
West Virginia Division of Rehabilitation Services 
Client Services Manual 

PAGE 1, MARCH 2022 

 

 

TABLE OF CONTENTS 
 

2000 EMPLOYMENT SERVICES 
2001 General 

2001.1 Provision and Responsibility for Employment Services 
2001.2 Referral to Employment Specialist 
2001.3 Job Search Activities 
2001.4 Outreach to Employment Community 

2002 Job Placement 
2002.1 Placement Process 
2002.2 Job Placement Services 
2002.3 Job Readiness 
2002.4 Competitive Integrated Employment 
2002.5 Placement Follow Up 
2002.6 District Placement Systems 
2002.7 State Selective Placement Program 
2002.8 Federal Selective Placement Program 
2002.9 Purchased Placement Services 

2003 Sheltered Employment Option 
2004 Self Employment 

2004.1  Self-Employment Tiers 
2004.2 District Employment Specialist 
2004.3 Vocational Counseling and Guidance 
2004.4 Assessment 
2004.5 Scope of Service 
2004.6 Funding and Client Cost Participation 
2004.7 Business Plan 
2004.8 Prohibited Activities 
2004.9 Self-Employment Business Plan Approval 
2004.10 Case Follow-up Closure 

 
2100 DETERMINING SIGNIFICANCE OF DISABILITY 

2101 General 
2101.1 Individual with Non-Significant Disability 
2101.2 Individual with Significant Disability (SD) 
2101.3 Individual with Most Significant Disability (MSD) 
2101.4 Time In Service 
2101.5 Recertification 

2102 iECM and Coding for Significance of Disability 
2102.1 Standard Certificate of Eligibility 



West Virginia Division of Rehabilitation Services 
Client Services Manual 

PAGE 2, MARCH 2022 

 

 

2102.2 SSDI and/or SSI Certificate of Eligibility 
 

2200 ORDER OF SELECTION 
2201 General 
2202 Exemptions 
2203 Priority Categories 
2204 Notice of Order of Selection 
2205 Category Assignment 
2206 Assignment into a Closed Category 

 
2300 CONFIDENTIALITY: PROTECTION, USE, AND RELEASE OF 

PERSONAL INFORMATION 
2301 General Provisions 
2302 State Program Use 
2303 Release to Applicants and Eligible Individuals 

2303.1 Release of Harmful Information 
2303.2 Release of Information Obtained from Other Agencies 
2303.3 Requested Amendment to Case Record 
2303.4 Right of the Individual to Inspect Records 
2303.5 Appeal of Denial to Inspect or Amend Records 

2304 Release for Audit, Program Evaluation, and Research 
2305 Release to Other Programs or Authorities 

2305.1 Informed Written Consent 
2305.2 Release of Information Considered Harmful 
2305.3 Release of Information Required by Federal Law 
2305.4 Release of Information to the Judicial System 
2305.5 Release of Information for Protection 
2305.6 Explanation of Restrictions to the Individual 

2306 Requesting and Receiving Information 
2306.1 Obtaining Information from the Individual 
2306.2 Obtaining Information from Family Members 
2306.3 Obtaining Information from Other Sources 

2307 Fees 
2307.1 Copying Records 
2307.2 Searching and Preparing Records 
2307.3 Postage 
2307.4 Cost Agreement 
2307.5 Fee Reduction/Waiver 
2307.6 Payment Process 



West Virginia Division of Rehabilitation Services 
Client Services Manual 

PAGE 3, MARCH 2022 

 

 

 
 

2400 Vocational Counseling and Guidance and Case Management 
2401 General 
2402 Vocational Counseling and Guidance 
2403 Case Management 

2403.1 Record of Services 
2403.2 Case Statuses 
2403.3 Personal Contacts 

2404 Referral Procedure 
2405 Scheduling Initial Interviews 
2406 Required Content of Initial Interview 
2407 Application for Services 
2408 Notification of Eligibility Decision 
2409 Comprehensive Assessment 

2409.1 Vocational Goal Selection 
2409.2 Selection of Rehabilitation Services 
2409.3 Financial Participation by the Individual 

2410 Program Implementation 
2411 Transfer of Record of Services 
2412 Placement 
2413 Post-Employment Services 
2414 Closure 
2415 Referral Source Development 
2416 Community Outreach and Partnerships 

 
2500 ELIGIBILITY 

2501 Eligibility for Vocational Rehabilitation Services 
2501.1 Criteria 
2501.2 Assessment for Determining Eligibility and Priority for 

Services 
2501.3 Assessment and Comparable Benefits 
2501.4 Medical/Psychological Assessments 
2501.5 Medical Consultations 
2501.6 Assessment to Determine Rehabilitation Needs 
2501.7 Required Timeline 
2501.8 Certification of Eligibility 
2501.9 Required Documentation 

2502 Trial Work Experience 
2502.1 Purpose 
2502.2 Statuses in Which Trial Work Experience is Conducted 



West Virginia Division of Rehabilitation Services 
Client Services Manual 

PAGE 4, MARCH 2022 

 

 

 
 
 
 

2503 
 
 
 
 
 

2504 Special Considerations for Eligibility 
2504.1 Substance-Related Disorders 
2504.2 Drug Testing 
2504.3 Temporomandibular Joint Disease 
2504.4 Complex Diseases 
2504.5   Visual Impairments 
2504.6 Hearing Impairments 
2504.7 Asthma 

 
2600 RESERVED 

 
2700 REHABILITATION PROGRAM DEVELOPMENT 

2701 Informed Choice 
2702 Comprehensive Assessment 

2702.1 Scope of Assessment 
2702.2 Factors for Consideration in Comprehensive 

Assessment 
 
 
 

2703 
 
 
 
 

2704Individualized Plan for Employment (IPE) 
2704.1 Rehabilitation Services Provided Under IPE 
2704.2 IPE Development 
2704.3 Contents 

2502.3 Trial Work Experience Plan 
2502.4 Time Limits 
2502.5 Outcomes of Trial Work Experience 
Ineligibility for Vocational Rehabilitation Services 
2503.1 Certification of Ineligibility/Closure of Record of 

 Services 
2503.2 Notification to Applicant 
2503.3 Information and Referral 
2503.4 Required Documentation 
2503.5 Review of Ineligibility Determination 
 

2702.3 Types of Assessments 
2702.4 Plan Development Timeframe 
2702.5 Plan Development Extension 
IPE Development Guidance 
2703.1 Services in Integrated Setting 
2703.2 Planning 
2703.3 Relevance to Vocational Outcome 
2703.4 Supportive Services 
2703.5 Case Recording 
 



West Virginia Division of Rehabilitation Services 
Client Services Manual 

PAGE 5, MARCH 2022 

 

 

2704.4 Program Explanation Statement 
2704.5 Client's Rights and Responsibilities 
2704.6 Copy of IPE 
2704.7 Periodic Reviews of Progress 
2704.8 Annual Review 

2705 IPE Amendment 
2706 Ineligibility Determined After IPE Development 

 
2800 REHABILITATION SERVICES 

2801 Requirements for Rehabilitation Service Provision 
2802 Scope of Vocational Rehabilitation Services 
2803 Informed Choice 

2803.1 General 
2803.2 Considerations 
2803.3 Role and Responsibility of the Applicant and/or Eligible 

Individual 
2803.4 Counselor Role and Responsibility in Informed Choice 
2803.5 Counseling Tools for Informed Choice 
2803.6 Self Determination 

2804 Comparable Services and Benefits 
 
2900 SUPPORTED EMPLOYMENT 

2901 General 
2902 Eligibility 
2903 Process 
2904 Post Employment Services 

 
 
3000 RECORD OF SERVICES CLOSURE 

3001 Reasons for Closure 
3002 Participation of the Individual 
3003 Required Documentation 
3004 Closure Without Eligibility Determination (Status 08) 
3005 Closure Related to Order of Selection (Status 38) 
3006 Ineligibility Closure 
3007 Rehabilitated Closure (Status 26) 

3007.1 Required Documentation 
3007.2 Supported Employment 

3008 Non-Employed Closure (Statuses 28 and 30) 
3008.1 Closure After Eligibility Determined 



West Virginia Division of Rehabilitation Services 
Client Services Manual 

PAGE 6, MARCH 2022 

 

 

3019 Annual Review of Extended Employment 
3019.1 Timeline and Content of Review 
3019.2 Review Procedure 

3010 Reopening Closed Records of Services 
3011 Post-exit Data Requirements 
3012 Post-exit Data Collection Procedures  
 3012.1 Post exit Education Data Elements 

3012.2 Post-exit Employment Data Elements 

3100 Formerly Post Employment 

3200 ECONOMIC RESOURCES 
3201 General 
3202 Purpose 
3203 Equitable Treatment 
3204 Reviews 
3205 Services Requiring Consideration of Economic Resources 
3206 Services Not Subject to Consideration of Economic 

Resources 
3207 Determining Direct Cost 
3208 Client Contribution 

3208.1 Determining Amount of Contribution 
3208.2 Scheduling Contributions 
3208.3 Methods of Contribution 
3208.4 Voluntary Contribution 

3209 Third Party Payment 
3210 Economic Resource Survey 

3210.1 Determining lndividual(s) to Be Surveyed 
3210.2 Income to Be Reported 
3210.3 Determining Gross Earned Income 
3210.4 Standard Deduction 
3210.5 Disability-Related Expenses 
3210.6 Assets 
3210.7 Monthly Surplus 
3210.8 Administrative Exception 



West Virginia Division of Rehabilitation Services 
Client Services Manual 

PAGE 7, MARCH 2022 

 

 

3211 Refusal or Failure to Cooperate 
3211.1 Refusal to Disclose Required Information 
3211.2 Failure to Disclose Required Information 
3211.3 Refusal to Negotiate Amount of Required Contribution 
3211.4 Failure to Submit Required Contribution 

 
3300 RIGHTS AND RESPONSIBILITIES 

3301 General 
3302 Client's Rights 

3302.1 Right to Complete Statement of Rights 
3302.2 Right to Apply for Services 
3302.3 Right to Eligibility Decision within a Reasonable Time 
3302.4 Right to Participate in Formulation of Individualized 

Plan for Employment/Independent Living Plan 
3302.5 Right to Participate in Determination of Ineligibility 
3302.6 Right to Annual Review 
3302.7 Right to Discontinue Program 
3302.8 Right to Discuss Case with Counselor 
3302.9 Right to Confidential Treatment of Case Information 
3302.10 Right to Administrative Review 
3302.11 Right to Pursue Mediation 
3302.12 Right to Client Assistance Program 

3303 Individual Responsibilities 
3303.1 General 
3303.2 Provide Requested Information 
3303.3 Volunteer Pertinent Information 
3303.4 Communicate 
3303.5 Participate in Formulating the IPE or ILP 
3303.6 Cooperate in Receiving Services 
3303.7 Meet Acceptable Standards 
3303.8 Participate in Placement 

 
3400 DUE PROCESS 

3401 General 
3401.1 Exclusion 
3401.2 Written Notification of Rights and Responsibilities 
3401.3 Receipt of Complaint 
3401.4 Timeframe Requirements 
3401.5 Continuation of Services Pending Decision 

3402 Informal Review 



West Virginia Division of Rehabilitation Services 
Client Services Manual 

PAGE 8, MARCH 2022 

 

 

3402.1 Scheduling for Informal Review 
3402.2 Local Reconciliation 
3402.3 Administrative Review 

3403 Resolution Following Informal Review 
3404 Mediation 

3404.1 Scheduling 
3404.2 Mediator 
3404.3 Confidentiality 

3405 Resolution Following Mediation 
3406 Fair Hearing 

3406.1 Scheduling 
3406.2 Impartial Hearings Officer 
3406.3 Setting Date, Time, and Place 
3406.4 Withdrawal of Individual from Hearing 
3406.5 Postponement of Hearing 
3406.6 Abandonment of Fair Hearing 
3406.7 Dismissal of Fair Hearing 
3406.8 Mailing of Impartial Hearings Officer's Decision to 

Individual 
3406.9 Review of the Hearing Decision 

3407 Reviewing Official 
3407.1 Reviewing Official's Decision 
3407.2 Individual's Recourse 

3408 Report to Rehabilitation Services Administration 

3500 RESERVED 

3600 REHABILITATION TRAINING 
3601 General 
3602 Point in Rehabilitation Process When Rehabilitation 

Training Planned 
3602.1 Active Status Training 

3603 Conditions Under Which Rehabilitation Training May Be 
Provided 
3603.1 Additional Factors for Consideration 
3603.2 Accreditation/Approval 

3604 Maximum Allowable Amount for ALL Training Sponsorship 
3604.1 Collegiate Summer School 
3604.2 Out-of-State or Private Institutions 
3604.3 Varying Term Lengths 



West Virginia Division of Rehabilitation Services 
Client Services Manual 

PAGE 9, MARCH 2022 

 

 

3605 Economic Need and Similar Benefits 
3605.1 Student Loan Default 
3605.2 Training Services and Economic Need Tests 

3606 College Training 
3606.1 Sponsorship Conditions 
3606.2 Additional Conditions for Associate Degree 

Sponsorship 
3606.3 Additional Conditions for Baccalaureate Degrees 
3606.4 Conditions for Post-Baccalaureate Training 
3606.5 Financial Aid Resources 

3607 Procedure for Financial Aid Coordination for College 
Training 

3608 Establishing Residency Status 
3609 Employment Readiness Services and Types of Vocational 

Training 
3609.1 Employment Readiness Services 
3609.2 Training While Working 
3609.3 Supported Employment 
3609.4 Distance Learning (Online Coursework or 

Correspondence Training) 
3609.5 Tutorial Training 
3609.6 Business, Trade, or Technical School Training 
3609.7  Non-Degree Programs (Non-Traditional Collegiate 

and/or Less Than Two Years) 
3609.8 Certificate Courses/Programs 

3610 Liaison Counselors 
3611 Counselor of Record Responsibilities 

 
 
3700 REHABILITATION TECHNOLOGY 

3701 General 
3702 Referral 
3703 Locations for Service Provision 

3703.1 Extension Program 
3703.2 Services Provided 

3704 Purchase 
3705 Assistive Technology 

3705.1 Services Provided 
3705.2 Evaluation and Technical Assistance 
3705.3 Purchase of Assistive Technology for Computers 



West Virginia Division of Rehabilitation Services 
Client Services Manual 

PAGE 10, MARCH 2022 

 

 

 
3706 Environmental Modifications 

3706.1 Evaluation and Technical Assistance 
3706.2 Volunteer Labor 
3706.3 Purchase of Environmental Modifications 

3707 Vehicle Modifications 
3707.1 Evaluation and Technical Assistance 
3707.2 Considerations 
3707.3 Documentation of Need 
3707.4 Insurance 
3707.5 Routine Maintenance 
3707.6 Purchase of Adaptive Equipment for Vehicle 

 Modification(s) 
3708 Driver Services 

3708.1 Driver Evaluation 
3708.2 Driver Training 
3708.3 Bioptic Low Vision Driving Program 

3709 Rehabilitation Engineering 
3710 Orientation and Mobility and Computer Access Services 
3711 Hotel Usage for Training Services 
3712 Technology Assessment or Consultation Requirements 

 3712.1 Closure as Too Severe 
 3712.2 Trial Work Experience 

 

3800 DIAGNOSTIC AND TREATMENT SERVICES 
3801 General 
3802 Diagnostic Medical and Psychological Services 

3802.1 General 
3802.2 Health Assessment Questionnaire 
3802.3 General Medical Evaluation 
3802.4 Specialty Consultations 

3803 
 
 
3804 

Restoration and Treatment 
3803.1 Health Maintenance Restrictions 
3803.2 Special Considerations for Treatment and Services 
Selection of Physical/Mental Restoration Service Provider 
3804.1 Individual's Choice 
3804.2 Selection When No Doctor-Patient Relationship Exists 
3804.3 Change in Physicians 



West Virginia Division of Rehabilitation Services 
Client Services Manual 

PAGE 11, MARCH 2022 

 

 

3805 Miscellaneous Provisions 
3805.1 Individual's Consent for Surgical and Other Procedures 
3805.2 Failure to Keep Appointments 

 
3900 CASELOAD STATUS SYSTEM 

 
4000 TRANSITION PROGRAMS 

4001 General 
4002 Pre-Employment Transition Services (Pre-ETS) 
4003 Transition Counselors 
4004 The Provision of Pre-Employment Transition 

Services Vocational Rehabilitation Services 
4005 Referral 
4006 Eligibility 
4007 Rehabilitation Plan Development 

4007.1 Individualized Plan for Employment-Transition (IPE-PT) 
4007.2 Career Cluster 
4007.3 Contents of the IPE-PT 
4007.4 IPE-PT Program Explanation Statement 
4007.5 Moving from an IPE-PT to the IPE 
4007.6 When to develop an IPE 

4008 Cooperative Agreements 
4008.1 Contents of Agreements 
4008.2 Financial Responsibilities of Each Agency 
4008.3 County Agreements 

 
4100 COMMUNITY REHABILITATION PROGRAMS AND SERVICE 

PROVIDERS 
4101 General 
4102 Overview 
4103 

 
 
 

4104 

Agency Organization for CRP and SP 
4103.1 State Office 
4103.2 State Advisory Committee on CRP 
4103.3 Division Liaison Representatives 
4103.4 Vendor Acknowledgment 
General Casework Guidelines 
4104.1 Overview 
4104.2 Counselor Responsibilities 
4104.3 Community Rehabilitation Program/Service Provider 
 Responsibilities 
 



West Virginia Division of Rehabilitation Services 
Client Services Manual 

PAGE 12, MARCH 2022 

 

 

4105 Extended Employment 
 

4200 ATTENDANT CARE SERVICES 
4201 General 
4202 Supportive Attendant Care Program 

4202.1 Policy 
4202.2 Evaluation of Need 
4202.3 Individualized Plan for Employment 
4202.4 Resource Exploration 
4202.5 Maximum Allowance 
4202.6 Authorizing Attendant Care Services 
4202.7 Economic Need 
4202.8 Documentation 
4202.9 Manner of Payment 

 
4300 SUPPORT SERVICES 

4301 General 
4302 Economic Need 
4303 Maintenance 

4303.1 General 
4303.2 How Provided 

4304 Transportation 
4304.1 General 
4304.2 How Provided 
4304.3 Types of Transportation 
4304.4 Vehicle Rental 
4304.5 Vehicle Purchase 

4304.6 Vehicle Repair 
4305 Training/Placement Equipment and Clothing 

4305.1 Training Equipment and Clothing 
4305.2 Computer Purchase 
4305.3 Placement Equipment and Clothing 

4306 Interpreter Services 
4306.1 Communication Access 
4306.2 Selection of Interpreter 
4306.3 Interpreter Conduct and Ethics 

4307 Note Taker Services 
4307.1 General 
4307.2 Role of the Note Taker 

4308 Payment for Interpreter or Note Taker Services 



West Virginia Division of Rehabilitation Services 
Client Services Manual 

PAGE 13, MARCH 2022 

 

 

4309 Orientation and Mobility Training 
4310 Travel Training 
4311 Reader Services 

4311.1 Determining Need 
4311.2 Selection of Reader 
4311.3 Role of the Reader 
4311.4 Payment for Reader Services 

4312 Driver Education Services 
4313 Services to Family Members 

4313.1 Types of Services 
4313.2 Use of Community Resources 

 
4400 through 6700 - RESERVED 

 
6800 DEFINITIONS 


	TABLE OF CONTENTS
	2002 Job Placement
	2003 Sheltered Employment Option 2004 Self Employment
	2100 DETERMINING SIGNIFICANCE OF DISABILITY
	2102 iECM and Coding for Significance of Disability
	2200 ORDER OF SELECTION
	2304 Release for Audit, Program Evaluation, and Research 2305 Release to Other Programs or Authorities
	2306 Requesting and Receiving Information
	2307 Fees
	2400 Vocational Counseling and Guidance and Case Management 2401 General
	2404 Referral Procedure
	2500 ELIGIBILITY
	2502 Trial Work Experience
	2503
	2600 RESERVED
	2703
	2705 IPE Amendment
	2804 Comparable Services and Benefits
	3008 Non-Employed Closure (Statuses 28 and 30)
	3010 Reopening Closed Records of Services 3011 Post-exit Data Requirements
	3100 Formerly Post Employment 3200 ECONOMIC RESOURCES
	3403 Resolution Following Informal Review 3404 Mediation
	3405 Resolution Following Mediation 3406 Fair Hearing
	3407 Reviewing Official
	3408 Report to Rehabilitation Services Administration 3500 RESERVED
	3603 Conditions Under Which Rehabilitation Training May Be Provided
	3604 Maximum Allowable Amount for ALL Training Sponsorship
	3605 Economic Need and Similar Benefits
	3606 College Training
	3607 Procedure for Financial Aid Coordination for College Training
	3610 Liaison Counselors
	3900 CASELOAD STATUS SYSTEM
	4008 Cooperative Agreements
	4100 COMMUNITY REHABILITATION PROGRAMS AND SERVICE PROVIDERS
	4305.3 Placement Equipment and Clothing
	4306 Interpreter Services


