OVR-16A (08/13)


[image: image1.jpg]


Kentucky Office of Vocational Rehabilitation

SELF-EMPLOYMENT PROCESS FORM

This form is provided to guide the OVR counselor through the Self-employment process.  The counselor and consumer are expected to review and sign the form.  Then you are encouraged to check the boxes or initial each step when completed and date if appropriate.  The business consultant will also sign this form when referral is sent to them.  
______1. Counselor must fully inform the consumer of the role of VR and the process by reviewing the "Self-Employment Process form” (this form) and obtaining the consumer's signature. The Counselor shall review the Counselor Manual on Self-Employment, specifically “Scope of Services” and “Guidelines” with the consumer.

______2. Consumer will begin the process of obtaining all required skill training, professional licenses, and certifications prior to beginning a feasibility study and development of a business plan.

______3. For SSI/SSDI recipients:

· Counselor shall discuss assignment of Ticket-to-work.

· Refer for benefits counseling.

· Consumers interested in a Plan of Self Support can contact the SSA PASS Cadre by calling 1-800-254-9489.

______4. Counselor will conduct an appropriate assessment of the vocational goal and document findings.

______5. Counselor will conduct an appropriate assessment of the consumer’s aptitude for self-employment.  This shall include referral to the local resources (SBDC, MACED, SCORE, SBA, Community Ventures etc.) for self-employment training and education.  This assessment should include completion of required classes on starting your own business.  Counselor may consult with the District Self-Employment Specialist for information regarding local resources.
______6. Complete “Feasibility Checklist”. 

______7. Upon completion of assessments and classes the consumer will complete and submit a Feasibility Study (see Policy and Procedures Manual) along with required documentation and checklist to the Counselor.  

______8. The Counselor should review the rehabilitation aspects of the Feasibility Study using the Agency “Self-Employment Feasibility Review Form”, to insure that the Feasibility Study is acceptable from the rehabilitation perspective. If acceptable, the counselor will then send the completed form and the required releases and documentation to an approved consultant for review of the Feasibility Study and recommendations.
______9. If the feasibility study requires corrections or additions this information will be prepared by the consumer and resubmitted.  Upon receipt of an approved feasibility study the consumer will write the business plan and submit it to the Counselor.

______10. The Counselor will submit the business plan for review to one of the approved business consultants.    

NOTE: If the SBDC is being utilized as the final reviewing organization it must be reviewed, or

have been developed, by a local SBDC prior to submission for final review.
The consultant will evaluate the viability of the business plan and provide a written response. If the consultant’s review indicates that the plan needs revisions the plan will be returned to the consumer with this information.
______11. Counselor will complete “Cost Participation Form” and “Cost Participation Table”.  Although the consultant may deem the business plan as viable, the specific planning, negotiation, and approval of expenditures are the decision and responsibility of the counselor and management staff as required under agency policy.

______12. If Business venture exceeds $5,000 submit feasibility checklist, feasibility study and review, business plan and review to OVR Self-employment Coordinator. If venture exceeds $60,000 ($10,000 paid by OVR) then approval for an exception is needed from the Director of Program Services.
______13. Upon receipt of an approved response from the consultant the Counselor shall seek guidance from the local office Manager or District Specialist regarding requested expenditures and the Counselor’s decision regarding final approval of the plan. 

______14. Upon receipt of the required final approvals the Counselor and Consumer shall negotiate purchased services and write the Individualized Plan for Employment (IPE) with self-employment as the vocational goal. The IPE will include the goods and services agreed upon by both parties for start up of the business. Only after both parties sign the IPE (and signatures indicated above in #12) can authorizations be issued for services.

______15.   Consideration must be given to all other comparable services and benefits available including the consumer’s own contribution through loans or personal assets.   The goods or services provided by OVR shall not be included in the Profit and Loss Statement portion of the Business Plan.   The counselor will complete an Items Transfer Agreement (OVR-10) as appropriate.

I have been fully informed at the onset that my feasibility study and business plan must be reviewed and approved before a plan for self-employment can be written and initiated.
Date______________________
_______________________________OVR Consumer






_______________________________OVR Counselor
