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Office of Vocational Rehabilitation

Eligibility Worksheet Instructions     
Purpose:  The Eligibility Worksheet is that portion of the case record used to organize all the data gathered during the applicant phase to determine if the individual’s impairment results in a substantial impediment to employment.  The worksheet includes the 3 main questions for eligibility.  
The Eligibility Worksheet is written by the counselor on the agency approved form.  The worksheet can be handwritten or a form fill-in document.

Timeframe:

Eligibility determination must be made within 60 calendar days from the date of application, unless there are unforeseen circumstances beyond the control of OVR that make an extension necessary and the consumer and counselor agree to extend the deadline.  The one-time extension should not exceed 60 additional days.
For SSI/SSDI recipients for reason of disability, a decision regarding eligibility or the necessity for trial work experience should be made as quickly as possible and must be within the required 60 days.

Consumer Name:  Enter consumer’s first and last name.

Counselor:  Enter counselor’s name.

Consumer Number:  Enter consumer’s Social Security Number.

Date of Eligibility Determination:  Enter date Eligibility determination is being 
made.

SSI/SSDI Recipient: Check the box if the individual receives SSI and/or SSDI and it has been verified by SSA or by the consumer with an award letter from SSA.  Even if benefits have been verified, please complete the rest of the worksheet in order to determine specific limitations and priority category.
Amended Date:  Regardless of where the case is in the rehabilitation process, when limitations substantially change or new impairments or limitations are identified, the Eligibility Worksheet should be updated.  One example may be when an individual is determined presumptively eligible as an SSI/SSDI recipient so the limitations of the disability are not fully explored until the assessment to determine scope of services is completed.  Another example is when sufficient information is available to determine eligibility but further assessments are gathered after eligibility to identify the services needed on the IPE.  If the worksheet is amended, enter that date.  Use red ink to indicate all amended information.
Counselor’s Initials:  Enter initials of the counselor amending the worksheet.

Step 1:  ELIGIBILITY

Question #1:  Does the applicant have a physical or mental impairment? Check one of the boxes (yes or no)  SSI/SSDI recipients are presumed to have a physical or mental impairment.  Mark yes if the individual receives SSI or SSDI for reason of disability.



If yes is checked, continue on to major impairment.



If no is checked, the case is ineligible.  Do not complete the rest 



the form.  See Counselors Manual for specific instructions



related to cases that are not eligible.

Major Impairment:  Enter the primary impairment that creates a substantial impediment to employment for this consumer.  If the individual is an SSI/SSDI recipient and, therefore, presumptively eligible and the counselor is unsure of the exact impairment, list the reported impairment provided by the consumer at application and update the Eligibility Worksheet (and CMS) as soon as a true determination can be made.  

Substantial impediment to employment refers to a consequence of a physical or mental impairment (in conjunction with attendant, medical, psychological, vocational, educational, and other related factors) that impedes an individual’s occupational performance by preventing or making it extremely difficult obtaining, retaining, or preparing for employment consistent with the individual’s capacities and abilities.
Code:  Enter the 4-digit RSA-911 code.  The first two digits are the impairment code; the second two digits are the cause/source of impairment.  The impairment codes can be found in the Case Management System Coding Manual, Section 2.
Secondary Impairment:  Enter the secondary impairment that also creates a substantial impediment to employment for this consumer. 
Code:  Enter the 4-digit RSA-911 code.  The first two digits are the impairment code; the second two digits are the cause/source of impairment.  Although the impairments may be different, the RSA-911 codes for primary and secondary may be the same.  
Other Impairments:  Enter other impairments that currently create a substantial impediment to employment for this consumer.  Physical or mental conditions that do not currently result in limitations are to be documented in the case record including an explanation of why these conditions are not significant to the individual or to the development of the IPE.
Functional Limitations:  There are seven (7) categories of major life functions:


Self-Care, Work Skills, Interpersonal Skills, Communication, Mobility, Self-Direction, and Work Tolerance.  Based on the individual’s primary impairment, identify the major life function and the serious functional limitation that results in a substantial impediment to employment.  
An impairment substantially limits employment when it interferes with the opportunity for jobs or preparation for employment; causes loss of employment;

necessitates job modifications; or causes the individual to require special assistance in securing suitable employment or in performing job duties.

Factors to consider when assessing substantiality are:


(1) The nature and severity of the impairment;


(2) The duration or expected duration of the impact;


(3)  Best practice dictates limitations should be of considerable duration.

A serious functional limitation in the major life categories means that the individual frequently requires assistance from others, personal adaptations, assistive technology and/or accommodations not typically need for other workers to participate in employment.  Under A-G, check only the boxes that specifically describe the serious functional limitations.  You may check more than one box in a category, and there is a place to add limitations that may not be covered by what is listed already in the category.  However, if you check a box or write items in, you will need to elaborate on them in the lines listed under each category on how these limitations relate to jobs and tasks on the job.    


Verified SSI/SSDI recipients are presumed to have at least one serious functional limitation in a major life category.  In the event that an eligibility decision must be made with only the verification of SSI/SSDI benefits and consumer or family input and the counselor does not believe that the reported limitations are reflective of the individual’s true functioning, the counselor may complete this section to the best of his/her ability or leave this section blank and proceed to Step IV.  However, all sections including the priority code must be updated with the appropriate information once the comprehensive assessment to determine needed services is complete and the corresponding limitations are identified.  
A. Self-Care:  The ability to perform activities of daily living as they affect the individual’s ability to participate in training and/or work related activities.  Serious limitation in this area means that the individual frequently requires assistance from others, personal adaptations, assistive technology and/or accommodations not typically needed by others to participate in employment.
B. Work Skills:  The ability to learn and/or perform work functions.  Serious limitation in this area means that the individual frequently requires assistance from others, personal adaptations, assistive technology and/or accommodations not typically needed for other workers to participate in employment.
C. Interpersonal Skills:  The ability to interact in an acceptable and mature manner with co-workers, supervisors, and others to facilitate the normal flow of work activities.  (Not due to cultural or language factors)  Serious limitation in this area means that the individual frequently requires assistance from others, personal adaptations, assistive technology and/or accommodations not typically needed for other workers to participate in employment.
D. Communication:  The accurate and efficient transmission and/or reception of information, either verbally or non-verbally due to physical, sensory, emotional or cognitive impairments.  Do not include communication difficulties related to foreign language or cultural differences.  Serious limitation in this area means that the individual frequently requires an alternate mode of communication, assistance from others, personal adaptations, assistive technology and/or accommodations not typically needed for other workers to participate in employment.
E. Mobility:  The physical, cognitive, sensory or psychological ability to move efficiently from place to place – including community, school, home and work.  Serious limitation in this area means that the individual frequently requires assistance from others, personal adaptations, assistive technology and/or accommodations not typically needed for other workers to participate in employment.  Mobility does not include limitations due to attendant factors such as geographic location, availability of transportation, or loss of driver’s license due to legal problems.
F. Self-Direction:  The ability to plan, initiate, organize, and carry out goal directed activities related to job preparation or employment.  Serious limitation in this area means that the individual frequently requires assistance from others, personal adaptations, assistive technology and/or accommodations not typically needed for other workers to participate in employment.

G. Work Tolerance:  The ability to carry out required physical and cognitive work tasks in an efficient and effective manner over a sustained period of time.  Serious limitation in this area means that the individual frequently requires assistance from others, personal adaptations, assistive technology and/or accommodations not typically needed for other workers to participate in employment.  

Significant Attendant Factors:  These are factors that are not a direct result of the impairment (Note:  Attendant factors are not a direct result of the impairment and would not be found in the Merck Manual or DSM-V)  Type in all items that relate to that individual’s situation.  Options may include but are not limited to: poor motivation, low educational level/lack of GED or high school diploma, history of DUIs and/or arrests for public intoxication, has a criminal record, lack of child care, lack of public transportation in geographic area, lack of transportation, lack of driver’s license, lack of family support, limited financial resources, limited employment opportunities in geographic area, poor work history, lack of work experience, cannot speak English, or unable/unwilling to relocate. 
There is a space under the attendant factor question where the counselor can elaborate on how this/these factor(s) affect employment.  
Question #2:  Does the individual have functional limitations that (in conjunction with attendant factors) result in a substantial impediment to employment? Check one of the boxes (no or yes)  SSI/SSDI recipients are presumed to have a substantial impediment to employment.  Mark yes if the individual receives SSI or SSDI for reason of disability.
If no is checked, the case is ineligible.  Do not complete the rest of the form.  See Counselors Manual for specific instructions related to cases that are not eligible.

The area under each serves as case documentation for the eligibility determination.  A separate progress note is not required.  If the counselor chooses to write a separate progress notes, it should be attached to the eligibility worksheet in the case file.
Question #3:  Are VR services REQUIRED to prepare for, secure, retain, advance in, or regain employment?  Check one of the boxes (no or yes) SSI/SSDI recipients are presumed to require VR services if they intend to work.  Their signature of the application documents their desire to work. Mark yes if the individual receives SSI or SSDI for reason of disability.

If no is checked, the case is ineligible.  Do not complete the rest of the form.  See Counselors Manual for specific instructions related to cases that are not eligible.

If yes is checked the following criteria must be evident in the case record:  The individual requires services and the unique skills of a qualified vocational rehabilitation professional to prepare for, secure, retain, advance in, or regain employment consistent with the individual’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice AND the services cannot be obtained independently by the individual through available comparable benefits or resources.
Examples of unique skills that cannot be obtained independently through available comparable benefits or resources might include:  counseling on the impact of impairment on employment, providing information regarding disability related laws, developing appropriate vocational goals in relation to disability, etc.

Step II:  SIGNIFICANCE OF DISABILITY
Functional Areas of Limitations:  Check the boxes that correspond with the areas of limitations identified in Step I, A-G.

Determination of Significance:  This section is used to determine if the individual has a significant disability or a non-significant disability.

If the individual is a SSI/SSDI recipient, the individual is presumed to be an eligible individual with a significant disability.  (SSI/SSDI must be verified in the case record.)  Go on to Step III and do not mark an expanded service definition.
If the individual is reportedly receiving SSI/SSDI benefits but benefits cannot be verified, continue to expanded service definitions section.  

Expanded Service Definitions:  In order to determine if an individual has a significant disability, one of the following criteria must be met:

The individual has a severe mental or physical disability which seriously limits one or more functional capacities in terms of an employment outcome, and whose vocational rehabilitation can be expected to require multiple (two or more) vocational rehabilitation services over an extended period of time, one of which can be expected to meet the expanded definition.  The expanded service checked must be needed as a direct result of disability/disabilities and be addressed on the IPE.  
or

The individual is a documented recipient of SSI/SSDI for reason of disability and, therefore, presumed to be an individual with a significant disability.  Check the box for SSI/SSDI recipient and go to Step III.  Do not mark an expanded service definition.
The expanded service definitions are located in the policy and elaborate on the significance of the service and the duration of the service.  On the eligibility worksheet, only one box should be checked.  The selection of the expanded service definition should be directly related to the primary impairment listed at the beginning of the eligibility worksheet.
After selecting the expanded service definition, complete the specify line.  Use the space on the specify line to explain why the consumer requires the expanded service and the expected duration of the service.  Progress regarding the services must be documented in the case record.
If an expanded service definition was checked, the individual has been identified as a person with a significant disability.  Check the appropriate box at the end of Section II, and go to Step III.

If an expanded service definition was not checked, the individual has been identified as a person without a significant disability.  Check the appropriate box at the end of Section II, and go to Step IV.  In Step IV, check the box for priority category 5 – non-significant disability, and provide information and referral.  See Counselors Manual for specific instructions on Information and Referral.

Step III:  MOST SIGNIFICANT DISABILITY  
This section is used to determine if the individual meets the criteria for MSD – Most Significant Disability.  An individual who has a most significant disability is: 
(1) an individual who has a significant disability (as noted above in Step II) and requires intensive long-term support to facilitate the performance of work activities on or off the job which would typically be performed independently if the individual did not have the disability even if the individual does not have limitations in four or more major functional areas;   

OR
(2) an individual who has a significant disability (as noted above in Step II) and has limitations in four or more major functional areas.

If the individual meets one of the criteria, check the appropriate box.  If the individual does not meet either criterion, go on to Step IV.

Step IV:  PRIORITY CATEGORY

This section is used to indicate the individual’s priority category for services. 
Prior to each fiscal year, the agency is required by Federal regulation to review whether to establish and implement an order of selection.  An order of selection is established when an agency cannot provide services to all eligible individuals in the state who apply for services.  At the present time, the Kentucky Office of Vocational Rehabilitation is in an order of selection and is currently serving individuals that are MSD in Category 1. Those in categories II, III, IV can be placed on the waiting list.     
Recipients of SSI/SSDI for reason of disability are presumed to be individuals with significant disabilities.  Therefore, the priority category for these cases must be IV or higher.  If the individual’s SSI and/or SSDI benefits are verified, then the counselor should proceed with the eligibility process based on information from the consumer and the consumer’s family, and observations during the initial interview.  The counselor can amend the worksheet as more information is received.  
Check the box that corresponds with the number of functional areas of limitations that impose a substantial impediment to employment identified in Step II and consider the criteria for most significant disability.  Also check the box indicating MSD or SD.  

Check the supported employment box if it is anticipated supported employment services will be part of the Individualized Plan for Employment (IPE).
If the NSD box is checked, the individual has been identified as a person without a significant disability and is placed in priority category V.  Please refer to the Counselor’s Manual for specific instructions on Information and Referral, which must be provided to all individuals who do not meet order of selection.
Step V: Status: Eligible/Accepted, Eligible/Out of Selection, Unknown/Trial Work Experience Required

The counselor must choose an option based on the previous steps.  If a trial work experience is chosen, the counselor should consult the policy manual on the process.
Distribution:  Original is to be kept in the case file.  

Additional Requirements:  The appropriate sections of the Case Management System (CMS) must be completed and a Certificate of Agreement produced, signed, and a copy sent to the consumer by the qualified counselor before the individual is considered eligible.  
