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Descriptions

Below are descriptions of programming that a CRP will provide to a Vocational Rehabilitation customer who is deemed not in need of long term supports and is therefore not classified as a Supported Employment Program (SEP) recipient.  This place/train model (JS/JD, DA and BI) is used with individuals who need minimal support and instruction in developing job seeking skills.



JOB SEARCH (JS)/JOB DEVELOPMENT (JD):
ENTIRE PACKAGE:   $450 

JS consists of three related activities.  The activities include training in resume development, completing a job application and interviewing skills.  Areas of emphasis will be decided by the VR counselor, customer, and job placement specialist.  The program will be completed in one month.  Reporting of the program will include but not be limited to:  a resume, a cover letter, a thank you letter, a sample job application, a report of the customer’s interviewing skills and the customer’s job seeking skills. It will also include learning the resources available at the NHWorks & Vocational Rehabilitation One-Stop Centers.  

JD is part of the job search process and is a service in which the customer will be instructed on how to identify and use various resources in their community to access potential employment.  Activities will cover identifying and accessing community employment resources, phone skills/etiquette, researching a prospective employer and learning how to network, i.e.: friends, relatives, etc.  Approval of the JS/JD package is one of the criteria for eligibility for the incentive bonus.  The products of this phase are the Job Search Report Job Search Report   and the NHVR Job Search Log, NHVR Job Search Log .  The Job Search Report and invoice are due within 10 days after the end date of the authorization.  The NHVR Job Search Logs shall be submitted monthly until placement occurs. 
The Following Describes The Three Activities Of The Job Search Service:

RESUME DEVELOPMENT:



 Single Service: $100
The customer will be taught how to develop a professional resume, cover letter and thank you letter appropriate to their vocational goal, education and work experience.  The format of the resume will be decided upon by both the customer and job placement specialist.  The product of this part of the program will be: 1) a completed resume; 2) a cover letter and; 3) a thank you letter.  The customer and VR counselor will receive a physical copy and electronic submission of all three documents.
JOB APPLICATION:




Single Service: $100
The customer will be taught to complete an application for employment.  The process will provide the customer with a form that covers most standard information.  This form can be used by the customer whenever filling out an employment application.  The form shall cover the customer’s work history, complete with names, address and dates; educational history; references; etc.  Also covered during this phase of JS, is teaching customers how to respond to illegal questions when they appear on some applications or questions that could create a negative impression if responded to in an inappropriate manner.  The product of this phase will include a job application (either one that was submitted to an employer or a generic sample) which a customer could use as a reference when completing future job applications.  The customer and VR counselor will receive physical copies as well as electronic submission of the job application.   

INTERVIEWING:





 Single Service: $30/hr
This part of the JS is to teach the customer to understand the interview process and the parameters inherent in the process.  The customer will be instructed on the ADA as it relates to interviewing and employment.  Activities will cover interviewing skills, how to request accommodations for an interview, the ADA, setting up and following up on an interview and proper attire and hygiene.  The product of this phase shall be the interviewing portion of the Job Search Report Job Search Report. This report will be sent to the VR counselor by electronic submission. 


JOB PLACEMENT/RETENTION BONUS: 

      Within 2 mo: $450;  Within 4 mo: $350;  Within 6 mo: $250;  Within 9 mo: $150;  9 Plus Months: $0 

  To be eligible for the placement/retention bonus, the following criteria must be met:  

· JS/JD package was approved, based upon the referral, and all components were completed. ie: job search report, job search logs and the placement notification. 
· Referral is effective at the initial meeting. 
· Customer and counselor must agree that the job is acceptable.

· The job is a permanent, not temporary, position.

*Note: VR counselor can still approve retention bonus in cases they deem appropriate.  Example: customer in hospital due to medical reasons
Upon receiving a job offer VR counselor and customer must agree that the job is acceptable.  At that time, CRP documents the placement and the placement incentive amount is determined by VR counselor.  The product of this phase shall be the Placement Notification Form Placement Notification.doc.  This report will be sent to the VR counselor by electronic submission within 24 hours of the job offer.  

The retention bonus is paid to the CRP when job has been retained for 90 days.  




DISCREPANCY ANALYSIS:

 DA Completed On-Site: $900


  
DA Completed Off-Site: $450
The Discrepancy Analysis informs the VR counselor as to whether or not Barrier Intervention (formerly known as TEP) is necessary.  The CRP will go on-site within 2 days of the job start date to complete the DA.  The product of this program is the Discrepancy Analysis report (DA)  Discrepancy Analysis .

This report may be submitted anytime within 2 weeks from the time of placement.  Once the DA and initial BIP report is accepted by the counselor, BIP can be authorized. 
An On-Site DA shall consist of the CRP completing an analysis, through direct observation, of the customer performing the functions of the job.  The CRP will also document the job requirements and the individual’s performance, as they relate to the requirements of the job.  The CRP will make every effort to make an on-site DA, but VR will respect the wishes of the employer and customer.  

The Off-Site DA shall consist of an analysis based on the CRP’s knowledge of the essential functions of the job and the customer’s skills, abilities and work habits. 


BARRIER INTERVENTION:





Hourly Rate:  $45
The goal of Barrier Intervention (BIP) is to provide support to the customer while in a job to reduce, eliminate or circumvent barriers to successful independent employment on that job.  The CRP provides assistance to the customer, the customer’s supervisor, and/or to coworkers of the customer.  The length of time for BIP is initially determined by the first submission of the Barrier Intervention Plan BIP .  As support is provided in BIP, the time projections may be revised, based on progress being made by the various interventions. The BIP report shall be submitted monthly.  The CRP will report out on the progress that is being made against each barrier.  Some of the specific activities that can occur in BIP are:  Job Coaching, Job Modification and the implementation of Natural Supports.   This report will use evidence based practices to address barriers.  The initial report will be submitted within 5 business days after the end date of the authorization.  BIP services can begin immediately after acceptance of the DA and the initial BIP report.  BIP services provided prior to the submission and acceptance of the DA are not billable.


JOB SHADOWING:


               
                              Single Service: $150







                                         Limit 5 per year
Job Shadowing is a learning experience, to be completed following the interest assessment phase, where the customer goes on-site to one or more employment locations.  The customer observes and questions the worker regarding the specific job and work environment at the job site.  This program would be used when a customer:  

· needs to clarify  career interests;

· needs to find out more about a specific career (academic, technical & personal skills required);

· needs to learn the career path of a career;

· needs to gain increased knowledge of work cultures and environments

· needs to determine if the position they are exploring is appropriate given their disability and all other factors.
The products of this phase are the Job Shadow-Customer Form Job Shadow-Customer Form 
and the Job Shadow-CRP Form Job Shadow - CRP Form  for each job site.   The reports and invoices are due within 10 days after the end date of the authorization.  





INFORMATIONAL INTERVIEWING:                                              
Single Service: $150











Limit 5 per year

Informational interviewing is a learning experience to be completed following the interest assessment phase, with people working in the job or individuals who are knowledgeable about the career, or related careers. This program would be used when a customer:

· Needs to better understand the education and training requirements for a job/career.

· Needs to better understand the career ladder for a career and related experience needed for moving up the career ladder.

· Needs more information to engage in a decision making process with information gained from interview(s) (information to be gathered includes daily job duties, job availability, positives and negatives of work, and disability factors.)
The product of this phase is the Informational Interview Form Informational Interview  for each job site along with an invoice, which are due within 10 days after the end date of the authorization. 


LABOR MARKET SURVEY:  




     Five Surveys: $100










    Single Survey: $20.00 each 
Additional individual Labor Market Surveys may be requested by the VR counselor as needed
The labor market survey is a data collection to assist the VR counselor and customer to analyze the viability of a career choice.  This program would be used when:

· A career decision is being made by customer and information is being gathered to clarify their choice.

· Independent data on job availability and potential growth as well as wage data is needed within the geographic area that the customer is able/willing to work.
The product of this phase is the Labor Market Report LABOR MARKET SURVEY for each job site along with an invoice, which are due within 10 days after the end date of the authorization. 



Resolving Issues or Concerns

The CRP Management Liaison is available to assist you whenever you are dissatisfied with any action or inaction on the part of New Hampshire Vocational Rehabilitation concerning the CRP Process.   You may request help from the CRP Management Liaison at any time.  Call or e-mail if you have questions, concerns, or problems with any Agency decision.  

If you disagree with any Agency decisions, concerning the CRP Process, you may explore the following options:

· Bringing the concern to the VR counselor in an attempt to resolve the issue at the lowest level.

· Requesting assistance from the office’s Regional Leader.

· Requesting assistance from the CRP Management Team.  The CRP Management Team is made up of NHVR staff and meet monthly to address issues surrounding the CRP Process.  Issues to be reviewed by the CRP Management Team should be forward to Jim Hinson, CRP Management Liaison.   He can be reached at 603-271-7093 (Work), 603-419-9454 (Cell), or Jim.Hinson@doe.nh.gov  and is located at 21 South Fruit Street, Suite 20, Concord, NH 03301.  He can explain how the CRP Process works, suggest ways to work more successfully with your VR counselor and present your problem before the CRP Management Team.

CRP Process 

NHVR










  Date: 3/13/14
	STEP
	Who is Responsible
	Procedure
	Others Involved

	1) Referral -   Job Search /Job Development
	VR counselor
	· Request a joint meeting with CRP & customer within 2 weeks of referral
· Provide the following documentation to the CRP: 
a) Referral Form REFERRAL TO CRP
b) Disability related information
c) Vocational Assessment Info
· Facilitate meeting with customer & CRP to develop Individual Cooperative Agreement-Job Search Plan Individual Coop Agreement-Job Search Plan  or Action Plan 
· Review weekly contact information (from customer and/or CRP) and provide input as necessary 
· Upon notification of any issues/concerns, schedule a team meeting to further discuss the issues/concerns
· Manage communication with parents/guardians and invite to meetings as necessary
· Notify CRP of any changes in job placement plan, discuss disclosure and assure agreement on process
· Develop Employment Plan with customer
· Provide authorizations for services in a timely manner

	CRP & Customer

	
	Customer
	· Will be given the option to conduct CRP interviews
· Participate in the initial meeting

· Have next meeting with CRP scheduled prior to the end of the 1st meeting along with frequency of subsequent meetings

· Customer’s responsibilities:

a) to maintain contact with the CRP & VR  counselor
b) Attend scheduled meetings

c) Actively participate in job search

d) Follow through on agreed upon actions

· Provide necessary information re: work history, skills/strengths, references, personal contact information, limitations to CRP

· Develop Employment Plan with VR counselor

•    Actively participate in job search process

· Participate with VR counselor & CRP to define job search parameters

· Maintain contact with VR counselor throughout job search (minimum 1 X per month)

· Discuss with VR counselor any concerns about job search and/or working with CRP 

· Work with CRP to complete monthly Job Search Log 
	

	
	CRP
	· Evaluate referral at initial meeting and discuss and/or refuse referral
· Begin services only after authorization is received.
· Meet regularly with customer(minimum weekly contact) 

· Keep VR counselor informed (provide weekly updates via email)

· Schedule next appointment with customer and agree to frequency of meetings.

· Notify VR counselor of non participation so that team meeting can be coordinated

· Notify VR counselor immediately about any issues affecting customer’s employability (ie:  hygiene; suspected drug/alcohol abuse)

· Notify VR counselor of auxiliary services that may be needed before committing to customer’s employment 
· Submit Job Search Report and invoice within 10 days after the end date of the authorization.

· Work with customer to complete Job Search Report Job Search Report
· Submit Job Search Logs within 10 days after the end of each month NHVR Job Search Log 

	

	2) Job Placement
	VR counselor
	· Respond quickly to customer’s notification of job offer

· Engage in decision making process with customer to help them make an informed choice about the job offer based on previously agreed  upon job search parameters

· If acceptance of position is agreed upon, determine the job placement incentive amount, create an authorization for incentive and release the DA

· If job offer will be declined, no job incentive money will be released. A face to face meeting will take place with the CRP and customer to redefine the job search parameters

· If there is no placement within 6 months, a team meeting will be held to discuss:

- any issues

- vocational goal

            - job search parameters

            - consider discussing privately with customer, 

               the quality of services received from CRP.
	Customer and CRP

	
	Customer
	When placement/job offer is received:

· Notify VR counselor of job offer by phone or by email to give details of the position 

· Discussion their decision to accept or reject the position with VR counselor


	VR counselor CRP

	
	CRP
	· Coach the customer to contact VR counselor regarding job offer

· Refrain from undue influence of customer’s decision to take the job. 

· Submit Placement Notification Placement Notification within 24 hours

     of  job offer and invoice, if applicable,

     according to the payment schedule. 

NOTE: If CRP has been authorized for an incentive bonus, invoice must be submitted to NHVR after the customer has worked 90 days.


	Customer 

VR counselor

	3) Discrepancy   

    Analysis
	VR counselor
	· Review reports in a timely manner

· Communicate with CRP and customer about barrier interventions

· Document placement and justification for barrier intervention in case notes

· Authorize DA

· Arrange for and approve any ancillary services (amend IPE if needed)


	Customer CRP

	
	Customer
	· Work with CRP to identify job match and barriers to successful job retention

· Work at job as scheduled

· Keep in contact with VR counselor and CRP

· Report any issues regarding job retention 

	VR counselor
CRP

	
	CRP
	· Go on-site within 2 days of job start date to complete Discrepancy Analysis Discrepancy Analysis 
· If DA is completed off-site, provide an explanation  

· Work with customer to identify job match and barriers to successfully job retention

· Communicate with employer to gather data and explain the CRPs role

· Communicate with VR counselor regarding perceived barriers and discuss interventions

· Communicate with VR counselor about ancillary services needed for the job

· Submit DA report and invoice within 2 weeks after the end date of the authorization.  

· Interventions provided on barriers that were identified during the development of the DA are not billable.  
	Customer

VR counselor

Employer



	4) Barrier Intervention (mo. report)
	VR counselor
	· Review Reports

· Communicate with customer and CRP on a regular basis 

· Provide guidance and follow-up re: interventions

· After review of report, determine number of approved hours for BI and authorize accordingly

· At conclusion of BI hours, follow-up with customer to assure job retention.  Document in case notes.


	Customer CRP

	
	Customer
	· Follow through with recommended interventions

· Communicate with VR counselor and CRP regarding progress on identified barrier

· Keep working as scheduled


	VR counselor

CRP

	
	CRP
	· Complete initial Barrier Intervention Plan BIP  and submit to VR 

· BIP hours will only be authorized after the submission and acceptance of the DA

· Use evidence based practices to address barriers 

· Evaluate effectiveness of interventions and relay information to VR counselor weekly (email recommended)

· Communicate with VR counselor to discuss the need for on-going BI (including any changes if not on the original projection)

· Provide BI services only after receipt of authorization

· Submit monthly report and invoice within 10 days after then end date of the authorization.  

· Complete Customer Closure/Termination Summary Closure Summary

	VR counselor

Customer



	5. Job 

   Shadowing
	VR counselor
	· Complete the intake interview

· Document eligibility

· As part of the assessment process, review  interest assessment (Choices, SDS, CAI, Strong Campbell, WRIOT, Interview) with customer
· Review job descriptions with customer to help narrow down the career options to a few
· Print and provide copies of job descriptions/job demands for customer’s use as warranted

· If applicable, provide career videos for customer to view

· Refer to CRP when it is determined that additional support is needed to assist the customer to learn about the career options because of their lack of knowledge of the world of work and expectations in the workplace.

· Create an authorization in CMS  
	Customer

	
	Customer
	· Participate in interest assessment

· Explore career options by reading information about careers provided by VR counselor and anything available in the community or on the internet
· Engage in decision making process regarding career options based upon critical factors:

· matching ability & needs with job  specification

· Economic and labor market information

· Make decision with VR counselor that further information is needed and agree to engage in the Job Shadowing Process.

· Develop questions with the assistance of VR counselor and CRP to be used on a job site(s)

· Summarize Job Shadowing experience Job Shadow-Customer Form experience with CRP and consider how the job can be performed given their disability 
· Send “Thank You” notes to employers
· Meet with VR counselor to discuss findings and engage in decision making process using the information gathered

	VR counselor CRP

	
	CRP
	· Receive referral and develop agreement for specific career(s) to be explored in Job Shadowing process

· Develop job site(s) for customer

· Assist customer in preparing for Job Shadowing experience (review questions, appropriate clothing, behavior, etc)

· Assist customer in summarizing the Job Shadowing experience  and consider how the job can be performed given the customer’s disability Job Shadow 
· Assist the customer in completing “Thank You” notes to the employment site

· Submit written reports and invoice on each job site to VR counselor within 10 days after the end date of the authorization, and include a narrative summary of the assessment of the customer’s engagement in the process (i.e. dress, timeliness, attitude, demeanor)

· Seek feedback from employer(s) and include in report.


	Customer

	6. Informational

    Interviewing
	VR counselor
	· Complete the intake interview
· Document eligibility
· As part of the assessment process, review interest assessment (Choices, SDS, CAI, Strong Campbell, WRIOT, Interview)
· Review job descriptions with customer to help narrow down the career options 
· Refer to CRP when it is determined that additional support is needed to access resources in researching a specific career path.

· Determine that customer lacks network contacts to gain adequate information about their career option(s) 
· Create authorization in CMS


	Customer

	
	Customer
	· Participate in interest assessment

· Explore career options by reading information about careers provided by the VR counselor and anything available in the community or on the internet.

· Engage in decision making process regarding career options based upon critical factors:

· Matching abilities and needs with job specifications;

· Economic and labor market information;

· Make decision with VR counselor that further information is needed about a specific career path and agree to participate in structured informational interview process but communicate lack of network contacts to accomplish this task.

· Develop questions specific to career with assistance of VR counselor and CRP to ask interviewee

· Work with CRP and VR counselor to identify the contacts and the companies in a specific career/industry and schedule interview time either in person or over the phone

· Summarize responses Informational Interview
· Send “thank you” notes to employers

· Meet with VR counselor to discuss findings and engage in decision making process using information gathered.

 
	VR counselor

CRP

	
	CRP
	· Receive referral and develop agreement with VR counselor and customer of Career path that is being researched

· Make contacts to assist customer to complete informational interviews with people performing the job in the career path being explored.

· Assist customer as they develop a list of informational interview questions to ask at interviews

· Coach customer to prepare for and complete informational interview

· Assist customer to write and send “Thank you” notes to employers

· Submit report and invoice to VR counselor within 10 days after the end date of the authorization.  

· Document the company contacts provided to customer

· Assess customer’s engagement in the process

· Collect feedback (if any) from interviewee
	

	7. Labor Market 

         Survey
	VR counselor
	· Complete comprehensive assessment with customer including:  interest survey, transferable skills analysis, work values, aptitude assessment, and academic evaluation.  Discuss results with customer.

· Gather and discuss occupational information of possible career choices with customer including information about the aptitudes, temperaments, work values, general education development, specific vocational development levels as well as work values of the job, the state or county wage data from either NH Employment Security and/or the Internet

· Decide with customers that more independent and local labor market information is needed to determine the viability of career choice

· Assist customer to develop questions to be answered in LMS

· Refer to CRP and authorize service
	Customer

	
	Customer
	· Engage in the assessment process

· Engage in decision making process and agree to work on gathering further independent local labor market information with assistance of a CRP

· Develop questions (wages/availability of work, schedule, questions relating to disability) with VR counselor and CRP

· Work with CRP to complete labor market survey (LMS) LABOR MARKET SURVEY 
· Meet with VR counselor to discuss the viability of career choice using information gathered and personal considerations
	VR counselor

CRP

	
	CRP
	· Receive referral, review assessments and preliminary labor market information 

· Assist customer to develop questions to be answered in LMS

· Assist customer in making contacts with companies within the geographic territory customer has specified 

· Provide independent LMS summary addressing questions to VR counselor and a narrative of customer engagement in process and observed concerns

· Submit report and invoice within 10 days after the end date of the authorization.  

	VR counselor

Customer
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       Comprehensive Assessment Process 











IPE Development





Labor Market Survey


Informational Interview


Job Shadow








Initial Team Meeting


(Customer, CRP, VR Counselor





Referral to CRP





Job Search/Job Development


                       











Job Placement





Placement Incentive Bonus


Paid after 90 days of job retention (





Discrepancy Analysis





Barrier Intervention Plan (BIP)                   (Formerly known as TEP)





( EXCEPTION:  At discretion of counselor, incentive may be approved if job is not maintained for  90 days if customer is laid off, has medical or MH issues, or company suspends business operations. 
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