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VOCATIONAL REHABILITATION GOODS AND SERVICES
Abbreviations

RAM CHAPTER 12 ABBREVIATIONS

This chapter includes numerous abbreviations. In an effort to maximize
content accessibility, this chapter includes periods with abbreviations that
may be phonetically read as a word by a screen reader.

This chapter uses the following abbreviations:

AT. Assistive Technology

AUR Active User Report

BFS Blind Field Services district

BPQY Benefits Planning Query Report

CAP Client Assistance Program

CCR California Code of Regulations

CFR Code of Federal Regulations

CDR Continuing Disability Review

CRD Community Resources Development
CRP Community Rehabilitation Program

CIH Consumer Information Handbook

DOS District Operations Support

DOR Department of Rehabilitation

EN Employment Network

FAFSA Free Application for Federal Student Aid
HSO Health and Safety Officer

IEP Individualized Education Program

IPE Individualized Plan for Employment

ISP Individual Service Provider

ITSD Information Technology Services Division
LCSW Licensed Clinical Social Worker

LEAP Limited Examination and Appointment Program
MFT Marriage and Family Therapist

MIOR Medical Information of Record

0O0S Order of Selection

PR Physical and Mental Restoration Services
PES Post-Employment Services
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Abbreviations

RAM Rehabilitation Administrative Manual

RSA Rehabilitation Services Administration

SOC Standard Occupational Classification

SSA Social Security Administration

SSDI Social Security Disability Insurance

SSI Supplemental Security Income

SSN Social Security Number

TTW Ticket to Work

TWE Trial Work Experience

VR Vocational Rehabilitation

VRED Vocational Rehabilitation Employment Division
VRPRD  Vocational Rehabilitation Policy & Resources Division
VRSD Vocational Rehabilitation Service Delivery

VR WAP  Vocational Rehabilitation Work Activity Program
WIP Work Incentive Planner
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1200

GENERAL REQUIREMENTS (12/17)

The Department of Rehabilitation (DOR) shall use Rehabilitation
Administrative Manual (RAM) Chapter 12 to articulate its policies related to
the provision of vocational rehabilitation (VR) goods and services.

The Rehabilitation Counselor and designated district staff will refer to the
following regulations for non-medical goods and services requirements:

State Agency for Administration (34 Code of Federal Regulations
[CFR] 361.13)

Scope of Vocational Rehabilitation Services for Individuals with
Disabilities (34 CFR 361.48)

Information Technology — Definitions (State Administrative Manual
[SAM] 4819.2)

Non-Capitalized Property (SAM 8603)

Accounting and Control of Property (SAM 8650)
Equipment (California Code of Regulations [CCR] 7013.2)
Tools (CCR 7028.4)

Scope of Vocational Rehabilitation Services for Individuals with
Disabilities (CCR 7149)

Excluded Services—Construction (CCR 7149.1)

The DOR shall use this chapter in conjunction with applicable regulations,
and other key procedural resources, including but not limited to the
following:

Accounting and Support Desk Manuals
AWARE Reference Guide

Community Rehabilitation Program (CRP) Guide to Certification and
Vendorization, (aka “CRP Guide”)

District Management Guide
RAM Toolboxes

Vocational Rehabilitation Service Delivery (VRSD) Team Business
Processes Desk Manual
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The resources listed above are located on the DOR intranet and are
updated periodically.

For brevity, this chapter uses the following conventions:

e References to California Code of Regulations, title 9, sections within the
narrative text of this RAM chapter are described as “CCR <section
number>," e.g., CCR 7122.

e “Record of services” replaces the term "case file."
e The term "consumer" is synonymous with the term “eligible individual.”

e The terms “Individualized Plan for Employment,” “IPE,” and “Plan” may
be used interchangeably.

e The term "Rehabilitation Counselor” refers to the Senior Vocational
Rehabilitation Counselor, Qualified Rehabilitation Professional (SVRC,
QRP).

e The terms "designated district staff* or "designated district support staff"
refer to standard and optional actors within a VRSD team or a District
Operations Support (DOS) team, and other authorized staff. The VRSD
team provides direct services, and the DOS team typically provides
accounting and support functions. Appropriate security clearance will be
maintained to ensure separation of duties.

e The term “Team Manager” refers to the Staff Services Manager | in a
VRSD team, and the term “district manager” refers to the Team
Manager or a DOS manager within a DOR district.

e The term “DOR districts” refers to the 13 districts in the Vocational
Rehabilitation Employment Division (VRED) and the Blind Field Services
(BFS) district in the Specialized Services Division.

e References to the "individual," the "applicant," or the “consumer” shall
also include the individual's, the applicant's, or the consumer's
representative by inference.

The accompanying RAM Chapter 12 Toolbox contains the RAM Chapter 12
Desk Manual with procedures for performing a variety of tasks referenced
in this chapter.

Go to CCR.
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1201 Approval Authority (12/17)

The DOR shall utilize a standardized system of “approval authority” to
expedite services to applicants and consumers. Approval authority allows
the Rehabilitation Counselor to perform the non-delegable functions of a
gualified rehabilitation professional and authorize most goods and services
without obtaining prior written approval from a Team Manager or other
approving official.

The purpose of approval authority is to achieve the following DOR
objectives:

1. Increase the quality and quantity of employment outcomes.
2. Reduce paperwork and improve DOR service delivery systems.

3. Empower staff to make timely, appropriate, and cost-effective
decisions.

4. Improve communication and support between Rehabilitation
Counselors, Team Managers, and Vocational Rehabilitation Service
Delivery (VRSD) team members.

The Rehabilitation Counselor with approval authority will complete and
approve the following non-delegable functions:

e Determination of eligibility.
e Determination of priority for services.

e Development of the Individualized Plan for Employment (IPE) and
IPE Amendments.

e Review of IPE progress at least annually.

e Determination of appropriate record of services closure in
collaboration with the Team Manager. Only the Team Manager may
approve and enter the Closure Date in AWARE.

While the VRSD team may assist in providing and arranging VR goods and
services, only the Rehabilitation Counselor can perform the following
actions related to the non-delegable functions:
o Enter the eligibility and priority for services determination extension
date in AWARE, and sign the hardcopy DR 211 EXTENSION OF
ELIGIBILITY AND PRIORITY FOR SERVICES form.
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Enter the Trial Work Experience (TWE) plan start date in AWARE,
and sign the hardcopy DR 212 TRIAL WORK EXPERIENCE form.

Enter the Eligibility Date on the Eligibility page in AWARE and sign
the DR 212 NOTICE OF ELIGIBILITY AND PRIORITY FOR SERVICES form.
Determine and enter the Priority Category on the Eligibility page in
AWARE for each applicant.

Sign the DR 214A PLAN DEVELOPMENT EXTENTION form.

Enter the Signature/Start Date on the Plan page in AWARE and
sign the DR 215 INDIVIDUALIZED PLAN FOR EMPLOYMENT form.

Enter the Signature/Start Date on the Plan Amendment page in
AWARE and sign the DR 215A PLAN AMENDMENT form.

Enter the Plan Review Date on the Plan Review page in AWARE
and sign the DR 216 PLAN REVIEW form.

Complete the Closure Page in AWARE and sign the DR 229A
CLOSURE REPORT — REHABILITATED form, or DR 229B CLOSURE REPORT
— OTHER THAN REHABILITATED form, as appropriate, prior to the Team
Manager entering the Closure Date in AWARE.

1201.1 Approval Authority Levels

The DOR shall establish approval authority levels using AWARE security
templates. The DOR may create or revise security templates as necessary
to administer the vocational rehabilitation (VR) program.

Approval authority levels are represented by each AWARE security
template, consistent with selected non-delegable Qualified Rehabilitation
Counselor functions, as follows:

A. “Counselor — Post-Approval:”

B.

1. Determination of eligibility.
2. Determination of priority for services.

3. Development of the Individualized Plan for Employment (IPE)
and IPE Amendment(s).

4. Review of IPE progress to be completed at least annually.
“Counselor — Limited Approval / Eligibility / Priority Category:”

1. Determination of eligibility.

2. Determination of priority for services.

C. “Counselor — Limited Approval:” none.
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Rehabilitation Counselors with the approval authority level designated in
ltem A above (“Counselor — Post-Approval”) may request pre-plan
assessment services and may authorize most in-plan or post-employment
goods and services without obtaining prior written approval from a Team
Manager or other approving official.

Rehabilitation Counselors and designated district staff with any of the
above security templates may request pre-plan assessment services
without obtaining prior written approval from a Team Manager or other
approving official.

In any case, certain goods and services still require “prior approval’ levels,
as defined in Section 1202.

Team Managers must approve all record of services closures.
1201.2 Approval Authority Qualifications

The Team Manager may grant approval authority provided the
Rehabilitation Counselor being considered meets all criteria listed below:

1. The Rehabilitation Counselor must have working knowledge of, and
skills and abilities, to apply, and follow vocational rehabilitation laws,
regulations, policies, and procedures, as stated in the following:

a. 34 Code of Federal Requlations (CER), parts 361, 363, and
397.

b. California Code of Regulations (CCR), title 9, section 7000 and
following.

c. Rehabilitation Administrative Manual (RAM) chapters 9, 10, 11,
12,13, 15, 29, 30, 31, 34, and Exhibits.

d. AWARE Reference Guide.

e. DORALLS and DOR Field Memos pertaining to work policies
and procedures.
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2. The Team Manager will conduct an ongoing and semiannual review
of casework conducted by the Rehabilitation Counselor to
demonstrate the following:

a. Consistent and correct application of the regulations, policies,
and procedures.

b. Good case management.

c. Timely and sound decisions regarding eligibility, priority for
services, and development of IPE and IPE amendments,
including determination of services needed.

d. Timely and thorough Plan Reviews at least annually, and
appropriate record of services closure.

e. Required record of services documentation, in accordance with
RAM Chapter 30 — Record of Services.

f. Use of comparable services and benefits.
g. Application of financial need factors.

3. Regardless of approval authority, the practice of reviewing issues
related to specific consumers or situations where questions exist
remains an important Rehabilitation Counselor responsibility. When
necessary, the Rehabilitation Counselor will communicate issues with
the Team Manager or other appropriate officials prior to the approval
of services, and document a summary of the discussion in the record
of services.

1201.3 Documenting Approval Authority

The Team Manager will grant approval authority in writing by designating
an AWARE security template for each Rehabilitation Counselor.

The Team Manager will perform the following activities to document
approval authority:

1. Grant approval authority to the individual Rehabilitation Counselor in
writing by completing and signing the DR 141 ITSD ACCESS REQUEST
form or an Active User Report (AUR).
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2. Conduct a semiannual review of the casework of all Rehabilitation
Counselors granted approval authority to ensure that the approval
authority is properly exercised.

The Team Manager, Regional Manager, or District Administrator may
rescind the Rehabilitation Counselor's approval authority at any time.

1201.4 The VRSD Team Role in Approval Authority

The VRSD team will adhere to DOR "prior approval” requirements as
defined in Section 1202 for the provision of particular goods or services
regardless of Rehabilitation Counselor approval authority.

The VRSD team shall demonstrate full knowledge of services and
situations that require prior approval from Team Managers, District
Administrators, or other approving officials. All such required approvals
shall be obtained prior to making a commitment to the consumer and prior
to authorization of the goods and services. It is the VRSD team’s
responsibility to verify that all goods and services mandated in the IPE
have been approved by the Team Manager, and other required approving
officials, prior to authorization of services.

The efficient and effective use of resources to serve DOR consumers
remains an important part of the VRSD team’s responsibility and the Team
Manager’s accountability during review of the VRSD team’s work. The
VRSD team will monitor service delivery costs and make adjustments as
resources change. All VRSD team members must be mindful of resource
issues in the DOR and seek to provide services in the most cost effective
manner possible, as appropriate to the individual case.

1202 Prior Approvals (12/17)

“Prior approval” is required for the provision of particular goods or services;
whereas “approval authority,” as defined in Section 1201, is related to an
individual DOR employee’s permission to perform certain functions. District
staff shall adhere to the DOR's operational policies for "prior approval”
requirements regardless of Rehabilitation Counselor approval authority.
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There are a number of services and situations that require prior approvals
from Team Managers, District Administrators, or other approving officials.
These include prior approval requirements by federal awarding agencies, in
accordance with federal regulation (refer to Section 1202.1).

The Rehabilitation Counselor and designated district staff must obtain all
required approvals for these services or situations prior to making a
commitment to the consumer and prior to authorizing goods or services.

The Rehabilitation Counselor and designated staff will perform the following
actions:

e Determine whether the good or service requires prior approval(s)
before preparing an authorizing document.

e Obtain and document all necessary prior approvals before forwarding
an Activity Due to designated support staff.

Designated district support staff will perform the following actions:

e Review the authorizing Activity Due to verify that all required prior
approvals are included.

e Reassign the Activity Due back to the Rehabilitation Counselor or
designated staff if prior approvals are not completed.

Detailed lists of VR goods and services that require prior approval by Team
Managers, or other approving officials, can be found in the following RAM
Chapter 12 Exhibits:

e Exhibit A—Services that Require Prior Approval
e Exhibit C—Medical Services that Require Prior Approval

1202.1 Prior Approval Requirements by Federal Awarding Agencies

Effective immediately, in accordance with 2 CER 200.313, RSA prior
approval is required for the following Service Categories that pertain to
“tangible personal property,” (i.e., Equipment), costing $5,000 or more per
unit:

e Assistive Technology Devices, including A.T. software

e Durable Medical Equipment

e Hearing and Speech
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e Orthotics and Prosthetics

e Personal Computers, including intergrated systems
e Placement Equipment

e Training Equipment

e Vehicle Modification

e Vehicle Purchase (does not include vehicle rental)

Detailed lists of VR goods and services that require RSA prior approval by
Team Managers, District Administrators, Contracts and Procurement
Section (C&PS), and Deputy Director or designee, can be found in the
following RAM Chapter 12 Exhibits:

e Exhibit A—Services that Require Prior Approval
e Exhibit C—Medical Services that Require Prior Approval

1203 Comparable Services and Benefits (12/17)

The Rehabilitation Act, which authorizes grants to DOR for the provision of
VR services to individuals with disabilities (Public Law 93-112), requires
DOR consumers to make maximum effort to use comparable services and
benefits to meet the objectives of their IPE. Consumers who are
participating in institutions of higher education must apply for financial aid.

The Rehabilitation Counselor and designated district staff will apply the
following regulations for comparable services and benefits:

e Applicable Definitions (CFR 361.5(c)(8))

e Comparable Services and Benefits (CCR 7006)
e General Requirements (CCR 7196).

e Exemptions (CCR 7196(b)).

¢ Additional Requirements — Institutions of Higher Education (CCR
7197).

e Extreme Medical Risk (CCR 7198).

If comparable services and benefits exist under any other government
program, health insurance, or employee benefits, at the time needed to
ensure the progress of the consumer toward achieving an employment
outcome in his or her IPE, and are similar or comparable to services that
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the DOR would otherwise provide, the consumer must apply for and use
those comparable services and benefits to meet, in whole or part, the cost
of the VR services.

It is important to clarify that employers are not considered “comparable
services and benefits.” It is however appropriate for the VRSD team to
guestion whether an employer is able to purchase necessary goods or
services as “reasonable accommodation” for the consumer to fulfill the
responsibilities of the job.

The VRSD team will proactively assist the consumer to identify and apply
for sources of comparable services and benefits prior to plan development.
The goal is to assist the consumer in obtaining and utilizing comparable
services and benefits without undue delay at the time needed to participate
in VR services. This means district staff will determine whether comparable
services and benefits for goods and services, auxiliary aids, or
accomodations exist under any other program and whether those services
and benefits are available to the individual, unless such a determination
would interrupt or delay any of the following:

e The progress of the individual toward achieving the employment
outcome identified in his or her IPE.

¢ An immediate job placement.

e The provision of VR services to an individual who is determined to be
at extreme medical risk, based on medical evidence provided by an
appropriate qualified medical professional.

If comparable services or benefits exist, but are not available to the
consumer at the time needed to ensure progress of the consumer toward
his or her IPE, the DOR will provide VR services until those comparable
services or benefits become available.

The DOR Work Incentives Planner (WIP) can help the consumer identify
benefits to enable a comparable service review. The Rehabilitation
Counselor or designated district staff will typically arrange for benefits
counseling to be provided by a WIP, when appropriate. Services must be
documented in the consumer’s record of services.
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The Team Manager will independently review records of services, monitor
comparable services and benefits, and take appropriate action to ensure
compliance.

Refer to Section 1214 and the Medical Services Unit Desk Manual—
located on the Vocational Rehabilitation Employment Division / Medical
Services Unit page on the INDOR intranet—for more information on
medically related comparable services and benefits.

Refer to the Section 1203.3—Comparable Benefits in Institutions of Higher
Education—and Section 1203.4—"Maximum Efforts" to Obtain Comparable
Benefits in Institutions of Higher Education—for more information on

comparable benefits for training services in institutions of higher education.

Go to CCR.
1203.1 Exemptions from Comparable Service and Benefits

The following consumer goods and services are exempt from comparable
services and benefits:

1) “Rehabilitation Technology" items, including telecommunications,
sensory, and other technological aids and devices (34 CFR
361.5(b)(45)). This includes rehabilitation engineering services, such
as vehicle modification expenses.

2) Assistive Technology (A.T.) devices.
3) Assessment for determining eligibility and VR needs.

4) Counseling and guidance, including information and support services
to assist a consumer in exercising informed choice.

5) Referral and other services to secure needed services from other
agencies.

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

7) Post-employment services consisting of the services listed under
items 1 through 6 of this section.
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1203.2 Documenting Comparable Services and Benefits

All comparable services and benefits must be documented by the
Rehabilitation Counselor or designated district staff in a case note.
Comparable services and benefits may be documented individually or
along with other DOR services being provided to the consumer.

The Rehabilitation Counselor or designated district staff will document the
following information in a record of services case note:

e EXxisting and sought after comparable services and benefits.
¢ Verification of the consumer’s financial aid application and award.

e Maximum efforts to secure and attempts at utilizing all comparable
services and benefits.

e Any anticipated comparable services and benefits.
e Comparable services and benefits obtained at the time of purchase.
e Evidence of benefit or denial of comparable services and benefits.

The Rehabilitation Counselor or designated district staff will record
comparable services and benefits for purchased services in AWARE
according to the AWARE Reference Guide.

1203.3 Comparable Benefits in Institutions of Higher Education

The Rehabilitation Counselor and the consumer shall make maximum
efforts to secure comparable benefits, including financial aid, for institutions
of higher education.

The Rehabilitation Counselor or designated district staff will perform the
following actions:

e Provide the consumer with a detailed explanation of the requirement
to use maximum efforts to secure grant assistance and apply for
financial aid, and advise them of the requirements listed in CCR
7158.8.

e Assist the consumer, as appropriate, in completing the application
process for financial aid.

e Consistent with informed choice, assist the consumer in identifying
potential higher education options (public or private).
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e Determine the necessary and appropriate costs of providing the
training, and how those costs will be met; first, by comparable
benefits and then, as necessary, by the DOR.

1203.4 “‘Maximum Efforts” to Obtain Comparable Benéefits in Institutions
of Higher Education

District staff shall document the requirement, responsibilities, and support
or assistance to complete the appropriate financial aid applications in the
consumer’s IPE, and subsequent amendments. The consumer’s record of
services shall also be updated annually to include verification of the
consumer’s financial aid eligibility (e.g., copy of the award or denial letter,
or comparable documentation from the college financial aid office).

If the consumer is awaiting receipt of the award letter, the Rehabilitation
Counselor should obtain a copy of the completed Free Application for
Federal Student Aid (FAFSA) or other application forms, place them in the
consumer’s file, and authorize initial services, if necessary, to avoid a delay
in service. Before authorizing services for subsequent sessions
(quarters/semesters), the award or denial letter must be in the consumer’s
file.

Once a consumer receives a federal/state grant award, the Rehabilitation
Counselor and the consumer will review the grant award amounts to
determine if DOR funding is needed. The consumer is advised that the
grant must be used as a comparable benefit to pay for the costs of training.
The cost of training includes, but is not limited to, tuition, fees, and books
and supplies. If the Rehabilitation Counselor determines that the available
grant funding is insufficient to meet the basic training costs for tuition, fees,
and books and supplies, DOR funds can be authorized for such costs in
excess of available grant funding.

The results of the financial aid application and a reassessment of the
consumer’s potential eligibility for financial aid assistance should be
reviewed annually, prior to the March 1 priority-filing deadline. The
consumer shall be reminded of the requirement to make maximum effort to
obtain financial aid and provide the required documentation. If financial aid
is not available or insufficient to meet the costs of training, the district staff
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will determine if assistance can be provided to improve the outcome of the
financial aid application in the future.

If a consumer is determined ineligible for financial aid as a result of default
on a prior loan or a refund owed on grants previously received, the
consumer must make effort to resolve the default through a repayment plan
or other arrangement. The Rehabilitation Counselor is required by federal
guidance to counsel the consumer and provide assistance in working out
some satisfactory means of clearing up the consumer's default. DOR funds
cannot be used to repay any portion of the loan or default. (RSA Policy
Directive-92-02.)

If otherwise eligible for assistance, the Rehabilitation Counselor shall
proceed with authorization of services to the consumer while efforts are
being made to repay prior loans or otherwise resolve the default. The
consumer shall provide the Rehabilitation Counselor with the appropriate
documentation of the consumer’s continuing efforts to resolve the default.

1204 Financial Participation (12/17)

The Rehabilitation Counselor and designated district staff will refer to the
following regulations for financial participation:

¢ Client Financial Participation — General (CCR 7190)

e Exemptions from Client Financial Participation (CCR 7191)
e Computation of Client Financial Participation (CCR 7192)
¢ Client Financial Participation — Payment (CCR 7193)

Applicants and consumers shall financially participate in the cost of VR
services; unless the consumer or the service is exempt (refer to Section
1204.2). The Rehabilitation Counselor must deny authorization of specific
goods or services if the consumer either refuses or fails to contribute the
required amount.

Go to CCR.
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1204.1 How is Financial Participation Calculated?

The DOR shall use the DR 233 STATEMENT OF FINANCIAL STATUS form to
calculate the financial participation in the month(s) that the goods or
services are provided, for those consumers or services that are not exempt.

In the case of a consumer who is a minor and whose parent meets the
definition of “household member” in CCR 7190(c)(2), the DR 233 form shall
be completed by the client’s parent. If the parent refuses, the VRSD team
will document the refusal in a case note. The VRSD team will notify the
consumer and the parent of the responsibilities as noted in 7029.9(b)(1).

The consumer shall complete the following actions:

1. State his or her name, the source and amount of his or her liquid
assets, and the type and amount of medical expenses which qualify
for the medical exception.

2. Sign a certification that the income, liquid assets, number of
household members, or medical expenses used by the Rehabilitation
Counselor in the financial participation computation are correct to the
best of his or her knowledge.

3. Acknowledge that he or she understands that any chances in income,
household composition and medical expenses, as well as changes of
$100 or more in liquid assets, must be reported to the DOR and that
such changes may result in a change to the amount of the
consumer’s financial participation obligation.

The Rehabilitation Counselor or designated district staff must complete the
following actions prior to authorizing consumer goods or services subject to
financial participation:

e Review the consumer's financial status and determine the
consumer’s monthly financial participation.

e Collect the total monthly contribution from the consumer, prior to
authorization, in cash, money order, or cashier's check.

e Refer to Exhibit B—Income Exemption Table—for instructions on
calculating consumer financial participation.

The Team Manager will independently review records of services, monitor
financial participation, and take appropriate action to ensure compliance.
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1204.2 Exemptions from Financial Participation

A consumer shall be exempt from financial participation in the cost of any
VR services if the consumer is a recipient of any of the following:

1. Social Security Disability Insurance (SSDI).
2. Social Security Income (SSI) / State Supplemental Program (SSP).

3. Department of Human Assistance services, including but not limited
to, General Assistance, California Work Opportunity and
Responsibility to Kids (CALWORKS), Temporary Assistance to
Needy Families (TANF), Food Stamps.

The following VR services shall be exempt from consumer participation
requirements and under no circumstances shall any consumer be asked to
participate in the cost of these services:

1. Evaluation of rehabilitation eligibility, including diagnostic services
and related services.

Counseling, guidance, and referral services.
Placement.
Training, tutoring, books, and other training materials.

Tools necessary for job placement. While State regulations exempt
“tools” necessary for the performance of an occupation from financial
participation (CCR 7028.4 and 7191(c)(5)), “equipment” is subject to
financial participation. Equipment means machines, mechanical or
electronic devices, or appliances or fixtures that an individual
operates or activates to perform a task (CCR 7013.2).

6. Personal services including attendant care, sign and language
interpreter, note taker, driver, and reader services.

7. Transportation costs up to the rate charged by the most economical
public transportation available, or reimbursement for the operation of
a private vehicle on a per mile basis at a rate established by the
DOR.

8. Case service property, unless and until such a time as the title and
legal ownership is transferred to the consumer (refer to RAM Chapter

ok wn

15).
9. Job Coaching.
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1204.3 Documenting Financial Participation

The Rehabilitation Counselor or designated district staff will perform the
following actions to document financial participation, when applicable:

e Document the consumer's receipt of public assistance and benefits in
AWARE.

e Complete the DR 233 STATEMENT OF FINANCIAL STATUS form when
financial participation applies.

e Document that the service provided is not exempt from financial
participation in AWARE.

e Document financial participation received from the consumer in
AWARE.

RAM Chapter 12, Exhibit B—Income Exemption Table - Calculation of
Financial Participation—contains an income exemption table that shows
the amount of a consumer's monthly income that is exempt when
calculating the consumer's financial participation. These figures are to be
used in completing the DR 233 form, Item 4. The median income level is
adjusted annually by the Department of Finance and Exhibit B is updated
accordingly, in compliance with CCR 7192(e).

Refer to the AWARE Reference Guide for procedures on documenting
financial participation.

Refer to RAM Chapter 17—Cash Receipts—for information on processing
payments of consumer financial participation to the DOR.

1205 Issuance of Consumer Goods and Services (12/17)

The DOR shall be responsible for ensuring the appropriate issuance,
documentation, and delivery or receipt of consumer goods and services,
including those issued for pre-plan assessments.

Except for the provision of pre-plan goods and services, the Rehabilitation
Counselor will use the DR 215 INDIVIDUALIZED PLAN FOR EMPLOYMENT form to
advise a consumer of his or her responsibilities regarding issued goods and
services.
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Refer to RAM Chapter 30 for information on developing the Individualized
Plan for Employment (IPE).

1205.1 Providing ‘Pre-Plan’ Goods and Services

While consumer goods and services can be acquired for individuals prior to
development of an IPE, it shall only be provided to:

e Complete an assessment for eligibility and priority category when
existing data is unavailable, insufficient, or inappropriate.

e Complete a comprehensive assessment for development of an IPE,
when existing data is unavailable, insufficient, or inappropriate.

For example, goods and services may be needed to determine eligibility by
exploring an individual's capacity to perform in a trial work experience
(TWE), during which time the individual may be provided with items
needed to participate. Refer to RAM Chapter 30, section 3024, for more
information on TWE.

1205.2 Rental of Consumer Equipment

Equipment may be rented for consumer use provided the rental does not
exceed three months or $1,000, whichever occurs first, unless approved by
the DOR Contract Officer. Only DOR forms are to be used; a contractor's
rental agreement is not acceptable and must not be signed.

The Rehabilitation Counselor or designated district staff will perform the
following actions:

e Contact the DOR Contract Officer, Contracts and Procurement
Section (C&PS). The DOR Contract Officer may approve a longer
duration or higher dollar amount for the rental, if justified, or may
Instruct on necessary steps to initiate a lease-purchase analysis
before entering into a contract.

e Prepare three copies of the DR 202 EQUIPMENT RENTAL AGREEMENT
form and DR 202A EXHIBIT A RENTAL TERMS AND CONDITIONS form, to
be signed by the District Accounting Technician, Case Service
Supervisor, or designee.

o One copy is retained as the district accounting control copy.
Two copies are forwarded to the vendor for signature and
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returned for signature of the Team Manager and District
Administrator or designee. One copy is then sent to the vendor,
and one copy retained in the district or branch office for the
accounting control copy.

The Rehabilitation Counselor or designated district staff will perform the
following actions when completing the DR 202 form:

e Clearly and accurately identify the parties entering into the
agreement, including addresses.

e Provide a clear and complete statement of equipment being rented.

¢ Indicate the maximum amount to be paid. The contract must state the
total cost of rental and the rate of payment (i.e., daily, weekly,
monthly).

e The rental period must specify the beginning and termination dates.

The DR 202 form must not:
e State or imply any accord to indemnify a contractor.
e Assume responsibility for matters beyond the control of the DOR.
e Agree to make payments in advance.

e Accept any other provision creating a contingent liability against the
State.

e Agree to obtain insurance to protect the contractor, property, etc.

A lease-purchase analysis is required prior to entering into a contract with a
vendor when either:

e The rental period will exceed three months.
e The total rent will exceed $1,000.

Refer to Section 1205.4 for information of lease-purchase agreements.

1205.3 Rental of Storage Space for Stockroom Equipment

Rental of storage space for consumer stockroom equipment is an
administrative expense. The Business Services Section (BSS) will
coordinate the rental with either the Space Management Division or
Department of General Services (DGS) Transportation Management.
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District staff will contact BSS for more information on rental of storage
space for stockroom equipment.

1205.4 Lease-Purchase Analysis and Agreement

A lease-purchase analysis consists of comparing the purchase price of the
item with the cost of leasing for the entire period of the lease. The least
expensive option must be selected. If the more expensive method is
chosen, a justification must be provided.

In no case shall state purchasing policies be circumvented through use of
contracts containing options to purchase.

Contact C&PS for assistance in preparing the lease-purchase agreement.
1205.5 Moving of Consumer Equipment

All moves of consumer equipment, regardless of amount, require three
price bids/quotes prior to Team Manager approval. The move is authorized
on a DR 297B AUTHORIZATION FOR VOCATIONAL REHABILITATION SERVICES
form to a licensed carrier and cannot be in excess of the minimum
California Public Utilities Commission (CPUC) rates and charges.

Contact DOR Accounting Services for assistance. Whenever possible, a
licensed carrier shall be selected from the State’s "List of Eligible Carriers."

Neither prepayment nor cash on delivery (COD) shall be used when
moving consumer equipment.

The cost of moving equipment from one location to another shall not be
confused with the original purchase delivery/shipping costs. The expense
of a later move becomes a separate case service expense.

1205.6 Repairs to Consumer Equipment

Repairs to consumer equipment may be authorized with the approval of the
Team Manager and if the equipment is necessary for the consumer to
participate in VR services. Some repairs may be covered by a warranty;
others will have separate requirements because of the type of equipment to
be repaired.
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Before repairs are made to consumer equipment, it should be determined if
the repair is cost effective; taking into account the original purchase price,
the age of the equipment, current condition, and the cost of repair
compared to the cost of replacement.

If the consumer is enrolled in a training course, the repairs are charged to
the appropriate Training Equipment service code. If the equipment will be
used for placement purposes, the repairs are charged to the appropriate
Placement Equipment service code. Refer to RAM Chapter 10, Exhibit A—
Service Cateqories, Procedure Categories, and Procedure Codes.

Upon reissuance of equipment, repairs may be charged to the new
consumer being issued the equipment, if it is not practical to charge the
cost of repairs to the last consumer, as appropriate.

1205.7 Services Provided by Family Members

In some situtations, the consumer may have a family member, or another
closely associated person, who is able to provide a service under the IPE
without pay, and who volunteers to do so.

If a family member or closely associated person is able to provide personal
attendant services, but refuses to do so without pay, District Administrator
prior approval is required. The District Administrator may authorize such
services so long as the service is necessary for the VR program,
comparable benefits are not available or appropriate, and there are no
other providers available to provide these services (CCR 7169).

1205.8 Consumer Criminal Penalties

In accordance with 34 CFR 361 and CCR, Title 9, vocational rehabilitation
goods and services are to be directed toward preparing a consumer to
achieve a vocation goal and to enter, retain, or advance in competitive
integrated employment. Payment of a consumer’s penalties is not required
to determine a consumer’s disability, rehabilitation potential, or provide a
consumer with skills or access to resources necessary to enter, retain, or
advance in competitive integrated employment. As such, using case
service funds to pay for a consumer’s fines, judgements, penalties, or

Page 23


http://indor/ram/ram10/ram-10-accounting-fund-sources-codes-and-records
http://indor/ram/ram10/ram-10-accounting-fund-sources-codes-and-records

Chapter 12
VOCATIONAL REHABILITATION GOODS AND SERVICES
General Requirements

court-ordered programs resulting from criminal or illegal conduct is not
considered allowable costs for VR goods and services.

The DOR shall not pay for criminal fines, removal of criminal convictions, or
the costs of programs related to criminal convictions, such as DUI
programs, with case service funds. The DOR has determined that
expending these funds for criminal penalties, Department of Motor Vehicle
(DMV) penalties, or other similar costs is not consistent with the purpose
for which funds were received, i.e., providing consumer VR services.

1206 Documenting Issuance of Goods and Services (12/17)

The DOR shall maintain a separation of duties (RAM Chapter 11, Exhibit A)
and document in an individual's record of services the issuance of
consumer goods and services with three key elements of the procurement
process:

1. Necessity
2. Requisition
3. Authorizing document(s)

1206.1 Documenting the Necessity

The Rehabilitation Counselor will use an individual's record of services
case notes and the IPE to document the necessity for issuance of
consumer goods and services. In collaboration with the consumer, the
Rehabilitation Counselor's determination of appropriate goods and services
Is sufficient justification of necessity.

1206.2 Documenting the Requisition

The Rehabilitation Counselor or designated district staff will use an
AWARE “Activity Due” to document the request to purchase goods and
services or to reissue a previously purchased item from the storeroom, in
accordance with RAM Chapter 30, Section 3092.

Designated district staff will perform the following actions:

e Ensure that prior approval requirements, if any, are documented in
accordance with RAM Chapter 12, Exhibit A and Exhibit C. Refer to
Section 1202.
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e Complete and document the bidding process and vendor selection,
and determine the best value, in accordance with RAM Chapter 9
procurement policies.

1206.3 Documenting the Authorizing Document

After documenting both the ‘necessity’ in the IPE and the ‘request’ in the
Activity Due, the DOR designated district support staff will complete the
appropriate authorizing document(s) prior to the provision of vocational
rehabilitation goods and services.

Refer to RAM Chapter 11 for more information on authorizing documents
and separation of duties.

1207 Personal Goal Services (12/17)

Personal Goal (PG) services are non-vocational, specialized services
provided to visually impaired individuals who are not consumers of VR
services. They are intended to help these individuals achieve
independence in the home or community rather than employment.

The Rehabilitation Counselor and designated district staff will refer to CCR
7272 for PG services requirements.

Personal Goal services may only be non-vocational services and:

e Shall be provided directly in the individual’'s home or a community-
based setting.

e Do not expend VR case service funds. Under no condition shall an
authorization document be created for a PG record.

e Are coded administrative Organization Code 0054 and Object Code
5081.

An individual is eligible for non-vocational services if he or she meets both
of the following conditions:

e The individual is ineligible for, or is not interested in, receiving VR
services under the VR program; and,

e The individual qualifies as a “blind person” under the definition of the
Welfare and Institutions Code, section 19153.
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The following conditions must also be met:

¢ The individual must be at least 18 years of age and a California
resident with no present intention of leaving California.

e The individual has a demonstrated need for specialized services.

e There is a reasonable expectation that the individual has the abilitiy to
substantially benefit from the specialized services within a limited
time.

Go to CCR.

1208 Business Enterprises Program (12/17)

The Business Enterprises Program (BEP) provides training and
employment for persons who are legally blind in the management of food
service and vending facilities, on public and private properties throughout
the state. Other services include the design and installation of new
facilities, remodeling of older facilities, training of new vendors, consultation
to all vendors to improve profitability of their businesses, and general
oversight.

A consumer interested in entering BEP training must meet the following
criteria:

e Be a citizen of the United States.

e Be legally blind.

e Pass a Tuberculin test with negative results.

e Pass the BEP qualifying math test and other pre-training courses.

e Have adequate skills in activities of daily living, communication,
orientation and mobility, and the ability to use adaptive aids.

e Complete a one-month pre-training evaluation with a local BEP
facility.
e Be accepted for the program by the Applicant Review Panel.

Refer to the BEP page on the INDOR intranet for reports, training contact
information, and Rehabilitation Counselor Resources, including:

e BEP Program Checklist
e BEP Consumer Handbook
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BEP Referral Guide

e Training Course Description

Contact the BEP section for more information and for support in assisting a
consumer interested in the BEP training program, at 916-558-5345, or by
email at bepinfo@dor.ca.gov.

1209

Case Service Property (12/17)

Case service property is DOR-owned property loaned to a consumer. The
DOR shall demonstrate responsible administration of the vocational
rehabilitation (VR) program, including appropriate management and
oversight of case service property, in accordance with RAM Chapter 15, as
follows:

Section 15000—Case Service Property

Section 15100—Consumer Contribution to the Cost of Case Service
Property

Section 15200—Issuance of Case Service Property
Section 15300—Documenting Issuance of Case Service Property
Section 15400—Disposition of Case Service Property

Section 15500—Case Service Property Taken Out of State or Held
In-State in a Training Center

Section 15600—Vehicle: Purchase

Section 15700—Vehicle: Issuance and Reissuance
Section 15800—Vehicle: Ownership

Section 15900—Vehicle: Disposition

Case Service Property Records and Forms

Refer to RAM Chapter 15—Case Service Property.
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1210 MEDICAL REQUIREMENTS (12/17)

This section contains common policies related to the provision of medical
goods and services, applicable regardless of the specific service category,
procedure category, or procedure code being authorized. District staff will
apply the policies in this section in association with Section 1200—General

Requirements.

The Rehabilitation Counselor and designated district staff will refer to the
following regulations for Medical Requirements:

e Applicable Definitions (34 CFR 361.5)

e Written policies governing the provision of services for individuals
with disabilities (34 CFR 361.50)

¢ Physical and Mental Restoration Services (CCR 7020)

¢ Similar Benefits and Comparable Services and Benefits — General
Requirements (CCR 7196)

e Authorization of Services — Requirements (CCR 7311)
e Rates of Payment — Requirements (CCR 7321)

Go to CCR.
1211 Physical and Mental Restoration (12/17)

The Rehabilitation Counselor and designated district staff will refer to the
following regulations for Physical and Mental Restoration:

e Applicable Definitions (34 CFR 361.5)
¢ Physical and Mental Restoration Services (CCR 7020)

Physical and Mental Restoration (PR), as defined in 34 CFR 361.5 and
CCR 7020, is divided into the following two general types of services:
1. Examination/evaluation
2. Treatment services and devices

1211.1 What Physical and Mental Restoration Is and Is Not
Physical and Mental Restoration is the following:

e Medically necessary.
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e Prescribed by a qualified health care professional as determined by
the Department of Consumer Affairs.

e A service/purchase that can correct or substantially modify a
physical/mental condition.

e Time-limited.
¢ Included as part of the Individualized Plan for Employment (IPE), as

required to help determine appropriate IPE goals, or as require to
determine eligbility or priority for services.

Physical and Mental Restoration is not the following:
e An optional or desired upgrade.
e Provided at-will for a non-medical purpose.
e Assistive Technology.
e Ongoing or life-long medical support.
e Provided at-will without inclusion in the IPE.

Medical services may be provided as follows:

1. An applicant, including an individual in Trial Work Experience (TWE),
may receive only those medical services required to determine
eligibility or priority for services. This will almost always be a medical
evaluation.

2. An eligible individual may receive only those medical services
required to help determine appropriate IPE goals. This will almost
always be a medical evaluation.

3. Aconsumer in service status may receive only those medical
services required to achieve his or her employment outcome.

4. A consumer in post-employment services (PES) may receive only
those medical services required to maintain his or her employment.

The following sections describe policies related to PR. More specific
definitions, descriptions, and procedures can be found in the Medical
Services Unit (MSU) Desk Manual.

Go to CCR.
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1212 Authorizing Medical Goods and Services (12/17)

The Rehabilitation Counselor and designated district staff will refer to the
following regulations for Authorizing Medical Goods and Services:

e Written policies governing the provision of services for individuals
with disabilities (34 CFR 361.50)

e Authorization of Services — Requirements (CCR 7311)

Consistent with 34 CFR 361.50 and CCR 7311, medical services and
devices shall be authorized in writing prior to their provision.
Reimbursement to the consumer is not allowed for medical
services/devices. Additional approvals may be required, as listed in RAM
Chapter 12, Exhibit C, prior to authorization.

The DR 297C AUTHORIZATION AND INVOICE FOR MEDICAL SERVICES form shall
be used to authorize all medical documentation, evaluations, treatment
services, medical device repairs, and medical devices and equipment
under $100.

The DR 297D PURCHASING AUTHORITY PURCHASE ORDER form shall be used
to authorize all medical devices and equipment over $100.

Refer to the MSU Desk Manual and RAM Chapter 9—Procurement—for
procedures related to purchasing medical services and devices.

Go to CCR.
1213 Medical Procedure Codes and Rates (03/16)

The Rehabilitation Counselor and designated district staff will refer to CCR
7321—Rates of Payment — Requirements—for Medical Procedure Codes
and Rates requirements.

The DOR aligns its library of medical codes with the national Current
Procedural Terminology (CPT) and Healthcare Common Procedure
Coding System (HCPCS, often pronounced "hick picks"). These are
standardized coding languages that facilitate uniform billing and
communication among physicians, accreditation organizations, and
insurance carriers for medical services and supplies. The American
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Dental Association (ADA) maintains its own codes and descriptions for
dental services and procedures; the set is called Current Dental
Terminology (CDT).

The DOR primarily utilizes the available codes and rates listed by the
Department of Health Care Services Medi-Cal program. Maximum rates
of payment for authorized goods and services are regulated by
established authorities, one of which is the California State Schedule of
Maximum Allowances (SMA) published by the Department of Health Care
Services regulating maximum amounts payable for medical and related
services (CCR 7321).

All services or devices must be pre-authorized. Though the