supported employment setting has been determined to be appropriate, information identifying:

a. the extended services needed by the consumer; and

b. the source of extended services or, to the extent that the source of the extended services cannot be identified at the time of the development of the IPE, a description of the basis for concluding that there is a reasonable expectation that such source will become available; and

F. A statement of projected need for post-employment services.

8.4  COMPONENTS OF THE IPE

Each consumer receives, in the accessible format of his or her choice or native language:

A.  IPE cover letter

B.  IPE plan

C.  Appeal Rights 

D.  Any amendment to the IPE.

8.5 AMENDMENTS TO THE IPE

An amendment must be jointly agreed to and signed by the consumer and counselor if any substantive changes in the employment goal, the services to be provided, and/or service providers are made to the original plan.

8.6 ANNUAL REVIEW OF THE IPE

An annual review will be prepared summarizing progress toward the employment outcome. The IPE computerized plan has a place to set the date for an annual review and this should be re-set annually.

8.7 POST EMPLOYMENT PROCEDURES

To place consumers into Post Employment, you must use the amendment form and jointly develop the plan for services. The plan should include the Post Employment objective with the date for the initiation of the service, services required, ending date, service providers and evaluation criteria. (Refer to Post Employment chapter).
The consumer’s case is placed in Post Employment in the computerized case management system and closed immediately when services are complete.  Case documentation and a case progress note are needed at the time of closure from post-employment.

PLACEMENT IN SUITABLE EMPLOYMENT

9.1  PLACEMENT 

The public vocational rehabilitation program has a vital role in crafting a solution to the nation’s need for a trained, ready-to-work labor pool. By working in partnership with people with disabilities who want to work and employers who need capable employees, the public VR program continues to be a critical player in ensuring that employers have access to a motivated and trained labor supply. In addition, the public VR program through its dynamic partnership with people with disabilities can ensure they have access to opportunities for economic self-sufficiency and independence.1
Quality employment outcomes are the bottom line of public vocational rehabilitation. Simply put, all the professional services and effort in the public VR process are geared toward the ultimate goal, placing people with disabilities into meaningful and quality employment, not just a job. 

To strategically plan employment outcomes, a team approach to employment must be used from the Executive Director, central office staff to the field staff, counselors, and all personnel.  Developing ongoing and effective relationships with employers is essential to positive employment outcomes. This role has traditionally been the responsibility of the counselor. However, the administrator’s role in developing employer relationships is a necessary part of developing linkages with the community.2
Various methods that the counselor/administrator can use to develop successful employment outcomes are:

1.     Promotion of agency’s mission of placement,

2.     Effective utilization of agency personnel,

3.     Business and Industry tours/visits,

4.     Business Advisory Councils,

5.     Participation in community organizations or boards,

6.     Participation in Workforce Investment Activities;

7.     Innovative means of securing employment,

   (ex: internships, cooperative training agreements, etc.)

8.     Employer databases,

9.     Provision of necessary tools such as the internet,

10. Teamwork,

11. Structured group activities such as job clubs,

12. Delivery of a quality employee,

13. Partnering with employers, and

14. Job retention services.     

Job placement refers to those activities that may lead to employment of consumers and assure appropriate employment consistent with the strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice of consumers. Placement services are provided to eligible consumers to assist them to secure, regain, or retain suitable employment. Consumers must be provided with the opportunities to obtain gainful employment in integrated settings.

9.2  TYPES OF EMPLOYMENT

Competitive Employment

Competitive employment means work that is performed on a full-time or part-time basis and is consistent with the consumer’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice, as determined in the IPE, for which the consumer is compensated at or above the minimum wage level. The primary placement objective for most consumers are jobs with earned income in either the public or private sector. The goal of employment is to enable the consumer to become as financially self-sufficient as possible.  This work must be performed in an integrated setting.  

Self-Employment

This category refers to work for profit or fees in one’s own business, farm, shop, or office. Self-employment should be developed with the understanding that a consumer will be self-supporting with gainful income. Such work should be consistent with the unique strengths, resources, priorities, concerns, abilities, capabilities, interests and the informed choice of the consumer.

For all small business operations, it is required that the consumer develop a feasibility study, marketing study, and business plan. Technical assistance, consultation, or referrals will be available to consumers pursuing a small business, self-employment, or planning to telecommute.   

Supported Employment is:  

A.  Competitive work in integrated work settings, or employment in integrated work settings in which consumers are working toward competitive work, consistent with the strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice of the consumers, for consumers with the most significant disabilities;

1.  For whom competitive employment has not traditionally occurred or for whom employment has been interrupted or intermittent as a result of a significant disability; and

2.  Who, because of the nature and severity of their disabilities, need intensive supported employment services and extended services after supportive services have been provided in order to perform this work; or 

B.  Transitional employment for consumers with the most significant disabilities due to mental illness.

Extended Employment (formerly known as sheltered employment )

Extended Employment is work in a non-integrated or sheltered setting for a public or private non-profit agency or organization that provides compensation in accordance with the Fair Labor Standards Act. The agency recognizes that this may be a viable career for some consumers in a few instances with the supervisor’s approval. Counselors must provide a written justification for the extended employment vocational goal that must be signed by the supervisor. If the counselor, the consumer, and his or her advocates determine this is the best employment choice for the individual, it may become a positive employment outcome with supervisor’s approval. 

If the counselor, with documentation, strongly believes the individual is capable of integrated employment and the individual insists on remaining in a non-integrated work setting, the file should be closed unsuccessful (status 28). Extended employment may not be used as the vocational goal, but may be utilized as a service in order for the consumer to develop work skills, capabilities and experience to achieve a successful competitive employment outcome in an integrated setting. 

Kentucky Business Enterprise 

Kentucky Business Enterprise (KBE) trains and provides management services to consumers who are legally blind to be self-employed operators of snack bars, vending facilities and cafeterias in public and private buildings throughout the Commonwealth. (Refer to KBE chapter for additional information.)

Homemaking

A homemaker is a consumer who has received substantial vocational rehabilitation services resulting in the ability to perform tasks required to maintain the home. The vocational goal of homemaker has been jointly agreed upon by the consumer and counselor and it can be documented that services were needed to reach this positive employment outcome.

Unpaid Family Worker

Consumers with a vocational goal as unpaid family workers would receive their salary as in-kind rather than cash. (The services performed by the consumer may include farm work or work in the family business.)  

9.3 
CONSUMERS DETERMINED TO HAVE ACHIEVED A POSITIVE EMPLOYMENT OUTCOME
The term “positive employment outcome” means, with respect to a consumer:

A.  Entering or retaining full-time (35 hours or more), or if appropriate, part-time competitive employment in the integrated labor market;

B.  Satisfying the vocational outcome of supported employment; or

C.  Satisfying any other vocational outcome Rehabilitation Services Administration currently determines to be appropriate (including satisfying the vocational outcome of self-employment, telecommuting, or business ownership). 

The following requirements must be met in order to determine that a consumer has achieved a positive employment outcome:

A.  The provision of services under the consumer’s IPE has contributed to the achievement of the positive employment outcome;

B.  The positive employment outcome is consistent with the consumer’s strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice;

C.  The positive employment outcome is in the most integrated setting possible, and is consistent with the consumer’s informed choice;

D.  The consumer has maintained the employment outcome for a period of at least 90 days.  During this time follow-up services may be provided as necessary to ensure that each of the requirements have been met and may be maintained after case closure, and no longer needs vocational rehabilitation services; and

E.  At the end of the 90-day period, the consumer and the counselor agree that the consumer is performing well on the job.

Post-employment services may be provided after the achievement of a positive employment outcome, if they are needed for the consumer to stabilize or maintain the employment outcome and they should be discussed at the time of closure.

At the time of closure, it is essential that the counselor documents the consumer’s employment information. At a minimum, this would require a case note summary or the employment follow-up form, which needs to contain the information related to the review of the consumer’s completed IPE, place of employment, start date, earnings, benefits and job satisfaction.

The Rehabilitation Services Administration requires a brief survey to be conducted at six months and twelve months after case closure. Information will be obtained by the rehabilitation assistant assigned to the caseload regarding current salary, benefits, whether advancement has occurred, and whether employment has been maintained. 

SUPPORTED EMPLOYMENT
10.1 SUPPORTED EMPLOYMENT

Supported employment means:

A. Competitive work in integrated work settings, or employment in integrated work settings in which consumers are working toward competitive work, consistent with the strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice of the consumers, for consumers with the most significant disabilities;

1. For whom competitive employment has not traditionally occurred or for whom employment has been interrupted or intermittent as a result of a significant disability; and

2.
Who, because of the nature and severity of their disabilities, need intensive supported employment services and extended services after supportive services have been provided in order to perform this work; or

B. Transitional employment for consumers with the most significant disabilities due to mental illness.

10.2 DEFINITIONS

Competitive Work is full-time or part-time employment in an integrated work setting at a wage that is consistent with the standards of the Fair Labor Standards Act. These wages and benefits must be equal to wages paid to the non-disabled worker with the same or similar work. The number of hours worked on the job can vary depending on the needs of the consumer.

Integrated Work Setting: An integrated work setting means a job site where most employees are not individuals with disabilities and a consumer with a significant disability works in close proximity to and interacts with non-disabled workers.

In order for self-employment or home-based employment to be considered for supported employment services, the consumer has to interact with non-disabled persons (other than service providers) to the same extent as non-disabled workers in comparable jobs.

On-Going Support Services are services which are needed to support and maintain a consumer with a most significant disability in supported employment. This includes the services arranged for and/or purchased by the agency such as job-coaching, counseling, family support, assistive technology, training, etc., and are continued until job stability and transition is made into Extended Services.

Ongoing support services can be provided for a time-limited period not to exceed 18 months unless special circumstances are noted in the IPE and the VR counselor, the consumer, and the Supported Employment Vendor are in agreement that further time is needed to reach the vocational goals of the consumer. On-going support services must include at least twice-monthly monitoring at the work site to assess a consumer’s employment stability. If the IPE provides for off-site monitoring, it must, at a minimum, consist of two face-to-face meetings with the Supported Employment consumer and at least one contact with the employer each month.

Transition Services for consumers identified as needing supported employment means coordinated set of activities for a student designed within an outcome-oriented process that promotes movement from school to post-school activities. They must promote or facilitate the achievement of the employment outcome identified in the student’s IPE.

Transitional Employment means a series of temporary job placements in competitive work in integrated settings with ongoing support services. The provision of on-going support services must include continuing sequential job placements until job permanency is achieved. 

Extended Services are ongoing support, follow-up services, and other appropriate services that are needed to support and maintain a consumer in supported employment after the consumer is no longer being funded and/or supported by the agency. This will typically begin after the 18 month period in which the consumer has been receiving services funded by the agency and after the consumer has successfully transitioned into work. Examples of follow-up services include facilitation of natural supports on the work-site and regular contact with the employer, the consumer, family members or advocates of the consumer, and/or other suitable informed advisors. Natural supports can include support and mentoring from co-workers and supervisors, or work-site support by a family member or other interested individuals. This follow-up is intended to reinforce and stabilize successful employment.

In order to be approved to be a supported employment vendor for the agency, the supported employment agency MUST make extended services available using a funding source other than the agency.

10.3  ELIGIBILITY REQUIREMENTS 

Supported Employment services may be provided to a consumer who:

A.  Meets the basic criteria for eligibility;

B.  Meets the definition of “Eligible Individual with the Most Significant Disability”; 

C.  Has been determined through a comprehensive assessment to have the need for intensive support services and extended services that only a plan for supported employment can provide in order for consumer to work competitively; and
D.  The case record documents the impediments to employment that verify the need for supported employment versus other employment options.

Under federal regulations, a consumer determined to be potentially employable through the provision of supported employment should be found eligible for the agency program even if a key resource needed to begin supported employment services is unavailable. If this happens, the consumer must be informed that he/she is eligible for supported employment services but will have to wait until a suitable supported employment vendor is located.

10.4  FUNDING

Funding for Supported Employment Services is separate and provided in addition to the basic funds for the traditional vocational rehabilitation program. The Supported Employment funds may be used for these services:

A.  Personal centered job selection (done before IPE) – this is a requirement of Supported Employment Services.  At eligibility determination it will be used for this tool;
B.  Job development;

C.  Job coaching;
D.  Purchase of Assistive Technology if required to perform the job;

E.  Intensive on the job skills training and other training needed to achieve and maintain job stability;

F.  Follow-up services such as contact with employers, consumers, parents, guardians, and others for the purpose of supporting and stabilizing job placement; 

G.  Medical Restoration; and/or
H.  Successful closure. 

10.5 VENDORS

In order to be a supported employment provider, the vendor must be on the list of approved supported employment providers. A list of supported Employment vendors is provided in the appendix. The Office of Vocational Rehabilitation Supported Employment team maintains this list. 

10.6 PROCEDURES 

Once a consumer has been determined to meet the eligibility criteria for supported employment, a referral is to be made to the supported employment provider of the consumer’s choice.  The appendix includes a listing of supported employment providers along with the types of disabilities with which they work. Please note that some vendors can only serve consumers that meet certain criteria, such as having a chronic mental illness, developmental disability, or mental retardation, in addition to being blind or visually impaired. Each provider must go through all three phases of the supported employment process. The phases are Person Center Job Selection, Job Development, and Placement.  Payments are outcome based and made at the completion of each stage. Vendors must submit reports at the end of each phase before payment can be made.  For more specific information, see the appendix for payment procedures and information. OVR Supported Employment Consultants are available for consultation. Their contact information is also in the appendix.

10.7 SUPPORTED EMPLOYMENT IPE

The development of the IPE requires information identifying the extended services needed by the consumer and the source of extended services. Should the counselor be unable to identify the source when the IPE is developed, a statement will be made that there is a reasonable expectation that the source will become available. Refer to the IPE chapter for mandatory procedures. The IPE must provide for periodic monitoring to ensure that the consumer is making satisfactory progress as defined in the service provider agreement. In order to identify the IPE as a Supported Employment Plan, specify “Supported Employment/Identified goal” as the vocational goal. For example, for a consumer who wishes to be a kitchen helper, specify the vocational goal as “Supported Employment/Kitchen Helper”. The supported employment plan must coordinate services provided under other individualized plans, such as the Individualized Educational Plan for transition students.   

10.8 POST-EMPLOYMENT SERVICES

Typical post-employment services may be provided after a positive employment outcome and are following transition into extended services. These services are generally not available from the extended service provider and must be needed to maintain job placement. Examples may include: orientation and mobility training and rehabilitation technology. Comparable benefits should be considered for all post-employment service.  One such comparable benefit might be Medicaid.

CASE CLOSURES

11.1 SUCCESSFUL CLOSURES - INDIVIDUALS DETERMINED TO HAVE ACHIEVED AN EMPLOYMENT OUTCOME

The determination of a successful closure can only be made by a qualified vocational rehabilitation counselor. The following requirements must be met in order to determine that a consumer has achieved an employment outcome:

A.  The provision of services under the consumer’s IPE has contributed to the achievement of the employment outcome;

B.  The employment outcome is consistent with the consumer’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice;

C.  The employment outcome is in the most integrated setting possible, consistent with the consumer’s informed choice;

D.  The consumer has maintained the employment outcome for a period of at least 90 days; and

E.  At the end of the 90-day period, the consumer and the counselor agree that the consumer is performing well on the job.

Contact will be provided to both the consumer and the employer as necessary to ensure that each of the requirements have been met and may be maintained after case closure. The required follow-up survey will be conducted with the consumer at six months and twelve months after case closure. If services requiring caseload funds are necessary, then the consumer should be considered for post-employment services.
There are several types of employment outcomes which a consumer may be determined to have successfully achieved.  They include:

A.  Full-time competitive employment in the integrated labor market (35 hours or more);

B.  Part-time competitive employment in the integrated labor market;

C.  Supported employment; or

D. Any other type of employment that is consistent with a   

    consumer’s unique strengths, resources, priorities, concerns, 
    abilities, capabilities, interests, and informed choice, 
    excluding extended employment (formerly known as sheltered 
    employment).  

A case closure letter which includes a statement of appeal rights, is prepared along with a consumer cost analysis. A copy is provided to the consumer or his/her representative in an accessible format. At this time, the counselor should complete the case progress notes. It is essential that the counselor documents the consumer’s employment information. At a minimum, this would require a case note summary or the employment follow-up form, which needs to contain the information related to the review of the consumer’s completed IPE, place of employment, start date, earnings, benefits and job satisfaction.

11.2 EMPLOYMENT GOAL CHANGED TO HOMEMAKER

A homemaker is a consumer who has the skills and abilities to maintain a home and actively functions in that capacity as a result of substantial vocational rehabilitation service provision. To achieve a successful employment outcome as a homemaker, a consumer must at a minimum receive regional independent living services or home management from the McDowell Center and one previous service. (see page 31)
11.3 OTHER SUCCESSFUL OUTCOMES

Other successful outcomes resulting from the provision of VR services include the following, but are not considered to be competitive outcomes:

A.  Homemaker; and

B.  Unpaid Family Worker.

In order for a consumer to be closed successfully in either of these categories, it must be demonstrated that VR services contributed to the consumer’s ability to perform successfully as a homemaker (see page 31) or unpaid family worker. Homemaker or unpaid family worker must be indicated as a consumer’s employment goal in the IPE planning process and documented in the consumer’s record of services.  
For consumers who make an informed choice of extended employment, this cannot be considered a successful outcome.  Ongoing services cannot be purchased until such time it appears that the consumer can or wants to be moved into an integrated setting which would be considered a positive employment outcome. It is recommended that the counselor place this case record in interrupted services and monitor the consumer’s progress for no less than three years or longer in instances when it appears the consumer has the desire and potential for a competitive placement.  

11.4  UNSUCCESSFUL CLOSURES

For consumers who have unsuccessful outcomes, cases are to be closed not rehabilitated after work plan initiated (the plan was written) or not rehabilitated before work plan initiated (the plan was never written) because of the following reasons:

A.  Client Institutionalized

B.  Death

C.  Disability too severe 

D.  Failure to Cooperate

E.  Refused Services

F.  Transferred to another agency

G.  Transportation not feasible

H.  Unable to locate or contact

I.  All other reasons ( such as extended employment )

A computer generated closure letter, appeal rights, and a case cost expenditure printout is sent to the consumer in an accessible format.

11.5  RE-APPLICATION 

Consumers may re-apply for services at anytime after a case is closed. It is the responsibility of the qualified rehabilitation counselor to determine whether the application is appropriate. 

POST-EMPLOYMENT
12.1 DEFINITION

Post-Employment Services -- those services necessary to assist a consumer to maintain, regain, or advance in employment after the consumer has been determined to be rehabilitated. These services are to ensure that the employment outcome remains consistent with the consumer’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice.

12.2 EMPLOYMENT STANDARDS FOR THE PROVISION OF POST-EMPLOYMENT

These services are available to meet rehabilitation needs that do not require a complex and comprehensive provision of services and are considered short term. The consumer should be informed throughout the rehabilitation process via the appropriate mode of communication regarding the availability of post-employment services. If the consumer requires extensive services or requires services over an extended period of time then the counselor should consider beginning a new rehabilitation effort for the consumer, starting with a re-determination of whether, under current circumstances, the consumer is eligible for the vocational rehabilitation program.  KBE vendors may be eligible for post employment services if they meet the post employment criteria. If it is determined after opening in post-employment that more extensive services are needed, the case should be closed and reopened as a new case. 
12.3 PROCEDURES FOR PROVISION OF POST-EMPLOYMENT SERVICES
To place a consumer in Post-Employment services, the counselor must execute an IPE amendment form. Services are authorized and invoiced through established casework procedures. Upon completion of services planned in the amendment, the case will be closed employed and documented with a closure case note.

APPEAL RIGHTS, MEDIATION AND CONFIDENTIALITY 

13.1 APPEAL RIGHTS
The agency has established procedures for appeals through due process. Any determinations made by personnel of the agency  that affect the provision or denial of vocational rehabilitation services to applicants or consumers are subject to this process.  

At any time during the application process or the provision of services, a consumer may engage in this due process procedure. These procedures include: 

· a mediation  conducted by an outside mediator, or 

· an impartial hearing 

The consumer may choose to go directly to an impartial hearing.  Mediation is a voluntary procedure and is not required under the Rehabilitation Act Amendments of 1998.  

An applicant or a consumer or, as appropriate, the consumer’s representative shall be notified of:  

a. The right to obtain review of determinations or decisions made by personnel of the agency that affect the provision or denial of vocational rehabilitation services to them. 

b. The right to pursue appeals with respect to the determinations or decisions made by personnel of the agency that affect the provision or denial of vocational rehabilitation services to them. 

c. The availability of assistance from the Client Assistance Program (CAP). (Refer to Section 13.4 for additional information regarding CAP)
Consumers shall be notified of their appeal rights in a format of their choice when applying for rehabilitation services, at the time the IPE is developed, and upon reduction, suspension, or cessation of vocational rehabilitation services.

13.2 MEDIATION PROCESS

The mediation process is a distinct and separate process designed to resolve consumer disputes.

The mediation process is:

A.  Voluntary on the part of all parties;

B.  Not used to deny or delay the right of a consumer to a hearing under any subsection of the Rehabilitation Act or any other right afforded under this title;

C.  Conducted by a qualified and impartial mediator who is trained in effective mediation techniques.

The agency shall secure qualified mediators knowledgeable about the Rehabilitation Act and Office for the Blind services in general. The Director of Consumers Services or a designee will choose a mediator from the list maintained by the agency and shall schedule a mediation meeting within five (5) days from the receipt of the request for mediation. Any agreement reached by the parties during this mediation process shall be set forth in a written mediation agreement.

A dispute may be resolved prior to mediation. 

Confidentiality During The Mediation Process:  Discussions that occur during the mediation process shall be held in strict confidence and will not be used as evidence in any subsequent due process hearing or civil proceeding. The parties involved in the mediation process may be required to sign a confidentiality pledge prior to the beginning of the process.  
For specific details see Appendix State Plan Attachment 4.16(b)(2) Mediation and Impartial Due Process Hearing Procedures.

13.3
IMPARTIAL DUE PROCESS HEARING PROCEDURES

An applicant or consumer may request a formal review of a determination affecting the provision or denial of vocational rehabilitation services through an Impartial Hearing process.  Within sixty (60) days of becoming aware of the determination regarding the provision or denial of services, the consumer must submit the appeal to the Director of Consumer Services. Impartial hearings are conducted by an impartial hearing officer from a pool of approved and trained hearing officers within sixty (60) days of a written request by the consumer, unless informal resolution is achieved prior to the 60th day or the parties agree to a specific extension of time. 

The impartial hearing officer will provide a written recommended decision of the findings of fact, conclusion of law, and recommended disposition of the hearing to the agencies’ representative, the Secretary of the Cabinet for Workforce Development, and the consumer or, if appropriate his/her representative, no later than thirty (30) days after receiving a copy of the official record of the proceeding, unless both parties agree to a time extension.

Either or both parties may file written exceptions within 20 days from the date the recommended decision is mailed to the Secretary of the Cabinet for Workforce Development. The Secretary will consider the record including the recommended decision and any timely exceptions. 

The Secretary of the Cabinet for Workforce Development may overturn or modify the impartial hearing officer’s recommended decision that supports the position of the applicant or consumer only if based on clear and convincing evidence, he concludes that the recommended decision is clearly erroneous because it is contrary to the approved State Plan, the Rehabilitation Act, as amended in 1998, Federal vocational rehabilitation regulations or State regulations or policies that are consistent with the Federal requirements. The Secretary of the Cabinet for Workforce Development issues a final decision in writing within thirty (30) days following expiration of the time for filing exceptions.

A final decision issued in an impartial hearing may be appealed to any State court of competent jurisdiction within thirty (30) days after the final order of the agency is mailed or in a court of the United States of competent jurisdiction without regard to the amount in controversy.

13.4
CLIENT ASSISTANCE PROGRAM

The counselor will advise all individuals applying for or receiving services about the availability and purposes of the Client Assistance Program (CAP) and how to contact the program.

The CAP may be reached at:

      


Client Assistance Program

      


209 St. Clair Street, Frankfort, KY  40601

  


1-800-633-6283  or  1-502-564-8035 (voice or 

                        TDD)

The Client Assistance Program is an independent state agency in the Cabinet for Workforce Development funded by Rehabilitation Services Administration (RSA).

The purpose and functions of CAP include:

(a) Advising and informing applicants and consumers in Kentucky of services and benefits available to them through programs authorized under the Rehabilitation Act as amended in 1998, and Title I of the Americans With Disabilities Act (ADA);

(b) Assisting and advocating for consumers and applicants in their relationships with projects, programs and community rehabilitation programs providing rehabilitation services;

(c) Upon request, informing consumers of their rights and responsibilities in connection with services and benefits from vocational rehabilitation, and advise consumers and applicants in pursuing legal, administrative and other available remedies.  To the maximum extent possible, CAP will use negotiation and mediation before resorting to formal administrative or legal remedies;

(d) Providing assistance and advocacy with respect to services that are directly related to facilitating the employment of consumers or applicants;

(e) Facilitating access by individuals with disabilities, including those who are exiting public school programs to services funded by vocational rehabilitation.

(f) Providing information to the public concerning the CAP.

A written release from the consumer is required, if copies of written information from the agency are requested by the CAP.

13.5 CONFIDENTIALITY

Policies and procedures have been developed to safeguard the confidentiality of all personal information made available to the agency, its representatives and employees in the course of the vocational rehabilitation program.

Kentucky administrative regulations specific to the agency may be found in the appendix.

A.  Internal Procedures for Release of Personal Information:

1.  Informed written consent of the consumer for the release of personal information is required when requested by an individual, a parent, a guardian, a representative of an individual who has power of attorney, or another program authority who may use such information not directly related to the administration of the vocational rehabilitation program. The written consent should include the purpose for which the information is desired, the specific information desired, a date of expiration of the written consent, and the dated signature of the consumer, or parent or guardian as needed. The agency form, “Release of Personal Information” (OFB 7b), should be used for the execution of policy under this section.

2.  Informed written consent is not required for the release of personal information when the purpose is directly related to the administration of the vocational rehabilitation program, is required by Federal or State law, or to protect the safety of the consumers or others.

3.  Counselors may release personal information under the condition of this section, except that persons or organizations engaged in research or audits must have the written authorization of the Executive Director of the Office for the Blind. Should a counselor receive a subpoena, informal request from an attorney or consumer’s representative, or any other legal process or person for access to or production of information contained in a case file or records without the informed written consent of the consumer, the counselor will immediately notify their supervisor or the Director of Consumer Services, who will provide appropriate assistance. Should circumstances make it impossible to obtain assistance prior to the time noted on the subpoena or the legal process for the counselor’s appearance, the counselor will appear at the designated time and place, but will refuse to divulge, either verbally or by producing documents, the contents, or substance of the consumer’s case file, unless and until ordered to do so by a specific verbal or written order of the Judge of the Court before whom the matter is pending. In so refusing to divulge the information, the counselor will advise the person requesting the testimony or documents that disclosure is prohibited by Federal confidentiality regulations, 34 CFR 361.38, but that if ordered to disclose by the Court, the counselor will comply.

B.  Communication of Policies and Procedures:

Persons who are unable to communicate in English or who rely on alternate modes of communication must be provided explanations about agency policies and procedures affecting personal information through methods that can be adequately understood by them.  

C.  Procedure to Obtain Documents From Other Agencies or Organizations:

Counselor should complete the OFB 7a form and have the consumer sign it. Documents obtained from other sources should not be released to anyone who is not directly connected to the consumer’s rehabilitation program.

PROFESSIONAL STANDARDS

14.1 COMPREHENSIVE SYSTEM OF PERSONNEL     DEVELOPMENT

The agency has implemented a comprehensive system of personnel development.

The agency has policies, procedures and activities to establish and maintain a comprehensive system of personnel development. This system is designed to ensure an adequate supply of qualified state rehabilitation professional and para professional personnel.  

The agency has standards for hiring and training current Professional Vocational Rehabilitation Counselors. These standards are based on the Rehabilitation Act Amendment of 1998 recommendations and the professionalism valued by the Office for the Blind. 

14.2
CERTIFIED REHABILITATION COUNSELOR (CRC) 

The agency values professional certification and the CRC is the standard accepted for the profession of rehabilitation counseling. The agency encourages Counselors to become CRC certified.

14.3
WEIGHTED CLOSURE SYSTEM

A.  The distribution of successful closures shall reflect the overall mission and objectives of the Office for the Blind.

B.  Outcome of each successful closure shall be measured by weighted values:

*Value 18 – Competitively employed from SSI or SSDI, at an income above SGA.

*Value 7 – Competitively employed full-time or part-time, with a significant disability, at or above the Federal minimum wage.
*Value 3 – All others; competitively employed less than Federal minimum wage, homemaker, unpaid family worker, and any closure of a consumer with a non-significant disability.

C.  Outstanding placement results for each successful closure shall be measured by additional weighted values.

*Bonus Value 18 – Competitively employed, from SSI or SSDI with 9 consecutive months above SGA, after verification by SSA Coordinator.
*Bonus Value 7 – Placement Services (Selective Placement) demonstrated in the case record, IPE, and progress notes that the employment of a consumer was achieved or maintained through any two of the following activities:

1.  Specific personal employer contact by counselor or support staff.

2.  A planned job search by consumer with job leads provided by counselor or support staff.

3.  A program of consumer job readiness provided by counselor or qualified program.

4.  Assistance in job resume development and application completion.

5.  Job engineering or job modification by counselor or support staff.

6.  Utilization of other agency placement assistance, including Work Opportunity Tax Credit, if applicable,  Department for Employment Services, and Workforce Investment Act programs.

*Bonus Value 7 – Placement into Kentucky Business Enterprises. 

*Bonus Value 7 – Competitively employed placement, at or above Federal minimum wage, of another counselor’s consumer.

*Bonus Value 3 – Homemaker who requires comprehensive documented services including services at the McDowell Center or substantial independent living services requiring two or more visits for training purposes.  

*Bonus Value 3 – Post-employment plan which has resulted in employment maintained.  Bonus points will not be awarded more than once.

*Bonus Value 7 – Successful employment outcome of a consumer in supported employment.

D.  Outcome performance shall be determined by goal achievement measured by weighted values for each successful closure. Other performance measures will be defined by the performance standards and indicators assigned by RSA. These performance measures are incorporated in the state performance evaluation system.

 “Counselor of the Year” shall be awarded to the counselor who obtains the highest total combined weighted and placement points, provided that the counselor was, by point-count, in the top 30% of all Counselors in the previous year and at least one of the counselor’s closures was a SSI/SSDI beneficiary at SGA.    

14.4
RSA PERFORMANCE STANDARDS

Provisions in the Rehabilitation Act and its implementing regulations for the State Vocational (VR) Services Program require the Rehabilitation Services Administration (RSA) to determine whether a state agency is complying with the evaluation standards and performance indicators. The VR program standards and indicators report is the official gauge of this performance, and identifies specific measures of this performance, including; number of VR participants achieving employment outcomes; the proportion of VR participants achieving employment outcomes; the proportion of VR participants achieving employment who become competitively employed; the proportion of VR participants achieving competitive employment who have significant disabilities; a comparison of the average earnings of VR participants who are competitively employed with the average earnings of all individuals in their respective states; the effectiveness of VR services in enhancing the ability of competitively employed VR participants to support themselves; and finally, a comparison of the rates at which VR participants from minority and non-minority backgrounds access VR services.
The two following evaluation standards are established to evaluate the performance of each state that receives funding:

A.  Standard 1 - Employment Outcomes

OFB must assist any consumer with a significant disability, to obtain, maintain, or regain high quality employment. In order to achieve successful performance on Evaluation Standard 1 Employment Outcomes, the agency must meet or exceed the performance levels established for four of the six performance indicators in the evaluation standard, including meeting or exceeding the performance levels for two of the three Primary Indicators (1.3, 1.4 & 1.5)

The Act requires that the standards and indicators for the VR program be consistent to the maximum extent practicable, with the 4 Core Indicators established under section 136 (b) of WIA. To that end, Performance Indicator 1.1 is consistent with the general objective of the WIA Core Indicators which is to examine the success in achieving employment outcomes for consumers receiving services but also accounts for the range of employment outcomes available under the VR program. “Employment Outcomes” under the VR program include the full scope of employment options available to persons receiving VR services (e.g. competitive employment, employment in non integrated settings, homemaker and unpaid family worker), whether those “employment outcomes” are subsidized or unsubsidized.

Performance Indicator 1.1 also reflects other requirements that are specific to the VR program. In addition to making VR services available to individuals with disabilities entering the job market, the VR program authorizes VR services for consumers who need those services to retain their current job. Thus, measuring only the number of consumers “entering” employment under the VR program as done under WIA Core Indicator 1, would not account for those consumers who receive VR services to maintain or continue their employment.

Performance Indicator 1.1:   The number of consumers exiting the VR program who achieved an employment outcome during the current performance period compared to the number of consumers who exit the VR program after achieving an employment outcome during the previous performance period.

(The number of consumers who exited the program who achieved an employment outcome)

RSA Requirement:  The state’s performance in the current period must equal or exceed performance of the previous period.

Performance Indicator 1.2:  Of all consumers who exit the VR program after receiving services, the percentage that are determined to have achieved an employment outcome. The percentage of cases with employment outcomes;

Consumers achieving employment as a % of all exiting the program after they have been determined eligible and an IPE has been implemented (the rehabilitation rate).
RSA Requirement:   For agencies serving individuals who are blind, the level is 68.9%.
Primary Indicator One (Performance Indicator 1.3):  Percentage of all consumers determined to have achieved an employment outcome who exited the OFB program into competitive, self, or KBE employment with earnings equivalent to at least the minimum wage.

(Consumers achieving employment in competitive, self or KBE as a % of all employment outcomes)

RSA Requirement:  For agencies serving individuals who are blind the level is 35.4%.

Primary Indicator Two (Performance Indicator 1.4): Percentage of consumers with significant disabilities as a percentage of all consumers who exit the VR program into competitive, self, or KBE employment with earnings equivalent to at least the minimum wage.

(Consumers with significant disabilities achieving employment in competitive, self or KBE as a % of all employment outcomes)

RSA Requirement:  For agencies serving individuals who are blind, the level is 89.0%
Primary Indicator Three (Performance Indicator 1.5): The average hourly earnings of all consumers who exit the OFB program in competitive, self, or KBE employment with earning levels equivalent to at least the minimum wage as a ratio to Kentucky’s average hourly earnings for all individuals in the state who are employed (as derived from the Bureau of Labor Statistics report "State Average Annual Pay" for the most recent available year).

(The state’s average hourly earnings means the average hourly earnings of all persons in Kentucky. Average hourly earnings would be derived from the Bureau of Labor Statistics report “State Average Annual Pay” for the most recent available year)

RSA Requirement:  For agencies serving individuals who are blind, the ratio is .59.
Performance Indicator 1.6:   Self-sufficiency resulting from employment;

Of all consumers who exit the VR program in competitive, self or KBE employment with earnings equivalent to at least the minimum wage, the difference between the percentage who report their own income as the largest single source of economic support at the time they exit the VR program and the percentage who report their own income as the largest single source of support at the time they apply for VR services.

"Own income as the major source of support" is currently reported in the RSA 911 report as "personal income" which is an element under "Primary source of support at application and primary source of support at closure".

RSA Requirement: For agencies serving individuals who are blind, the level is a difference of 30.4.

B. Evaluation Standard Two:
Equal Access To Services
OFB must ensure that consumers from minority backgrounds have equal access to VR services. To achieve successful performance on Evaluation Standard 2 (Equal Access), the agency must meet or exceed the performance level established for Performance Indicator 2.1 or meet the following performance requirement.
If the agency’s performance does not meet or exceed the performance level required for Performance Indicator 2.1, or if fewer than 100 consumers from a minority population have exited the VR program during the reporting period, the agency must describe the policies it has adopted or will adopt and the steps it has taken or will take to ensure that consumers with disabilities from minority backgrounds have equal access to VR services.

Performance Indicator 2.1: The service rates for all individuals with disabilities from minority backgrounds as a ratio to the service rate for all non-minority individuals with disabilities.

Service rate is defined as the number of consumers who exit a VR program after receiving one or more services as a percentage of all consumers exiting the program. Service rate means the result obtained by dividing the number of consumers who exit the program after receiving one or more services under an IPE during any reporting period by the total number of consumers who exit the program during that reporting period.

RSA Requirement: All agencies must attain a ration level of .80 (Ratio)
C. Enforcement Procedures

If the agency does not meet the established performance levels on both evaluation standards as required they must jointly develop a program improvement plan with RSA that outlines the specific actions taken by the state to improve program performance.

PROGRAMS/SERVICES UNIQUE TO THE AGENCY
15.1  ACCESSIBLE TEXTBOOK  SERVICES 

MISSION 

The Kentucky Office for the Blind operates two Accessible Textbook Services offices with the purpose of providing textbooks and other vocationally related materials in accessible format to individuals whose disabilities, including visual impairments and perceptual disabilities, limit the reading of printed materials. The priority of service provision would be individuals involved in educational and vocational training programs, individuals needing materials for work, and materials needed for agency or cabinet related matters. Other requests will be considered as needed.

15.1-1  LOCATION AND SERVICE AREAS 

The locations of the Accessible Textbook Services Offices are as follows:  

LEXINGTON ACCESSIBLE TEXTBOOK SERVICES

Kentucky Office for the Blind 

Room 2, Alumni Gym Building 

University of Kentucky 


   Phone  859-257-6602 

Lexington, Kentucky 40506-0029                         or                               

                

   Toll free 1-800-306-3472

PADUCAH ACCESSIBLE TEXTBOOK SERVICES

Kentucky Office for the Blind 

220 N. 8th Street, Suite E 


   Phone  270-575-7056 

Paducah, Kentucky 42001 


            or

   Toll free 1-888-896-0438

Dividing the state by a vertical line through Frankfort, the Paducah Accessible Textbook Services office, provides services  to individuals that reside in Western Kentucky and the Lexington Accessible Textbook Services office, provides services to those individuals residing in Eastern Kentucky. One exception to this rule is that the Lexington Accessible Textbook Services office provides services for all students attending the University of Kentucky. It also houses and maintains the agency’s audio and electronic textbook library where materials  are catalogued, duplicated and mailed out to individuals throughout the state and country.  

15.1-2 HOW TO ORDER ACCESSIBLE MATERIALS

Individuals who need accessible materials may order directly from the Accessible Textbook Services offices by first providing the appropriate office the following:  

A.  Title of Book 

B.  Author

C.  Edition 

D.  Publisher 

E.  Copyright Date 

The office will make a search to see if the requested book or material has been previously recorded either by the Accessible Textbook Services office or another source.  Materials previously converted by the Accessible Textbook Services office shall be duplicated and provided.  Should the material not be previously converted, then the requesting individual is responsible for providing a print copy of the material to be converted, along with a syllabus, if available. The office will coordinate the services of textbook conversion and the material will be provided. Any request may be limited, if deemed unreasonable or resources are not available.

Textbooks and other materials are provided in several formats, including, but not limited to, cassette recordings, DAISY formatted books, electronic text files provided by publishers, and in house scanned books. Specialized playback equipment is required to utilize all materials provided in alternative format and this must be considered when requesting accessible textbook services.

15.1-3 EXPANDED SERVICES FOR AGENCY CONSUMERS ATTENDING THE UNIVERSITY OF KENTUCKY 

Students attending the University of Kentucky under an I.P.E. sponsored by the agency have an expanded recording service through an agency cooperative agreement with the Disability Resource Center. These students only have to provide the Lexington Accessible Textbook Services office with a copy of their class schedules and the coordinator shall research the books required for each course and ensure that the proper materials are provided.  The Lexington Accessible Textbook Services office shall directly obtain from the campus bookstore any print materials to be converted, and the counselor of the student shall send a non-pay authorization (not to exceed usual book limitations) to Lexington Accessible Textbook Services office. If a student is not eligible to receive textbooks from the agency, then the individual must provide the printed materials to be recorded. 

15.1-4 FEES FOR ACCESSIBLE TEXTBOOK SERVICES

Consumers of the agency whose accessible textbook services  are planned under the IPE are exempt from personal payment of fees.  It is recommended that the counselor authorize the initial Recordings for the Blind and Dyslexic registration fee for college students. Other individuals are accessed a nominal fee for provision of accessible textbook services. 

15.1-5  METHOD OF PAYMENT 

The following procedures shall be observed for payment of accessible textbook services fees:  

A.  All direct payments by individuals must be by check or money order made payable to Treasurer, Commonwealth of Kentucky. 

B.  Third party authorizations and inter-accounts shall be accepted, payable to the Kentucky Office for the Blind. 

C.  There shall not be any direct charges to any consumer for any materials planned in their IPE.  

15.1-6  COMPARABLE BENEFITS 

The agency may not provide a service that is readily available from another source. For this reason, all consumers referred to the Accessible Textbook Services office must complete an application for service to the Recordings for the Blind and Dyslexic program in Princeton, New Jersey, and obtain appropriate equipment to utilize their materials. It is recommended that the individual completes an application for service to the appropriate regional program of the Library of Congress, Kentucky Talking Book Library Services for the Blind and Physically Handicapped. The Recordings for the Blind and Dyslexic requires a one-time registration fee and an annual membership fee for each individual.  Their address is:  



Recording for the Blind and Dyslexic, Inc. 



20 Roszel Road 



Princeton, New Jersey   08540 



Website: www.rfbd.org
15.1-7 SERVICE PRIORITY 

When all individuals who apply for accessible textbook services cannot be immediately served, services shall be provided according to the following priority:  

A.  Consumers of the Office for the Blind whose accessible textbook services are planned under an IPE.

B.  Individuals who are blind or visually impaired and are not eligible under Priority A.

C.  Consumers of the Office of Vocational Rehabilitation whose accessible textbook services are planned under the I.P.E.

D.  All other individuals.
15.2 BIOPTIC DRIVING
Driving is not for everyone with low vision, neither is it for everyone in the general population.  Some people don’t have the physical or mental ability, the temperament, the desire, or the need to drive. The decision to drive is a very personal one that must be made collaboratively between the consumer, the counselor, the eye doctor, bioptic coordinator/instructor and the Kentucky State police license examiner. Not everyone who meets the criteria to become a candidate for bioptic driving will want to drive, nor will everyone who wants to be able to. Each person is unique, and there are multiple issues involved with safe driving besides vision.

CRITERIA REQUIRED FOR TRAINING AND PRIORITY OF SELECTION
Criteria Required for Training
Individuals interested in receiving training from the Kentucky Bioptic Driving Program will be required to meet the following criteria:
· A potential trainee must have applied for vocational rehabilitation services and be referred by their counselor. 
· A potential trainee and their counselor must have all the required paperwork completed and forwarded to the  Program. The evaluation and training will not be scheduled or initiated until this is complete. (See appendix with proper paperwork)
· A potential trainee must be committed to training. Additionally, it is important that they be willing to commit to scheduling the necessary training at a time that is most advantageous to both the consumer and the bioptic-driving trainer. 
Order of Priority
Training will be provided in the following order:
· Potential trainees in jeopardy of losing their employment 
· Potential trainees that have completed their VR training and are ready for employment 
· Potential trainees that are having difficulty getting to and from their place of training/education
· All other potential trainees 


* For individuals that are not currently receiving vocational rehabilitation services or are on the lower priority list and wanting to go to other training programs, they will be provided a list of approved "Certified Drivers Training Programs" that offer training on a fee-for-service basis. The Kentucky Bioptic Driving Regulation, 782 KAR 1:070 (5) requires the Program to evaluate the individual to determine if they are a candidate for training. This process must occur before being referred to any private training program. If it is determined the individual is a good candidate for training, a copy of the evaluation will be forwarded to the training program selected.
What are the Characteristics of Good Bioptic Driving Candidates?

The following characteristics best describe an individual that will make a good bioptic driving candidate:

· Stable ocular condition, preferably congenital or long term in nature

· Visual acuity between 20/60 and 20/200 inclusive with best standard or conventional correction:

· Full bilateral field of view and absent of any large scotomas (if monocular, at least 120 degrees horizontally and 80 degrees vertically)  because safe driving depends on peripheral vision as well as acuity,

· Improved visual acuity via telescopic magnification to meet Kentucky’s 20/60 requirement for distance visual acuity which equals the standard for driver licensing

· Non-photophobic

· Good contrast sensitivity skills

· Good color vision

· Normal head, neck and eye mobility

· Normal bilateral hearing

· Average to above-average intelligence

· Free of visual attention deficits 

· Highly motivated, dedicated, hard working, goal oriented

· Non-aggressive, yet assertive

· Non-impulsive

· Able to accept objective criticism

· Emotionally stable

· Past participation in sports or recreational activities that require eye-lead and head and eye scanning abilities (for example: basketball, baseball, racket-ball, bicycling, roller-blading, skateboarding, downhill skiing).

Taken from Huss, C.P., (1988).  Model Approach-Low Vision Driver’ s Training and Assessment, Journal of Vision Rehabilitation, Vol. 2, No.2, pp.31-44.

Kentucky Minimum Statutory Requirements for Bioptic Driving (KRS 186.578)
· Distance visual acuity of 20/200 or better with corrective lenses in the applicant’s better eye

· Distance visual acuity of 20/60 of better using a bioptic telescopic device

· A visual field of 120 degrees horizontally and 80 degrees vertically in the better eye

· No ocular diagnosis or prognosis that indicates the likelihood of significant deterioration of visual acuity or visual fields to a level below the minimum standards above.

The Kentucky Bioptic Driving program consists of the following steps (see appendix):

1. The counselor obtains WIA certification and sends the WIA-20 form, medical referral information, the counselor’s survey interview form, consumer consent form and the specialized services form to the bioptic driving program office.

2. The Bioptic Driving Coordinator, unless he/she designates someone else, provides an evaluation. Upon completion of the evaluation, the evaluator sends a report to the counselor. If the consumer is a candidate for the bioptic driving program, the coordinator sends a letter of acceptance to the consumer and a copy of to the counselor. The consumer makes their own arrangements to go to Louisville to get their permit. Once the permit is issued, it will be held until the bioptic driving coordinator/instructor picks it up at Bowman Field. (If the consumer is not a candidate for the bioptic driving program, the coordinator sends a letter of ineligibility to the consumer. In this case, the process stops here.) 

3. The consumer takes the written portion of the permit test on the computer at Bowman Field. The permit is returned to the bioptic driving coordinator, so the consumer can be scheduled for training.

4. The counselor authorizes for the bioptic device and faxes a copy to the bioptic driving office. At the same time, the counselor sends a referral to the O&M Specialist. The counselor then makes an appointment for the consumer to have the bioptic device fitted.

5. After receiving the bioptic device, the consumer completes training with the local O&M Specialist to help them learn to use their bioptics effectively for driving tasks. Once the O&M Specialist has completed this training, they verbally notify the counselor and the bioptic driving coordinator. After verbal notification is given, the O&M Specialist immediately completes the “O&M Bioptic Device Training Report” and sends it to the counselor and the bioptic driving coordinator. Until this report is received, behind-the-wheel (BTW) training cannot begin.

6. The bioptic driving coordinator arranges for on-the-road training by the bioptic driving instructor.

7. When the bioptic driving instructor recommends a road skills test, the counselor immediately schedules a visual re-examination to determine that he continues to meet the visual acuity and visual field standards of the law with the bioptic device. When this is complete, the consumer and the counselor contact the bioptic driving coordinator. If the consumer is staying in Louisville prior to taking the road skills test, the counselor makes necessary arrangement at the McDowell Center for those accommodations.

8. Once the consumer successfully completes the driver’s training program and the visual re-examination, the BTW skills test is scheduled by the bioptic driving coordinator. The consumer brings the visual re-examination report form with them to take the skills test. Upon successful completion of the skills test, the bioptic driving coordinator sends an e-mail to notify the OFB staff of the consumer’s success.

The successful applicant who passes the operator’s license examination given by the Kentucky State Police, is issued by the circuit clerk a restricted (Bioptic and daytime driving) Kentucky driver’s license valid for four (4) years.

However, under the law, the Bioptic operator’s license expires in one year on the last day of the birth month of the license holder KRS 186.579.

I. RENEWAL OF PROCEDURES FOR THE BIOPTIC OPERATOR’S LICENSE:
a. The Office for the Blind will notify the Transportation Cabinet/Medical Review Board of the name of each successful applicant who is issued a restricted Bioptic operator’s license.
b. The Transportation Cabinet/Medical Review Board will notify the Office for the Blind at eleven (11) months from the date of issuance of the name of the Bioptic driver whose license will expire in one month.
c. The Office for the Blind will correspond with the Bioptic driver to inform him or her that he or she must submit a comprehensive visual examination report from a vision specialist to the Office for the Blind within 30-45-60* days in order to retain the valid Bioptic license. (*The Office for the Blind has the discretion to select and utilize the appropriate time frame.)
d. The Office for the Blind will review the submitted vision examination report to determine whether the Bioptic driver continues to meet the visual requirements at KRS 186.577.
e. If the visual examination report indicates the visual impairment is stable, the Office for the Blind:

**Notifies the Medical Review Board; and

**Retains a copy of the visual examination report in the Bioptic driver’s file.
f. If the visual examination report indicates that visual impairment might be unstable, the Office for the Blind:

**May consult with a vision specialist for interpretation of the visual examination report.
g. If the visual examination report indicates that the visual impairment is unstable, the Office for the Blind:

**May require the Bioptic driver to provide additional visual assessment information;

**Will notify the Medical Review Board, of the determination that the Bioptic driver satisfies the visual requirements at KRS 186.577; or

**Will notify the Medical Review Board, of the determination that the Bioptic driver does not satisfy the visual requirements at KRS 186.577; and

**Retains a copy of the visual examination and assessment information in the Bioptic driver’s file.
h. If the Office for the Blind does not receive any visual examination report within the identified time frame, the Office for the Blind will notify the Medical Review Board, that the named Bioptic driver has not submitted the requisite visual information to retain the restricted operator’s license.

II. REMOVAL PROCEDURES FOR THE DAYTIME DRIVING RESTRICTION FROM THE BIOPTIC OPERATOR’S LICENSE:

a. The Office for the Blind will request from the Transportation Cabinet the driving record for a Bioptic driver who has driven for thirty-six (36) months.
b. If the Bioptic driver’s report documents thirty-six (36) months without any at-fault accidents and without any license suspensions, the Bioptic driver is eligible for additional evaluation and training designed for night driving from the Office for the Blind or a certified driver training program.
c. The Medical Review Board will provide upon request from the Office for the Blind a faxed copy of a waiver permitting specific Bioptic driver to participate in specialized night driving instruction by the Office for the Blind or a certified driver training program.
d. The Office for the Blind or a certified driver training program will retain the waiver for the specific Bioptic driver throughout the night driving instruction.
e. The specialized night driving training will be offered and conducted during the months of November through March by the Office for the Blind or a certified driver training program to eligible Bioptic drivers.
f. The comprehensive night driving examination will be administered by the Kentucky State Police on designated evenings during the months of November through March to any eligible Bioptic driver accompanied by the Bioptic Driving Instructor, Office for the Blind.
g. The circuit clerk will remove the daytime driving restriction from the Bioptic license of any operator who successfully passes the comprehensive night driving examination.
15.3
THE CHARLES W. McDOWELL REHABILITATION CENTER

The Charles W. McDowell Rehabilitation Center is located in suburban Louisville. Any individual that is blind or significantly visually impaired with appropriate sponsorship may attend. In addition, out-of-state residents may attend with appropriate sponsorship.  

MISSION 

The purpose of the Charles W. McDowell Center is to empower individuals who are blind and visually impaired to achieve greater education outcomes, become more effective in the workplace and enjoy participation in community life. The training opportunities at the Charles W. McDowell Center are designed to promote independence, family education, problem solving techniques, and employability which assist individuals in achieving their highest potential in career and personal goals. 
GENERAL INFORMATION

The center’s services are comprehensive. To participate, a consumer must be referred by a vocational rehabilitation counselor or independent living counselor. The counselor should meet with consumers to discuss available classes and needs in order to ensure consumer choice. Referral information is sent to the center, which includes requested classes, referral form and appropriate medical and background information. It is a residential facility and consumers can be housed in dormitory rooms or can attend as day students.   

For individual’s that will be staying at the center, an orientation is provided including a brief tour of the residential wing. Consumers meet with a center counselor or instructor and are given their class schedule. Instructors may request that consumers participate in additional classes according to their individual needs.      

A comprehensive consumer guide is provided for each consumer or his/her representative. The consumer guide outlines various questions regarding consumer expectations as well as answers to these questions.  

Staff is available to provide orientation to the building and grounds. They can provide mentoring support and guidance to consumers while they are participating in services at the center. A residential aide is available to assist consumers during evening, night and weekend hours.

Transportation services can be arranged for consumers to participate in various programs. Examples of programs requiring transportation may include work experience, medical appointments, job interviews, and various center sponsored recreational experiences.  

The center operates a comprehensive optical and assistive device store, called See World, specializing in selling adaptive items such as magnifiers, calculators, closed circuit magnification systems, and various low-vision aids. This store is open daily to the public. For items to be purchased for consumers, the counselor will approve the need for items and then authorize and invoice the items requested.  

An optometrist specializing in low vision evaluations is available upon appointment to evaluate consumer needs. Consumers will be scheduled for a low-vision evaluation by referral from the counselor. Appointments are made through the optometrist’s office.    

The program is geared toward employment outcomes and the development of independence. The vocational rehabilitation instructors and staff are available to assess and train in the following areas:  

· Adult Education - Provides accommodated study materials and tutoring for literacy training, the GED, for college entrance, or to improve an academic skill (writing, math, or reading) needed for a job.

· Assistive Technology (AT) - use of application software and assistive technology devices, such as speech access, screen magnification, and note taking devices.

· Audio Equipment - use of tape recorders, talking book program equipment, personal and financial record keeping, etc.

· Braille - learning or improving knowledge of the Literacy Braille code for reading and writing, labeling, and other self-communication.

· Career Exploration - identification of career interests, skills, and job descriptions. And assist an individual with personal career and academic planning. Informational interviews are also conducted.

· Financial Management - learning opportunities in the following skill areas: identifying cash money, calculating correct change, utilization and record keeping of bank accounts; knowledge of rights under Social Security.

· Health Education - use of diabetic devices, diet, medications, other illnesses.

· Home Management - consisting of skill areas of Personal Management, Clothing Management, Household Cleaning and Cooking.

· Job Search Training - instruction in job search methods, resume development, professionalism, networking, interviewing skills, job lead development (including use of Internet), and job search planning- instruction in workplace readiness and job retention can be provided, if needed.  Mock interviews are conducted.

· Keyboarding - personal and business typing, basic computer skills.

· Low Vision - learning about the different low-vision aides and devices.

· Orientation and Mobility (O&M) - having the ability to travel within one’s environment safely, efficiently, and gracefully with the understanding of relationship to objects within that environment.

· Personal Adjustment Counseling - identifying psychological barriers that impede a person’s ability to adjust to their vision loss: providing necessary support and encouragement to facilitate change.

· Success Building - participating in group discussions in which to learn about relevant concerns/issues that impact individuals who are visually impaired/blind.

· Vocational Evaluation - assessment can also be conducted. Specific referral questions pertaining to employment and training potential are addressed, which include College-level studies, Kentucky Business Enterprises, or other referral questions.

· Work Experiences - time limited work experience in areas of interest to the consumer.

· Recreational Activities - an active Recreation Program is planned by the Recreation Instructor,   whose responsibilities are to plan and carry out recreational activities during evening hours throughout the week and one day on the weekends. A schedule of upcoming recreational activities is provided to each student and all are asked to participate in activities they find interesting and are also encouraged to develop new interests by participating in most of the activities. Although most activities are free to students, there are some for which individuals participating are expected to pay such as a movie or a shopping trip to a local store. You may wish to encourage consumers to bring a small amount of money for these activities. Sign up sheets for recreational activities are located in the vending area and if your consumer has any special interest, advise the recreation staff and it might possibly be arranged. Additionally, if the consumer attending has any specific skills they can teach others, such as crochet, knitting, teaching others to play   guitar or etc. please advise the staff so this skill can be shared.

**Once the consumer signs-up to participate in a recreational activity, it is expected they follow through with their commitment, unless they have some type of emergency. Many of the recreational activities planned are to reinforce skills learned in various classes. An example would be for a consumer to learn to make a list for items needed from a local drugstore. The student will be encouraged to use their O&M skills to enter the store, request assistance, if needed, select the items and complete the purchases. These simple steps can be monumental gains in developing confidence and preparing for further challenges. 

**Although planned recreational activities are available, consumers are encouraged to plan and carry out recreational activities independently, and are encouraged to do so. 

Staffings are completed with center staff, consumer and counselor upon completion of evaluations, trainings and as needed to address any issues. Reports are prepared outlining recommendations. The counselor and the consumer or his/her representative will then make decisions as to the development of the consumer’s IPE and any further training. The services are unique and individualized, therefore, the length of stay or participation may vary.  For consumers who are enrolled in on-going training programs, monthly reports will be provided.    

15.4   DEAFBLIND

Deaf/Blindness is defined as an auditory and visual impairment that is so severe that the combined sensory disability causes the individual extreme difficulty in the attainment of independence in activities of daily living, psycho-social adjustment or in the pursuit of a vocational outcome. It is not necessary for either the hearing impairment or the visual impairment to be the major or secondary disabling condition. The presence of both conditions is sufficient for the consumer to be considered deaf/blind.  

Referrals and Dual Case Determination:

When you receive a referral on someone who is deaf/blind immediately contact the Regional Coordinator of Deaf/Blind Services. Ideally initial interviews will be conducted jointly with both counselors and consumer within 30 days of the referral date. However, you will often have a referral for either hearing or vision loss then discover that the other loss is also present.

Once the second impairment of hearing or vision loss is discovered contact your Regional Coordinator of Deaf/Blind Services to discuss whether or not it would be appropriate to serve that individual as a dual case. It is considered best practice for all people with hearing loss to be referred for a vision exam, which will help in determining eligibility.  Likewise, it is best practice for people who are legally blind to be referred for a hearing exam.

The Regional Coordinator along with appropriate counselors of both agencies will review medical information, the severity of the disability and the need for multiple and complex services.  Through this process it will be determined whether or not it is appropriate for both agencies to provide services to the individual, or if one agency should take the full responsibility of serving the individual while the other provides consultations as needed. Include documentation of contact with the Regional Coordinator of Deaf/Blind services in the case file.

Eligibility/Dual Case Determination/Coding

Eligibility for services will be determined by each agency according to the written guidelines for all consumers.

The Regional Coordinator along with the counselors of both agencies will determine eligibility for dual cases. They will review medical information, the severity of the disability and the need for multiple and complex services. There must be a need identified for services from both agencies before opening a dual case.

Coding for Deaf/Blindness will be done in accordance with Federal Guidelines. Coding will be done at the time of intake and when eligibility for services has been determined.

When coding for individuals who have both hearing and vision loss use the Deaf/Blind code of 08-DeafBlindness.  DO NOT CODE THE HEARING AND VISION LOSS AS SEPARATE DISABILITIES.

Social Security Reimbursements:

When opening a dual case, each counselor must inform their respective Social Security Coordinator regarding the individual’s name and social security number so these cases can be tracked through the system. Once the case is closed and if eligible for Social Security reimbursement, the Social Security coordinators both OFB and OVR will work together to determine an equitable dispersion of the reimbursement funds. Be sure to tell the coordinators that the case has been closed.  It does not matter which agency holds the ticket-to-work.

Development of the IPE:

The IPE will be developed cooperatively with both counselors and the consumer. The IPE will be specific as to which services will be provided by each agency. The counselors will make a joint decision regarding which agency’s IPE format to utilize and each will maintain a signed copy of the completed IPE.  Amendments and reviews will be conducted jointly, as needed or required. If any disagreements arise regarding the provision of services, discussion will be carried to the Deaf/Blind Implementation Team, membership of which is designated by the leadership of both agencies. If needed the Directors of Program Services in OVR and Consumer Services in OFB will make final resolution.

Occasionally the second sensory impairment may not be discovered until after the case is determined eligible.  In this case contact your Regional Coordinator of Deaf/Blind Services and schedule a meeting of the consumer and the counselor from the sister agency within 30 days for an interview and discussion of vocational goals.

Evaluations and Training:

Vocational evaluations will be conducted as necessary.  Evaluation and training may be provided at a facility in state, e.g. the Charles W. McDowell Rehabilitation Center or the Carl D. Perkins Comprehensive Rehabilitation Center, or out of state, e.g. the Helen Keller National Center (HKNC). Both counselors will review these options with the consumer in consultation with the Regional Deaf/Blind Services Coordinator, and based upon the consumer’s needs and choices will determine the most appropriate facility to provide these services.

Persons in vocational evaluation or training at the Perkins Center will be transported to the McDowell Center for a more extensive technology evaluation as needed. OFB regional staff will provide Assistive Technology and Orientation and Mobility evaluations and training at the Perkins Center as needed.

Referral to the Rehabilitation Centers:

1. All referrals to either the McDowell Center or Perkins Center shall be submitted to your Regional Coordinator of Deaf/Blind Services. 

2. Include the Communication Addendum when submitting to the regional coordinator.

3. The regional coordinator will work with the Center on provision of interpreter services or other accessibility needs as required.

Vocational Placement:

Both counselors and the consumer will actively participate in all job placement efforts. Upon completion of 90 days of employment, both counselors will receive credit for a successful closure.

Closure:

All successful dual cases should be closed simultaneously.  Upon closure notify the appropriate Social Security coordinator for your agency and your Regional Coordinator of Deaf/Blind Services.
15.5
INDEPENDENT LIVING SERVICES

Independent Living Services offer blind and visually impaired individuals an opportunity to maintain independence.  Individuals are not required to have an employment outcome in order to qualify for services. Federal grants have been primary funding sources, and this type of funding has a direct impact on service delivery. Service provision requirements may change according to the current grant/funding source. 

15.5-1 PURPOSE 

The purpose of IL services is to offer a broad range of services to assist blind or visually impaired individuals to improve and/or maintain their ability to function independently.  

15.5-2 REFERRALS

There are no upper or lower age limits.  The counselor can refer individuals for IL services for two different purposes. First, individuals needing independent living services but are not pursuing an employment outcome may be referred. Second, individuals who are involved in pursuing an employment outcome and who need independent living services may also be referred. In these cases, both the VR counselor and the IL counselor will have active cases on the individual and will utilize the same computerized case management system.  At the time of referral, the counselor shall submit these documents: an OFB Specialized Services referral form, a copy of the CMS survey form, a copy of a visual examination report, and any other pertinent medical information. At times it may be necessary for the IL Counselor(s) to maintain a waiting list. In this event, there shall be a priority in service delivery based upon the established IL order of selection. In most instances, referrals from the VR counselor have priority for service delivery. 

The IL counselor and the VR counselor work together as a team to serve consumers and enable them to meet their goals. 

15.5-3 ELIGIBILITY 
A. Individuals must have a visual acuity of 20/60 or less in the better eye with best correction, or meet the definition of legal blindness. 

B. There must be a reasonable expectation that IL training will assist the person make significant improvement in activities of daily living performance.  

C.
An individual becoming an active IL case must need at least   two (2) training services as listed in the IL Policy Manual.

15.5-4 CORE SERVICES 

Training and case management services are provided by IL Counselors. Core IL services include:  

a. Outreach, information and referral, 

b. Assessment to determine need for IL services/training, 

c. Counseling and guidance, 

d. IL skills training including: communication skills, daily living skills, recreation skills, low-vision assessment and training, basic orientation and mobility skills (i.e. sighted guide techniques),

e. Provision of adaptive devices in coordination with training,

f. Purchased services such as visual examinations, low-vision exams and optical devices as appropriate and budget will allow,

g. Peer counseling and support group services,

h. Information and coordination of community services and community transportation services, 

i. Advocacy and self-advocacy training, 

j. Coordination of services related to securing appropriate housing or shelter, 

k. Coordination of services providing Braille and recorded materials,

l. Coordination of other assistive technology services, including the Kentucky Assistive Technology Services (KATS) network and rehabilitation technology services, excluding the purchase of assistive technology available  from the agency,

m. Coordination of individual and group social and recreational activities,
n. Community awareness programs to enhance  understanding and integration into society of individuals with disabilities, and 

o. Coordination of services available to an individual from other sources.

15.5-5 TRAINING 

Upon determination of visual eligibility, a basic needs assessment is done to plan appropriate services/training.  Training can be completed in the consumer’s home, OFB office training lab, and/or other appropriate settings, including the Charles McDowell Center. A copy of the completed assessment/plan will be given to the VR Counselor if a VR Consumer. The IL counselor will attach a brief written initial report with any additional comments or recommendations. This report will include any recommendations of adaptive items to be used during training. Training sessions are not scheduled until the plan of services is completed. 

15.5-6 REIMBURSEMENT FOR IL SERVICES 

The IL Counselors are responsible for doing assessments, preparing reports, making recommendations of aids, appliances or adaptive equipment, and training the consumer. Reports describing the progress and/or result of training will be provided to the counselor quarterly or upon completion of services, whichever comes first. 

When services are completed, the final report from the IL Counselor to the VR Counselor will include a list of all items given to the consumer from the regular IL inventory. The VR Counselor will authorize for the replacement of these items. The replacement items should be shipped directly to the IL Counselor.

15.5-7 IL POLICY MANUAL 

IL services are provided within a case management model, and therefore, the IL program has a policy manual. This manual contains definitions, procedures, descriptions of services, identification of case management documents and policy statements. For a more complete description of the program, refer to this manual. A copy of the manual can be obtained from IL Counselors, IL Program Manager, Regional Administrators, or the Consumer Services Director.

15.6 KENTUCKY BUSINESS ENTERPRISE 

PURPOSE

The purpose of this chapter is to provide conditions and procedures whereby individuals who are legally blind may qualify, be trained and licensed by the Kentucky Business Enterprise (KBE) to operate vending facilities on federal, state, and other property within the Commonwealth of Kentucky.

15.6-1 LEGAL AUTHORITY
The agency, as the state licensing agency, for the Federal Randolph Sheppard Act, has authority under 20 U.S.C. (107a15), 34 CFR 395; KRS 163.470(11) and 782 KAR 1:010 to administer the Kentucky Business Enterprises.

15.6-2 TRAINING AND LICENSURE
Eligibility Criteria – 

An applicant shall be screened to enter the KBE vendor training program upon submission of documentation by the counselor and the eligible individual that demonstrates he/she has met the criteria established as follows:

1.   Meet a visual diagnosis as defined in the federal 


  Randolph-Sheppard Act at 20 USC 107e(1) and the 

      definition of blindness established in 34 CFR 395.1(c);

2.   Be a citizen of the United States; 

3.   Be certified that the consumer meets the general criteria     

      of eligibility for vocational rehabilitation services from the    

      agency; 

4.   Have received a high school diploma or GED certification; 

5.   Have math skills at an eighth-grade level or above; 

6.   Have financial skills for operating a vending business; 

7.   Have verbal and communication skills; 

8.   Have public relations skills; 

9.   Have personal hygiene and appearance for meeting the 

      public; 

10.  Be independent in performing daily living activities; and

11.  Have mobility skills.

15.6-3   POST-EMPLOYMENT SERVICES FOR KBE VENDORS

The Rehabilitation Act allows a counselor to provide post- employment services to a KBE vendor, however; services shall not include those available from KBE.

15.7 ORIENTATION AND MOBILITY SERVICES  

MISSION 

The mission of the Orientation and Mobility (O&M) Specialist is to instruct consumers who are blind or visually impaired in the use of concepts, skills, techniques, and assistive devices that will enable them to achieve their maximum potential in traveling safely and efficiently through the environment.

15.7-1 DEFINITION OF TERMS

Assistive Travel Devices - aids designed to be used by individuals who are blind or visually impaired to help them travel safely and efficiently through the environment.

Cane Tip - a nylon material, available in a variety of shapes, that can be placed on the end of a long cane.

Center-based Orientation and Mobility Specialist - an O&M Specialist who provides O&M Services to consumers participating in a rehabilitation program at the Center. A center-based O&M specialist may also travel to communities near the McDowell Center to provide O&M services to consumers in their home, work, educational, and recreational environments.

Itinerant Orientation and Mobility Specialist - an O&M  Specialist who travels throughout designated areas in the state to provide evaluations, make recommendations and train consumers in their home, work, educational, and recreational environments. 

Long Cane - an assistive travel device used to detect objects and changes in an individual’s travel path and aid the individual in traveling through the environment. 

Low Vision Optical Devices - high-powered plus lenses and telescopes with high magnification designed to improve vision.
Orientation and Mobility Specialist - a university trained professional, with appropriate certification, who instructs individuals that are blind or visually impaired.

Tactile Map / Model - a concrete representation of spatial relationships.

UV Shields - specially designed eyewear made of material that prevents a percentage of ultraviolet light from passing through to the wearer’s eyes, and that increases the comfort level and/or ability to see more clearly in various levels of lighting. 
15.7-2 PROCEDURES

A. Center-based or itinerant O&M specialists shall be available to provide orientation and mobility services to consumers at the Center and in consumers’ home, work, educational, and recreational environments statewide. Services are consumer driven and may include evening or night evaluation and training.  

B.  Counselors shall have the overall responsibility for the coordination of O&M services for a consumer. The counselor shall complete the OFB specialized services referral form to enable the O&M specialist to assess the abilities and capacities of each consumer to benefit from services. 

Training areas may include, but are not limited to:

1.  Sighted guide techniques

2.  Pre-cane safety techniques

3.  Long cane techniques

4.  Indoor travel techniques

5.  Residential/Rural area travel techniques

6.  Semi-business/Business area travel techniques

7.  Use of public transportation

8.  Specific route training

9.  Night travel

10.  Recommendations for a guide dog

11.  Use of low vision optical devices for travel purposes

12.  Use of tactile maps/models/Braille or talking compasses

13. Training in use of bioptic devices in preparation for 

      bioptic driver’s training

C.  It is recommended that all assessments for O&M are done by the itinerate O&M specialist prior to being scheduled for services at the McDowell Center.

15.7-3 REIMBURSEMENT FOR SERVICES   

The Office for the Blind recognizes the importance of learning O&M skills at an early age; therefore, we attempt to provide O&M services to students in elementary and secondary school systems, if time allows. Agreements can be made with local school systems in instances where alternate private providers are not available. The school systems must be flexible and willing to work within the parameters and time constraints of agency staff. The main priority will always be to provide services to the agency’s consumers. The Regional Administrator and O&M specialist may develop these agreements. The fee schedule will be used for reimbursement purposes only. Time billed should include staff time for attending IEP/ARC meetings as well as for time involved with professional consultations.
15.7-4 CONTRACTING SERVICES

Private Certified O&M Specialists may be utilized for evaluation and training with justification under one of the following criteria:

1.  An outside specialist is best able to meet the unique rehabilitation needs of a consumer,

2.  The use of an outside specialist is more cost efficient,

3.  An outside specialist has a unique expertise not available from a specialist of the agency,

4.  The use of an outside specialist will result in a more expedient delivery of service, or

5.  The complexities of needs of a consumer require an outside specialist in close location to the site of the consumer.

15.8
REHABILITATION TECHNOLOGY SERVICES 

Rehabilitation technology is the systematic application of assistive technologies, engineering methodologies, or scientific principles to meet the needs of and address the barriers confronted by consumers with disabilities in rehabilitation, employment, transportation, independent living, and recreation. 

15.8-1   DEFINITION OF TERMS

Adaptive Devices – any item, piece of equipment, or product system, whether acquired commercially off the shelf, modified, or customized, that is used to increase, maintain, or improve functional capabilities of consumers with disabilities. 

Assistive Technology Service – any service that directly assists a consumer with a disability in the selection, acquisition, or use of any assistive technology device.  Such term includes: 

· the evaluation of the needs of a consumer with a disability, including a functional evaluation of the consumer in the consumer’s customary environment; 

· purchasing, leasing, or otherwise providing for the acquisition of assistive technology devices by consumers with disabilities; 

· selecting, designing, fitting, customizing, adapting, applying, maintaining, repairing, or replacing of assistive technology devices; 

· coordinating and using other therapies, interventions, or services
Low Vision Optical Devices – high-powered plus lenses, telescopes, magnifiers and other devices with high magnification designed to improve the vision of consumers with visual disabilities. 

Prescription – a written report by a technology specialist or an optometrist or ophthalmologist which provides a plan for rehabilitation technology services based on an assessment of the rehabilitation needs of a consumer with a visual disability.

Rehabilitation Engineering – the development, application and modification of assistive technology provided by a technology specialist. 

Rehabilitation Technology Services – the systematic application of technologies, engineering methodologies or scientific principles to meet the needs of and address the barriers confronted by consumers with visual disabilities in areas which include employment, transportation, independent living and recreation. The term includes assistive technology devices and equipment and rehabilitation engineering. 

Technology Specialist – an employee of the agency or a paid service provider outside of the agency who is qualified and authorized by the agency to provide prescription and rehabilitation technology services. 

15.8-2 AGENCY POLICIES:  

Rehabilitation technology shall be provided according to a prescription by a technology specialist, an optometrist, or an ophthalmologist.

Rehabilitation technology that has the capacity to improve the visual functioning of a consumer shall be provided in conjunction with a prescription. 

Rehabilitation technology may be provided or loaned for assessment only when the counselor, consumer and the technology specialist agree that the consumer has the ability and capacity to benefit from the use of assistive technology.

Rehabilitation technology that must be specifically designed or developed by a technology specialist and is not readily available from commercial dealers shall be provided only after it has been determined that commercially available equipment does not meet the rehabilitation needs of the consumer.

Rehabilitation technology that is no longer needed for the purpose for which it was provided should be returned to the agency within 3 months after closure. The counselor will notify the consumer at closure that the return of the AT equipment is expected. In addition, the technology specialist will be notified that the consumer’s equipment is available for assignment to another consumer. All equipment should be placed on the regional AT inventory list.  

Rehabilitation technology which becomes defective or obsolete during the course of the rehabilitation program shall be repaired or replaced by the agency only if the equipment is needed for a job, education or other activity necessary to fulfill the IPE. 

After a consumer has achieved closure of his/her rehabilitation program, the consumer shall have the responsibility to provide for the usual and customary maintenance, replacement, repairs, or upgrades of the assistive technology. The counselor may provide these services if there is a determination that these will help the consumer to maintain employment. This can be done in post-employment services. The counselor should adhere to agency policies. This service must be necessary in order for the consumer to continue working in a competitive employment situation of his/her choice. 

The provision of rehabilitation technology is subject to agency requirements on the use of comparable benefits; however, the provision of rehabilitation engineering is not subject to the use of comparable benefits.   

15.8-3   COORDINATION OF REHABILITATION 

  TECHNOLOGY SERVICES

All AT services must be obtained through the counselor. Counselors shall have the overall responsibility for the provision of Rehabilitation Technology Services for a consumer, including: 
A. The referral of a consumer for rehabilitation technology services.  This referral will be made using the OFB specialized services referral form.  

B. The planning of services under the IPE, the use of appropriate resources, and the utilization of prescriptions in planning with the consumer for rehabilitation technology services in the IPE.

C. The coordination of the provision of services planned in the IPE, including follow-up and post-employment services.

D. The return of assistive technology that is no longer used by the consumer for the purpose for which it was provided. 

Technology specialists for the agency are assigned to each of the two Vocational Rehabilitation Regions of the agency, as well as the Charles W. McDowell Rehabilitation Center. They provide as appropriate, an assessment of the capacities and abilities of the consumer to use assistive technology.  

The technology specialist will receive the OFB specialized services referral form and the appropriate referral information from the counselor. A prescription for the assistive technology, including a training plan in the use of technology, will be provided to the counselor after an evaluation has been completed. The technology specialist has the responsibility to abstain from providing a prescription if the equipment needs of the consumer are not clear and further evaluation is needed.  The technology specialist will arrange for further evaluation of the consumer’s technology needs until a prescription can be completed. Once the counselor has made the decision to procure technology, a copy of the authorization for equipment should be forwarded to the technology specialist so arrangements can be made for delivery and training.
Technology specialists shall have the responsibility for: 

a. coordinating with the counselor the procurement and appropriate modification and installation of assistive technology;

b. training or the coordination of training for the consumer in the use of assistive technology.  Trainers will be evaluated by the technology specialist based on consumer performance during the first five hours of consumer-based training.  The performance of the trainer may be based on direct observation, consumer observations or by reports from other agency employees.  Training consultants may or may not be retained after this evaluation. Issues regarding the performance of trainers should be considered an agency issue and communicated to all other technology specialists.  Outside trainers will only be used with the agreement of the counselor and the consumer.  If an agency AT specialist is not available to serve the consumer in a timely manner, or does not have the expertise to provide the training, an outside provider may be used;
c. follow-up, including consultation and rehabilitation engineering services, with the consumer to maintain the consumer in a vocational setting and employment; 

d. coordination with the counselor (prescription will be provided to counselor) in repair and replacement of assistive technology and post-employment services;

e. deciding whether a prescription originating from a technology specialist should be modified if disputed by an outside consultant.  All outside consultation reports should be referred to the technology specialist for consultation and action.  Possible actions would include: 

1. no change in original prescription; 

2. development of a modified prescription; 

3. acceptance of the consultants recommendations;
f. providing an invoice to the counselor which includes mileage,   

    travel time, evaluation/training, preparation and report   

    writing.

All requests for assistive technology made by others (non-applicants) will be referred to the counselor to complete an application for services. Assistive Technology may be provided during any trial work experience, or to assist in the determination of the eligibility, if necessary and approved by the counselor.     

If it appears that a delay in determining eligibility or the provision of services may occur, then an outside provider could be used if appropriately documented in the case progress notes.

Outside service providers, if qualified and authorized by the agency, may be used to provide rehabilitation technology services under the requirements of this chapter with the exception of assessment and prescription which should be done by agency technology specialists. The choice and cost of training, installation, and delivery of assistive technology by outside providers is a team decision among the consumer, the counselor, and the technology specialist. 

The agency will utilize the comprehensive rehabilitation technology services including prescription and training in assistive technology that are available at the Charles McDowell Center in Louisville when appropriate. When prescriptions are provided by the McDowell Center, the counselor should consult with the regional technology specialist for determination if technology needed may be available from inventory. 

See World, a store open to the public at the Charles McDowell Center, maintains an inventory of assistive technology and low vision optical devices that are available for self-purchase or by counselor authorization. The coordinator of See World will work with the technology specialist to demonstrate specific technology devices. The coordinator will provide written recommendations for needed technology.
There are regional demonstration labs in the state for the demonstration of equipment, evaluation, training, and to allow the consumer to make an informed choice regarding Assistive Technology.

The Kentucky Assistive Technology Services (KATS) network, a program under agency administration, provides broad assistance to consumers with disabilities under the Technology Act of 1988.  KATS regional centers are available throughout the state to provide services in prescription, rehabilitation engineering, and training in the use of assistive technology. The technology specialist, research and development specialists, and the KATS program staff will collaborate to enhance the assistive technology evaluation and assessment process. This primarily occurs through the use of regional technology centers.  

15.8-4 PROCUREMENT PROCEDURES

The agency has a “delegation of authority” from the Kentucky Finance and Administration Cabinet which permits the direct purchase of technology for consumers. The Assistive Technology specialist is responsible for providing appropriate purchasing information to the counselor.

A. Outside service providers may be utilized for prescription, rehabilitation engineering and assistive technology training with justification under one of the following criteria:

· the provider is able to best meet the unique rehabilitation needs of a consumer;

· the provider has a unique expertise not available from a technology specialist of the agency; 

· the use of a provider will speed the provision of the service; and/or 

· the complexities of needs of the consumer require a vendor in close location to the site of the consumer.  

B. 
Outside providers of prescriptions are required to submit written evaluation and recommendations to both the counselor and the technology specialist.  A written report will be provided to the counselor upon completion of training, or on a monthly basis, if training exceeds one month. The counselor will forward a copy of the report to the Assistive Technology specialist.  

C.  The fee schedule for outside training providers of service shall be at an hourly rate for time spent in direct contact with the consumer and travel time to and from direct services with a consumer. Outside technicians may be used for the delivery and installation of equipment. (Refer to rate of payment schedule.)

D.  Outside providers are required to provide to the counselor a billing statement which includes mileage, travel time, evaluation and training.  The counselor will then prepare the authorization and invoice.  

E.  The procurement of assistive technology shall be by direct purchase to the vendor through the authorization/invoice system of the counselor, unless assistive technology is provided from inventory of assistive technology. For direct purchase, the counselor’s budget unit number shall be used and the authorization/invoice shall be coded as appropriate.

15.8-5 ACCOUNTABILITY FOR REHABILITATION      

           TECHNOLOGY

A. Under Federal and State laws, the agency is required to maintain documentation that any durable items purchased by the agency are being used under the purposes for which they were provided.  If durable items are not being used for the purposes provided, then the agency must document the new location and use of such items.  

B. Assistive technology purchased from the inventory shall be at the purchase price to the agency unless it is an item that has been returned to inventory by another consumer.    

C. When assistive technology over $500 is provided to a consumer, a BB-10 form must be completed by the counselor and signed by the consumer. The form shall be entered into the case record of the consumer.

D.  If assistive technology which has been provided for an individual is returned to the agency, the counselor shall prepare a BB-10 for the case record of the consumer to indicate receipt of the items. 

E.  Assistive technology returned to the agency must be relocated in one of the following ways:

· Entered into the inventory of assistive technology at the appropriate regional office of the agency, or

· Transferred to another consumer under an IPE.

F. When the assistive technology is relocated, the counselor shall prepare a BB-10 form and have the consumer in receipt of the items sign the form. The BB-10 form showing the re-location of the equipment is entered into the case record of the consumer who returned the items, and a copy of the form is routed along with the items to the new location. When returned items are provided to another consumer, the procedures of above paragraph “B” must be initiated. This procedure is extremely important due to the fact that an authorization is not present in the case record of the consumer who receives the re-issued equipment.  

15.8-6 COORDINATION OF REHABILITATION TECHNOLOGY SERVICES FOR YOUTH IN TRANSITION FROM SCHOOL- TO-WORK

The agency recognizes that it is the primary responsibility of Kentucky schools to provide assistive technology devices and services, as appropriate, for students with disabilities before students leave the school setting. (To further define the agencies responsibilities with regard to transition services please refer to the chapter on Transition.) However, the agency may assist Kentucky schools in its responsibilities in several ways.  Referrals of school officials and teachers, students, and their parents to Kentucky Assistive Technology Services Network (KATS within the Office for the Blind) and the Kentucky Education Technology System (KETS) may be made. The counselor may participate in the development of the IEP, including the Individualized Transition Plan (ITP) of a student who is an applicant or a consumer. The agency rehabilitation technologist may assist in the determination of the need for assistive technology, including the provision of rehabilitation engineering services, for a student who is an applicant or a consumer on a fee for service basis.

The agency shall be responsible for provision of rehabilitation technology services, as appropriate, after students leave the school setting. These services may be planned and provided in advance of the date of departure of the student from the school setting if it is anticipated that the services shall be necessary for the completion of the IPE outside of the school setting. 

COMMUNITY REHABILITATION PROGRAMS

Community Rehabilitation Programs (CRPs) provide directly or facilitate the provision of vocational rehabilitation services to consumers with disabilities to maximize opportunities for 

employment, including career advancement.

The services may include: job development, placement and retention services; vocational assessments for determining limitations and abilities and vocational rehabilitation needs; supported employment and work adjustment; as well as other services.

16.1 GENERAL INFORMATION 

The counselor has the responsibility of informing consumers of the services available through CRPs so the consumer can make informed choices among the various services and providers. Once the consumer and counselor have jointly decided upon CRP services, pertinent information is to be furnished at the time of referral to meet the admission requirements of the CRP.  It is imperative that the counselor convey the expectation for services to be received at the time of referral and to provide the CRP with an appropriate authorization for the corresponding services. 

The primary responsibility of the CRP is to assist in the development of and to carryout the agreed upon services outlined in the Individualized Plan for Employment (IPE). Ideally a representative of the CRP should be involved in the IPE development to ensure that all parties understand the services that are to be provided. It is critical that there is a general understanding and agreement among all involved parties concerning the expected vocational outcome.

The CRP provides feedback to the counselor; furnishes written progress reports on a monthly basis; and submits a final report when the service is completed. When it is necessary to amend the IPE during the rehabilitation process, it will be by consensus of all parties and must be approved by the consumer and OFB counselor. 

For services that are outcome based such as work adjustment leading to competitive employment, payment is only made once the individual has met the requirements for a positive employment outcome. Payments for services such as vocational assessment are made once the service is completed and the appropriate report is received.

Placement means employment in a suitable job, full or part-time, at competitive wages with all the rights, privileges, and benefits of individuals who are not disabled and employed in similar jobs.

Positive employment outcome means the consumer has been continuously employed in an appropriate job for a minimum of ninety (90) days and no longer needs the services of the CRP provider to maintain employment.

CRP services may and should extend beyond the first ninety days of employment if the individual still requires CRP services in order to be successful on the job. In the case of an individual receiving supported employment services, the individual must be stabilized in the job and maintain a supported employment placement for thirty (30) days after making the transition to extended services (on-going support). For further information regarding supported employment placement and closure guidelines, consult the Supported Employment Section of the Manual.

The counselor has the responsibility of maintaining contact with the consumer to provide necessary guidance and counseling and support for the total rehabilitation program. If it becomes apparent that the consumer is unlikely to achieve the planned outcome, the CRP has the option of suspending further services until the IPE is amended or, if appropriate, discharging the consumer. 

16.2
COMPREHENSIVE VOCATIONAL ASSESSMENT
A comprehensive vocational assessment is a tool that can be used with consumers who need assistance in identifying vocational strengths and abilities for the purpose of determining potential vocational goals and may assist in determining service needs and a plan of services (IPE). 

It is the responsibility of the counselor to furnish pertinent medical and other information to the CRP at the time of referral. The comprehensive vocational assessment should be authorized at the time of referral and invoiced once a report and bill have been received. The CRP will be informed of any specific questions the counselor or consumer would like addressed in the assessment. The results of the comprehensive assessment will be discussed with the consumer and used in preparation of the IPE. 

A comprehensive vocational assessment will include the following information:

1. Physical and psychomotor capacities;

2. Intellectual capacities;

3. Work-related behavior;

4. Interests, attitudes, and knowledge of occupational    

    information;

5. Personal, social, and work history;

6. Aptitudes;

7. Educational and vocational achievements;

8. Work skills and work tolerances;

9. Job seeking skills;
10. Work and non-work-related needs;

11. Possible employment objectives;

12. Ability to learn about oneself as a result of the 

      information obtained and furnished through the   

      evaluation process;

13. Learning style, including the ability to understand, 

      recall, and respond to various types of instructions;

14. Need for job-site modifications or adaptive equipment;

15. Transferable work skills; and/or
16. Environmental work conditions.

Personal interviews and behavioral observations will supplement assessment data. A written vocational assessment report must be prepared and furnished to the referring counselor and properly interpreted to the consumer.

16.3 ASSESSMENT SERVICES 

Assessment services are appropriate for consumers who do not need a comprehensive vocational assessment but who need limited testing in certain specific vocationally related areas. Assessment services should be authorized at the time of referral and invoiced once a bill and written report have been received. The counselor will furnish pertinent medical and other information to the CRP at the time of referral. The CRP is to be informed of any specific questions. The results of the assessment will be discussed with the consumer and used in preparation of the IPE.

The CRP will provide the following information:

1. Individual Vocational Interveiw: to include questions regarding past work experience, educational history, physical capacities, vocational interest areas, and perception of abilities;

2. Academic Assessment: to include testing in both reading and arithmetic;
3. Aptitude Assessment;

4. Vocational Interest Assessment; and
5. Behavioral observations.

The CRP must furnish a written report to the counselor that includes the test results and a brief summary of the findings as they relate to the consumer’s vocational potential. Questions asked by the referring counselor will also be addressed.

16.4 ADJUSTMENT SERVICES

Adjustment services are appropriate for consumers who need to address employment related issues but who do not require job placement or employment follow-up service provided by the CRP. Adjustment services may be purchased from a CRP on a per-diem basis. This service should be authorized at the time of referral with an ending date no later than six months after the authorization date.

The OFB counselor will provide pertinent medical and other information to meet the admission requirements of the CRP. The reason for referral and the expected results of services will be provided to the consumer and the CRP. The counselor has the responsibility of maintaining contact with the consumer to provide necessary guidance and counseling and support throughout the rehabilitation program. The CRP is responsible for developing a written plan of services consistent with the purpose for which the consumer was referred jointly with the consumer and the OFB counselor. The CRP will provide feedback to the counselor and consumer; furnish a written progress report on a monthly basis; and provide a final report when the service is completed. 

OTHER TRAINING AND EMPLOYMENT PROCEDURES

17.1 VOCATIONAL AND POST-SECONDARY TRAINING
Consumers who are interested in going to college, vocational school, or other post-secondary training should be prepared to follow the Office’s guidelines for payment of training related fees, as well as for enrollment. Students must attend school or vocational training full-time, as defined by the training institution, in order to receive assistance. The counselor should verify this by seeing a list of the student’s class schedule before each semester. The student should also declare a major with the training institution that will lead to employment in their chose vocational goal. For a complete list of requirements, please see the Consumer Handbook.

Before the agency can provide any kind of funding, the consumer must apply for any federal, state, and local financial aid for which they may be eligible. A 4-C must be completed with information from the financial aid office at the training facility. The school should provide information regarding the cost of attendance at the school as well as any financial aid for which the consumer has qualified. The counselor will then compute the amount of aid that the agency can provide (please see information regarding the 4-C for instructions). The maximum amount that OFB can pay for private or out of state institutions is equal to the highest in-state rate for a public college or university. Any sources of financial aid that are not merit based must be used when calculating the agency’s maximum contribution. These include KEES money, grants, and scholarships. Work study and loan money is not used in this calculation. The 4-C should be done every year or whenever the student switches schools. In order to continue to receive funding from the agency, the student must maintain a 2.0 GPA for each grading period and over all. Students should turn their grades in to the counselor after every grading period. This must be done before an authorization can be done for the next semester, quarter, or grading period.

Sometimes, there are circumstances that prevent a consumer from attending school full-time or from achieving a 2.0 grade point average. Situations such as surgery, medical/health crisis, or family crisis can have an impact on the student’s ability to fully participate in school. The counselor should consider all available information before deciding whether or not to grant an exception to the full-time or 2.0 grade point average guidelines. The consumer should communicate with the counselor about the circumstance and provide any requested documentation that is needed to help the counselor to make this decision. If an exception is granted, it should not be given for more than a year.

Support from the Office for the Blind can be withheld for many reasons. These include failing to maintain full-time status, having a grade point average below a 2.0, or failing to take courses or maintain the progress needed to complete their course of study. If this happens, financial support can be reinstated when the consumer returns to full-time status, improves their grade point average to 2.0, or meets other standards of payment.  
As a standard, the Office for the Blind will pay for twelve units of classes for a Bachelor’s degree. One unit equals one semester. Summer school equals ½ of a unit. Intersession classes are equal to ¼ of a unit. If extensions are needed due to individualized situations, the consumer or counselor can submit a wavier request as referred to in section 19 of our regulations. 

For a Master’s degree that is required to reach the vocational goal, the maximum number of units that will be paid for is eight. The units will be counted the same as they are for the Bachelor’s degree.
17.2 ON-THE-JOB TRAINING (JOT)
The basis for this program is the understanding that the consumer is being trained for an actual job that the employer has opened within the company. The OJT allows the person with a disability to experience the demands and expectations of the job within the company. Also, it allows the employer the opportunity to evaluate the person at the job. This program is subject to the following conditions:  

1. On-the-job training shall be limited to the amount necessary to fit the individual in the vocational objective at the entrance level: not to exceed 3 months. If necessary, regional administrator must give approval for any extension to the original contract 

2. A written agreement shall signed by the counselor, regional administrator, employer or provider of services to designate:

A. the length of the OJT,

B. the number of hours to be worked each week,

C. the payment that the individual shall receive, and

D. any payment to the provider by the agency. 

3. The consumer must receive the compensation coverage, benefits and privileges that accrue to other employees. No sub-minimal wage certificates can be requested nor issued under this plan of training. Work opportunities tax credit cannot be received during the period of on-the-job training.

4. The employer or provider shall monitor the performance of the individual and make monthly reports to the counselor.  

5. If services continue to the end of the time indicated in the contract, the employer has a commitment to retain the consumer/trainee as a regular employee. 

6. The OJT program can be stopped by the agency or employer when the monthly reports indicate little or no progress by the consumer.

7. The consumer/trainee must be informed of his rights to payment and benefits from the employer so there will be no misunderstandings as to who will pay the consumer. Both trainee and employer must be fully aware that even though this is considered on-the-job training, there actually shall exist an employee/employer relationship.

17.3 WORK EXPERIENCE AND WORK ADJUSTMENT
The basis for this program is the understanding that in order to prepare persons with disabilities for life and work, it is necessary to provide them with exposure to and experience in dealing with the demands and expectations of real job situations in the community. This program is subject to the following conditions:

1. The individual shall not be sponsored for a period exceeding 520 total hours of work experience; 

2. A written agreement shall be completed by the counselor and signed by the counselor, regional administrator, employer or provider of services to designate:

a. the length of the work experience, 

b. the number of hours to be worked each week, 

c. the payment that the individual shall receive, and 

d. any payment to the provider by the agency;  

3. The person in the program is not an employee of the provider and is therefore not eligible for any fringe benefits;  

4. The employer or provider shall monitor the performance of the individual in work experience and make periodic reports to the counselor; 

5. The work experience contract can be terminated before completion if this arrangement is not being beneficial to the trainee or to the provider or if there is a lack of work and the trainee is not needed on the job. 

17.4 SELF-EMPLOYMENT
Self-employment refers to work for profit or fees in one’s own business, farm, shop, or office. This employment outcome should be developed with the expectation that the consumer will become financially self-sufficient. Such work should be consistent with the unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice of the consumer.  

Before agreeing on self-employment as a vocational goal, the counselor should spend time counseling the consumer on the pros and cons of owning a business, associated responsibilities, other career options, services/resources available through OFB, and the process for getting OFB’s assistance with expenses. At this time, the counselor may consider sending the consumer to the McDowell Center for a comprehensive evaluation to get a more accurate picture of the consumer’s abilities and potential for success.

For consumers that have a goal of self-employment, a business plan must be written that includes a feasibility study and financial projections. The local Small Business Administration (SBA)/Small Business Development Center (SBDC) or SCORE office are good resources for assistance with developing the business plan. These offices can provide consultation regarding topics such as business start-up, local regulations, licensing requirements and marketing.

Once the business plan has been written and the local SBA/SBDC/SCORE employee has approved the business plan, the counselor and consumer can enter into negotiations about what items each party will be paying. In general, OFB can pay for most items needed to start a business, including, but not limited to, business cards, brochures, office equipment, cash registers, and tools. OFB cannot pay for any item that is a permanent structure or that will increase in value. Consumers should be able to show that they have a place to house the business as well as a means to pay for the structure or for rent. There is not a limit on how much OFB can contribute toward these expenses. However, the counselor should consider their budget, other funding sources, and the consumer’s resources before negotiating expenses with the consumer. Consumers should expect to take out loans or find other funding sources for start-up costs and related expenses. This information should be clearly defined in the IPE to avoid any confusion. In addition, low vision aids or assistive technology that the consumer needs to do their job can be provided.

Consumers that are receiving SSI/SSDI benefits need to understand the appropriate guidelines for reporting their earnings and allowable deductions in order to prevent going into overpayment. Local resources should be used to make sure that consumers are given appropriate and timely information.

Self-employment cases should remain open until the consumer and counselor agree that the business is stable and is earning money. It is not unlikely for the case to be open past the usual 90 days needed for case closure. Until the case is closed, the counselor may want to review the income and expense reports of the business. Counseling regarding running and maintaining the business is usually provided at this time. 

17.5 COMMUNITY BASED WORK TRANSITION (CBWTP)
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INTRODUCTION

Graduating from high school and entering the adult world should be an exciting time for students. However, students with disabilities face many challenges as they prepare to leave a public school system that was mandated by legislation to provide individualized services to an adult system that offers services based on eligibility.

Employment for students with disabilities must start with early planning to identify student work preferences and skills and to ensure that appropriate supports are provided. The goal of any high school or vocational program is to provide students with experiences in a variety of employment situations to attain an improved quality of life. Transition planning requires collaboration among the student and their family, school personnel and community agencies. Furthermore, school systems and community agencies must recognize that with positive expectations, appropriate supports and training, students with the most severe disabilities can live, work, and play in their community just like everyone else.

The term “transition services” means a coordinated set of activities for a child with a disability that: 

· Is designed to be within a results-oriented process, that is focused on improving the academic and functional achievement of the child with a disability to facilitate the child’s movement from school to post-school activities, including postsecondary education; vocational education; integrated employment (including supported employment); continuing and adult education; adult services; independent living or community participation; and [602(34)(A)] 

· Is based on the individual child’s needs, taking into account the child’s strengths, preferences and interests. [602(34)(B)] 

· Beginning not later than the first IEP to be in effect when the child turns 16 and then updated annually thereafter, the IEP must include: 

· Appropriate measurable postsecondary goals based upon age-appropriate transition assessments related to training, education, employment and independent living skills, where appropriate; 

· Transition services needed to assist the child in reaching those goals, including courses of study; and 

· Beginning not later than one year before the child reaches the age of majority under state law, a statement that the child has been informed of the child’s rights under this title, if any, that will transfer to the child on reaching the age of majority under Section 615(m). [614(d)(1)(A)VIII] 

Career planning is essential if students with disabilities are to be successful and live independently within their community with family and friends. As Westling and Fox (2001) stated, “one of the most difficult transitions that students with disabilities and their families face is leaving the public school system and entering the adult world,” (p. 473). As students with disabilities enter the adult world, they will need skills and career maturity to prepare for adulthood activities.

Working is an integral part of our lives. We work to fulfill our dreams and expectations and to survive everyday life. Working provides us with social interactions, financial stability, and a meaningful life. Unfortunately, students disabilities may not have the same employment opportunities as individuals without disabilities. According to the National Organization on Disabilities (NOD), (2002), individuals with disabilities aged 18-64 are much less likely to be employed (either full-time or part-time) than people without disabilities (32% versus 81% respectively). In addition, individuals with disabilities are more likely to live in poverty with household incomes of $15,000 or less than are people without disabilities (29% versus 10%).

These are devastating statistics for individuals with disabilities. According to NOD (2002) individuals with slight disabilities are 8 times more likely to be employed than individuals with very severe disabilities (64% versus 8% respectively), but individuals with slight disabilities are still less likely to be employed than people without disabilities. This may be due to the growing number of students leaving school without the skills to compete in the workforce. 

One way school districts can meet transition needs and goals for students with disabilities, is through the Community Based Work Transition Program. Transition services include: a) Instruction, b) Related services, c) Community experiences, d) Employment, e) Post school adult living and daily living skills, and f) Functional vocational evaluation. The CBWTP provides transition services through instruction, community experiences, employment, and functional vocational evaluation. 

The Community Based Work Transition Program (CBWTP) is designed to provide a positive beginning in the world of work for special education students during their last two years of high school. It serves students having a range of abilities who need personalized support exploring potential careers, pursuing challenging work experiences, maintaining employment, and seeking job advancements in their communities. The CBWTP is a cooperative effort between participating local school districts, the Kentucky Department of Education (KDE), Office of Vocational Rehabilitation (OVR), the Office for the Blind (OFB), and the Human Development Institute at the University of Kentucky (HDI). 

Established originally in 1984 as the result of a federal grant serving eight central Kentucky counties, the program has grown to 86 school districts in 2005.  Approximately 900 students were served during the 2004-2005 school year. The CBWTP is a fee-for-service reimbursement program. School districts that have been approved to participate in the program submit an annual program budget to the OVR and pay a local match of 25% or more. Ultimately OVR provides from 30% to 75% of school district budgets for the CBWTP.

The CBWTP works collaboratively with school districts and the OVR to provide individualized services such as evaluations and training to students participating in the program. The CBWTP also provides the following core services: a) Vocational Evaluation Report determines the students’ interests, preferences, strengths and nature of desirable job characteristics. b) Job Development seeks fitting jobs based on the findings of the evaluation, c) Job Analysis furthers understanding about the culture of the participating business so that suitable job responsibilities may be negotiated based on student interests, competencies, and contributions, and d) Follow-up Services ensures successful employment after graduation,. Also during job analysis, the respective roles of employees and the CBWTP student employment coordinators are established regarding instruction and support for the student on the job. Provision of these types of personalized services can lead to reduced dropout rates, improved student attitude, and academic success. 

The CBWTP provides OVR counselors with valuable information to help students to transition smoothly and successfully after high school graduation. When school districts and OVR work collaboratively and correctly with the CBWTP, most students will exit school, with a job and the necessary supports in place. Some of the jobs students have consist of stocking shelves, providing child care, working with auto mechanics, factor workers, farmers, landscaping, business offices, florists/greenhouses and more. Student wages may range from $5.15 to $10.00 per hour.

In addition to providing core services and information, the CBWTP personnel provide technical support to each school district and OVR counselor. The CBWTP personnel develop instructional materials and curriculum, provide and coordinate statewide CBWTP workshops, provide follow-up consultations and other support according to district needs, collect relevant project data, attend Admissions and Release Committees (ARC) and parent meetings, and help with mediation when problems arise between interested parties.

For all students, the transition from high school to the adult world may be a complex process that requires planning and coordination to ensure positive outcomes. For students with disabilities, this process is individualized to build upon students’ interest, needs, and preferences. The CBWTP can assist with the transition process by identifying students’ unique abilities, providing on the job training and follow-up training, and identifying the necessary supports and/or adaptations to ensure a positive employment outcome. Our goal for all students participating in the CBWTP is that students will graduate from high school with “Positive Employment Outcomes”, (working in an integrated and competitive setting) with any needed accommodations or supports. With this goal, students should transition smoothly and successfully into the adult world.

Throughout this manual, references will generally be made to the Office of Vocational Rehabilitation (OVR), rather than the Office for the Blind (OFB). Most of the students in the CBWTP are served by the OVR.  It is important to remember, though, that the Office for the Blind is also an active participant in the CBWTP.  Procedurally, there are no differences between working with an OFB or an OVR counselor. The only difference relates to matching funds.  OFB does not require any school district matching funds as does OVR.

Components of the CBWTP are as follows:

·  The CBWTP is a milestone/outcome based reimbursement program.  School districts that have been approved to participate in the program submit an annual program budget to OVR and pay a local match of 25% -- based either on Total Actual Program Cost or the Maximum Potential Reimbursement (whichever is less as determined on the CBWTP Budget Worksheet). Ultimately OVR provides from 30% to 75% of school district budgets for the CBWTP. The primary variables in percentage of actual costs for a school district are student employment coordinator salaries and fringe benefits.
The amount ultimately received by school districts from OVR is based on actual milestones/outcomes achieved and billed to OVR by employment coordinators during the student’s participation in the CBWTP.

· The student’s disability must constitute a need for specialized assessment, training, support, and follow-up services that only the CBWTP can provide (i.e., assessing student interests and competencies, -developing and negotiating personalized jobs, -facilitating sound instruction on the job, and -promoting the beginning of good careers for students prior to graduation).  The need for this service, rather than a particular disability, forms the basis for participation.  It is possible that some students referred to OVR will not be eligible for the CBWTP, but may benefit from other services from the agency (such as vocational school, Carl D. Perkins Rehabilitation Center, college, career guidance and counseling, rehabilitation engineering, etc.)

· In the CBWTP, each school district employs a student employment coordinator who supports students in determining appropriate types of work, securing desired positions, learning the job, and maintaining employment.  The employment coordinator works closely with students and their families/guardians, teachers, OVR Counselors, adult service providers, and any other interested parties.

· The CBWTP is for special education students who are in their final two years of high school. The age of students is not a factor for participation in the CBWTP, but rather when they are expected to exit school.

· All potential CBWTP student participants are referred to the OVR Counselor by a designated school representative (i.e. Special Education Coordinator, teacher, transition coordinator).  The OVR Counselor determines student eligibility for services provided by OVR and the CBWTP.

· Beginning in the next to last year of school the CBWTP assists students in determining the nature of ideal job characteristics (including ideal job tasks, co-workers, work environment, etc.) through evaluation. The first part of a student’s evaluation should be the framing of vocationally relevant questions regarding a student’s life including the student’s interests, skills, history, etc.  Initial questions are answered by devoting time with students in typical areas of interest and skill, talking to people who know the students, and reviewing relevant records. Later on, time with the students should be structured to obtain new information involving novel activities — possibly including the development of targeted evaluation sites within businesses. If used, targeted business evaluation sites are developed with a specific student in mind (for the purpose of answering specific evaluation questions that can best be answered within a place of business). In other words, how is it that this job for this student is the best way to get the needed evaluation information? 

· After the completion of the evaluation, the goal of the CBWTP is to assist students in obtaining appropriate employment (based on what was learned in evaluation). The employment coordinator will work with employers and students to develop a job. Other key actions include coordinating student instruction and social integration seeking job advancements, and coordinating post-school employment supports — before students’ last day of school.
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A. CBWTP QUICK FACTS

What is the Goal?

· Students will have good jobs when they graduate – a starting place for a good career.
· Time is spent with the student in order to learn about their interests, abilities, likes, dislikes, etc.
· Jobs need to reflect student individuality with an eye toward vocations and potential careers.
· Jobs should be in agreement with each student’s vocational strengths and interests as described in his or her transition plan, Individualized Education Plan (IEP), and Individualized Plan for Employment (IPE).
Who is eligible?

· The CBWTP is for special education students who are in their last two years of high school.
· It is for students, who because of a disability require a personalized vocational service in order to obtain and maintain employment.
· The student and his or her family have expressed a desire for the student to obtain employment, and be in the program.
· There is equal access for students with the most significant disabilities.
· Students must be eligible for Office of Vocational Rehabilitation (OVR) or Office for the Blind (OFB) services.
· Eligible students cannot benefit from other school or vocational training programs.  (The CBWTP cannot replace other suitable vocational programs.)
How are students referred?

· The student’s Admissions and Release Committee (ARC) makes referrals for the CBWTP.
· Referrals should typically be made to OVR or OFB in the spring prior to the student’s final two years of high school.
· It is best to have a designated individual at each school district facilitate the referrals between the ARCs and OVR/OFB.  (The student employment coordinator should not be responsible for coordinating the referral process.)
· This designated individual will refer students expected to be eligible for the CBWTP to the OVR/OFB counselor assigned to the school district.
Who does what with whom and when?

1. School administrator:

· Coordinates application to CBWTP.

· Hires student employment coordinator(s).

· Oversees CBWTP for quality and fiscal control.

2. Teachers:

· Coordinate the development of the Individual Education Plan (IEP) and transition plan.

· Implement the Individual Education Plan.

· Assist with completion of each student’s vocational evaluation.

· Provide support and expertise to the student employment coordinator(s).

3. OVR/OFB Counselors:

· Determine student eligibility for the CBWTP.

· Develop an Individualized Plan for Employment (IPE) for all eligible students.

· Support and provide expertise to the student employment coordinator(s).

4. CBWTP personnel at the Human Development Institute (HDI) at the University of Kentucky:

· Develop instructional materials and curriculum.

· Provide or coordinate statewide CBWTP workshops.

· Provide follow-up consultations and other support according to district needs.

· Collect relevant project data.

· Program review
· Help with mediation when problems arise between interested parties.

5. The student employment coordinators (hired by school districts):

· Coordinate student evaluations – determine (with the student) the nature of ideal job characteristics (including ideal job tasks, co-workers, work environment, etc.), and identify types of businesses and employers that are consistent with the ideal.

· Work with employers and students to develop and negotiate personalized jobs based on ideal job characteristics.

· Facilitate student instruction on the job.

· Maintain needed documentation.

· Provide input to teachers on students’ performance.

· Actively seek advancements for the students.

6. The student and his or her family:

· Contribute ideas for designing the evaluation (what is known, what kinds of information need to be learned, etc.)

· Participate in employment planning meetings including the development of the Individualized Plan for Employment (IPE).

· Provide feedback to student employment coordinator.

Who pays?

· Kentucky Office of Vocational Rehabilitation (OVR) provides funding for the CBWTP project at HDI.
· DOE provides additional funding for expensed for CBWTP trainings provided by HDI.
· OVR provides from 30% to 75% of school district budgets for the CBWTP.  (The primary variable in percentage of actual costs is student employment coordinator salaries and fringe benefits.)
· School districts provide a 25% match up front based on their CBWTP budget.
· OVR/OFB reimburses schools for specific milestones and outcomes related to services provided by the CBWTP.

TRAINING AND TECHNICAL ASSISTANCE

Statewide workshops are funded by the Kentucky Department of Education and are designed to increase the competencies of participating school and vocational rehabilitation personnel.  Training content, requirements, and locations vary from year to year -- depending on program needs.  

Technical assistance is provided to new and experienced personnel regarding evaluation, job development, instruction, coworker supports, job accommodations, documentation, and any other issues related to the CBWTP. Supplemental trainings can be developed around specialized school district needs. CBWTP personnel is especially interested in furthering real world translation of the principles presented in the statewide workshops. 

Specialized training and technical assistance supports provided by the CBWTP are sponsored by a cooperative agreement between the Office of Vocational Rehabilitation, the Kentucky Department of Education, and the University of Kentucky.

For more information regarding CBWTP training, or technical assistance, contact Meada Hall at Meada.Hall@uky.edu or Trina Hewlett Jenkins at thewlet@uky.edu .  You may also phone 1-800-333-9177 or 859-977-4050 (Meada Hall, ext 228, Trina Jenkins, ext 227). Workshop and registration information is also listed on the CBWTP web site (www.ihdi.uky.edu/cbwtp).

D. GETTING STARTED

CHECKLIST FOR INITIATING THE

COMMUNITY BASED WORK TRANSITION PROGRAM

A. 
ADMINISTRATIVE/SCHOOL ISSUES

1. 
Obtain administrative/board support for the CBWTP, and develop district policies and procedures for providing community-based instruction (if such policies are not already in place.)

2.
Complete CBWTP application.

3.
Identify mechanisms for awarding elective/core credits towards graduation via provision of school and community-based work transition instruction.

4.
Plan for student/staff transportation that is flexible for students’ needs while consistent with district/board policy.

5.
Contact local Office of Vocational Rehabilitation Counselor regarding intent to apply and to discuss student determination of eligibility for services.

6.
Develop a plan for promoting the Community Based Work Transition Program within the school and the community at large.

B. 
ISSUES RELATED TO THE STUDENT EMPLOYMENT COORDINATOR

1.
Develop a job description for the student employment coordinator, outlining specific responsibilities.

2.
Determine how the role of student employment coordinator will be filled by existing staff and/or by new staff.

3.
Plan for training for the employment coordinator(s).

C.
ISSUES RELATED TO STUDENTS 

Identify students who could benefit and/or who are eligible for the services provided by the CBWTP.

B. APPLICATION PROCESS

School districts interested in participating in the CBWTP must first submit an application to OVR. Applications are available through the CBWTP office, the Office of Vocational Rehabilitation or through the project web site (www.ihdi.uky.edu/cbwtp).

To be eligible for the CBWTP, schools must address the following issues on the application:


 • The number of students, types of student disabilities, and ages of students

 • Projected budget

 • Prior district experience with community based instruction

 • District implementation of transition planning requirements

 • District community based instruction policies and procedures

Once an application and budget worksheet has been submitted and approved by the CBWTP and OVR, the applicant will receive a contract from the Office of Vocational Rehabilitation’s central office.  The superintendent of the local school district must sign the contract.  Once the school district has obtained the necessary approval, the contract should be returned to OVR for signatures and approval.

After the contract is completed, the local school district will receive an invoice for its 25% match (matching funds cannot be federal dollars) payable to the Kentucky State Treasurer.

While finalizing the contract, schools should begin to gather the necessary information needed for referring students to OVR.  The OVR Counselor should not authorize any services until the contract is completed and the district match check is received by the OVR.  Please note that first year programs cannot begin billable service provision until after October 1, due to the constraints of OVR’s fiscal year.

C. BUDGETARY ISSUES

PROGRAM COSTS
School districts participating in the CBWTP must submit a budget and provide a 25% match to the Office of Vocational Rehabilitation* (OVR) each year.  The match is based on either Total Actual Program Cost or Maximum Potential Reimbursement (whichever is less as determined on the CBWTP Budget Worksheet). Ultimately OVR provides from 25% to 75% of school district budgets for the CBWTP. The primary variable in percentage of actual costs for a school district is student employment coordinator salaries and fringe benefits. OVR will reimburse school districts for actual milestones/outcomes achieved and billed to OVR by employment coordinators during students’ participation in the CBWTP.  Funds from OVR/OFB must be used for a student employment coordinator(s) and related expenses. These funds cannot be used to replace existing positions

*Note: The Office for the Blind (OFB) does not require a 25% school district match for students served by OFB.

BILLING PROCESS

School districts are reimbursed by OVR for the student achieving milestones/outcomes that have been agreed upon by the student, the school, and the OVR counselor.  All services to be billed must be specific to a particular student and must pertain to the student’s participation in the CBWTP.  

Once the student's eligibility has been established, the OVR counselor will issue an authorization (a form known as an EP-8) to the school district, authorizing the school to provide specific vocational services for the student.

The authorization (EP-8) lists the student’s name and social security number. The school district is listed as the vendor (or service provider).  The authorization (EP-8) states what specific milestone/outcome the school is authorized to work towards with the student.  New milestone/outcome authorizations (EP-8s) are issued for each student as necessary.  The school district receives two copies of the authorization (EP-8), one is for their records and the other must be returned to the OVR counselor along with the milestone/outcome billing invoice and required documentation.

Employment coordinators should submit invoices for milestones/outcomes along with required documentation to their designated OVR Counselor for payment.  Pending OVR Counselor approval of documentation, school districts should receive reimbursement from the OVR central office three to four weeks after submitting their billing materials.  It is important to ensure that billings are submitted on a timely basis so that bills can be processed as quickly as possible.  Billings for Monthly Evaluation Services and Monthly Training Services should be submitted to the local OVR counselor no later than the fifth day of the following month (example:  for services provided in September, billings should be submitted no later than October 5).
BILLABLE SERVICES

What is billable? 

· Evaluation

· Initial Planning Meeting:  A meeting to discuss what initial evaluation information is being requested by OVR and how it will be obtained.  Minimum attendance at this meeting includes the student, OVR Counselor, and employment coordinator.
· Rate:  $50.00, one time billable service per student

· Monthly Evaluation Services:  Services provided by the employment coordinator to the student in order to specifically gather evaluation information requested by the OVR Counselor.  Monthly Evaluation Service Reports and Invoices must be submitted to the OVR Counselor no later than the 5th day of the following month.

· Rate:  $100.00 monthly, 10-month maximum, no minimum per student

· unused evaluation months may be rolled over into training

· Vocational Evaluation Report:  A comprehensive summary of vocationally relevant information obtained through the provision of monthly evaluation services.
· Rate:  $900.00, one time billable service per student

· IPE Planning Meeting:  A meeting to discuss the findings of the Vocational Evaluation Report as well as to allow the OVR Counselor to develop the Individualized Plan for Employment (IPE).  Minimum attendance at this meeting includes the student, OVR Counselor, and employment coordinator.
· Rate:  $150.00, one time billable service per student

· Training
· Monthly Training Services:  Services provided by the employment coordinator to the student in order for the student to obtain the employment goal as documented on the IPE.  Monthly Training Service Reports and Invoices must be submitted to the OVR Counselor no later than the 5th day of the following month.

· Rate:  $100.00 monthly ($1000.00 maximum plus $100.00 per month for rollover evaluation months used as training, if applicable) per student

· Job Placement:  Post school paid employment in the vocational goal as described on the Individualized Plan for Employment (IPE).  Billable anytime after the student has exited school employed in the planned vocational goal prior to August 1st (of student’s exiting year).

· Rate:  $200.00, one time billable service per student

· Exit Interview:  A meeting to review such data as contact information and the IPE goal as well as to ensure that referrals/contacts with adult service providers have been initiated.  Minimum attendance at this meeting includes the student, OVR Counselor, and employment coordinator.
· Rate:  $100.00, one time billable service per student

· Employment Follow-Up:  Sixty days of post school paid employment in the planned vocational goal.  Sixty days of post school employment must occur and be invoiced by the school prior to August 1st (of students exiting year) in order for reimbursement to occur. 

· Rate:  $800.00, one time billable service per student

If you are not sure whether or not a service is billable, contact either your OVR Counselor or the Project Director of the CBWTP.

E. PERFORMANCE EXPECTATIONS

Individual school Community Based Work Transition Programs are expected to meet yearly performance expectations.  Performance expectations are based on participating students who maintain employment in the chosen vocational goal (as documented on the Individual Plan for Employment (IEP)) for 60 days after exiting school.   

Individual programs will be notified of their yearly performance expectation target  number prior to the end of October each school year.  Yearly performance expectation target numbers will be based on a percentage of participating students exiting school at the conclusion of the year expected to achieve employment as stated above.  Performance expectation information will be measured by paid invoices for the Employment Follow-Up payment milestone, which must occur on or prior to August 1st of the year the student exits school.

Individual programs that fail to meet their yearly performance expectation target number will be required to complete and implement an Improvement Plan prior to continued participation in the CBWTP.  Improvement Plans are designed to assist individual programs in identifying areas of need, methods for improvement, and timetables to address their needs.  HDI will actively partner with programs required to develop and implement an Improvement Plan to assist them with their needs.

Individual programs under an Improvement Plan who fail to demonstrate improvement within the timetables identified on their plan will be required to meet with OVR in order to discuss the length of time their program will be suspended from participation in the CBWTP.

F. Student Employment Coordinators

A qualified, well-trained Student Employment Coordinator is crucial to the success of a Community Based Work Transition Program.  It is a challenging position requiring diverse skills. Employment Coordinators should be self-motivated, flexible and resourceful people, and possess high expectations for the inclusion of students with disabilities within the community workforce. The job also requires strong verbal and written communication skills, knowledge of the business community, the ability to provide and facilitate instruction, and willingness to adapt to various work environments. 

Student Employment Coordinators work collaboratively with teachers on the following:

Evaluation:

1. Evaluation – a) Developing a personalized evaluation — a process that will look different for each student. b) Ask students for permission to learn about their lives – likes and dislikes, areas of success and failure. c) Devote time to know students within a variety of typical life settings and activities. d) Request permission to talk with key people, and review relevant records. e) Strive to identify possibilities previously unconsidered.

2. Report – a) Write a description of what was learned during evaluation. b) Define ideal job characteristics — what’s the nature of the tasks, co-workers, and environment, etc.

Training:

1. Job Development (Job Analysis if needed) – a) Seek and negotiate paid employment consistent with the desired characteristics. b) Network to find additional fitting job possibilities. 

2. Instruction - Determine the best means for a student to learn the job. While continuing to provide support for the student including assessment (information to be gained by student’s performance on the job), training (direct training for student or consultation with people who typically provide training).

3. Advancements – Be observant and optimistic. Always seek more and better.

When hiring an employment coordinator, consideration must be given to his or her work schedule.  Employment coordinators may work regular school hours.  However, jobs often occur after school, in the evening, and on weekends. It is imperative that students receive the necessary level of support while they are still enrolled in school, necessitating that the employment coordinator has the ability to work flexible hours.

If the employment coordinator will be transporting students in his or her car, it is necessary to ensure that the employment coordinator has adequate insurance. If a school bus is to be used for transporting students, the employment coordinator may have to obtain a Commercial Drivers License (CDL).

The following are things that student employment coordinators need from the school district:

· information and training about the many aspects of the job

· clear and manageable job descriptions – a need to have focus on CBWTP responsibilities if fulfilling additional responsibilities

· strong and productive relationships

· work space and equipment

· pay that is equitable with scope of job

D. Sample Job Description for a CBWTP 

E. Student Employment Coordinator

The Student Employment Coordinator is an employee of the ______ County School System and works under the direct supervision of  ____________ (may be a teacher, Special Education Director, other school personnel). Candidates should be flexible and resourceful people, and possess high expectations for the inclusion of students with disabilities within the community workforce. The job also requires strong verbal and written communication skills, knowledge of the business community, and the ability to adapt to various work environments. Education, business, or training background is preferred. The Student Employment Coordinator must attend all required meetings and trainings.

Duties and Responsibilities:

1. Works with students, family members, classroom teachers, and others to identify potential career interests and various job possibilities available in the community.

2. Coordinates student evaluations to identify student competencies, interests, relevant vocations (including kinds of work previously unconsidered) as well as learning about the impact of students’ disabilities and related support needs. 

3. Completes written vocational evaluation reports, and assists with development of students’ IPEs (Individualized Plan for Employment – through OVR) and students’ IEP (Individual Education Plan with teacher)..

4. Works with employers and students to develop personalized jobs.

5. Provides consultations for business personnel related to specific instruction and support needs of individual students -- promoting instruction by those who typically provide training, and supplementing employer training as needed.

6. Provides follow-up services to promote job advancements and continuing success of students.

7. Maintains necessary records for the local school system and the Office of Vocational Rehabilitation.  Keeps current and complete information regarding each student in student notebook/file.

8. Completes year-end program data report.

9. Works with students and their parents/guardians, classroom teachers, vocational liaisons or Special Education Coordinators, and OVR Counselors.  

10. Provides transportation according to district's community based instruction policies and procedures.

Possible Interview Questions for CBWTP Student Employment Coordinators
These sample questions are in no particular sequence, and some may be applicable while others are not. Questions relate either to desired job related qualities (personal connections, flexibility, organizational skills, high expectations, imagination…) or attitudes about people with disabilities. (Should people with disabilities be a part of, or apart from society?) Also, this is not an all-inclusive list. There may be many other questions to be asked — some of them district specific. 

· Did you attend school with students who had disabilities? If so, then what did you notice about their education?  What kinds of contact did you have with students with disabilities, or what did you see the students doing? Based on your observations, what do you think was good, and what could have been better?  Or if you did not go to school with students with disabilities, then why do you think this was so?

· This job promotes work experiences and jobs for students with disabilities.  Why do you think work would be important for someone who has a disability?  What about work for students who (due to their disabilities) don’t talk, or walk, or use their arms? Or what about students who have severe cognitive impairments or unusual behaviors — is work important for these students too?

· What kinds of jobs do you think students with disabilities could do? 

· Have you had any experiences with vocational programs for students with disabilities (e.g., supported employment, sheltered workshops, day activity centers…)? 

· What are some ways you are connected within the community (organizations, church, committees, boards…)?

· Are you comfortable approaching people you do not know?

· What experience do you have with professional writing (e.g., keeping documentation, writing business letters, writing reports…)?

· Can you think of any job experiences you’ve had that would be helpful in preparing you to do this job?

· How flexible is your time (e.g., working weekends, after school hours, evenings, summer…)?

· Why do you think you would be good at this kind of work?

· What aspect of this job do you think would be most difficult?

· What questions do you have about the job?

G. SCHEDULING

Scheduling represents an important and sometimes challenging aspect of the CBWTP.  Initially, during evaluation1, time with the student is more flexible than later on when students are working in area businesses2. 

1.
Initially during evaluation, time is devoted to framing vocationally relevant questions regarding a student’s life including his interests, skills, and history. The next step of evaluation is the answering of these questions and the assessment of particular areas of student interest or skill. Time is structured with the student within his or her typical routines, talking with trusted others, and reviewing relevant records. Later on, time is structured with the student in novel activities.

2. Students may work in businesses during evaluation in targeted business evaluation sites (developed for the purpose of framing and answering specific evaluation questions that can only be learned within a place of business) or they are working in jobs that have been developed based on what was learned during evaluation.

A student employment coordinator must balance his or her schedule, as well as the schedules of students and employers.  There are two primary considerations for scheduling work.  First, the students’ schedules must be constructed to allow the right level of intensity and a suitable amount of time to practice and learn the jobs.  Second, the employment coordinator must be able to coordinate the schedules of participating students within the confines of a school week, and related course requirements.

STUDENTS’ SCHEDULES
Some students who participate in the CBWTP are earning diplomas and others will receive certificates of attainment. There are numerous scheduling approaches to take when working with students who will earn a diploma.  It’s important that referrals and scheduling take place in a timely fashion, typically in the students’ spring semester of their sophomore year. 

One method of ensuring students receive course credit is through the Pathway to Careers curriculum.  The Career and Technical Education division at the Kentucky Department of Education, develops this curriculum. The Pathway to Careers curriculum allows schools to design and award elective credits for individualized vocational programs for students with disabilities (such as the CBWTP).  Most other vocational courses can be used in the same manner and serve the same purpose. (For example, a student may complete the classroom portions of the vocational course, but when time comes for the community-based work experience or “co-op,” the student requires the personalized services provided through the CBWTP.) For more specific information on the Pathway to Careers curriculum, contact: 

http://www.education.ky.gov/KDE/Instructional+Resources/Career+and+Technical+Education/Career+and+Technical+Education+Programs/Pathway+To+Careers.htm
For more information contact: 

Donnalie Stratton
500 Mero Street, 21st Floor
Frankfort, KY 40601
Phone: (502) 564-3775
Fax: (502) 564-7371

E-Mail: Donnalie.Stratton@education.ky.gov 

The second scheduling method is to use the CBWTP as a method of applying what students are learning in regular courses in the community.  Students may be enrolled in a math or English course and rather than have all their instruction and evaluation provided within the school building. Then they will apply their knowledge in community-based settings.  It is essential that when using this and other methods, those students' IEPs have annual goals and short-term instructional objectives that provide direction for the students' community based experiences.  Student's work in the community should coordinate with the instruction received in school, and vice versa.  

A less formal and less frequent manner of scheduling blocks of time for the student is to arrange any available free periods of time.  This might include study hall, resource room, or time at the beginning or end of the day. 

Most importantly, planning early is an essential part of scheduling. During the eight grade year, students are required to develop an Individual Learning Plan (ILP, formerly the Individual Graduation Plan). For each student with a disability, the IEP must include,  a statement of the transition service needs of the student under the applicable components of the students’ IEP that focuses on the students’ courses of study (such as participation in advanced placement course or a vocational education program). Transition planning for students beginning at age 14 and sometimes younger, involves helping the student plan his/her courses of study so that the classes the student takes will lead to his/her post school goals. At age 16, the student’s desired post-school outcomes/services must be identified.  By planning early, you can schedule time in the students’ courses of study for work experience.

F. TRANSPORTATION

School districts need to determine how they will transport students for relevant CBWTP functions.  There are four primary methods of transporting students, with a variety of options within each.  Any method chosen must comply with local board policy regarding transporting of students.  Please check with the pertinent local officials in your community to determine transportation options. The typical ways are listed below.

STUDENT EMPLOYMENT COORDINATOR'S PERSONAL VEHICLE
If an employment coordinator’s personal vehicle is to be used, it is necessary that one of two actions be taken.

1. The employment coordinator’s personal auto insurance must be established for business use, with the understanding that the employment coordinator will be transporting students using his or her vehicle for work purposes.  The difference between the employment coordinator’s initial insurance and insurance needed to transport students during working hours, should be considered an operating expense when budgeting for the CBWTP.  The employment coordinator, when using his or her vehicle, should be covered for the maximum passenger injury/liability coverage.

2. The employment coordinator is covered by the school's fleet insurance when using his or her car as part of the CBWTP.  Any additional insurance premium is covered as an operating expense by the CBWTP.  Again, it is strongly recommended that the vehicle and driver be covered for the maximum passenger injury/liability coverage.  If an accident occurred, and the employment coordinator was responsible, then his or her personal auto insurance usually is responsible for the primary coverage.  It is important to check this out with the participating insurance companies before transporting students and to develop a contract between the employment coordinator and the school for use of his or her car as a fleet vehicle.

Using a personal vehicle is a typical, cost-effective, and non-stigmatizing form of transportation for students in the CBWTP.  

BOARD-OWNED CAR/VEHICLE

The employment coordinator may use a board-owned car or fleet vehicle for transporting students.  Any additional insurance premium is covered as an operating expense by the CBWTP.  This is also a convenient, cost effective, and non-stigmatizing manner of transporting students. 

SCHOOL BUS
School districts that use a bus to transport students typically do so in one of two ways.

1. The CBWTP contracts with the school's transportation department to have a driver assigned to the program.  The bus driver drives the students and employment coordinator.

2. The employment coordinator has or obtains a Commercial Driver's License (CDL) and transports the students on a bus.

The use of a school bus to transport students participating in the CBWTP is one of the least desirable options in terms of high expense, inconvenience, and risk of stigmatizing students. However if it is the school district’s “ONLY OPTION”, then there are resources to help with the cost of transporting students on the school bus.

The Director of Special Education can submit an application to the Office of District Services, Kentucky Department of Education for approval for reimbursement for the travel cost in transporting the school district’s students to Vocational School and Vocational Training Sites. This includes students participating in the CBWTP but you must make sure, Vocational training sites can be described as a place other than a vocational school where students receive “hands on” training as a part of their basic vocational instruction program. Funding is not available under this program for reimbursement for the cost of the trip for vocational classes such as tours and they must have gone at least ½ mile or more from the school (Thank you Patty Grable for the information).

Form located at:

http://www.education.ky.gov/NR/rdonlyres/epawqmv6wdc6oeekxss7xwscphgj65bdqmkffz7j4x6ou6ifp4lzv6s2vupflmmsjg33cyet4srjbd34viqxewb7wad/VT1FORM.doc
PUBLIC TRANSPORTATION/WALKING  

In communities where there is public transportation available or where students can walk to job sites, this is a convenient option.
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G. APPLICATION TO RECEIVE REIMBURSEMENT 
FOR TRANSPORTING PUPILS TO KENTUCKY 
VOCATIONAL SCHOOLS

Return to: 
Office of District Support Services

District Name: _________________
                        

         

Capital Plaza Tower






         

500 Mero Street

District Number:____

         

Frankfort, KY 40601

         

Fax: (502) 564-7574

Date:_______________

The above District herewith submits this application to the Office of District Support Services, Kentucky Department of Education, for approval for reimbursement for the travel costs in transporting this district’s pupils during the  __________ - __________ school year to the Vocational School(s) and Vocational Training Site(s) listed in Part (2) of this application.

In making this application, the above named District and the authorized representative thereof, hereby certify that the Kentucky Revised Statues and the Kentucky Administrative Regulations pertaining to reimbursement for transportation of pupils to a vocational school are known, and this district will meet the terms set forth in these statutes and regulations.

Signature: _____________________ ____  Title: _________________   Date:_________

District Name: ______________________________________________ District Number: __________________

	SECTION I – Transportation from High School To Vocational School

	Trip 

No.
	From High School to

 Vocational School
	Number

of pupils

to be

transported 

per day
	Total number

days pupils

to be

transported per school year
	Miles to

vocational

school or

site one

way
	Number 

round 

trips 

per day


	Total Daily 

miles bus

travels to and from vocational

school or

site
	Total hours

of driver’s

time per day
	Drivers

pay rate

per hour
	Round 

trip

toll

road

fees

per day

	1
	From:                                                     ------------------------------------------- 

To: 
	
	
	
	
	
	
	
	

	2


	From:                                                     ------------------------------------------- 

To:
	
	
	
	
	
	
	
	

	3
	From:                                                     ------------------------------------------- 

To:
	
	
	
	
	
	
	
	

	4
	From:                                                     ------------------------------------------- 

To:
	
	
	
	
	
	
	
	

	5
	From:                                                     ------------------------------------------- 

To:
	
	
	
	
	
	
	
	

	6


	From:                                                     ------------------------------------------- 

To:
	
	
	
	
	
	
	
	

	7
	From:                                                     ------------------------------------------- 

To:
	
	
	
	
	
	
	
	

	8
	From:                                                     ------------------------------------------- 

To:
	
	
	
	
	
	
	
	

	9
	From:                                                     ------------------------------------------- 

To:
	
	
	
	
	
	
	
	

	10
	From:                                                     ------------------------------------------- 

To:
	
	
	
	
	
	
	
	


	SECTION II – Transportation From Vocational School to Vocational Training Site

	Trip 

Ltr.
	From Vocational School to

 Vocational Training Site
	Number

of

pupils

to be

transported 

per day
	Total number

days pupils

to be trans-

ported per school

year
	Miles to

vocational

school or

site one

way
	Number 

round 

trips 

per day


	Total daily 

miles bus

travels to and from

vocational

school or

site
	Total hours

of driver’s

time per day
	Drivers pay rate per hour
	Round 

trip

toll

road

fees

per day

	A
	From:                                                     ------------------------------------------ 

To:
	
	
	
	
	
	
	
	

	B
	From:                                                     ------------------------------------------ 

To:
	
	
	
	
	
	
	
	

	C
	From:                                                     ------------------------------------------ 

To:
	
	
	
	
	
	
	
	

	D
	From:                                                     ------------------------------------------ 

To:
	
	
	
	
	
	
	
	

	E
	From:                                                     ------------------------------------------ 

To:
	
	
	
	
	
	
	
	

	F
	From:                                                     ------------------------------------------ 

To:
	
	
	
	
	
	
	
	


INSTRUCTIONS FOR COMPLETING THE VOCATIONAL APPLICATION – VT 1

FORM VT-1
Application to Receive Reimbursement for Transporting Pupils to Kentucky Vocational Schools

FRONT SIDE:
Part (1) – Fill in all blanks 

REVERSE SIDE:
Part (2) – Section I (note that the trips are already numbered and will need to be used on the VT-2 form later):

(Column Two) – List all schools from which pupils are transported by each bus to a vocational school.

(Column Three) – Show the number of pupils from each school that are expected to be transported daily to a vocational school.

(Column Four) – Show the number of days the pupils will be transported to the vocational school.   Total days shall not exceed 175 days per school year (see 702 KAR 5:110, Section II).

(Column Five) – Show the exact mileage one-way from the school to the vocational school.

(Column Six) – Show the number of round trips each bus makes daily.

(Column Seven) – Show the total miles that each bus travels daily.

SPECIAL NOTE:  If pupils from more than one school are transported to a vocational school on the same bus at the same time, only the total daily mileage that the bus travels as it services these schools will be reimbursed.

(Column Eight) – List the total hours that will be spent by the driver in transporting the pupils to and from the vocational school.  The driver’s time shall be rounded off to the nearest quarter hour.

(Column Nine) – List the driver’s normal hourly rate of pay (not to exceed the hourly rate paid to any other driver with the same number of years experience. (If separate drivers will be doing a trip then each should be listed, as separate trips do not average)

(Column Ten) – If it is advantageous from the standpoint of time, distance or road condition for the vocational school bus to use a toll road, show the daily round-trip road cost in this column.

If the driver unloads the pupils at the vocational school, then takes the bus to another location and returns to pick up the pupils when the classes are finished, the first half of the driver’s time shall start when the bus leaves the parent school farthest from the vocational school and ends when the driver reaches the point where the bus is parked until the time to make the bus trip to the vocational school to return the pupils to their parent school.  The second half of the driver’s time shall start when the bus leaves the point where the bus was parked and ends when the bus reaches the parent school farthest from the vocational school.

School buses which make multiple trips to the same vocational school, being driven by the same driver, will be entered only once on the application with the number of round trips entered in Column 6 under Part 2.  Districts shall not be reimbursed for the vocational transportation from the parent school to the vocational school when the vocational school is on the same grounds or on adjacent grounds to the parent school or within one-half (1/2) mile of the parent school.

Reverse Side:  Part (2)-Section II

Transportation from Vocational School to Vocational Training Sites:

Buses carrying students to multiple vocational training sites on the same trip should only be recorded once on the application and claim form.  The mileage and driver’s time will reflect all stops.

See 702 KAR 5:110 or call Office of District Support Services at (502) 564-4718 if additional information is needed.

The VT-1 form is due by October 1 of each School year.  The form should be as detailed as possible. 

H. LIABILITY

Personnel participating in the CBWTP need to be aware of two liability issues when students are working and receiving training in the community.  The first is the possibility of the student getting hurt and the second is that of property or personal damage.

If a student is an employee of the business, he or she is covered by the employer's worker's compensation. (The student employment coordinator is covered by the school's worker's compensation policy.)  If a student is working and not being paid, it is essential that the student have some form of health/accident insurance.  This may be private insurance through his or her family, a medical card (Medicaid or Medicare), or school insurance.  It is important to ensure that if a student is hurt while working, that he or she will have health coverage. 

If a student or an employment coordinator are involved in some form of property damage or personal injury to someone else while working, the school district's general liability policy should cover this situation.  It is crucial that students’ participation in the CBWTP be properly documented on their IEPs so that students’ work within community businesses is clearly included as part of their educational program.  It is important to check with your local school district to determine your local policy on these liability issues.

H. REFERRAL PROCESS

It is the responsibility of each student's Admissions and Release Committee to determine the most appropriate level of vocational programming.  It is best to have a designated individual within each school or school district to facilitate the referrals between the ARCs and OVR.  This person is usually the Special Education Coordinator/Facilitator, a vocational coordinator or a teacher.  He or she will refer students expected to be eligible for the CBWTP to the OVR counselor assigned to the school district.  The school district, with approval from students and their parents or guardians, should provide the appropriate student records to the OVR counselor in order to facilitate eligibility determinations.  The student employment coordinator should not be responsible for coordinating the referrals.

Referral and Eligibility

OVR will need documentation that demonstrates the student's need for OVR services. Specific informational needs will vary from student to student.  For the majority of students served in the CBWTP, the most recent psychological assessment is a primary component of eligibility determination.  Depending on the student's medical condition, recent medical records may be needed as well.  The school should send all psychological and medical information, as well as a copy of the student's IEP/transition plan, with the referral. It is important to obtain written permission from students and/or parents prior to releasing any information about them. If any further testing information is needed to determine eligibility OVR may arrange to purchase the services.

The IEP and transition plan is useful for the OVR counselor in the development of the student's Individual Plan for Employment (IPE) that the student, his or her parent/guardian, and the OVR Counselor will write after the evaluation is completed.

When determining eligibility for the CBWTP, the following factors need to be considered:

· The CBWTP is for special education students who are in their final two years of high school.

· Students must be eligible for OVR services.

· Students must require a community-based vocational service in order to obtain and maintain employment.

· The student and family have expressed a desire for the student to get a job, and be in the program.

· There is equal access for students with the most significant disabilities. (“Most significant disabilities” is non-categorical.)

· The student cannot benefit from other vocational training programs offered by the school district or vocational rehabilitation. (i.e.,The CBWTP cannot supplant other suitable vocational programs.) Examples of students who should not be referred to the CBWTP include:(a) students planning on attending the Carl Perkins Vocational Rehabilitation Center, (b) students planning on attending community college, college, or other forms of postsecondary education/training, and (c) students entering the military.

The OVR Counselor will schedule an initial intake interview with students soon after receipt of their records from the school.  At this meeting, students will be informed of OVR's policies and procedures and will be asked to sign an application for OVR services stating their willingness to participate.  The OVR Counselor will make a determination, based on available information (determining if the student is eligible for vocational rehabilitation services and if the CBWTP is the most appropriate program for the student) within 60 days of completing the intake interview.  If the school records do not provide enough information for the counselor to make an eligibility determination, the counselor may order (and purchase) additional tests.  

Consent for Referral

 and

 Permission for Release of Information 

TO:  THE OFFICE OF VOCATIONAL REHABILITATION

Student's Name: ___________________
 Date of Birth: ____________

Social Security Number: ___________ School:  __________________

I understand that my child is being considered for services from the Office of Vocational Rehabilitation as part of his/her Transition plan.  It is with my knowledge and consent that he/she may be referred to this program.

It is also with my knowledge and consent that the following records may be released by the school to the Office of Vocational Rehabilitation for the expressed purpose of determining eligibility and planning necessary services:    

_______________________________________________________________

_______________________________________________________________

I understand that this information shall be held confidential and shall be used only in the administration of his/her vocational rehabilitation program.

Since my child is currently under the age of 18 and/or still under my guardianship, I would like to apply for services from the Office of Vocational Rehabilitation on his/her behalf.  I understand that the intent of this program is employment and that all services provided by the Office of Vocational Rehabilitation will relate directly to the attainment of a specific vocational goal.
 _______________________________


________________

Parent/Guardian Signature



Date

INSTRUCTIONS FOR SCHOOL STAFF:

***The original of this form must be returned to the OVR counselor before the application and eligibility process can proceed.  Upon receipt, the counselor will schedule a meeting with the student to complete additional paperwork. Please forward this form along with a copy of the records identified above to:

Counselor's name

KY Office of Vocational Rehabilitation

 Address

Phone number

I. SERVICE PROVISION

J. EVALUATION

OVR Counselors rely on assessment results to determine what services and what method of service delivery will be most appropriate for a student. With the Community Based Work Transition Program, OVR contracts with a school district to provide a community based vocational evaluation.

Individual student evaluation results will be different for each student. Time is devoted with students around specific evaluation questions. What do you need to learn? How are you going to get the information? (Initial Planning Meeting) 

The employment coordinator devotes time and energy beginning the first year (the student’s next to last year of high school) of the program getting to know students well, and working with them to assess employment that is a good fit (e.g., a fit for interests, skills, abilities, work conditions, etc). The idea is to figure out the kinds of things students can do.  Traditional vocational assessments of students often indicate what a student can’t do.  Evaluation is also about learning things that the student likes to do that are suitably challenging. 

I. Initial Planning Meeting

The first part of a student’s evaluation should be meeting with the student and their parents to explain the CBWTP and to begin informally identifying the student’s interests, skills, history, etc.  Formal evaluation will begin during the Initial Planning Meeting.  This is an opportunity for the student, the OVR Counselor, the Employment Coordinator and other interested parties to begin discussion of what vocationally relevant questions need to be answered early in the evaluation process.   Initial questions are answered by devoting time with the students in typical areas of interest and skill, talking to people who know the student well, and reviewing relevant records. Later on, time with the student should be structured to discover new information involving novel activities -- possibly including the development of targeted business evaluation sites. These sites are developed with a specific student in mind — for the purpose of answering specific evaluation questions that can best be answered within a place of business.  The Initial Planning Meeting Note completed by the employment coordinator and submitted to the OVR Counselor provides an overview of relevant information from the Initial Planning Meeting.

J. Monthly Evaluation Services

After the Initial Planning Meeting, the student will begin receiving Monthly Evaluation Services from the employment coordinator.  At this time the employment coordinator will dedicate time to answering questions posed during the Initial Planning Meeting.  This is a continuous process of information gathering for the student and employment coordinator.  It is not uncommon for answers during Monthly Evaluation Services to lead to more questions that will need to be addressed.  It is important to remember that the information needs identified during the Initial Planning Meeting should not limit the exploration and collection of additional evaluation information.  Monthly Evaluation Services Reports capture the activities utilized as well as vocationally relevant information collected by the employment coordinator.  These reports are completed by the employment coordinator and submitted to the OVR Counselor.  

Each student is allocated a maximum of 10 billable months of Monthly Evaluation Services.  However, should all necessary evaluation information be collected in a span less than 10 months, the student, OVR Counselor, and employment coordinator may agree to end Monthly Evaluation Services and move on to completion of the Vocational Evaluation Report.  Unused Monthly Evaluation Services months may be rolled over into the pool of available billable Monthly Training Services months during the Training portion of the CBWTP.

K. The Vocational Evaluation Report

Information contained in the Vocational Evaluation Report will serve as the basis for the OVR Counselor completing the Individualized Plan for Employment (IPE), which will later lead to job development and job analysis. Once the Vocational Evaluation Report is submitted to the OVR counselor the IPE Planning Meeting will then be scheduled.  

L. The IPE Planning Meeting

The goal of the IPE Planning Meeting is to discuss the findings of the Vocational Evaluation Report with the student, OVR Counselor, employment coordinator, and other interested parties.  After this meeting, the IPE will be completed.  The IPE Planning Meeting Note, completed by the employment coordinator and submitted to the OVR Counselor is designed to capture an overview of relevant information from the IPE Planning Meeting.  
K. SERVICE PROVISION

Training
After OVR’s Individualized Plan for Employment (IPE) has been written, it’s time to begin seeking a fitting job with the student. Based on information learned with students in their evaluations, the employment coordinator will work with employers and students to develop and negotiate personalized jobs. (The initial job development list for each student is included in his or her evaluation report.) The OVR Counselor will issue an authorization (EP-8) for Monthly Training Services.  

The school is authorized to provide Monthly Training Services to the student once the IPE is written.  Monthly Training Services cannot be authorized until the IPE is written.  The IPE cannot be completed until the Vocational Evaluation Report is received by the OVR and the IPE Planning Meeting has occurred.

M. Monthly Training Services

	Following the completion of the Vocational Evaluation Report and IPE Planning Meeting, the employment coordinator is involved in the following flow of services:

	
1.
Initiating job development beginning with the characteristics of a good job match learned during evaluation.

	
2.
Pursuing more in-depth information on the targeted job through job analysis when a specific job seems likely to be a good fit for the student.

	
3.
Advocating for the student and promoting his or her hiring. 

	 
4.
Providing continuing support for the student including assessment (information to be gained by student’s performance on the job), training (direct training for student or consultation with people who typically provide training), and help with job advancement within this or other businesses.


Each student is allocated 10 billable months of Monthly Training Services.   Unused Monthly Evaluation Services months may also be rolled over into the available pool of billable months of Monthly Training Services were applicable.   The total number of months of Monthly Evaluation Services and Monthly Training Services invoiced cannot exceed 20.

When developing jobs, the location of the student's home and transportation after graduation need to be considered. If the initial job is a great fit and consistent with the IPE goal, then a student may work in the same job through graduation. Or he or she may work in multiple jobs prior to graduation. The idea here is that the student, OVR Counselor, employment coordinator, and other interested parties are always learning and building upon information gained during evaluation. 

N. Job Placement

The desired end result or goal of the CBWTP is that the participating student will obtain post school paid employment (positive employment outcomes) in a job consistent with the IPE goal.  Ideally, this will occur prior to the conclusion of training in the CBWTP.  For CBWTP billing purposes the OVR considers a Job Placement as paid employment  in a job consistent with the IPE goal after the student has exited school.  It is perfectly acceptable for the student to obtain paid employment in the planned vocational goal prior to exiting school, but the school will not be able to invoice OVR for the Job Placement milestone until the student has exited school with the employment outcome.  The employment coordinator will provide documentation of Job Placement to the OVR Counselor through the Monthly Training Services Report as well as the submitting the Job Placement Note.

O. Exit Interview

The Exit Interview should be held near the end of Monthly Training Services prior to the student exiting school.  This is an opportunity for the student, OVR Counselor, employment coordinator and other interested parties to discuss final steps in the CBWTP.  Such steps would include updating contact information, reviewing the IPE, amending the IPE if necessary, and assuring referrals have been made to adult service providers as necessary.  The Exit Interview Note, completed by the employment coordinator and submitted to the OVR Counselor, captures relevant information discussed during this meeting.

P. Employment Follow-Up

Employment coordinators are expected to provide Employment Follow-up to students upon exiting school with a Job Placement.  Employment Follow-up services are designed to assist students with finalizing natural supports and troubleshooting issues that may arise in the first 60 days after exiting school to ensure that the student maintains employment.  The amount of individual time needed for Employment Follow-up to occur will be unique to each student who participates in the program.  During this time, it should not be necessary for the employment coordinator to spend the majority of the student’s workday on the job site.  Instead, the employment coordinator should be able to periodically check on the student in order to troubleshoot issues or offer other assistance.

L. DOCUMENTATION

Participants in the CBWTP must use the following program approved forms:

1. Initial Planning Meeting Note:  Designed to capture an overview of relevant information from the Initial Planning Meeting such as persons in attendance, evaluation information requested by OVR, and the initial sources of this information.

2. Monthly Evaluation Services Reports:  Designed to elicit a thoughtful, focused, and personalized approach to summarizing the month’s activities as well as providing insight into how the information collected is vocationally relevant to the particular student.

3. The Vocational Evaluation Report:  Written at such time that sufficient information has been learned to characterize the nature of an ideal job. In other words, it’s time to write the report when there is enough information to describe the nature of ideal work tasks, co-workers, and work setting, as well as student preferences, and contributions. (See Appendix G, pg. 56, for sample form.). Ultimately, the student’s OVR counselor needs to approve the report in order to convene an Individualized Plan for Employment (IPE) Planning Meeting.

4. IPE Planning Meeting Note:  Designed to capture an overview of relevant information from the IPE Planning Meeting such as persons in attendance, employment goals discussed, IPE goal, number of hours per week expected to work, services discussed relevant to obtaining the IPE goal, necessary service providers, and next steps.

5. Monthly Training Services Reports:  Designed to elicit a thoughtful, focused, and personalized approach to summarizing the month’s activities as well as providing insight into how the activities are vocationally relevant to the particular student.

6. Job Placement Note:  Designed to document and communicate relevant information regarding the student’s employment outcome such as the name of the employer, job classification/title, job duties, date hired, wages, hours per week, health insurance, and student progress.

7. Exit Interview Note:  Designed to capture an overview of relevant information from the Exit Interview such as persons in attendance, the student’s post high school contact information, number of hours per week the student is expected to work, the planned frequency of follow-up by the employment coordinator, and adult service providers identified/utilized.

8. Employment Follow-Up Note:  Designed to document and communicate relevant information regarding the student’s employment outcome such as the name of the employer, job classification/title, job duties, date hired, wages, hours per week, health insurance, and student progress.

9. CBWTP Billing Statement: Designed to allow the school to invoice OVR for services provided.
10. End of Year Data (Required) School districts need to submit annual data to CBWTP Personnel on or before July 30th. Data to be collection forms will be given out at mandatory March meeting or mailed to schools district by May 1st of each school year.

M. US DEPARTMENT OF LABOR GUIDELINES FOR

WORK TRANSITION PROGRAMS

There may be occasions when students will work in community businesses without pay. If students are not paid while performing tasks at a local business, then school districts and employers must comply with guidelines established by the United States Department of Labor and the United States Department of Education -- Office of Special Education and Rehabilitative Services.  This policy was developed to ensure that students are afforded the full protection of the Fair Labor Standards Act (FLSA) when receiving community based vocational services.

If conditions are such that a student may legally work in a business without being paid, the student and his or her family/guardian must be fully informed and voluntarily agree to participate in non-paid work. A worksite agreement form should be established for each job site in which a student does not get paid.  This will ensure that all parties are knowledgeable of the DOL guidelines and agree to follow them. Note: Completing a “non-paid work exploration form” does not, in itself; make the arrangement either proper or legal.
Students may be paid during any stage of the CBWTP. If students are paid, employers must comply with all aspects of the FLSA, including minimum wage. 

Students must be paid unless their work complies with all DOL guidelines that legally provide for unpaid work experiences including:

· “Participants will be youth with physical and/or mental disabilities for whom competitive employment at or above the minimum wage level is not immediately obtainable…”

· “The activities of the students at the community-based placement site do not result in an immediate advantage to the business.”

· “…employees have not been relieved of assigned duties, and the students are not performing services that… are of benefit to the business.”

Please refer to Appendix B for a complete list of the guidelines. 

Beyond issues of legality, pay for work performed has the following advantages: 

· It honors typical business practices (pay for work performed).

· Pay is a primary motivator for students. (Natural motivators should always be used before artificial ones are considered.) 

· It heightens employer expectations (“You get what you pay for.”); 

· Pay lessens liability concerns (automatic student coverage by the employer’s worker’s compensation, and general liability).

· It is respectful of student contribution.

Summary: Pay versus no-pay decisions are not determined according to the student’s “phase” in the CBWTP. These decisions are not made according to personal preferences of the employer, or employment coordinator., or parents. Whether students are paid or not paid has to do entirely with the US. Department of Labor’s criteria for the existence of an “employment relationship” as defined in the Fair Labor Standards Act.

UNITED STATES DEPARTMENT OF EDUCATION

OFFICE OF SPECIAL EDUCATION AND REHABILITATION SERVICES

Dear Colleague:


The Departments of Education and Labor have collaborated to promote opportunities for educational placements in the community for students with disabilities while assuring that applicable labor standards protections are strictly observed.

     Pursuant to the Individuals with Disabilities Education Act (IDEA), individualized education programs are developed to provide students with disabilities an opportunity to learn about work in realistic settings and thereby help such students in the transition from school to life in the community. Since the affirmation of students' rights to an appropriate free public education in 1975, many students with disabilities have benefited from participation in vocational education programs in their public schools. Students with more severe disabilities, however, have experienced fewer benefits from participation in such programs. Alternative, community based, and individualized education and training programs have emerged to meet their needs.


Our Departments share an interest in promoting educational experiences that can enhance success in school-to-work transition and the prospects that these students become effective, productive workforce participants and contributors to their community. At the same time, these students must be afforded the full protection of the nation's labor laws and not be subject to potential abuse as they start this transition through community-based educational experiences.

       Existing Department of Labor guidelines, which define “employees” for purposes of applying the requirements of the Fair Labor Standards Act (FLSA), do not specifically address community-based education programs for students with disabilities. To assist program administrators in developing programs or making placements that do not create questions about the establishment of an employment relationship between the students and participating businesses in the community, the Employment Standards Administration (Department of Labor), and the Offices of Vocational and Adult Education, and Special Education and Rehabilitative Services (Department of Education) have developed the following guidance.

STATEMENT OF PRINCIPLE
       The US Departments of Labor and Education are committed to the continued development and implementation of individual education programs, in accordance with the Individuals with Disabilities Education Act (IDEA), that will facilitate the transition of students with disabilities from school to employment within their communities This transition must take place under conditions that will not jeopardize the protections awarded by the Fair Labor Standards Act to program participants, employees, employers, or programs providing rehabilitation services to individuals with disabilities.

Q. DEPARTMENT OF LABOR GUIDELINES

       Where ALL of the following criteria are met, the US. Department of Labor will NOT assert an employment relationship for purposes of the Fair Labor Standards Act.

· Participants will be youth with physical and/or mental disabilities for whom competitive employment at or above the minimum wage level is not immediately obtainable and who, because of their disability, will need intensive on-going support to perform in a work setting.

· Participation will be for vocational exploration, assessment, or training in a community-based placement work site under the general supervision of public school personnel.

· Community-based placements will be clearly defined components of individual education programs developed and designed for the benefit of each student. The statement of needed transition services established for the exploration, assessment, training, or cooperative vocational education components will be included in the student's' Individualized Education Program (IEP).

· Information contained in a student's IEP will not have to be made available; however, documentation as to the student's enrollment in the community-based placement program will be made available to the Departments of Labor and Education. The student and the parent or guardian of each student must be fully informed of the IEP and the community-based placement component and have indicated voluntary participation with the understanding that participation in such a component does not entitle the student participant to wages.

· The activities of the students at the community-based placement site do not result in an immediate advantage to the business. The Department of Labor will look at several factors.

1) There has been no displacement of employees, vacant positions have not been filled, employees have not been relieved of assigned duties, and the students are not performing services that, although not ordinarily performed by employees clearly are of benefit to the business.

2) The students are under continued and direct supervision by either representative of the school or by employees of the business.

3) Such placements are made according to the requirements of the student's IEP and not to meet the labor needs of the business.

4) The periods of time spent by the students at any one site or in any clearly distinguishable job classification are specifically limited by the IEP.

5) While the existence of an employment relationship will not be determined exclusively on the basis of the number of hours, as a general rule, each component will not exceed the following limitation during any one school year:

(
Vocational exploration

5 hours per job experienced

(
Vocational assessment

90 hours per job experienced

(
Vocational training


120 hours per job experienced

· Students are not entitled to employment at the business at the conclusion of their IEP. However, once a student has become an employee, the student cannot be considered a trainee at that particular community-based placement unless in a clearly distinguishable occupation.

       It is important to understand that an employment relationship will exist unless all of the criteria described in this policy guidance are met. Should an employment relationship be determined to exist, participating businesses can be held responsible for full compliance with FLSA, including the child labor provisions.
       Businesses and school systems may at any time consider participants to be employees and may structure the program so that the participants are compensated in accordance with the requirements of the Fair Labor Standards Act. Whenever an employment relationship is established, the business may make use of the special minimum wage provisions provided pursuant to section 14(c) of the Act.
       We hope that this guidance will help you achieve success in the development of individualized education programs.

Robert R. Davila                

Cari M. Dominguez          

Assistant Secretary             

Assistant Secretary       

Office of Special Education & Rehabilitative Services   
Employment Standards Administration

U.S. Department of Education    



U.S. Department of Labor  

Betsy Brand

Assistant Secretary

Office of Vocational and Adult Education

U.S. Department of Education

DOL CHECKLIST REGARDING NON-PAID WORK EXPLORATION, EVALUATION AND TRAINING 
 Where ALL of the following criteria are met, the US. Department of Labor will NOT assert an employment relationship for purposes of the Fair Labor Standards Act.

 FORMCHECKBOX 

Participants will be youth with physical and/or mental disabilities for whom competitive employment at or above the minimum wage level is not immediately obtainable and who, because of their disability, will need intensive on-going support to perform in a work setting.

 FORMCHECKBOX 

Participation will be for vocational exploration, assessment, or training in a community-based placement work site under the general supervision of public school personnel.

 FORMCHECKBOX 

Community-based placements will be clearly defined components of individual education programs developed and designed for the benefit of each student. The statement of needed transition services established for the exploration, assessment, training, or cooperative vocational education components will be included in the student's' Individualized Education Program (IEP).

 FORMCHECKBOX 

Information contained in a student's IEP will not have to be made available; however, documentation as to the student's enrollment in the community-based placement program will be made available to the Departments of Labor and Education. The student and the parent or guardian of each student must be fully informed of the IEP and the community-based placement component and have indicated voluntary participation with the understanding that participation in such a component does not entitle the student participant to wages.

The activities of the students at the community-based placement site do not result in an immediate advantage to the business. The Department of Labor will look at several factors.

 FORMCHECKBOX 

There has been no displacement of employees, vacant positions have not been filled, employees have not been relieved of assigned duties, and the students are not performing services that, although not ordinarily performed by employees clearly are of benefit to the business.

 FORMCHECKBOX 

The students are under continued and direct supervision by either representatives of the school or by employees of the business.

 FORMCHECKBOX 

Such placements are made according to the requirements of the student's IEP and not to meet the labor needs of the business.

 FORMCHECKBOX 

The periods of time spent by the students at any one site or in any clearly distinguishable job classification are specifically limited by the IEP.

 FORMCHECKBOX 
While the existence of an employment relationship will not be determined exclusively on the basis of the number of hours, as a general rule, each component will not exceed the following limitation during any one school year:

(
Vocational exploration

5 hours per job experienced

(
Vocational assessment

90 hours per job experienced

(
Vocational training


120 hours per job experienced

 FORMCHECKBOX 

Students are not entitled to employment at the business at the conclusion of their IEP. However, once a student has become an employee, the student cannot be considered a trainee at that particular community-based placement unless in a clearly distinguishable occupation.

       It is important to understand that an employment relationship will exist unless all of the criteria described in this policy guidance are met. Should an employment relationship be determined to exist, participating businesses can be held responsible for full compliance with FLSA, including the child labor provisions.

       Businesses and school systems may at any time consider participants to be employees and may structure the program so that the participants are compensated in accordance with the requirements of the Fair Labor Standards Act. Whenever an employment relationship is established, the business may make use of the special minimum wage provisions provided pursuant to section 14(c) of the Act.
SAMPLE STUDENT NON-PAID WORK EXPLORATION

EVALUATION AND TRAINING AGREEMENT

Name Of School _____________________  Date _____________________

Student Name _____________________    Teacher ___________________

Evaluation/Training Site ___________________________________________________

Site Address ____________________________________________________________

Site Phone Number ______________________________________________________

1) The purpose of the Community Based Work Transition Program is to provide students with evaluation and training opportunities to acquire job skills in real job environments.

2) The students will be supervised by school employee or by employees of the participating business.

3) The activities of the student at the community-based placement site do not result in an immediate advantage to the business. There has been no displacement of employees, vacant positions have not been filled, and employees have not been relieved of assigned duties.

4) The student will not be financially compensated for his or her work training, unless otherwise specified and agreed upon by the employer.

5) Liability and insurance for the student and school employees during training is the responsibility of the school district, not the employer.

6) The employer will provide the necessary materials to complete the job requirements.  School employees might adapt materials or develop new materials to facilitate a student's involvement.  The employer must approve adaptations to employers’ materials.

The following have agreed to the conditions stated in this contract, as well as agreeing to comply with all aspects of the Fair Labors Standards Act. (Refer to DOL guidelines or DOL checklist.)

_______________________________     _______________________________

 Employer              

Date

Parent 

Date

____________________________________________________________________

 Student


Date

   Teacher/Coord.       Date 

__________________________________

 School Administrator 
Date
SUPPORTED EMPLOYMENT
During the course of participation in the CBWTP Supported Employment services may be recommended for some students.  It is the OVR Counselor’s responsibility to assess such recommendations and determine if Supported Employment services are required.  This will be done on an individual basis, taking into account the unique needs of each student.  In the event that the OVR Counselor determines that a CBWTP student will require supported employment services, it is the OVR Counselor’s responsibility to determine the best service path.

For those who are determined to need supported employment, it is the OVR Counselor’s discretion as to how early Supported Employment services should be initiated.  However, initiation of Supported Employment services should occur no later than the Exit Interview during the training phase of the CBWTP.

Once Supported Employment services are initiated, CBWTP billing and services will end.  Regardless of the provider of follow-up services (CBWTP or Supported Employment Provider) schools will receive full credit toward their yearly performance expectations for students who maintain post-school employment for 60 days.  As with other performance expectation criteria this must occur prior to August 1 of the student’s exiting year.

Delivery of Supported Employment services should adhere to established OVR guidelines.  Questions or concerns regarding Supported Employment service delivery should be addressed to:

Carol Estes, CO Administrator

Lori Norton, Consultant

400-A 4th Street


3998 Danville Bypass Ste. 103

P.O. Box 457




Danville KY 40422

Carrollton KY 41008



(859) 239-7885

(502) 732-6103



1-800-795-8481 (Toll Free)

1-877-628-0012 (Toll Free)

Margaret Moreland, Consultant

Teresa Barney, Consultant

955 Fairview Ave., Suite 100

229 W Main St, Suite 302

Bowling Green KY 42101


Frankfort KY 40601

(270) 746-7489



       (502) 564-7629

1-800-443-6055 (Toll Free)

1-888-640-0314 (Toll Free)

Questions or concerns regarding CBWTP service delivery should be addressed to:

Brad Mills, Program Administrator

209 St Clair Street

Frankfort, KY  40601

(502) 564-4440

1-800-372-7172

The Work Opportunity Tax Credit (WOTC)

The Small Business Job Protection Act of 1996 authorized the Work Opportunity Tax Credit (WOTC) (P.L. 104-188). It is a federal income tax credit that encourages employers to hire certain job seekers and can reduce their federal tax liability.  The WOTC is authorized annually, so check with your OVR counselor or the CBWTP Project Director if you have questions regarding the use and/or the availability of this tax credit.

More information on the WOTC can be found at:  http://www.uses.doleta.gov/wotcdata.asp .

SOCIAL SECURITY ADMINISTRATION (SSA) INFORMATION

Concern about losing one's Supplemental Security Income (SSI) benefits — whether real or only perceived — frequently presents employment barriers for students. Therefore, those involved in helping students plan for work need to be able to provide clear information about the impact of wages on SSI benefits.

It’s important to know the differences between Supplemental Security Income (SSI) and Social Security Disability Insurance (SSDI). Most students receiving SSA benefits receive SSI, rather than SSDI. However, prior to talking with students and their families about work incentives, it is critical to determine whether they are receiving SSI or SSDI or both since benefits are impacted by employment in very different ways. 

To receive the most current SSA Information, please consult the following resources:

1. BPAO:  Benefits Planning Assistance & Outreach is a national initiative funded by the Social Security Administration to help SSI and SSDI beneficiaries understand their work options. In Kentucky the program is called Benefits Plus. Benefits Specialists across Kentucky are available to assist SSI and SSDI recipients, family members and professionals with: a) understanding how benefits work, b) personalized benefits planning and assistance, and c) ongoing assistance on issues concerning benefits. Call toll free (888/813-8497 Voice, or 888/813-8562 TTY) and a Benefits Specialist from your area will contact you and explain the program.

2. Social Security’s Red Book:  The Red Book serves as a general reference source about the employment-related provisions of Social Security Disability Insurance and the Supplemental Security Income Programs for educators, advocates, rehabilitation professionals, and counselors who serve people with disabilities.  Access it at:  http://www.socialsecurity.gov/disabilityresearch/redbook.htm .

Social Security Toll Free Number:  Social Security has a toll-free number that operates from 7AM to 7PM, Monday to Friday: 1-800-772-1213 If you have a touch-tone phone, recorded information and services are available 24 hours a day, including weekends and holidays. People who are deaf or hard of hearing may call the toll-free TTY number, 1-800-325-0778, between 7 AM and 7 PM on Monday through Friday.

N. Community Based Work Transition Program

O. INITIAL PLANNING MEETING
Student Name       

Social Security Number       

Date Eligible for OVR Services       

Date of Meeting       

Persons in Attendance       

     

Initial Evaluation Information Requested by OVR       

     

     

     
(Please attach additional notes as necessary)

D.  Initial Sources of Evaluation Information


People       
            (Required)



     



     


Activities/Other       
(Required)




     




     


Evaluation Sites       
(Optional)




     




     

A. Employment Coordinator’s Signature    
      Date

Information documented on this form is not meant to, nor does it limit the parties involved from exploring and collecting additional evaluation information.


[image: image3.png]



Questions About This Form?  Contact HDI:  800-333-9177 x227  OVR:  502-564-4440 x272 
P. Community Based Work Transition Program

Q. MONTHLY EVALUATION SERVICES REPORT

Student Name       

Social Security Number       

Month Being Reported (m/yr)       

Information Requested During the Initial Planning Meeting            

     

     

     

     

Additional Evaluation Information Needed       

     

     

     

     

     

Efforts/Activities Used to Collect the Evaluation Information During this Month       
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Questions About This Form?  Contact HDI:  800-333-9177 x227  OVR:  502-564-4440 x272

     
     

     

     

     
(Please attach additional notes as necessary)

Vocationally Relevant Evaluation Information Collected as a Result of Efforts/Activities During this Month 
     

     

     

     

     

     
(Please attach additional notes as necessary)

New Evaluation Issues Identified During this Month       

     

     

     

Next Steps Towards Collecting Further Evaluation Information       

     

     

     

     

Evaluation Related Questions for the OVR Counselor Regarding this Student       

     

     

     

Employment Coordinator’s Contact Number        

Employment Coordinator’s Email Address       

A. Employment Coordinator’s Signature

    Date
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Questions About This Form?  Contact HDI:  800-333-9177 x227  OVR:  502-564-4440 x272 
R. Community Based Work Transition Program

S. IPE PLANNING MEETING

Student Name       

Social Security Number       

Date of Meeting       

Persons in Attendance       

     

     

Employment Goal(s) Discussed       

     

IPE Goal       

Number of Hours Per Week Expected to Work       

Will Student Require Supported Employment Services?       

Services Discussed Relevant to Obtaining IPE Goal       

     

Necessary Service Providers       

     

Next Steps       

     

     
(Please attach additional notes as necessary)

Anticipated Date to Enter CBWTP Training Phase       

A. Employment Coordinator’s Signature
     Date
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Questions About This Form?  Contact HDI:  800-333-9177 x227  OVR:  502-564-4440 x272
T. Community Based Work Transition Program

U. JOB PLACEMENT

Student Name       

Social Security Number       

Name of Employer       

Job Classification/Title       

Job Duties       


            


            

Date Hired (m/d/yr)       

OVR Job Placement Date (Cannot be prior to graduation) (m/d/yr)       

Wage (Please list hourly if possible)       

Hours Per Week       

Health Insurance

 FORMCHECKBOX 
  YES

 FORMCHECKBOX 
  NO

Progress Notes       

     

     

     

     
(Please attach additional notes as necessary)

A. Employment Coordinator’s Signature



      Date
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Questions About This Form?  Contact HDI:  800-333-9177 x227  OVR:  502-564-4440 x272
V. Community Based Work Transition Program

W. MONTHLY TRAINING SERVICES REPORT

Student Name       

Social Security Number       

IPE Goal       

Month Being Reported (m/yr)       

Training Issues to be Addressed       

     

     

     

     

     

Efforts/Activities Used to Address Training Issues During this Month       

     

     

     

     

     

     

Questions About This Form?  Contact HDI:  800-333-9177 x227  OVR:  502-564-4440 x272

     

     

     
     
(Please attach additional notes as necessary)
Student Progress Toward IPE Goal as a Result of Efforts/Activities this Month       

     

     

     

     

     

     
(Please attach additional notes as necessary)

New Training Issues Identified During this Month       

     

     

     

     

     

Next Steps Towards Addressing All Identified Training Issues       

     

     

     

Training Related Questions for the OVR Counselor Regarding this Student       

     

     

     

     

     

     

Employment Coordinator’s Contact Number       

Employment Coordinator’s Email Address       

A. Employment Coordinator’s Signature

Date
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Questions About This Form?  Contact HDI:  800-333-9177 x227  OVR:  502-564-4440 x272 
X. Community Based Work Transition Program

Y. EXIT INTERVIEW
Student Name       

Social Security Number       
Date of Meeting       

Persons in Attendance       
     
     
High School Exit Date       
Student’s Post High School Contact Information

Address       



     


Phone       


E-Mail       
IPE Goal Reviewed

 FORMCHECKBOX 
  Unchanged

 FORMCHECKBOX 
  Amended

IPE Goal       

Number of Hours Per Week Expected to Work       

Planned Frequency of Follow-up by Employment Coordinator       

E.  Will Student Require Supported Employment Services?       

Adult Service Providers Identified/Referred to       

     

     

A. Employment Coordinator’s Signature

      Date
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Questions About This Form?  Contact HDI:  800-333-9177 x227  OVR:  502-564-4440 x272
Z. Community Based Work Transition Program

AA. BILLING STATEMENT
TO:

OVR Counselor       

FROM: 
Employment Coordinator       




School District       

RE:

Student Name       

Social Security Number       

SERVICE (Check One Only):

 FORMCHECKBOX 
  Initial Planning Meeting:  Date (m/d/yr)
REMIT $50.00

Please attach Initial Planning Meeting Note

 FORMCHECKBOX 
  Monthly Evaluation Services Report (maximum of 10 months):

Please attach Monthly Evaluation Services Report

· Date (m/yr)       
REMIT $100.00


 FORMCHECKBOX 
  Vocational Evaluation Report
REMIT $900.00

-Please attach Vocational Evaluation Report

 FORMCHECKBOX 
  IPE Planning Meeting:  Date (m/d/yr)       
REMIT $150.00

-Please attach IPE Planning Meeting Note

 FORMCHECKBOX 
  Monthly Training Services Report

-Please attach Monthly Training Services Report

· Date (m/yr)       
REMIT $100.00


 FORMCHECKBOX 
  Exit Interview:  Date (m/d/yr)       
REMIT $100.00

-Please attach Exit Interview Note

 FORMCHECKBOX 
  Job Placement
REMIT $200.00

-Please attach Job Placement Note

 FORMCHECKBOX 
  Employment Follow-up
REMIT $800.00

-Please attach Employment Follow-up Note

             STATEMENT TOTAL:  $     

As of the date below       total months of Monthly Evaluation and Training Services have been invoiced (number cannot exceed 20).
A. Employment Coordinator’s Signature


     Date
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Questions About This Form?  Contact HDI:  800-333-9177 x227  OVR:  502-564-4440 x272
AB. Community Based Work Transition Program

AC. EMPLOYMENT FOLLOW-UP

Student Name       

Social Security Number       

Name of Employer       

Job Classification/Title       

Job Duties       


            


            

Date Hired (m/d/yr)       

OVR Job Placement Date (Cannot be prior to graduation) (m/d/yr)       

Date 60 Day Employment Coordinator Follow-Up Services End (m/d/yr)       

Wage (Please list hourly if possible)       

Hours Per Week       

Health Insurance

 FORMCHECKBOX 
  YES

 FORMCHECKBOX 
  NO

Progress Notes       

     

     

     

     
(Please attach additional notes as necessary)

A. Employment Coordinator’s Signature

     Date
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Questions About This Form?  Contact HDI:  800-333-9177 x227  OVR:  502-564-4440 x272
APPENDIX

I.
AMERICAN WITH DISABILITIES ACT INFORMATION 

The Workforce Development Cabinet offers technical assistance on ADA guidelines on a statewide basis.  For information contact:

State ADA Coordinator

9th Floor Capital Plaza Tower

500 Mero Street

Frankfort, KY  40601

(502)564-3548, ext. 275 

1-877-423-2933 (toll free)

(502)564-9504 Fax

The Department of Justice offers technical assistance on the ADA Standards for Accessible Design and other ADA provisions applying to businesses, non-profit service agencies, and state and local government programs.  The Department also provides information on how to file ADA complaints. 

ADA Information Line:  For documents, questions, and referrals: 


1-800-514-0301 (voice)   or 1-800-514-0383 (TDD) 


Electronic Bulletin Board:  202-514-6193 


Internet address:  http://www.usdoj.gov/crt/ada/adahom1.htm 

Equal Employment Opportunity Commission offers technical assistance on the ADA provisions applying to employment.  They also provide information on how to file ADA complaints:  


Employment Questions:  
  1-800-669-4000 (voice) 






  
  1-800-669-6820 (TDD) 


Employment Documents:
  1-800-699-3362 (voice) 






  
  1-800-800-3302 (TDD)

Department of Transportation offers technical assistance on ADA provisions applying to public transportation:  

ADA Assistance Line for information, questions, and complaints: 


888-446-4511 (voice)  202-366-2285 (voice) 


202-366-0153 (TDD

Transportation, documents and questions:  


202-366-1656 (voice)

Transportation - legal questions: 


202-366-411 (voice) 

Internet:  http://www.ftqa.dot.gov 

Federal Communications Commission offers technical assistance on ADA telephone relay service requirements 


Relay service directory:  202-857-3800 (voice) 





       202-293-8810 (TDD) 

   Relay service - questions: 202-418-0976 (voice) 





       
        202-418-0484 (TDD) 

Internet:  http://ww.fee.gov/dtf/dtmome.html 

Access Board or Architectural and Transportation Barriers Compliance Board, offers technical assistance on the ADA accessibility guidelines: 

Documents and questions: 800-872-2253 (voice) 





       
       800-993-2822 (TDD) 

Electronic bulletin Board:   202-272-5448 

Internet address:  http://www.access-board.gov 

Department of Education funds ten regional centers to provide technical assistance on the ADA.  

Disability and Business Technical Assistance Centers: 

1-800-949-4232


Internet address:  http://www.icdi.wvu.edu/tech/ada.htm 

Internal Revenue Service:  provides information about tax code provisions including tax credits (section 44) and deductions (section 190) that can assist business in complying with the ADA. 

Tax code - information:  800-829-1040 (voice) 




                  800-829-4059 (TDD)  

Tax code - questions: 202-622-3110 (voice) –TDD: use relay service 

To order Publications 535 or 334: 800-829-3676 (voice) 






        800-8294059 (TDD) 

President’s Committee on Employment of People with Disabilities answers employment questions and funds the Job Accommodation Network (JAN), which provides advice on accommodating employees with disabilities: 


Employment questions:  202-376-620 (voice) 





      202-376-6205 (TDD) 


Internet address:  http://www.pcepd.gov 

Job Accommodation Network:800-526-7234 (voice/TDD) 

Internet address:http://janweb.icdi.wvu.edu/english/homeus.htm 

Project ACTION is funded by the Department of Transportation to provide ADA information and publications on making transportation accessible: 


Transportation information and publications:  


800-659-6428 (voice)     TDD:  Use relay service 


202-347-3066 (voice      202-347-7385 (TDD) 

Fair Housing Act:  for questions, publications, and referrals on housing access issues, call: 


Fair Housing Information Clearinghouse: 


800-343-3442 (voice) 800-290-1617 (TDD) 

II.
STATE REHABILITATION COUNCIL 

The Kentucky Office for the Blind State Rehabilitation Council consists of members representing various areas including:  business, labor, and industry; National Federation of the Blind; Kentucky Council of the Blind; Bluegrass Council of the Blind; Statewide Independent Living Council; Client Assistance Program; parent training center; blind vendors; a state educational agency; a representative of the individual with multiple disabilities who has difficulty representing him/herself; and current or former recipients of vocational rehabilitation services. The Executive Director and one counselor of the agency serve as ex-officio, non-voting members.  The majority of the Council must be blind or visually impaired. The Council submits nominations to the Governor for approval and appointment. A State Workforce Investment Board member is appointed and serves on the Council. 

The purpose of the Council is to advise the Kentucky Office for the Blind concerning such matters as the delivery of the State Plan, the evaluation of the consumer satisfaction surveys of the agency functions and services, and the implementation of the Order of Selection. The Council also makes recommendations to the agency regarding public relations, business opportunities, legislative matters, and other special projects. The Council in conjunction with the agency will conduct a comprehensive statewide assessment describing the rehabilitation needs of individuals with disabilities, and jointly develop, agree to, and review annually, the goals and priorities of the State Plan. The Council is consulted regarding state policies and procedures, including those that enable applicants or eligible consumers to exercise informed choice. 

The Council consults with the State Workforce Investment Board to analyze and advise the agency regarding eligibility, including order of selection, extent, scope, and effectiveness of services, and functions performed by state agencies that affect the ability of individuals with disabilities in achieving employment outcomes. 

The Council prepares and submits an annual report to the Governor and the Commissioner of Rehabilitation Services Administration on the status of vocational rehabilitation programs operated by the Office for the Blind and makes the report available to the public. The Council coordinates with other state councils including the State Rehabilitation Council for Vocational Rehabilitation, the State Advisory Panel for Exceptional Children, the Statewide Independent Living Council, the Individuals with Disabilities Education Act Advisory Council, the Developmental Disabilities Council, and the Supported Living Council. 

The Council prepares, in conjunction with the agency, a resource plan including designation of staff necessary to carry out the functions of the Council.  

The Council meets quarterly. 

III.  KENTUCKY REGULATIONS FOR THE KENTUCKY      

       OFFICE FOR THE BLIND 


782 KAR 1:030. Scope and nature of services 

Relates to:  KRS 163.470 (3), (5), 29 USC 706, 711, and 723; 34 CFR 361 

Statutory Authority:  KRS 163.470(5), 34 CFR 361.42 

Necessity, Function and Conformity:  KRS 163.470(5) and procedures for carrying out the program of services requires the agency to establish and implement policies for blind and visually impaired. This administrative regulation establishes the scope, nature, conditions, criteria, and procedures of provided services.  

Section 1.  Assessment 

1.
 For the purposes of determining eligibility, assessment shall include:  

a. Self report;

b. Existing data from a qualified professional; or 

c. A new report or measure deemed necessary by the rehabilitation specialist 

2.  The agency may seek a second opinion regarding the determination of impairment and the need for a rehabilitative service. 

Section 2.  Vocational Goal 

Services shall be provided in accordance with an Individualized Plan of Employment (IPE) that: 

1. emphasizes the: 

a. Determination, and 

b. Achievement of a vocational goal; and 

2. is consistent with an individual’s 

a. Strengths, 

b. Resources,
c. Priorities,
d. Concerns,
e. Abilities,
f. Interests, and 

g. Informed Choice. 

Section 3. Vocational Training at Institutions of Higher Education:

1. A service provided at an institution of higher education shall comply with the provisions governing comparable benefits established in Section 15 of this Administrative Regulation. 

2. Except as provided in paragraph (b) of this subsection: 

a. the amount paid by the agency for tuition shall not exceed the highest rate for tuition charged by an in-state public institution of higher education; 

b. if the eligible individual is in a degree program not offered by an in-state public institution, the amount paid by the agency for tuition shall be the amount charged for that degree program. 

3. The agency shall pay a fee associated with attendance at an educational institution if the fee is required of an individual who attends the institution.  

4. The agency shall pay the cost of books, supplies, tools, and other course material in accordance with: 

a. the need analysis prepared by the student financial aid office of the institution; or 

b. the actual cost of materials, if a need analysis is not available 

5. Except as provided in subsection (7) of this section, the eligible individual shall maintain full-time status as defined by the institution, unless a status of less than full-time is needed to graduate in the current year. 

6. Except as provided in subsection (7) of this section, by the end of the second term or semester, and throughout each subsequent term or semester, an eligible individual shall achieve the higher of: 

a. an overall “C” grade average; or 

b. grade standing required for admission, licensure or certification. 

7. An exception to a requirement established in subsection (5) or (6) of this section shall: 

a. be granted if the eligible individual: 

1.  has a need or circumstance that renders him unable to meet the requirement; and

2.  notifies the counselor of the need or circumstance prior to a change of standing at the institution. 

b. not compromise the program requirement that the employment objective of the client be: 

1.  realistic, and 

2.  attainable, and 

c. not be granted for the requirements established in subsection (6) of this section for a period beyond one (1) year.

8. The eligible individual shall provide the counselor with a copy of course grades as soon as possible after the end of each term or semester. 

9. If an eligible individual does not maintain the standards of this section, the counselor shall: 

a. Terminate services at the institution of higher education; and 

b. Simultaneously notify the individual of the appeal procedure available under 782 KAR 1:040. 

10. A service terminated under subsection (9) of this section, shall be reinstituted if the eligible individual:

a. Terminate services at the institution of higher education; and

b. Simultaneously notify the individual of the appeal procedure available under 782 KAR 1:040.

Section 4. On-the-Job Training (OJT):  

On-the-job training provided in private or public employment other than within the agency, shall be subject to the following conditions:
1. The eligible individual shall receive at least minimum wage;

2. The employer shall provide to the eligible individual the same benefits and privileges that accrue to another employee;

3. Prior to training, a written agreement shall be: 

a. Completed by the counselor, describing the goals and 
    objectives of the training, including:
   
(1) the length of training;


(2) the skills taught;


(3) wages earned; and


(4) an understanding that the eligible individual shall 


     be hired permanently after successful completion 


     of the training program; and 

b. Signed by the:


(1) Agency, and


(2) Employer.

4. The eligible individual shall strive to make satisfactory progress in the training. The employer shall provide training reports to the agency documenting the satisfactory and/or unsatisfactory progress of the eligible individual.

5. The agreement for on-the-job training shall be terminated by the agency, the employer, or the eligible individual if the conditions of this section are not met. 

Section 5. Work Experience and Work Adjustment: 

A program of work experience in private or public employment other than within the agency shall be provided according to the following conditions:

1. The individual shall not be sponsored for a period exceeding 

    520 total hours of work experience;

2. A written agreement shall be completed by the counselor and 

    signed by the agency and employer or provider of services to 

    designate:


a. the length of the work experience,


b. the number of hours to be worked each week,


c. the payment that the individual shall receive, and


d. any payment to the provider by the agency;

3. The employer or provider shall monitor the performance of 

    the individual in work experience and make periodic reports 

    to the counselor; and

4. The work experience contract shall be terminated by the 

    agency, if it is determined by the agency, employer, provider, 

    or individual that the work experience is not beneficial to the

    individual. 

Section 6. Physical and Mental Restoration:   

1. An applicant or consumer shall choose a specialist who is licensed to provide the approved physical or mental restoration service.
2. A restoration service shall not be provided outside the Commonwealth of Kentucky, unless: 

a. the service is provided in a nearby out-of-state area routinely used for the convenience of the agency; 

b. the out-of-state service shall be cost saving; 

c. the service is not provided in-state; or 

d. the provision of an in-state service would delay service to an eligible consumer at extreme medical risk. 

Section 7. Maintenance: 

1. Maintenance shall not be provided unless necessary to support and derive the full benefit of other services being provided.  

2. Maintenance shall: 

a. begin after other services have begun; and 

b. cease thirty (30) days after the consumer has achieved suitable employment.

3. The agency shall not pay more for a consumer’s room and board at an institution of higher education than the highest rate at an in-state public institution. 

4. The cost of lodging and meals provided in support of services other than at an institution of higher education shall not exceed the per diem rate established for a state employee in Section 7 of 200 KAR 2:006.  

5. A consumer shall clearly designate a maintenance expense.  The agency shall not provide for maintenance identified as personal expenses or miscellaneous expenses. 

Section 8. Transportation: Transportation for a consumer shall be paid in accordance with the following:  

1. Transportation by a public common carrier shall be in the most economical means available. 

2. Private transportation by private vehicle shall be at the mileage rate established for a state employee in Section 7 of 200 KAR 2:006. 

3. Lodging and meals necessary during travel shall not exceed the per diem rates established for a state employee in Section 7 of 200 KAR 2:006. 

4. The total cost of transportation allowed for commuting between home and campus for a consumer who attends an institution of higher education shall not exceed the rate of on-campus residence and board at the institution. 

5. Transportation for a consumer who resides on campus at an institution of higher education shall be limited annually to six (6) round trips between the consumer’s home and the campus. 

6. Transportation shall include relocation and moving expenses if necessary for a consumer to achieve placement in employment. 

Section 9. Interpreter Services: Interpreter services shall be provided: 

1. If sign language is a necessary means of communication for the consumer; and 

2. In conjunction with other services. 

Section 10. Reader Services: Reader services shall be provided for a blind consumer: 

1. If a recording of printed material is not readily available through the Accessible Textbook Services offices of the agency; and 

2. In conjunction with other services. 

Section 11. Assistive Technology: 

1. Assistive technology having the capacity to improve low vision shall be provided by an individual licensed to: 

a. make an individual prescription; and

b. perform an individual fitting. 

2. Assistive technology shall be provided if there is evidence that the consumer has the ability and capacity to successfully use assistive technology.  

3. Unusual or expensive assistive technology shall be provided to a consumer if use of a traditional aid or device is not feasible. 

4. A consumer shall return assistive technology to the agency if it becomes unnecessary for the purpose for which it was provided.
5. Assistive technology shall be: 

a. provided in a new or like new condition; and

c. repaired or replaced by the agency if, during the course of the written rehabilitation program, it becomes:

1.  defective, 

2.  worn out, or 

3.  obsolete.  

6. Unless involved in a post-employment service, the consumer shall not have defective, worn out, or obsolete assistive technology repaired or replaced after rehabilitation.
Section 12. Self-employment:  
The agency shall participate in a self-employment program for a consumer if: 

1. The eligible individual and proposed self-employment 

    enterprise undergo a feasibility evaluation;

2. The eligible individual:


a) obtains the required 



1. license,



2. permit,



3. certificate, or



4. lease, and

b) operates the enterprise in conformity with federal, state       and local statutes and regulations;

3. The agency has the option to review the proposed record- 

    keeping system:


a) prior to establishment of the enterprise; and


b) periodically for up to five (5) years; and

4. Except as provided in paragraph (b) of this subsection, the

    agencies financial participation in the enterprise does not 

    exceed $5,000. An exception to the limit established in 

    paragraph (a) of this subsection may be granted at the 

    discretion of the Director of Consumer Services with 

    sufficient documentation supporting the vocational goal of 

    the eligible individual. 

Section 13. Tools and Equipment: The agency shall recover tools, equipment, and supplies provided for employment if their use by the consumer ceases. 

Section 14. Recordings of Printed Materials: A cassette recording of a textbook or other vocational material shall be made available through the agency’s Accessible Textbook Services office. 

Section 15.  Comparable Benefits:  
1. If a consumer is provided training services at an institution of higher education, he/she shall annually apply for comparable benefits available through the financial aid office of the institution.  

2. The agency shall maintain a cooperative agreement for improved coordination of comparable benefits for a consumer enrolled in an institution of higher education with the: 

(a) Kentucky Association of Student Financial Aid Administrators; and 

(b) Kentucky Higher Education Assistance Authority. 

3. Grant assistance, including a gift, endowment, or scholarship provided for a consumer enrolled in an institution of higher education, shall be considered a comparable benefit. 

4. The following form of financial assistance shall not be considered a comparable benefit for a consumer enrolled at an institution of higher education: 

(a)  a guaranteed student loan; 

(b)  a national direct or student loan; 

(c)  a work-study payment;

(d)  other aid termed as self-help; or 

(e)  an unrestricted monetary award from a civic, professional, or social organization. 

5. Comparable benefits awarded for purposes of higher    education shall be applied to the services designated by the granting authority.
If there is not a clear designation, the award shall be prorated by percentage to pay in part the expense of: 

1.  tuition and fees;

2.  books and supplies; 

3.  room and board; 

4.  personal expenses; and 

5.  transportation.  

The percentage used for distribution shall be the amount of the award divided by the total expenses listed in paragraph (b) of this subsection. However, the agency will not authorize for personal expenses identified as “personal.”

Section 16. Participation of Individual in the Costs of Services: The financial need of a consumer with a disability shall not be considered by the agency in the provision of services. 

Section 17. Emergency Denial of Services: The agency shall immediately suspend or terminate services provided to a consumer if during the course of those services the conduct of the consumer poses a threat to personal safety or the safety of others.  

Section 18.  Order of Selection: 
1. If the Executive Director determines that the agency lacks available funds for all consumers who apply for services, the agency shall follow an “Order of Selection” to give service priority according to a ranking of categories of consumers based on the severity of disability as follows:  

(a) Priority Category One - Consumers whose disability    seriously limits three or more functional capacities in terms of an employment outcome and whose rehabilitation requires multiple services over an extended period of time.  (Consumers with the most significant disability); 
(b) Priority Category Two - Consumers whose disability  seriously limits two or more functional capacities in terms of an employment outcome whose rehabilitation requires multiple services over an extended period of time; 
(c) Priority Category Three - Consumers with a non-significant disability that seriously limits one or more functional capacities in terms of an employment outcome and whose rehabilitation requires two or more services over a period of time;
(d) Priority Category Four – All other consumers. 

2. Priority for services shall be given to a consumer with a more significant impairment. 

3. The “Order of Selection” shall be implemented on a statewide basis. 

4. The agency shall conduct an assessment to determine an consumer’s: 

(a) eligibility for vocational rehabilitation services; and 

(b) priority under the order of selection, 

5. The order of selection shall not apply to the following: 

(a) the acceptance of a – 

1.  referral; or 

2.  applicant; 

(b) The provision of assessment services to determine a consumer’s – 

1.  eligibility for vocational rehabilitation services; or 

2.  priority under the “Order of Selection;” or 

(c) A consumer who is in the process of receiving services at the effective date of the Order of Selection.

6. A consumer shall be immediately reclassified into a higher priority category if his/her level of impairment increases and is documented. 

7. In the Order of Selection, a consumer in a closed priority category shall be placed on a waiting list until the priority category is reopened.  

RSA REGULATIONS

DEPARTMENT FOR WORKFORCE INVESTMENT
782 KAR 1:040. Appeal procedures.

RELATES TO: KRS 163.450 to 163.470, 29 USC 722, 34 CFR Part 361

STATUTORY AUTHORITY: KRS 13B.170, 163.470(5), 29 USC 722(c)

NECESSITY, FUNCTION, AND CONFORMITY: KRS 13B.170 authorizes an agency to promulgate administrative regulations that are necessary to carry out the provisions of KRS Chapter 13B concerning administrative hearings. KRS 163.470(5) requires the Office for the Blind to implement policies and procedures for carrying out programs of services for persons of the Commonwealth who are blind or visually impaired. 29 USC 722(c) requires the agency to establish procedures so that a person seeking vocational rehabilitation services who is dissatisfied with determinations made by staff of the agency concerning the furnishing, denial, reduction, suspension, or cessation of services may request a timely review of those determinations. This administrative regulation establishes those procedures.

Section 1. Hearing Officer. (1) To conduct a hearing under this administrative regulation, a hearing officer shall:

(a) Be trained with respect to the performance of official duties;

(b) Have knowledge of:

1. The delivery of vocational rehabilitation services;

2. Federal and state laws; and

3. Administrative regulations governing the provision of vocational rehabilitation services;

(2) To conduct a hearing under this administrative regulation, a hearing officer shall not:

(a) Be an employee of a public agency other than an:

1. Administrative law judge;

2. Hearing examiner; or

3. Employee of an institution of higher education;

(b) Be a member of the Office for the Blind State Rehabilitation Council;

(c) Have been involved in a previous decision regarding the vocational rehabilitation of the applicant or consumer; or

(d) Have a personal or financial interest that conflicts with the objectivity of the individual.

Section 2. Mediation. (1) The agency and the applicant or consumer may agree voluntarily to submit a request concerning the provision or denial of benefits to mediation.

(2) The agency shall maintain a list of qualified mediators.

(3) The director of client services or a designee shall choose a mediator from the list and schedule a mediation meeting within five (5) days from the receipt of the request for mediation.

(4) A representative of the agency who is authorized to bind the agency to an agreement shall attend the mediation.

(5) The applicant or consumer shall attend the mediation and may be represented by an advocate or counsel.

(6) Discussions or agreements arising from the mediation process shall not be used as evidence in any subsequent hearing or civil proceeding.

Section 3. Right of Appeal and Information. (1) An applicant or consumer may appeal to the director of client services determinations made by the agency affecting:

(a) Furnishing of vocational rehabilitation benefits; or

(b) Denial, reduction, suspension, or cessation of vocational rehabilitation services.

(2) An applicant or consumer shall:

(a) Be informed of the:

1. Entitlements available under this administrative regulation;

2. Right to appeal;

3. Right to be represented by an advocate or counsel; and

4. Names and addresses of agency staff with whom an appeal shall be filed.

(b) Request an appeal:

1. In writing;

2. By telephone through direct contact with the director of client services or a designee; or

3. On tape, except that a voice mail message shall not constitute a request for a hearing.

(3) The director of client services or a designee shall convene a hearing within sixty (60) days of the request. Reasonable time extensions, not to exceed one (1) year, may be granted for good cause with the agreement of both parties. The hearing shall be conducted pursuant to:

(a) KRS Chapter 13B; and

(b) This administrative regulation.

(4) Pending a final determination of a hearing or other final resolution, the agency shall not suspend, reduce, or terminate a service provided under the individualized plan for employment unless:

(a) It has evidence that the service was obtained by an applicant or consumer through:

1. Misrepresentation;

2. Fraud;

3. Collusion; or

4. Criminal conduct; or

(b) This action is requested by an:

1. Applicant;

2. Consumer; or

3. Authorized representative of an applicant or consumer.

Section 4. Client Assistance Program. The agency shall advise an applicant or consumer of:

(1) The existence of the Client Assistance Program, created by KRS 151B.225;

(2) The services provided by the program; and

(3) How to contact a program representative.

Section 5. Appeal Time and Hearing Procedures. (1) An applicant or consumer may appeal within sixty (60) days of becoming aware, through the exercise of due diligence, of a agency determination affecting the provision or denial of vocational rehabilitation services. The applicant or consumer may appeal, pursuant to the requirements of Section 3 of this administrative regulation.

(2) An applicant or consumer shall, at the time of requesting a hearing:

(a) Identify accommodations required; and

(b) Submit an issue statement for the hearing.

(3) A hearing officer shall be selected on a random basis from a pool of trained hearing officers in the Administrative Hearings Division of the Office of the Attorney General approved by the agency and the State Rehabilitation Council.

(4) The applicant or consumer may disqualify for cause up to three (3) hearing officers randomly assigned by the Administrative Hearings Division of the Office of the Attorney General.

Section 6. Findings and Decision. (1) The hearing officer shall complete and submit to both parties and the Secretary of the Cabinet for Workforce Development the written recommended order within thirty (30) days of receipt of the transcript of the hearing, unless both parties agree to a time extension.

(2) Either party shall have twenty (20) days from the date the recommended order is mailed within which to file exceptions to the recommendations with the Secretary of the Cabinet for Workforce Development.

(3) The Secretary of the Cabinet for Workforce Development shall consider the record including the recommended order and any timely exceptions filed to the recommended order.

(4) The Secretary of the Cabinet for Workforce Development

shall issue the final order within thirty (30) days from expiration 
of the time period for filing exceptions. (Recodified from 720 KAR 
1:040, 7-5-90; Am. 21 Ky.R. 1957; 2706; eff. 5-4-95; 23 Ky.R. 
3113; 3771; eff. 5-12-97; 26 Ky.R. 2035; eff. 7-17-2000; 28 
Ky.R. 1212; 1635; eff. 1-14 


DEPARTMENT FOR WORKFORCE INVESTMENT

Office for the Blind

782 KAR 1:020. Definition of terms for 782 KAR Chapter 1.

RELATES TO: KRS 163.470 STATUTORY AUTHORITY: KRS 163.470(5) NECESSITY, FUNCTION, AND CONFORMITY: KRS 163.470(5) requires the agency to establish and implement policies and procedures for carrying out the program of services for the blind. This administrative regulation is necessary to establish definitions for the terms used in 782 KAR Chapter 1. 

Section 1. Definitions. As used in this chapter, unless the context otherwise requires:

(1) "Applicant" means an individual who submits an application for vocational rehabilitation services.

(2) "Communication" means the ability to effectively exchange information through:

(a) Spoken words;

(b) Written words;

(c) Sign language;

(d) Braille;

(e) Concepts;

(f) Gestures; or

(g) Another means.

(3) "Comparable benefits" means service, benefit or financial assistance available to a consumer from a program other than the agency which meets, in whole or part, the cost of services to be provided under an individualized written rehabilitation program.

(4) "Correction" means the best visual functioning using conventional eyeglasses or contact lenses as prescribed by an ophthalmologist or optometrist.

(5) "Counselor" means a vocational rehabilitation counselor of the agency who is responsible to maintain a counseling relationship with an applicant or consumer in order to determine eligibility for, plan, coordinate and authorize an individualized written rehabilitation program of services.

(6) "Consumer" or "client" means an applicant for vocational rehabilitation services who:

(a) Is determined by the agency to have a disability; and 

(b) Needs vocational rehabilitation services to:

1. Prepare for;

2. Enter;

3. Engage in; or

4. Retain gainful employment.

(7) “Consumers with the most severe disability" means a consumer whose:

(a) Impairment seriously limits four (4) or more functional capacities in terms of employment outcome; and

(b) Rehabilitation requires three (3) or more services.

(8) "Functional capacities" means:

(a) Communication;

(b) Interpersonal skills;

(c) Orientation and mobility;

(d) Self-care;

(e) Self-direction;

(f) Work skills; and

(g) Work tolerance.

(9) "Institution of higher education" means a university, college, community college, junior college, vocational school, business school, technical institute, or hospital school of nursing.

(10) "Interpersonal skills" means the ability to make and maintain a personal, family, and community relationship.

(11) "Orientation and mobility" means the ability to travel independently to and from a destination in the community.

(12) "Progressive visual disorder" means a visual impairment that is:

(a) Not complete or fully developed at the time of medical diagnosis; and

(b) Predicted, medically, to increase in extent or severity.

(13) "Self-care" means the ability to manage one's own situation including:

(a) Meal preparation;

(b) House cleaning; and

(c) Health and safety needs.

(14) "Self-direction" means the ability to independently plan, initiate, problem solve, organize, and carry out a goal-directed activity.

(15) "Services" means a good or service that is appropriate to meet the vocational rehabilitation needs of a consumer.

(16) "Work skills" means the ability to do a specific task required for a particular job.

(17) "Work tolerance" means the ability to sustain the required level of functioning in a work related activity, with or without accommodations. (15 Ky.R. 2336; eff. 7-7-89; recodified from 720 KAR 1:020, 7-5-90; 21 Ky.R. 564; eff. 10-6-94; 23 Ky.R. 3427; 4129; eff. 6-16-97.)
IV.
STATE PLAN

The State Plan is a formal document that contains information describing the agencies policies and procedures, certain assurances regarding those services and reports data and information gained from the State’s Case Management System, staff, consumers and other stakeholders.

In order for a state to receive a grant award the agency must submit to the Secretary of the Federal Rehabilitation Services Administration (RSA) a State Plan and obtain approval of that plan. The State Plan must contain a description of the state’s vocational rehabilitation services program, and the plans and policies to be followed in carrying out the program, and any other information requested by the Secretary of RSA. If a separate state agency administers or supervises the administration of vocational rehabilitation of individuals who are blind, that part must conform to all requirements of the State Plan set for in the federal regulations.

The agency must submit annually to the Rehabilitation Services Administration (RSA) an update of the State Plan for approval. The Rehabilitation Services Administration utilizes the State Plan as a monitoring tool of the states program performance. The writing of the State Plan is a collaborative effort between the 
agency and the State Rehabilitation Council. The State Plan and any of its revisions will include a summary of input provided by the agency State Rehabilitation Council, including recommendations from the annual report of the Council, the review and analysis of consumer information. The Plan contains the state’s response to the input and recommendations of the Council.

V.
SOCIAL SECURITY PROGRAM 

General Background:  The Social Security Administration (SSA) administers a Vocational Rehabilitation Reimbursement Program to assist people with disabilities in finding employment opportunities.  Under this program, SSA reimburses the Office for the Blind (OFB) and other state rehabilitation agencies for  services they provide to consumers with disabilities who are drawing SSA benefits if those services result in the consumer working for a period of 9 months or more at a specified earnings level.  This earnings level which is determined by SSA each year is called Substantial Gainful Activity (SGA). 

Tracking:  Central Office “tracks” consumers who are receiving Social Security Disability Insurance (SSDI) and/or Supplemental Security Income (SSI).  SSDI provides benefits to disabled or blind individuals who are insured by the workers’ contributions to the Social Security trust fund.  The SSI program makes cash assistance payments to aged, blind, and disabled individuals who have limited income and resources.  Tracked cases are identified through running an extract of CMS consumer data. 
Verified wages:  Securing verifiable wages is an important element in the tracking process. At times, the SSA Coordinator may seek the assistance of a counselor or assistant to contact a consumer to obtain a consumer-completed and signed Work Letter. It is important the consumer feel confident that he/she is sharing wage information with a trusted source, and that in this instance the wage information will only be used for the purposes of SSA reimbursements.  

Reimbursable claim criteria:  Claims for reimbursement are submitted to SSA for processing after a host of criteria are met.  Timely claims can be paid by SSA if:

· OFB consumer received paid services while receiving SSDI and/or SSI; and

· OFB consumer began and maintained work at above blind SGA for nine months in a rolling 12 month period;  and 

· OFB consumer’s wages remained above blind SGA even after blind work expenses deducted from wages (see below); and 

· OFB consumer has a Ticket to Work if OFB service began after November 2002, or if the OFB consumer chooses not to assign a Ticket if OFB service began after November 2002 then IPE continuation process has been completed.
Blind Work Expenses:  Some examples of BWE are:  service animal expenses; transportation to and from work; federal, state and local income taxes; Social Security taxes; attendant care services; visual and sensory aids; translation of materials into Braille; professional association dues; and union dues.

Reimbursement incentives:  Upon notification from SSA that a claim has been paid to OFB, KRS 163.470 (13) has enabled the OFB to award incentives to staff. OFB has developed and amended a reimbursement incentive policy since the passage of KRS 163. 470 (13).  The latest version of the SSA Reimbursement Incentive Policy and its companion SSA Incentive Spending Plan follow. The Incentive Spending Plan must be completed by the counselor, then forwarded to the appropriate Regional Manager and Consumer Services Director for approval/signature so that it may be returned to OFB Central Office for processing.
SSA Reimbursement Incentive Policy

Each Social Security Reimbursement Claim approved by the Social Security Administration for payment is eligible for an incentive award.

· Once the counselor receives notice of an approved reimbursement claim, the SSA Incentive Spending Plan should be completed and submitted to the Regional Manager, Division Director of Consumer Services, and finally the SSA Coordinator.  (see attached form)

· The award amount will be 10% of the reimbursement amount up to $1,000 per claim.

· The counselor determines who has been instrumental in the successful closure of the case.  Successful closures are the result of a rehabilitation team effort, and counselors are strongly urged to consider all areas that have contributed to the successful closure of the case involved and the Office for the Blind receiving a reimbursement. This includes evaluators, orientation and mobility instructors, assistive technology staff, Business Enterprises staff, independent living specialists, instructors and others, but cannot include Administrators or Central Office staff. If the incentive is paid to staff, it must be shared by the counselor and at least one other individual who played a significant role in the consumer’s success.

· In instances where a reimbursement claim is approved by the Social Security Administration and the closing counselor is still on the OFB staff, the Incentive Spending Plan will be forwarded to the closing counselor for completion. In instances where the closing counselor is no longer on staff with OFB, then the Regional Manager will determine the distribution of the Incentive Award.  

· To determine the closing counselor, a copy of the case closure letter should be forwarded to the OFB Social Security Coordinator after the agency has been informed by the Social Security Administration that a reimbursement claim has been approved. This letter will be attached to the Incentive Spending Plan.  

· The maximum incentive amount allowable per employee per federal fiscal year is $2,500. This will be calculated using the date the request for payment is submitted to the Education Cabinet, Division of Personnel.

· Incentives awards must be either paid to an employee(s) or reimbursement funds will revert in whole to the OFB budget.  

· A committee will be selected to periodically review the incentive awards to ensure that these guidelines are being followed.

Policy last updated January 22, 2006.

Office for the Blind

SSA Incentive Spending Plan

Date:
_____________________

Counselor:  _______________________________________________________________

Client:  __________________________  SS#:  _____________________

SSA Reimbursement Amount:  ________________________________________________

Award Amount (10% of the reimbursement amount up to $1,000):______________

Please list each individual and the amount to be received for each.  Each person must initial beside his/her name to verify that each is aware of the award.

Name



SS#


Amount
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
Note:  If only the counselor and secretary are to receive this incentive award, please provide a short explanation.  

Regional Manager






Date

_______________________________________________________________

Director, Consumer Services Division


Date



SSA Case Auditing:  SSA reserves the right to audit claims it has paid to a state rehabilitation agency.  The consumer case file is the basis for OFB’s response to SSA’s audit request and it is important that all plan documents, dated authorizations for service with “paid” stamped on each, case notes, etc. be in the file.  If documents are missing from the case file that were requested by SSA the potential exists for agency repayment to SSA of any disallowed costs borne from the audit.

Ticket to Work

General:  The Ticket to Work and Work Incentives Improvement Act of 1999 is designed to:

· Provide health care and employment preparation and placement services to individuals with disabilities to reduce dependence on cash benefits; 

· Encourage states to adopt the option of allowing individuals with disabilities to purchase Medicaid coverage that is necessary to enable them to maintain employment (Medicaid Buy-In);

· Extend Medicare coverage to beneficiaries while working; and 

· Establish the Ticket to Work and Self-Sufficiency Program that is designed to increase the number of SSDI and SSI recipients who successfully return to work by allowing those beneficiaries to choose among providers offering employment and support services (Employment Networks).
Pipeline/Non-Pipeline Cases:  The Ticket to Work program was implemented in three phases.  Kentucky is a Phase II state, meaning that the Ticket program began for consumers in November 2002.  This date is very important.  Consumers, with fileable SSA claims who have developed and signed an Individual Plan for Employment (IPE) with OFB prior to November 2002, are not required to have Ticket assignments.  Those are considered “pipeline” cases.  Non-pipeline cases are with consumers who have developed and signed an IPE with OFB beginning in November 2002 or thereafter.  Non-pipeline cases on consumers who may be eligible for reimbursement must have a ticket assignment by completing a SSA 1356 form or a signed IPE Continuation Form.  

SSA 1365:  The form was created to demonstrate that the consumer is working with an approved Employment Network (EN) to receive services that assist the consumer in obtaining and maintaining gainful employment. Once a Ticket has been assigned, timely progress thresholds become effective. During months 1-24 of assignment, the beneficiary must actively participate in a plan. Between months 25-36, the beneficiary must work a minimum of 3 months over Substantial Gainful Activity (SGA). An important advantage to stress to consumers unsure about ticket assignment is that having the Ticket assigned provides the consumer protection from Medical Continuing Disability Review (CDR).  A best practice, at application, is to ask if the consumer has a Ticket assigned with any other agency, and if so, what is the plan date with that agency.  If the consumer does not have a Ticket assigned or is unfamiliar with the Ticket, attempt to get the 1365 in place at that time.  Once a Ticket has been assigned however, the consumer may choose to unassign the Ticket anytime and reassign the Ticket to another EN.  In an instance where a consumer approaches OFB regarding unassigning a Ticket and reassigning the Ticket to OFB, provide guidance and counsel to the consumer regarding the benefits of reassigning the Ticket to OFB.  If the consumer agrees to reassign the Ticket to OFB, ask the consumer to notify Maximus in writing to unassign his/her Ticket from his/her current EN. Obtain a copy of that letter for the consumer’s files.  Then, depending on the date of the IPE, use the Basic SSA 1365 Completion or the SSA 1365 Completion with IPE Continuation Form process.  A link to an on-line version of the SA 1365 that is in auto-fill format follows:  

http://www.state.sd.us/dhs/drs/vocrehab/ticket/ssaform1365.doc
AD. SSA 1365 BASIC COMPLETION INSTRUCTIONS FOR OFB STAFF

(Note:  After completion of SSA 1365, please fax a copy to Maximus at 703/683-3289 and the Central Office SSA Coordinator at 502/564-0580.)

Section A completion steps:

1.   Kentucky Office for the Blind (always in first box)

61-0600439 (always in second box for our EN)

2.  Consumer’s last name, first name, middle initial

3.  Consumer’s SSN and the Ticket Suffix is 1 (unless this is the second, third, etc. Ticket issued to the consumer then that number would be the Ticket Suffix)

4a.  Consumer’s vocational goal as listed on IPE

4b.  Must check the most applicable box in this section

5a.  Consumer’s IPE date

5b.  Date Counselor signed IPE

6.  Consumer’s IPE goal date

7.  ALWAYS select Cost Reimbursement Payment System

Section B completion steps:

One of the two boxes must be checked. If the consumer checks the first box, then the consumer must sign and date the form.  If a consumer’s representative checks the box, then that person must sign and date the form.

Counselor should sign in State VR Agency Representative Signature box and date it accordingly.

AE. SSA 1365 COMPLETION INSTRUCTIONS FOR OFB STAFF 

AF. with IPE Continuation Form

As of March, 15, 2006 counselors must submit paperwork to Maximus to have a consumer’s Ticket to Work (TTW) assigned to OFB upon signing the IPE.  This process will remain in place for OFB consumers who sign plans dated between March 15, 2006 until new TTW regulations are set forth.

1.  Work with consumer to develop the IPE and complete the SSA 1365 as per the basic instructions with the following exceptions:

· Section B:  check the box that reads “I am the representative of the ticket holder to whom the information on this form applies and am acting on his/her behalf”

· Print the Consumer’s name in the Ticket Holder Signature box and date. Put an asterisk (*) by the printed consumer’s name.  Sign your name in the State VR Agency Representative Signature box and date.  

· In the white space at the bottom of the form, put an asterisk (*) and the following note behind it: See attached IPE for signature.  (Example:  * See attached IPE for signature)

2.  Attach the IPE Continuation form.  Have the consumer and counselor sign and date the form with the same date as the IPE date.  The IPE Continuation form advises the consumer that by signing the form that person acknowledges assigning his/her ticket to OFB.  Fax the completed SSA 1365, first page of the IPE and the signed IPE continuation form to Maximus at 703/683-3289 and the Central Office SSA Coordinator at 502/564-0580.

OFB should receive confirmation from Maximus that a Ticket has been assigned to OFB for that consumer.  

Should a Ticket come back as unassignable, retain the SSA 1365 in the client file and readdress the unassigned ticket at closure with Maximus by sending it again to see if anything has changed to make the Ticket assignable.

IPE Continuation Form: By completing the IPE Continuation Form, OFB can demonstrate the consumer’s desire to work with OFB to obtain services so that OFB is able to file SSA reimbursement claims on SSA reimbursement-eligible OFB consumers. The cover letter below is to be sent to those non-pipeline consumers seeking completion of the IPE Continuation Form, which also follows.  Please note that the Counselor or Assistant is to complete the date portion of the IPE Continuation form by inserting the same date as found on the IPE form before sending the cover letter and IPE Continuation form to the consumer.

IPE Continuation Form Cover Letter

Dear XXXX (consumer name):

In reviewing your case file with the Kentucky Office for the Blind, we find that this form has not been signed.  Please complete the information and return the completed form in the enclosed self-addressed stamped envelope.

Thank you for your cooperation in this matter.

Sincerely,

XXXXXXXXXXXXXXXXX

Counselor, xxxxx 
(city) Office for the Blind

COMMONWEALTH OF KENTUCKY

EDUCATION CABINET

OFFICE FOR THE BLIND

INDIVIDUAL PLAN FOR EMPLOYMENT CONTINUATION
Name ________________________________ SSN_______________________

I understand that by signing this plan, Social Security considers me to be assigning my Ticket to Work to the Office for the Blind (OFB).  I understand that OFB will be submitting this plan to MAXIMUS to have my Ticket assigned and that the period of Continuing Disability Review (CDR) protection will be effective the date MAXIMUS assigns my Ticket to OFB. I understand that I am responsible for meeting the requirements to continue this protection as outlined in the information available to me through MAXIMUS. This is also true if I receive a Ticket to Work at a later date. It will be my responsibility to notify my counselor so that I can receive CDR protection.

__________________________________

_____________________

Consumer Signature




Date

__________________________________

_____________________

Counselor Signature




Date

VI. SUPPORTED EMPLOYMENT PROGRAM AND PROVIDERS
VR Guidelines for Purchase of Supported Employment Services 

The following guidelines pertain to purchase of supported employment services for eligible consumers with the most significant disabilities. The VR Supported Employment Branch must approve all supported employment service providers as vendors.  An application process is required to become a vendor.  The VR counselor must authorize the services for each consumer.

Payment documents should be processed promptly by the VR office upon attainment of appropriate outcomes and receipt of required documentation of service from the Supported Employment provider.

Services and Fees

	Person-Centered Job Selection    (1-0-Q)
	Outcome Fee
	       $750.00


Becoming well prepared to represent people who need supported employment to prospective employers is an important activity prior to the initiation of job development efforts.  The Supported Employment Specialist must get to know the person and gather all relevant information on the needs, skills, preferences, and experiences of the people who are to be employed. This information serves as the basis for successful job matches.

Person-centered job selection provides:

· a respectful way to get to know people who are seeking jobs; a way to break past preconceived notions about what a person can and cannot do; and a way to discover new and positive job possibilities with the person;

· a thoughtful framework for planning job development and job negotiation—a means for service providers to “get ready” for job development;

· a way to be thoughtful about the nature of an ideal job for an individual—as opposed to “slotting” him or her into a readily available job, guessing whether or not it will work out.

The person-centered job selection outcome fee must be authorized by the VR Counselor prior to the start of this service. It may be paid once a Person-Centered Employment Plan (PCEP) is developed and submitted to the Counselor. The SE Provider must have also submitted monthly activity notes while the PCEP is in process. Standard formats for the Notes and the PCEP have been developed and must be used by all Providers. If at the end of the three-month authorization period a PCEP has not been developed, the Provider and the SE Consultant should be contacted to plan next steps prior to issuing another authorization for the completion of the PCEP.
	Job Development Services    (3-5-E)
	Outcome Fee
	       $900.00


Individualized job development services are very important in the supported employment process.  The Provider should assure that all job development activities are based on the PCEP.  Accordingly, an outcome fee will be paid for specialized job development services that lead to employment in a suitable job.

Job development services may focus on interviewing skills/interview support, particular work environments, job types and settings, learning styles, transportation needs, hours required, potential for natural supports, job carving, job creation, needs for accommodations and assistive technology, and/or many other services based on the individual.

The VR Counselor should issue an authorization for job development services upon receipt of the PCEP.

Monthly activity notes must be submitted while job development is in process to the OFB Counselor. A standard format for the notes has been developed and must be used by all Providers.  If at the end of the three-month authorization period a job has not been developed, the Provider and the SE Consultant should be contacted to assist with planning next steps prior to issuing another authorization.  The outcome fee will be paid at the time the person starts an appropriate job, based on recommendations made in the PCEP. Communication between the Counselor and Provider is vital to assure that authorizations, notes, and payments are timely.

	Supported Employment Individual Placement    (3-5-H)
	Outcome Fee
	       $4,200.00


Once the individual has obtained employment, the outcome-fee should be authorized to the supported employment provider so that individualized supported employment services can be delivered to assist the supported employee in achieving job success.

The list of possible supported employment services covered under the outcome fee is extensive. These services can occur both on and off the job site. Services are not limited to skills training by a job coach only, but should be individually tailored based on the needs of the particular person.

The supported employment provider must give feedback to the OFB counselor as needed, furnishing written progress reports on a monthly basis or more often as needed. The Provider must also submit a Long Term Support Plan with the invoice when the service is completed.  Successful completion of the service means:

· the individual has been employed at least 60 calendar days in a job or jobs consistent with the PCEP;

·  is satisfied with the job, and has a satisfactory number of hours of work scheduled each week;

· and has the extended services support in place to continue on after OFB closes the case file.

The fee will be paid to the supported employment provider if the above criteria are met. OFB case closure could then occur after another 30 days of successful employment, for a total of at least 90 days in “employment status” before case closure.

Before closing the case file, the OFB counselor should talk with the individual, the supported employment specialist, and possibly with the employer and other "stakeholders" such as family members, etc.  The counselor should be assured that the customer is functioning well at the job not only in terms of general satisfaction, number of hours worked, performance of job duties and other basics, but also in his/her comfort level on the job, in interacting with coworkers and supervisors, and in other "less visible" but essential, aspects of the job which, if unattended, could jeopardize the worker's future.

The supported employment agency is responsible for provision of all ongoing support services necessary to help the individual remain employed. The supported employment agency will use funds other than OFB dollars to cover the cost of these services.  Only in specialized circumstances will additional services be authorized by OFB.
	Additional Supported Employment Services  

 (3-5-G)
	By special approval only 
	  $30.00 hour


An additional hourly fee has been established for provision of services by a supported employment specialist, who may provide extra necessary support services beyond the outcome fee for up to 18 months (timeframes to be specified in the IPE) by special approval from the Supported Employment Branch.

Stabilization is not easily defined and is often a "judgment call" based on considering such factors as the individual's satisfaction with his/her job, level of interaction with his/her coworkers and supervisors, etc., and level of services needed and/or anticipated. Also, the individual may need time to substantially meet the goal for hours of employment established in the IPE.  The extended services may not be in place and OFB services are needed for a specific time to preclude any interruption of services. All issues, which are deemed to be “exceptions to the rule”, will be taken into consideration and decisions made on an individual basis.

OFB case closure can occur after a minimum of 30 days has elapsed beyond OFB payment of services. Extended services must be in place so that interruption of services does not jeopardize the consumer’s employment.

KENTUCKY SUPPORTED EMPLOYMENT PROVIDERS

(updated 4/26/07)

Access Employment Network (Cardinal Employment)
3161 Custer Drive, Ste. 4

Lexington, KY 40517

(859) 272-7483 phone for Lisa (all new referrals go to Lisa)
(859) 271-3812 phone for Kris

(859) 245-2981 fax

Counties Served: Fayette, Jessamine, Clark, Estill, Madison, Powell, Boyle, Garrard, Lincoln, Bourbon, Harrison, Nicholas, Anderson, Mercer, Woodford, Franklin & Scott

Contact:   
Lisa Carpenter, SE Supervisor



LisaMCarpente@bluegrass.org














Kris Miller, Director of SE Services
             kamiller@bluegrass.org    
Provide supported employment to individuals who have Mental Retardation, Chronic Mental Illness, or a Developmental Disability.

Adanta Group, The (1)
10170 New Columbia Rd.
Campbellsville, KY 42718
(270) 384-6727/6297 phone
(270) 384-2748 fax

Counties Served:  Adair, Taylor, Green, Casey & Russell

Contact: 
 Lynda McKinley, SE Supervisor
                 
 adairtenco@earthlink.net
Provide supported employment services to individuals who have a MR/DD diagnosis and mental health diagnosis. Provide support coordination, long-term support for those who are employed in the community (job coaching), and Project Asset support.
Website: www.adantagroup.org


 Adanta Group, The (2)

259 Parkersmill Road

Somerset, KY  42501

(606) 679-4782 phone

(606) 678-5296 fax

Counties Served:  Pulaski, Cumberland, Clinton, McCreary & Wayne

Contact:
Lynda McKinley, SE Supervisor



adairtenco@earthlink.net
Provide supported employment services to individuals who have a MR/DD diagnosis and mental health diagnosis. Provide support coordination, long-term support for those who are employed in the community (job coaching), and Project Asset support.

Website: www.adantagroup.org


ARC of Owensboro, Inc.

PO Box 1833

8th and Jackson Street

Owensboro, KY  42302

(270) 685-2976 phone

(270) 685-2036

County Served: Daviess

Contact:  Stephanie Hobbs, Director of Programs

                opptcent@bellsouth.net
                Barbara Gray, Employment Specialist

                opptcent@bellsouth.net
The Arc of Owensboro, which is celebrating its 50th anniversary, provides vocational and employment services to adults with disabilities in the Daviess County area.



BAWAC, Inc.

7970 Kentucky Drive

Florence, KY  41042

(859) 371-4410 phone

(859) 371-1726 fax

Counties Served:  Boone, Kenton, Campbell, Gallatin, Grant & Carroll

Contacts:
Rick Pratt, Director of Services 

Shelly Borg, SE Manager

Rick.Pratt@BAWAC.org





 Shelly.Borg@BAWAC.org
BAWAC's Supported Employment Program includes Vocational Evaluation, Community Based Adjustment, and Employment Maintenance services.  The goal for the Supported Employment Program is to provide community employment opportunities for individuals with disabilities or other barriers.  The

Employment Maintenance Program provides long-term follow along services for those working in the community setting.

Website:  www.bawac.org


Bluegrass Career Services

1165 Center Parkway, Suite 120

Lexington, KY  40517

(859) 272-4855 phone

(859) 272-4805 fax

Counties Served:  We serve the entire Bluegrass Region and beyond.  Outlying counties include Estill, Powell, Shelby, and others on a case-by-case basis. 

Contact:
Niclole Dummitt, Career Development Director



ndummitt@employmentsolutionsinc.org
Employment Solutions provides both Supported Employment and Competitive Employment services as well as vocational skills training, and vocational evaluations and assessments.  We serve all disability populations and others with barriers to employment including ex-offenders, non-English speakers and those transitioning from welfare.  We are also an Employment Network with the Social Security Administration's Ticket to Work program.

Website:  www.employmentsolutionsinc.org


Broadening Horizons, Inc.

650 North Main Street

Somerset, KY  42501

SEND MAIL TO:

PO Box 189 

Pittsburgh, KY  40755

(606) 451-0030 phone

County Served:  

Contact:  Julie Sizemore 


CAKY – Elizabethtown

107 Financial Drive

Elizabethtown, KY  42701

(270) 769-6410/9218 phone

(270) 769-6520 fax

County Served:  Hardin

Contact:
Paul Rose, Employment Specialist

CAKY Elizabethtown provides Supported Employment services to individuals diagnosed with MR/DD.  



CAKY – Frankfort

PO Box 1444 (send mail here)

555 Duncan Road

Frankfort, KY  40601

(502) 695-3575 phone

(502) 695-3846 fax

County Served:  Franklin
Contact:
Jeff Justice, Executive Director



jjustice@rescare.com
Community Alternatives of Kentucky-Frankfort offers quality community-based supports to persons with developmental disabilities.  Our mission is to enhance the lives of the individuals we support by helping them become active members of their communities and realize their personal goals.  Community Alternatives of Kentucky-Frankfort provides a number of services, which are beneficial to our individuals and their families.  We offer residential services, community habilitation, service coordination, behavior management, psychological services, occupational therapy, physical therapy, speech therapy, respite care, supported employment and other services.



CAKY - Lexington
450 Southland Drive

Lexington, KY 40503
(859) 313-5042 phone

(859) 313-5224 fax
 
Counties Served: Fayette

Contact:  
Jonathon Coyle, Executive Director



jcoyle@rescare.com
CAKY-Lexington has a vendor ship agreement with the Office of Vocational Rehabilitation to provide SE Services. CAKY-Lexington serves individuals with MR/DD under the SCL waiver program. To date, they have only provided SE Services to individuals receiving SCL services from their company. They have not received referrals for individuals served by other agencies. CAKY-Lexington employee’s one job coach, whose office is located at Lex-Pro. At present, the job coach position is vacant. 



CAKY - Louisville
4109 Bardstown Rd., Unit 103
Louisville, KY 40218
(502) 491-4001 phone
(502) 671-1004 fax

Counties Served:  Jefferson

Contacts: 
Amy Scholtz




Tina Silva

ascholtz@rescare.com


tsilva@rescare.com
CAKY Louisville serves adults with mental retardation and developmental disabilities in Jefferson County under the Supports for Community Living Waiver program. Supported Employment, Staffed Residence, Community Habilitation, Support Coordination, Behavior Supports and therapies are just a few of the services that we provide. CAKY Louisville strives to build the lives of our individuals so that they live a fulfilling and happy life as well as help them reach their full potential in all they wish to do.    



CAKY - Morehead  
1034 East Main

Morehead, KY 40351
(606) 783-1518 phone
(606) 783-9903 fax

Counties Served:  Rowan

Contact:  Leigh Ann Adams
                Ladams@rescare.com
Supported Employment / Community Rehabilitation



CAKY – Owensboro

1300 East 9th Street

Owensboro, KY  42303

(270) 688-9168 phone

(270) 688-9079 fax

County Served:  Daviess

Contacts:
Sherry Martin


Graham Temple



smartin@rescare.com

gtemple@rescare.com
Community Alternatives Kentucky (CAKY)- Owensboro is a local provider with national supports as part of the ResCare family of services.  CAKY Owensboro is dedicated to meeting the needs of the people we serve.  We offer services for people with developmental and other disabilities.  Services provided are community habilitation, residential services, community living supports, supported employment, support coordination, occupational therapy, speech therapy, physical therapy, respite, behavior supports and wellness monitoring.  We serve with respect, compassion, and skill.  Building Lives, Reaching Potential.   



CAKY – Somerset

PO Box 717

95 East Somerset Church Road

Somerset, KY  42503

(606) 678-5186 phone

(606) 679-8930 fax

County Served:  Pulaski

Contacts:
Paula Taylor




Karen Estep



ptaylor@rescare.com


kestep@rescare.com
CAKY Somerset is a quality SCL Provider making a positive influence on the lives of person's with mental and/or physical disabilities.  All services are provided in a dignified, age appropriate, and enhancing way.  CAKY Somerset provides a top of the line residential program featuring modern, tastefully decorated homes located in well respected neighborhoods throughout the Somerset area.  Support Coordination is provided by competent and caring Case Managers ensuring each individual is treated with dignity and respect.  CAKY Somerset's Adult Day Training goes above and beyond the norm by building positive relationships, community integration, and providing new opportunities for the people they support.  CAKY Somerset's Supported Employment program provides individualized and customized employment opportunities to those wishing to obtain employment.  The Supported Employment Specialists receive extensive training to ensure the individual’s strengths, needs, and interests are matched with the specific needs of an employer.  



CAKY - Winchester    
625 Tech Drive 

Winchester, KY 40391
(859) 737-5220 phone
(859) 737-5221 fax

Counties Served:  Clark, Montgomery & Powell

Contact: 
Jacqueline Richardson
                
 jrichardson@rescare.com
All SCL Waiver services including supported employment.



CAPRICE Supported Employment Services

PO Box 1390 (send mail here)

441 KY 2417

Corbin, KY  40701

(606) 523-5732/5733 phone

(606) 523-5727 fax

Counties Served:  Knox, Laurel, Whitley & McCreary

Contact:
Debby Nolan, Program Manager



Dnolan@chrisapp.org or capricese@chrisapp.org
CAPRICE, a program with The Christian Appalachian Project, Inc., provides supported employment services with long-term supports.

Website:  www.chrisapp.org


Career Ventures 
506 State Street
Bowling Green, KY 42101

(270) 901-5000 ext. 1113
(270) 843-4685 fax

Counties Served: Warren & Simpson

Contact:
Joel Mahaney
                    
Jmahaney@Lifeskills.com
Career Ventures is a Supported Employment Program that serves individuals with severe mental illness.

Website:  www.lifeskills.com


Champion Supports & Services

126 Sycamore Street

Harold, KY  41635

(606) 478-4848 phone

(606)  478-4838 fax

Counties Served:  Floyd & Surrounding Counties

Contact:
Amanda Lawson



lyric_adc@yahoo.com
Champion Supports & Services, Inc. is an SCL waiver program.  We are privately owned and locally operated human services agency committed to providing quality supports & services to individuals diagnosed with mental retardation and/or developmental disabilities. We offer supported employment to Floyd and surrounding counties.  



Chransye

1043 Center Drive

Richmond, KY  40475

(270) 626-1042 phone

(270) 626) 1146 fax

County Served:  Madison

Contact:
Chris Collins



Chransye1@qx.net


Christian Care Communities – Pathways of Central Kentucky (1)
671 West Hwy 80
Somerset, KY 42503
(606) 678-4660 phone
(606) 678-2643 fax

Counties Served: Pulaski & Wayne

Contacts: 
Pam Taylor, Director of SE Services

                 
Pam.taylor@ccc1884.org


Terri Bridges, Supervisor of SE Services



Terri.bridges@ccc1884.org
Supported Employment services for people with developmental disabilities within the SCL Waiver Program for Pulaski and Wayne counties. Community SE services for persons with developmental disabilities referred by OVR in Pulaski and Wayne counties at this time.

Website:  http://www.christiancarecommunities.org/


Christian Care Communities – Pathways of Central Kentucky (2)

4142 Old Columbia Road

Campbellsville, KY  42718

(270) 789-4425 phone

(270) 789-3998 fax

Counties Served:  Adair & Taylor

Contacts:
Pam Taylor, Director of SE Services



Pam.taylor@ccc1884.org


Lisa Sopha, Supervisor of SE Services



Lisa.sopha@ccc1884.org
Supported Employment services for people with developmental disabilities within the SCL Waiver Program for Adair and Taylor counties. Community SE services for persons with developmental disabilities referred by OVR in Adair and Taylor counties at this time.

Website:  http://www.christiancarecommunities.org/


Christian Care Communities

Stepping Stones 

The Ashland Building

12700 Shelbyville Road 
Louisville, KY 40243-1573
(502) 245-3774 ext. 121

(502) 254-8767 fax


Counties Served:  Accept referrals on individuals who are eligible for Medicaid and are on the ABI Waiver from all around Kentucky.

Occupational therapy, structured day program, companion services, speech / language pathology, counseling, residential services & supported employment.



Communicare, Inc.

The Employment Connection

320 Ring Road

Elizabethtown, KY  42701

(270) 769-3377, ext. 30 phone

(270) 769-6974 fax

Counties Served:  Marion, Washington, Nelson, Hardin, Larue, Grayson, Breckinridge, Meade & Hart (limited)

Contact:
Angela Mullens, SE Coordinator



amullens@communicare.org
Employment Connections serves individuals who have a documented disability, which hinder them from obtaining or maintaining employment. We serve all types of disabilities. 



Community Connections 
P.O. Box 468 (send mail here)
Physical Address:
4663 US 23 South

Allen, KY 41601





Ivel, KY  41642
606-874-1900 phone
606-874-1902 fax

Counties Served:  Pike, Floyd & Johnson

Contact:
Peggy McKenzie


Ginger Jarrell
         
 psmckenzie04@yahoo.com
ginJarrell@yahoo.com
As an SCL based agency, we support individuals with mental retardation and brain injury who have been approved for SCL supports.  We are also beginning to support children in the DCBS program. We provide all supports approved by SCL (i.e. residential, community habilitation, respite, behavior supports, etc...). If we get a referral to provide Supported Employment, then the individual must be approved for SCL.



Community Employment, Inc.
1974 Douglass Blvd.
Louisville, KY 40205
(502) 451-5601 phone
(502) 451-8518 fax

Counties Served: Jefferson, Oldham, Henry & Trimble

Contact:
 Barry A. WhaleyBarrycei@bellsouth.net
              
 
Community Employment is a full-service employment agency for people with significant disabilities associated with mental retardation, traumatic brain injury or autism. Community Employment is also an Employment Network provider with the Social Security Ticket to Work Program. Our services include job evaluation, job development, training and consultation services, and on-going support services.  Community Employment coordinates an entrepreneurial project for brain injury survivors.  In addition to client services, Community Employment provides technical consulting services for programs across Kentucky. 

Program information may be found at www.guidestar.org


Community & Employment Opportunities
216 Old Lair Rd.
Cynthiana, KY 41031
(859) 234-9377 phone
(859) 234-2365 fax

Counties Served: Harrison

Contacts:
Cindy Barnes, Director     

      
Charlotte Brown, Assistant Director
                 
ceo9377@hotmail.com
Services include Person Center Job Selection, Job Development, Job Support, Job Placement, & Transportation.



Community Opportunities

325 Clifty Street

Somerset, KY  42501

(606) 451-9715 phone

(606) 678-9883 fax

County Served:  Pulaski

Contacts:
Matthew Acton



Matthew.acton@communityopportunities.net
Website:  www.communityopportunities.net
Community Opportunities is a Supports for Community Living program, located in Somerset, Kentucky. We provide opportunities for individuals living with mental
retardation and/or developmental disabilities to live in and be a part of the Somerset and Lake Cumberland region. We provide the following supports: Residential, Adult Day Training, Case Management, Behavior Supports, and Supported Employment.


Community Presence, Inc.   
P.O. Box 1185 (send mail here)

1758 East Midland Trail
Grayson, KY 41143
(606) 475-0797 phone
(606) 474-6225 fax

Counties Served:  Carter, Boyd & Greenup

Contacts:
Bob Thompson 


Margaret Tilsley


cpi1996@hotmail.com

margarettilsl@yahoo.com
Provide basic individually oriented job development and job coaching supports to individuals with developmental disabilities.



Courage to Change

4014 South Laurel Road

London, KY  40744

(606) 877-9008 phone

(606) 877-1785 fax

Counties Served: Laurel & Surrounding Counties

Contact:
David Tipton



David_tipton1@netzero.com
Courage to Change became a Supported Employment provider through OVR in January 2005.  We are a Supports for Community Living provider serving individuals with MR/DD.  We provide all SCL services.




Cumberland River Employment   
P.O. Box 568 (Send mail here)

1201 American Greeting Road
Corbin, KY 40701
(606) 528-7010 ext. 260 phone
(606) 528-9623 fax

Counties Served:   Clay, Laurel, Whitley, Knox, Rockcastle, Jackson, Bell 




& Harlan

Contacts:
Chad Jackson, MR/DD Associate Director 

Gloria Gibson, SE Services

Gloriagib@kih.net
Cumberland River Employment works with individuals with mental disabilities to find employment, maintain employment, and to be satisfied with employment. Services include Person Centered Job Selection, Job Development, Follow Up, Coaching and monitoring for employer satisfaction. 

Website:  www.cumberlandriver.com/crccc.html


Custom Quality Services  
3401 Jewell Ave. 

Louisville, KY 40212
(502) 772-7383 phone
(502) 772-2225 fax

Counties Served:  Jefferson, Oldham & Bullitt

Contact:
Angela Basil, H.R. Manager
              
Basil@customqualityservices.org
Vocational training and employment for individuals with disabilities.



Dreams With Wings

1579 Bardstown Road

Louisville, KY  40205

(502) 459-4647 phone

(502) 456-5705 fax

County Served:  Jefferson

Contact:
Carolyn Butain



Soaringdreams01@aol.com
Dreams With Wings, Inc., is a non-profit organization that is committed to providing the highest quality housing and support services to individuals with mental retardation and developmental disabilities in the community.  Our goal is to assist individuals in obtaining their highest level of potential.  Our services include supported employment, support coordination, supported living, staffed residences, day program, therapy services, adult education, and a leisure outreach program.

Website:  www.dreamswithwings.org


East Kentucky Support Services, Inc

35 Reel View Drive 

PO Box 133

Jeremiah, KY  41826

(606) 633-7272 phone

(606) 633-2793 fax

Counties Served:  Letcher, Knott & Perry

Contact:
Amanda Griffie , Medical Coordinator/Business Liaison



eastkyss@yahoo.com
East Kentucky Support Services is a community living facility who supports individuals that have intellectual disabilities as well as physical disabilities.  We provide supports in the following areas: Staffed Residence, Adult Day Training, Child Day Training, Supported Employment, Respite, Community Living Supports, Case Management, Behavior Supports, Psychological Services, Occupational, Physical and Speech Therapy.



Employment Connections (1)
801 North 29th Street
Paducah, KY 42001
(270) 443-1200 phone
(270) 444-0655 fax

Counties Served: McCracken, Ballard, Marshall, Livingston, Lyon, Caldwell, Crittenden, Hopkins & Christian

Contact:
Lisa Carrico, SE Director



lcarrico@eswky.com
Employment Connections provides various types of job placement services. Services include supported employment and community based services (traditional).



Employment Connections (2)
117 Wells Hall 
Murray State University
Murray, KY 42071

(270) 809-3372 phone
(270) 809-5629 fax

Counties Served: Calloway & Marshall

Contacts:
Lisa Carrico, SE Director
Ashley Taylor, Employment Specialist
                
lcarrico@eswky.com
ataylor@eswky.com
Employment Connections provides various types of job placement services. Services include supported employment and community based services (traditional).



Employment Connections (3)

206 West South Street, Office 201

Mayfield, KY  42066

(270) 247-3088 phone

Counties Served:  Graves, Carlisle, Fulton & Hickman

Contacts:
Lisa Carrico, SE Director




lcarrico@eswky.com

Employment Connections provides various types of job placement services. Services include supported employment and community based services (traditional).



Everyday Matters, LLC
628 Teton Trail
Frankfort, KY 40601
(502) 875-5173 phone
(502) 875-5174 fax

Counties Served: Franklin

Contact:
 Cindy Maddox  

                   
 cmaddoxedm@yahoo.com
We are a full range of supports for community living program.



Frankfort Habilitation, Inc.
3755 Lawrenceburg Rd.
Frankfort, KY 40601
(502) 227-9529 phone
(502) 227-7191 fax

Counties Served: Franklin, Shelby, Owen, Scott, Woodford & Anderson

Contacts:
Carol Woolums, Job Placement
   

 Fhi_carol@dcr.net






         Patti Graham, Services Coordinator  

 Fhi_pl@dcr.net
Community Rehabilitation Program that provides vocational services to persons with disabilities.



Goodwill Industries, KYOWVA 
2100 Winchester Ave. 

Ashland, KY 41101
(606) 324-0099 phone
(606) 325-3606 fax

Counties Served: Boyd, Greenup & Grayson

Contact:
Linda Miller
                   
lmiller@goodwillhunting.org
Community Employment Specialists, Supported Employment, Job Placement, 
Person Centered Job Selection.



Harbor House of Louisville, Inc.

2231 Lower Hunters Trace

Louisville, KY  40216

(502) 719-0072, ext 16

(502) 719-0078

County Served:  Jefferson

Contacts:
Kaye Dalton



Bill Carrico



kdalton@hhlou.org


bcarrico1@hhlou.org
Harbor House of Louisville provides a variety of services including:  supported employment, CRP, CLS, CH, case management, behavior, speech, occupational, and physical therapy.  Harbor House is a Supports for Community Living (SCL) provider.

Website:
WWW.HHLOU.ORG


Homeplace Support Services, LLC

215 South 4th Street, Suite #2

Danville, KY  40422

(859) 936-2010 phone

(859) 236-7225 fax

Counties Served:  Boyle & Surrounding Counties

Contacts:

Linda Dye, RN, QMRP, Program Director



carebylinda@bellsouth.net
Supports for Community Living (SCL) is a home-and community-based waiver under the Kentucky Medicaid program and was developed for Kentucky residents as an alternative to institutional care for an individual with mental retardation or developmental disabilities. SCL allows an individual to remain in or return to the community. 

Qualifications: Individuals with mental retardation or developmental disabilities who meet the requirements for residence in an Intermediate Care Facility for persons with Mental Retardation (ICF/MR), and who meet other Medicaid requirements. 

AG. Homeplace Support Services is an SCL Provider that includes the following support services: Staffed Residence, Community Living Supports, Community Habilitation, Respite, Prevocational Services, Supported Employment, Occupational Therapy, Physical Therapy, Speech Therapy, Behavior Support, Support Coordination, Psychological Services.


Hometown Connections, Inc.  
P.O. Box 1976

London, KY 40743-1976
(606) 862-8855 phone
(606) 862-8128 fax

Counties Served:  Laurel

Contacts:
Cami Watkins


  
     
Sunni Watkins
                
Denise McFadden

Supports for Community Living Provider – Providing Supports for Adults with Mental Retardation of Developmental Disabilities.



Hugh E. Sandefur Industries, Inc.  
1449 Corporate Ct.
Henderson, KY 42420
(270) 827-2401 phone

(270) 827-9575 fax

Counties Served: Henderson, Webster, Daviess & Union

Contacts: 
 Terry Tapp



Tracie Tapp

Terry.tapp@hesandefur.com         tracie@hesandefur.com
Hugh E. Sandefur Industries, Inc. (HESII) is a private, not for profit community based employment program serving Henderson, Union, Webster, Daviess and Hancock counties in Kentucky. The base facility is located in Henderson, KY where we have a 56,000 square feet production facility serving multi-disabled persons with service in vocational evaluation, work adjustment, extended employment, supported employment and transitional placement.  Placement services extend to all counties mentioned in both supported and traditional placement. We have a satellite extended employment program located on the Wendell Foster Campus is Owensboro, KY. We also have a placement office staffed and located in Owensboro, KY. 



Independent Industries, Inc.

4000 McCollum Court

Louisville, KY  40218

(502) 451-4631 phone

(502) 451-9316 fax

Counties Served:  Jefferson
Contact:  
Stephen Leischner, Employment Specialist

stephenl@iiinc.org
Independent Industries Supported Employment Program promotes a "Best Practices" culture working one-on-one with participants to develop a Person Centered Approach to job placement. Services include vocational assessment, person centered plan, job search, job development, job analysis, interviewing prep, paperwork assistance, transportation assistance, on-site job coaching, follow-up support, problem resolution and referral to other agencies as needed.

Website:  www.independentindustries.com


Independent Opportunities (1)
P.O. Box 5067 (send mail here)

1501 South Main Street

London, KY 40745
(606) 877-9209 phone
(606) 877-1770 fax

Counties Served:  Laurel, Knox, Jackson, Clay & Whitley

Contacts:
Wayne Harvey
wharvey@independentopportunities.com


John Collier

jcollier@independentopportunities.com


Charles York

cyork@independentopportunities.com
Support Coordination, Community Habilitation, Supported Employment, Pre-Vocational Services, Community Living, Occupational Therapy, Residential Supports, Behavioral Supports, Respite, Physical Therapy, Speech Therapy & Psychological Services. 

Website:  www.independentopportunities.com


Independent Opportunities (2)

PO Box 3128

Richmond, KY  40476

(859) 626-9206 phone

(859) 626-8880 fax

County Served:  Madison

Contact:
Delana Wommer

Support Coordination, Community Habilitation, Supported Employment, Pre-Vocational Services, Community Living, Occupational Therapy, Residential Supports, Behavioral Supports, Respite, Physical Therapy, Speech Therapy & Psychological Services. 
Website:  www.independentopportunities.com


Independent Opportunities (3)

PO Box 3126 (Send mail here), 42564

90 Southern School Road

West Somerset, KY  42501-3223

(606) 676-4840 primary phone

(606) 676-0630 phone

(606) 676-0039 fax

A. Counties Served:  Pulaski & surrounding counties
Contacts:
Melanie Parsons



mparsons@independentopportunities.com


David Hall

Support Coordination, Community Habilitation, Supported Employment, Pre-Vocational Services, Community Living, Occupational Therapy, Residential Supports, Behavioral Supports, Respite, Physical Therapy, Speech Therapy & Psychological Services. 

Website:  www.independentopportunities.com


Inspired Living, LLC

PO Box 2454

201 S. Main St.

London, Ky. 40743

(606) 877-1552 phone

(606) 877-1594 fax

County Served:  Laurel

Contact: 
Joseph Martin, Executive Director



MrJ_Martin@Hotmail.com
Inspired Living is a Supports for Community Living (SCL) provider. SCL assists individuals with mental retardation or developmental disabilities to remain in or return to the community. Inspired Living's mission is to provide supports for Kentucky's residents with mental retardation/developmental disabilities in the most ethical, caring, and professional manner to participate fully in the community. One way Inspired Living is able to carry out it mission is by providing vocational rehabilitation and supported employment services.



JU Kevil, Inc.

PO Box 345 (send mail here)

1900 South 10th Street

Mayfield, KY  42066

(270) 247-5396 phone

(270) 247-1233 fax

Counties Served:  Graves, Marshall, Calloway, Carlisle & Fulton

Contact:
Carol Barnes



cbarnes@jukevil.com
JU Kevil serves individuals with all disabilities through the areas of Job Placement, Supported Employment, Assessments, Job Coaching, and Resumes.



Kaleidoscope, Inc

10000300 Bunsen Way

Louisville, KY  40299

(502) 495-1662 phone

(502) 495-1665 fax

Counties Served:  Jefferson, Bullett, Spencer, Shelby & Oldham

Contact:
John Shipley


John@kaleidoscopeservices.org
Website: www.kaleidoscopeservices.org


Kay Bullis    
2272 Logan Lane 

West Union, OH 45693
(937) 544-2523 phone
(937) 544-2523 fax

Counties Served:  Bracken, Mason, Robertson, Lewis & Fleming

Contact:
Kay Bullis
    
           kaybullis@yahoo.com
Job Placement, Supported Employment, Assessments, Job Coaching and Resumes.



KY River Community Care

115 Rockwood Lane

Hazard, KY  41701

(606) 436-5761 ext 7277

(606) 436-0400

Counties Served:  Perry, Letcher, Leslie, Knott, Breathitt, Lee, Owsley & Wolfe

Contact:
Vicky Hudson



Vicky.Hudson@krccnet.com


Laurel Springs, Inc.   
51 Twin Ponds Lane 

London, KY 40741
(606) 877-6445 phone
(606) 877-6574 fax

Counties Served:  Laurel

Contacts:
Tom Jones



wilco_usa@yahoo.com
On-site training, pre-vocational services, & supported employment services.



LifeSkills, Inc., Employment Options

2420 Russellville Road
Bowling Green, KY 42101
(270) 901-5000 ext. 1217  
(270) 782-0058 fax


Counties Served: Warren, Logan, Simpson & Barren

Contact:
Jan Eblen, Manager Community Employment Services
            
jeblen@lifeskills.com 
LifeSkills Employment Options Supported Employment Program is a service that offers a comprehensive support network to assist individuals with locating and maintaining employment. Our staff provides companies with effective ways to meet personnel demands. Services provided include individualized screening / planning (PCJS), job development, job training and extended follow-up services. All services are designed to ensure that the participant is able to remain confident and productive in his or her position. Through this on-going relationship, assistance with job related issues are always available. 

Website:  www.lifeskills.com
Website:  www.lsind.com


Links of KY, LLC

155 Sunset Drive

Bronston, KY  42518

(606) 451-0541 phone

(606) 451-0543 fax

County Served:
Pulaski

Contact:
Jerry McDonald, Executive Director


April Starns, Program Director






linksofky@windstream.net
Links of Ky. Is a full-service S.C.L. program.  We are located in Somerset, and provide supports in Pulaski Co. and surrounding areas.  Links is dedicated to “linking” with all available community resources in order to enhance the quality of life of each individual we serve.  Through person-centered planning and supports, Links promotes the development and implementation of supports that empower individuals to become active participants, and informed decision makers, within their community.



Mattingly Center Inc.

1520 Baxter Avenue

Louisville, KY 40205

(502) 451-6200 phone
(502) 451-6861 fax

Counties Served: Metro Louisville & Surrounding Areas

Contact:
Barbara Henchey

         

bhenchey@mattinglycenter.org
Serving adults 21 yrs old and over, with mental retardation and developmental disabilities. Day services include adult day training, community living supports, supported employment, case management, occupational/physical/speech therapy and respite.

Website:  www.Mattinglycenter.org


Meeting Challenges, LLC
2210 Goldsmith Lane, Suite 122
Louisville, KY   40219
(502) 889-6651 phone

Counties Served:

Contacts:
Darlene Mayer


Mental Health America of Northern Kentucky

513 Madison Avenue, Suite 3

Covington, KY  41011

(859) 431-1077 phone

(859) 292-2485 fax

Counties Served:  Kenton, Boone, Campbell & Grant

Contacts:
Rhonda Griffin



rgriffin@mhanky.org
Website:  www.mhanky.org


Mountain Comprehensive Care (1)
140 S. Front Avenue

Prestonsburg, KY 41653
(606) 886-4368 phone

(606) 424-5364 cell phone
(606) 886-4434 fax
 
Counties Served: Floyd, Johnson, Magoffin & Martin

Contacts:
Chalmer Howard, MR/DD Director, SE Supervisor

choward@mtcomp.org
Travis Thompson, Employment Specialist

 tthompson@mtcomp.org
The supported employment program at Mountain Comprehensive Care helps individuals with mental retardation, developmental disabilities and mental illness prepare for, find, and keep employment in their area. This is done through the Person-Centered Job Selection and Job Development.



Mountain Comprehensive Care (2)

PO Box 2646

Pikeville, KY  41501

(606) 433-2350 phone

(606) 424-5364 cell phone

(606) 437-5412 fax

County Served: Pike

Contact:
Travis Thompson, Employment Specialist

 tthompson@mtcomp.org
The supported employment program at Mountain Comprehensive Care helps individuals with mental retardation, developmental disabilities and mental illness prepare for, find, and keep employment in their area. This is done through the Person-Centered Job Selection and Job Development.



New Hope Agency, LLC
103 South Main Street
Harrodsburg, KY 40330
(859) 734-3962 phone
(859) 734-2532 fax

Counties Served: Mercer

Contacts: 
Terry Wallingford
                   
Nancy Zielke


NewHopeAgency@aol.com
SCL Provider – providing services and supports to the mentally & physically challenged individuals.



New Perceptions, Inc.
One Sperti Drive
Edgewood, KY 41017
(859) 344-9322 phone
(859) 344-9332 fax

Counties Served: Boone, Campbell, Carroll, Grant, Kenton & Pendleton (occasionally Gallatin and Owen)

Contact:
Paul Meisenhelder
             pmeisenhelder@newperceptions.org   

New Perceptions provides services to children and adults with Developmental Disabilities, Mental Retardation, Psychological Disorders and other barriers to reach their maximum potential through intervention, education, and employment. The Employment Services department provides one-on-one support to individuals seeking employment in the areas of job development, job procurement, on the job training and ongoing follow-up throughout the individual’s career.

Website:  www.newperceptions.org


North Key Community Care

MR/DD

PO Box 62

308 Barnes Road

Williamstown, KY  41097

(859) 824-4442 phone

(859) 824-4448 fax

Counties Served:  Grant, Carroll, Owen & Gallatin

Contacts:
Sharla Lake



Jill Turner




slake@northkey.org


Dee Ellis



(502) 732-6416

MR/DD clients enrolled in the Adult Day Training Programs only



North Key, Inc.

Supported Employment Services Unit

722 Scott Street

Covington, KY  41011

(859) 431-1888 phone

(859) 431-1843 fax

 Counties Served:  Campbell, Kenton, Boone, Pendleton & Grant
Contact: 
 Ashley Hall, Employment Rehabilitation Supervisor



ahall@northkey.org
The Supported Employment Services Unit assists North Key consumers with a mental health diagnosis getting back to work. We meet with consumers on a regular basis before they gain employment and provide support while they are employed. We work with OVR and other agencies that benefit our consumers. We keep in contact with other North Key staff about the progress of the consumers.



Opportunity For Work & Learning (OWL)

650 Kennedy Road

Lexington, KY  40511

(859) 254-0576 phone

(859) 254-0578 fax

Counties Served:  Fayette & surrounding counties

Contacts:
Georgia Brownfield, Center Director



gbrownfield@owlinc.net


Jaye Forsythe, Employment Specialist

jforsythe@owlinc.net
OWL is a community rehabilitation program serving the Lexington area since 1961.  Comprehensive vocational rehabilitation services include: Vocational Evaluation, Life Skills Classes, Work Adjustment/Conditioning, Job Readiness, Competitive Employment and Supported Employment.

OWL’s Supported Employment Program has been designed to provide employment services for severely disabled individuals who are determined eligible for SE services by the Office of Vocational Rehabilitation.  The following individualized services are included: Person Centered Job Selection, Job Development, Job Retention with job coaching and development of natural supports. All employment is in integrated settings in community businesses. At the time of referral, OWL will explore and determine a plan for funding long term support for each individual.

Website:  www.owlinc.net


Options Unlimited, Inc.  (1)

205 Castlerock Drive

Shepherdsville, KY  40165

(502) 955-7271 phone

(502) 955-7221 fax

Counties Served:  Bullitt & Jefferson

Contacts:  Willie Byrd, Director of SE Services





 williebyrd@juno.com


Brian Stinnett, Employment Specialist



Brian.stinnett@gmail.com
Options Unlimited's mission is to assist people with disabilities to become as independent as possible by obtaining opportunities to participate in and contribute to their community through work and educational programs.  In order to achieve this mission Options will operate an employment program and a day program that will provide these opportunities.

Website:  www.optionsunlimitedinc.org


Options Unlimited, Inc.  (2)
500 Main Street, Ste. 4 

Shelbyville, KY 40065
(502) 633-9725 phone
(502) 633-9013 fax

County Served:  Shelby

Contact:  
Trish Gheen Goins, Employment Specialist
                 
TrishGheenGoins@Gmail.com
Options Unlimited's mission is to assist people with disabilities to become as independent as possible by obtaining opportunities to participate in and contribute to their community through work and educational programs.  In order to achieve this mission Options will operate an employment program and a day program that will provide these opportunities.

Website:  www.optionsunlimitedinc.org


Options Unlimited, Inc. (3)

80 East Main Street

Taylorsville, KY  40071

(502) 477-1984 phone

(502) 477-1883 fax

Counties Served:  Spencer & Henry (limited)

Contact:  
Ruth Moore, Employment Specialist



ruthmmoore@gmail.com
Options Unlimited's mission is to assist people with disabilities to become as independent as possible by obtaining opportunities to participate in and contribute to their community through work and educational programs.  In order to achieve this mission Options will operate an employment program and a day program that will provide these opportunities.

Website:  www.optionsunlimitedinc.org


Options Unlimited (4)

305 West Broadway, Suite 200

Louisville, KY  40202

(502) 589-6620 ext. 132

(502) 589-3980 fax

County Served:  Jefferson, Bullitt & (Spencer and Shelby if consumers fit profile)

Contacts:
Jamie Lemak, Employment Specialist



Jamie.lemak@gmail.com


Bonnie Andaya, Employment Specialist



bonnieandaya@gmail.com
The Louisville office serves Deaf and Hard of Hearing clientele.  We specifically work with Deaf At Risk (DAR) population.  We currently have consumers from Jefferson and Bullitt counties. 

Website:  www.optionsunlimitedinc.org


Our Friends Place

316 North Hill Street

PO Box 2558

London, KY  40743

(606) 877-2631 phone

(606) 877-2635 fax

County Served:

Contacts:
Telina Wilson


Kim Fields



ourfriendsplace@adelphia.net
ourfriendsplace@adelphia.net


Pathways, Inc.
211 Adena Drive
Mt. Sterling, KY 40353
(859) 497-0006 phone
(859) 497-0006 fax

Counties Served: Bath, Boyd, Carter, Elliott, Greenup, Lawrence, Menifee, Montgomery, Morgan & Rowan

Contacts: 
   Cleo Howard 
                
   Sheryl HallJOBSPROGRAM@PATHWAYS-KY.ORG
              
   
Supported Employment provides a means by which people with severe disabilities may obtain and then maintain meaningful employment.  These services may include:

· Individual Person Centered Job Selection

· Job Development

· Job Placement and On-Site Job Training

· On-going Employment Follow-up Services

· Advocacy, Transportation Training, Employment Counseling, Social Skills Training and other Support Services

Website: www.pathways-ky.org


 Point, The
104 W. Pike Street
Covington, KY 41011
(859) 491-9195 phone
(859) 491-0763 fax

Counties Served: Boone, Kenton, Campbell & Pendleton

Contacts:
Chris Bradburn, Director Employment



Employment@thepointarc.org
                Linda Lane, Assistant Director Employment
                Employment@thepointarc.org
Supported Employment provides a means by which people with severe disabilities may obtain and then maintain meaningful employment.  These services may include:

· Individual Person Centered Job Selection

· Job Development

· Job Placement and On-Site Job Training

· On-going Employment Follow-up Services

· Advocacy, Transportation Training, Employment Counseling, Social Skills Training and other Support Services

The Point, established in 1972, is a full-service agency committed to securing for all people with mental retardation / developmental disabilities the opportunity to reach their highest potential educationally, vocationally, residentially, and socially.

The Point Employment Service, established in 1985, assists individuals in successfully achieving community-based employment by offering effective training, identifying suitable job opportunities, and providing on-going support services. The Point utilizes three training companies that help individuals gain work experience and work skills. Following successful on-the-job training, trainees are prepared for permanent job placement with Northern Kentucky employers. All job-related training and support is provided free of charge. 

Website:  www.thepointarc.org


Quest Community Services, Inc.   
4230 N. Hwy 1247 

Somerset, KY 42503

(606) 423-9626 phone Somerset
(606) 376-7117 phone Whitley City

(606) 423-9686 fax Somerset
(606) 376-7118 fax Whitley City

Counties Served:  Pulaski, McCreary, Taylor, Adair, Green, Casey, Russell, Clinton, Cumberland & Wayne

Contact:  
Linda Craig, RN/Executive Director



lindaquest@highland.net


Karen Haynes, ADT Supervisor/SE Coordinator



karenquest@highland.net
Khristy Wilson, Case Manager



khristyquest@highland.net
Quest Community Services, Inc. was developed for the purpose of managing programs and facilities designed to provide supports to individuals with mental retardations or developmental disabilities.  Quest is a full-service Supports for Community Living program.  Quest has seven residences, family home providers and respite care for individuals with MR/DD.  Quest also has two Adult Day Health Care Centers with one each located in McCreary and Lincoln Counties.

Website:  www.questcs.org


Recovery Network of Northern Kentucky

605 Madison Avenue

Covington, KY  41011

(859) 431-2134 phone

(859) 431-0473 fax

Counties Served:  Kenton, Boone, Campbell & Grant

Contacts:
Larry Schuler



Jennifer Theetge



Schuler1956@yahoo.com

theetge926@yahoo.com


John Riesenberg



Riesenberg19661@yahoo.com
Website: http://home.fuse.net/recnet/


Redwood Rehabilitation Center

71 Orphanage Road

Ft. Mitchell, KY  41017

(859) 331-0880 phone

(859) 331-6177 fax

Counties Served:  Boone, Kenton, Campbell, Carroll, Grant, Pendleton &       Gallatin

Contact:
Hazel Draud-Semelka



Hdraud-semelka@redwoodrehab.org
Redwood Rehabilitation Employment Service Program provides services to adult individuals who are diagnosed with developmental, physical, cognitive, sensory, psychological disabilities, and addictive disorders. The program offers the individual many resources such as job search skills, technical assistance, professional job development, on the job training / coaching and long-term support to assure employment and job retention. We also offer Drivers Permit Training Classes and we cooperate with KY OVR in public transportation training, independent living and proper clothing for work.


Seven Counties Services – Networks at Work
3717 Taylorsville Rd.
Louisville, KY 40220
(502) 459-5292   phone
(502) 452 –9079 fax


Counties Served: Jefferson

Contacts:
Cliff Keith, Job Coach

Janet Hardy, Unit Manager
    Ckeith@sevencounties.org              Jhardy@sevencounties.org
Provide Supportive Employment Services to adults with MR/DD who receive SCL Waiver services and day and support coordination services through seven counties.



Southwest Center, The

8009 Terry Road

Louisville, KY  40258

(502) 935-1848 phone

(502) 933-7833 fax

County Served:  Jefferson

Contact:  
Alex Scholtz, Executive Director



ascholtz@bellsouth.net
Employment Coordinators:

Brenda Tierney



Julie McMitchin

brendatie@bellsouth.net


juliesep@bellsouth.net
Marjorie Ludtke, Program Director

margiepd@bellsouth.net
The Southwest Center was founded in 1982 as a growing response to the need for programs and employment opportunities for adult individuals with developmental disabilities.  The Southwest Center is a 501 (c)3 non-profit organization located in southwest Jefferson County.  As your one stop shop for services the adult day program includes On-Site Employment with a structured work environment through differed work contracts with local area businesses, an Adult Day Training and Activities program, Supported Employment and Community Rehabilitation Program services.  In addition Handi-Craft Ceramics, a retail ceramics shop was added to our array of instructional services for the individuals we serve and the community at large.    We accept both private pay and those individuals with the SCL waiver.  

Website:  www.thesouthwestcenter.com


Strategic Partnerships (1)
1100 Walnut Street
Owensboro, KY 42301
(270) 689-6500 phone
(270) 689-6724 fax

(270) 689-6677 fax


Counties Served: Daviess, Ohio, Hancock & McLean

Contact:
Jaynan Day

           
Day-Jaynan@rvbh.com 
Qualified staff assist participants in choosing, obtaining, maintaining, and/or advancing in competitive employment. 



Strategic Partnerships (2)

417 South Main Street, Suite A-3

Henderson, 42420

(270) 826-4166 phone

(270) 826-2285 fax

Counties Served:  Henderson, Webster & Union

Contact:
Jaynan Day



Day-Jaynan@rvbh.com
Qualified staff assist participants in choosing, obtaining, maintaining, and/or advancing in competitive employment. 



Trace Industries, Inc.   
430 Davenport Road 

Hopkinsville, KY 42241
(270) 885-1721 phone
(270) 887-9221 fax

Counties Served:  Christian & Hopkins

Contact:
Tracy Bell



tbell@pennyroyalcenter.org
Comprehensive Care Center – All Services and all disabilities.



Vocational Alternatives 

Seven Counties Services, Inc.
756 South First Street, Suite 103
Louisville, KY 40202-2036
(502) 589-8540 phone
(502) 589-8943 fax

County Served: Jefferson

Contact: 
Les Frasier 
             lfrasier@sevencounties.org  
 
Vocational Alternatives is a program of Seven Counties Services that provides Supported Employment services to adults with severe and persistent mental illness.  For more than 20 years, Vocational Alternatives has coordinated with the Office of Vocational Rehabilitation, Community Employers and Social Services professionals to successfully assist program participants with achieving their employment goals. 

Program services include: Employment Readiness Classes, Job Placement, Job Coaching, and Long-term Individual and Peer Group support. Our experienced Staff and Peer Advisors are available to provide consultation to potential participants and referral sources as needed. For more information about our program or to make a referral phone (502) 589-8540.

Website:  www.sevencounties.org


WATCH, Inc.
702 Main Street
Murray, KY 42071
(270) 759-1965 phone
(270) 761-1453 fax

Counties Served: Calloway

Contact:  Charline (Sherry) Caviness
             Patrice@murray-ky.net   
Provide vocational rehabilitation and job placement for mentally and/or physically challenged adults.
Website:  www.murraywatch.org


Welcome House of Northern Kentucky, Inc.

205 Pike Street

Covington, KY  41011

(859) 431-8717 phone

(859) 431-6297 fax

A. Counties Served:  Kenton, Boone & Campbell

Contacts:  
R.T. Morgan



Debbie Rose

rmorgan@welcomehouseky.org
    drose@welcomehouseky.org
Serving employment–disadvantaged individuals Welcome House Employment Services offers a ten week Job Club covering tools necessary for employment such as how to complete applications, what to do in interviews, resume writing, and dressing for success for the important first impression.  A Ride ‘N Seek van takes clients to hiring job sites and assists with completing applications.  Job Coaches work one on one with clients and with many employers in the Northern Kentucky area.  The Women’s Crisis Center, Transitions, Cabinet for Families and Children and the One Stop are some of the referring agencies. Welcome House collaborates with the community to provide a continuum of quality services for individuals and families who are either homeless or at risk of becoming homeless to eradicate homelessness, foster stability and promote a just society.


Zoom Group 
410 West Chestnut Street, Ste. 900
Louisville, KY 40202
(502) 581-0658 phone
(502) 581-9520 fax

Counties Served: Jefferson & Greater Louisville Metro Area

Contacts:
Dollie Johnson, Director, Job Placement Division        

 

 djohnson@zoomgroup.org
Ann Rosenberg - Sattich, President                                             arosenberg-sattich@zoomgroup.org
Zoom Group provides supported employment services to more than 200 clients in community placements and more than 130 clients in five of our own small businesses. We primarily serve clients with mental retardation. Zoom Group also operates four-day programs throughout the city.

Website:  www.zoomgroup.org
      782 KAR 1:010. Kentucky Business Enterprises.
 
RELATES TO: KRS 163.470(11), 34 C.F.R. Part 395, 20 U.S.C. 107b, 107e
STATUTORY AUTHORITY: KRS 163.470(5), 34 C.F.R. 395.4, 20 U.S.C. 107b(5)
NECESSITY, FUNCTION, AND CONFORMITY: KRS 163.470(5) requires the office to establish and implement policies and procedures for administering the program of services for the blind and visually impaired. 20 U.S.C. 107b(5) requires the office to promulgate administrative regulations for the operation of the vending facility program. This administrative regulation establishes the operational requirements for the business enterprises program for the federal Randolph-Sheppard Vending Facility Program.
 
Section 1. Definitions. 
(1) "Active participation" means an ongoing process which is:
(a) Between the office and the State Committee of Blind Vendors for joint planning and input on program policies, standards, and procedures; and
(b) Does not supersede the office's final authority to administer the program.
(2) "Agreement" means a written contract entered into between the office and property management authorizing the establishment of a vending facility and setting forth the service obligations.
(3) "Applicant" means an eligible individual who has been referred by a counselor to be screened for participation in the Kentucky Business Enterprises (KBE) Vendor Training Program.
(4) "Counselor" means a vocational rehabilitation counselor in the Office for the Blind.
(5) "Director" means the Division Director of Kentucky Business Enterprises.
(6) "Eligible individual" means a consumer as defined at 782 KAR 1:020, Section1(4).
(7) "Executive director" means the Executive director of the Kentucky Office for the Blind.
(8) "Kentucky Business Enterprises" or "KBE" means a division of the office established by KRS 163.470(11).
(9) "Licensee" means an eligible individual who:
(a) Has successfully completed the KBE Vendor Training Program;
(b) Has been licensed to operate a KBE vending facility; and
(c) Is not operating a vending facility.
(10) "Manager" means a vendor in a vending facility who is responsible for the facility’s operation.
(11) "Mediation" means an informal option which allows a vendor to seek resolution of a dispute with an office action which:
(a) Arises from the operation or administration of the vending facility program; and
(b) Adversely affects the vendor.
(12) "Office" means the Office for the Blind which is the state licensing agency for the Randolph Sheppard Vending Facility Program in Kentucky.
(13) "Seniority" means the accumulated period of time during which a vendor has operated KBE vending facilities.
(14) "Trainee" means an eligible individual who has been selected for, and is actively participating in, the KBE Vendor Training Program leading to licensure.
(15) "Vending facility" means a food sales operation within the meaning of 34 C.F.R. 395.1(x) operated on state, federal, or private property under the auspices of KBE by a vendor.
(16) "Vendor" means a licensee operating a vending facility under terms of an agreement, permit, or contract relating to the vending facility.
(17) "Vendor agreement" means a written contract entered into between the office and a KBE vendor authorizing the vendor to operate a vending facility at a specific location and setting forth the responsibilities of the parties with respect to the vending facility.
 
Section 2. Training and Licensure. 
(1) Eligibility Criteria.
(a) An applicant shall be screened to enter the KBE vendor training program upon submission of documentation by the counselor and the eligible individual which establishes the criteria established in paragraph (b) of this subsection have been met.
(b) The applicant shall:
1. Meet a visual diagnosis of blind person as defined in the federal Randolph-Sheppard Act at 20 U.S.C. 107e(1) and the definition of blind person established in 34 C.F.R. 395.1(c);
2. Be a citizen of the United States;
3. Be certified that the consumer meets the general criteria of eligibility for vocational rehabilitation services from the office;
4. Have received a high school diploma or GED certification;
5. Have math skills at an eighth-grade level or above;
6. Have financial skills for operating a vending business;
7. Have verbal and communication skills;
8. Have public relations skills;
9. Have personal hygiene and appearance appropriate for meeting the public;
10. Be independent in performing daily living activities; and
11. Have mobility skills.
(2) KBE screening process for training program.
(a) The screening committee shall be composed of:
1. The KBE division director or designee;
2. The chair of the State Committee of Blind Vendors or designee;
3. A KBE vendor appointed by the chair of the State Committee of Blind Vendors; and
4. The Director of Consumer Services or a designee.
(b) A designee shall not be the counselor of the applicant.
(3) KBE Vendor Training Program.
(a) The KBE training shall provide on-the-job work experience and classroom instruction leading to licensure as a KBE vendor.
(b) The curriculum and training manual for the KBE training program shall be developed with the active participation of the State Committee of Blind Vendors to ensure that a trainee, upon completion of the program, demonstrate proficiency in all aspects of KBE vending facility operation.
(c) Upon successful completion of the training program, the office shall award a vendor license to the trainee.
Section 3. KBE Vendor License. 
(1) License Conditions.
(a) A license to operate a KBE vending facility shall be issued for an indefinite period of time.
(b) The office shall provide management services and training to assist the vendor in fulfilling the terms of the agreement.
(c) KBE shall conduct periodic management reviews, vending facility surveys, and financial audits of vending facilities and records. If information is obtained that the vendor is not meeting the operational standards established in Section 9 of this administrative regulation, remedial steps shall be identified and reviewed by KBE staff with the vendor. Specific training, if appropriate, shall be made available to remedy a deficiency. The office may require the vendor to participate in training provided by, or arranged by, KBE if operational standards establishes in Section 9 of this administrative regulation are not being met.
(d) The office shall terminate the license of a vendor if, after affording the vendor the opportunity for a full evidentiary hearing, the office finds that:
1. The vending facility is not being operated in accordance with this administrative regulation, the permit or agreement, or the vendor agreement; or
2. The vendor’s vision has improved so that the vendor no longer meets the definition of blind person established in 34 C.F.R. 395.1(c) of the federal implementing regulations to the Randolph-Sheppard Act.
(2) Leave of absence.
(a) The office may grant a vendor a leave of absence from a vending facility of up to one (1) year for reasons of health, pregnancy, or personal reasons after a written request with justification is approved by the director.
(b) The vendor shall retain accrued seniority, but shall not accrue any seniority during the leave of absence.
(c) If the vendor is unable to return to the vending facility at the expiration of the approved leave of absence, the vendor shall:
1. Resign from that vending facility; or
2. Be subject to termination of the vendor agreement to operate the vending facility.
(3) Resignation.
(a) Resignation from a vending facility shall result in a vendor returning to licensee status with the right to bid on vending facility vacancies and retention of accrued seniority.
(b) Resignation from KBE shall result in loss of the vendor’s license with retention of all accrued seniority.
 
Section 4. Vendor Vacancy. 
(1) The office shall determine that a vendor vacancy exists if:
(a) A new vending facility is established; or
(b) An existing vending facility manager’s position is vacated.
(2) If a location becomes available that might support more than one (1) vending facility, the number and types of facilities shall be determined by the director with the active participation of the State Committee of Blind Vendors to prevent unfair competition.
(3) If the manager’s position becomes vacant in a multivendor vending facility, the assistant manager shall assume the manager’s position. The assistant position shall be abolished.
 
Section 5. Vendor Appointment.
(1) Announcement of vacancy.
(a) If a vending facility manager vacancy is identified, the director shall notify all licensees and vendors of the available position.
(b) Announcements of a vacancy shall be made in alternative format and shall include the closing date and time by which bids shall be received by the director.
(c) Information on the vending facility’s operation requirements, previous vending facility gross sales, and arrangements for visitation of the vending facility shall be included in the announcement.
(2) Bids. Any vendor or licensee may make an application for a vacancy by submitting a completed Application for Vending Facility Vacancy Form to the director by the bid closing date. All bids shall be considered without regard to race, color, national origin, gender, religion, age, political affiliation, and disability.
(3) Selection.
(a) The director shall appoint a vendor to manage each vending facility.
(b) Except in cases of emergency appointment pursuant to subsection (5) of this section, the director shall solicit the active participation of no fewer than three (3) representatives of the State Committee of Blind Vendors, who shall be appointed by the committee chair, on each vending facility manager appointment.
(c) The selection process shall begin with compilation of the seniority of each bidder. Beginning with the bidder with the most KBE seniority, the director and committee representatives shall review that bidder’s business practices as documented in the KBE vending facility files in such areas as:
      1. Customer relations;
      2. Cooperation with property management;
      3. Cooperation with KBE staff;
      4. Complaints and commendations;
     5. Timely and accurate submission of monthly financial reports and set-aside payments;
      6. Financial management;
      7. Recordkeeping;
      8. Audit reports; and
      9. Nonnegotiable payments to KBE or suppliers.
(d) The committee representatives shall advise the director of their first and second choice recommendations. The director shall balance the most senior bidder’s documented business practices with the requirements of the specific vending facility vacancy. If the bidder’s business practices are satisfactory as they relate to the specific vending facility requirements, in the judgment of the director, the bidder with the highest KBE seniority shall be offered the appointment to the vending facility vacancy.
(e) If the bidder with the most KBE seniority is not offered the appointment under the criteria of this subsection or declines the appointment, the director shall apply the criteria of this subsection to the next bidder with the highest KBE seniority until a bidder is selected and appointed by the director.
(f) If two (2) or more bidders have equal KBE seniority, each bidder’s business practices as they relate to meeting the vending facility requirements shall be balanced by the director. The most qualified bidder for the specific vending facility vacancy, in the judgment of the director, shall be selected and offered the appointment by the director.
(g) Consideration of KBE licensees with no KBE seniority shall be based on:
      1. KBE training test scores;
      2. On-the-job training reports;
      3. Formal education; and
      4. Prior work history.
(4) Appointment. The successful bidder shall be notified of appointment to the vacancy in alternative format as necessary. All appointment letters shall be mailed by certified mail. The appointee shall respond to the director in writing, postmarked within five (5) working days after receipt of the appointment letter, to accept or reject appointment. In the absence of a written response, the offer of appointment shall be rescinded and the director shall select a new appointee.
(5) Emergency appointment.
(a) The office shall make an emergency appointment of a vendor, licensee, or a non-licensed individual to a vending facility vacancy if time does not permit adherence to the vendor appointment process for a leave of absence, appointment of a manager to another vacancy, death, or health emergency, or other similar occurrence.
(b) A licensee placed by emergency appointment shall accrue seniority for the duration of the emergency appointment period. The State Committee of Blind Vendors shall be notified in writing of an emergency appointment and the expected duration of the appointment.
 
Section 6. Saleable Stock Inventory Acquisition. 
(1)(a) If a licensee is in "ready for employment" status and is placed as a manager of a vending facility, a saleable stock inventory shall be provided by the licensee’s counselor on a one (1) time basis not to exceed $5,000. This amount shall be paid to:
      1. The stock wholesalers, inter-accounted to KBE if the initial stock at the vending facility is owned by KBE; or
      2. The vendor exiting the vending facility.
(b) The amount and type of stock necessary for the successful operation of a vending facility shall be determined by the director or designee.
(c) Payment for additional stock, above the $5,000, needed for the vending facility shall be the responsibility of the licensee. If the licensee seeks financing for the additional stock, KBE may purchase the stock on the licensee’s behalf after KBE has been provided proof that other funding is not available from financial institutions including the Small Business Administration or banks. The licensee shall make affordable monthly payments to KBE up to the value of the stock purchases as set forth in a repayment schedule negotiated and signed by both the licensee and the office's representative.
(2)(a) If a vendor transfers, through the KBE bid process, from one (1) vending facility to another at which KBE owns an initial saleable stock inventory, the entering vendor shall purchase from KBE the initial inventory valued at wholesale costs.
(b) Except as provided in paragraph (c) of this subsection, inventory above the initial value at the vending facility shall be bought by the entering vendor from the exiting vendor at wholesale costs through an arrangement between vendors. KBE shall not be a party to that arrangement. KBE staff shall advise what type and amount of stock is needed at the vending facility, whether as the beginning inventory or additional inventory.
(c) The exiting vendor, at his discretion, may choose to dispose of the stock inventory at the vending facility which is above the KBE-owned type and amount of product considered initial stock. The entering vendor shall be responsible for additional stock purchases above the KBE-owned amount. KBE may make stock purchases on behalf of the entering vendor after KBE has been provided proof that other funding is not available from financial institutions including the Small Business Administration or banks. The vendor shall make affordable monthly payments to KBE up to the value of the stock purchases.
(3)(a) If an emergency appointment of a vendor is made to an existing vending facility at which the initial saleable stock inventory is owned by KBE, ownership shall be retained by KBE. KBE shall purchase needed inventory above the initial amount at the vending facility, at wholesale cost from:
      1. The exiting vendor; or
      2. Wholesalers.
(b) The emergency appointee shall be responsible for maintaining a stock inventory value equivalent to the KBE-owned inventory at the vending facility.
(c) If a permanent vendor appointment is made, the appointed vendor shall make arrangements to purchase the entire stock inventory from KBE.
(4) If an emergency appointment is made to a new vending facility where there is no existing stock inventory, KBE shall purchase the initial inventory.
(5) If an emergency appointment is made to a vending facility where the exiting vendor has been granted a leave-of-absence, the emergency appointee shall:
(a) Accept responsibility for total inventory of the vending facility; and
(b) Maintain an inventory of equal value, in either saleable stock or cash equivalent during the entire emergency assignment.
 
Section 7. Vendor Administrative Remedies and Procedures. 
(1) Mediation.
(a) Participation in the mediation process shall be voluntary on the part of the vendor. The mediation process shall not be used to deny or delay the vendor’s right to pursue resolution of the dispute through an evidentiary hearing.
(b)1. Within fifteen (15) working days from the occurrence of an office action arising from the operation or administration of the vending facility program which adversely affects the vendor, a mediation may be requested in writing to the director.
2. The office shall maintain a list of qualified mediators. The director, with the agreement of the vendor, shall choose a mediator from the list and schedule a mediation meeting to be concluded within thirty (30) working days of the receipt of the request.
3. The mediation shall be held at a field office convenient to the aggrieved vendor during regular state working hours.
4. Reasonable accommodations shall be provided upon request.
(c) A representative of the office who is authorized to bind the office to an agreement shall attend the mediation. The aggrieved vendor shall attend and may be represented by an advocate or counsel. If the vendor and office mutually agree to a resolution, the mediation agreement shall be signed before the mediation is concluded. Discussion or agreements arising from the mediation process shall not be used as evidence in any subsequent hearing or arbitration.
(d) If a mutually agreeable resolution is not obtained, the vendor may submit a request for an evidentiary hearing within fifteen (15) working days of the unresolved mediation.
(2) Evidentiary hearing.
(a) If desired, a vendor shall request an evidentiary hearing in writing to the director within fifteen (15) working days:
       1. Of an unresolved mediation; or
      2. From an office action arising from the operation or administration of the vending facility program which adversely affects the vendor.
(b) The office shall conduct an evidentiary hearing requested by the vendor pursuant to KRS Chapter 13B.
(c) A vendor who is dissatisfied with the final agency decision entered in the evidentiary hearing may seek judicial review in accordance with the provisions of KRS Chapter 13B.
(3) Arbitration. A vendor who is dissatisfied with the final agency decision entered in the evidentiary hearing may request a federal arbitration by filing a complaint with the Secretary of the United States Department of Education pursuant to 34 C.F.R. 395.13.
 
Section 8. State Committee of Blind Vendors. 
The State Committee of Blind Vendors shall be established to actively participate with the office in the major administrative and policy decisions affecting the overall administration of the Randolph-Sheppard Vending Facility Program and to perform other functions consistent with 34 C.F.R. 395.14.
(1) Election procedures. The office shall provide for the biennial election of the State Committee of Blind Vendors consistent with procedures established by the general assembly of all blind vendors in accordance with 34 C.F.R. 395.14.
(2) Meetings of the committee.
(a) The State Committee of Blind Vendors shall meet at least quarterly with the director or his designee in attendance. The announcement of the meeting, with the agenda as drafted by the committee chairperson and the director, shall be mailed to the committee members by KBE. Mailings shall be prepared in alternative format as necessary.
(b) The KBE staff shall record the official minutes of meetings and prepare and mail a copy of the minutes to all vendors after approval by the committee chair. The minutes may be mailed in alternative format as necessary.
(c)1. KBE shall make committee meeting space available to the chairperson for business of the State Committee of Blind Vendors.
2. The director and committee chair shall develop an annual committee budget.
3. Expenses incurred by the committee members in conducting the four (4) quarterly meetings shall be reimbursed from the committee’s annual budget consistent with 200 KAR 2:006.
4. Additional meetings shall be eligible for reimbursement with the approval of the KBE director or office executive director.
(d) The State Committee of Blind Vendors shall adopt bylaws, which shall be approved by the office.
 
Section 9. Vendor’s Rights and Responsibilities. 
A vendor shall:
(1) Enter into an agreement with the office for the operation of a Randolph-Sheppard vending facility under the auspices of KBE prior to beginning operation of a vending facility;
(2) Operate the vending facility in accordance with accepted-business practices and in compliance with all federal, state, and local laws, regulations, and ordinances applicable to the operation of the vending facility;
(3) Assure proper daily operation of the vending facility to meet the requirements of the permit or agreement and vendor agreement in a business-like manner.
(4) Maintain high-quality fresh merchandise in a quantity sufficient to satisfy customer needs;
(5) Maintain presentable personal hygiene, appearance, and vending facility sanitation to assure pleasant accommodations for all customers;
(6) Provide adequate pest control and janitorial services unless otherwise specified in the vendor agreement;
(7) Post in a conspicuous place a notice stating that it is illegal to sell tobacco products to persons under age eighteen (18) pursuant to KRS 438.310 in any vending facility where tobacco products are sold;
(8) Require proof of age from a prospective buyer or recipient of tobacco products who may be under the age of eighteen (18);
(9) Clean, fill, and service machines and equipment daily to assure proper functioning and report promptly to KBE any needed repair of equipment;
(10) Obtain prior written approval from the director before purchasing equipment for a KBE vending facility from personal funds. If approved, the vendor shall arrange and pay for repair and maintenance and removal, if necessary, of the equipment;
(11) Employ and pay a substitute during times of vendor absence from a vending facility due to vacation or sickness unless the office has made an emergency appointment for an extended leave. Preference may be given to qualified blind or visually-impaired persons if selecting substitutes;
(12) Cooperate with vending facility audits performed periodically at KBE expense;
(13) Pay the monthly five (5) percent set-aside amount based on net profits of all vending facilities on schedule:
(a) The monthly set-aside payments shall be received by the office on or before the 20th of the following month by check or money order made payable to the Kentucky State Treasurer;
(b) Late set-aside payments shall result in a twelve (12) percent annual interest charge plus a five (5) percent penalty for each thirty (30) day period or portion thereof for which the set-aside payment is in arrears, up to a maximum of twenty-five (25) percent;
(c) A twelve (12) percent annual interest charge shall be assessed for nonnegotiable checks received until the date a replacement certified check or money order is received;
(d) A ten (10) dollar service charge shall be due for a nonnegotiable check; and
(e) If a nonnegotiable check is received from a vendor, all future payments made by the vendor shall be by certified check or money order;
(14) Pay resaleable stock suppliers promptly and retain all invoices and receipts for three (3) calendar years;
(15) Include rebates, commissions, or bonuses received by the vendor from suppliers as income of the vending facility and account for this income on the monthly vending facility financial report submitted to KBE on a completed Financial Report Form;
(16)(a) Utilize office-established accounting practices and bookkeeping procedures including the establishment of a business bank account to ensure that personal and vending facility funds are not commingled; and
(b) Make available to the office upon request bank statements and other vending facility business records for audit purposes and to satisfy ongoing financial accountability standards;
(17) Submit a monthly vending facility financial report on a completed Financial Report Form to be received by the office on or before the 20th of the following month, with the expenses listed deducted as operating expenses on the report:
(a) Expendable supplies used in the vending facility;
(b) Substitutes for the vendor while the vendor is not present at the vending facility due to sick or annual leave;
(c) Rental and commission fees paid to building management as stipulated in the vending facility agreement;
(d) Telephone and utility expenses of the vending facility;
(e) Pest control services;
(f) Delivery charges paid on resaleable stock;
(g) Janitorial services;
(h) Liability insurance;
(i) License and permits required by health departments;
(j) Employee wages; and
(k) Employee fringe benefits;
(18) Reimburse at wholesale cost the vending facility for merchandise taken from the vending facility for personal use or charitable donation;
(19) Be responsible for payment of any taxes levied or assessed on the operation of the vending facility including local, state, and federal taxes;
(20)(a) Obtain, maintain in effect, and pay all premiums of the following insurance coverage:
      1. Comprehensive general liability insurance including personal injury, bodily injury, and product liability to meet minimum policy limits set by KBE in compliance with the terms of the vending facility permit. The policies shall insure against any liability which may occur from the operation by the vendor of the vending facility or in connection with the premises; and
      2. Pay workers’ compensation, Social Security, unemployment compensation, disability insurance, and other insurance coverage required by law for both the vendor and vendor’s employees; and
(b) Submit proof of insurance as required by this subsection to KBE. All policies shall provide for notice to KBE of any cancellation, termination, or nonrenewal of coverage;
(21) Not bind or obligate the office or represent to an entity that the vendor is a legal representative, agency, or employee of the office;
(22) Not remove or move any KBE-owned equipment located at any vending facility without approval from the director;
(23) Maintain a separate business bank account for deposit of all lottery sales and proceeds in a vending facility participating in lottery games for which the manager personally has applied and been approved for the sale of lottery tickets by the Kentucky Lottery Corporation;
(24) Adhere to the initial stock inventory requirements established in Section 6 of this administrative regulation;
(25) Cooperate with KBE staff in the ongoing supervision and monitoring of the vending facility to maximize efficiency, productivity, customer satisfaction, and market potential;
(26) Participate in training arranged and paid for by the office as required by KBE to correct identified deficiencies and to improve business skills. Vendors may request approval from the office for vending facility management training;
(27) Request access, if desired, to all program and financial data of KBE as provided for by the Kentucky Open Records Law, KRS 61.870 through 61.884, and the federal Randolph-Sheppard Act, 20 U.S.C. 107 through 107f. The data may be made available in alternative format. At a vendor’s request, the office shall arrange a convenient time for a staff member to assist in the interpretation of the data; and
(28) Have the opportunity to read and respond to each complaint or commendation placed in a KBE file. A copy of the complaint or commendation shall be delivered to the named vendor by certified mail. A response received from the vendor named in the complaint or commendation shall be filed with the complaint or commendation in the KBE file.
 
Section 10. Office's Rights and Responsibilities. 
The office shall:
(1) Enter permits or agreements with property management administrators on suitable federal, state, and other property to establish vending facilities;
(2) Assist in stocking vending facilities with initial resaleable products in accordance with Section 6 of this administrative regulation;
(3) Provide new and existing vending facilities with sufficient equipment to meet the terms of the permit or agreement for operation of each vending facility. The office shall:
(a) Retain ownership of all equipment provided and paid for by KBE in each vending facility;
(b) Repair, or cause to be repaired, replace, or maintain all vending facility equipment provided by KBE;
(c) Approve or deny vendor requests for replacement equipment if justified;
(d) Purchase additional equipment for vending facilities if sufficiently justified in terms of the vending facility potential and permit or agreement obligations. The office shall review vendor requests for additional equipment with accompanying justification for the investment. KBE shall make the final decision and notify the vendor; and
(e) Approve requests, if justified, for vendor-purchased equipment;
(4) Develop financial controls to ensure financial accountability of each vending facility;
(5) Establish a five (5) percent set-aside amount to be paid by each vending facility manager assessed on the monthly net proceeds of the vending facility;
(6) Establish reasonable charges for delinquent monthly set-aside payments and nonnegotiable checks as established in Section 9(13) of this administrative regulation, and take disciplinary action for persistent delinquency or nonnegotiable checks;
(7)(a) Periodically conduct or provide for accountability reviews of vending facility financial documentation relating to the vending facility operation; or
(b) Provide, or provide for, temporary assistance or training to a vendor determined to be remiss in recordkeeping or reporting. If the temporary assistance or training does not correct the deficiency, the office may require the vendor to utilize qualified bookkeeping services;
(8) Contract for periodic audits of each vending facility at office expense;
(9) Inventory and establish the wholesale value of the on-hand saleable stock inventory if a vendor leaves a vending facility;
(10) If a vendor appointment is made, take or contract for the taking of an inventory of all on-hand resaleable stock, valued and calculated at wholesale cost;
(11) Determine the product types and quantities necessary for successful operation of a vending facility if appointing a vendor to a vending facility;
(12) Provide each licensee with a copy of this administrative regulation in alternative format as necessary;
(13) Provide each vendor with a copy of all relevant materials pertaining to the operation of the vendor’s assigned vending facility in alternative format as necessary;
(14) Provide ongoing monitoring and supervision of each vending facility to ensure compliance with operating agreements, permits, laws, regulations, vending facility service obligations, and generally-accepted business practices; and
(15) Provide, or provide for, ongoing training as identified by KBE staff or requested by a vendor and approved by the director.
 
Section 11. Confidentiality. 
(1) All identifiable personal information concerning applicant, licensee, and vendors shall be confidential consistent with 34 C.F.R. 361.38. Identifiable personal information shall include documentation from an individual’s vocational rehabilitation consumer file. Access to, or release of, the confidential personal information shall be governed by the provisions of 34 C.F.R. 361.38. If the personal information is released in response to a judicial order, the applicant, licensee, or vendor shall be notified by KBE within two (2) working days from receipt of the judicial order.
(2) All KBE documents and files pertaining to the operation of KBE vending facilities shall be public records pursuant to KRS Chapter 61. The KBE files shall include business records concerning the operation of vending facilities and shall be maintained by the office consistent with its public purpose. Any information from KBE files pertaining to the operation of KBE vending facilities may be included in bids issued for vendor vacancies and may be shared with members of the State Committee of Blind Vendors to assist their active participation during vendor selection.
 
Section 12. Incorporation by Reference. 
(1) The following material is incorporated by reference:
(a) Application for Vending Facility Vacancy, February 2001; and
(b) Financial Report, Kentucky Business Enterprises, August 2000.
(2) This material may be inspected, copied, or obtained, subject to applicable copyright law, at the Office for the Blind, 209 St. Clair Street, P.O. Box 757, Frankfort, Kentucky 40602, Monday through Friday, 8 a.m. to 4:30 p.m. (10 Ky.R. 952; eff. 2-1-84; recodified from 706 KAR 2:010, 4-4-85; Am. 12 Ky.R. 1168; eff. 2-4-86; 1527; eff. 4-17-86; 14 Ky.R. 1516; eff. 2-8-88; 15 Ky.R. 2275; eff. 7-7-89; recodified from 720 KAR 1:010, 7-5-90; 27 Ky.R. 1885; 2447; eff. 3-19-2001; 33 Ky.R. 2157; 3169; eff. 5-4-2007.)
782 KAR 1:020. Definitions for 782 KAR Chapter 1.
RELATES TO: KRS 163.470(10)
STATUTORY AUTHORITY: KRS 163.470(5)
NECESSITY, FUNCTION, AND CONFORMITY: KRS 163.470(5) requires the office to establish and implement policies and procedures for carrying out the program of services for the blind. This administrative regulation establishes definitions for the terms used in 782 KAR Chapter 1.
 
Section 1. Definitions.
(1) "Applicant" means an individual who
(a) Has requested vocational rehabilitation services in writing; and
(b) Is available to complete an assessment.
(2) "Communication" means the ability to comprehend, respond, and exchange information through:
(a) Spoken words;
(b) Written words;
(c) Sign language;
(d) Braille;
(e) Concepts;
(f) Gestures; or
(g) Another means.
(3) "Comparable benefits" means service, benefit or financial assistance available to a consumer from a program other than the office which meets the cost of services to be provided under an individualized plan for employment.
(4) "Consumer" means an individual
(a) Who has a visual impairment and possible secondary disabilities;
(b) Whose impairment constitutes or results in a substantial impediment to employment;
(c) Who may benefit in terms of an employment outcome from the provision of vocational rehabilitation services; and
(d) Who has been determined eligible for vocational rehabilitation services by a counselor.
(5) "Consumer with a most significant disability" means a consumer whose:
(a) Severe impairment limits three (3) or more functional capacities in terms of employment outcome; and
(b) Rehabilitation requires two (2) or more services over an extended period of time.
(6) "Consumer with a nonsignificant disability" means a consumer whose:
(a) Impairment limits one (1) or more functional capacities in terms of an employment outcome; and
(b) Rehabilitation requires two (2) ore more services for a period of time.
(7) "Consumer with a significant disability" means a consumer whose:
(a) Severe impairment limits two (2) or more functional capacities in terms of an employment outcome; and
(b) Rehabilitation requires two (2) or more services over an extended period of time.
(8) "Correction" means the best visual functioning using conventional eyeglasses or contact lenses as prescribed by an ophthalmologist or optometrist.
(9) "Counselor" means a vocational rehabilitation counselor of the office.
(10) "Functional capacities" means:
(a) Communication;
(b) Interpersonal skills;
(c) Orientation and mobility;
(d) Self-care;
(e) Self-direction;
(f) Work skills; and
(g) Work tolerance.
(11) "Institution of postsecondary education" means a university, college, proprietary school, technical institution, or the Kentucky Community and Technical College System.
(12) "Interpersonal skills" means the ability to make and maintain a personal, family, and community relationship.
(13) "Office" is defined by KRS 163.460(1).
(14) "Orientation and mobility" means the ability to travel independently to and from a destination in the community.
(15) "Progressive visual disorder" means a visual impairment that is:
(a) Not complete or fully developed at the time of medical diagnosis; and
(b) Predicted, medically, to increase in extent or severity.
(16) "Self-care" means the ability to engage in activities of daily living including:
(a) Personal grooming;
(b) Home management; and
(c) Health and safety needs.
(17) "Self-direction" means the ability independently to plan, initiate, problem solve, organize, and carry out a goal-directed activity.
(18) "Services" means any appropriate authorization for purchase to meet the vocational rehabilitation needs and to achieve the employment outcome of a consumer.
(19) "Work skills" means the ability to do a specific task required for a particular job.
(20) "Work tolerance" means the ability to sustain the required level of functioning in a work-related activity, with or without accommodations. (15 Ky.R. 2336; eff. 7-7-89; recodified from 720 KAR 1:020, 7-5-90; 21 Ky.R. 564; eff. 10-6-94; 23 Ky.R. 3427; 4129; eff. 6-16-97; 33 Ky.R. 2163; 3173; eff. 5-4-2007.)
782 KAR 1:030. Scope and nature of services.
 
RELATES TO: KRS 163.470(3), 34 C.F.R. 361.48, 29 U.S.C. 706, 711, 723
STATUTORY AUTHORITY: KRS 163.470(5)
NECESSITY, FUNCTION, AND CONFORMITY: KRS 163.470(5) requires the office to establish and implement policies and procedures for carrying out the program of services for the blind and visually impaired. This administrative regulation establishes the scope, nature, conditions, criteria, and procedures of provided services.
 
Section 1. Communication. 
The office shall provide information to applicants and consumers using the most effective mode of communication for the consumer or applicant, including:
(1) Braille;
(2) Large print;
(3) Electronic format; or
(4) Augmentation communication devices, or the spoken language.
 
Section 2. Vocational Goal. 
A service shall be provided in accordance with an individualized plan employment that:
(1) Emphasizes the determination and achievement of a positive employment outcome; and
(2) Is consistent with the consumer’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice.
 
Section 3. Vocational Training at Institutions of Postsecondary Education. 
(1) A service provided at an institution of higher education shall comply with the provisions governing comparable benefits established in Section 16 of this administrative regulation.
(2)(a) Except as provided in paragraph (b) of this subsection, the amount paid by the office for tuition shall not exceed the highest rate for tuition charged by an in-state public institution of higher education.
(b) If the consumer's vocational goal requires a degree program not offered by an in-state public institution, the amount paid by the office for tuition shall be the amount charged for that degree program after comparable benefits are applied.
(3) The office shall use the school budget, awards, and need analysis for costs of tuition and fees, books, supplies, room, board, personal expenses, and transportation prepared by the student financial aid office of the institution and shall negotiate with the consumer the allocation of those costs.
(4) The office may pay a fee associated with attendance at an educational institution if the fee is required of an individual who attends the institution.
(5)(a) The consumer shall:
1. Maintain full-time status as defined by the institution;
2. Maintain less than full-time status if full-time status is inconsistent with the consumer’s unique strengths, abilities, and capabilities; or
3. Maintain less than full-time status for one (1) semester if those hours are needed to graduate in the current year.
(b) All coursework shall facilitate the achievement of positive employment outcomes.
(6) By the end of the second term or semester and throughout each subsequent term or semester, a consumer individual shall achieve the higher of:
(a) An overall "C" grade average; or
(b) Standing required for admission, licensure, or certification.
(7) An exception to a requirement established in subsection (5) or (6) of this section shall:
(a) Be granted if the consumer:
      1. Has a need or circumstance that renders him unable to meet the requirement; and
      2. Notifies the counselor of the need or circumstance prior to a change of standing at the institution;
(b) Not be granted for the requirements established in subsection (6) of this section for a period beyond one (1) semester.
(8) The consumer shall provide the counselor with a copy of course grades as soon as possible after the end of each term or semester.
(9) If a consumer does not maintain the standards of this section, the counselor shall:
(a) Terminate services at the institution of higher education; and
(b) Simultaneously notify the consumer of the appeal procedure established in 782 KAR 1:040.
(10) A service terminated under subsection (9) of this section shall be reinstituted if the consumer:
(a) Successfully appeals the counselor's decision, in accordance with 782 KAR 1:040; or
(b) Subsequently meets the standard under which the service was terminated.
 
Section 4. On-the-job-training. On-the-job-training provided in private or public employment shall be subject to the conditions established in this section:
(1) The consumer shall receive at least minimum wage and be paid commensurate with the prevailing wages for the job.
(2) The employer shall provide to the consumer the same benefits and privileges that accrue to other employee.
(3) Prior to training, a written agreement shall be:
(a) Completed by the counselor, describing the goals and objectives of the training consistent with the needs of the employer, including:
      1. The length of training;
      2. The skills taught;
      3. Wages earned;
      4. Responsibility of the office; and
     5. An understanding that the consumer shall be hired permanently after successful completion of the training program; and
(b) Signed by the:
      1. Office; and
      2. Employer.
(4) The consumer shall strive to make satisfactory progress in the training. The employer shall provide training reports in accordance with the agreement to the office documenting the satisfactory or unsatisfactory progress of the consumer.
(5) The agreement for on-the-job training shall be terminated by the consumer, the employer, or the consumer if the conditions of this section are not met.
 
Section 5. Work Experience. 
A program of work experience in private or public employment shall be provided according to the conditions established in this section:
(1) The individual shall not be sponsored for a period exceeding 520 total hours of work experience. If used as a trial work experience, up to three (3) different experiences may be allowed, but shall be completed within a year not to exceed a total of 520 work hours.
(2) The consumer shall at least receive minimum wage.
(3) A written agreement shall be completed by the counselor and employer or provider of services to designate:
(a) The length of the work experience;
(b) Skills taught;
(c) The number of hours to be worked each week;
(d) The payment that the individual shall receive; and
(e) Any payment to the provider by the office.
(4) The employer or provider shall monitor the performance of the individual in work experience and make periodic reports to the counselor.
(5) The agreement may be terminated by either party if the terms of the agreement are not being accomplished.
 
Section 6. Physical and Mental Restoration. 
(1) An applicant or consumer shall choose a qualified specialist who:
(a) Is licensed in the particular field of practice to provide the approved physical or mental restoration service; and
(b) Agrees to accept the office’s allowable rate of payment.
(2) The medical diagnosis and prognosis shall indicate and recommend necessary restoration services. The office may obtain a second opinion before agreeing to pay for any restoration services.
 
Section 7. Out of State Services. 
(1) A rehabilitation service may be provided outside the Commonwealth of Kentucky, if:
(a) The service meets the consumer's rehabilitation need;
(b) The service is more convenient for the consumer;
(c) The service is cost saving;
(d) The service is not provided in state; and
(e) The provision of an in-state service would delay service to a consumer at extreme medical risk.
 
Section 8. Maintenance. 
(1) Maintenance shall be provided only if necessary to support and derive the full benefit of other rehabilitation services being provided. Maintenance shall not supplant a consumer’s responsibility to maintain his own residence and daily subsistence.
(2) Maintenance shall cease after the consumer has achieved an employment outcome and received the first paycheck.
(3) The office shall not pay more for a consumer's room and board at an institution of higher education than the highest rate for double occupancy at an in-state public institution.
(4) The cost of lodging and meals provided in support of services other than at an institution of higher education shall not exceed the per diem rate established for a state employee in Section 7 of 200 KAR 2:006.
 
Section 9. Transportation. 
Transportation for a consumer shall be paid in accordance with the requirements established in this section:
(1) Transportation by a public common carrier shall be in the most economical means available and in accordance with the rehabilitation needs of the consumer.
(2) Private transportation by private vehicle shall not exceed the mileage rate established for a state employee in Section 7 of 200 KAR 2:006.
(3) Lodging and meals necessary during travel shall not exceed the per diem rates established for a state employee in Section 7 of 200 KAR 2:006.
(4) The total cost of transportation allowed for commuting between home and campus for a consumer who attends an institution of higher education shall not exceed the rate of on-campus residence and board at the institution.
(5) Transportation for a consumer who resides on campus at an institution of higher education shall be limited annually to six (6) round trips between the consumer's home and the campus and total expense shall not exceed the school budget analysis for transportation.
(6) Transportation shall include relocation and moving expenses if necessary for a consumer to achieve placement in employment.
 
Section 10. Interpreter Services. 
Interpreter services shall be provided by qualified personnel:
(1) If sign language or an interpreter of tactile interpreting is a necessary means of communication for the consumer; and
(2) In conjunction with application and effective participation in other services.
 
Section 11. Reader Services. 
Reader services shall be provided for a consumer:
(1) If printed material in alternative format is not readily available through the volunteer recording services of the office; and
(2) In conjunction with application for services and to participate effectively in other rehabilitation services.
 
Section 12. Rehabilitation Technology.
(1) The office shall obtain low vision devices for a consumer form a provider who is licensed or certified to prescribe and fit the device.
(2) Assistive technology and adaptive devices recommended by an Assistive Technology Specialist shall be provided if necessary to improve the functional capabilities of the consumer in obtaining a positive employment outcome..
(3) Unusual or expensive assistive technology shall only be provided to an individual if use of a traditional aid or device is not feasible.
(4) A consumer shall return assistive technology to the office if it is no longer used for the purpose for which it was provided.
(5) Assistive technology shall be:
(a) Provided in a new or like new condition; and
(b) Repaired or replaced by the office if, during the course of the individualized plan for employment, it becomes:
      1. Defective;
      2. Worn out; or
      3. Obsolete.
(6) The repair, maintenance, or replacement of the assistive technology shall be the responsibility of the consumer following closure or successful attainment of a positive employment outcome unless necessary to maintain, regain, or advance in employment or the Individualized Plan for Employment (IPE) includes extended services at the time of closure.
Section 13. Self-employment. 
The office shall approve a self-employment for a consumer if:
(1) The consumer participates in a feasibility evaluation and development of a business plan;
(2) The vocational goal is consistent with the consumer's unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choices;
(3) The consumer attempts to secure additional resources to support the outcome; and
(4) The consumer:
(a) Obtains the required:
      1. License;
      2. Permit;
      3. Certificate; or
      4. Lease; and
(b) Operates in conformity with federal, state, and local statutes and regulations.
(5) The office’s financial participation may be negotiated and shall be limited by the allocation and expenditure of vocational rehabilitation funds.
 
Section 14. Tools and Equipment. 
The consumer shall return tools, equipment, and supplies provided for employment if use by the consumer for that purpose ceases.
 
Section 15. Printed Materials. 
A textbook or other vocational material shall be made available in alternative format through the office's Accessible textbook services or other service providers.
 
Section 16. Comparable Benefits.
(1) When the individualized plan for employment is developed, the consumer and vocational rehabilitation counselor may negotiate applications for comparable services.
(2) Grant assistance, including a gift, endowment, or scholarship not based upon merit, provided for a consumer enrolled in an institution of postsecondary education, shall be considered a comparable benefit.
(3) The following forms of financial assistance shall not be considered a comparable benefit for a consumer individual enrolled at an institution of postsecondary education:
(a) A guaranteed student loan;
(b) A national direct or student loan;
(c) A work-study payment;
(d) Other aid termed as self-help; or
(e) An unrestricted monetary award from a civic, professional, or social organization.
(4) Comparable benefits awarded for purposes of higher education shall be applied to the services designated by the granting authority.
(5) For any consumer who receives social security income benefits, one-third of his monthly award shall be applied toward room and board for each month he attends school.
 
Section 17. Participation of a Consumer in the Costs of Services. The financial need of an individual with a disability shall not be considered by the office in the provision of services although the consumer's participation shall be encouraged.
 
Section 18. Emergency Denial of Services. 
The office shall immediately suspend or terminate services provided to an individual if during the course of those services the conduct of the individual poses a threat to personal safety or the safety of others.
 
Section 19. A waiver to any limit established for the scope and nature of services shall be made at the discretion of the director of consumer services with sufficient documentation supporting the rehabilitation needs of the consumer.
(1) A request for a waiver shall be submitted to the director by either the counselor or the consumer.
(2) A written decision based upon the rehabilitation needs of the consumer shall be provided to the counselor and consumer within ten (10) working days of submission of the request.
 
Section 20. Order of Selection. 
If the executive director and State Rehabilitation Council determine that the agency lacks available funds to serve all consumers, the office shall follow an order of selection to give priority for services according to a ranking of categories of consumers based on the severity of disability as follows:
(1) Priority Category One (1) which shall include an individual with a most significant disability whose:
(a) Severe impairment limits three (3) or more functional capacities in terms of employment outcome; and
(b) Rehabilitation requires two (2) or more services over an extended period of time.
(2) Priority Category Two (2) which shall include an individual with a significant disability whose:
(a) Severe Impairment limits two (2) or more functional capacities in terms of an employment outcome; and
(b) Rehabilitation requires two (2) or more services over an extended period of time.
(3) Priority Category Three (3) which shall include a consumer with a non-significant disability whose:
(a) Impairment seriously limits one (1) or more functional capacities in terms of an employment outcome; and
(b) Rehabilitation requires two (2) or more services over a period of time.
(4) Priority Category Four (4) which shall include all other consumers.
(5) The order of selection shall be implemented on a statewide basis.
(6) The office shall conduct an assessment to determine an individual's:
(a) Eligibility for vocational rehabilitation services; and
(b) Priority under the order of selection.
(7) The order of selection shall not apply to the following:
(a) The acceptance of a:
      1. Referral; or
      2. Applicant;
(b) The provision of assessment services to determine an individual's:
1. Eligibility for vocational rehabilitation services; or
2. Priority under the order of selection; or
(c) A consumer who is in the process of receiving services at the effective date of the order of selection.
(8) A consumer shall be immediately reclassified into a higher priority category if his level of impairment increases and is documented.
(9) In the order of selection, a consumer in a closed priority category shall be placed on a waiting list until the priority category is reopened.
(10) If vocational rehabilitation services cannot be provided to all consumers in a given category, a waiting list based upon the date of eligibility for vocational rehabilitation services shall be used within a category.
(11) If sufficient funds become available, the executive director and the State Rehabilitation Council shall adjust the priority categories to be served as appropriate to provide services to as many consumers as funds allow. (Recodified from 720 KAR 1:030, 7-5-90; Am. 21 Ky.R. 565; eff. 10-6-94; 23 Ky.R. 3428; 24 Ky.R. 83; eff. 7-2-97; 25 Ky.R. 133; 847; eff. 10-1-98; 33 Ky.R. 2165; 3174; eff. 5-4-2007.)
For additional information, please visit the following website:

http://www.lrc.ky.gov/kar/TITLE782.HTM
Kentucky Office for the Blind
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1 June Gutterman and Paul Knight,  Strategic Leadership in Achieving Employment Outcomes, 24th Institute on Rehabilitation Issues, 1998, p. 1.


2 Barbara McBeth Lewis, CRC, and Wehman Sieling, p. 24-25.
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