
Policy/Procedure Change 

Section 8.1- General Policies 
for All VR Services 

Date of 
Change 
(starting 
8/9/2017) 

7/2/2018 

Type of Change 

slight verbiage 
change to 
include 'length' 

Public 
Hearing 

no 

Date 
Public 
Hearing 
Held 

n/a 

Comments 

(E)(1) regarding planning services now states that services will 
be planned and authorized in accordance with the general 
average level and length of services provided to 
applicants/clients. This corresponds to the updated Service 
Thresholds (part of the RSA Allowable Services Spreadsheet) 
which now includes length of service. This is an audit 
requirement. 

Section 10.1- Closure Criteria 7/2/2018 amendment 
verbiage for 
clarification 

to no n/a (A)(1) now clearly states that the closure criteria applies to 
closures prior to determining or re-determining eligibility/OOS 
(former policy was not clear that the criteria applied to any 
eligibility/OOS determination, not just the initial determination). 

Section 10.1- Closure Criteria 7/2/2018 amendment 
verbiage for 
clarification 

to  n/a (A)(2) criteria for ineligibility has been delineated for clarity. 
Specifically, if case closure is based on the determination that 
the client is unable to benefit from VR services due to the 
significance of their disability, the determination can only be 
made based on the results of a Trial Work Experience. 

Section 10.1- Closure Criteria 7/2/2018 procedural 
change 

no n/a (A)(3) no longer requires Staff to research the client’s 
employment history through the Wages PDQ or Work 
Systems/BG101 prior to closing a case as not meeting 
employment outcome. 

Number 
an 

Section 10.1- Closure Criteria 7/2/2018 procedural 
change 

no n/a (A)(8) requires Staff to complete a Closure Justification for each 
case closure. The closure justification must include the date of 
closure, reason for closure, and explanation of how all closure 
criteria has been met. A Closure Justification template is now 
available in Libera. 

Section 6.3 IPE Development 7/2/2018 verbiage 
amendment 

no n/a Details of IPE Justification were amended to include high cost 

Section 6.5 IPE Approvals. 
IPE approval limits were 
amended for new state fiscal 
year. Does not affect client 
services 

7/2/2018 procedural no n/a a. IPEs with a total cost of $10,000 or less will be approved by 
the VR Counselor. 
i. VR Counselors who require supervisor sign-off will obtain 
supervisor approval for IPEs of any amount. 
b. IPEs with a total cost above $10,000 are considered high cost 
and will be approved in accordance with the following: 
i. IPEs between $10,000.01 and $30,000 will be approved by the 



Policy/Procedure Change Date of 
Change 
(starting 
8/9/2017) 

Type of Change Public 
Hearing 

Date 
Public 
Hearing 
Held 

Comments 

     VR Counselor and VR Supervisor or designee. 
ii. IPEs between $30,000.01 and $60,000 will be approved by the 
VR Counselor, VR supervisor or designee, and the Assistant 
Regional Program Manager or designee. 
iii. IPEs with a total cost of $60,000.01 or more will be approved 
by the VR Counselor, VR supervisor or designee, the Assistant 
Regional Program Manager or designee, and the Regional 
Program Manager or designee. 
1) IPEs will be require new review and approval for each 
increase of $10,000 over $60,000.01. 

Section 4.1 Voter 
Registration policy and 
procedure was amended 
based on changes to DES 
Voter Registration. 

8/30/2018 policy and 
procedural 
changes 

no (does 
not impact 
client 
services) 

n/a VR released updated policy/procedure based on DES draft voter 
registration versions on 8/29/18 as DES required Staff to be 
trained on new policy by 8/31/18. DES released a different draft 
Voter Registration policy/procedure on 8/31. On 9/7/18, DES 
informed VR that additional changes will be made and thus VR 
is awaiting final policies before further amending RSA Voter 
policies. 

Section 5.1- Application, 
Eligibility and Order of 
Selection and Section 6.3 IPE 
Development. 

9/10/2018 Minor 
amendment 

No n/a References to Section 8.6- Assessments were added wherever 
policy discusses purchasing additional assessments to determine 
eligibility, order of selection or rehabilitation needs for IPE 
development. 

Section 8.9- Post-Secondary 
Training 

9/10/2018 minor 
amendments 

no n/a This section states that the IPE will contain intermediate 
objectives detailing how a client’s progress in post-secondary 
training will be measured. This statement has been expanded 
and now states that the IPE must contain intermediate 
objectives detailing how training progress will be measured and 
monitored by VR Staff prior to every period of tuition renewal. 
Intermediate objectives will include the collection and review of 
the following items: Application for and use of all available 
comparable benefits including PELL grant; Grades or transcripts 
from the most recent semester demonstrating that the client is 
in good academic standing and maintaining a minimum 2.0 
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8/9/2017) 

Type of Change Public 
Hearing 
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Public 
Hearing 
Held 

Comments 

     cumulative GPA (or higher if required by the program of study); 
Course schedule demonstrating full time enrollment unless part- 
time enrollment has been approved by VR Staff due to a 
disability-related need; Tuition statement; Current list of 
credit/coursework requirements for the approved training 
program (e.g. Plan of Study, Degree Audit Report, list of preset 
coursework); and List of required books/supplies with 
associated costs, if applicable. This change was recommended 
by auditors. 

 

Policy pertaining to obtaining a Plan of Study or list of preset 
coursework now includes a reference to a ‘Degree Audit 
Report’. VR Staff have informed us that a client can request a 
‘Degree Audit Report’ from their school as needed. This report is 
similar to a plan of study but contains grades for courses 
completed, etc. VR can accept a Plan of Study, list of preset 
coursework, and/or a Degree Audit Report. This change was 
recommended by VR Staff. 

 
Policy pertaining to client’s attending school outside of 
commuting distance now states ‘outside of commuting distance 
of their documented permanent residence’. VR must have 
documentation that shows the client is maintaining a 
permanent residence if we are paying maintenance costs for the 
client to live away from home. This is not a new requirement 
but was a clarification recommended by VR Staff. 

Section 2.1 Protection, Use, 
and Release of Client 
Information. 

9/10/2018 Minor 
amendment 

No n/a Policy was amended to allow VR Staff to perform duties of 
mandated reporting (reporting situations of danger to self, 
child/elder abuse, etc.) without consulting the RSA Custodian of 
Records. VR Staff are encouraged to consult the RSA Custodian 
of Records when there are any questions regarding what 
information should be released when reporting. 



Policy/Procedure Change Date of 
Change 
(starting 
8/9/2017) 

Type of Change Public 
Hearing 

Date 
Public 
Hearing 
Held 

Comments 

Section 1.2 Policy Manual 
Definitions 

10/16/2018 Minor 
amendment 

No n/a Definition of commuting distance was amended to clarify that 
commuting distance means 50 miles or less one way from an 
individual’s permanent residence. 

Section 6.5 IPE Approvals 10/16/2018 Minor 
amendment 

No n/a Policy verbiage was amended to clarify that IPE approval 
amounts are based on total agency cost, not total IPE cost. 

Section 6.6 IPE Management 
and Amendments 

10/16/2018 Minor 
amendment 

No n/a The following statement was added based on audit 
recommendations: 
The following IPEs will be reviewed by the Regional Program 
Manager every month: IPEs with expenditures exceeding 
$250,000; and 
IPEs that have been ongoing for 10 years or more. 

 
Definition of ‘non-successful’ outcome was slightly amended. 
Old verbiage stated ‘non-successful: indicates service was 
planned, authorizations were created but the service was not 
completed’. New verbiage states ‘non-successful: indicates the 
service was planned, authorizations were created, and some 
payments were made, but the service was not completed as 
intended’. 

 
Definition of amendment was clarified to match federal 
regulation. Information on ‘non-substantive amendments’ was 
removed and replaced with information on ‘revisions’. 
Corrections were made in Libera to align with fed regulation 
regarding when a plan is amended and requires new client 
signatures. Revisions are changes that do not substantially 
impact the client, their employment goal or services. Revisions 
do not require new client signatures but the client must be 
notified of revisions and provided a copy of the revised IPE. 
Procedures regarding what Staff must do when a plan is 



Policy/Procedure Change Date of 
Change 
(starting 
8/9/2017) 

Type of Change Public 
Hearing 

Date 
Public 
Hearing 
Held 

Comments 

     amended and the client does not agree with the amendment (or 
vice versa) were added. 

Section 8.9 Post-Secondary 
Training 

10/16/2018 Minor 
amendments 

No n/a Policy was restructured for clarity and additional verbiage was 
added to clarify that comparable benefits must be explored and 
applied prior to using VR funds for all education costs including 
tuition, books, supplies, maintenance, and transportation. 
Additional statement was added to clarify that documents such 
as PELL award, grades showing the client is maintaining good 
standing and minimum GPA requirements, course schedule, etc. 
must be reviewed and approved by Staff prior to every period of 
tuition renewal. 

Section 8.32- Client 
Equipment 

10/26/18 Revision No n/a Client equipment policies have been added back to the manual 
(policies have always been in place but were removed from the 
manual under previous DES Director’s initiative). SRC, CAP, and 
GCBVI were asked whether they felt a public meeting was 
necessary. None of the stakeholders who reviewed the policy 
indicated that a public meeting was necessary prior to adding 
this policy back to the VR manual. 

Section 1.2-Policy Manual 
Definitions 

3/7/19 Amendment to 
verbiage 

No N/A Section 1.2- Policy Manual Definitions for “Course 
Schedule/Registration,” “Cumulative Grade Point Average 
(GPA),” “Debt Repayment Plan,” “Financial Award Letter,” “Free 
Application for Federal Student Aid (FAFSA),” “General 
Supplies,” “Plan of Study,” “Required Textbooks and Supplies,” 
and “Student Aid Report (SAR)” have been added. 



Policy/Procedure Change Date of 
Change 
(starting 
8/9/2017) 

Type of Change Public 
Hearing 

Date 
Public 
Hearing 
Held 

Comments 

Section 8.9- Postsecondary 
Education/Training 

3/7/19 Minor 
Amendments 

No N/A Policy verbiage has been updated to ensure consistency with 
Section 1.2, Post-Secondary letter, and Post-Secondary FAQ. 
Policy formerly stated that ‘credits/coursework funded by VR 
will not have been previously paid for with VR funds or PELL’. 
Due to difficulty identifying funding source of previous training, 
policy has been updated and now only requires that 
‘credit/coursework funded by VR will not have been previously 
paid for with VR funds.’ 

 
Policy changes regarding monitoring a client’s grades/transcripts 
to ensure they are in good academic standing and maintaining 
at least a cumulative 2.0 GPA prior to every period of tuition 
renewal has been clarified to reflect that VR will only require 
grades/transcripts from the most recent semester that is 
planned in the IPE and that this does not include coursework 
that the client completed prior to the current VR case. Staff 
should continue to consider a client’s previous academic 
experiences when determining if the client has the potential to 
be successful in post-secondary training and if so, what services 
they may require to be successful, but VR can support the first 
semester of training even if the client’s past transcripts show 
the client is not in good academic standing and/or they have 
less than a 2.0 cumulative GPA. 

Section 1.2-Policy Manual 
Definitions 

4/16/2019 Minor 
Amendments 

No N/A Incorrect definition for "Maintenance Support" was added on 
3/7/19. Definition has been corrected and reference to 
transportation was removed. Corrected definition, consistent 
with federal regulation, reads as: "Maintenance" means 
monetary support provided for those expenses, such as food, 
clothing, and rent, that are in excess of the client’s normal 
expenses and that are necessitated by participation in an 
assessment for determining eligibility, participation in IPE 
planning, or receipt of services under an IPE. 
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Section 1.2-Policy Manual 
Definitions 

5/20/19 Amendment to 
verbiage 

No N/A The previous definition for “Family Member” was only relevant 
to Section 2.6- Employee Conflict of Interest and thus it has 
been moved to that section. A definition for “Family Member” 
consistent with Federal Regulations has been added to Section 
1.2, to reflect use of this terminology in all other policy sections. 
Definitions for “Contract Work,” “Independent Contractor,” and 
“Telecommuting,” have been removed, as they are no longer 
referred to within RSA policy. 

Section 2.6- Employee 5/20/19 Amendment to No N/A The definition for “Family Member” previously found in Section 

Conflicts of Interest verbiage 1.2 has been added. 

Section 5.1- Application, 5/20/19 Minor No N/A Policy stating that “reapplications will not be accepted earlier 
Eligibility, OOS Amendments than 12 months from the date of case closure” for clients who 

  have been determined ineligible based on significance of 
  disability has been removed as it has been determined that VR 
  cannot refuse an application. As with all VR applications, Staff 
  will process an individual’s application for VR services and 

determine eligibility using new or existing records. 

Section 6.3- IPE 
Development 

5/20/19 Minor 
Amendments 

No N/A Minor revision to the list of IPE justification elements in order to 
closely match the information that is required on the IPE 

Justification Template in Libera. 
Minor revision regarding when a Self-Employment IPE should be 
chosen. This change was made to coincide with new Self- 
Employment policy. Policy now states that “this plan type is 
used if a client is seeking competitive and integrated 
employment in a self-employment setting, has provided Staff 
with a complete business overview, and Staff have concluded 
that self-employment appears to be an appropriate option for 
the client.” 
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Change 
(starting 
8/9/2017) 

Type of Change Public 
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Public 
Hearing 
Held 

Comments 

Section 6.5- Self- 
Employment IPE 

5/20/19 Revision Yes 1/31/19 This section is now utilized for Self-Employment IPE policies and 
procedures. Major changes include: 

1) Requirement for a client interested in pursuing self- 
employment to submit a written ‘business overview’ to 
Staff for review and approval prior to developing an IPE 
has been added. If the business overview and all other 
available information support the fact that self- 
employment would possibly be an appropriate 
employment setting for the client/business idea, a Self- 
Employment IPE will be developed. 

2) Requirement for Staff and the client to engage an AZRSA 
Small Business contracted vendor to obtain feedback on 
the business plan and discuss realistic financial outcomes 
and timelines that will be used to determine when the 
client will be considered successfully employed and the 
case closed have been added. 

3) Requirement to include the agreed upon financial 
outcomes and timelines in the IPE as intermediate 
objectives has been added. 

4) Process for Office Supervisor and Self-Employment Review 
Committee (SERC) business plan approval and notification 
to the client has been added. 

5) Timelines to purchase approved items and establish the 
business have been added. Timelines are as follows: 

i. Start-up goods/services necessary to begin selling 
the service/product in the business plan must be 
purchased within 3 months of business plan 
approval. 

ii. All start-up costs (not to exceed 6 months’ worth) 
must be purchased within 6 months of business plan 
approval. 

iii. Established financial outcomes must be achieved 
within 12 months of business plan approval. 



Policy/Procedure Change Date of 
Change 
(starting 
8/9/2017) 

Type of Change Public 
Hearing 

Date 
Public 
Hearing 
Held 

Comments 

Section 6.6 and 6.7 5/20/19 Minor No N/A Policies and procedures for IPE Approvals and IPE Management 
Amendments and Amendments are moved to Sections 6.6 and 6.7, 

 respectively. 

Chapter 7- Reserved 5/20/19 Minor 
Amendments 

No N/A Sections 7.1 through 7.4 are now reserved, as Self-Employment 
IPE policy and procedures have been moved to Section 6.5. 

Section 8.1- General Policies 5/20/19 Minor No N/A The reference to denial of personal computers has been 
for all VR Services Amendments removed. Policy regarding the purchase of personal computers 

  may be found within Section 8.32- Client Equipment. 

Section 8.9- Postsecondary 
Education/Training 

5/20/19 Minor 
Amendments 

No N/A Verbiage has been clarified to reflect that the 
coursework/credits limits established in policy apply to the 
client’s current VR case. Policy continues to state that 
coursework previously paid for with agency funds will not be 
funded again by VR. 

References to Sections 8.16-Transportation and 8.17- 
Maintenance were added where applicable. 

Section 8.16- Transportation 
Services 

5/20/19 Minor 
Amendments 

No N/A Verbiage has been clarified to reflect that VR will consider 
transportation options in order of the lowest cost option that 
also meets the client’s disability related needs and/or specific 
employment outcome. This revision was made to ensure that 
the lowest cost option still meets the needs of the client. 
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8/9/2017) 

Type of Change Public 
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Date 
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Hearing 
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     Policy regarding estimates from repair shops/dealers to consider 
VR support for car repairs has been revised to require one 
estimate, instead of 3. 

 
Minor revision to car repair verbiage to align the policy with 
allowable status changes that were effective July 1, 2018. 

Section 8.27- Pre- 
Employment Transition 
Services 

5/20/19 Amendment to 
Verbiage 

No N/A Definitions for “Job Exploration Counseling,” “Work-Based 
Learning Experiences,” “Counseling on Post-Secondary 
Education,” “Workplace Readiness Skills Training,” and 
“Instruction in Self-Advocacy” have been added. 

Section 12.1- Youth Seeking 
Subminimum Wage 
Employment 

5/20/19 Minor 
Amendments 

No N/A Definition for a youth who has “exited the school system” has 
been added. 
Incorrect section reference has been fixed. 
Example of completing required forms when a youth refuses 
services has been added. 

Section Headers 8/23/19 Document 
formatting 

No N/A Section headers for easier navigation through the manual have 
been added. 

Definitions 8/23/19 Addendum to 
Definitions 

No N/A Definition for a “minor” has been added. 
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Change 
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8/9/2017) 

Type of Change Public 
Hearing 
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Public 
Hearing 
Held 

Comments 

Section 2.1 – Protection, 
Use, and Release of Client 
Information 

8/23/19 Minor revision No N/A Verbiage in 2.1.c. has been revised to remove the following 
references “Child Protective Services” and Child Abuse.” 

 

New verbiage in the paragraph 2.1.d has been 
added: “To report abuse, physical injury, 
neglect, and denial or deprivation of medical or 
surgical care or nourishment of minors per 
section 2.7 of this manual.” 

 

The paragraphs 2.1.a-2.1.g have been 
renumbered. 

Section 2.7 Duty to Report 
Abuse of Minor 

8/23/19 Addendum to 
Policy 

No N/A  

A new section 2.7 Duty to Report Abuse of 
Minor has been added. 

 

1. A Vocational Rehabilitation Counselor or 
Rehabilitation Technician who reasonably 
believes that a minor is or has been the victim of 
physical injury, abuse, or neglect that appears to 
have been inflicted on the minor by non- 
accidental means must immediately report this 
information to local or tribal law enforcement. 

 

2. The immediate supervisor of a Vocational 
Rehabilitation Counselor or Rehabilitation 
Technician who develops the reasonable belief 
described above must immediately report this 
information to local or tribal law enforcement. If 
the supervisor reasonably believes that the 
report has been made by a Vocational 
Rehabilitation Counselor, the supervisor is not 
required to report this information again. 
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Section 6.7 – IPE 
Management and 
Amendments 

8/23/19 Procedural 
Change 

No N/A A new paragraph in Section 6.7 – IPE Management 
and Amendments B. Procedure has been added. 

6.7.B.1.a.i 

Upon job placement, Staff will maintain monthly contact with 
the client and service provider to discuss employment stability, 
progress, concerns and to ensure that the client has 
maintained stable employment for a period of no less than 90 
days. 

Section 1.1 
Structural Base  

1/6/20 Administrative 
Change 

No  N/A Verbiage in 1.1.C has been revised to reflect the changes in Staff 
requirements to conduct the functions of a qualified VR 
counselor.  
 
C.  Standards for AZRSA staff working in the Vocational 

Rehabilitation program are as follows:  
1.  Staff will abide by the most current Code of Ethics of the 

Commission on Rehabilitation Counselor Certification 
(CRCC).  

2.  Staff with authority to perform, or provide oversight of, 
the functions of a qualified vocational rehabilitation 
counselor as identified in 34 CFR 361.18 (c)(ii)(A) and 
(c)(ii)(B) will, at a minimum, meet the following criteria:  
a.  Staff employed as Vocational rehabilitation counselors:  

i.  Possess a Master’s degree in rehabilitation 
counseling or another field approved by AZRSA; and  

ii.  Have a minimum of one year of experience working 
with individuals with disabilities; and  

iii.  Successfully complete all DES/RSA required 
trainings  

b.  Staff employed as Vocational Rehabilitation 
Supervisors:  
i.  Possess a Master’s degree in rehabilitation 

counseling or another field approved by AZRSA and 
one year of experience working with individuals 
with disabilities;  

ii.  Have a minimum of one year supervisory or 
management experience;  



iii.  Successfully complete all DES/RSA required 
trainings  

3.  Staff employed as Vocational Rehabilitation Counselors 
who do not meet the criteria listed in paragraph C(2)(a) or 
(b) of this policy section, or any AZRSA staff determined by 
their supervisor to need additional oversight, must obtain 
review and signature approval from a qualified staff for the 
following functions:  

i.  Decision of an applicant’s eligibility status for the VR 
program;  

ii.  Decision of the significance of an applicant’s 
disability;  

iii.  Approval of all Individualized Plans for Employment 
and subsequent amendments; and  

iv.  Decision to close a VR case.  

Section 6.3 IPE 
Development  

1/6/20 Minor Revision No N/A Corrected the numbering error in the paragraph 
6.3.B.3 a-e 

Section 6.5 Self-
Employment IPE 

1/6/20 Minor Revision No N/A Corrected the numbering error in the paragraph  

6.5.A. 1-4 

 




