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I. [bookmark: _Hlk525827988]Introduction to the AWARE QA Tool 
The Quality Assurance (QA) Tool is a module in AWARE that is used to complete case reviews. Beginning October 1, 2018, the Monitoring and Compliance Unit (MCU) shall use the QA Tool to conduct, manage, and store information related to all Vocational Rehabilitation (VR) and Independent Living Older Blind (ILOB) compliance case reviews as well as for most targeted case reviews. 
The AWARE Manual may be used to review step-by-step instructions regarding completing and accessing case reviews in the QA Tool.
II. [bookmark: _Hlk527456387][bookmark: _Hlk523837492]Introduction to the “VR Routine Case Review Template”
[bookmark: _Hlk130200903]The “VR Routine Case Review Template” (40-MCU-01.A) is a document which provides the test items that will be completed in the QA Tool by the Division of Fiscal Management’s, MCU Program Staff (i.e., MCU Rehabilitation Program Specialists [RPS’s]) to assess compliance of VR cases.  
The “VR Routine Case Review Template” (40-MCU-01.A) consists of eight (8) review categories (titled “categories” in the QA Tool) as follows: Application, Confidentiality, Eligibility and Order of Selection (OOS), Comprehensive Assessment (CA), Individualized Plan for Employment (IPE), Educational Goals & Measurable Skill Gains (MSG), Authorizations, and Closure. 
Each test item in the template is intended to assess an element of compliance related to the review category. Each test item will be rated as “Present,” “Not Present,” or “Not Applicable.” 
All test items must be rated before a case review can be submitted in the QA Tool.
III. [bookmark: _Hlk523837524][bookmark: _Hlk527456424] Introduction to the “VR Routine Case Review Guide”
1. [bookmark: _Hlk527456459][bookmark: _Hlk523837580]Purpose and Limitations of the Case Review Guide
The purpose of the “VR Routine Case Review Guide” (40-MCU-01.A) is to enable reviewers (i.e., MCU RPS’s) to complete the case review template in the AWARE QA Tool accurately and consistently. This guide provides information about measurable standards for each test item in the QA Tool template which are used to rate the item: “Present (P),” “Not Present (NP),” and “Not Applicable (N/A).”
Please note that any OOD Policies and Procedures, Interim Guidance, applicable requirements under the Code of Federal Regulations (CFR), Ohio Administrative Code (OAC), and the Ohio Revised Code (ORC) that may be implemented after the effective date of this document, supersedes the application of guidance provided in this document, however, cases are to be reviewed based on the law or policy/procedure in effect at the time of a case decision.
[bookmark: _Toc489511961][bookmark: _Hlk523837679]
2. [bookmark: _Hlk527456514]Structure of the Case Review Guide
This guide follows the order of the test items in the “VR Routine Case Review Template” (40-MCU-01.A), separated within grids, for each of the eight (8) review categories. Measurable standards to evaluate each test item can be found in the corresponding grid for that review category. 
Each review category grid includes the following:
· Test item: The test item in the “VR Routine Case Review Template” (40-MCU-01.A) is listed.
· “Present (P)” Rating Requirements: The measurable standards for a “Present” rating are listed.
· “Not Present (NP)” Rating Requirements: The measurable standards for a “Not Present” rating are listed.
· “Not Applicable (N/A)” Rating: Indicates situations where “Not Applicable” rating should be used are listed.
· Policy and Procedure, Code, and Other References: Contains references to OOD Policies and Procedures, Interim Guidance, and the applicable CFR, OAC and ORC that align with the measurable standards listed for each test item. Although this list is intended to be comprehensive, it is not exhaustive as there may be additional policies/procedures not listed that may be applicable to an individual case type or situation (e.g., VR Purchases, Transportation, etc.).
· Notes (found below each test item): Contains additional pertinent information and points of consideration to assist in the review process. This section also includes examples of when MCU Program Staff may make additional notations regarding case documentation, if warranted. 
[bookmark: _Hlk523837760]
IV. Case Review Guide Review Categories

Review Category 1: Application

	Test Item
	“Present (P)”
Rating Requirements
(All items must be present unless noted otherwise)
	“Not Present (NP)”
Rating Requirements
(Any item missing will result in a “NP” rating unless noted otherwise)
	“Not Applicable (N/A)” 
Rating Requirements

	Policy and Procedure, Code, and Other References

	1.
	Application present in case record

	· All pages of the application (form) are present
	· All pages of the application (form) are not present
	· This test item will always be rated “Present (P)” or “Not Present (NP)”
	· Application and Intake (80-VR-01, 80-VR-01-01)
· Transition Services (80-VR-11-12)
· CFR 361.41(b)

	Notes:
· VR Staff or VR Contractor shall save the application in an AWARE case note with the category “Application for Services” and summary title “Signed Application.”  If not titled correctly in AWARE, enter a notation in the “Comment” section in the QA Tool, but rate as “Present.”

	2.
	Applicant signed the application

	· Applicant signed the form OR
· Documentation is in case record that indicates verbal consent regarding the signature (3/19/2020-Present)
	· Applicant did not sign the form OR
· Documentation is not in case record that indicates verbal consent regarding the signature (3/19/2020-Present)
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-8 in this review category are rated “N/A”

	· Application and Intake (80-VR-01, 80-VR-01-01)
· Transition Services (80-VR-11-12)
· CFR 361.41 (b)(2)(i)(A)
· Interim Guidance 3/19/2020-6/11/2023
· Email from OOD VR Policy dated 6/02/2023; effective 6/12/2023

	Notes:
· Effective 6/12/2023, use of verbal consent needs to be asked for EACH document and EVERY TIME it is determined to be the only viable option. If documentation is not present, enter a notation in the “Comment” section in the QA Tool. 

	3.
	Applicant dated the application

	· Applicant dated the form OR
· Documentation is in case record that indicates verbal consent regarding the date (3/19/2020-Present)

	· Applicant did not date the form OR
· Documentation is not in case record that indicates verbal consent regarding the date (3/19/2020-Present)
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-8 in this review category are rated “N/A”

	· Application and Intake (80-VR-01, 80-VR-01-01)
· Transition Services (80-VR-11-12)
· CFR 361.41 (b)(2)(i)(A)
· Interim Guidance 3/19/2020-6/11/2023
· Email from OOD VR Policy dated 6/02/2023; effective 6/12/2023

	Notes:
· Effective 6/12/2023, use of verbal consent needs to be asked for EACH document and EVERY TIME it is determined to be the only viable option. If documentation is not present, enter a notation in the “Comment” section in the QA Tool. 

	4.
	Parent/Legal Guardian signed the application


	· Parent or Legal Guardian signed the form OR
· Documentation is in case record that indicates verbal consent regarding the signature (3/19/2020-Present)


	· Parent or Legal Guardian did not sign the form OR
· Individual is under 18, someone other than the parent signed, and no guardianship documentation is in the case record OR
· Documentation is not in case record that indicates verbal consent regarding the signature (3/19/2020-Present)



	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-8 in this review category are rated “N/A”
· The individual is over 18, and no evidence of legal guardianship is in the case record







	· Application and Intake (80-VR-01, 80-VR-01-01)
· Custody, Guardianship and POA (80-VR-19)
· Transition Services (80-VR-11-12)
· CFR 361.41 (b)(2)(i)(A)
· Interim Guidance 3/19/2020-6/11/2023
· Email from OOD VR Policy dated 6/02/2023; effective 6/12/2023

	Notes:
· Review case record for court documentation to support guardianship (e.g., adoption, legal guardian, custody, etc.) and power of attorney.
· If individual is over the age of 18 and a legal guardian signature is present but the case file is missing a copy of the legal documentation establishing guardianship rights, rate it “N/A” and enter a notation in the “Comment” section in the QA Tool.
· Legal documentation shall not be considered retroactive, therefore forms prior to the receipt of the legal document are not required to be re-signed once legal documentation is provided.
· Effective 6/12/2023, use of verbal consent needs to be asked for EACH document and EVERY TIME it is determined to be the only viable option. If documentation is not present, enter a notation in the “Comment” section in the QA Tool.

	5.
	Parent/Legal Guardian dated the application

	· Parent or Legal Guardian dated the form OR
· Documentation is in case record that indicates verbal consent regarding the date (3/19/2020-Present)


	· Parent or Legal Guardian did not date the form OR
· Documentation is not in case record that indicates verbal consent regarding the date (3/19/2020-Present)


	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-8 in this review category are rated “N/A”
· The individual is over 18, and no evidence of legal guardianship is in the case record
	· Application and Intake (80-VR-01, 80-VR-01-01)
· Custody, Guardianship and POA (80-VR-19)
· Transition Services (80-VR-11-12)
· CFR 361.41 (b)(2)(i)(A)
· Interim Guidance 3/19/2020-6/11/2023
· Email from OOD VR Policy dated 6/02/2023; effective 6/12/2023

	Notes:
· Use “Not Present (NP)” if the applicant is a minor with no parent signature or when there is documentation of legal guardianship with no guardian signature.
· Effective 6/12/2023, use of verbal consent needs to be asked for EACH document and EVERY TIME it is determined to be the only viable option. If documentation is not present, enter a notation in the “Comment” section in the QA Tool.
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	6.
	VR staff initialed the application

	· VR Staff (VR Counselor or VR Counselor Assistant) or VR Contractor initialed the form AND
· Initials are handwritten on the form or are electronically captured handwritten initials on the form
	· VR Staff (VR Counselor or VR Counselor Assistant) or VR Contractor did not initial the form OR
· Initials are not handwritten on the form or are not electronically captured handwritten initials on the form
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-8 in this review category are rated “N/A”

	· Application and Intake (80-VR-01, 80-VR-01-01)
· Custody, Guardianship and POA (80-VR-19)
· Transition Services (80-VR-11-12)
· CFR 361.41

	7.
	VR staff dated the application
	· VR Staff or VR Contractor dated the form

	· VR Staff or VR Contractor did not date the form
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-8 in this review category are rated “N/A”

	· Application and Intake (80-VR-01, 80-VR-01-01)
· Custody, Guardianship and POA (80-VR-19)
· Transition Services (80-VR-11-12)
· CFR 361.41

	Notes:
· It is intended that an authorized OOD staff person or contractor staff initial and date the application after all required signatures are obtained to validate that the form is complete.




	8.
	AWARE Application Date matches signed application date
	· Application date in AWARE “Application” page matches the date VR Staff or VR Contractor initialed and dated the application form
	
	· Application date in AWARE “Application” page does not match the date VR Staff or VR Contractor initialed and dated the application form
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-8 in this review category are rated “N/A”
· Application is present but not dated by VR Staff or VR Contractor
	· Application and Intake (80-VR-01, 80-VR-01-01)
· Custody, Guardianship and POA (80-VR-19)
· Transition Services (80-VR-11-12)
· CFR 361.41


	9. 
	DD Rights explained and signed
	· The signature section of the “Rights of Persons with a Developmental Disability” form is signed by the Individual, Parent/Legal Guardian, if applicable, and VR Staff or VR Contractor and in the case record OR
· “Rights of a Person with a Developmental Disability” form has been generated and there is documentation in the case record that indicates verbal consent regarding the signature (3/19/2020-Present)


	· The signature section of the “Rights of Persons with a Developmental Disability” form is not signed by the Individual, Parent/Legal Guardian, if applicable, and VR Staff or VR Contractor and in the case record OR
· Individual is under 18, someone other than the parent signed, and no guardianship documentation is in the case record OR
· “Rights of a Person with a Developmental Disability” form has not been generated and/or there is no documentation in the case record that indicates verbal consent regarding the signature (3/19/2020-Present)
	· The individual does not have a known developmental disability

	· Application and Intake (80-VR-01, 80-VR-01-01)
· ORC 5123.01(Q)
· ORC 5123.63
· OAC 3304-2-51(D)
· Interim Guidance 3/19/2020-6/11/2023
· Email from OOD VR Policy dated 6/02/2023; effective 6/12/2023

	Notes:
· Complete and review the “Rights of Persons with a Developmental Disability” form if the individual has a known developmental disability and obtain all required signatures.
· This does not require that the individual must be receiving DD services.
· Diagnoses of autism spectrum disorder (ASD), cerebral palsy (CP), intellectual disability (ID), attention deficit hyperactivity disorder (ADHD), and learning disabilities can be considered developmental disabilities but must meet the criteria of the definition of a known developmental disability included in ORC 5123.01. 
· If not titled correctly in AWARE as “DODD Rights” and the summary title “Signed,” enter a notation in the “Comment” section in QA Tool, but rate as “Present.”
· Effective 6/12/2023, use of verbal consent needs to be asked for EACH document and EVERY TIME it is determined to be the only viable option. If documentation is not present, enter a notation in the “Comment” section in the QA Tool but rate as “Present.”
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Review Category 2: Confidentiality

	Test Item
	“Present (P)”
Rating Requirements
(All items must be present unless noted otherwise)
	“Not Present (NP)”
Rating Requirements
(Any item missing will result in “NP” rating unless noted otherwise)
	“Not Applicable (N/A)” Rating Requirements

	Policy and Procedure, Code, and Other References

	1.
	Consent forms for all entities to whom information was obtained and/or released
	· Separate consent form obtained for each entity with whom information was obtained and/or released prior to communication

	· Separate consent form was not obtained for each entity with whom information was obtained and/or released prior to communication OR
· Separate consent form was not obtained for individual signing as guardian and no guardianship documentation is in case record
	· Consent forms are not required in the case record as information has not been obtained and/or released at the time of this review

	· Confidentiality in the VR Program (80-VR-14)
· Custody, Guardianship and POA (80-VR-19)
· Eligibility Determination (80-VR-06-01)
· Post-Secondary Training (80-VR-11-05)
· Application and Intake (80-VR-01, 80-VR-01-01)
· Transition Services (80-VR-11-12)
· Job Related Services (80-VR-11-14)
· CFR 361.38(a)(1)(i)
· OAC 3304-2-63(F)(G)

	Notes:
· The “Consent to Obtain and Release Information” (80-VR14.A) or another agency’s consent form needs completed for any entity to whom information was released and/or obtained.
· Do not evaluate OOD consent forms that are not required (e.g., OOD VR Contracts, consent for individual’s legal guardian).
· Test items 2-9 in this review category are rated only against the OOD Consent form(s) that are present in the case.
· Effective 1/14/2021, additional persons may be included on a form if they reside in the same household.
· If the staff should have obtained release/consent from a third party (e.g., parents, employer), but has not actually communicated with that particular entity, enter a notation in the “Comment” section in QA Tool but rate the test item as “Present.”
· Needs completed when background checks are requested.
· Needs completed for referral source(s) listed on application if information was released and/or obtained.
· Consent/release forms from other entities may be used in lieu of the OOD consent form only when the entity requires use of their form.

	2.
	OOD Consent form includes individual’s first and last name
	· First and last name present on the consent form
	· First and last name are not present on the consent form
	· If consent forms are not required in the case record as information has not been obtained and/or released at the time of this review, test items 2-9 in this review category are rated “N/A”
· If there are no OOD consents in the case for comparison, then test items 2-9 in this review category are rated “N/A”
	· Confidentiality in the VR Program (80-VR-14)
· CFR 361.38
· OAC 3304-2-63


	3.
	OOD Consent form includes individual’s birth date
	· Birth date present on the consent form
	· Birth date not present on the consent form
	· If consent forms are not required in the case record as information has not been obtained and/or released at the time of this review, test items 2-9 in this review category are rated “N/A”
· If there are no OOD consents in the case for comparison, then test items 2-9 in this review category are rated “N/A”
	· Confidentiality in the VR Program (80-VR-14)
· CFR 361.38
· OAC 3304-2-63

	4.
	OOD Consent form indicates if the consent is to obtain and/or release information 
	· At least one of the boxes on the consent form is checked to indicate whether the consent is to obtain or release, or to both obtain and release
	· None of the boxes are checked indicating whether the consent is to obtain or release, or to both obtain and release
	· If consent forms are not required in the case record as information has not been obtained and/or released at the time of this review, test items 2-9 in this review category are rated “N/A”
· If there are no OOD consents in the case for comparison, then test items 2-9 in this review category are rated “N/A”
	· Confidentiality in the VR Program (80-VR-14)
· CFR 361.38(a)(1)(iii)(B)
· OAC 3304-2-63(F)(G)

	5.
	OOD Consent form includes name of person or entity 
	· Name of the person or entity is present on the consent form
	· Name of the person or entity not present on the consent form
	· If consent forms are not required in the case record as information has not been obtained and/or released at the time of this review, test items 2-9 in this review category are rated “N/A”
· If there are no OOD consents in the case for comparison, then test items 2-9 in this review category are rated “N/A”
	· Confidentiality in the VR Program (80-VR-14)
· CFR 361.38(a)(1)(iii)(A)
· OAC 3304-2-63

	6.
	OOD Consent form includes reason information needs to be obtained and/or released 
	· Consent form includes reason information needs to be obtained or released
	· Consent form does not include reason information needs to be obtained or released
	· If consent forms are not required in the case record as information has not been obtained and/or released at the time of this review, test items 2-9 in this review category are rated “N/A”
· If there are no OOD consents in the case for comparison, then test items 2-9 in this review category are rated “N/A”
	· Confidentiality in the VR Program (80-VR-14)
· CFR 361.38(a)(1)(iii)(B)
· OAC 3304-2-63(F)(G)

	7.
	OOD Consent form indicates which information is authorized to be obtained and/or released
	· One or more check boxes have been completed indicating which information is authorized to be obtained and/or released
	· No check boxes have been completed indicating which information is authorized to be obtained and/or released
	· If consent forms are not required in the case record as information has not been obtained and/or released at the time of this review, test items 2-9 in this review category are rated “N/A”
· If there are no OOD consents in the case for comparison, then test items 2-9 in this review category are rated “N/A”
	· Confidentiality in the VR Program (80-VR-14)
· CFR 361.38(a)(1)(iii)(B)
· OAC 3304-2-63(F)(G)

	8.
	OOD Consent form includes signature and date by the individual
	· Individual signed and dated the consent form OR
· Documentation is in the case record that indicates verbal consent regarding the signature/date (3/19/2020-Present)
	· Individual did not sign or date the consent form OR
· Documentation is not in the case record that indicates verbal consent regarding the signature/date (3/19/2020-Present)


	· If consent forms are not required in the case record as information has not been obtained and/or released at the time of this review, test items 2-9 in this review category are rated “N/A”
· If there are no OOD consents in the case for comparison, then test items 2-9 in this review category are rated “N/A”
	· Confidentiality in the VR Program (80-VR-14) 
· CFR 361.38
· OAC 3304-2-63
· Interim Guidance 3/19/2020-6/11/2023
· Email from OOD VR Policy dated 6/02/2023; effective 6/12/2023

	Notes: 
• Effective 6/12/2023, use of verbal consent needs to be asked for EACH document and EVERY TIME it is determined to be the only viable option. If documentation is not present, enter a notation in the “Comment” section in the QA Tool.

	9.
	OOD Consent form includes signature and date by the Parent/Legal Guardian
	· Parent/Legal Guardian signed and dated the consent form OR
· Documentation is in the case record that indicates verbal consent regarding the signature/date (3/19/2020-Present)
	· Parent/Legal Guardian did not sign or date the consent form OR
· Individual is under 18, someone other than the parent signed, and no guardianship documentation is in the case record OR
· Documentation is not in the case record that indicates verbal consent regarding the signature/date (3/19/2020-Present)

	· If consent forms are not required in the case record as information has not been obtained and/or released at the time of this review, test items 2-9 in this review category are rated “N/A”
· If there are no OOD consents in the case for comparison, then test items 2-9 in this review category are rated “N/A”
· The individual is over 18, and no evidence of legal guardianship is in the case record
	· Confidentiality in the VR Program (80-VR-14)
· CFR 361.38
· OAC 3304-2-63
· Interim Guidance 3/19/2020-6/11/2023
· Email from OOD VR Policy dated 6/02/2023; effective 6/12/2023

	Notes:
•Effective 6/12/2023, use of verbal consent needs to be asked for EACH document and EVERY TIME it is determined to be the only viable option. If documentation is not present, enter a notation in the “Comment” section in the QA Tool, but rate as “Present.”
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Review Category 3: Eligibility and OOS

	Test Item
	“Present (P)”
Rating Requirements
(All items must be present unless noted otherwise)
	“Not Present (NP)”
Rating Requirements
(Any item missing will result in “NP” rating unless noted otherwise)
	“Not Applicable (N/A)” Rating Requirements

	Policy and Procedure, Code, and Other References

	1.
	Documentation reflects presence of a disability


	· Documentation exists of physical, cognitive and/or mental impairment at the time of the eligibility determination
· Acceptable documentation must include ONE (1) of the following:
· documentation of a determination by qualified personnel of  a physical, cognitive, and/or mental impairment;
· documentation used from another agency (e.g., Form for Eligibility Determination [FED]/Ohio Eligibility Determination Instrument [OEDI]/Children’s Ohio Eligibility Determination Instrument [COEDI], Children’s Form of Eligibility Determination [CFED], Evaluation Team Report [ETR]), Individual Service plan [ISP] effective 9/09/2024);
· An unsigned ETR, or a signed or unsigned IEP or 504 was used for eligibility documentation and justified in AWARE (Interim Guidance 3/25/2020-6/11/2023)
· Most recent IEP (regardless of individual’s age) and most recent 504 plan (effective 9/09/24)
· Social Security Income (SSI)/ Social Security Disability Insurance (SSDI) match in AWARE before eligibility determination;
· SSA Benefits Verification (e.g., SSI/SSDI Award Letter, Benefits Planning Query [effective 9/09/2024], SSA Website Verification [effective 9/09/2024])
· disability award letter (e.g., PERS or STRS)
· QRP direct observation; 
self-reporting from applicant/family in conjunction with other supporting information; 
referral source information with diagnosis;
verbal confirmation from another source (Expedited Eligibility Pilot 09-11-23 – 09/08/2024; VR Eligibility Determination 09/09/2024-Present)
	· No documentation exists of physical/cognitive and/or mental impairment at the time of the eligibility determination OR
· SSA Match (populated in AWARE on the “Application” page) not completed or SSA Award letter not in case record OR
· An unsigned ETR or a signed or unsigned IEP or 504 plan was used for eligibility documentation but not justified in AWARE (Interim Guidance 3/25/2020-6/11/2023)
· Disability is not observable OR QRP did not observe disability; self-reporting from applicant and/or family member without supporting information; referral source information does not include a diagnosis; verbal confirmation from another agency is not documented (Expedited Eligibility Pilot 02/13/2023 – Present)
	· This test item will always be rated “Present (P)” or “Not Present (NP)”
	· Eligibility and Order of Selection (80-VR-06)
· Vocational Rehabilitation Eligibility Determination (80-VR-06-01)
· Transition Services (80-VR-11-12)
· CFR 361.5(c)(28)(ii)
· CFR 361.42(d)
· OAC 3304-2-54 (C)
(1)
· Interim Guidance 3/19/2020-6/11/2023
· Email from OOD VR Policy date 6/02/2023; effective 6/12/2023


	Notes:
· The existence of impairment is to be determined without regard to any medication or assistive device that the individual may use.
· The physical, cognitive, and/or mental impairment must be expected to last at least one (1) year.
· For eligibility determinations completed after 02/13/2023 (Expedited Eligibility Pilot), review the “Health and Disability Assessment Questionnaire (HDAQ)” for documentation of direct observation, self-report, referral source, and/or verbal confirmation. If this information is not documented on the HDAQ but is present in the case record, enter a notation under “Comment” but rate as “Present (P).” 
· For eligibility determinations prior to 02/13/2023, documentation to include signatures from qualified personnel in their field(s) of expertise.

	2.
	Documentation of substantial impediment to employment exists
	· Documentation exists in AWARE on the “Eligibility Determination” page,  “Impediments to Employment” section that at the time of the eligibility determination the individual’s physical, cognitive, and/or mental impairment constitutes, or results in, a substantial impediment to employment
· Documentation exists on the “Health and Disability Assessment Questionnaire” that at the time of the eligibility determination the individual’s physical, cognitive, and/or mental impairment constitutes, or results in, a substantial impediment to employment (For Applications and Eligibility Determinations completed during Expedited Eligibility Pilot 02/13/2023 – 09/10/2023)
	· No documentation exists in AWARE on the “Eligibility Determination” page, “Impediments to Employment” section that at the time of the eligibility determination the individual’s physical, cognitive, and/or mental impairment constitutes, or results in, a substantial impediment to employment
· No documentation exists on the “Health and Disability Assessment Questionnaire” that at the time of the eligibility determination the individual’s physical, cognitive, and/or mental impairment constitutes, or results in, a substantial impediment to employment (For Applications and Eligibility Determinations completed during Expedited Eligibility Pilot 02/13/2023 – 09/10/2023)
	· This test item will always be rated “Present (P)” or “Not Present (NP)”
	· Eligibility and Order 
of Selection (80-VR-06, 80-VR-06-01)
· Transition Services (80-VR-11-12)
· CFR 361.5(c)(27)(ii)
· CFR 361.42(a)(1)(ii)
· OAC 3304-2-54(C)
(2)


	Notes:
· Consider the functional capacity areas when determining whether an impairment results in a substantial impediment to employment.
· If substantial impediment to employment is not documented on the HDAQ, but is present elsewhere in the case record, enter a notation under “Comment” but rate as “Present (P).” (2/13/23-9/10/23) 

	3.
	Documentation exists that applicant can benefit from VR services
	· Documentation exists in AWARE on the “Eligibility Determination” page that the applicant can benefit in terms of a competitive integrated employment outcome from the provision of VR services
	· No documentation exists in AWARE on the “Eligibility Determination” page that the applicant can benefit in terms of a competitive integrated employment outcome from the provision of VR services
· Documentation in case record indicates that the applicant is not a U.S. citizen or non-citizen national and there is no documentation that shows they are lawfully admitted and legally authorized to work in the U.S. (effective date 9/09/2024)
	· This test item will always be rated “Present (P)” or “Not Present (NP)”
	· Eligibility and Order of Selection        (80-VR-06,      80-VR-06-01)
· Transition Services         (80-VR-11-12)
· Residence and Immigration (80-VR-21)
· CFR 361.5(c)(27)(iii)
· CFR 361.42(a)(2)
· CFR 361.43
· OAC 3304-2-54 

	4.
	Documentation exists that applicant requires VR services 
	· Documentation exists in AWARE on the “Eligibility Determination” page that the individual requires VR services to prepare for, secure, retain, advance in, or regain competitive integrated employment consistent with the individual’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice
· Documentation exists on the “Health and Disability Assessment Questionnaire” that the individual requires VR services to prepare for, secure, retain, advance in, or regain competitive integrated employment consistent with the individual’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice (For Applications and Eligibility Determinations completed during Expedited Eligibility Pilot 02/13/2023 – 09/10/2023) 
	· No documentation exists in AWARE on the “Eligibility Determination” page that the individual requires VR services to prepare for, secure, retain, advance in, or regain competitive integrated employment consistent with the individual’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice
· No documentation exists on the “Health and Disability Assessment Questionnaire” that the individual requires VR services to prepare for, secure, retain, advance in, or regain competitive integrated employment consistent with the individual’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice (For Applications and Eligibility Determinations completed during Expedited Eligibility Pilot 02/13/2023 – 09/10/2023)
	· This test item will always be rated “Present (P)” or “Not Present (NP)”
	· Eligibility and Order of Selection (80-VR-06, 80-VR-06-01)
· Transition Services (80-VR-11-12) 
· CFR 361.41
· CFR 361.42(a)(1)(iii)
· OAC 3304-2-54(C)(3)

	Notes:
· For eligibility determinations completed from 02/13/2023 - 09/10/2023 (Expedited Eligibility Pilot), review the “Health and Disability Assessment Questionnaire (HDAQ)” for documentation the applicant requires VR services. If this information is not documented on the HDAQ but is present elsewhere in the case record, enter a notation under “Comment” but rate as “Present (P).”




	5.
	Priority category assigned is consistent with the number of functional capacity areas identified
	· The functional limitation boxes checked off on the AWARE “Disability Priority” page match the functional limitation categories identified on the AWARE “Eligibility Determination” page 
· The functional limitation boxes checked off on the AWARE “Disability Priority” page match the functional limitation categories identified on the "Health and Disability Assessment Questionnaire” (For Applications and Eligibility Determinations completed during Expedited Eligibility Pilot 02/13/2023 – 09/10/2023) 
	· The functional limitation boxes checked off on the AWARE “Disability Priority” page do not match the functional limitation categories identified on the AWARE “Eligibility Determination” page  
· The functional limitation boxes checked off on the AWARE “Disability Priority” page do not match the functional limitation categories identified on the "Health and Disability Assessment Questionnaire” (For Applications and Eligibility Determinations completed during Expedited Eligibility Pilot 02/13/2023 – 09/10/2023) 
	· This test item will always be rated “Present (P)” or “Not Present (NP)”
	· Eligibility and Order of Selection (80-VR-06, 80-VR-06-01)
· Order of Selection and Statewide Wait List (80-VR-06-02)
· Transition Services (80-VR-11-12)
· OAC 3304-2-65

	Notes:
· If new information and/or documentation is received by VR Staff or VR Contractors at any point during an individual’s case, it shall be reviewed and evaluated and if applicable, a QRP shall determine if the original priority category under OOS should be amended.

	6.
	Eligibility letter present
	· Eligibility letter is in the case record
	· Eligibility letter is not in the case record
	· This test item will always be rated “Present (P)” or “Not Present (NP)”
	· Eligibility and Order of Selection (80-VR-06, 80-VR-06-01) 
· OAC 3304-2-54(A)(2)








	7.
	AWARE Eligibility date matches the date of the eligibility letter
	· Eligibility date in AWARE matches the date of the eligibility letter
	· Eligibility date in AWARE does not match the date of the eligibility letter
	· If Eligibility letter is not present in the case record, this test item is rated “N/A”

	· RSA – 911 Guidance


	Notes: 
· The eligibility date is verified by the letter in the case record.

	8.
	Documentation exists that either EOOS was determined within 60 days or a time extension date was agreed upon
	· Eligibility and Order of Selection decision is within 60 days of application OR
· Active time extension(s) was completed
· Time Extension for Eligibility Determination letter completed


	· Eligibility and Order of Selection decision is not within 60 days of application AND
· Eligibility time extension not completed, OR not completed timely (refer to Present)
· Eligibility determination not completed on or prior to the extension deadline
· Time Extension for Eligibility Determination letter not generated

	· This test item will always be rated “Present (P)” or “Not Present (NP)”
	· Eligibility Determination (80-VR-06-01)
· Order of Selection and Statewide Wait List (80-VR-06-02)
· Transition Services (80-VR-11-12)
· CFR 361.41(b)(1)
· CFR 361.42
· OAC 3304-2-54(D)

	Notes:
· Individual has been contacted and agrees with a specific extension date prior to 60-day deadline. If no agreement is documented, make a notation in the “Comment” section in the QA Tool, but rate as “Present.”
· The “Eligibility Determination Ext.” page in AWARE has been completed prior to the 60-day deadline. The “Time Extension for Eligibility Determination letter” has been sent prior to the 60-day deadline.
· If Time Extension is not completed prior to the 60-day deadline, VR Staff or VR Contractor shall create an AWARE Case Note documenting the reason and enter the extension date in AWARE. If there is no AWARE Case Note, make a notation in the “Comment” section in the QA Tool, but rate as “Present.”
· Additional extensions have been completed before expiring, after consultation, and a “Revised Time Extension for Eligibility Determination” letter has been sent.
· Enter a notation in the “Comment” section in the QA Tool, but rate as “Present” if eligibility determination was not made within 60 days and a presumptive eligibility determination could have been made, including the date of the SSA match in AWARE.

	9.
	Documentation that the applicant exercised Informed Choice in decisions related to the provision of assessment services
	· Case documentation that Informed Choice was provided for the selection of assessment services and providers

	· No case documentation that Informed Choice was provided for the selection of assessment services and/or providers
	· Assessments have not been authorized 
	· Assessment Services (80-VR-11-01)
· Informed Choice (80-VR-07-01)
· CFR 361.47(a)(7)
· CFR 361.52(b)(2)
· OAC 3304-2-51(D)

	Notes:
· This test item is referring to all assessments provided during the case that are not on the IPE. Assessments include any evaluation and/or testing necessary to determine the participant’s needs (e.g., computer access evaluation, rehabilitation technology evaluation, Orientation and Mobility evaluation, Work Incentive Planning, etc.). 
· Documented discussion about the need and providers for specific assessment services can be found in the Initial Interview, case notes, and Assessment Justification.
· If no other vendors were available in the area, it should be documented in the AWARE case record. If documented, rate as “Present.” 
· If not labeled correctly in AWARE as category “Assessment Services – Informed Choice” and titled “Assessment Justification” enter a notation in the “Comment” section in QA Tool, but rate as “Present.”
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[bookmark: _Hlk523838061]	Review Category 4: Comprehensive Assessment (CA)

	Test Item
	“Present (P)”
Rating Requirements
(All items must be present unless noted otherwise)
	“Not Present (NP)”
Rating Requirements
(Any item missing will result in “NP” rating unless noted otherwise)
	“Not Applicable (N/A)” Rating Requirements

	Policy and Procedure, Code, and Other References

	1.
	CA Process Summary case note completed
	· CA Process Summary case note completed 

	· CA Process Summary case note not completed
	· Case is designated as “Fast Track”
	· Comprehensive Assessment (80-VR-04, 80-VR-04-01)
· IPE (80-VR-08-01)
· CFR 361.42
· CFR 361.45(b)(1)
· CFR 361.47
· CFR 361.52

	Notes:
· If not titled correctly in AWARE as “Comprehensive Assessment” and the summary title “CA Process Summary,” enter a notation in the “Comment” section in QA Tool, but rate as “Present.”

	2.
	CA Process Summary case note completed prior to moving the case into “Service” status
	· CA Process Summary case note completed prior to moving the case into “Service” status for IPEs completed after 5/10/2021
	· CA Process Summary case note not completed prior to moving the case into “Service” status for IPEs completed after 5/10/2021
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-6 in this review category are rated “N/A”
· If case is designated as “Fast Track,” rate test items 2-6 in this review category as “N/A”

	· Comprehensive Assessment (80-VR-04, 80-VR-04-01)
· IPE (80-VR-08, 80-VR-08-01)
· CFR 361.42
· CFR 361.45
· CFR 361.47
· CFR 361.52

	Notes:
· If CA Process Summary case note “Case Note Created Date” is after the case was moved into “Service” status in AWARE, enter a notation in the “Comment” section in QA Tool, but rate as “Present.”




	3. 
	Summary of Impairments and functional limitations included in the CA Process Summary
	· Summary of Impairments and functional limitations present in the CA Process Summary case note 
	· Summary of Impairments and functional limitations  not present in the CA Process Summary case note 
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-6 in this review category are rated “N/A”
· If case is designated as “Fast Track,” rate test items 2-6 in this review category as “N/A”
	· Comprehensive Assessment (80-VR-04, 80-VR-04-01)
· CFR 361.42
· CFR 361.45(f)(2)
· CFR 361.47
· CFR 361.52

	Notes:
· If there is no information on how this element factored into VR Staff or VR Contractor’s decision to support the selected employment outcome, make a note but rate the test item “Present.”
· Summary of impairment refers to the individual’s disability(ies). 

	4.
	Information review included in the CA Process Summary
	· Information review present in the CA Process Summary case note 
	· Information review not present in the CA Process Summary case note 
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-6 in this review category are rated “N/A”
· If case is designated as “Fast Track,” rate test items 2-6 in this review category as “N/A”
	· Comprehensive Assessment (80-VR-04, 80-VR-04-01)
· CFR 361.42
· CFR 361.45(f)(2)
· CFR 361.47
· CFR 361.52(c)

	Notes:
· If there is no information on how this element factored into VR Staff or VR Contractor’s decision to support the selected employment outcome, make a note but rate the test item “Present.” 

	5.
	Results from assessment included in the CA Process Summary
	· Results from assessment present in the CA Process Summary case note 
	· Results from assessment not present in the CA Process Summary case note 
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-6 in this review category are rated “N/A”
· If case is designated as “Fast Track,” rate test items 2-6 in this review category as “N/A”
· No assessments were completed
	· Comprehensive Assessment P/P
· CFR 361.42(d)(1)(ii)
· CFR 361.45 (f)(2)(ii)(C)
· CFR 361.47(a)(5)
· CFR 361.52

	
	
	
	
	
	

	Notes:
· If there is no information on how this element factored into VR Staff or VR Contractor’s decision to support the selected employment outcome, make a note but rate the test item “Present.”
· Results from assessments and review of information received after eligibility. 

	6.
	VR Staff or VR Contractor’s impressions and conclusion supporting the viability of goal included in the CA Process Summary
	· VR Staff or VR Contractor impressions and conclusion supporting viability of goal present in CA Process Summary case note 
	· VR Staff or VR Contractor impressions and conclusion supporting viability of goal are not present in CA Process Summary case note
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-6 in this review category are rated “N/A”
· If case is designated as “Fast Track,” rate test items 2-6 in this review category as “N/A”
	· Comprehensive Assessment (80-VR-04, 80-VR-04-01)
· CFR 361.42
· CFR 361.45
· CFR 361.47
· CFR 361.52






Review Category 5: Individualized Plan for Employment (IPE) 

	Test Item
	“Present (P)”
Rating Requirements
(All items must be present unless noted otherwise)
	“Not Present (NP)”
Rating Requirements
(Any item missing will result in a “NP” rating unless noted otherwise)
	“Not Applicable (N/A)” Rating Requirements

	Policy and Procedure, Code, and Other References

	1.
	Original signed IPE is saved in case record 
	· All pages of the original signed IPE (i.e., all required signatures are on the IPE) saved in case record

	· All pages of the original signed IPE (i.e., all required signatures are on the IPE) not saved in case record
· Participant’s and/or parent or legal guardian’s signatures on the original IPE were verbal (10/24/2022-Present)
· No original signed IPE, although case was moved to “Service” status 
	· This item will always be rated “Present (P)” or “Not Present (NP)”  
	· IPE (80-VR-08-01)
· CFR 361.47(a)(6)
· Interim Guidance 03/19/2020, to 10/23/2022
· Email from OOD VR Policy dated 10/21/2022 (rescinded 3/19/2020 interim guidance)


	Notes:
· If the individual is under 18, the parent or legal guardian’s signature is required on the IPE. Guardianship documentation is needed for those signing other than the parent. If guardianship documentation is not in the case record rate “Not Present.”
· After the appropriate signatures and approvals have been obtained, the VR Staff or VR Contractor shall save the entire signed IPE in a case note using the drop-down category of “IPE-signed.”
· If case note category is not correct, enter a notation in the “Comment” section in the QA Tool, but rate as “Present.”
· If the original signed IPE is not found in the case record, check the “Signable Document-All” layout for alternate signature option (AwareSign).

	2.
	Original IPE approval date in AWARE matches source documentation


	· The date the OOD Vocational Counselor (QRP) signs the IPE matches the date entered into AWARE

	· The date the Vocational Rehabilitation Counselor (QRP) signs the IPE does not match the date entered into AWARE

	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-14 in this review category are rated “N/A”
· IPE is present but not dated by OOD Vocational Counselor (QRP)
	· IPE (80-VR-08-01)
· CFR 361.47

	Notes:
· The QRP shall only sign the IPE once all other required signatures have been obtained if not using AWARE Sign. 
· If using AWARE Sign, the date of the last signature (which can be the individual’s) shall be the "Signature Start Date” entered into the AWARE Plan page (effective 7/3/23).

	3.
	Documentation that IPE completed within 90 days or an agreed upon time extension date

	· IPE completed within 90 days of eligibility determination or prior to graduation from high school, if applicable
· If IPE not completed within 90 days, IPE time extension was completed:
· prior to 90 days or prior to graduation from high school; OR
· before ending date of previously issued IPE time extension(s)
· “Time Extension for IPE” letter generated

	· IPE not completed within 90 days of eligibility determination and/or not prior to graduation from high school, if applicable
· IPE time extension not completed OR not completed timely (refer to “Present”)
· “Time Extension for IPE” letter not generated
· “Time Extension for IPE” letter not generated timely
· IPE not completed on or before the IPE time extension deadline

	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-14 in this review category are rated “N/A”

	· IPE (80-VR-08-01)
· Transition Services (80-VR-11-12)
· CFR 361.22
· CFR 361.45(e)
· OAC 3304-2-56(C)


	Notes:
· Individual has been contacted and agrees with a specific extension date prior to 90-day deadline. If no agreement is documented, enter a notation in the “Comment” section in the QA Tool, but rate as “Present.”

	4.
	The eligible individual’s vocational rehabilitation service needs to achieve an employment outcome are identified 
	· Eligible individual’s vocational rehabilitation service needs are listed, and explained in the “Planned Services” grid 
	· Eligible individual’s vocational rehabilitation needs are not listed, and explained in the “Planned Services” grid

	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-14 in this review category are rated “N/A”
	· Comprehensive Assessment (80-VR-04, 80-VR-04-01)
· VR Services (80-VR-11)
· Transition Services (80-VR-11-12)
· CFR 361.1(b)
· CFR 361.5(c)(5)(ii)
· CFR 361.42
· CFR 361.45(d)(2)(ii)
· CFR 361.46(a)(2)
· CFR 361.47(a)(7)
· CFR 361.48(b)
· CFR 361.52(b)(4)(ii)
· OAC 3304-2-54

	Notes:
· If there are questions about the appropriateness and/or lack of services listed on the IPE, enter a notation in the “Comment” section in the QA Tool, but rate as “Present.”

	5.
	The eligible individual’s employment outcome and its appropriateness are documented

	· An employment outcome justification is completed on the IPE in the 
“Employment Goal Reason Narrative” text box
	· The employment outcome justification is not completed appropriately
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-14 in this review category are rated “N/A”

	· Comprehensive Assessment (80-VR-04, 80-VR-04-01)
· Supported Employment Services (80-VR-11-03)
· Self-Employment Services (80-VR-16, 80-VR-16-01)
· Transition Services (80-VR-11-12)
· Informed Choice (80-VR-07, 80-VR-07-01)
· CFR 361.1(b)
· CFR 361.5(c)(15)
· CFR 361.37
· CFR 361.42(a)(4)
· CFR 361.45(b)(2)
· CFR 361.46(a)(1)
· CFR 361.47(a)(7)
· CFR 361.48(b)
· CFR 361.52(b)(4)(i)
· OAC 3304-2-54




	Notes:
· Documentation for the employment outcome justification shall include: 
1) Why the selected outcome and employment setting is most appropriate;  
2) How the individual’s career interest(s) match the selected employment outcome and other outcomes that were explored
· If there are concerns about the appropriateness of the employment outcome, enter a notation in the “Comment” section in the QA Tool, but rate as “Present.”
· If the individual is a transition/post-secondary student and they have an explorational goal and it is indicated in the "Employment Goal Reason Narrative" but not in the “Additional employment outcome information” box of the IPE, enter a notation in the “Comment” section in the QA Tool but rate as “Present”

	6.
	Employment goal is supported by current Labor Market Information (LMI)

	· Labor Market information (LMI) to support the employment outcome is documented on the IPE in the “Employment Goal Reason Narrative” text box
	· Labor Market information (LMI) to support the employment outcome is not documented on the IPE in the “Employment Goal Reason Narrative” text box
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-14 in this review category are rated “N/A”
· A career exploration plan is indicated with an employment outcome not yet finalized


	· Comprehensive Assessment (80-VR-04, 80-VR-04-01)
· IPE (80-VR-08, 80-VR-08-01)
· Self-Employment (80-VR-16, 80-VR-16-01)
· Informed Choice (80-VR-07, 80-VR-07-01) 
· Transition Services (80-VR-11-12)

	Notes:
· Career exploration plans do not require LMI. However, when the final employment outcome is determined, LMI is required. Labor market information may come from O*NET, Ohio Labor Market Information, Ohio Means Jobs, Jobs Now (Urgent Jobs) List, Career Index Plus or other reputable resources.
· Information needed to ensure that the individual is making an informed choice in their selection of an appropriate employment outcome.




	7.
	Informed choice about the goal, services, setting, etc. is documented

	· Informed choice is documented by checking the Informed Choice boxes on the IPE 
	· The boxes on the IPE documenting Informed choice are not checked


	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-14 in this review category are rated “N/A”

	· Comprehensive Assessment (80-VR-04, 80-VR-04-01)
· IPE (80-VR-08, 80-VR-08-01)
· Informed Choice (80-VR-07, 80-VR-07-01)
· Job Related Services (80-VR-11-14)
· Transition Services (80-VR-11-12)
· Post-Secondary Training (80-VR-11-05)
· CFR 361.45(d)(2)
· CFR 361.47(a)(7)
· OAC 3304-2-56(B)

	8.
	Providers chosen to provide VR services are documented
	· Providers/suppliers of VR services are designated on the IPE 
	· Providers/suppliers of VR services are not designated on the IPE or “TBD” is used
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-14 in this review category are rated “N/A”


	· Comprehensive Assessment (80-VR-04, 80-VR-04-01)
· IPE (80-VR-08, 80-VR-08-01)
· Informed Choice (80-VR-07, 80-VR-07-01)
· Transition Services (80-VR-11-12)
· CFR 361.46(a)(5)
· OAC 3304-2-56

	Notes:
· IPE shall include a list of providers/vendors chosen by the individual and, if applicable, their parent or legal guardian, who will provide services for the eligible individual and a description of the service they will be providing. 
· If documentation regarding how the provider was selected for each service is not included on the IPE service grid, enter a notation in the “Comment” section in the QA Tool, but rate as “Present.”
· For services subject to the VR fee schedule, VR Staff or VR Contractor shall only use approved service providers (identified in the Provider Management Program [PMP]) and only for services the provider is approved to provide, as applicable.
· VR Staff or VR Contractor may use “Various; Based on available, qualified providers” when the providers are unknown at the time the plan is written for the following services: interpreting services; Summer Youth Work Experience; Pre-Employment Transition Services; and/or transportation. In addition, Transition Services Procedure indicates that “Various” can also be used for other services when the provider is unknown at the time the IPE is written.

	
9.
	IPE includes estimated costs and the parties responsible for payment



	· Estimated costs, including responsible party for each service are documented on the IPE

	· Estimated costs, including responsible party for each service are not documented on the IPE
· Estimated cost column and responsible party documented for each service does not match
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-14 in this review category are rated “N/A”

	· IPE (80-VR-08, 80-VR-08-01)
· Transition Services (80-VR-11-12)
· CFR 361.46 (a)(7)(ii)(B)
· OAC 3304-2-56

	Notes:
· IPE must include the service costs and who is financially responsible (i.e., whether services are: being purchased by OOD; provided by VR Staff or VR Contractors; provided through comparable services and benefits or provided through an eligible individual’s contribution).

	10.
	IPE includes estimated time frames

	· Estimated time frames for each service are documented on the IPE
	· Estimated time frames for each service are not documented on the IPE
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-14 in this review category are rated “N/A”
	· IPE (80-VR-08, 80-VR-08-01)
· Transition Services (80-VR-11-12)
· CFR 361.46(a)(4)
· OAC 3304-2-56

	Notes:
· IPE must include timelines for the achievement of the employment outcome and services clearly indicating when services are expected to begin as well as the anticipated end date.

	11.
	IPE includes responsibilities of each party involved with the implementation of the IPE 

	· “My responsibilities” section on the IPE is completed
	· “My responsibilities” section on the IPE is not completed
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-14 in this review category are rated “N/A”
	· IPE (80-VR-08, 80-VR-08-01)
· Post-Secondary Training (80-VR-11-05)
· Transition Services (80-VR-11-12) 
· CFR 361.46(a)(7)
· OAC 3304-2-56

	Notes:
· IPE should include responsibilities of each party involved with the implementation of the IPE including VR Staff/ VR Contractor, each service provider, the eligible individual and if applicable, their authorized representative, payer source, and any other entity that will assist the eligible individual in obtaining their employment outcome.
· Post-Secondary IPEs should include the completion of the “TRN” checkboxes along with other applicable responsibilities.  

	12.
	Individual’s contribution clearly reflected on the IPE

	· The discussion of the individual’s ability or inability to contribute is clearly documented on the IPE in the “Employment Goal Reason Narrative” field
· Individual’s contribution is clearly documented on the IPE service grid

	· The discussion of the Individual’s ability or inability to contribute is not clearly documented on the IPE in the “Employment Goal Reason Narrative” field
· Individual’s contribution is not clearly documented on the IPE service grid

	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-14 in this review category are rated “N/A”
· For IPEs written prior to 8/29/2022 rate this “N/A” and add a NOTE that this test item was under MCU Review at the time the IPE was written
	· IPE (80-VR-08, 80-VR-08-01)
· VR Purchases (80-FIN-01-06)
· Self-Employment Services (80-VR-16, 80-VR-16-01)
· Transportation (80-VR-11-11)
· Post-Secondary Training (80-VR-11-05)
· Transition Services (80-VR-11-12)
· CFR 361.45
· CFR 361.46 (a)(7)(ii)(B)
· OAC 3304-2-52 (G)(L)
· OAC 3304-2-56




	Notes:
· Certain policies and procedures (e.g., Transition Services, Transportation Services, and Post-Secondary Training) require a documented discussion with the eligible individual regarding their contribution to the services listed on the IPE.
·  Services provided by a parent or legal guardian should be considered Individual Contribution only if the individual is under the age of 18. If the individual is over 18, services provided by a parent or legal guardian should be considered a comparable benefit. 

	13.
	Comparable benefits clearly reflected on the IPE

	· Comparable benefits are clearly documented on the IPE service grid
· No services could be obtained through comparable benefits
	· Comparable benefits are not clearly documented on the IPE service grid
· No documentation for services which could be obtained through comparable benefits
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-14 in this review category are rated “N/A”

	· IPE (80-VR-08, 80-VR-08-01)
· Purchasing (80-FIN-01)
· VR Purchases (40-FIN-01-06)
· Post-Secondary Training (80-VR-11-05)
· Transition Services (80-VR-11-12)
· Transportation (80-VR-11-11)
· CFR 361.45
· CFR 361.46 (a)(7)(ii)(C) 
· OAC 3304-2-52
· OAC 3304-2-56 

	Notes:
· If comparable services and benefits exist, and are, or become available under any other program, they must be used to pay a portion of the service (e.g., Pell Grant, health insurance, Medicaid) and the authorization shall only to be drafted for the amount that has been approved for payment by OOD. 
· High school, if the individual is attending, is considered a comparable benefit that should be included on the IPE.
· Exceptions to this are when the following would be interrupted or delayed: progress toward achieving the employment outcome in the IPE; immediate job placement; or services to an eligible individual who is at extreme medical risk.
· The following VR services are exempt from the availability of comparable services and benefits: assessment for determining eligibility and VR needs; counseling and guidance; referral to other resources and agencies; job-related services; and rehabilitation technology services related to the above.
· Rate this test item as “Present” if comparable benefit entity is identified but no associate cost (dollar amount) is listed on the IPE service grid.




	14.
	Supported employment section on the IPE is completed
	· Justification for Supported Employment is provided on the IPE under “What is the projected need for Supported Employment services” and is consistent with the box checked
	· The Supported Employment checkbox and "What is the projected need for Supported Employment services" sections are not consistent on the IPE
	· If test item #1 in this review category is rated “Not Present (NP),” test items 2-14 in this review category are rated “N/A”

	· IPE (80-VR-08, 80-VR-08-01)
· Comprehensive Assessment (80-VR-04, 80-VR-04-01)
· Supported Employment (80-VR-11-03)
· CFR 361.46(b)
· OAC 3304-2-56
· OAC 3304-2-60(A)(2)

	Notes:
· If supported employment is identified as necessary for the eligible individual, VR Staff or VR Contractor shall mark the “Supported Employment” box in AWARE.

	15.
	Most recent signed IPE Amendment (Clone) saved in case record 
	· All pages of the most recent signed IPE Amendment (Clone) (i.e., all required signatures are on the IPE Amendment [Clone]) are saved in case record

	· All pages of the most recent signed IPE Amendment (Clone) (i.e., all required signatures are on the IPE Amendment [Clone]) are not saved in case record
· Participant’s and/or parent or legal guardian’s signatures on the most recent signed IPE Amendment (Clone) were verbal (10/24/2022-Present)



	· No IPE Amendments (Clones) completed in AWARE (only original IPE is in case)
	· IPE (80-VR-08, 80-VR-08-01)
· CFR 361.47(a)(6)
· RSA-911 Guidance
· Interim Guidance 03/19/2020, to 10/23/2022
· Email from OOD VR Policy dated 10/21/2022 (rescinded 3/19/2020 interim guidance)






	Notes:
· After the appropriate signatures and approvals have been obtained, the VR Staff or VR Contractor shall save the entire signed IPE Amendment (Clone) in a case note using the drop-down category of “IPE-signed.” If case note category is not correct, enter a notation in the “Comment” section in the QA Tool, but rate as “Present.”
· Justification for any IPE Amendments (Clones) should be documented in a case note with the category of “Informed Choice” and case note title of “Clone Plan Justification.”  If this is not completed, enter a notation in the “Comment” section in the QA Tool, but rate as “Present.”
· If the most recent signed IPE Amendment (Clone) is not found in the case record, check the “Signable Document-All” layout for alternate signature option (AwareSign).

	16.
	Most recent IPE Amendment (Clone) approval date in AWARE matches source documentation
	· The date the OOD Vocational Counselor (QRP) signed the most recent IPE Amendment (Clone) matches the date entered into AWARE

	· The date the OOD Vocational Counselor (QRP) signed the most recent IPE Amendment (Clone) does not match the date entered into AWARE

	· No IPE Amendments (Clones) completed in AWARE (only original IPE is in case)
· If all pages of the most recent signed IPE Amendment (Clone) (i.e., all required signatures are on the IPE Amendment [Clone]) are not saved in the case record, rate this test item “N/A”
· IPE Amendment (Clone) is present but not dated by QRP 
	· IPE (80-VR-08-01, 80-VR-08-01)
· CFR 361.47
· RSA-911 Guidance


	Notes:
· The OOD Vocational Counselor (QRP) shall only sign the IPE Amendment (Clone) once all other required signatures have been obtained.
· If using AWARE Sign, the date of the last signature (which can be the individual’s) shall be the "Signature Start Date” entered into the AWARE Plan page (effective 7/3/23).

	17.
	OOD Vocational Counselor (QRP) signed most recent IPE
	· OOD Vocational Counselor (QRP) signed most recently completed IPE

	· OOD Vocational Counselor (QRP) did not sign most recently completed IPE

	· If all pages of the most recent IPE are not saved in the case record, rate this test item “N/A”
	· IPE (80-VR-08, 80-VR-08-01)
· CFR 361.45(d)(3)(ii)
· CFR 361.47 
· OAC 3304-2-56(E)


	Notes:
· MOST RECENT IPE means whichever IPE was completed most recently, including if it was the Original, or an IPE Amendment (Clone).
· After the individual or, if applicable, parent or legal guardian, sign the IPE; a Qualified Rehabilitation Personnel (QRP) shall sign the IPE indicating OOD’s approval of the plan. If the individual is working with a VR Contractor to develop their IPE, the VR Contractor shall submit the IPE to the VR Contracts Unit for a QRP’s approval.

	18.
	OOD Vocational Counselor (QRP) dated most recent IPE

	· OOD Vocational Counselor (QRP) dated most recent IPE

	· OOD Vocational Counselor (QRP) did not date the most recent IPE

	· If all pages of the most recent IPE are not saved in the case record, rate this test item “N/A”
	· IPE (80-VR-08, 80-VR08-01)
· CFR 361.45(d)(3)(ii)
· CFR 361.47 
· OAC 3304-2-56(E)


	Notes:
· MOST RECENT IPE means whichever IPE was completed most recently including if it was the Original, or an IPE Amendment (Clone).
· After the individual or, if applicable, parent or legal guardian, sign the IPE; a Qualified Rehabilitation Personnel (QRP) shall sign the IPE indicating OOD’s approval of the plan. If the individual is working with a VR Contractor to develop their IPE, the VR Contractor shall submit the IPE to the VR Contracts Unit for a QRP’s approval.

	19.
	Eligible Individual signed most recent IPE

	· Eligible Individual signed most recent IPE OR 
· Documentation is in the case record that indicates verbal consent regarding the signature (Interim Guidance 3/19/2020-10/23/2022)

	· Eligible Individual did not sign most recent IPE OR
· Documentation is not in the case record that indicates verbal consent regarding the signature (Interim Guidance 3/19/2020-10/23/2022)

	· If all pages of the most recent IPE are not saved in the case record, rate this test item “N/A”
	· IPE (80-VR-08, 80-VR-08-01)
· CFR 361.45(d)(3)(i)
· CFR 361.47 
· OAC 3304-2-56(E)
· Interim Guidance 03/19/2020, to 10/23/2022
· Email from OOD VR Policy dated 10/21/2022 (rescinded 3/19/2020 interim guidance)

	Notes:
· MOST RECENT IPE means whichever IPE was completed most recently whether it was the Original, or an IPE Amendment (Clone).
· Once the IPE is drafted, it shall be agreed to and signed by the individual and, if applicable, parent or legal guardian, to indicate their approval in order to be in effect.

	20.
	Eligible Individual dated most recent IPE

	· Eligible Individual dated most recent IPE OR
· Documentation is in the case record that indicates verbal consent regarding the date (Interim Guidance 3/19/2020-10/23/2022)

	· Eligible Individual did not date most recent IPE OR
· Documentation is not in the case record that indicates verbal consent regarding the date (Interim Guidance 3/19/2020-10/23/2022)

	· If all pages of the most recent IPE are not saved in the case record, rate this test item “N/A”
	· IPE (80-VR-08-01, 80-VR-08-01)
· CFR 361.45(d)(3)(i)
· CFR 361.47 
· OAC 3304-2-56(E)
· Interim Guidance 03/19/2020, to 10/23/2022
· Email from OOD VR Policy dated 10/21/2022 (rescinded 3/19/2020 interim guidance)

	Notes:
· MOST RECENT IPE means whichever IPE was completed most recently whether it was the Original, or an IPE Amendment (Clone).
· Once the IPE is drafted, it shall be agreed to and signed by the individual and, if applicable, parent or legal guardian, to indicate their approval.

	21.
	Parent/Legal Guardian signed most recent IPE
	· Parent or Legal Guardian signed most recent IPE OR
· Documentation is in case record that indicates verbal consent regarding the signature (Interim Guidance 3/19/2020-10/23/2022)
	· Parent or Legal Guardian did not sign most recent IPE OR
· Individual is under 18, someone other than the parent signed, and no guardianship documentation is in the case record OR
· Documentation is not in case record that indicates verbal consent regarding the signature (Interim Guidance 3/19/20-10/23/2022)
	· If all pages of the most recent IPE are not saved in the case record, rate this test item “N/A”
· The individual is over 18, and no evidence of legal guardianship is in the case record
	· Custody Guardianship and POA (80-VR-19)
· IPE (80-VR-08, 80-VR-08-1)
· CFR 361.45(d)(3)(i)
· CFR 361.47
· OAC 3304-2-56(E)
· Interim Guidance 03/19/2020, to 10/23/2022
· Email from OOD VR Policy dated 10/21/2022 (rescinded 3/19/2020 interim guidance)




	Notes:
· MOST RECENT IPE means whichever IPE was completed most recently whether it was the Original, or an IPE Amendment (Clone).
· Once the IPE is drafted, it shall be agreed to and signed by the individual or, if applicable, parent or legal guardian, to indicate their approval.
· Enter a notation in the “Comment” section in the QA Tool if the case is missing a copy of legal documentation establishing guardianship rights when a guardian signature exists on the IPE and the individual is over the age of 18.
· Use “Not Present (NP)” if the applicant is a minor with no parent signature or when there is evidence of legal guardianship with no guardian signature.

	22.
	Parent/Legal Guardian dated most recent IPE 

	· Parent or Legal Guardian dated most recent IPE OR
· Documentation is in case record that indicates verbal consent regarding the date (Interim Guidance 3/19/2020-10/23/2022)


	· Parent or Legal Guardian did not date most recent IPE OR
· Individual is under 18, someone other than the parent dated, and no guardianship documentation is in the case record OR
· Documentation is not in case record that indicates verbal consent regarding the date (Interim Guidance 3/19/2020-10/23/2022)


	· If all pages of the most recent IPE are not saved in the case record, rate this test item “N/A” 
· The individual is over 18, and no evidence of legal guardianship is in the case record
	· Custody Guardianship and POA (80-VR-19)
· IPE (80-VR-08, 80-VR-08-01)
· CFR 361.45(d)(3)(i)
· CFR 361.47
· OAC 3304-2-56(E)
· Interim Guidance 03/19/2020, to 10/23/2022
· Email from OOD VR Policy dated 10/21/2022 (rescinded 3/19/2020 interim guidance)

	Notes:
· MOST RECENT IPE means whichever IPE was completed most recently whether it was the Original, or an IPE Amendment (Clone).
· Once the IPE is drafted, it shall be agreed to and signed by the individual and/or, if applicable, parent or legal guardian, to indicate their approval.
· Enter a notation in the “Comment” section in the QA Tool if the case is missing a copy of legal documentation establishing guardianship rights when a guardian signature exists on the application.
· Use “Not Present (NP)” if the applicant is a minor with no parent signature or when there is evidence of legal guardianship with no guardian signature.
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Review Category 6: Educational Goals and Measurable Skill Gains (MSG)
	Test Item
	“Present (P)”
Rating Requirements
(All Items must be present unless noted otherwise)
	“Not Present (NP)”
Rating Requirements
(Any item missing will result in a “NP” rating unless noted otherwise)
	“Not Applicable (N/A)” 
Rating Requirements

	Policy and Procedure, Code, and Other References

	1.
	Educational goal(s) entered into AWARE “Education” page 

	· All required educational goal(s) entered into the AWARE “Education” page
· Subsequent educational goal(s) entered without gaps 

	· Educational goal(s) missing from the AWARE “Education” page
· Subsequent educational goal(s) entered with gaps 

	· If the individual does not currently have an active educational goal (e.g., individual is not participating in secondary education, postsecondary education, etc.), test items 1-3 are rated “N/A”
	· College and Occupational/
Vocational/Job Skills Training (80-VR-11-05) – Effective 10/02/23 to 06/30/24
· Postsecondary Training (80-VR-11-05) – Effective 07/01/24 to Present 
· Transition Services (80-VR-11-12)
· 34 CFR 361.155
· Section 102 of the Workforce Innovation and Opportunities ACT (WIOA)
· Educational Goal Screen & Measurable Skill Gain Guide (Version 1.0 October 2023)
· AWARE Manual (last updated 06/20/24)




	Notes: 
· Each educational goal should include the begin date, expected end date, and, if the goal is elementary, secondary, or career tech, school(s) attending. Once the educational goal is completed, the actual end date is needed (verbal/email/documented confirmation of end date can be used [e.g., school calendar]). If one (1) or more of these elements are incomplete or do not align with source documentation, enter a notation in the “Comments” section in the QA Tool, but rate as “Present.” 
· For high school students, there should be one (1) line with dates that expand for the entire time they are expected to be enrolled in high school. There would only be a second line for an additional educational goal (e.g., Enrolled in Career Tech While in High School). If the goal is not entered this way, enter a notation in the “Comments” section in the QA Tool, but rate as “Present.”
· For postsecondary students, a new educational goal should be entered for each academic year they are enrolled. The terms 1st year, 2nd year, etc. are based on the individual’s academic year status and not the calendar year (e.g., the 2nd academic year, or sophomore year, starts once the 1st academic year, or freshman year, has been completed). If the goal is not entered this way, enter a notation in the “Comments” section in the QA Tool, but rate as “Present.”
· Examples of when an educational goal is missing from the AWARE “Education” page: 
· “Enrolled in career tech program while in HIGH SCHOOL-no credential” or “Enrolled in career tech program while in HIGH SCHOOL- possible credential” are listed as a goal in the AWARE “Education” page, however, “Enrolled in Secondary Education” is not listed as a goal. 
· Case note indicates the individual is attending high school; however, “Enrolled in Secondary Education” is not listed as a goal in the AWARE “Education” page.
· If there is more than one (1) educational goal in the case, there should only be a gap if the individual did not start the next goal after the completion of their previous goal. 
· Example: High school student graduates on 05/15/24 and is starting college in the fall. Staff should enter the actual end date with the outcome “Attained High School Diploma.” Staff should then create a new goal, “Enrolled in postsec. Edu – 1st year,” with new projected dates. The start date of this goal would be 05/16/24 even if the individual isn’t starting college until August 2024. There should be no gap in dates. 
· Example: College student is going into their second/third/fourth year. At the end of the current year, Staff should enter the actual end date with the outcome “completed level” (unless they are graduating). Staff should then create a new education goal for the next year with new projected dates. There should be no gap in dates.
· Example: High school student graduates high school on 05/15/24, takes a year off, and then decides to enroll in college with a start date of 08/25/25. Staff should then create a new goal, “Enrolled in postsec. Edu – 1st year,” with new projected dates. The start date would be 08/25/25. There should be a gap in dates. 








	2.
	MSG documentation requested at least twice per school year
	· Individual is in secondary education and documentation was requested at least twice per school year (e.g., after first semester and again after second semester) for each educational goal leading to an industry recognized credential OR
· Individual is in secondary education and MSG documentation is in the case record twice per school year 

	· Individual is in secondary education and documentation was not requested at least twice per school year (e.g., after first semester and again after second semester) for each educational goal leading to an industry recognized credential AND
· MSG documentation is not in the case record twice per school year
	· If the individual does not currently have an active educational goal (e.g., individual is not participating in secondary education, postsecondary education, etc.), test items 1-3 are rated “N/A”
· If the individual is not at a place in their training where MSG is required to be entered into the AWARE “Education” page because an MSG or progress towards an MSG has not yet been obtained, test items 2-3 are rated “N/A”  
· Individual is not in secondary education
· Individual has not yet completed a school year 

	· College and Occupational/
Vocational/Job Skills Training (80-VR-11-05) – Effective 10/02/23 to 06/30/24
· Postsecondary Training (80-VR-11-05) – Effective 07/01/24 to Present 
· Transition Services (80-VR-11-12) 
· 34 CFR 361.155
· Section 102 of the Workforce Innovation and Opportunities ACT (WIOA)
· Educational Goal Screen & Measurable Skill Gain Guide (Version 1.0 October 2023)
· AWARE Manual (last updated 06/20/24)


	Notes: 
· If MSG documentation is in the case record twice per school year but documentation of requests for the documentation is not, rate this test item “Present.”










	3.
	Measurable Skill Gain(s) for each educational goal leading to an industry recognized credential is entered into AWARE “Education” page


	· All MSG(s) for each educational goal leading to an industry recognized credential, where there is acceptable documentation of the individual making satisfactory progress towards an MSG(s) or obtaining an MSG(s), entered into AWARE “Education” page 
· Secondary – by the following reporting periods for the school year (i.e., first of November, February, May, and August)
· Postsecondary – within five (5) business days after verification of MSG documentation 


	·  MSG documentation of the individual making satisfactory progress towards an MSG or obtaining an MSG is in AWARE case record for one or more educational goals leading to an industry recognized credential, but MSG is not entered into the AWARE “Education” page 
· Secondary – not by the following reporting periods for the school year (i.e., first of November, February, May, and August)
· Postsecondary – not within five (5) business days after verification of MSG documentation 
· MSG documentation in the AWARE case record is not “acceptable,” but MSG was entered into the AWARE “Education” page
· MSG documentation does not indicate satisfactory progress towards or obtainment of an MSG for an educational goal leading towards an industry recognized credential, however, MSG was entered into the AWARE “Education” page for that goal
· MSG documentation is not in the AWARE case record for an educational goal leading to an industry recognized credential, however, MSG was entered into the AWARE “Education” page for that goal


	· If the individual does not currently have an active educational goal (e.g., individual is not participating in secondary education, postsecondary education, etc.), test items 1-3 are rated “N/A”
· If the individual is not at a place in their training where MSG is required to be entered into the AWARE “Education” page because an MSG or progress towards an MSG has not yet been obtained, test items 2-3 are rated “N/A”  
· MSG documentation does not indicate satisfactory progress towards, or obtainment of, an MSG and MSG was not entered into the AWARE “Education” page
· MSG documentation is not in the AWARE case record and MSG was not entered into the AWARE “Education” page 


	· College and Occupational/
Vocational/Job Skills Training (80-VR-11-05) – Effective 10/02/23 to 06/30/24
· Postsecondary Training (80-VR-11-05) –07/01/24 to Present 
· Transition Services (80-VR-11-12)
· 34 CFR 361.155
· Section 102 of the Workforce Innovation and Opportunities ACT (WIOA)
· RSA-TAC-17-01
· Educational Goal Screen & Measurable Skill Gain Guide (Version 1.0 October 2023)
· AWARE Effective Manual (last updated 06/20/24)


	Notes:
· The timelines for secondary (i.e., MSG shall be entered into the AWARE “Education” page by the following reporting periods for the school year: first of November, February, May, and August) and postsecondary (i.e., MSG shall be entered into the AWARE “Education” page within five [5] business days after verification of MSG documentation) are only relevant if MSG documentation is in the AWARE case record but corresponding MSG has not been entered into the AWARE “Education” page. 
· If MSG documentation is only in the AWARE case record once and the corresponding MSG is not entered into the AWARE “Education” page, but none of the timelines to enter MSG into the AWARE “Education” page (i.e.,  secondary – by the following reporting periods for the school year: first of November, February, May, and August; and postsecondary –  within five [5] business days after verification of MSG documentation) have passed, rate this test item “N/A.” 
· MSG documentation collected after August 1st for the previous school year should be entered only in an AWARE case note as it can no longer be reported. If MSG documentation collected after August 1st is entered into the AWARE “Education” page and not just in an AWARE case note, enter a notation in the “Comments” section of the QA Tool, but rate as “Present.” 
· If the individual made satisfactory progress, enter MSG for each educational goal (case note and screen), including the date skill gain achieved (e.g., received source documentation on June 10th for an individual who completed 11th grade on May 19th, enter May 19th as the date), skill gain type (drop down), and the skill gain description (e.g., made satisfactory progress, completed grade level, received diploma, obtained license, obtained credential) . If one (1) or more of these elements are incomplete or do not align with source documentation, enter a notation in the “Comments” section in the QA Tool, but rate as “Present.”
· If the student has made satisfactory progress, VR Staff or VR Contractor shall create an AWARE Case Note using the category “MSG documentation” and a summary title that describes the type of documentation (e.g., report card, transcripts) for each educational goal for which there was MSG documentation. If case note is not titled correctly, enter a notation in the “Comments” section of the QA Tool, but rate as “Present.”
· If the student is not making satisfactory progress, VR Staff or VR Contractor shall create an AWARE Case Note using the category “Case Note General” and the Summary title “MSG not Attained” with a description of the documentation (e.g., report card, transcripts). If case note is not titled correctly, enter a notation in the “Comments” section of the QA Tool, but rate as “Present.” 
· If unable to obtain any requested MSG documentation, VR Staff or VR Contractor shall document the attempt(s) in a case note by selecting category: “Case Note General” and in the Summary type “Attempt to Obtain MSG Documentation.” If case note is not titled correctly, enter a notation in the “Comments” section of the QA Tool, but rate as “Present.”
· Examples of Industry Recognized Credentials include high school diploma, GED, college degree, Automotive Service Excellence Certification [ASE], Commercial Driver’s License (CDL), and Pharmacy Tech Certification. 
· The following outlines what is acceptable MSG documentation (i.e., types of documentation and what is needed to illustrate satisfactory progress) for each type of educational goal:
· Secondary School: progress report, grade report, diploma or state recognized equivalent (e.g., GED), transcripts, or if unable to obtain the above documentation from the individual/family, an email from school personnel verifying progress and/or grade level completion. A screenshot or picture from the student information system (e.g., Power School, Infinite Campus, DASL, Progress Book, etc.) may also be used as documentation. An IEP or ETR cannot be used to document MSG.
· Postsecondary: grade report, student information system (e.g., Blackboard, Register), degree, transcripts. Per 34 C.F.R.361.155, transcript or report card for a sufficient number of credit hours that shows a participant is meeting the State unit's academic standards. Per TAC 17-01,  for postsecondary education, this gain must demonstrate a sufficient number of credit hours—which is at least 12 hours per semester (or equivalent) or, for part-time students, a total of at least 12 hours over the course of two (2) completed semesters (or equivalent) during a 12-month period that shows a participant is achieving the State unit’s academic standards (or the equivalent for other than credit hour programs). For example, if a postsecondary student completed six (6) hours in the spring semester and six (6) more hours in the fall semester and those semesters crossed two (2) program years, they would not count as a skill gain in the first program year, but they would count as a skill gain in the second program year.
· On-the-Job Training: pay stub showing pay increase; evidence of satisfactory or better progress on “skills to be learned” as documented on the monthly OJT progress report; report or evaluation from the employer or training provider documenting progress.
· Occupational Skills Training: program progress reports with evidence of satisfactory or better progress; tests or trade-related exams with passing scores and/or passing grades (when applicable, case note documentation is necessary to demonstrate that the passage of test/exam was required for employment, or completion of a credential was required by the training or education program); and/or documentation of the license or certification. Examples include: successful passage of an exam in registered apprenticeship program; verification from registered apprenticeship employer stating individual has completed one (1) year, certificate of course completion on as part of an apprenticeship, employer required knowledge-based exam, industry or occupational competency assessment (e.g., HVAC, Accounting Specialist, Carpenter, Plumbing), completion of test necessary for obtaining credentials (e.g., NCLEX, CPA, CRCC, Barber/Cosmetology, Pharmacy Tech Certification, Real Estate Broker); and certifications obtained through participation in Job Corps or Youth Build.
· Documentation can be in print or electronic format (e.g., picture of grade card, screen shot of grades from student information system). It cannot be verbal.
· Per the transition procedure, “If a student is deferring graduation, has met all their academic requirements, and is not working towards an industry recognized credential beyond their high school diploma, capture skill gain information only when the student exits with their signed diploma.” An example of this is a student participating in Project SEARCH.
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Review Category 7: Authorizations

	Test Item
	“Present (P)”
Rating Requirements
(All items must be present unless noted otherwise)
	“Not Present (NP)”
Rating Requirements
(Any item missing will result in a “NP” rating unless noted otherwise)
	“Not Applicable (N/A)” 
Rating Requirements

	Policy and Procedure, Code, and Other References

	1.
	All authorization begin dates are on or after the approval date of the corresponding signed IPE 
	· All authorization begin dates are on or after the  approval date of the corresponding signed IPE 
· All VR related services authorized are listed on the corresponding IPE
	· All authorization begin dates are not on or after the approval date of the corresponding signed IPE 
· All VR related services authorized are not listed on the corresponding IPE
· There is no corresponding signed IPE

	· There are no authorizations on the “Authorization – All Layout” in AWARE
· There are only assessment authorizations (including intake and ancillary services) on the “Authorization – All Layout” in AWARE

	· Vocational Rehabilitation (VR) Fee Schedules (80-VR-10)
· Vocational Rehabilitation Purchases (40-FIN-01-06)
· Vocational Rehabilitation Services (80-VR-11)
· Individualized Plan for Employment (80-VR-08-01)
· CFR 361.50
· OAC 3304-2-52

	Notes:
· Review the authorization and compare it to the corresponding IPE (including Original IPE and IPE Amendments [Clones]). The corresponding signed IPE includes all pages and all required signatures. Review all IPEs, including Original and IPE Amendments (Clones), based on the authorization dates in the “Authorization – All Layout” in AWARE. 
· Excluding intakes, assessment services and any ancillary services to participate in assessment services, VR Staff and VR Contractors shall not draft authorizations for goods or services which are not listed on the IPE.
· OOD does not reimburse eligible individuals for goods or services which are not included in the IPE, are not pre-approved, or incurred prior to the plan signature date.
· Authorizations shall not be dated outside the current federal fiscal year; if authorizing for post-secondary tuition, the end date may be after September 30th, but prior to December 31st.
· Do not review any authorizations in “canceled” or “void” status.

		2.
	Provider listed on the authorization matches the provider listed on the signed IPE 
	· Provider listed on the authorization matches the provider listed on the signed IPE
	· Provider listed on the authorization does not match the provider listed on the signed IPE
· Providers/suppliers of VR services are not designated on the IPE or “TBD” is used
	· There are no authorizations for VR related services on the “Authorization – All Layout” on AWARE
· There is no signed IPE in case record
	· Vocational Rehabilitation (VR) Fee Schedules (80-VR-10)
· Vocational Rehabilitation Purchases (40-FIN-01-06)
· Vocational Rehabilitation Services (80-VR-11)
· Individualized Plan for Employment (80-VR-08-01)
· Transition Services (80-VR-11-12)

	Notes: 
· Review the authorization and compare to the corresponding IPE (including Original IPE and IPE Amendments [Clones]). The corresponding signed IPE includes all pages and all required signatures. Review all IPEs, including Original and IPE Amendments (Clones).
· Excluding assessment services, VR Staff and VR Contractors shall not draft authorizations for goods or services which are not listed on the IPE. If assessment services are listed on the IPE, rate this test item and compare the assessment authorization and corresponding IPE (including Original IPE and IPE Amendments [Clones]). 
· For services subject to the VR fee schedules, VR Staff or VR Contractor shall only use approved service providers as identified in the Vocational Rehabilitation Provider Directory or the Employment First Provider Directory, as applicable. 
· VR Staff or VR Contractor shall not indicate a service provider as “to be determined (TBD)” in the IPE.
· VR Staff or VR Contractor may use “Various; Based on available, qualified providers” when the providers are unknown at the time the plan is written for the following services: interpreting services; Summer Youth Work Experience; Pre-Employment Transition Services; and/or transportation. In addition, Transition Services Procedure indicates that “Various” can also be used for other services when the provider is unknown at the time the IPE is written.
· For Transition Services (e.g., Pre-Employment Transition Services [Pre-ETS], Summer Youth Work Experience/Career Exploration [SY]), VR Staff or VR Contractor shall amend the IPE designating a specific service provider as soon as one is identified. If the IPE has not been amended with the specific service provider by the next Annual Review, make a notation in the “Comment” section in the QA Tool, but rate as “Present.” 

	3.
	Assessments authorized match the service listed in the Assessment Justification case note
	· Assessments authorized match the service listed in the Assessment Justification case note

	· Assessments authorized does not match the service listed in the Assessment Justification case note
· There is no Assessment Justification case note
	· There are no assessments authorized on the “Authorization – All Layout” in AWARE
· Assessments authorized on the “Authorization – All Layout” in AWARE are listed on the IPE service grid
	· Vocational Rehabilitation (VR) Fee Schedules (80-VR-10)
· Vocational Rehabilitation Purchases (40-FIN-01-06)

	Notes: 
· If the Assessment Justification case note is in AWARE case record after the authorization of the assessment service, rate this as “Present” and add a notation in the “Comment” section in the QA Tool.
· If the provider listed in the Assessment Justification case note does not match the provider listed in the assessment authorization, rate as “Present” and add a notation in the “Comment” section in the QA Tool.
· If an assessment service is listed as a planned service on the IPE, a separate “Assessment Services – Informed Choice” case note is not required.

	4.
	The “Other Comments Not Printed on Authorization” text box includes the description of the service, the service category and service subcategory, the number of units, and the unit cost 
	· The “Other Comments Not Printed on Authorization” text box includes the following:
· description of the service (if applicable)
· the service category 
· service subcategory
· the number of units (if applicable)
· the unit cost (if applicable) 
	· The “Other Comments Not Printed on Authorization” text box was not completed or does not include the following:
· description of the service (if applicable)
· the service category 
· service subcategory
· the number of units (if applicable)
· the unit cost (if applicable) 
	· There are no authorizations for VR related services on the “Authorization – All Layout” in AWARE

	· Vocational Rehabilitation (VR) Fee Schedules (80-VR-10)
· Vocational Rehabilitation Purchases (40-FIN-01-06)

	Notes: 
· Review all authorizations in the “Authorization Layout” page in AWARE, including intakes, assessments and ancillary services.
· If the “description of the service” and the “service subcategory” are the same, rate this test item “Present.”
· If the service is a flat fee and does not require number of units, rate this test item “Present.”
· If a good or service is on any of OOD’s Fee Schedules, the unit cost will be automatically populated by AWARE. If a good or service is not on OOD’s Fee Schedule, the unit cost should be indicated in the “Other Comments Not Printed on Authorization” box.
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Review Category 8: Closure

	Test Item
	“Present (P)”
Rating Requirements
(All items must be present unless noted otherwise)
	“Not Present (NP)”
Rating Requirements
(Any item missing will result in “NP” rating unless noted otherwise)
	“Not Applicable (N/A)” Rating Requirements

	Policy and Procedure, Code, and Other References

	1.
	Correct Closure letter was used
	· Appropriate Closure letter used 
	· Appropriate Closure letter not used OR
· Closure letter is not in the case
	· Case is open at time of this review
	· Case Closure (80-VR-02, 80-VR-02-01)
· CFR 361.43(b)
· OAC 3304-2-61(A)

	2.
	Closure code supported by case documentation
	· Closure code supported by case documentation  

	· Closure code not supported by case documentation


	· If test item #1 in this review category is rated “N/A,” test items 2-13 in this review category are rated “N/A”

	· Case Closure (80-VR-02, 80-VR-02-01)
· CFR 361.47(a)(3)
· RSA – 911 Guidance

	Notes: 
· For cases closed without an employment outcome, enter a notation in the “Comment” section in the QA Tool if documentation in the case record does not align with requirements in procedure. 





	Closure with an Employment Outcome: Test Items 3-11

	3.
	Competitive integrated employment outcome consistent with IPE employment goal  
	· Job title on AWARE “Employment” page matches source documentation  

	· Job title on AWARE “Employment” page does not match source documentation 
	· If test item #1 in this review category is rated “N/A,” test items 2-13 in this review category are rated “N/A”
· If case is closed without an employment outcome, test items 3-11 are rated “N/A”
	· Case Closure (80-VR-02, 80-VR-02-01)
· Transition Services (80-VR-11-12)
· CFR 361.47
· CFR 361.56(a)
· OAC 3304-2-61 (D)(1)

	Notes:
· An IPE amendment is required for changes to an employment outcome (e.g., job title) when the change is related to the first two (2) digits of the Standard Occupational Classification (SOC) code differentiating it from the current employment outcome SOC.

	4.
	Competitive integrated employment outcome was satisfactory to the individual and VRC
	· Documentation on the AWARE “Closure” page, indicating that, at closure, the individual and the VR Staff or VR Contractor consider the employment to be satisfactory 
	· No documentation on the AWARE “Closure” page, indicating that, at closure, the individual and the VR Staff or VR Contractor considered the employment to be satisfactory


	· If test item #1 in this review category is rated “N/A,” test items 2-13 are rated “N/A”
· If case is closed without an employment outcome, test items 3-11 are rated “N/A”
	· Case Closure (80-VR-02, 80-VR-02-01)
· CFR 361.56(c)
· OAC 3304-2-61 (D)(4)



	5.
	Documentation that the individual and VRC agreed the individual was performing well on the job
	· Documentation on the AWARE “Closure” page indicating that, at closure, the individual and the VR Staff or VR Contractor agreed that the individual was performing well on the job 
	· No documentation on the AWARE “Closure” page indicating that, at closure, the individual and the VR Staff or VR Contractor agreed that the individual was performing well on the job
	· If test item #1 in this review category is rated “N/A,” test items 2-13 are rated “N/A”
· If case is closed without an employment outcome, test items 3-11 are rated “N/A”
	· Case Closure (80-VR-02, 80-VR-02-01)
· CFR 361.56(c)
· OAC 3304-2-61(D)(4)

	6.
	Documentation that services provided under the IPE assisted the individual in achievement of the employment outcome

	· Documentation on the AWARE “Closure” page under “Describe how Substantial Services provided by the agency contributed to the successful outcome” is consistent with services on the IPE and the actual services provided (for cases closed prior to 8/29/22)
· Services listed on the IPE that were not provided match the Closure letter (effective 8/29/22)
	· Documentation on the AWARE “Closure” page under “Describe how Substantial Services provided by the agency contributed to the successful outcome” is not consistent with services on the IPE AND/ OR the actual services provided (for cases closed prior to 8/29/22)
· Services listed on the IPE that were not provided do not match the Closure letter (effective 8/29/22)
	· If test item #1 in this review category is rated “N/A,” test items 2-13 are rated “N/A”
· If case is closed without an employment outcome, test items 3-11 are rated “N/A”
	· Case Closure (80-VR-02, 80-VR-02-01)
· VR Services (80-VR-11) 
· CFR 361.47(a)(14)
· OAC 3304-2-61(D)(2)

	Notes:
· Enter a notation in the “Comment” section in the QA Tool if services listed on the “Closure” page in AWARE do not match the current IPE, VR Staff or VR Contractor shall complete an amendment (clone) to the IPE to reflect substantive changes (prior to 8/29/22). 
· Do NOT make a NOTE: If services on IPE were not provided, VR Staff do not have to amend the IPE (effective 8/29/22).
· If the case does not have a signed IPE in case record, compare the services on the “Plan Layout” to the AWARE “Closure” page.

	7.
	Employment start date verified with source documentation
	· Individual’s employment start date reported on the AWARE “Employment” page is consistent with source documentation

	· Individual’s employment start date reported on the AWARE “Employment” page is not consistent with source documentation
	· If test item #1 in this review category is rated “N/A,” test items 2-13 are rated “N/A”
· If case is closed without an employment outcome, test items 3-11 are rated “N/A”
· No source documentation in case for comparison
	· Case Closure (80-VR-02, 80-VR-02-01)
· Job Related Services (80-VR-11-14)
· CFR 361.56

	Notes:
· Examples of source documentation include: Form 05 Job Placement and Tier 3 (effective 4/11/2022), AWARE “Application Documentation” page, Work History Layout, Job Developer report, Emails, Phone Calls, etc.

	8.
	Employment verification documentation prior to case closure
	· Employment verification is present in the case record prior to case closure
· Employment verification documentation may include one (1) of the following:
· the individual’s most recent pay stub;
· CRP placement/retention report;
· Verification received from employer
· Detailed (includes wages, hours, benefits) case note from VR Staff or VR Contractor
· Signed Self-Employment worksheets
	· Employment verification is not present in the case record prior to case closure
	· If test item #1 in this review category is rated “N/A,” test items 2-13 are rated “N/A”
· If case is closed without an employment outcome, test items 3-11 are rated “N/A”


	· Case Closure (80-VR-02, 80-VR-02-01)
· Job Related Services (80-VR-11-14)
· CFR 361.56

	Notes:
· Date of final contact (between day 83 and day 90, after job stabilization) only applies to Provider completion of “Form 05-Job Placement and Tier III.”
· VR Staff or VR Contractor are not required to fill out “Form 05-Job Placement and Tier III,” however, if VR Staff or VR Contract fill out the form, rate as “Present.”
·  Employment verification documents must be attached to an AWARE case note using the category of "Employment Verification." If not titled correctly in AWARE, enter a notation in the "Comment" section in the QA Tool but rate as "Present."

	9.
	Verification of hourly wage at closure
	· Individual’s reported hourly wage at closure, as indicated on the AWARE “Employment” page, is consistent with employment verification documentation
	· Individual’s hourly wage at closure, as indicated on the AWARE “Employment” page, is not consistent with employment verification documentation 

	· If test item #1 in this review category is rated “N/A,” test items 2-13 are rated “N/A”
· If case is closed without an employment outcome, test items 3-11 are rated “N/A”
· If employment verification documentation is not present in case record prior to case closure, test items 9-10 are rated “N/A”
	· Case Closure (80-VR-02, 80-VR-02-01)
· CFR 361.5 (c)(9)(i)(A)
· CFR 361.47(a)(9) CFR 361.56

	10.
	Verification of hours worked in a week at closure
	· Individual’s reported work hours at closure, as indicated on the AWARE “Employment” page, are consistent with verification of employment documentation

	· Individuals’ reported work hours at closure, as indicated on the AWARE “Employment” page, are not consistent with verification of employment documentation 
	· If test item #1 in this review category is rated “N/A,” test items 2-13 are rated “N/A”
· If case is closed without an employment outcome,  test items 3-11 are rated “N/A”
· If employment verification documentation is not present in case record prior to case closure, test items 9-10 are rated “N/A”
	· Case Closure (80-VR-02, 80-VR-02-01)
· CFR 361.5(c)(9)(i)
· CFR 361.47
· CFR 361.56

	11.
	Verification employment maintained for at least 90 days
	· Verification of employment for at least 90 days is clearly documented in the case record 
· Job retention reports from CRP, VR Staff/Contractor; or 
· contact with the individual as documented in the case record
	· No documentation in the case to verify employment maintained and considered stable for at least 90 days
	· If test item #1 in this review category is rated “N/A,” test items 2-13 are rated “N/A”
· If case is closed without an employment outcome, test items 3-11 are rated “N/A”
	· Case Closure (80-VR-02, 80-VR-02-01)
· CFR 361.47
· CFR 361.56(b)
· OAC 3304-2-61 (D)(3)

	Notes:
· Individual has maintained employment for an appropriate period of time, not less than 90 days, necessary to ensure the stability of the employment outcome, and the individual no longer needs vocational rehabilitation services.





	Closure without an Employment Outcome: Test items 12-13

	12.
	Individual was provided or offered a consultation
	· Documentation of a consultation, offer, or attempt at consultation is in an AWARE case note
	· Documentation of consultation, offer, or attempt at consultation is not in an AWARE case note
	· If test item #1 in this review category is rated “N/A,” test items 2-13 are rated “N/A”
· If case is closed with an employment outcome,  test items 12-13 are rated “N/A”
	· Case Closure (80-VR-02, 80-VR-02-01)
· Informed Choice (80-VR-07-01)
· CFR 361.43(a)
· OAC 3304-2-61(C)

	Notes:
· If the consultation section of the closure letter is not completed, or the documentation of consultation on the closure letter does not match the documentation in the case, add a notation in the “Comment” section in the QA Tool but rate as “Present.”

	13.
	Referral section completed on Closure letter
	· Referral section on the Closure letter is completed, including information for local resources and recommendations, if a referral is indicated
	· Referral section on the Closure letter is not completed
· A referral is indicated on the closure letter, however, there is no documentation of information regarding local resources and recommendations
	· If test item #1 in this review category is rated “N/A,” test items 2-13 are rated “N/A”
· If case is closed with an employment outcome, test items 12-13 are rated “N/A”
· Closure letter is not in case record
	· Case Closure (80-VR-02, 80-VR-02-01)
· Extended Employment (80-VR-02-02)
· CFR 361.43(d)
· OAC 3304-2-61

	Notes:
· If resources are present but not local, rate as “Present” and make a notation in the “Comment” section in the QA Tool.
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