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PART 1 - GENERAL INFORMATION

SECTION 1.  INTRODUCTION

The Community Rehabilitation Program Guide to Certification & Vendorization describes the Department of Rehabilitation’s (DOR) Certification and Vendorization policy, procedures, and standards.  The DOR has authority to purchase vocational rehabilitation (VR) services from public or private Community Rehabilitation Program (CRP) provider agencies.
In this Guide, the acronym "CRP" refers to any agency or unit of an agency, organization, or institution, that facilitates the provision of VR services under the core service categories of Assessment, Training, Job Related or Support, as one of its major functions.  A CRP may be a private non-profit agency, for-profit agency, hospital, medical rehabilitation center, or a public entity that provides services as defined in Part 4 of this Guide.

The Community Resources Development unit (CRD) of the DOR’s Community Program Support and Development section is responsible for the Certification and Vendorization functions.  The CRD Specialist is the DOR staff responsible for final approvals and for facilitating all activities related to Certification and Vendorization.

Prior to the delivery of services to DOR consumers, CRPs are required to obtain certain approvals by the DOR as follows:

· Vendorization is the approval to purchase services for DOR consumers by establishing a vendor relationship with a CRP;

· Certification is the quality assurance and approval method for services purchased from CRPs utilizing the standards set forth in this Guide;

· Accreditation is approval by the Commission on Accreditation of Rehabilitation Facilities (CARF), an external peer survey review process.

DOR has established a “fee-for-service” which is paid to a certified, approved vendor per the DOR’s Uniform Fee Structure for CRP Providers based on the provision of services in accordance with the Service Specifications in Part 4 of this Guide.  An authorization for consumer services from the Senior Vocational Rehabilitation Counselor (SVRC) is required prior to the delivery of those services.  The Uniform Fee Structure applies only to those CRPs in a fee-for-service relationship with the DOR.

DOR’s Uniform Fee Structure for CRP Providers does not apply to services provided under a cooperative program or case service contract.   Cooperative programs are DOR partnership programs funded through match provided by another public entity such as a High School, County, or public college or university.  Services provided through a Cooperative program do not require an authorization, and the services are paid through the contract on a time basis rather than a fee.  Case service contract services require an authorization, but not based on the Uniform Fee Structure.  Authorizations for a case service contract are based on the estimated time required to provide the service considering the service itself and the individualized need of the consumer.  Since they are not based on a fee, these authorizations are for a zero dollar amount, and the contract is the payment mechanism for these services.  Contact the DOR Collaborative Services Section for more information on Cooperative Programs and case service contracts.  Cooperative Programs and case service contract providers are subject to the terms of this Guide.

All Vendorization, Certification, and Accreditation questions are to be addressed to the CRD Specialist serving the DOR District in which services are proposed or being provided.  Other appropriate DOR units relating to CRPs providing cooperative program or case service contract services, specialized support services or services to specific disability groups may work with the CRD Specialists to ensure services provided meet DOR standards.

AUTHORITY:  Title 9, California Code of Regulations (CCR), Division 3, Chapter 11, Section 7331, Accreditation and Certification

AUTHORITY:  Title 9, CCR, Division 3, Chapter 11, Section 7332, Purchase of Services

SECTION 2.  VENDORIZATION 

A. VENDORIZATION POLICY

The DOR will utilize approved CRP services in the identified core categories in accordance with the specific service specifications in Part 4 of this Guide.  All services must be provided in a manner clearly supporting the philosophy of the Rehabilitation Act of 1973, as amended, emphasizing informed choice and person-centered planning.
The DOR may limit the approval of new or expanded services at any time dependent upon the availability of resources.

B. VENDORIZATION DETERMINATION

A need for new services or expansion of services by a CRP may be identified by the DOR District, through a needs assessment process, requests by consumers, or recommended by a CRP.
Upon identification of a needed service, the DOR shall first seek services from current DOR Certified CRPs.  In establishing a new vendor, new or added service, DOR staff shall consider District priorities utilizing the following criteria:

· There is an identified need for  the service and a sufficient number of applicants / consumers exists to sustain the service

· There are no other providers

· Current providers or cooperative partners cannot fill the need

· Will fill service gap for unserved or underserved population

The District Administrator or representative will notify his/her CRD Specialist and provide the potential vendors’ name, address, phone number, and contact person to start the approval process.

C. VENDORIZATION PROCESS - NEW VENDORS

The addition of a new CRP is subject to the approval procedures in place at the time of the submission of the request.  Approval may be required at the DOR Executive management level.

The CRD Specialist will contact the CRP and the following procedures shall be followed:

1) Determine the business structure of the vendor

a) 501(c3) Non-Profit: proceed to step 2

b) For-Profit

i) If the CRP is a For-Profit entity, the District Administrator must request from the Deputy Director of Employment Preparation Services (North Central, South, Specialized Services), approval for utilization of the for-profit service provider.  The written request must include the following rationale for using the for-profit CRP:

(1) A clear need that applicants / consumers can be better served by the for-profit;

(2) Necessary services are not available from a non-profit service provider; and

(3) Purchase of services from a non-profit CRP would cause a significant delay in the consumer's preparation for suitable employment.

c) Upon receipt of approval by the District Administrator from the Deputy Director, the CRD Specialist may proceed with the Vendorization process.  A copy of the written approval shall be included in the CRP electronic file.

2) The CRD Specialist and appropriate District staff shall conduct an initial site review to determine if the CRP is accessible, the proposed service is reasonable, and there is potential for meeting the DOR's standards as identified in the CRP Guide to Certification & Vendorization.

3) The CRD Specialist will provide the CRP with the Vendorization package, which includes:

a) Certification / Vendorization Application

b) DOR service specifications

c) DOR Uniform Fee Structure Schedule

d) Current CRP Guide to Certification & Vendorization

The CRP vendor applicant will submit the completed application and any necessary Certification documents to the CRD Specialist for review.  The CRD Specialist will establish a date for Certification within 30 days of receipt of application and the procedure for the Certification survey process will be followed per guidelines as established in this Guide.

4) Upon receiving a satisfactory Certification outcome, the CRD Specialist will prepare the DOR Approval Certificate, indicating the approved service(s) and the effective date.  Completed approval documents will be forwarded to the CRP, with copies to the appropriate District(s), Central Office, and the CRP’s electronic file.  Services may then be authorized in accordance with the Service Specifications.

D. VENDORIZATION PROCESS - CURRENT VENDORS

The addition of new, or the expansion of currently approved services to other geographic areas or disability groups, as offered by a current vendor are subject to the approval procedures in place at the time of the submission of the request.  Approval may be required at the DOR Executive management level.  Upon approval, the CRD Specialist will contact the CRP and apply the following procedures:

1) The CRD Specialist and appropriate District staff shall conduct an initial site review to determine if the CRP is accessible, the proposed service is reasonable, and there is potential for meeting the DOR's standards as identified in the CRP Guide to Certification & Vendorization.

2) The CRD Specialist will provide the CRP with the Vendorization package, which includes:

a) Vendorization / Certification Application

b) DOR service specifications

c) DOR Uniform Fee Structure Schedule

d) Current CRP Guide to Certification & Vendorization
3) The CRP vendor applicant will submit the completed application to the CRD Specialist.

4) Upon receiving a satisfactory service Certification outcome the CRD Specialist will prepare a new DOR Approval Certificate, indicating the approved service(s) and the effective date.  Completed approval documents will be forwarded to the CRP, with copies to the appropriate District(s), Central Office, and the CRP’s electronic file.  Services may then be authorized in accordance with the Service Specifications.

E. MULTIPLE DISTRICT VENDORIZATIONS

An approved service may be used by DOR Districts other than the awarding District, if approved by the District Administrator and CRD Specialist for the District where the expansion will occur.  The criteria for determining service need, as identified in Vendorization Determination, Section B, must be met.  Approval documents for the District will be issued upon final approval.

F. TERMS OF SERVICE

Services provided by a CRP are paid on a fee-for-service basis as per DOR's Uniform Fee Structure for Community Rehab Program Providers in effect at the time of approval.  Payments are in arrears and must have a written authorization for service from a DOR SVRC prior to the initiation of service.  Services may be billed as indicated in the authorization either at the completion of service, completion of a benchmark, or at the end of the month of an on-going service.  A report must be attached to the billing statement prior to processing of the payment.

All authorizations are written in accordance with the service specification, and are based on the approved hourly, daily, or benchmarked program model(s) as indicated in the approval certificate as issued by DOR’s CRD unit.

HOURLY RATE SERVICES:

· Individual: 

Services with an hourly rate structure are paid only for direct, face-to-face time spent with the consumer.  Indirect time spent on behalf of a consumer, such as report writing, appointment scheduling, phone calls, research, and related meetings with DOR staff is not billable.

· Group/1 hour:

Authorized per DOR consumer for participation in regularly scheduled classes of one hour only are paid at the Group hourly rate.  This most typically may be the only service that a DOR consumer is receiving from that CRP; for example a one hour Adjustment to Disability class for three times a week.

Total Hours billed, monthly or per completion of service, may be rounded to the nearest hour.

DAILY RATES:

Authorized per DOR consumer for services that are designed to provide a minimum five (5) hour day, exclusive of a lunch break.  For full day authorized services, CRPs may bill at half day rates if, due to unforeseen circumstances such as illness, a consumer is unable to complete his/her day and attendance by a DOR consumer is less than five (5) hours, but greater than, but at least two (2) hours, for that day. 

Additionally, there may be an approved half day program of two-four (2-4) hours that may be authorized based on a program model and reflected in the approval certificate as issued by DOR’s CRD unit.

For attendance at less than two (2) hours, an hourly rate as indicated in the service specification may be billed for face-to-face time for full day or approved half day authorized services.

BENCHMARK RATE SERVICES:

Services with a benchmark rate structure are paid in accordance with each benchmark as identified in the Service Specification.

SECTION 3. CERTIFICATION AND ACCREDITATION

A. CERTIFICATION POLICY

CRPs directly providing VR services as defined in the Service Specifications in Part 5 of this Guide must be CRD Certified.  This includes fee-for-service programs, recipients of grants, cooperative agreements, or contract providers.  A CRD Certification survey will determine a CRP’s level of compliance with the established Critical, Organizational, and General Service standards in Part 3 of this Guide.

Surveys by other DOR units, recognized licensing, or accrediting bodies will also be reviewed and utilized in the CRD Certification process.  Educational entities that are accredited by the Western Association of Schools and Colleges, or approved by the United States Department of Education, or a Vocational School or provide services approved by the California Department of Consumer Affairs, Employment Development Department, or other state of federal approval authority for post secondary training are not required to additionally be certified.
As a condition for maintaining CRD Certification, any changes in a CRP’s organizational structure, status of certification or other accreditation, service delivery mechanism, addition of satellite locations, or other changes that may affect its compliance with the standards shall immediately be reported, in writing, to the CRD Specialist.  The DOR may apply and review standards at any time to ensure ongoing compliance.

There is no fee for CRD Certification.

D. ACCREDITATION POLICY

CRPs providing services in the core categories of Assessment, Training, and Job Related Services, shall additionally be required to be accredited by the Commission on Accreditation of Rehabilitation Facilities (CARF) in the related service category as defined by CRD at the time of the accreditation survey.  Specific services requiring CARF accreditation are defined in the service specifications section.  CARF accreditation is not required for those CRPs that meet exemptions as identified in this Guide.  Information on obtaining CARF accreditation may be found on their website www.CARF.org.  Fees for Accreditation are the responsibility of the CRP.

The CARF accreditation status of a CRP and its ongoing compliance with standards is subject to review by the DOR at any time.  CRD Certification and DOR funding shall be withdrawn when a CRP, subject to the CARF accreditation requirement, fails to obtain or retain CARF accreditation.

The following requirements apply to CRPs providing services that necessitate CARF accreditation:

1) A CRP seeking vendorization and certification for the first time, shall additionally develop a plan for CARF accreditation that indicates Board or Leadership commitment to obtaining accreditation within the required timeframe.  At the time of the initial CRD Certification survey, evidence is presented to the CRD Specialist that indicates this commitment either through Board minutes or through a written CRP policy.

2) CRPs shall apply for CARF accreditation no later than the end of the third year after the initial CRD Certification.  CRPs must be accredited by CARF no later than the end of the fourth year following CRD Certification.  A CRP must show a minimum of six months activity in the services to be accredited prior to submission of the accreditation application to CARF.

3) If by the end of the fourth year of operation, the CRP has not obtained the required accreditation, the DOR shall withdraw its CRD Certification approval, and services provided to DOR consumers will cease.

4) A CRP that has not yet met the initial CARF accreditation time requirements, and has ceased providing services to DOR consumers for an extended period of time due to suspension or termination, may request DOR to consider reinstatement of those services.  If the provision of services ceased during the fourth year, the CRP will be required to submit an intent to survey application to CARF when six months of services have again been provided.
C. EXEMPTIONS

CRPs providing VR services as defined in the Service Specifications in Part 4 of this Guide are exempt from the requirement to be accredited by CARF if they are:

1) Providing services primarily to DOR consumers who are blind or visually Impaired, or
2) Providing services primarily to DOR consumers who are deaf or hard of hearing, or
3) An Independent Living Center, or 

4) A Private educational institution accredited by the Western Association of Schools and Colleges, or
5) An Educational institution approved by the United States Department of Education, or
6) A Vocational School or services approved by the California Department of Consumer Affairs, Employment Development Department, or other state of federal approval authority for post secondary training.
7) *Not required to be accredited based upon a DOR waiver: 

A CRP requesting a waiver from the CARF accreditation requirement, per the regulatory threshold, shall describe its qualification for an exemption in writing, and submit a request to the CRD Specialist prior to required accreditation or current CARF expiration date.  The CRP shall identify the service categories and service locations for consideration.  CRD will review the request and verify that the CRP qualifies for the waiver.  The request will be processed and a written response will be provided to the CRP within 30 days of receipt of the request.  Waiver approvals will remain in effect until the threshold is exceeded.


*3-1-2009 - Pending final approval from Office of Administrative Law 
D. ADDITION OF NEW CRP LOCATION

A CARF accredited or certified CRP adding an approved service(s) in a new facility operational location, must have CRD certify the new site.  Additionally, the CRP must obtain accreditation for services offered from that location no later than the next CARF accreditation survey as long as the services have been provided for at least six months.  If an eligible service and location is not included in the CARF survey, the DOR will require a CARF supplemental survey.  The CRP will submit an application to CARF within ten (10) days of written notification by the CRD Specialist.  If accreditation of the new service or location is not obtained, the DOR shall terminate services at that location.

E. ACCREDITATION REPORTS

The CARF Survey Report, Quality Improvement Plan, and the Annual Conformance to Quality Report shall be submitted to DOR’s CRD Specialist, as evidence of the CRP’s continuing compliance with the standards.

F. CERTIFICATION PROCESS

APPLICATION

The CRD Specialist is responsible for facilitating and conducting Certification surveys and determining the Certification outcome based on the DOR standards in Part 3 of this Guide.  CRPs shall direct requests for CRD Certification to the CRD Specialist.  The CRD Specialist will provide the CRP with the application package, which includes:

1) Vendorization / Certification Application

2) DOR service specifications

3) DOR Uniform Fee Structure Schedule

4) Current CRP Guide to Certification & Vendorization
Within 30 days of the receipt of the completed application, the CRD Specialist will schedule the Certification site survey.  Depending upon the type of services being reviewed, the District Administrator, DOR District staff, or Specialized Services Program staff, may also participate in the survey.  All surveys will focus on relevant information and documentation in support of DOR services.

F. TYPES OF SURVEYS

The type of survey required is dependent upon the CRPs current CRD Certification and/or accreditation status.  Activities in a CRD Certification survey consists of a review of physical sites, policy and procedural manuals, management reports, financial statements, personnel files of staff providing DOR-funded services, sample DOR consumer files, DOR authorizations and invoices, documents reflecting compliance with the standards, and interviews with board members, staff, and stakeholders.  The CRD Specialist will notify the CRP prior to the survey date of the type of survey required and documents needed for review.  It is the responsibility of the CRP to provide evidence to the survey team that demonstrates compliance with standards.

FULL CERTIFICATION
· Is required for new CRP provider agencies.  It is additionally required every three years for CRPs that are exempt from the CARF requirement.


All Part 3 - Certification Standards will be applied:

· Section 1.  Critical Standards

· Section 2.  Organizational Standards

· Section 3.  General Service Standards

SERVICE-ONLY CERTIFICATION

· Is required of a currently approved CRP that is adding a new service, or for services not part of a CARF accreditation review.  For CARF accredited services, the most recent CARF Survey Report and subsequent CARF Quality Improvement Plan and Annual Conformance to Quality Reports will be reviewed as part of the approval process.  For CRPs reviewed by other DOR units or recognized accrediting bodies, those reports will additionally be utilized in the certification process.  Example:  an Independent Living Center certified by DOR’s Independent Living Section (ILS) that is adding a Job Related Service outside of the scope of the ILS’ certification.


The following Part 3 - Certification Standards will be applied:

· Section 1.  Critical Standards

· Section 3.  General Service Standards

NEW SITE SURVEY

· Is required when a CRP that is currently CARF accredited or CRD Certified is adding an additional physical office site.  Standards on “Physical Access and Accessibility” and “Health and Safety” will be reviewed.  A CRP intending to add a location shall contact the CRD Specialist for a site review prior to the signing of a lease to ensure compliance with applicable standards.


The following Part 3 - Certification Standards will be applied:

· Section 1.  Critical Standards

· Section 3.  General Service Standards 

SPECIALIZED SERVICES SURVEY

· Is limited in scope to specific regulations guiding the provision of these services.  Programs offering Driver Mobility Evaluation and Training Services or Interpreter Services will follow guidelines and standards as outlined in the related regulations or in the DOR Rehabilitation Administrative Manual (RAM), as applicable.  DOR specialized services staff knowledgeable in those categories are utilized in the CRD Certification review and approval process.


The following Part 3 - Certification Standards will be applied:

· Section 1.  Critical Standards

H. CERTIFICATION DOCUMENT LIST

Evidence of conformance to standards shall be available for review at the time of a CRD Certification survey.  This will include policy and procedural manuals, management reports, financial statements, accessibility surveys and plans, personnel files of staff providing DOR funded services, DOR consumer case record files, DOR authorizations and invoices, outcome reports, and other documents reflecting compliance with the standards.  The CRD Specialist will provide guidelines regarding needed documents dependent upon the type of survey.

It is not expected that new CRP’s will have historical documentation of consumer files and services available.  A CRP seeking CRD Certification approval for the first time shall have policies in place, sample documents, report formats, and a plan for the delivery of services.

Federal regulations promulgated pursuant to the Health Insurance Portability and Accountability Act of 1996 (HIPAA) define the term “healthcare operations” to include accreditation activities.  DOR protects all information in its possession consistent with HIPAA and DOR security and privacy training controls.  Therefore, the survey team does not need consent nor authorization to view records of consumers, which are subject to review.  If a CRP is unwilling to provide access to needed documents, a certification decision will be held in abeyance until the compliance issue is resolved.

I. CERTIFICATION REPORTS

The CRD Specialist will send a Certification approval letter and report to the CRP within 30 days of completion of the survey.  The report transmits the Certification outcome, Certification duration, findings, and recommendations.

The CRP will submit an action plan as required by specific recommendations identified during the Certification survey.  The plan must be submitted no more than 60 days after the receipt of the report, or within the timelines established by the CRD Specialist.  The CRD Specialist will provide written approval upon satisfactory completion of a plan.

J. CERTIFICATION OUTCOMES

Compliance with the CRD Certification standards is evaluated on the basis of documentation and other tangible evidence reviewed at the time of the survey.  The level of compliance with the standards will determine the Certification outcome.  A CRP must be in compliance with Critical Standards to receive a Certification outcome.  Outcomes are as follows:

NEW CRPS

· PROVISIONAL CERTIFICATION is awarded for up to one year.  This Certification outcome will be awarded to a CRP that is able to provide written policies, procedures, and plans for the implementation of the standards, yet lacks experience and does not have the documentation and history necessary to demonstrate compliance.  No DOR consumers have been served by the CRP, so there is no historical information available for review and compliance assurance.  It is evident that the CRP has addressed the Critical Standards.

EXISTING CRPS

· A THREE YEAR CERTIFICATION * is awarded to existing CRPs when they are able to demonstrate compliance with all Critical Standards, and are in substantial compliance with all Organizational and General Service Standards.  There are no outstanding fiscal, legal, or audit issues pending resolution.  *3-1-2009 - Pending final approval from Office of Administrative Law.

· A SIX MONTH CERTIFICATION is awarded to an existing CRP under the following conditions:  the CRP fails to be in substantial compliance with Standards identified by the CRD Specialist and survey team.  The CRP will be able to correct the deficiencies within six months and demonstrate to the DOR, within timeframes set by their CRD Specialist, that the deficiencies have been corrected.

· NOTE:  More than two consecutive six-month Certification determinations will require the identification of special circumstances warranting continuing the services and will require the approval of the DOR CRD Chief.

NON-CERTIFICATION
· For new or existing CRPs, a non-certification decision occurs when the CRD Specialist and survey team determines that a CRP is not in substantial compliance with Critical, Organizational and/or General Service Standards.  The CRP would be unable to meet standards without extensive assistance and significant resources allocated towards the correction of the deficiencies cited.

B. MORATORIUM / SUSPENSION / TERMINATION OF CERTIFICATION

The DOR may place a moratorium, suspend, or terminate Certification approval for noncompliance with CARF accreditation or Certification standards.  This includes:

MORATORIUM

· A moratorium will allow the CRP’s services to continue for consumers that are currently being served.  No new consumers may be enrolled in the service(s) while the moratorium is in place.  A Moratorium may be imposed, as determined by the DOR, when there is non-compliance with the policies and standards as contained in this Guide and are not related to safety violations which pose a threat to consumers.  The moratorium shall be lifted only when the conditions cited are corrected.

SUSPENSION

· A suspension of services will require immediate removal of consumers from an area where dangerous or abusive conditions exist.  In instances of removal of consumers from a program, no services to DOR consumers may be provided until the dangerous or abusive condition has been corrected.  Consumers may return, at their option, only when the conditions cited are corrected. 

· A suspension of services may also occur without an immediate threat to DOR consumers due to noncompliance with Certification Standards.  The CRD Specialist, in consultation with the CRD Manager and/or Section Chief, will notify the CRP of its suspension orally and in writing citing the deficient standard(s), corrective action required, and terms of the suspension.

· Certification will be reinstated by the CRD Specialist pending evidence of compliance with standards cited.

TERMINATION

· The DOR will terminate the Certification of a CRP for ongoing noncompliance with the CRD Certification Standards, the voluntary end of services, or involuntary end of services, such as non-accreditation by CARF.  At least thirty days prior to the effective date of the Certification termination, the DOR shall give notice to the CRP, appropriate DOR staff, and DOR consumers receiving services.

· When a CRP voluntarily ends services, the CRP shall provide written notice to the CRD Specialist at least thirty days prior to the effective ending date of services.

C. EXTENSIONS

A request by a CRP for an extension of a Certification may be approved.  The CRP must provide a request in writing, with justification, to the CRD Specialist prior to the end of their Certification date.  The CRD Specialist, in consultation with CRD Management, may extend the Certification dates in special circumstances due to change in CRP leadership, staffing, facility move, or other warranted event.  The CRP will be notified of the extension dates.  An extension may be granted for no more than six months at a time.  Extensions by the CRD Specialist may also occur due to insufficient DOR resources impacting scheduling of Certification survey dates.

D. MAINTAINING CERTIFICATION STATUS

A CRP shall contact their CRD Specialist to request recertification prior to the end of their Certification period.  If the Certification lapses, DOR may withdraw its approval or, depending upon circumstances may extend or suspend the Certification.

SECTION 4.  APPEAL POLICY AND PROCEDURES

A CRP may request a review of a CRD Specialist decision relative to a Vendorization or to a Certification outcome.  Appealing a Certification outcome must occur within 30 days of the receipt of the Certification report. The appeal shall be submitted in writing to:

Chief, Community Resources Development

Department of Rehabilitation

721 Capitol Mall

Sacramento, CA 95814-4702

The appeal shall clearly identify all issues in dispute; contain a full statement of the CRP’s position with respect to each issue, pertinent facts and reasons to support the CRP’s position, and specify the actions requested.  The Manager shall make a decision on the appeal and notify the CRP in writing within 30 days of the date the appeal was received.

If the appeal is denied, the CRP may appeal to the Assistant Deputy Director (ADD), Community Programs Support and Development (CPS&D).  The CRP shall submit this request for appeal no later than 30 days from the date the appeal was denied.  The request for appeal shall be submitted in writing to:

Assistant Deputy Director

Community Programs Support and Development

Department of Rehabilitation

721 Capitol Mall

Sacramento, CA 95814-4702
The request should clearly identify and restate all issues in dispute.  The ADD, CPS&D will notify the CRP of DOR's decision in writing within 30 days of the receipt of the request for appeal, and will include any subsequent appeal rights.

PART 2 – CORE SERVICES CATEGORY DEFINITIONS

SECTION 1.  VOCATIONAL SERVICES DEFINITIONS

The following services are provided by a CRP that support a consumer’s determination of eligibility or rehabilitation plan.  Services provided will enhance a DOR consumer’s employability.
E. ASSESSMENT SERVICES

Assessment Services provide information to a DOR consumer / applicant and referring DOR counselor to assist in eligibility determination, identification of barriers to employment, strengths, resources, abilities, interests, and/or to determine the nature and scope of DOR services to be provided.

OUTCOME
A written report identifies answers to questions provided by the referring counselor and assists with information leading to the development or modification of rehabilitation services being provided.  Identification of specific barriers to employment and recommendations to eliminate those barriers are included in the report.

Assessment Service Specifications are available for the following three (3) services:

· Comprehensive Vocational Evaluation (CVE)

· Situational Assessment (SA)

· Vocational Assessment (VA)
B. TRAINING SERVICES

Training services enhance a DOR consumer’s employability by providing necessary interactions that remove employment barriers, provide for specific occupational training, or develop appropriate personal and work behaviors, as outlined in a rehabilitation plan.

OUTCOME

A written report summarizes how goals and objectives were met through the provision of specific training services.  Recommendations of services necessary to ensure an employment outcome are included.

Training Service Specifications are available for the following four (4) services:

· Personal, Vocational and Social Adjustment (PVSA)
· Work Adjustment (WA)
· Occupational Skills Training (OST)
· Work Services
C. JOB RELATED SERVICES

Job Related Services (JRS) assists a consumer, in an organized planned manner, to prepare for, obtain, and retain employment.  A continuum of services provides guidance and direction to a consumer in the development of job search techniques and appropriate work-related “soft skill” behaviors that will enhance the consumer’s employability.  JRS provides assistance in the development of job search skills, coordination of job search activities, and identification of appropriate job openings.  Retention and follow up services that include minimal or intensive job coaching are designed to support consumers and employers for assurances of a successful placement.

OUTCOME
Successful employment of a consumer resulting in a positive competitive outcome per DOR closure criteria.

Job Related Service specifications are available for the following services:

· Employment Services 

· Intake

· Employment Preparation

· Job Development and Placement
· Retention
· Supported Employment Placement

· Intake

· Employment Preparation, Job Development and Placement
· Retention

· Job Coaching

SECTION 2.  SPECIALIZED SUPPORT SERVICES DEFINITIONS

F. SUPPORT SERVICES

The following services are provided by a CRP that support a DOR consumer’s rehabilitation plan.  Services may not be directly related to a specific employment outcome, but provide direct services that will enhance independence and employability for DOR consumers.

CARF accreditation is not a condition of the provision of these services.

Mobility and Driver Evaluation and Training services are reviewed and approved on a case by case basis in conjunction with the DOR’s Mobility Evaluation Program.  Certification approval is in accordance with compliance with the regulatory guidelines as found in the Title 9, CCR, Chapter 7, Article 4, Section 7302, Standards for Mobility Evaluation Programs.
Support Service Specifications are available for the following services:

· Communication and Language Skills Assessment and Training
· Independent Living Skills Training 

· Rehabilitation Technology - Level 1 - Rehabilitation Engineering / Technology Assessment / Evaluation
· Rehabilitation Technology - Level 2 - Assistive Technology Assessments
· Rehabilitation Technology - Level 3 - Assistive Technology Training
· Interpreter / Communication Services
· Immersion Services

PART 3 - CERTIFICATION STANDARDS

SECTION 1. CRITICAL STANDARDS

Critical Standards must be met in order to meet Certification requirements.  A Certification outcome will be held in abeyance until all Critical Standards are in compliance.

G. SERVICE AND PHYSICAL ACCESSIBILITY

Intent Statement:  To meet and maintain DOR certification, a CRP must demonstrate compliance with the applicable state and federal regulations in physical accessibility and program accessibility areas.  When viewed in its entirety, the CRP must be accessible to and useable by a consumer.

Accessibility standards are:

1. The CRP shall be in compliance with the applicable state and federal regulations governing service and physical accessibility.  Documentation and other evidence of compliance includes:
· Evidence of a physical accessibility survey completed by an outside entity or self-survey of all owned or leased locations where direct services are provided.

· Evidence of a service accessibility survey completed by an outside entity or a self-survey that includes policies regarding:

· Entrance criteria

· Reasonable accommodations

· Rehabilitation technology

· Communication barriers - information provided in an understandable manner

· Cultural differences

· Transportation

· The CRP shall have an accessibility plan, reviewed annually, that documents continuous improvement and establishes timelines for completion of identified accessibility issues.

B. HEALTH AND SAFETY

Intent Statement: To meet and maintain DOR Certification, a CRP must demonstrate that services are provided in a safe and healthy environment and minimizes the risk of harm to consumer, CRP staff, and other stakeholders.  It is incumbent upon the CRP to show that they are actively and continually assessing their environment.  A Safety Officer will be assigned and is responsible, with assistance by a safety committee, for all aspects of a written injury and illness prevention program.

Health and Safety standards are:

1. The CRP maintains an active health and safety program that is capable of assuring that consumers are safe while receiving services.  This information is communicated to staff, consumers, and others as appropriate.  The safety program shall include:

· A designated staff member who has overall responsibility for the program.

· Regular safety orientation and training are provided for consumer, staff members, volunteers, and trainees / interns.

· Evidence of workers’ compensation insurance.

· A written plan of action that is sufficient to assure the safety of consumers and CRP staff in any emergency situation that might arise (for example; fire, earthquake, flood, violence in the workplace, etc.).

· Immediate access to first aid expertise, supplies, and relevant emergency information.  Evidence of Direct Service staff trained to respond at each service location is documented through certification in cardio-pulmonary resuscitation (CPR) and other first aid techniques.

· Evidence of an external health and safety inspection of all premises and operations by a competent authority(ies) annually and documentation of the correction of all deficiencies identified.

· Self-inspections of all locations to identify potential health and safety hazards shall be performed no less than semi-annually.  Correction of deficiencies, identified during inspection, shall be documented and maintained.

· Evidence of quarterly testing of emergency plans and procedures.  Each specific emergency plan and procedure should be tested at least once annually.

· Written policies and procedures are in place for reporting of critical incidents, injuries, and alleged cases of abuse or neglect.  Documentation of action taken and reports to appropriate authorities, which includes DOR staff, is in evidence.

· Infection control policies and procedures are documented and universal precautions practiced by both staff members and consumers.

· Evidence of the maintenance of fire suppression and detection equipment at all locations.

· Evidence of first aid supplies at all locations.

· When consumers are transported in staff-owned and/or company vehicles, the following is in evidence:

· Appropriate licensing of all drivers, with a review of driving records on an ongoing basis.

· Evidence of maintenance of vehicles owned or operated by the organization according to manufacturer’s recommendations.

· Insurance covering vehicles and passengers.

· Training of drivers in the organization’s emergency and transportation requirements.

· First aid supplies, road warning / hazard equipment, and safety equipment.

C. PROVISION OF SERVICES

Intent Statement:  To meet and maintain DOR certification, a CRP must demonstrate that the required staffing levels are maintained and personnel turnover does not have a negative impact on the delivery of quality services.  It should be evident that personnel are involved and engaged in the success of the organization and the consumers they serve.  It is evident that services reflect and value the rights of consumers, and that confidentiality requirements are an integral part of organizational practices.

Provision of Service standards are:

1. The CRP demonstrates that there are an adequate number of personnel to:

· Meet the established outcomes of the persons served, and

· Ensure the safety of persons served, and

· Deal with unplanned absences of personnel, and

· Meet the performance expectations of the DOR.

2. A comprehensive confidential record is maintained for each consumer with policies and procedures in place to protect consumer records from unauthorized release.  Procedures shall:

· Instruct staff on procedures in the event of unauthorized release of written or electronic confidential information including notification of appropriate authorities and entities, including DOR, within the specific timeframes as guided by regulation and subject to DOR’s “Protecting Privacy in State Government” http://www.dor.ca.gov/eps/privacytraining.htm.

· Provide for authorized release of confidential information per regulatory guidelines.

SECTION 2.  ORGANIZATIONAL STANDARDS

The following standards apply to CRP administrative offices and all of the CRP’s owned or leased locations where services are provided to DOR funded consumers.

H. LEADERSHIP

Intent Statement:  Leadership refers to the ethical management, accountability, and responsibility to consumers served, centering on the level of involvement, oversight, and guidance from the CRP management and governing body.  The Leadership may include a Board of Directors for a non-profit entity, or other governance structures that put in place a checks and balance system to the Executive officer and management staff.

Leadership standards are:

1. The CRP operates in compliance with laws and regulations that govern its organizational structure.  This includes:

· Articles of Incorporation / Business License

· By-laws

· Policies / Procedures

2. Leadership authority actions and meetings reflect involvement, review, and oversight of the CRP.  This includes the ongoing review and approval of:

· Corporate compliance accountability policies

· Organizational budget

· Insurance and risk management requirements

· Program, and operation, and fiscal management

· Ethical codes of conduct guiding the CRP’s business practices and responsibilities to consumer and other stakeholders

· Outcome reports

· CRP policies

· Strategic planning

B. FINANCIAL RECORDS AND INSURANCE


Intent Statement:  The financial health and fiscal solvency of a CRP is important in the assurances of the provision of services to DOR consumers.  This section provides for the ongoing review of fiscal systems that indicate awareness of the CRP’s fiduciary responsibilities, control processes, and safeguards to protect the CRP’s assets.

Financial Records and Insurance standards are:

1. Policies and procedures are in place that sufficiently guide and protect the CRP’s fiscal practices.  This includes:

· A Corporate compliance program that demonstrates how funds are used and reported.

· Policies and procedures to prevent fraud, waste, abuse, and inefficiencies and other wrongdoing.

· Adherence to appropriate Office of Management and Budget Circular guidelines and 34 Code of Federal Regulations Administrative Requirements (34 CFR 74 or 34 CFR 80, as applicable).

· An annual budget approved by the CRP’s governance, prior to the beginning of the CRP’s fiscal year.

· Revenue and expense statements as compared to budget.

· A plan is in place to indicate how costs are allocated to various funding sources / programs.

· Accounting records that are supported by appropriate and adequate source documentation.

2. The CRP shall have an annual independent audit or financial review of the financial statements by an independent party, as required by state or federal guidelines.  CRP documentation shall support follow-up action taken regarding internal control issues or other significant fiscal issues addressed in the report or by Management Letter.

3. The CRP shall have a risk management plan that provides for adequate insurances that protects against reasonable claims due to adverse events for which the CRP is liable.  This includes:

· Workers’ Compensation

· Liability

· Property

· Vehicle

· Directors’ and Officers’ liability

· Errors and Omissions

· Casualty

· Other coverage, as appropriate

4. Procedures are in place that guide the CRP service delivery billing practices to assure that services are being billed appropriately.  Records of consumers will reflect that services were provided and document that units of services coincide with time billed.

C. HUMAN RESOURCES

Intent Statement:  Human Resources refers to the personnel management of the CRP and the provision of services by qualified and trained staff.  Personnel practices, policies, and procedures will guide the CRP’s recruitment, hiring, and termination practices, as well as generally identify employee and employer expectations of performance.

Human Resources standards are:

1. Written policies and procedures shall be in place that guide the CRP’s personnel operations and is shared with staff.  Policies will provide information on:

· Compensation and benefits 

· Reasonable accommodations

· Termination 

· Staff and consumer rights

· Grievance procedures / Conflict resolution

· Confidentiality, including electronic information safeguards

· Guidelines for professional and ethical conduct.

2. Relevant job descriptions will be provided to staff that define the essential functions of the job, and provides minimum education and minimum work experience qualifications.  Policy and practice will indicate that prior to employment, there is verification from a primary source of the applicant’s job qualifications, education, and experience, as required for the position. A policy is in place for hiring approvals that deviate from identified qualifications and/or experience.

3. Documentation is in place reflecting regular staff performance reviews and is maintained in accordance with the CRP’s personnel policies and procedures.

4. The CRP shall provide initial orientation and training as necessary and appropriate for staff to acquire and enhance skills to carry out the functions of the job.

D. OUTCOME SYSTEM
Intent Statement:  The measurement of outcomes provides objective data used in the assessment of service performance provided to DOR consumers.  Input from consumers and stakeholders is obtained on a regular basis and the resulting data and interpretative reports provide a CRP and its stakeholders with information concerning the value of its services, information about the consumer, review of services provided  and identification of potential needed future services.

Outcome standards are:

1. The CRP shall have a process for an ongoing reporting system that gathers, analyzes, uses, and reports on the performance outcomes of services provided.  Information collected will identify, at a minimum, for all services:

· Number of persons served

· Characteristics of persons served

· Number / percentage of persons completing service

· Level of satisfaction by stakeholders that includes:

· Consumer

· Referral sources

· Employers

2. For CRPs providing Employment Services that result in competitive employment, the following information, at a minimum, shall be maintained:

· Number / percentage of consumers achieving competitive employment outcome

· Number / percentage of consumers retaining jobs for 90 days

· Number / percentage of consumers in jobs paying greater than or equal to the minimum wage

· Average hourly earnings of those achieving employment outcomes.

SECTION 3.  GENERAL SERVICE STANDARDS

Intent Statement:  The standards included in this section address the service delivery process and procedures within the CRP's service delivery system.  A comprehensive description of the services provided will guide the provision of services.  Individualized consumer services are designed around the identified strengths, abilities, needs, and preferences of the person served.  Consumers participate in the decision making, directing, and planning of services.  A CRP will show how staff effectively communicates to its stakeholders, how consumers enter into their system, become eligible, what activities will occur during the rehabilitation process, and what outcomes are expected.  Protection of consumer information and records are guided by Leadership policies.

1. The CRP shall have an initial intake process that will gather sufficient, relevant information to assist in the determination of the appropriateness of services for individuals referred.  The results will be discussed with the consumer and counselor.  This information includes: 

· Relevant medical information

· Prior Evaluation / Vocational information

· Current Vocational planning information

· Family / Support system information

2. CRP’s shall have a formal system in place that communicates to consumers, in a format that is understandable, information relevant to services provided and the CRP.  This information includes:

· Consumer Rights

· Mission Statement

· Scope of services

· Informed Choice options

· Opportunities for input

· Record access

· Grievance policy

· Wages

· Benefits; wage related and Social Security related

· Health and safety procedures

· A confidential consumer record is maintained that communicates information that is complete, clear, and current.  The CRP determines what information should be kept as necessary to the specific services provided.  Electronic records are acceptable.


The consumer record includes:

· Consumer identification data

· Emergency contact 

· Release and consent forms

· Names of personal representatives, such as parents or guardians

· Diagnosed disabilities, medications, and physicians

· Relevant medical documentation

· Relevant work history

· Relevant service history

· Individual Service Plans

· Case notes

· Progress, activity and follow-up reports

· Service outcome summary

3. Policies and procedures are in place to protect consumer records and information from unauthorized release.  Any release of confidential information conforms to the applicable laws and policy guidelines limiting access to information.  When information is released, written procedures include:

· Identification of specific information to be released

· Signed authorization by consumer and/or legal representative

· A time limitation, on the Release of Confidential information form

4. Where electronic files are maintained, safeguards shall be in place to protect the privacy of the consumer’s information.  All hard copy information resulting from electronic files shall also be secured.  Procedures shall be in place that instruct staff in the event of unauthorized release of confidential information.  Guidelines for protection of confidential information will include, at a minimum:

· Identification of those that have file access

· Safeguards for names, Social Security numbers, birthdates, medical information

· Process for reporting of any security breach

· Notification of appropriate authorities

· Notification of DOR

· Timelines for reporting security breaches

5. An Individual Service Plan (ISP) that guides the delivery of service(s) is developed by the consumer, CRP, and other relevant participants.  Information reviewed at intake shall be considered when developing the ISP.  Characteristics of an ISP identify:

· Overall goals

· Specific measurable objectives

· Methods, time frames, and techniques to be used to achieve objectives

· Those responsible for plan implementation

6. The CRP will conduct an initial and ongoing review of the appropriateness of the relevant service activity and revise the ISP based on the changing needs of the consumer.

7. The CRP shall have written guidelines for the reporting of a consumers’ progress, which will identify the activities provided towards the achievement of the ISP objectives.  A written report will be provided to the referring counselor, at the completion of the service, or at appropriate intervals specific to the services provided.  The report will summarize the results of the services received and make recommendations for future services, as appropriate.  Results are discussed with the consumer or the consumer’s authorized representative.

8. A records retention policy shall be in place, based on federal, state, and local guidelines that guide the CRPs maintenance and process for destruction of records related to the delivery of services.  This policy will include:

· Timelines for retention of supporting invoicing documentation

· Timelines for retention of closed / inactive consumer records

9. Where sub-minimum wages are paid to consumers, all applicable federal and state regulations shall be observed.

PART 4- UNIFORM FEE STRUCTURE
A. UNIFORM FEE STRUCTURE FOR DOR CRP PROVIDERS

Please see the Service Specifications for information on authorizations and requirements for approval of service delivery.  Any applicable exceptions to the rates and billing procedures are indicated in the Service Specification.  Uniform fees do not apply to services provided through a cooperative program agreement or a case services contract.

ASSESSMENT SERVICES

Comprehensive Vocational Evaluation


Case Service Code:
14


Rate:
$180 per day - individual service

Situational Assessment


Case Service Code:
14


Rate:
$40 per hour - individual service



$55 per day - group service of 2-4 hours



$110 per day - group service of 5 or more hours

Vocational Assessment


Case Service Code:
14


Rate:
$40 per hour-individual service

TRAINING SERVICES

Personal, Vocational, Social Adjustment


Case Service Code:
38


Rate:
$40 per hour - individual service



$20 per hour - group classes of one hour per class

Work Adjustment


Case Service Code:
35


Rate:
$40 per hour - individual service



$55 per day - group service of 2 to 4 hours



$110 per day - group service of 5 hours or more

Occupational Skills Training


Case Service Code:
40


Level 1 Rate:
$30 per day - group service of 5 hours or more


Level 2 Rate:
$45 per day - group service of 5 hours or more

Work Services


Case Service Code:
30


Rate:
Daily and hourly rates determined by Regulation

JOB RELATED SERVICES

Employment Services Benchmarks

Package Service:
$2200 per consumer

Case Service Code:
69


Intake


Rate:
$300 per consumer

Employment Preparation


Rate:
$700 per consumer

Job Development & Placement

Rate
$700 per consumer

Employment Retention Services

Rate:
$500 per consumer

Supported Employment Placement Benchmarks

Intake for individual placement (IP)

Case Service Code:
42

Rate:
$360 per consumer


Intake for group placement

Case Service Code:
45

Rate:
$360 per consumer


Placement for IP

Case Service Code:
43

Rate:
$720 per consumer

Retention for IP

Case Service Code:
44

Rate:
$720 per consumer

Job Coaching - Individual


Case Service Code:
71


Rate:
Hourly rates determined by Regulation



Currently $30.82 per hour

Job Coaching - Group


Case Service Code:
72


Rate:
Hourly rates determined by Regulation



Currently $30.82 per hour

SUPPORT SERVICES

Communication and Language Skills Assessment and Training


Communication Skills Assessment - Individual

Case Service Code:
16

Rate:
$55 per hour

Communication and Language Skills Training

Case Service Code:
38

Level 1 - Individual

Rate:
$55 per hour

Level 2 - Group


Rate:
$27.50 per consumer per one hour group class



$75 per consumer per day for groups of 2 to 4 hours



$150 per consumer per day for groups of 5 or more hours

Independent Living Skills Training


Case Service Code:
70


Rate:
$55 per hour - individual service



$27.50 per consumer per one hour group class



$75 per consumer per day for groups of 2 to 4 hours



$150 per consumer per day for groups of 5 or more hours

Independent Living Skills Training - Orientation & Mobility


Case Service Code:
18 - Evaluation


Case Service Code:  
84 - Training


Rate:
$55 per hour per consumer - individual service



$75 per consumer per day for groups of 2 to 4 hours



$150 per consumer per day for groups of 5 or more hours

Rehabilitation Technology Services


Level 1 - Rehabilitation Engineering / Technology Assessment / Evaluation


Case Service Code:
17


Rate:
$150 per hour - individual service


Level 2 - Assistive Technology Assessments


Case Service Code:
87


Rate:
$80 per hour-individual service


Level 3 - Assistive Technology Training


Case Service Code:
90


Rate:
$80 per hour - individual service



$40 per consumer per one hour group class



$75 per day per consumer for groups of 2 to 4 hours



$150 per day per consumer per day for groups of 5 or more hours

Interpreter / Communication Services


Case Service Code:
62


Rate:
$60 per hour

Immersion Services


Level 1 - Residential


Case Service Code:
70


Rate:
$260 per day

Level 2 - Non-residential


Case Service Code:
70


Rate:
$75 per consumer per day for groups of 2 to 4 hours



$150 per consumer per day for groups of 5 or more hours

B. Off-Site Services - Travel and Mileage Reimbursement

In an effort to serve DOR consumers for whom travel to a CRP location may be impractical or impossible, the SVRC may authorize travel and/or mileage reimbursements to a CRP who will travel to conduct off-site services to a DOR consumer.

CRPs must follow travel policies in place for the organization.  However, rates reimbursed to the organization shall not exceed the maximum state rates as indicated on the Department of Personnel Administration (DPA) website.  Supporting documentation must be maintained to support the actual costs billed.

The following website link is available to verify current rates travel and mileage reimbursement:

http://www.dpa.ca.gov/personnel-policies/travel/hr-staff.htm
Off-site fees are reimbursed in three categories, which are:

1) Service Fee:

This is the uniform fee as indicated in the Uniform Fee Structure for DOR CRP Providers.  It compensates the CRP for the time spent in face-to-face service and consultation with the DOR consumer.

2) Travel:

When traveling to an off-site location of 50 miles one-way or more from the nearest CRP staffed location / headquarters certain travel reimbursements may be authorized as follows:

CRP Staff Salary During Travel
This fee component reimburses the service provider for the direct staff salary costs while on travel status.  It is computed by the CRP by multiplying the average hourly salary, including benefits, by the number of CRP staff traveling to and from the off-site location, by the number of hours they will be traveling, not to exceed an eight-hour day.

Transportation and Per Diem Expenses
This fee component reimburses the service provider for actual travel and per diem costs not to exceed the DPA designated rates for private vehicle mileage or economical rental car costs, lodging, meal, parking, and other incidental costs depending on length of travel.

3) Mileage:

When using a privately owned vehicle for travel to an off-site service location, mileage reimbursement may be authorized not to exceed the current DPA mileage rate, as posted on (website).  The distance traveled is calculated from the nearest CRP staff location / headquarters to the off-site service location and return.  Gasoline, maintenance, and auto repair will not be allowed.  Mileage may be authorized if service delivery occurs more than twenty-five (25) miles from the CRPs nearest staffed office location.  Mileage may be reimbursed starting at mile 51.

STANDARD AUTHORIZATION:
Case Service Code:  67

Off-Site or CRP Site
At the time of referral for off-site services, the counselor needs to obtain from the CRP estimates of the amounts that are to be authorized for each of the three fee components.  The decision to authorize services off-site or at the CRP’s site will depend on the ability of the DOR consumer to travel to the CRP, as well as the relative costs of services provided.  The amounts that are to be authorized will depend on the DOR consumer's location, the number of staff, and the travel times and distances involved.

Service providers will calculate their estimates according to the following:

INSTRUCTIONS FOR ESTIMATING TRAVEL COSTS FOR OFF-SITE SERVICES:

Travel costs are reimbursed for actual costs not to exceed the DPA rates in accordance with state Travel Expense Reimbursement guidelines.  Salary and benefits for the personnel traveling are reimbursable in addition to the costs of travel.  You must request an authorization for estimated travel expenses and bill for actual travel expenses when you bill for the services.  You cannot bill for more travel costs than originally requested and authorized.

Below is an example of the information needed on your request for the amount of travel costs associated with the authorization for services:

Transportation and Per Diem

Lodging - 1 rooms at $84.00+tax
$ 84.00+tax

Meals - 1 staff x 1 day x $34.00
$ 34.00

Incidentals - 1 staff x 1 day x $6.00
$   6.00

Mileage - 425 miles x .505
$214.63
Sub-total
$338.63

CRP Staff Salary

Direct Staff - 2 days=16 hours

Day 1

4 hours drive-4 X $25 (benefit % included) =
$100.00

4 hours face-to-face service-reimbursed at Uniform rate

Day 2

4 hours face-to-face service-reimbursed at Uniform rate

4 hours drive-4 X $25 (benefit % included) =
$100.00

Sub-total Travel
$200.00
Total estimated cost
$558.63

Submit the worksheets used to compute your travel estimates to the counselor with the authorization request.  Salaries are payable for travel during employees normal work hours only.  No overtime pay is allowed.  Keep travel expense receipts for three years for audit purposes.

PART 5 – SERVICE SPECIFICATIONS

California Department of Rehabilitation (DOR)

Effective March 1, 2009

CORE CATEGORY:
ASSESSMENT SERVICES

SPECIFICATIONS:
COMPREHENSIVE VOCATIONAL EVALUATION

SERVICE CODE: 
14

DEFINITION:
Comprehensive Vocational Evaluation (CVE) services, as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), is an individualized, timely, and systematic process by which a DOR consumer, in partnership with a CRP evaluator uses published, standardized assessment methodologies to identify viable vocational options for the development of employment and rehabilitation goals and objectives.

The following activities are used in the provision of comprehensive vocational evaluation services:

· Review of assistive technology needs 

· Analysis of prior work experience and transferable skills

· Assessment of functional / occupational performance and capacities in real or simulated environments

· Testing through work samples

· Psychometric / aptitude testing

· Preference and interest inventories

· Personality testing

· Extensive personal interviews

· Other appropriate evaluation tests

STAFFING QUALIFICATIONS: 
The Administration / interpretation of psychological and subjective tests must be done or under the supervision / signature of a qualified, certified professional as established by the American Psychological Association (APA) in the Standards for Educational and Psychological Testing.  CRP staff providing services to DOR consumers must meet additional qualifications as defined in Job Descriptions as determined by the CRP.

REFERRAL / INTAKE:
When authorizing services, the DOR SVRC will complete CRP referral forms, provide pertinent information to the CRP from the DOR case file, and indicate eligibility and employability questions to be answered as a result of CVE services.

Upon completion of an intake CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed evaluation activities and strategies

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Persons responsible 

REPORTING REQUIREMENTS:

Upon completion of services the CRP will provide the SVRC with a comprehensive written report that provides information regarding the assessment tools and strategies utilized in identifying vocational objectives and rehabilitation needs and supports. The report will include the days and dates of services.  Recommendations of services / supports necessary to insure a successful employment outcome are included.

PERFORMANCE INDICATORS:

The following are indicators of quality services:

· Evaluation report answers questions asked by SVRC

· Employment barriers are identified and ways to overcome these are suggested

· Evaluation reports lead to clear vocational objectives

· Interests of the DOR consumer served have been thoroughly explored

· DOR consumer understands the results of the evaluation

· DOR consumer is able to participate in development of an Individualized Plan for Employment (IPE)

· Evaluation report suggests supports needed to insure success in rehabilitation services

· Timeliness of report

· Efficiency of services

STANDARD AUTHORIZATION: 

Authorizations by the SVRC are for full days typically up to ten (10) days in duration.

PAYMENT: 

Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.

Payment is daily for documented direct DOR consumer contact and billed, as authorized, at the conclusion of services.  A day of service is a minimum of five (5) hours exclusive of a lunch break.  For authorized services, CRPs may bill at half day rates if, due to unforeseen circumstances such as illness, a consumer is unable to complete the day and attendance is at least two (2) hours for that day.  If less than two (2) hours of services are provided, an hourly rate may be billed based upon a prorated rate of the daily rate divided by five (5) hours.

A written report or final report must accompany the invoice and is sent to the authorizing authority for payment approval. 

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.

California Department of Rehabilitation (DOR)

Effective March 1, 2009

CORE CATEGORY:
ASSESSMENT SERVICES

SPECIFICATIONS:
SITUATIONAL ASSESSMENT

SERVICE CODE: 
14

DEFINITION:

Situational Assessment (SA) services, as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), utilizes actual work sites to identify a DOR consumer’s current level of employability or as part of an eligibility determination through a short term trial work experience.  An External Situational Assessment (ESA) is a community-based service that allows a DOR consumer to observe or try out a variety of job opportunities, which may include payment of wages.  Services may be provided individually, in groups, or in a classroom setting based on an approved program model and reflected in the approval certificate as issued by DOR’s Community Resources Development (CRD) unit.

SA services provide information to a DOR consumer and SVRC about a DOR consumer’s strengths and barriers to employment, and provides information to choose an employment goal based on preferences, strengths, abilities, and needs. 

Situational assessment activities include:

For consumers:

· Simulated work trials 

· Opportunity to experience actual job duties and activities with wages paid per Department of Labor guidelines

· Job exploration / observation  

· Job shadowing

· Volunteer opportunities

CRP Assessor activities:

· Interview of consumer

· Support system interview

· Review of work history and transferable skills

· Review of transportation / mobility needs

· Review of technology needs

· Actual / simulated Work Observation

· Behavioral observation

STAFFING QUALIFICATIONS: 
CRP staff providing services to DOR consumers must meet qualifications as defined in Job Descriptions as determined by the CRP.

REFERRAL / INTAKE:
When authorizing services, the  DOR SVRC will complete CRP referral forms and provide pertinent information to the vendor from the DOR case file including questions to be addressed during the assessment.

Upon completion of an intake CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed assessment activities and strategies

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Persons responsible 
REPORTING REQUIREMENTS: 
A final report summarizing how goals and objectives were met, identification of assessment strategies and job exploration activities, job tryouts, and results is to be completed and sent to the DOR SVRC at the conclusion of services.  Written progress reports may be required monthly for extended services.  Recommendations of services / supports necessary to ensure a successful employment outcome are included.

PERFORMANCE INDICATORS:
The following are indicators of quality services;

· Work interests are explored and identified

· Recommendations for employment options are appropriate

· DOR consumer is able to participate in an Individualized Plan for Employment (IPE) leading to employment

· Report identifies effective strategies and supports needed to ensure success in rehabilitation services

· Timeliness of reports

· Efficiency of services 

STANDARD AUTHORIZATION: 
Authorizations by the SVRC are typically up to 40 hours in duration and authorized as individual services for a 1:1 staffing ratio.

Group / Daily:  Authorized daily for CRP services designed as group activities based on an approved program model.  A DOR consumer assessed by a work group supervisor or job coach assigned to that employer site is allowable.  Group activities are typically authorized from three to ten (3-10) days in duration. 

PAYMENT: 
Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.

Individual:  Payment is hourly for documented direct consumer contact and billed, as authorized, either monthly and/or at the conclusion of services.

Group:  Payment is daily for documented direct consumer contact and billed, as authorized, either monthly and/or at the conclusion of services.  A day of service is a minimum of five (5) hours exclusive of a lunch break.  For authorized services, CRPs may bill at half day rates if, due to unforeseen circumstances such as illness, a consumer is unable to complete the day and attendance is at least two (2) hours for that day.  If less than two (2) hours of services are provided, an hourly rate may be billed based upon a prorated rate of the daily rate divided by five (5) hours.

A written progress report or final report must accompany the invoice, documenting dates and hours or days of service, and is sent to the authorizing authority for payment approval.

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain/retain certification or accreditation will result in termination of services.
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CORE CATEGORY:
ASSESSMENT SERVICES

SPECIFICATIONS:
VOCATIONAL ASSESSMENT

SERVICE CODE: 
14

DEFINITION:

Vocational Assessment Services, as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), are limited in scope and short in duration.  Services assess basic information about a DOR consumer’s current educational and vocational levels, abilities, and interests.  Assessment materials or questionnaires are not reflective of standardized tests, and are developed by the CRP.  The CRP will seek information through a questionnaire, an interview, and review of collateral information.  Extensive occupational options or labor market analyses are not included in this service. 

Vocational Assessment Services provides information to a DOR consumer / applicant and referring DOR SVRC, to assist in eligibility determination, ability to participate in rehabilitation planning, and/or to determine the nature and scope of DOR services to be provided.

STAFFING QUALIFICATIONS: 
CRP staff providing services to DOR consumers must meet qualifications as defined in Job Descriptions as determined by the CRP.

REFERRAL / INTAKE:
DOR SVRC will complete CRP referral forms and provide pertinent information and employability questions from the DOR case file with written authorization for services.

Upon completion of an intake CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed assessment activities

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Staff responsible 
REPORTING REQUIREMENTS: 
Upon completion of the service the CRP will provide the DOR SVRC with a final report summarizing how goals and objectives were met through the provision of services.  Recommendations of services or supports necessary to insure a successful employment outcome are included.  The written report will provide answers to employability questions provided by the referring counselor and assists with information leading to the development or modification of rehabilitation services.

PERFORMANCE INDICATORS:

The following are indicators of quality services:

· CRP developed materials and questionnaires are effective in providing a basis for information leading to modification or development of rehabilitation services

· Consumer has the ability to participate in an Individualized Plan for Employment (IPE) leading to employment

· Timeliness of reports

· Efficiency of services

STANDARD AUTHORIZATION: 

Authorizations by the SVRC are typically up to fifteen (15) hours in duration for individual services at a 1:1 staffing ratio.

PAYMENT: 

Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.

Payment is hourly for documented direct DOR consumer contact and billed, as authorized, at the conclusion of services.  A written final report must accompany the invoice and is sent to the authorizing authority for payment approval. 

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.  CARF accreditation is not required for this service, DOR certification only is required.

California Department of Rehabilitation (DOR)
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CORE CATEGORY:
TRAINING SERVICES

SPECIFICATIONS:
PERSONAL, VOCATIONAL, SOCIAL ADJUSTMENT

SERVICE CODE: 
38

DEFINITION:

Personal, Vocational, Social Adjustment (PVSA) services as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), assist a DOR consumer develop or re-establish skills, attitudes, personal characteristics, interpersonal skills, work behaviors, and functional capacities to achieve and maintain positive employment outcomes.  This service is authorized by an SVRC to a CRP to address one or more barriers that are preventing a consumer from successfully completing his/her DOR Individualized Plan for Employment (IPE).  Training is time-limited, individualized, and provided in the environment where the identified appropriate behavior is needed or occurs.

Services are generally provided on a 1:1 basis and are concluded within one to four (1-4) months.  Services addressing similar barriers to employment may be provided in a classroom setting to groups of more than one DOR consumer.  Classes are provided in one hour increments.  Services may be provided individually, in groups, or in a classroom setting based on an approved program model and reflected in the approval certificate as issued by DOR’s Community Resources Development (CRD) unit.

PVSA services most often occur prior to job placement.  However, services may be appropriate after placement when an individual demonstrates behaviors that are job threatening.  PVSA services may be provided to ensure job retention.

PVSA training activities target the elimination / reduction of identified barriers to employment and may include, but are not limited to, issues such as:

· Appropriate interaction in the workplace 

· Grooming and hygiene as related to work

· Mobility training in use of public transportation 

· Work habits and attitudes such as attendance, punctuality, phoning in if ill, returning promptly from breaks and lunch

· Personal budgeting, banking, and bill payment

STAFFING QUALIFICATIONS: 
CRP staff providing services to DOR consumers must meet qualifications as defined in Job Descriptions as determined by the CRP.

REFERRAL / INTAKE:
The DOR SVRC will provide pertinent information to the CRP from the DOR case file and identify the specific barriers to employment to be addressed.

Upon completion of an intake CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed training activities

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Staff responsible 

REPORTING REQUIREMENTS: 
Upon completion of the intake the CRP will provide the SVRC with a written ISP detailing goals and objectives, proposed training activities, and the projected hours / timelines of services.
Written reports are required monthly that identify progress made towards ISP objectives and the hours / dates of service provided. 

A final report summarizing how, the extent to which, goals and objectives were met through the provision of specific training services is to be completed and sent to the DOR counselor at the conclusion of services.  Recommendations of services / supports necessary to insure a successful employment outcome are included.

PERFORMANCE INDICATORS:
The following are indicators of quality services:

· Consumer success in minimizing / eliminating issues addressed in ISP

· Ability to develop and participate in an IPE leading to employment

· Development of effective strategies and identification of supports needed to insure success in rehabilitation services

· Timeliness of reports

· Efficiency of services

STANDARD AUTHORIZATION: 

Authorizations by the SVRC are most often hourly for individualized services based upon a projection of hours required to complete the activity, typically up to 40 hours in duration.

Group / Hour:  Authorized for regularly scheduled classes of one hour only are authorized at the Group hourly rate.  This service may be only authorized based on an approved program model and reflected in the approval certificate as issued by DOR’s CRD unit.

PAYMENT: 

Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.

Payment is hourly for documented direct consumer contact and billed, as authorized, either monthly and/or at the conclusion of services.  A written progress report or final report must accompany the invoice and is sent to the authorizing authority for payment approval. 

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services. 
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CORE CATEGORY:
TRAINING SERVICES

SPECIFICATIONS:
WORK ADJUSTMENT

SERVICE CODE: 
35

DEFINITION:

Work Adjustment (WA) services, as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), are transitional, time-limited, systematic services that use real work or approved volunteer sites, to train DOR consumers in the meaning, value, and demands of a job, to learn or reestablish skills, attitudes, personal characteristics, work tolerance, and behaviors appropriate and necessary for work.  Job sites are temporary, and not intended to become a permanent placement.  A WA program is also used for persons enrolled in the Business Enterprises Program - Youth Employment Program (BEP-YEP).

WA services focus on the elimination of barriers to employment and are accomplished in one to four (1-4) months.  WA services, however, are most often provided in a work site that generally constitutes an employer / employee relationship and requires payment of wages.  Work Adjustment is not used as training for a specific occupation.  Services may be provided individually or in groups and may include classroom activities based on an approved program model and reflected in the approval certificate as issued by DOR’s Community Resources Development (CRD) unit.

STAFFING QUALIFICATIONS: 
CRP staff providing services to DOR consumers must meet qualifications as defined in Job Descriptions as determined by the CRP.
REFERRAL / INTAKE:
When authorizing services, the DOR SVRC will complete CRP referral forms and provide pertinent information from the DOR case file including the identification of barriers and behaviors to employment that are to be addressed.  Upon completion of an intake CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed work site 

· Training activities and strategies designed to reduce or eliminate identified barriers to employment

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Persons responsible 

REPORTING REQUIREMENTS: 
Upon completion of the intake the CRP will provide the DOR SVRC with a written ISP detailing goals and objectives, service work site, proposed training activities, and projected hours/timelines.
Written monthly reports are required to be sent to the DOR SVRC that identify progress on ISP objectives.  Included will be information regarding the hours / dates of services provided.  A final report at the conclusion of services will summarize how goals and objectives were met and recommendations of services / supports necessary to insure a successful employment outcome. 

PERFORMANCE INDICATORS:
The following are indicators of quality services:

· DOR consumer is successful in minimizing / eliminating issues addressed in ISP

· DOR consumer has the ability to fully engage in activities directly leading to employment

· Appropriate recommendations of effective strategies and identification of supports needed to insure success in rehabilitation services have been identified

· Timeliness of reports

· Efficiency of services 

STANDARD AUTHORIZATION: 

Authorized hourly for individualized training services based upon a projection of hours required to complete the activity.  Hourly services are based on an approved program model and reflected in the approval certificate as issued by DOR’s CRD unit.

Group / day:  Authorized as group services for a full minimum five (5) hour day program that offers many activities focused on enhancing work tolerances and behaviors.  Services may be offered up to five (5) days per week.  Half day programs of two to four (2-4) hours may be authorized based on an approved program model and reflected in the approval certificate as issued by DOR’s CRD unit.

PAYMENT: 

Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.

Individual:  Payment is hourly for authorized services as documented by direct consumer contact and billed monthly and/or at the conclusion of services.

Group:  Payment is daily for authorized services as documented by direct consumer contact and billed monthly and/or at the conclusion of services.  For authorized services, CRPs may bill at half day rates if, due to unforeseen circumstances such as illness, a consumer is unable to complete the day and attendance is at least two (2) hours for that day.  If less than two (2) hours of services are provided, an hourly rate may be billed based upon a prorated rate of the daily rate divided by five (5) hours.

A written progress report or final report must accompany the invoice, documenting dates and days of service, and is sent to the authorizing authority for payment approval.

CERTIFICATION / ACCREDITATION

DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.

California Department of Rehabilitation (DOR)

Effective March 1, 2009

CORE CATEGORY:
TRAINING SERVICES

SPECIFICATIONS:
OCCUPATIONAL SKILLS TRAINING


LEVEL 1 - ENTRY LEVEL


LEVEL 2 - SEMI-PROFESSIONAL

SERVICE CODES:
40

DEFINITION:

Occupational Skills Training (OST) as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), is provided as an organized, curriculum-based full day program, of at least five (5) hours, in which DOR consumers acquire the relevant skills necessary for a specific job or a grouping of jobs.  OST services are provided in a group setting and may have a classroom component and a hands-on work component in which wages are earned.  The training curriculum is designed and continually enhanced with input from an employer or employer association or group.  Services are modified based on employer input and local labor market trends.  OST will develop marketable skills and enable a consumer to achieve employment in the specific occupational category in which training was provided.  Training programs are generally eight (8) weeks or more.

Level 1 Entry level occupations - Training at this level reflects jobs that upon hire pay at or near minimum wages, and includes; food service, landscape services, electronic assembly, and janitorial maintenance as examples.

Level 2 Semi-skilled / semi-professional occupations - Training at this level reflects jobs that require basic math or language skills competencies, and includes data entry, retail, clerical, and warehouse inventory jobs as examples.

Activities include:

· Pre-post skill testing

· Work experience

· Classroom training

· Certificate of completion

STAFFING QUALIFICATIONS: 
CRP staff providing services to DOR consumers must meet qualifications as defined in Job Descriptions as determined by the CRP.

REFERRAL / INTAKE:
When authorizing services, the DOR SVRC will complete CRP referral forms and provide pertinent information from the DOR case file including the identification of barriers to employment to be addressed.

Upon completion of an intake and/or initial assessment, CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed training activities

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Persons responsible 
REPORTING REQUIREMENTS: 
For ongoing OST services, written progress reports are required monthly that identify the training goals and objectives addressed, hours and dates of service provided, approach(es) utilized, and plan for continued activities.

A final report summarizing how goals and objectives were met through the provision of specific services is to be completed and sent to the DOR counselor at the conclusion of services.  Recommendations of services / supports necessary to insure a successful employment outcome are included.

PERFORMANCE INDICATORS:
The following are indicators of quality services:

· DOR consumer is successful in acquiring occupational skills

· DOR consumer is able to actively seek employment in the specific occupational area of training

· Reports provide effective strategies and identification of supports needed to insure success in employment

· Timeliness of reports

· Efficiency of services 

STANDARD AUTHORIZATION: 

Authorizations by the SVRC are authorized for full program days, typically for training of eight (8) to twenty-six (26) weeks in duration.

PAYMENT: 

Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service:

Payment is daily for documented direct DOR consumer contact and billed, as authorized, either monthly and/or at the conclusion of services.  A day of service is a minimum of five (5) hours exclusive of a lunch break.  For authorized services, CRPs may bill at half day rates if, due to unforeseen circumstances such as illness, a consumer is unable to complete the day and attendance is at least two (2) hours for that day.  If less than two (2) hours of services are provided, an hourly rate may be billed based upon a prorated rate of the daily rate divided by five (5) hours.

A written report or final report must accompany the invoice and is sent to the authorizing authority for payment approval.

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.
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CORE CATEGORY:
TRAINING SERVICES

SPECIFICATIONS:
WORK SERVICES

SERVICE CODE: 
30

DEFINITION:
Work Services (WS), as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), provides paid work and support activities to enable a DOR consumer move towards a competitive employment outcome.  WS are provided in a Work Activity Program (WAP) setting or alternative WAP program site in CRP owned businesses such as retail stores, restaurants, franchises, etc.  A DOR consumer will gain work experience or develop work tolerances necessary for employment.  A systematic plan of instruction for job supports is developed, in consultation with the DOR consumer and SVRC, to acquire the necessary work skills, productivity, and behaviors leading towards employment.
STAFFING QUALIFICATIONS: 
CRP staff providing services to DOR consumers must meet qualifications as defined in Job Descriptions as determined by the CRP.
REFERRAL / INTAKE:
When authorizing services, the DOR SVRC will complete CRP referral forms and provide pertinent information to the vendor from the DOR case file including the identification of barriers to employment to be addressed.

Upon completion of an intake, CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed training activities

· Proposed outcomes (measurable)

· Projection of time required

· Schedule / Timeline for completion

· Persons responsible

REPORTING REQUIREMENTS: 
Upon completion of the intake the CRP will provide the SVRC with a written ISP detailing goals and objectives, proposed training activities, and projected hours / timelines.

Written progress reports are required monthly that identify the barriers / behaviors worked on during the month, hours / dates of service provided, approach(es) utilized, and identify barriers / behaviors to be addressed the following month.  A final report summarizing how, the extent to which, goals and objectives were met through the provision of specific training services is to be completed and sent to the DOR counselor at the conclusion of services.  Recommendations of services / supports necessary to insure a successful employment outcome are included.

PERFORMANCE INDICATORS:
The following are indicators of quality services:

· Consumer success in minimizing / eliminating issues addressed in training

· Ability to develop and participate in an Individualized Plan for Employment (IPE) leading to employment

· Development of effective strategies and identification of supports needed to insure success in rehabilitation services

· Timeliness of reports

· Efficiency of services 

STANDARD AUTHORIZATION: 

Authorizations by the SVRC are written for no longer than three (3) months at a time in duration and most often concurrently with an authorization for Supported Employment services.  WS have daily and hourly rates that are determined by regulation.

PAYMENT: 

Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.

Payment is hourly for documented direct consumer contact and billed, as authorized, either monthly and/or at the conclusion of services.  A written progress report or final report must accompany the invoice and is sent to the authorizing authority for payment approval.

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.
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CORE CATEGORY:
JOB RELATED SERVICES

SPECIFICATIONS:
EMPLOYMENT SERVICES

SERVICE CODE: 
69

DEFINITION:

Employment Services (ES) as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), assists a DOR consumer prepare for, obtain, and retain employment.  A continuum of services provides guidance and direction to a DOR consumer in the development of job search techniques and appropriate work-related behaviors that will enhance the consumer’s employability.  ES components provide assistance in the development of job search skills, coordination of job search activities, and identification of appropriate  job openings.  Employment Retention services are designed to support DOR consumers and employers in achieving a successful employment outcome and in meeting DOR’s criteria for case closure.

The four specific components of Employment Services include:

· Intake,

· Employment Preparation,

· Job Development and Placement, and

· Employment Retention.
Employment Services Intake:

Upon authorization of Intake services, the CRP will meet with the DOR consumer and complete the following intake activities:

· Assessment / review of appropriateness of referral and job choice

· Review of DOR Individualized Plan for Employment (IPE)

· Review of job choice in relation to the availability of employers and job postings in the local labor market

· Analysis of pertinent collateral information and reports of prior work experiences and performance

· Determination if consumer will benefit from services

· Development of an Individual Service Plan (ISP) to affirm employment goal, identify services to be provided consistent with the IPE, and include the following:

· Employment goals and objectives

· Employment components to be addressed

· Proposed activities

· Proposed outcomes (measurable)

· Schedule / timeline for completion

· Persons responsible

Employment Preparation Services:

Upon determination of a DOR consumers readiness to engage in Employment Preparation Services, the CRP and DOR consumer will participate in the following activities as guided by the ISP:

· Interviewing techniques

· Resume development

· Application preparation

· Appropriate work behaviors and work ethics

· Relevant work practices

· Appropriate grooming and hygiene

· Assistance in becoming knowledgeable regarding the impact of employment on the consumer and his/her disability

· Assistance with benefits planning related to employment

· Identification of additional support services such as meeting transportation, childcare, or other needs

Job Development and Placement:

Upon determination of a DOR consumer’s preparedness to engage in job search activities, the CRP and the DOR consumer will collaborate in the following activities as guided by the ISP:

· Identification of specific job openings appropriate for the DOR consumer as indicated in his/her IPE and ISP

· Contact of employers to identify job openings

· Obtaining information detailing qualifications and work site requirements for specific job opportunities to ensure applicant readiness and success on the job

· Job Site consultation to identify or modify barriers

· Negotiating job carving, work site analysis, or other job accommodations

· Assisting job applicant in the interviewing process

· Assisting the job applicant in coordinating transportation needs

· Provision of job club or tools to assist in job search

Upon job placement:

· Job destination training

· Job Orientation assistance

· Information on conditions of employment, such as:

· Job duties and job description

· Performance expectations

· Name of immediate supervisor

· Responsibilities of the employee

· Wage payment practices

· Benefits

· Company policies and procedures including conflict resolution procedures and health and safety practices

· Probation and performance evaluation procedures

· Union status, as appropriate

Employment Retention:

Upon DOR consumer acceptance of employment of a job that is consistent with the IPE goal and meets the needs for hours, wages, and benefits, the CRP will provide at least 90 days of the following Employment Retention activities:

· Phone or personal contact, on or off the job, with the DOR consumer to determine ongoing satisfaction with the terms of employment

· Phone or personal contact with the employer to determine ongoing satisfaction with the terms of employment

· No less than two (2)contacts a month are required for a minimum of 90 days

· Communication with DOR SVRC at least monthly to discuss progress and coordinate for any additional services that may be required

· Assistance with necessary minimal supports to sustain employment.  Intensive support services, as determined by the CRP and DOR SVRC, may require additional hours to be authorized for Job Coaching services.

STAFFING QUALIFICATIONS: 
CRP staff providing services to DOR consumers must meet qualifications as defined in Job Descriptions as determined by the CRP.

REFERRAL:
DOR SVRC will complete CRP referral forms and provide pertinent information from the DOR case file with written authorization for services.  Information will include the DOR IPE that outlines the employment goal, work restrictions, employment history, and other job placement considerations.

REPORTING REQUIREMENTS:
At completion of the Intake activities, the CRP will provide a written summary to the referring SVRC of the DOR consumer’s potential for community employment consistent with the IPE and recommendations for additional service needs.  For consumers who will continue with Employment Services, an ISP is developed which affirms vocational goals and objectives with details of services to be provided.

At the completion of Employment Preparation activities, or monthly until completion, a written report will be provided to the SVRC summarizing activities and competencies / skills acquired as per the ISP, with recommendations for additional service needs.

At completion of job development and placement activities, or monthly until completion, a written report  will be provided to the SVRC summarizing activities provided as per the ISP.  Reports will include employer contacts made on behalf of the consumer as well as consumer contact, and identifies supports and/or resources necessary to ensure employment.  Upon placement, employment information identifying employer, hours, wages, and benefits and other conditions of employment will be provided.

At completion of Employment Retention activities, and/or after 90 days of employment, a final report will be will be provided to the SVRC.  The report addresses the consumer’s ability to meet the employer’s standards and performance expectations.  The report will identify any specific support and resource needs necessary to retain employment.

PERFORMANCE INDICATORS: 

The following are indicators of quality services:

· DOR consumer has successfully engaged in services enhancing employability as guided by the an IPE and ISP

· DOR consumer has made timely progression to an employment outcome

· CRP reports provide effective strategies and identification of supports needed to secure appropriate employment per the IPE

· Timeliness of reports

· Efficiency of services
· Number of consumers who successfully complete at least 90 days on the job and are closed as successful by DOR
· DOR consumer and employer are satisfied with job match
STANDARD AUTHORIZATION:

Authorizations by the SVRC are most often written for the complete package of services, most often for two (2) benchmarks at a time, for three (3) months duration per authorization.  There are no daily or hourly rates.

Individual / benchmarks:
· Intake,

· Employment Preparation,

· Job Development and Placement, and

· Employment Retention

· Employment Services Intake and Employment Preparation Services that have already been completed, may be authorized only once within a twelve (12) month period to the same CRP.  However, if there has been a significant change or event that impacts a DOR consumer’s ability to now participate in the IPE or ISP,  then the SVRC may make the determination to reauthorize the services.

PAYMENT: 

Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.
Employment Services Intake:

Payment at conclusion of intake activities.  A written report and a copy of the ISP must accompany the invoice and is sent to the authorizing authority for payment and approval.

Employment Preparation:

Payment at conclusion of employment preparation activities.  A written report summarizing ISP activities provided in preparing consumer to fully participate in job search activities must accompany the invoice and is sent to the authorizing authority for payment and approval.

Job Development and Placement:
Payment at conclusion of activities and upon job hire consistent with the IPE.  The consumer is accepted for employment by the employer, agrees to start on the job, and a start date is established.  Consumer has reported and worked at least one day.  Receipt of written report detailing activities and  terms of employment, i.e., salary, hours, schedule, benefits, and identification of supports necessary to sustain employment.

Job Retention:

Payment at conclusion of retention activities.  The DOR consumer has completed  90 days on the job and demonstrates an ability to meet the employer’s standards and job performance expectations.  Payment upon receipt of written report indicating supports and resources necessary to sustain employment. 

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.
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CORE CATEGORY:
JOB RELATED SERVICES

SPECIFICATIONS:
SUPPORTED EMPLOYMENT PLACEMENT

SERVICE CODES: 
42 - INDIVIDUAL INTAKE


43 - EMPLOYMENT PREPARATION, JOB DEVELOPMENT AND PLACEMENT


44 - RETENTION

DEFINITION:

Supported Employment (SE) program services, as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), provide a series of services leading to the placement, support, and job retention of a DOR consumer with the most significant disabilities.  Intensive Job Coaching is the primary service in a SE program.  SE services provides 1) Individual Placement (IP) in a competitive integrated setting and supported by a Job Coach, or 2) Group Placement and supervision of one Job Coach per three to eight consumers, in an integrated work setting in which a DOR consumer is working toward competitive employment.  Group job coaching supports consumers only during designated work time and does not support consumers off the job.

DOR consumers most appropriate for a SE Individualized Plan for Employment (IPE) are individuals with the most significant disabilities for whom competitive employment has not traditionally occurred or has been interrupted or intermittent, and who need intensive and extended services.  The transitioning of ongoing job support services to a long term funding source is required when a DOR consumer has stabilized on the job.  Extended services are required in order to maintain employment and are identified in an SE IPE and funded by a source other than DOR.

Benchmarks of Supported Employment placement services include:

· Intake - Individual or group

· Employment preparation, job development and placement

· Retention

SE guidelines and procedures may be found in the DOR Rehabilitation Administrative Manual (RAM) Chapter 31.

STAFFING QUALIFICATIONS: 
CRP staff providing services to DOR consumers must meet qualifications as defined in Job Descriptions as determined by the CRP.

REFERRAL / INTAKE:
When authorizing services, the DOR SVRC will complete CRP referral forms and provide pertinent information from the DOR case file including the identification of an employment goal.

Upon completion of an intake and/or initial assessment, CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed activities

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Persons responsible 
REPORTING REQUIREMENTS:
SE reporting guidelines and procedures may be found in the DOR RAM Chapter 31.  Upon completion of the intake the CRP will provide the SVRC with a written ISP detailing goals and objectives, proposed training activities, and projected hours / timelines.
Written progress reports are required monthly that identify status of goals and objectives, hours and dates of service provided, approach(es) utilized, and identify activities to be addressed the following month.

A final report summarizing how goals and objectives were met, placement information, level of stabilization required, and plan for transition to extended service provider, is to be completed and sent to the DOR counselor at the conclusion of services.

PERFORMANCE INDICATORS:
The following are indicators of quality services:

· Report indentifies effective strategies and supports needed to insure success in sustaining long term employment 

· DOR consumer achieves competitive employment

· Timeliness of reports

· Efficiency of services 

STANDARD AUTHORIZATION:
Authorizations by the SVRC are typically written for the package of services, not to exceed three (3) months in duration.

Individual Placement benchmarks are authorized as individual services per RAM Chapter 31 guidelines:

· Intake,

· Employment Preparation, Job Development and Placement, and

· Retention.

Group placement services are authorized as group services per RAM Chapter 31 guidelines:

· Intake only

PAYMENT: 

Fees for services are paid based on the current rates as established by the Legislature in the California Code of Regulations and are not set by the DOR.

Payment is based on the successful completion of a benchmark, as authorized, at the conclusion of the related benchmark activities.  A written progress report or final report must accompany the invoice and is sent to the authorizing authority for payment approval.

See RAM Chapter 31 for additional guidelines.

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.
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CORE CATEGORY:
JOB RELATED SERVICES

SPECIFICATIONS:
JOB COACHING

SERVICE CODES: 
71 - INDIVIDUAL


72 - GROUP

DEFINITION:

Job Coaching services, as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided by a Community Rehabilitation Program (CRP) to a competitively employed DOR consumer, provides intensive assistance and support in employment-related activities to promote job adjustment and retention.  Intensive individualized Job Coaching services may be provided as part of a Supported Employment (SE) Individualized Plan of Employment (IPE), or for specific short term services in support of a DOR consumer in a non SE job.  Further information on Job Coaching as part of a Supported Employment plan is found in DOR’s Rehabilitation Administrative Manual (RAM) Chapter 31.

Group Job Coaching may be provided at an employer’s work site by CRP staff as part of a Group Supported Employment placement as defined by RAM Chapter 31.

Activities of Job Coaching by CRP staff for competitive, individual placements, include on-site support services and off-site interventions for DOR consumers, such as:

· Job orientation

· Job destination training

· Teaching job tasks 

· Supervision at the worksite

· Coworker / supervisor consultation

· Assistance in integrating the DOR consumer into the work environment through natural supports
· Assistance in changes in the work environment impacting potential for job retention
· Assistance with public support agencies

· Family and residential provider consultation 

· Contact with the consumer and/or employer to ensure continued job satisfaction

· Assistance with monitoring Social Security Administration (SSA) reporting requirements

· Support and counseling necessary to maintain employment

· Consultation with the DOR consumer / employer and others following job loss

· Job Coaching guidelines and procedures and specific reporting requirements may be found in RAM Chapter 31.  SE Job Coaching and non SE Job Coaching follow the same DOR policies and procedures.

Transitional Employment (TE):

Is one or a series of temporary, competitive job placements supported by Job Coaching services for DOR consumers with the most significant disabilities due to mental illness.  In TE, the provision of ongoing support services must include continuing sequential job placements until job permanency is achieved.  Placement in a temporary position provides services that focus on overcoming the fear of work, developing work tolerance, determining supports needed for permanent placement, and a plan to seek an employment outcome.

TE is considered a form of Supported Employment placement and Job Coaching is the work-related service supporting this component.  A TE placement must meet all criteria for Supported Employment, except that the placement is temporary.

If an eligible individual gains a permanent job as a result of a transitional employment (TE), a SE retention fee may be authorized, if appropriate.

STAFFING QUALIFICATIONS:
CRP staff providing services to DOR consumers must meet qualifications as defined in Job Descriptions as determined by the CRP.
REFERRAL / INTAKE:

When authorizing services, the DOR SVRC will complete CRP referral forms and provide pertinent information from the DOR case file including the rehabilitation needs to be addressed.

Upon completion of an intake, CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed activities

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Persons responsible 
REPORTING REQUIREMENTS:
For ongoing Job Coaching services, written progress reports are required monthly that identify the hours and dates of service provided, approach(es) utilized, and identify barriers / behaviors to be addressed the following month.

A final report summarizing how goals and objectives were met through the provision of specific Job Coaching services is to be completed and sent to the SVRC at the conclusion of services.  Recommendations of services / supports necessary to insure maintenance of a successful employment outcome are included.

PERFORMANCE INDICATORS:
The following are indicators of quality services:

· DOR consumer is successful in minimizing / eliminating issues addressed by Job Coaching services

· Reports provide effective strategies and identify supports needed to ensure success in retaining employment

· DOR consumer reaches successful employment outcome

· DOR consumer is able to advance and/or sustain employment

· In a TE setting, a consumer is able to participate in an IPE leading towards competitive placement

· Timeliness of reports

· Efficiency of services 

STANDARD AUTHORIZATION:
Authorizations by the SVRC are written hourly for SE Job Coaching services in accordance with RAM Chapter 31 guidelines.  Authorizations for non SE Job Coaching are at the hourly rate for an estimated number of hours based on expected needs.  Hours authorized for off-site coaching and job coach travel shall be itemized in the case record and on the authorization.

Group:  Group services are authorized at the hourly rate for an estimated number of hours based on expected need.

PAYMENT:
Fees for SE and Non SE Job Coaching services are paid based on the current rates indicated by the California Code of Regulations and are not set by the DOR.

Payment is hourly for documented direct consumer contact and billed, as authorized, either monthly and/or at the conclusion of services.  The hours and dates of services provided are included.  A written progress report or final report must accompany the invoice and is sent to the authorizing authority for payment approval.

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.
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CORE CATEGORY:
SUPPORT SERVICES

SPECIFICATIONS:
COMMUNICATION & LANGUAGE SKILLS ASSESSMENT & TRAINING


LEVEL 1 - INDIVIDUAL


LEVEL 2 - GROUP

SERVICE CODES: 
16 - COMMUNICATION SKILLS ASSESSMENT


38 - COMMUNICATION & LANGUAGE SKILLS TRAINING (CLST) NON-MEDICAL

DEFINITION:

Communication and Language Skills Assessment and Training services (CLST), as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), are provided individually or in group settings in which DOR consumers with sensory impairments are assessed and trained in the skills necessary to communicate effectively at work, home, and in the community.

Included in this category are CRP services that assess and teach Braille skills to DOR consumers who are blind, or that assess and teach communication skills through sign language or other means for DOR consumers who are deaf or hard of hearing and have limited use and comprehension of the English language.  Services may be provided individually, in groups, or in a classroom setting based upon the DOR consumer’s need.  Activities are focused in support of an employment outcome.

Services are not related to assessment of communication assistive technology devices.

STAFFING QUALIFICATIONS:
CRP staff providing services to DOR consumers must meet qualifications as defined in Job Descriptions as determined by the CRP.

REFERRAL / INTAKE:
When authorizing services, the DOR SVRC will complete CRP referral forms and provide pertinent information from the DOR case file including the identification of communication barriers to be addressed.

Upon completion of an intake or initial assessment, CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed assessment / training activities

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Persons responsible 
REPORTING REQUIREMENTS: 
Upon completion of an authorized individual Communication Skills Assessment, the CRP will provide the SVRC with a written ISP detailing goals and objectives, proposed training activities, and projected hours / timelines.

For ongoing CLST programs, written progress reports are required monthly that identify the communication goals and objectives addressed, hours and dates of service provided, approach(es) utilized, and plan for continued activities.

A final report summarizing how goals and objectives were met through the provision of specific services is to be completed and sent to the DOR counselor at the conclusion of services.  Recommendations of services / supports necessary to insure a successful rehabilitation outcome are included.

PERFORMANCE INDICATORS:
The following are indicators of quality services:

· DOR consumer is satisfied with services and is able to communicate in his/her environment

· DOR consumer is able to participate in an Individualized Plan for Employment (IPE)

· Reports provide effective strategies and identify supports needed to insure success in rehabilitation services

· Timeliness of reports

· Efficiency of services 

STANDARD AUTHORIZATION: 
Authorizations by the SVRC are hourly for assessment and individualized training services based upon a projection of hours required to complete the activity.

Group / hour:  Authorized hourly for regularly scheduled classes of one hour only are paid at the Group hourly rate.  This service may be only authorized based on an approved program model and reflected in the approval certificate as issued by DOR's Community Resources Development (CRD) unit.

Group / day:  Authorized as group services for a full minimum five (5) hour day program that is typically curriculum based and offers many components that predominantly focus on developing and enhancing communication and language skills.  Classes may be offered up to five (5) days per week.  Half day programs of two to four (2-4) hours may be authorized based on an approved program model and reflected in the approval certificate as issued by DOR's CRD unit.  Authorized in three (3) month increments.

PAYMENT:
Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.

Payment is hourly or daily for documented direct consumer participation and billed, as authorized, either monthly and/or at the conclusion of services.  A written progress report or final report must accompany the invoice and is sent to the authorizing authority for payment approval.

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.  Communication and Language Skills Assessment and Training Services do not require CARF accreditation, but must maintain DOR Certification.
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CORE CATEGORY:
SUPPORT SERVICES

SPECIFICATIONS:
INDEPENDENT LIVING SKILLS TRAINING

SERVICE CODES:
70 - INDEPENDENT LIVING SERVICES





18 - ORIENTATION & MOBILITY EVALUATION





84 - ORIENTATION & MOBILITY TRAINING

DEFINITION:

Independent Living Skills Training (ILST) services, as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), provide training to DOR consumers in the skills and supports necessary to function independently at work, home or the community.  Services are most often provided to DOR consumers with sensory impairments or traumatic brain injuries.  A systematic plan of instruction for supports is developed, in consultation with the DOR consumer and SVRC, to acquire the necessary functional living skills in support of an employment outcome.  Services may be provided individually, in groups, or in a classroom setting based on an approved program model and reflected in the approval certificate as issued by DOR’s Community Resources Development (CRD) unit.

Training components in this category may include:

· Functional computer literacy training

· Functional daily living skills training

· Fiscal management and budgeting

· Adjustment to sensory loss

· Cooking and meal planning

· Household management

· Peer counseling 

· Orientation and Mobility Evaluation

· Orientation and Mobility Training

ILST services in this category do not include services offered by Independent Living Centers as monitored by the DOR’s Independent Living Unit.

STAFFING QUALIFICATIONS:
Orientation and Mobility (O&M) trainers must meet O&M trainer qualifications.  CRP staff providing services to DOR consumers must meet additional qualifications as defined in Job Descriptions as determined by the CRP.

REFERRAL / INTAKE:
When authorizing services, the DOR SVRC will complete CRP referral forms and provide pertinent information from the DOR case file including the identification of barriers to independence and employment to be addressed.

Upon completion of an intake and/or initial assessment, CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed activities

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Persons responsible
REPORTING REQUIREMENTS:
For ongoing ILST programs, written progress reports are required monthly that identify the ILS goals and objectives addressed, hours and dates of service provided, approach(es) utilized, and plan for continued activities.

A final report summarizing how goals and objectives were met through the provision of specific services is to be completed and sent to the DOR counselor at the conclusion of services.  Recommendations of services / supports necessary to insure a successful rehabilitation outcome are included.

PERFORMANCE INDICATORS:
The following are indicators of quality services:

· DOR consumer is satisfied with services and has acquired skills necessary to function independently in his/her work, home, and/or community

· DOR consumer is able to participate in an Individualized Plan for Employment (IPE)

· Reports provide effective strategies and identify supports needed to insure success in rehabilitation services

· Timeliness of reports

· Efficiency of services

STANDARD AUTHORIZATION:
Individual:  Authorized hourly for individualized training services based upon a projection of hours required to complete the activity.  Hourly services are based on an approved program model and reflected in the approval certificate as issued by DOR’s CRD unit.

Group / hour:  Authorized hourly for regularly scheduled classes of one hour only are paid at the Group hourly rate.  This service may only be authorized based on an approved program model and reflected in the approval certificate as issued by DOR’s CRD unit.

Group / day:  Authorized as group services for a full minimum five (5) hour day program that offers many activities focused on enhancing independent living skills.  Classes may be offered up to five (5) days per week.  Half day programs of two to four (2-4) hours may be authorized based on an approved program model and reflected in the approval certificate as issued by DOR’s CRD unit.

PAYMENT:
Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.

Payment is hourly for documented direct consumer contact and billed, as authorized, either monthly and/or at the conclusion of services.

Group:  Payment is daily for authorized services as documented by direct consumer contact and billed monthly and/or at the conclusion of services.  For authorized services, CRPs may bill at half day rates if, due to unforeseen circumstances such as illness, a consumer is unable to complete the day and attendance is at least two (2) hours for that day.  If less than two (2) hours of services are provided, an hourly rate may be billed based upon a prorated rate of the daily rate divided by five (5) hours.

For approved half day programs, billing may be invoiced for services provided from two to four (2-4) hours.  If less than two (2) hours of services are provided, an hourly rate may be billed based upon a prorated rate of the daily rate divided by five (5) hours.

A written progress report or final report must accompany the invoice and is sent to the authorizing authority for payment approval.

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.  Independent Living Skills Training Services do not require CARF accreditation, but must maintain DOR Certification.
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CORE CATEGORY:
SUPPORT SERVICES

SPECIFICATIONS: 
REHABILITATION TECHNOLOGY


LEVEL 1 - REHABILITATION ENGINEERING / TECHNOLOGY ASSESSMENT / EVALUATION

SERVICE CODE: 
17

DEFINITION:
Rehabilitation technology, as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), means the systematic application of non-medical technologies, engineering methodologies, or scientific principles to meet  the needs of, and address the barriers confronted by, DOR consumers in areas that include education, rehabilitation, employment, transportation, independent living, and recreation.  These services include time spent by qualified professionals in evaluating, designing, fabricating, and modifying the environment and/or assistive devices on behalf of a DOR consumer.  These services aim to enhance service provision to DOR consumers who are seeking technology applications to maximize their ability to function in their environment.
Level 1 Rehabilitation Technology Services, as offered by certified professionals, applies engineering sciences to design, develop, test, evaluate and apply technological solutions to problems confronted by DOR consumers with disabilities in multiple functional areas such as mobility, communications, hearing, vision, and cognition, and provide  activities associated with employment, independent living, education, and integration into the community.

Assistive technology (AT) device means 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 the functional capabilities of a DOR consumer.  Level 1 Services offers state of the art, multiple AT device options and equipment try-outs to assist in the determination of an appropriate match of equipment to the needs of a DOR consumer.

Activities associated with  Level 1 Services include:

· Comprehensive evaluation of the needs of a DOR consumer, including a functional evaluation in his/her customary environment

· Hands-on evaluation of a variety of AT devices, including alternate computer access, augmentative and alternative communication devices, and environmental controls
· Application of Ergonomic principles
· Coordinating and using other therapies or interventions

· Provides comprehensive information for the selecting, designing, fitting, customizing, and adapting of appropriate AT devices

· Time spent in designing, fabricating, and modifying the environment of specific AT devices

STAFFING QUALIFICATIONS:

Level 1 Services are provided by a Rehabilitation Engineering Technologist (RET) and/or Assistive Technology Professional (ATP) as certified by the Rehabilitation Engineering and Assistive Technology Society of North America (RESNA) and have a broad based knowledge, training, and experience in determining how AT resources and services are used.  Rehabilitation engineers, occupational therapists, physical therapists, speech and hearing pathologists, and optometrists who provides AT services as a primary job responsibility for the CRP are also included in this category.

CRP staff providing services to DOR consumers must meet additional qualifications as defined in Job Descriptions as determined by the CRP.

REFERRAL / INTAKE:
When authorizing services, the DOR SVRC will complete CRP referral forms and provide pertinent information from the DOR case file including the identification of barriers to be addressed.

Upon completion of an intake, CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed AT activities

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Persons responsible
REPORTING REQUIREMENTS:
A final report summarizing how evaluation goals and objectives were met is to be completed and sent to the SVRC at the conclusion of services.  The report will include the hours and dates of service provided, and assessment approach(es) utilized.  Recommendations of AT device options, modifications or adaptations necessary, vendor information, and the services / supports necessary to insure successful utilization of devices are included.

PERFORMANCE INDICATORS:
The following are indicators of quality services:

· DOR consumer has been provided access to current and commonly available devices

· DOR consumer has been able to try out a variety of devices

· Devices recommended will enhance independence in home, worksite, and/or community

· Effective strategies and identification of supports needed are provided to insure success in rehabilitation services

· Timeliness of reports

· Efficiency of services 

STANDARD AUTHORIZATION:
Initial authorizations by the SVRC are typically no more than ten (10) hours in duration.  Authorizations for fabrication or other specialty services are based on an estimated number of hours required to complete the activity.

PAYMENT:
Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.

Payment is hourly for documented direct consumer contact and billed, as authorized, at the conclusion of services.  Activities occurring on behalf of a DOR consumer such as research, discussions with an equipment vendor, and report writing is inclusive of the rate, and time spent in these activities may not be additionally billed.  A written final report must accompany the invoice and is sent to the authorizing authority for payment approval.

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.  CARF accreditation is not required, DOR certification only
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CORE CATEGORY:
SUPPORT SERVICES

SPECIFICATIONS:
REHABILITATION TECHNOLOGY


LEVEL 2 - ASSISTIVE TECHNOLOGY ASSESSMENTS

SERVICE CODE:
87

DEFINITION:

Level 2 Assistive Technology (AT) Assessment services, as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), directly assists a DOR consumer in the selection, acquisition, or use of non-medical AT devices.  Level 2 Services, as offered by experienced, but non-certified CRP staff, identify and evaluate the DOR consumer’s ability to utilize the device to compensate for the loss of capacity.  Level 2 Services generally have limited availability of equipment and may focus on specialty AT devices only, such as telecommunications, computer hardware, peripherals, and software, or communication devices.

Activities include:

· Evaluating the DOR consumer’s AT needs and functional limitations and capacities 

· Providing a variety of AT devices for trial

· Focus on integration of device in home, work, and community

STAFFING QUALIFICATIONS:

Certification or eligibility for certification by the Rehabilitation Engineering and Assistive Technology Society of North America (RESNA) is not required though staff is experienced and knowledgeable and provides this service as a primary job responsibility.  CRP staff providing services to DOR consumers must meet additional qualifications as defined in Job Descriptions as determined by the CRP.
REFERRAL / INTAKE:

When authorizing services, the  DOR SVRC will complete CRP referral forms and provide pertinent information from the DOR case file including the identification of barriers to be addressed.

Upon completion of an intake and/or initial assessment, CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed AT activities

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Persons responsible
REPORTING REQUIREMENTS:

A final report summarizing how goals and objectives were met is to be completed and sent to the SVRC at the conclusion of services.  The report will include the hours and dates of service provided and assessment approach(es) utilized.  Recommendations and identification of AT needs, services and supports necessary to insure a successful utilization of devices are included.

PERFORMANCE INDICATORS:
The following are indicators of quality services:

· Collaboration with the DOR consumer is evident

· DOR consumer has tried different technologies as appropriate

· Report provides effective strategies and identification of supports needed  and that are integrated in the DOR Individualized Plan for Employment (IPE)

· Timeliness of reports

· Efficiency of services

STANDARD AUTHORIZATION:
Initial authorizations by the SVRC are typically no more than ten (10) hours in duration.  Authorizations for fabrication or other specialty services are based on an estimated number of hours required to complete the activity.

PAYMENT:
Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.

Payment is hourly for documented direct DOR consumer contact and billed, as authorized, at the conclusion of services.  A written final report must accompany the invoice and is sent to the authorizing authority for payment approval.  Activities occurring on behalf of a DOR consumer such as research, discussions with an equipment vendor, and report writing is inclusive of the rate, and time spent in these activities may not be additionally billed.

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.  Rehabilitation Technology services are not required to be accredited by CARF, DOR certification only is required.
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CORE CATEGORY:
SUPPORT SERVICES

SPECIFICATIONS:
REHABILITATION TECHNOLOGY


LEVEL 3 - ASSISTIVE TECHNOLOGY TRAINING

SERVICE CODE: 
90

DEFINITION:
Assistive Technology (AT) Training services, as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), includes training, system integration, installation, configuration, and coordinating the use of other AT related interventions or services associated with a rehabilitation plan as agreed upon by the DOR consumer and SVRC.  Level 3 Services require training outside of any prior services provided as part of a device purchase.  Training on the use of the identified equipment/AT device may include family members, an employer, or relevant others, as well as the DOR consumer.

Group training may be appropriate if all DOR consumers are being trained on a singular technology, most often associated with adaptive software for use with a computer program.

STAFFING QUALIFICATIONS:

AT Training services are provided by CRP staff who have the specialized technology experience and expertise to train on the specific devices as provided to the DOR consumer.  CRP staff providing services to DOR consumers must meet additional qualifications as defined in Job Descriptions as determined by the CRP.
REFERRAL / INTAKE:
When authorizing services, the DOR SVRC will complete CRP referral forms and provide pertinent information from the DOR case file including the identification of equipment / device training needs.

Upon completion of an intake and/or initial assessment, CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed training activities

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Persons responsible
REPORTING REQUIREMENTS:

A final report summarizing how goals and objectives were met is to be completed and sent to the DOR SVRC at the conclusion of services.  The report will include the hours and dates of service and approach(es) utilized.  Recommendations of services / supports necessary to insure successful, ongoing utilization of equipment / device is provided.

PERFORMANCE INDICATORS:
The following are indicators of quality services:

· Collaboration with the DOR consumer is evident

· DOR consumer has the ability to utilize equipment / device(s) and indicates satisfaction

· Report provides effective strategies and identification of supports needed to insure ongoing utilization of device(s)

· Timeliness of reports

· Efficiency of services

STANDARD AUTHORIZATION:
Individual:  Authorized hourly for individualized training services based upon a projection of hours required to complete the activity.  Hourly services are based on an approved program model and reflected in the approval certificate as issued by DOR’s Community Resources Development (CRD) unit.  Authorizations are typically up to twenty (20) hours in duration.

Group / hour:  Authorized hourly for regularly scheduled classes of one hour only are paid at the Group hourly rate.  This service may only be authorized based on an approved program model and reflected in the approval certificate as issued by DOR’s CRD unit.

Group / day:  Authorized daily for group services for regularly scheduled participation in more than one hour classes or activities.  Authorizations for a full day is a minimum five (5) hour day program that offers training in specialized technology.  Classes may be offered up to five (5) days per week.  Half day programs of two to four (2-4) hours may be authorized based on an approved program model and reflected in the approval certificate as issued by DOR’s CRD unit.

PAYMENT:
Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.

Payment is hourly for documented direct consumer contact and billed, as authorized, either monthly and/or at the conclusion of services.

Group:  Payment is daily for authorized services as documented by direct consumer contact and billed monthly and/or at the conclusion of services.  For authorized services, CRPs may bill at half day rates if, due to unforeseen circumstances such as illness, a consumer is unable to complete the day and attendance is at least two (2) hours for that day. If less than two (2) hours of services are provided, an hourly rate may be billed based upon a prorated rate of the daily rate divided by five (5) hours.

For approved half day programs, billing may be invoiced for services provided from two to four (2-4) hours.  If less than two (2) hours of services are provided, an hourly rate may be billed based upon a prorated rate of the daily rate divided by five (5) hours.

A written progress report or final report must accompany the invoice and is sent to the authorizing authority for payment approval.

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.  Rehabilitation Technology services are not required to be accredited by CARF, DOR certification only is required.
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CORE CATEGORY:
SUPPORT SERVICES

SPECIFICATIONS:
INTERPRETER / COMMUNICATION SERVICES

SERVICE CODE: 
62

DEFINITION:

Interpreter / Communication Services, as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) through a Community Rehabilitation Program (CRP) approved Interpreter Referral Agency, are provided to DOR consumers requiring communication facilitation in support of rehabilitation services.

A Sign Language Interpreter, either face to face or through a remote location via Video Relay Services, facilitates communication between hearing and deaf or hard of hearing DOR consumers using American Sign Language (ASL).  ASL interpreting translates oral spoken language into a form which can be understood by deaf or hard of hearing individuals, or to reverse translate from sign language used by deaf or hard of hearing individuals into spoken language.

A Tactile Interpreter facilitates communication between hearing and deaf-blind DOR consumers by translating spoken language into a form which can be understood by the deaf-blind consumer or to reverse translate from the language used by the deaf-blind consumer into oral spoken language.  When deaf-blind consumers have little to no vision, and need to receive linguistic information, they need to feel the interpreter's hands while the interpreter signs or fingerspells.  The interpreter typically sits or stands next to the deaf-blind consumer while interpreting.  Also, the interpreter adds visual descriptions along with the interpreted message.
A Real-time Captioner provides communication assistance by simultaneously converting the spoken word into printed format using computer-aided translation, which appears on a screen for viewing.  Real-time captioning may be used for lectures / presentations, college courses, training seminars, corporate meetings, or “live” events that do not allow time to prepare off-line captions.

STAFFING QUALIFICATIONS:
Sign Language Interpreters:  Must possess a current and valid certification with; the Registry of Interpreters for the Deaf (RID) at the level of Certificate of Interpretation (CI), Certificate of Transliteration (CT), or CI and CT (Certificate of Interpretation and Certificate of Transliteration) or; the National Association of the Deaf (NAD) – with a current and valid membership with NAD at the Level of Generalist (III); Advanced (Level IV); or Master (Level V).  Provisional certifications will not be accepted.

Tactile Interpreter:  It is required that the Tactile Interpreter possess and maintains current certification as a sign language interpreter (see Sign Language Interpreter’s certification requirements above).

Real-time Captioner:  Successful completion Of Real-time Captioning / Stenographer Certification or Certified Shorthand Report (CSR) is required.  One and an half years experience or 750 hours as a captioner is required.

REFERRAL / INTAKE:
When authorizing services, the DOR SVRC will complete any agency referral / request forms and provide pertinent information to the agency regarding the requested assignment.

REPORTING REQUIREMENTS:
Upon completion of the assignment, documentation will be provided to the SVRC indicating hours, dates, and times of services.

PERFORMANCE INDICATORS:
The following are indicators of quality services:

· Maintaining the required certifications

· The ability to interpret at a level that will meet the service needs of the DOR consumer

· Sensitivity to the communication process and needs of DOR consumers or who are deaf and/or hard of hearing

· The ability to maintain impartiality and confidentiality in all assignments

· Adherence to the Interpreter Code of Conduct or similar

· Efficiency of services

STANDARD AUTHORIZATION:
Authorizations by the SVRC are written for the estimated time needed for the interpreting assignment.

All interpreting assignments are two (2) hour minimum unless a lesser time frame is otherwise agreed upon by the SVRC and the CRP for specific assignments.

PAYMENT:
Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.

Payment is hourly for documented direct consumer contact and billed as authorized.  The CRP shall be notified at least 24 hours in advance of changes or cancellations.  If the assignment is cancelled in less than 24 hours, the CRP shall be paid for a maximum of two (2) hours of work at the interpreter rate.  Documentation will be provided to the SVRC indicating hours, dates, and times of services and is sent to the authorizing authority for payment approval.

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) is not required.  The CRP or Referral agency will provide assurances of meeting the qualifications standards for assigned staff.

California Department of Rehabilitation (DOR)

Effective March 1, 2009

CORE CATEGORY:
 SUPPORT SERVICES

SPECIFICATIONS:
IMMERSION SERVICES


LEVEL 1 - RESIDENTIAL


LEVEL 2 - NON RESIDENTIAL

SERVICE CODE: 
70

DEFINITION:

Immersion Services, as authorized by a Senior Vocational Rehabilitation Counselor (SVRC) and provided to a DOR consumer by a Community Rehabilitation Program (CRP), focus on comprehensive training of independent living and pre-employment activities for DOR consumers with significant disabilities, most often persons with blind and visual impairments or traumatic brain injuries.  Immersion Services are regularly scheduled full program days, five (5) days a week, of at least five (5) program hours daily, that are provided in a residential or program environment.  Group and individualized activities are integrated in order to acquire functional skills and behaviors in support of developing functional capacities for living independently in their home and community.  Multiple training activities, in at least four (4) areas from the vocational and specialized support services categories, are integrated into a DOR consumer’s Individual Service Plan (ISP).  Services may be longer term, from two to six (2-6) months, and a residential stay of up to six (6) months may be required to participate in a Level 1 Immersion Services program.

Immersion Services programs may include the following components of services or activities:

· Personal, Vocational, and Social Adjustment

· Work Adjustment; including participation in a Business Enterprises Program - Youth Employment Program (BEP-YEP) summer youth program

· Communication and Language Skills training

· Independent Living skills training activities:  Orientation and Mobility, Adjustment to Sensory Loss, fiscal management and budgeting, functional computer literacy skills, cooking and meal planning, activities of daily living, household management (organizing, labeling, cleaning, laundry etc.), peer counseling

Immersion Services programs do not include any services in the core areas of Assessment or Job Related Services.

STAFFING QUALIFICATIONS:
Orientation and Mobility (O&M) trainers must meet O&M trainer qualifications.  CRP staff providing services to DOR consumers must meet additional qualifications as defined in Job Descriptions as determined by the CRP.

REFERRAL / INTAKE:
An SVRC will authorize based on results of an assessment or information indicating the need for an Immersion Services program.

When authorizing services, the DOR SVRC will complete CRP referral forms and provide pertinent information from the DOR case file including the identification of training needs.

Upon completion of an intake and/or initial assessment, CRP staff will meet with the DOR consumer to develop an Individual Service Plan (ISP) which will include:

· Areas to be addressed

· Proposed training activities

· Proposed outcomes (measurable)

· Schedule / Timeline for completion

· Persons responsible
REPORTING REQUIREMENTS:

Upon completion of the intake, the CRP will provide the SVRC with a written ISP detailing goals and objectives, proposed training activities, and projected hours / timelines.

Written progress reports are required monthly that identify the ISP objectives and training areas worked on during the month, hours / dates of service provided, which goals and objectives were met, approach(es) utilized, and continuing activities.

A final report summarizing how goals and objectives were met through the provision of specific training services is to be completed and sent to the DOR SVRC at the conclusion of services.  Recommendations of services / supports necessary to insure a successful employment outcome are included.

PERFORMANCE INDICATORS:
The following are indicators of quality services:

· A DOR consumer’s success in minimizing / eliminating issues addressed in training

· A DOR consumer’s ability to participate in community activities and to live independently

· A DOR consumer’s ability to develop and participate in an Individualized Plan for Employment (IPE) leading to employment

· A CRP’s ability to provide effective strategies and identify supports needed to insure ongoing success in rehabilitation services

· Timeliness of reports

· Efficiency of services 

STANDARD AUTHORIZATIONS:

Level 1 Immersion Services - Residential - are inclusive of a residential stay and all costs associated with housing and services.  The SVRC will authorize based on a 24 hour day up to three (3) month increments.  Shorter authorizations may be appropriate based upon other program options that incorporate an overnight stay, e.g., weekend programs and services.

Level 2 Immersion Services - Non-Residential - are authorized for full day programs, of at least five (5) hours minimum; half day programs of two to four (2-4) hours may only be authorized based on an approved program model and reflected in the approval certificate as issued by DOR’s Community Resources Development (CRD) unit.

PAYMENT:
Services are paid based on the current Uniform Fee Structure for DOR CRP Providers or per a cooperative or case service contract.  The following payment requirements are for fees-for-service.

Level 1 - Residential

Payment is for a 24 hour day for documented attendance either monthly or at the conclusion of services.

Level 2 - Non-Residential

Payment is daily for documented DOR consumer participation and billed, as authorized, either monthly and/or at the conclusion of services.  A day of service is a minimum of five (5) hours exclusive of a lunch break.  For authorized full day services, CRPs may bill at half day rates if, due to unforeseen circumstances such as illness, a consumer is unable to complete the day and attendance is at least two (2) hours for that day.  If less than two (2) hours of services are provided, an hourly rate may be billed based upon a prorated rate of the daily rate divided by five (5) hours.

For approved half day programs, billing may be invoiced for services provided from two to four (2-4 hours).  If less than two (2) hours of services are provided, an hourly rate may be billed based upon a prorated rate of the daily rate divided by five (5) hours.

A written progress report or final report must accompany the invoice and is sent to the authorizing authority for payment approval.  The report will include the hours and dates of service.

CERTIFICATION / ACCREDITATION:
DOR Certification and/or accreditation by the Commission on Accreditation of Rehabilitation Facilities (CARF) must be maintained in the appropriate category.  Failure to maintain / retain certification or accreditation will result in termination of services.  Immersion Services are not required to be accredited by CARF, DOR certification only is required.

PART 6 - FORMS

DR401 - CRP Certification & Vendorization Application (03/09)


pdf and Word formats available
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