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[bookmark: _Toc5349363]DIAGNOSTIC VOCATIONAL EVALUATION: GENERAL GUIDELINES         

[bookmark: _Toc5349364]Program Description

Diagnostic vocational evaluation (DVE) services enable the NYSCB counselor and participant to obtain information, through comprehensive DVE testing and/or community-based situational assessment, to assist in the determination of eligibility or development of a vocational goal which will enable the participant to make informed choices in selecting a vocational goal and the means to achieve that goal.  DVE services also clarify issues which may be impeding vocational rehabilitation services.

The specific services to be provided under this contract are:

1. Comprehensive Diagnostic Vocational Evaluation

2. Situational Assessment I (Trial Work)

3. Situational Assessment II	

[bookmark: _Toc5349365]Confidentiality of Information

The contractor must safeguard the confidentiality of all information relating to all participants who receive services under the contract, and must maintain the confidentiality of all such information in conformity with the provisions of applicable state and federal laws and regulations.  A participant's records must not be released without the written consent of the participant, or as otherwise required pursuant to applicable state or federal laws and regulations.

NYSCB requires the use of form OCFS-3446, Release of Confidential Information, when requesting or providing oral or written information regarding a participant.  In addition, special releases are required for providing or obtaining oral or written information about participants with special circumstances (e.g., HIV, substance abuse).  

[bookmark: _Toc5016095][bookmark: _Toc5349366]Participant's Preferred Format

To communicate effectively in writing with participants, it is important that participants receive written materials in a format that is accessible to them.  The participant's preferred format, as recorded on the demographic form in the electronic case file (ECF) or identified in referral materials, should be entered into the participant's case file.  Once identified, all written communications must be sent to the participant in this format.

    
[bookmark: _Toc5016096][bookmark: _Toc5349367]Communicating with Participants Who Are Deaf Blind

To communicate effectively with participants who are deaf/blind, it may be necessary to secure the services of a certified interpreter.  Contractor staff must consider whether the services of a certified interpreter are needed for a participant who is deaf/blind to participate in services. NYSCB will pay for interpreter services for VR cases. Consideration of this need should be given during all aspects of the participant's involvement with the contractor.

[bookmark: _Toc5016097][bookmark: _Toc5349368]Communicating with Participants Who Are Non-English Speaking

[bookmark: _Hlk5022045]To communicate effectively with participants who do not speak English, it may be necessary to secure the services of a foreign language interpreter.  The contractor’s staff must consider whether the services of a foreign language interpreter are needed in order for a participant who does not speak English to participate in services.  Consideration of this need should be given during all aspects of the participant's involvement with the contractor.

[bookmark: _Toc5349369]Informed Choice

Throughout these guidelines, reference is made to providing participants with opportunities for informed choice. This section provides information about the concept of informed choice and how to apply it during goal development and service provision.

Each participant who is referred for NYSCB services must be given the opportunity to make informed choices about the selection of their goal, objectives and plan for services and the types of services and service providers. The opportunity to make informed choices continues throughout the rehabilitation process.

Informed choice is a decision-making process in which the participant analyzes relevant information and, in partnership with the NYSCB counselor and contractor, selects a goal, objectives, services and service providers. Through informed choice, the participant participates fully in considering and choosing options for training and services to reach the goal.  

Informed choice does not mean unlimited choice.  Providing the participant with relevant information enables the participant to make the best decisions possible regarding training planning and goal setting. The process of informed choice also encourages the participant to have an active role in this process, leading to more educated and effective participant-driven decisions.




In areas where more than one contractor provides a given service, NYSCB will provide the participant with information to help choose from the options.  

[bookmark: _Toc5349370]Diagnostic Vocational Evaluation Staff Qualifications

DVE services must be provided to referred NYSCB participants only by contract staff members who have a minimum of one (1) year experience providing diagnostic vocational services to individuals with disabilities and who possess the following additional qualifications: 

1.	Certification as an administrator of any instrument used that requires such 	designation; or, certification in the field in which a specialized assessment is 	performed, such as a registered occupational therapist, certified alcoholism 	counselor, etc.

-AND-

2. 	A master’s degree in vocational rehabilitation counseling or in evaluation 	(vocational or other) with course work or experience in diagnostic evaluations 	(Certified rehabilitation counselor [CRC] or certified vocational evaluator [CVE] 	status or eligibility to sit for certification credential will be a plus)  OR 
· A master’s degree in one of the social sciences or in education with at least a year of vocational evaluation experience, OR 
· A bachelor’s degree in the social sciences or in education with a minimum of three (3) years’ experience in vocational evaluation, OR
· A combination of experience and training; such as experience as an evaluator in a community rehabilitation program; or experience in industry and completion of specialized rehabilitation-related courses, which, in the judgment of NYSCB, is substantially equivalent to the standards of this subdivision.

Staff who do not have experience administering an evaluation normed for the blind must obtain training within six months of being hired for this position.

[bookmark: _Toc5349371]Situational Assessment Staff Qualifications

Situational assessments may be conducted by anyone qualified to provide diagnostic vocational evaluations, or by a job coach, under the supervision of an evaluator or placement specialist, who has the following qualifications:

1. Situational Assessment I – two years of experience conducting assessments and training in real work settings
2. Situational Assessment II – one year of experience conducting assessments and training in real work settings

Note: Staff conducting situational assessments are not required to have experience administrating and evaluation normed for the blind.

[bookmark: _Toc5349372]Referrals

NYSCB will make referrals to contractors based on individual participant need, choice and contractor performance.  No contractor is guaranteed referrals.

1. Acceptance of Referrals/Start Date Notification - Within 30 days of the receipt of a referral for a service, the contractor must notify the referring NYSCB district office of the start date of the service. Once a referral is accepted, the decision is irrevocable and can only result in a successful or unsuccessful outcome.

If the referral is accepted, the contractor must provide a start date for services that is no longer than 45 days from the date the referral was received by the contractor. 

2.	Rejection of Referrals - The contractor has the option to reject a referral if, in the opinion of the contractor, the referred individual will not benefit from the requested service(s).  Severity of disability may not be considered a reason for rejection of a referral. NYSCB should be notified of the rejection within 15 days of receipt of the referral. If a referral is rejected, the contractor must provide the reason for not accepting the referral.
 
NYSCB reserves the right to cancel a referral when NYSCB determines this would be in 
the best interests of the participant.  

[bookmark: _Toc5349373]Situational Assessment Work Settings

Situational Assessment I and Situational Assessment II must take place in an integrated, community-based work setting, also referred to as a real work setting. 

In certain unusual circumstances, if the only setting available to conduct the assessment is a subsidized setting where regulations imposed by other entities require that those engaging in work activity on premises receive a wage subsidy that falls below the minimum wage threshold, the counselor must submit the proposed service and justification for use of the subsidized setting to the associate commissioner of NYSCB for review and approval prior to commencement of the service.
 
[bookmark: _Toc5349374]Confirmation of Achievement of an Outcome

The contractor will schedule a meeting, to occur within 21 days of the completion of 
service, to include the service provider, the counselor and the participant to determine goals.  Face-to-face meetings are expected to occur wherever possible. 

Teleconferences may be used when the scheduling of face-to-face meetings would cause delays in the participant’s progress.

[bookmark: _Toc5349375]Reporting

Contractors must submit the final report within 30 days of completing the vocational evaluation.  

[bookmark: _Toc5349376]Disagreement with Final Report

If the NYSCB counselor and the provider are unable to resolve disagreements regarding the outcome of the service, the NYSCB senior counselor will be informed of the disagreement and will make the final decision.

[bookmark: _Toc5349377]Documentation Requirements

Contractors are responsible for completing report forms in a timely and accurate manner.  Copies of required forms are located in the forms section of the guidelines, with instructions where needed.

1. An “Authorization for Planned Services” is used by NYSCB to authorize all services.  The authorization will be accompanied by a progress report.

2. All reports must be in an accessible format (Word) so that they can be read by staff and participants who use screen reading software. No handwritten reports will be accepted. 

3. Reporting a completed service:

Contractors who receive authorizations electronically through the NYSCB Consumer Information System (CIS): Once the contractor has completed services, the contractor must submit the authorization for payment by completing the required sections of the authorization, including the dates of service, the date service was completed, the amount to be paid, signature and the date. Any documents that are required to demonstrate the service was delivered should be attached to the authorization and forwarded to the counselor through CIS.  

Contractors who receive paper authorizations via mail or fax: Once the contractor has completed the service, the contractor must submit the authorization for payment by completing the authorization as in the above section, attaching required documents, and forwarding the package to the counselor.

4. The contractor must submit the final report, along with the complete signed authorization form, within 20 days of completing the service.

5. The counselor will receive and review the authorization and reports. For contractors in CIS, once meetings are held and the counselor approves the outcome, the counselor will submit the authorization for payment. For contractors outside of CIS, the authorization and reports will be scanned into the participant’s case file, the counselor will review all documentation and once approved, will submit the authorization for payment. If the counselor does not approve the outcome, the counselor must contact the contractor to resolve the disagreement.

6. Once an agreement is reached and the counselor has accepted the report, filled out the NYSCB determination section and submitted the authorization, the outcome will be considered achieved and payment will be authorized.

[bookmark: _Toc5349378]Counselor Role

The NYSCB counselor is the service coordinator for participants receiving services under this contract. Participants in this program must be eligible for vocational rehabilitation services (or be in extended evaluation status) and be referred by the NYSCB counselor.

1. Prior to the referral for comprehensive diagnostic vocational evaluation and/or Situational Assessment I or Situational Assessment II, the counselor and participant will discuss the purpose of a diagnostic vocational evaluation and will identify specific vocational questions that the assessment should address.     
     
2. The counselor will make a referral to the contractor based on the participant’s needs and vocational plans (if any) and will specify any specific expectations of the service.  

3. The counselor will indicate whether the participant has preferences for the methods of diagnostic vocational evaluation such as standardized vocational testing or work samples or for situational assessments in real work setting. 

4. The counselor will provide all available and applicable background information about the participant (e.g., work experience, education, previous vocational training and competencies, adaptive and technology-related skills, relevant medical information including low vision reports, secondary disabilities, cultural or language issues, educational and vocational aspirations, and rehabilitation needs) that will enable the contractor to address the participant’s service needs.

5. As the service coordinator, the counselor will maintain contact with the participant and the contractor regarding the participant’s progress on a regular basis during service provision.  

6. The counselor will participate in a conference with the participant and the vocational evaluator at the end of the assessment to review the findings and discuss recommendations.                                   

[bookmark: _Toc5349379]Contractor Role

The vocational contractor will

1.  review referral information prior to the start of the assessment and contact the 
     counselor to obtain any additional information that is necessary to provide a diagnostic vocational evaluation;        

2. explain the assessment process to the participant (and, as necessary, to the NYSCB counselor), describing how the assessment will address the vocational questions developed by the participant and the counselor. As necessary, the vocational evaluator will explain how a situational assessment will be done; and

3. at the conclusion of the assessment activities, present findings to the participant and the NYSCB counselor and facilitate the participant's full participation in the development of the recommendations.










[bookmark: _Toc5349380]COMPREHENSIVE DIAGNOSTIC VOCATIONAL EVALUATION SERVICES

NYSCB will refer the NYSCB participant for a comprehensive, diagnostic vocational evaluation (CDVE) when there is no apparent vocational goal identified or to identify factors that might interfere with the NYSCB participant reaching a specific vocational goal.  The evaluation should examine the NYSCB participant’s personal, medical, psychological social, educational and work history; learning ability, general physical capacity, academic achievement levels, aptitudes, interests, and performance on a variety of work samples.  To the extent possible, the CDVE process must use evaluation instruments normed specifically for use with people who are blind.  If such tests are not used, approval must be obtained from the NYSCB senior counselor.

[bookmark: _Toc5349381]CDVE Payments 

[bookmark: _Hlk14349861]After the submission of a written report containing a comprehensive analysis of the NYSCB participant’s personal, medical, psychological, social, educational and work history, and after the NYSCB district office approves such report, payment will be made. The report should also include an assessment of the NYSCB participant’s learning ability, general physical capacity, academic achievement levels, aptitudes, interests, and performance on a variety of work samples. The report must include recommendations for appropriate vocational goals, considerations for training and job placement, and respond to specific questions posed by the NYSCB counselor in the NYSCB referral materials.  

Contractors who do not have access to CIS Contractors must return the complete signed authorization form to receive payment.  

[bookmark: _Toc5349382]Service Delivery:  CDVE

1. The CDVE process is a learning experience for participants, who should have an active role in the process for the results to be meaningful. Engaging participants in a self‑assessment process helps them to identify their vocational goals. This process may enlist resources and assistance from significant people in their lives such as spouses, friends, siblings, parents, counselors or teachers. It can add significant meaning to the diagnostic vocational evaluation process and result in a more holistic assessment. Gathering an accurate, detailed description of the participant's educational and work history, particularly from the participant's perspective, is an important first step in providing a quality assessment. To the extent possible, diagnostic vocational evaluations should take advantage of existing information from a variety of sources. 
            
2. The focus of each evaluation will vary according to the participant’s goals, reasons for the referral for the CDVE, and the specific requests by NYSCB in the referral materials, resulting in an evaluation customized to each individual NYSCB participant. A decision as to the level, nature, or intensity of evaluation must be based upon the referral information provided by the referring counselor.

3. Evaluations must be accomplished through recognized standardized tests, work samples, work experiences, observational inventory, or other accepted practices in the field of professional vocational evaluation. Tests normed specifically on people who are blind must be used to the extent possible.

4. The essential information and recommendations in DVE reports should be concise, non‑technical and written so that the participant and the NYSCB counselor can easily interpret them for further planning. These reports will be forwarded to the NYSCB counselors in a timely manner.

5. Comprehensive Diagnostic Evaluation Reports should

a. contain generally accepted measures intended to determine the NYSCB participant’s eligibility and/or vocational potential, leading to the development of a vocational goal;

b. provide a systematic appraisal and description of a NYSCB participant’s vocational interests, aptitudes, and abilities, current and prior levels of               vocational performance, vocational potential, and other traits or characteristics which relate to possible employment outcomes;

c. serve as valuable career development tools designed to explore, identify, and recommend appropriate career options;

d. suggest how the individual’s learning styles can be incorporated in training  options; and

e. fully answer any specific referral question(s) posed and/or recommend additional assessments including those not in the realm of a DVE.

[bookmark: _Toc5349383]Determining Achievement of a CDVE Outcome 

Each of the following criteria must be met for a person to be reported as having achieved this outcome: 

1. The participant's learning and cognitive abilities, sensory, physical and motor skills, academic achievement and skills, work-related skills and behaviors, coping and problem-solving abilities, as well as any other questions or concerns identified by the counselor, were assessed.

2. The findings and recommendations from the comprehensive diagnostic vocational evaluation were discussed with the participant and the NYSCB counselor and a conference was held to discuss the information as it relates to the development of a vocational plan.

3. A CDVE report was provided to and approved by the NYSCB counselor. 

4. A complete signed authorization form has been submitted.



 
[bookmark: _Toc5349384]SITUATIONAL ASSESSMENT I (Trial Work) 

When a counselor is unable to determine whether an applicant can benefit from VR services due to the severity of his/her disability, NYSCB is required to give the applicant an opportunity to perform in realistic work situations.  These real work situations are called “trial work” and must be of sufficient variety, be performed over a sufficient period of time in the most integrated setting, and with appropriate supports and training to obtain the most accurate determination of whether the individual can benefit from VR services in terms of an employment outcome or whether there is clear and convincing evidence that the person cannot benefit from services. In order to provide these experiences, NYSCB will use enhanced situational assessments (Situational Assessment I) that will require the presence of a full-time evaluator or job coach under the supervision of the evaluator to observe and assess the applicant’s ability to perform a job with appropriate supports and assistive devices. 

[bookmark: _Toc5349385]Situational Assessment I (Trial Work) Payments

After the submission of a written report for each situational assessment that describes the work setting, includes functional assessment ratings of occupational skills, identifies services or supports required for successful and stable employment, and addresses factors identified by the counselor, and after the NYSCB district office approves such report, payment will be made.  

Contractors who do not have access to CIS Contractors must return the complete signed authorization form to receive payment.

[bookmark: _Toc5349386]Service Delivery: Situational Assessment I (Trial Work)

1. The purpose of trial work is to provide the opportunity for an individual whose ability to benefit from vocational rehabilitation services is unclear at application to demonstrate that they have the potential to work in an integrated setting with appropriate supports. Each situational assessment must be in an integrated community-based setting, and will be for a minimum of three days for five hours a day, unless circumstances warrant a shorter period. The situational assessment should be no longer than five days evaluating the same tasks in the same setting. A second five-day period in the same setting is allowed if the tasks are different.

2. A comprehensive assessment, including person-centered approaches, prior to conducting a Situational Assessment I may provide critical information needed to identify the most appropriate type of work and work setting for each individual.



3. The job tasks and settings must be selected based on the participant’s interests and capacities.

4. Each situational assessment must be supervised and assessed by a staff person who is observing the participant during the entire assessment.  The staff must be a vocational evaluator or a job coach working under the supervision of a vocational evaluator.

5. For each situational assessment, the vendor must submit a report including a functional assessment rating of occupational skills.  At the end of each experience, the NYSCB counselor will assess whether an additional situational assessment is necessary.

6. The Situational Assessment I report must
a. address the factors identified by and agreed upon by the NYSCB counselor;
b. reflect the contractor’s in-person observation and analysis of the participant’s performance throughout the assessment, and identify supports and technology required for stable and successful employment; and
c. use an appropriate functional assessment rating tool.

[bookmark: _Toc5349387]Determining Achievement of a Situational Assessment I (Trial Work)

Each of the following criteria must be met for a person to be reported as having achieved this outcome: 

1. The participant’s potential to work in an integrated setting with appropriate supports and training were assessed.

2. The findings and recommendations from the Situational Assessment I were discussed with the NYSCB counselor and participant at a conference held to discuss the information as it relates to determining eligibility and suggesting possible vocational goals.

3. A Situational Assessment I report was submitted, including functional assessment ratings of occupational skills, recommendations for appropriate work settings and needed supports, and responses to the counselor’s specific questions.  

4. A complete signed authorization form has been submitted. 


[bookmark: _Toc5349388]SITUATIONAL ASSESSMENT II

NYSCB will refer the participant who is eligible for vocational rehabilitation services for a Situational Assessment II to evaluate the NYSCB participant’s employment readiness and the suitability of the vocational goals under consideration. During this time, the NYSCB participant must spend his/her time on one or two jobs in a real work setting to determine the “fit” between the individual and the job and to identify implications for future training or placement. The assessment must

1. address the factors identified by and agreed upon with the NYSCB counselor;

2. include input from the employer(s) in the real work setting;

3. use an appropriate rating tool or observational inventory, include a description of the NYSCB participant’s employment readiness, the appropriateness of the type of employment to which the individual was exposed, and identification of services or supports required for stable and successful employment; and
  
4. include a report based upon input from the employer(s) in the real work setting and the use of an appropriate rating tool or observation inventory (i.e., was the applicant was on time, dressed properly, answered questions appropriately, etc.) and address specific questions posed by the NYSCB counselor, in the NYSCB referral materials.

[bookmark: _Toc5349389]Situational Assessment II Payments

After the submission of a written report that includes 1) descriptions of the job setting(s) of the situational assessment, the NYSCB participant’s readiness for employment, the appropriateness of the type of employment to which the individual was exposed, services or supports required for stable and successful employment, and 2) a copy of the completed rating tool or observational inventory, and after the NYSCB district office approves such report, payment will be made. 

Contractors who do not have access to CIS Contractors must also return the complete signed authorization form to receive payment.  

[bookmark: _Toc5349390]Service Delivery: Situational Assessment II

1. During the community-based situational assessment, the NYSCB participant must spend their time on one or two jobs in integrated work setting(s) to determine the “fit” between the individual and the job, and to identify implications for future training or placement.  

2. To the extent possible, the job should be related to the areas of the participant’s vocational interests.

3. The duration of situational assessment should be long enough to gather the specific information sought from the assessment, but no longer than 10 days.

4. The assessment must
a. address the factors identified by and agreed upon with the NYSCB counselor;

b. include input from the employer(s) in the real work setting; 

c. reflect the contractor’s in-person observation and analysis of the participant’s performance throughout the assessment; and 

d. use an appropriate rating tool or observational inventory.

[bookmark: _Toc5349391]Determining Achievement of a Situational Assessment II 

Each of the following criteria must be met for a person to be reported as having achieved this outcome: 

1. The participant's work-related skills and behaviors, coping and problem-solving abilities, as well as any other questions or concerns identified by the counselor, were assessed.

2. The findings and recommendations from situational assessment were discussed with the participant and the NYSCB counselor and a conference was held to discuss the information as it relates to the development of a vocational plan.

3. A Situational Assessment II report was provided to and approved by the NYSCB counselor. 

4. A complete signed authorization form has been submitted.





[bookmark: _Toc5349392]RATES


	Section
	Parent Services
	CIS Name
	Rate

	2.0-2.3
	Comprehensive Diagnostic Vocational Evaluation
	DVE – Comprehensive DVE - F
	$2,000/Each

	3.0-3.3
	Situational Assessment
	DVE – Situational Assess I: Trial Work – F 
	$200/Day

	4.0-4.3
	Situational Assessment
	DVE – Situational Assess II - F
	$150/Day



*Authorization Date (“Date” in CIS) will determine Payment rate and contract period (If any) of a payment.  

[bookmark: _Toc5349393]FORMS 

The following forms are for reference only. When completing, please ask for the individual Word files for each outcome, as some of the formatting might be slightly different.  


[bookmark: _Toc5349394]DVE/Situational Assessment Referral Form


New York State Office of Children and Family Services
Commission for the Blind

DVE/Situational Assessment Referral Form

Date of Referral:
Agency:
Counselor:

Purpose of Referral:
☐    Diagnostic Vocational Evaluation 
☐    Situational Assessment I (Trial Work)
☐    Situational Assessment II

Specific issues to be address during the evaluation:







Consumer Name:
Phone:					Alternate Phone:
Home Address:

Emergency Contact and Phone:



Print Access Modality:				Primary Language:



Refresh consumer information from the demographic form

Referral includes:
☐      Most recent Confidential Health Assessment
☐	Most recent eye report and low vision evaluation report, if    applicable
☐	Most recent audiology report, if applicable
☐	Medical/Psychological reports, if consumer will need work accommodations
☐	O&M, VRT, AT, vocational training, work readiness reports (from another provider)
☐	Educational background
☐	Other information specific to this student that will assist in assessment

NOTE: If the provider has previously received any of the above items, the counselor will not resend.


No Attachment		Attach

Attachment Notes: 
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