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ORDER OF SELECTION OVERVIEW 
 
 
AUTHORITY 
 
Rehabilitation Act of 1973 as amended by the Rehabilitation Act of 
1998, Section 101(a)(5); 34 Code of Federal Regulations §361.36. 
 
POLICY 
 
When Oregon Office of Vocational Rehabilitation‟s (OVRS) projected 
fiscal and personnel resources are inadequate to provide the full 
range of services, as appropriate, to all eligible individuals, the 
Administrator of OVRS will implement OVRS‟ Order of Selection 
procedure.  By law, this procedure must insure that individuals with 
the most significant disabilities are served first.  The criteria used for 
determining the Order of Selection for services relies upon a 
determination of the number of functional capacity limitations that 
affect an individual‟s ability to work, the number of substantial 
vocational rehabilitation services required, and the need for these 
services over an extended period of time.     
 
The Appendix contains Oregon‟s Order of Selection Administrative 
Rule.  The Priority Categories are as follows: 
 
1) Priority One. Eligible persons who meet all three of the following 

criteria shall be served first, in the order of each individual's date of 
application:  
a) The individual is classified with a Most Significant Disability 

consistent with OAR 582-001-0010(22); and  
b) The individual has a severe mental or physical impairment that 

seriously limits three or more functional capacities (mobility, 
communication, self-care, self-direction, interpersonal skills, 
work tolerance, or work skills) in terms of an employment 
outcome; and  

c) The individual is expected to require two or more vocational 
rehabilitation services over an extended period of time to 
achieve or maintain a successful employment outcome.  

 
2) Priority Two. Eligible persons not qualifying as Priority One who 

meet all three of the following criteria shall be served second, in 
the order of each individual's date of application:  
a) The individual is classified with a Most Significant Disability 

consistent with OAR 582-001-0010(22); and  
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b) The individual has a severe mental or physical impairment that 
seriously limits two functional capacities (mobility, 
communication, self-care, self-direction, interpersonal skills, 
work tolerance, or work skills) in terms of an employment 
outcome; and  

c) The individual is expected to require two or more vocational 
rehabilitation services over an extended period of time to 
achieve or maintain a successful employment outcome.  

 
3) Priority Three. Eligible persons classified with a significant 

disability consistent with OAR 582-001-0010(23) shall be served 
third, in the order of each individual's date of application;  

 
4) Priority Four. All other eligible persons shall be served fourth in the 

order of each individual's date of application.  
 
Prohibited Factors 
 
Factors that cannot be considered in determining an Order of 
Selection priority category are: 
 

 Type of disability 

 Duration of residency, provided the individual is present in the 
state; 

 Age, gender, race, color or national origin; 

 Source of referral; 

 Type of expected employment outcome; 

 The need for specific services or anticipated cost of such 
services; or 

 The income level of the individual or individual‟s family 
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ORDER OF SELECTION PROCEDURES 
 
Determination of Eligibility 
 
The criteria for determining eligibility under Order of Selection are no 
different than when OVRS is not operating under an Order.  
Counselors will still look to the following criteria in determining 
whether an individual qualifies for vocational rehabilitation services: 
 
 Does the individual have a physical or mental impairment? 

 
 Does the physical or mental impairment constitute or result in a 

substantial impediment to employment? 
 
 Does the individual require vocational rehabilitation services in 

order to prepare for, secure, retain, or regain employment? 
 
The determination of whether an individual‟s physical or mental 
impairment constitutes a substantial impediment to employment will 
require an assessment of functional capacity limitations, determine 
eligibility for services first, priority level second.  Priority level will 
be determined based on: 
 

 the number of functional capacity limitations found 
through the eligibility assessment 

 the number of substantial services it is anticipated the 
individual will require, and  

 whether the services will be required over an extended 
period of time.1 

 
Eligibility determinations (or verification of SSI/SSDI status for 
consumers who are presumed eligible) must still be conducted within 
60 days of the application date.   
 

                                                           
1
 It is presumed that if the individual requires substantial services due 
to the severity of disability, these services will be required over an 
extended period of time.  Therefore, counselors are not asked to 
consider exact length of time specific services may be needed unless 
it is clear that the services required are brief, in which case it is 
possible that the functional capacity limitations and priority level must 
be reassessed.    
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Determination of Priority Level 
 
When a VR Counselor determines an individual eligible, the 
counselor will then be able to determine priority level based on the 
number of functional capacity limitations noted, and based on the 
number of substantial services it is anticipated the individual requires 
over an extended period of time.  Oregon‟s current policy places 
individuals in one of the following four priority categories: 
 

1. Individuals who are limited in at least three functional capacity 
areas and who require at least two vocational rehabilitation 
services over an extended period of time. 

 
2. Individuals who are limited in two functional capacity areas and 

who require at least two vocational rehabilitation services over 
an extended period of time. 

 
3. Individuals with disabilities who are limited in at least one 

functional  capacity area and who require at least two 
vocational rehabilitation services over an extended period of 
time, or who are presumed eligible as an SSI/SSDI 
recipient.2   

 
4. All other individuals who are found eligible for vocational 

rehabilitation services but who do not meet the criteria for 
priorities One, Two or Three above.  

 
SSI/SSDI Recipients—Presumed Eligibility and Setting Priority 
Level 
 
SSI/SSDI recipients continue to be presumed eligible under OOS and 
at a minimum will automatically be deemed a Priority Level 3, but 
may qualify for a higher priority level depending on the number of 
functional capacity limitations.  Counselors will have to review 
medical documentation and other information to determine priority 
level based on the number of limitations present. 
 
Statewide Order of Selection Waitlist 
 
                                                           
2
 Note that an individual who is an SSI/SSDI recipient will be at least 
ranked as a Priority 3, but may be ranked higher if the number of 
functional capacity limitations places this individual in a higher priority 
category. 
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Once eligibility and priority level has been determined, the individual 
is added to the statewide Order of Selection waitlist in the assigned 
priority level by date of application.  The date of application is the 
date the application is signed and entered into the OVRS client 
database (ORCA).  
 
OVRS administration determines when resources are available to 
initiate Individualized Plans for Employment (IPEs) for individuals on 
the statewide Order of Selection waitlist.  When resources are 
available, OVRS Administration notifies the Database Administrator 
of the number of participants to take from the waitlist by priority 
category and application date(s).  Branch Managers then coordinate 
with the VR Counselors to transfer the corresponding cases from the 
state-wide waitlist to available counselors in corresponding offices. 
 
A participant on the statewide Order of Selection waitlist may request 
that their case be transferred from one office to another.  The request 
for transfer is submitted to the Branch Manager to coordinate. 
 
Order of Selection Branch Procedures 
 
Although individuals are on a statewide waitlist, each Branch will 
maintain responsibility for housing physical case files, conducting 
routine follow-up and case transfers.  Each office is responsible for 
maintaining contact with those individuals on the waitlist who applied 
for services at that Branch.  The Branch Manager is designated to 
manage cases in their office that are on the waitlist and to transfer 
cases from the Order of Selection waitlist to a VR Counselor when 
notified that resources are available to initiate services for individuals 
on the Order of Selection waitlist.   
 
Individuals on the waitlist are to be contacted by branch staff at least 
once every 90 days to inform them of their status on the waitlist.  An 
ORCA-generated letter will be available for this purpose.   
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VR Counselor Responsibilities 
 
The counselor who determines eligibility is responsible for providing 
appropriate information and referral and documenting the Information 
and Referral (I & R) services provided in an appropriately titled case 
note in the ORCA case file and printed for the hard file.  The I&R 
case note should explain efforts to locate information and referral 
sources or the reason(s) a referral was not provided.3  The counselor 
is responsible for notifying the Branch Manager that the case is ready 
for ORCA transfer to the Branch Manager‟s caseload. 
 
Branch Manager Responsibilities/Quality Assurance Procedures 
 
The Branch Manager is responsible within his/her branch for ensuring 
Order of Selection policies and procedures are followed, for assuring 
the office maintain contact with persons on the state-wide waitlist who 
applied at their branch, and for verifying I & R is occurring.  
  
The Branch Manger will verify that I & R has been conducted in an 
appropriately titled case note in the ORCA case management system 
and client file regarding the I & R service provided. 
 
Movement of Cases Off the Waitlist 
 
Upon receiving notification to initiate services for cases on the Order 
of Selection waitlist for the specified priority category and application 
dates, the Branch Manager will determine within 5 working days 
which counselor is available to take the case and transfer the case off 
the waitlist. The counselor is to be notified of the case transfer and is 
then authorized to contact the individual to determine availability for 
VR services.   
 
If the Branch Manager determines that the person on the waitlist is no 
longer available for services, the file may be closed. 
 
Initiating Services for Individuals Referred from the Order of 
Selection Waitlist 
 
Upon receipt of a case transferred from the Order of Selection 
waitlist, the VR Counselor will make a good faith effort to contact the 
individual within ten working days.  Telephone contact is 

                                                           
3
 The Appendix contains sample case notes for Information & Referral 
services. 



 9 

acceptable; however, counselors need to consider the 
communication needs of the participant.  An ORCA-generated letter 
notifying individuals of their removal from the waitlist and the 
availability of services will also be available for this purpose.   
 
If the counselor is unable to establish contact with an individual taken 
off the waitlist within ten working days, the counselor will mail a 
certified letter within three working days asking the individual to 
contact their local office within 10 working days if they are still 
interested in receiving VR services.  This letter will explain that their 
case service record will be closed if the office does not receive 
contact within 10 working days.  The letter will also include 
information regarding reapplying for services, and appeal rights.   
 
If no contact is received after sending the certified letter, a final 
closure letter will be sent. Steps to contact each individual are 
documented in the case management system narrative and filed in 
the case service record. 
 
Good faith efforts shall be made to verify or find updated telephone 
numbers and addresses, to contact the referral source, and/or to 
contact person(s) identified on the application or otherwise in the 
case service record.   
 
Exceptions for Reopening Closed Cases 
 
Requests for exceptions to policy regarding reopening a case must 
be made through the Branch Manager and involve the counselor or 
area Operations and Policy Analyst (District Field Technician). The 
Branch Manager will then notify the Field Services Manager of the 
request and the exceptional circumstances that merit consideration of 
policy exception.  If approved by the Field Services Manager, the 
Database Administrator will restore the case to open status in the 
case management system.   
 
These exception procedures also apply to individuals who decline to 
be taken off the waitlist who wish to remain on the waitlist because 
they are not ready to begin IPE development (due to hospitalization 
or other extenuating circumstances that may prevent them from 
engaging in VR services).  Unless an exception is granted in 
accordance with this section, these individuals will be removed from 
the waitlist and will have to reapply for services if they wish to later 
pursue VR services (see section below for procedures relating to 
individuals not ready to proceed with IPE development). 
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Participants not Ready to Proceed with IPE Development upon 
Referral from the Order of Selection Waitlist 
 
If a VR Counselor contacts a participant to initiate services and 
he/she is not ready to begin working with OVRS, the VR Counselor 
needs to help the individual make an informed decision about how to 
proceed.  OVRS cannot „hold‟ a spot on the waitlist nor can an 
individual be put back at the top of the list. The VR Counselor needs 
to discuss the reasons the participant is not ready to proceed and 
whether a reasonable time frame can be agreed upon to resolve the 
issues.  The VR Counselor and participant make plans to proceed 
with vocational planning and IPE development within a reasonable 
time period or to close the case.  In some cases, closing the case and 
submitting a new application at later date may be the most 
appropriate unless an exception is granted under this policy (see 
section above). 
 
Information and Referral (I & R) 
 
When operating under Order of Selection, OVRS is required to offer 
Information and Referral (I & R) service to individuals who cannot be 
served and must wait for services because of the Order of Selection. 
 
OVRS must document and retain information about referrals to other 
federal and state programs that provide employment-related services.  
The case note section of the case management system is used to 
record the required information and should be printed for the hard file. 
 

Information and Referral Requirements 
 
Federal regulations establish minimum requirements under I & R as 
follows.  OVRS must: 
 
1) Provide individuals with appropriate vocational rehabilitation 

information and guidance (which may include counseling and 
referral for job placement) to prepare for, get, or keep a job. 

 
2) Refer individuals with disabilities to other federal or state programs 

that are best suited to address their specific employment needs, 
including partners in the workforce investment system. 

 
3) Initiate a notice of referral identifying: 
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a) The name of the program to which the individual is referred; 
b) A point of contact in that program; and 
c) Information about the most suitable services to assist the 

individual prepare for, get or keep a job. 
 
Providing Counseling and Guidance—Scope of Services 
 
To provide individuals with appropriate VR information and guidance, 
which may include counseling and referral for job placement, a VR 
counseling staff member talks with the individual about his/her needs 
to prepare for, get or keep a job.  The VR counseling staff member 
provides advice and guidance about how the individual might 
proceed, explains referral sources available, and offers to initiate a 
referral to another program, if appropriate.  These interactions occur 
in the course of other activities, such as completing the application, 
intake and eligibility determination. 
 
For individuals who choose not to apply for OVRS services because 
of the Order of Selection, a general guideline is to limit I & R services 
to one appointment.  The VR Counselor will NOT establish an on-
going counseling relationship nor perform follow-up services 
regarding I & R.  Services such as job placement/development or 
job search assistance will not be purchased under I & R. 
 
Providing Counseling and Guidance – Referrals 
 
Each office will maintain a list of federal and state programs with 
which OVRS has established a formal referral relationship.  
Individuals who either choose not to apply or are on a waitlist to 
receive OVRS services will be referred to other appropriate 
vocational rehabilitation, employment, and related resources.  Other 
programs to be used in this capacity, as appropriate, include Tribal 
VR programs, the Veterans‟ Administration VR program and other 
community programs.  Because of limited resources in some areas 
and the unique needs of some individuals with disabilities, there will 
not be an appropriate program available to every person. Branch 
offices should make an effort to identify appropriate resources in their 
specific geographic locations and to maintain updated and accurate 
information to make meaningful referrals whenever possible. 
 
Providing Counseling and Guidance – Job Placement 
 
VR counseling staff may provide brief counseling for job placement.  
If the individual intends to engage in independent, self-directed job 
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search or related activities, the VR Counselor may provide brief 
counseling to assist the individual in this effort.  Examples of 
counseling and referral for job placement may include, but are not 
limited to: 
 

A. A single counseling session with the individual to discuss what 
efforts to find a job he or she has already tried and to offer other 
job search strategies and suggestions. 

 
B. Reviewing and giving advice on an individual‟s resume. 

 
C. Discussing reasonable accommodation issues and strategies 

for approaching an employer. 
 

D. Discussing and providing the individual with access to the 
Internet or another resource. 

 
E. Sharing information about the local labor market. 

 
Documenting a Formal Referral 
 
All referrals to employment-related programs must be documented, 
including both the referrals for individuals who have applied and are 
waiting for services and the referrals for individuals who choose not to 
apply for services because of the Order of Selection.  Each Branch 
Manager, or designee, will identify and maintain the list of regional 
referral sources that require a formal referral.  Each time an 
individual is referred to one of the listed organizations, the VR 
counseling staff member documents the referral in the I & R 
portion of the case management system.   Every case will have an 
entry in the I & R screen prior to transferring the case to the Branch 
Manager‟s Order of Selection caseload, and the case service record 
will include the ORCA I & R case note. 
 
If an individual requests a referral, the VR counseling staff member 
prepares and sends a written referral to the organization.  In addition, 
the VR counseling staff member provides the individual being 
referred with the following: 
 

A. A copy of the written referral notifying the other federal or state 
program about the referral. 
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B. The point of contact (specific name of a person, whenever 
possible) in that organization to be contacted by the individual 
being referred. 

 
C. Information about the most suitable services to prepare for, 

secure, retain, or regain employment. 
 
Informal Referrals 
 
VR Counselors routinely provide information to applicants and eligible 
individuals about a wide array of community assistance programs that 
may offer services or benefits to assist the individual meet a variety of 
needs (food or clothing banks, medical programs, counseling 
services, etc.).  These types of referrals are considered informal 
referrals.   OVRS staff are encouraged to continue providing 
individuals with information about other programs that offer services 
to assist them in meeting a variety of needs. 
 
Post Employment Services 
 
Order of Selection does not impact or alter the provision of Post-
Employment services.  Post-Employment services are considered an 
amendment of the IPE, and therefore, an individual who needs post 
employment services is not required to meet the highest priority 
category currently being served under an Order of Selection nor is 
the individual required to wait for services. The use of Post-
Employment services must directly relate to a functional limitation 
addressed in the eligibility section of the original IPE.  Under the 
federal rules, Post-Employment services are intended to be 
limited in scope and duration and do not require a complex and 
comprehensive provision of services.   If the services being 
sought address new or different functional capacity limitations 
than addressed in the previous plan, or if substantial services 
are required, the individual must reapply for services and will be 
subject to the Order of Selection waitlist procedures.   
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QUESTIONS & ANSWERS ABOUT 
OREGON’S ORDER OF SELECTION FOR 

VOCATIONAL REHABILITATION SERVICES 
 
What is an Order of Selection? 
Federal law requires state vocational rehabilitation programs to set 
priorities for serving those with the most significant disabilities first 
when resources are not sufficient to serve all eligible individuals with 
disabilities. Oregon‟s priority levels are as follows: 
 

 Priority One includes individuals who are limited in at least 
three functional capacity areas and who require at least two 
vocational rehabilitation services over an extended period of 
time. 

 

 Priority Two includes individuals who are limited in two 
functional capacity areas and who require at least two 
vocational rehabilitation services over an extended period of 
time. 

 

 Priority Three includes individuals who are limited in at least 
one functional capacity area, and who require at least two 
vocational rehabilitation services over an extended period of 
time or who are presumed eligible as a Social Security 
disability recipient. Note however that SSI and SSDI 
recipients’ priority level will be updated when the counselor 
completes the review of the medical records and evidence and 
determines the number of the functional capacity limitations.  

 

 Priority Four includes all other individuals who are found 
eligible for vocational rehabilitation services but who do not 
meet the criteria for priorities One, Two, or Three, above. 

 
Why is Oregon now Invoking an Order of Selection? 
Continuing demand, escalating costs, and a shortfall in revenue now 
limit OVRS' ability to provide all applicants with individual plan for 
employment services.  Although we are not “out of money,” we 
cannot continue to approve new IPEs at the current rate and be 
assured that case service funds will be available. When we are 
unable to serve all eligible individuals, the Rehabilitation Act requires 
OVRS to move into an Order of Selection. The Order establishes an 
equitable, orderly process for ensuring that those with the most 
significant disabilities are given the highest priority in the selection 
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process. The Order of Selection also ensures that funding is 
preserved so that clients who are currently being served experience 
as little disruption in services as possible. 
 
Has OVRS ever been in Order of Selection before?  How many 
states are in Order of Selection? 
Oregon was last in an Order of Selection in 1994. The past order of 
selection lasted approximately six months.  Currently 45 of 80 
vocational rehabilitation programs in the United States are operating 
under an Order of Selection. 
 
How long will OVRS be in Order of Selection? 
To honor commitments to consumers under existing rehabilitation 
plans, OVRS must carefully manage the development of new 
rehabilitation plans throughout the remainder of the current fiscal year 
(ending June 30, 2009). It is unlikely that OVRS will be provided with 
additional funds until sometime in the ‟09-‟11 biennium.   
  
While it is impossible to predict the exact duration of an Order of 
Selection, there will be a continual monitoring of available funds to 
trigger the initiation of services for the next individual on the waitlist. 
 
Is OVRS seeking additional funds? 
OVRS funding is approximately 80 percent federal and 20 percent 
state monies, and there is a limit to the total amount of federal dollars 
available to the State for vocational rehabilitation services. We 
already receive the maximum available federal dollars for this 
biennium.  Federal funding is not expected to grow in the coming 
years. Given the current state fiscal situation, it is also unlikely the 
legislature will be able to give OVRS additional funds during this 
biennium.  
 
Will we go back to re-assess existing clients’ priority levels?  
Counselors have already determined the number of functional 
limitations and services needed for the extended period of time when 
making the eligibility determination; thus, the priority level has already 
been established. 
 
How does Order of Selection affect Application Processing? 
Applications will be completed in the same manner as before the 
invocation of the Order of Selection.  Applications are not deemed 
complete until three conditions are satisfied:   
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1)  An individual has requested services, either verbally or in 
writing;  
 
2) The counselor has received information sufficient to initiate 
the assessment for eligibility and priority for services; and  
 
3) The individual is in fact available to participate in the 
assessment process.  Only once all three conditions are met 
should an individual be placed in Application status.   

 
A key element to the application process is sitting down with the 
assigned vocational rehabilitation counselor.  Meeting with a 
counselor is necessary to ensure that OVRS has sufficient 
information to conduct an accurate and thorough eligibility 
assessment and priority level determination.  Meeting one-on-one 
with a counselor is also a necessary step in determining whether an 
individual is in fact available to complete the assessment process and 
is committed to pursuing vocational rehabilitation services.  
Therefore, individuals attending orientations who wish to 
complete the application form requesting services immediately, 
or otherwise complete an application requesting services prior 
to meeting with a counselor should be informed that they may 
do so, but their application date will be the date they meet 
individually with their assigned counselor and complete the 
application process.   
 
Once an individual is in Application status, the counselor has 60 days 
within which to determine eligibility and priority for services, or to 
verify SSI/SSDI status and determine priority level for those 
individuals who are presumed eligible. 
 
How does Order of Selection affect the determination of 
eligibility? 
Order of Selection does not change the basic criteria for determining 
eligibility for VR services.  Individuals still must have a physical or 
mental impairment; the physical or mental impairment must result in a 
substantial impediment to getting or keeping a job; and the individual 
must require vocational rehabilitation services to prepare for, get or 
keep a job.  The eligibility determination will establish the number of 
functional capacity limitations and the number and duration of 
services needed, to establish the level of disability, so that those with 
the most significant disabilities are served first.   
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Can OVRS pay for additional assessments to determine 
eligibility? 
Federal regulations and our state rules require that the eligibility and 
priority determination be conducted based on available information 
and that additional assessments be obtained only if available 
information is insufficient.  Therefore, the expectation is that only in 
rare circumstances will additional assessments be necessary to 
determine whether an individual meets the basic eligibility criteria and 
to identify the scope of their functional capacity limitations and service 
needs.   
 
Can OVRS purchase any services for anyone not in plan status? 
Under an Order of Selection, OVRS is not permitted to purchase 
services other than those needed to determine eligibility for those 
individuals who are not already in plan status as of the effective date 
of the Order.  Therefore, any OVRS-funded assessments and 
associated purchases of services must be restricted to those 
expenditures required to determine the eligibility, not in developing an 
individualized plan for employment.   
 
What about services needed as part of a Trial Work Experience?   
Counselors are advised to heed the federal presumption that an 
individual can benefit from VR services.  Trial Work Experiences and 
Extended Evaluations are only necessary when clear and convincing 
evidence is needed to establish that an individual is too severe to 
benefit from vocational rehabilitation services.  Expenditures required 
to facilitate trial work experiences and extended evaluations are 
allowable under an Order of Selection when necessary to complete 
the determination of eligibility. 
 
Are expenditures for plan development for individuals on the 
waitlist allowable under Order of Selection? 
Plan development expenditures, such as work experiences, training, 
college, and job development services, are not allowable expenses 
until OVRS Admin has authorized the initiation of plan services for 
individuals that can be taken off the waitlist.   
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What if an individual needs accommodations during the 
eligibility determination process, or other disability-related 
accommodations? 
OVRS is still obligated to provide access to interpreter services, 
assistive technology or other disability-related accommodations 
needed to accommodate an individual‟s disability-related needs in the 
application/eligibility determination process, or to access OVRS‟ 
information and referral services.  
 
Do we count all possible VR services when deciding on whether 
a person meets the minimum number of services required for 
determining priority level? 
In order to be in Priority Levels 1, 2, or 3, an individual must require at 
least two vocational rehabilitation services over an extended period of 
time.  For purposes of determining priority level, only substantial 
vocational rehabilitation services should be counted.   
 
Substantial services include: 

 Training (including Work Adjustment Training, OJT, Supported 
Employment, Self-Employment); 

 Specialized placement; 

 Job development; 

 Mobility aids or equipment; 

 Assistive technology; 

 Vehicle/worksite/home modifications; 

 Physical or mental restoration; 

 Long-term support planning (in Supported Employment); and 

 Substantial counseling/guidance.  
 
Secondary services are not counted as a substantial service. 
Secondary services are things such as child care, non-specialized job 
related services (i.e., additional clothing, advocacy for filing SSDI 
claim, pre-vocational services, etc.), car repair, transportation, 
increased maintenance, and referrals to other agencies.  
 
What training and monitoring will be conducted to ensure that 
eligibility and priority determinations are accurate and 
expenditures are appropriate? 
By the end of January 2009, OVRS Admin will provide training to all 
counselors on the selection of functional limitations, eligibility 
determinations, and priority levels.  Branch Managers will be asked to 
conduct random reviews of eligibility determinations to ensure that 
determinations are accurate and expenditures are kept within the 
parameters allowed while under Order of Selection. 



 19 

 
What happens once a client is assigned to a priority category? 
Once a new client is assigned a priority category, OVRS adds the 
person‟s name to a waitlist.  Waitlists will be maintained for each 
priority level and clients with the earliest application dates will have 
the highest ranking within each priority level.  Every client will be 
notified in writing regarding priority assignment and will be mailed a 
letter at least every 90 days regarding status on the waiting list. 
 
What if the client doesn’t understand or does not agree with 
their priority category? 
If a client does not understand his or her priority category, the 
counselor should provide basic counseling and guidance as to the 
client‟s functional limitations and the reasons for the priority 
determination.  If the client still disagrees or does not understand the 
decision after further explanation, the VRC can set up a meeting with 
the Branch Manager and/or refer the client to the Client Assistance 
Program (Disability Rights Oregon) at the following numbers:   
 

(503) 243-2081 or (800) 452-1694 (voice) 
(503) 323-9161 or (800) 556-5351 (TTY); or 

(503) 243-1738 (facsimile) 
 
Clients can also be referred to the OVRS Dispute Resolution 
Coordinator at (503) 945-6253 (Voice only; Video and text relay calls 
are gladly accepted). 
 
What happens to clients who are found eligible but not yet in 
plan as of the Order of Selection effective date? 
Eligible individuals who were not receiving services under an 
Individualized Plan for Employment (IPE) prior to the effective date of 
the Order of Selection will be given a priority category and placed on 
the waiting list.  This includes individuals who have been found 
presumptively eligible.   
 
Will clients currently receiving IPE services continue to receive 
services? 
People currently receiving services under an IPE continue to receive 
the agreed-upon services without interruption so long as resources 
continue to be available.  Plans may also be revised or amended as 
necessary.   
 
What happens to clients who have been deemed eligible and are 
pursuing a self-employment goal, but who are not yet in plan 
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status and receiving services as of the effective date of the 
Order? 
Clients pursuing self-employment but who are not yet receiving plan 
services as of the date of the Order must be placed on the waitlist 
and will be served based on their priority level and application date.  
No purchases may be made for any individuals on the waitlist. 
 
What happens if a client needs Post-Employment Services? 
Individuals seeking Post-Employment services (PES)—former OVRS 
clients who successfully obtained employment and now need 
services to maintain, regain, or advance in their employment—are not 
affected by the Order of Selection if 1) the services that are required 
are  limited in scope and duration, and 2) no new eligibility 
determination is required. If these two criteria are not met, then the 
individual is not eligible for PES, must reapply for services and will be 
served in order of their priority and application date.   
 
OVRS will continue to provide Post-Employment services to former 
clients to the extent that resources allow. 
 
How are clients taken off of the waiting list? 
As soon as OVRS determines there are resources available to initiate 
new service plans, names of individuals who are in the priority level 
being served will be taken off the waiting list in the order in which 
their applications were received.  ORCA has the capability of sorting 
clients by priority level and date of application.  Administrative staff 
will be monitoring finances to determine when sufficient funds are 
available to release names from the waitlist.  When names can be 
released, Branch Managers will receive an announcement of these 
names so that these clients can be notified regarding their removal 
from the waitlist and asked to contact OVRS if they are still interested 
in receiving services.  
 
What will the ORCA caseload screen look like? 
Cases in Plan, Employed, and Post-Employment Services statuses 
will appear as usual.  Individuals in Eligibility status will also appear 
as usual.  Once an individual is determined eligible and placed on the 
waitlist, the individual will be transferred to the Branch Manager 
caseload and will have the word “delayed” shown in the “status” 
column. 
 
 
What if there is a long waiting list in one area of the state and no 
waiting list in another? 
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The Order of Selection requires a single, statewide waiting list that 
prioritizes individuals based first on severity of disability and then on 
application date, not on office location. OVRS will shift resources to 
regions experiencing higher demand for services whenever possible.  
Staff may be asked to shift to other offices within a permissible 
commuting range.  Field Service Managers will monitor caseload 
distribution and financial resources, and will work with branches when 
shifting staff appears to be warranted. 
 
If someone is in Priority One but signed their application after 
someone who is in Priority Two, who gets served first? 
The Rehabilitation Act requires a State to serve individuals with the 
most significant disabilities first.  As a result, an individual who is in 
Priority One will always be served before an individual in any of the 
other priority categories, regardless of application date.  Who is 
served first within a priority level is determined by application date. 
 
Is it fair for people to get services ahead of others who have 
been on the waitlist longer? 
The intent of the law is to ensure that those who have the greatest 
need are served. Individuals with less significant disabilities may be 
able to access other resources in the community, such as WIA or 
One Stop Centers, to meet their needs. However other programs are 
not likely to have the knowledge, skills, or resources to adequately 
serve those with the most significant disabilities.  
 
Do SSI/SSDI recipients get first priority for services? 
If an individual receives Social Security Disability Insurance benefits 
(SSDI) or Supplemental Security Insurance benefits (SSI) as a result 
of disability or blindness, the individual is presumed to be eligible as a 
person with at least a significant disability, as long as the individual 
also requires multiple vocational rehabilitation services over an 
extended period of time.   An SSI/SSDI recipient will receive a higher 
priority level if review of their functional limitations results in 
qualification for that level.    
 
SSI and SSDI recipients‟ priority level will be updated when the 
counselor completes the review of the medical records and other 
evidence to determine the number of the functional capacity 
limitations. A change in the priority level may occur after the final 
eligibility determination has been completed. 
 
Does cost of services determine an individual’s priority 
category? 
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The law says that no other factors, such as cost of service, income, 
type of disability, etc. can be used to determine assignment to a 
priority category.   
 
What if an individual’s condition and/or limitations get worse? 
Any time an individual seeking VR services experiences a change in 
their condition, a re-evaluation of their eligibility and priority level may 
be conducted.  Individuals will be notified in their initial 
eligibility/priority letter that if new information is available regarding 
their condition, they may provide it and seek a re-evaluation. 
 
What services may be provided to individuals who are on the 
waitlist?  
OVRS will continue providing information and referral services to all 
prospective applicants and individuals who are on the waiting list.   
Information & referral services consist of providing vocational 
rehabilitation guidance in making appropriate referrals to other 
agencies or information on how to access other resources.  No other 
VR services, such as plan development, training, or job placement 
assistance, including no-cost services, may be provided to 
individuals on the waitlist. 
 
What are the requirements for Information and Referral?  
An OVRS staff person provides information about other programs 
and services that may meet the participant‟s needs. Other programs 
include other federal, state, or community programs with services 
available to assist individuals with disabilities prepare for, get, or keep 
a job. After explaining the resource available, the OVRS staff person 
offers to prepare a formal referral to the appropriate program.  
 
When an individual is referred to another agency, a notice of the 
referral must be sent to that agency and the client must be informed 
of a specific contact name within that agency. Counselors will be 
provided a sample letter in ORCA on which the name of the referral 
agency and the contact person can be indicated; this letter can be 
faxed to the referral agency and a copy given to the client.  
Information and referral services provided must be documented 
in the client’s file.  
 
Also, VR staff may opt to facilitate a meeting with the client and a 
community partner to assist in making a referral(s). OVRS Admin will 
be tracking the number of individuals who have been provided 
information and referral services for federal reporting purposes.  
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ORCA will allow counselors to enter an information and referral case 
note to document each referral. 
 
What activities may be conducted under Information and 
Referral? 
Counseling and guidance must be provided to assist clients in 
identifying appropriate referrals and resources. No other services 
may be purchased or funded other than Information and Referral.  
This includes referral to OVRS-funded job clubs.   
 
What if a participant’s plan does not require OVRS funds? 
When in an Order of Selection, even eligible clients who may appear 
to have no cost IPE services must be placed on the appropriate 
waiting list by priority and application date. No special priority can 
be given to individuals perceived as having ―no cost‖ plans.  
 
Are counselors still to follow the 180 days from eligibility to plan 
federal rule? 
Upon the release of the client‟s name from the waitlist, the target of 
plan development within 180 days still applies. Therefore, once the 
client is released off the waitlist, plan development commences as 
usual.  
 
Can OVRS still serve people to help them advance in 
employment? 
Yes, those individuals who want to advance in employment but face 
barriers because of a disability may still apply for and receive OVRS 
services. Their eligibility will be determined and the appropriate 
priority category designated as others under the Order of Selection 
procedures. The Order of Selection guidelines are not intended to 
replace existing policies or procedures. 
 
What impact does Order of Selection have on job developers 
who work with OVRS? 
OVRS Admin will schedule a video conference for job developers to 
educate them and answer their questions about the Order of 
Selection. The new principles of increased employer engagement 
and performance of a needs assessment to identify the hidden job 
market will be emphasized as a portion of this video conference 
session. 
 
What impact does Order of Selection have on YTP/youth in 
transition? 
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Prior to invoking an Order of Selection, OVRS Admin is working 
closely with school districts to maintain our relationships and 
collaboration of transition services to youth with disabilities. Students 
with existing IPEs will be served as usual.  Students who do not have 
an existing plan will be placed on the waitlist and their name will be 
released according to the established disability priority level and 
application date. VR Counselors will continue to serve the school 
population and provide information and referral services, in 
conjunction with the YTP specialists, for each youth on the caseload. 
No IPE may be written until the student’s name is released off 
the waitlist. 
 
OVRS is also exploring the use of non-federal vocational 
rehabilitation funds in order to further support the mission of the YTP 
collaboration so that transition services are not adversely affected by 
the Order of Selection. 
 
What impact does Order of Selection have on Brokerage 
Services? 
OVRS Admin will be discussing the Order of Selection process with 
the brokerages and county Developmental Disabilities programs.  
Information and referral counseling will be provided to all clients on 
the waitlist. This will include assisting the brokerages with a letter 
clarifying that the client is on an existing waitlist and will not be 
receiving services to develop an Individual Plan for Employment until 
their name is released. The clarification letter will allow brokerages to 
access job development funding permitted under the Medicaid waiver 
since VR is unable to provide job development services during the 
time the client remains on the waitlist. 
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ORDER OF SELECTION 
FLOW CHART 

 

Orientation (group or individual) 

 Provide application 

 Provide information about eligibility 

 Explain order of selection 

 Participant makes an informed decision whether to 
submit application 

 VRC assigned to case for eligibility determination 
 

 
 

Eligibility 

 Medical records collected and clinical evidence 
reviewed by counselor to determine eligibility and 
priority category only. Trial work assessment if 
required to determine eligibility to answer if client is too 
severe to benefit from services. 

 Generate letter in ORCA informing new client as to 
their priority level and that their name is on the waitlist. 

 VR Counselor offers information and referral guidance 
services 

 VR Counselor documents information and referral 
assistance in ORCA 

 VR Counselor hands off case to Branch Manager 

 Branch Manager verifies I & R conducted 
 

 
 

OOS List (eligible clients) 

 When resources are available to develop new IPEs, 
the names at the top of the OOS waiting list are 
approved by VR administration in a notice to the 
Branch Manager. 

 Branch Manager determines flow of work between 
staff. 

 

 
Vocational Assessment/Development of the IPE 

Oregon Administrative Rule 
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Order of Selection 
 
582-100-0040  
Order of Selection for Services 
1) If the full range of vocational rehabilitation services cannot be 

provided to all eligible individuals who apply, the Administrator of 
OVRS shall invoke an Order of Selection.  

 
2) During an Order of Selection, OVRS shall continue to provide all 

needed services to any individual who is in active plan status prior 
to the effective date of the order of selection, including clients 
receiving or subsequently eligible for Post-Employment services 
as described at OAR 582-001-0010(35).  

 
3) During an Order of Selection, OVRS shall continue to provide 

services needed to determine eligibility.  
 
4) As part of the eligibility determination, OVRS shall determine the 

priority category in which eligible clients qualify.  
 
5) Priority of Service Order. Open plans implemented before the 

effective date of an Order of Selection and individuals needing 
Post Employment services shall not be impacted. The following 
priorities shall be applied statewide:  
a) Priority One. Eligible persons who meet all three of the 

following criteria shall be served first, in the order of each 
individual's date of application:  
i) The individual is classified with a Most Significant Disability 

consistent with OAR 582-001-0010(22); and  
ii) The individual has a severe mental or physical impairment 

that seriously limits three or more functional capacities 
(mobility, communication, self-care, self-direction, 
interpersonal skills, work tolerance, or work skills) in terms of 
an employment outcome; and  

iii) The individual is expected to require two or more vocational 
rehabilitation services over an extended period of time to 
achieve or maintain a successful employment outcome.  

b) Priority Two. Eligible persons not qualifying as Priority One who 
meet all three of the following criteria shall be served second, in 
the order of each individual's date of application:  
i) The individual is classified with a Most Significant Disability 

consistent with OAR 582-001-0010(22); and  
ii) The individual has a severe mental or physical impairment 

that seriously limits two functional capacities (mobility, 
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communication, self-care, self-direction, interpersonal skills, 
work tolerance, or work skills) in terms of an employment 
outcome; and  

iii) The individual is expected to require two or more vocational 
rehabilitation services over an extended period of time to 
achieve or maintain a successful employment outcome.  

c) Priority Three. Eligible persons classified with a significant 
disability consistent with OAR 582-001-0010(23) shall be 
served third, in the order of each individual's date of application;  

d) Priority Four. All other eligible persons shall be served fourth in 
the order of each individual's date of application.  

 
6) The count of functional capacities to determine whether an 

individual has a most significant disability consistent with OAR 
582-001-0010(22) and to determine the priority of the individual for 
an Order of Selection under OAR 582-100-0040 shall be based a 
count of the following seven items only: mobility, communication, 
self-care, self-direction, interpersonal skills, work tolerance, and 
work skills. Sub-categories within these seven capacities are not 
counted for this determination.  
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OVRS Functional Limitation Guidelines 
 
Serious Limitation:  General Definition 
 
Considering the consumer‟s current accommodations in place, a 
serious functional limitation is indicated when the consumer cannot 
perform function due to disability, the function is related to work, 
and is something general working population can do at work. 
 
Counselors are required to describe with particularity the exact 
manner in which a functional capacity limitation has seriously 
limited an individual’s ability to work when determining 
eligibility. 
 
Serious Limitation: Communication 
 
Definition:  A serious limitation in communication is the inability to 
exchange thoughts, messages, or information with people resulting in 
loss of employment through termination, a pattern of job loss, or 
inability to obtain competitive employment because the disability-
related communication issues were unmanageable. 
 
Documentation:  A serious limitation in communication must be 
documented in the following manner:  Reports by physician, 
psychologist, speech therapist, audiologist, or other professionals as 
appropriate to the consumer‟s disability.  Counselor may be able to 
document through observation when appropriate.   
 
Counselors are required to describe with particularity the exact 
manner in which a functional capacity limitation has seriously 
limited an individual’s ability to work when determining 
eligibility. 
 
Examples (not an exhaustive list; staff may add more in narrative) 

Because of disability, the individual:   

 is unable to communicate verbally 

 is unable to use formal language of any type (spoken or 
sign) 

 cannot readily understand others 

 is not readily understood by others 

 is unable to converse via telephone 

 is unable to initiate or sustain conversation 

 is limited to single words or short phrases in conversation 
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 has speech which is rambling or illogical 

 talks/interrupts excessively 

 is unable to follow written instructions or interpret written 
materials 

 
Serious Limitation:  Interpersonal Skills 
 
Definition:  A serious limitation in interpersonal skills is the inability to 
interact in a socially acceptable and mature manner with co-workers, 
supervisors and others to facilitate normal flow of work or activities 
resulting in loss of employment through termination, a pattern of job 
loss, or inability to obtain competitive employment because the 
disability-related interpersonal issues were unmanageable. 
 
Documentation:  A serious limitation in interpersonal skills must be 
documented in the following manner:  Reports by physician, 
psychologist or other professionals as appropriate to the consumer‟s 
disability.  Counselor may be able to document through observation 
when appropriate. 
 
Counselors are required to describe with particularity the exact 
manner in which a functional capacity limitation has seriously 
limited an individual’s ability to work when determining 
eligibility. 
 
Examples (not an exhaustive list; staff may add more in narrative) 

Because of disability, the individual:    

 is unable to understand/demonstrate interaction or behavior 
appropriate to worksite 

 is unable to determine appropriate social response to others 

 is isolated/withdrawn from co-workers 

 is unable to effectively resolve conflict with co-workers 

 has a spotty, intermittent work history 

 has had problems accepting supervisory monitoring and 
criticism 

 
Serious Limitation:  Mobility 
 
Definition: A serious limitation in mobility is the inability to move from 
one place to another and/or physically manipulate environment 
resulting in loss of employment through termination, a pattern of job 
loss, or inability to obtain competitive employment because the 
disability-related mobility issues were unmanageable. 
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Documentation:  A serious limitation in mobility must be documented 
in the following manner:  Reports by physician or other professionals 
as appropriate to the consumer‟s disability.  Counselor may be able 
to document through observation when appropriate. 
 
Counselors are required to describe with particularity the exact 
manner in which a functional capacity limitation has seriously 
limited an individual’s ability to work when determining 
eligibility. 
 
Examples (not an exhaustive list; staff may add more in narrative) 

Because of disability, the individual:  

 is unable to safely move about within common training or 
work settings without the help of others or using assistive 
devices (wheelchair, prosthesis, crutches, cane or walker) 

 is significantly restricted or limited in the distance s/he can 
safely move within common training or work settings 

 takes significantly longer than the average person to move 
about within common training or work environments  

 cannot safely change body positions (get up, sit down, bend 
over, kneel down, crouch or crawl) without help of others or 
use of assistive devices 

 requires Assistive Technology, modifications, adaptations, 
accommodations not typically made for others in order to 
move around within common training or work settings 

 cannot drive 

 requires specialized transportation services for travel within 
community 

 
Serious Limitation:  Self-Care 
 
Definition: A serious limitation in self-care is the inability to perform 
tasks that involve caring for self and living environment, or the ability 
to manage physical, emotional and safety needs, resulting in loss of 
employment through termination, a pattern of job loss, or inability to 
obtain competitive employment because the disability-related self-
care issues were unmanageable. 
 
Documentation:  A serious limitation in self-care must be documented 
in the following manner:  Reports by physician or other professionals 
as appropriate to the consumer‟s disability.  Counselor may be able 
to document through observation when appropriate. 
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Counselors are required to describe with particularity the exact 
manner in which a functional capacity limitation has seriously 
limited an individual’s ability to work when determining 
eligibility. 
 
Examples (not an exhaustive list; staff may add more in narrative) 

Because of disability, the individual:    

 needs monitoring to prevent injury 

 has a history of poor decision-making or is unaware of 
consequences of behavior 

 requires a personal care attendant 

 is unable to manage money or finances 

 requires Assistive Technology, modifications, adaptations, or 
accommodations not typically needed by others (i.e., button 
fastener, utensil gripper, modified work schedule, split work 
schedule, modified work station, etc.) to perform most self 
care or independent living activities necessary to obtain or 
maintain employment 

 
Serious Limitation:  Self-Direction 
 
Definition: A serious limitation in self-direction is the inability to plan, 
initiate, problem solve, organize, or independently carry out goal-
directed activities as relates to independent living and work, resulting 
in loss of employment through termination, a pattern of job loss, or 
inability to obtain competitive employment because the disability-
related self-direction issues were unmanageable. 
 
Documentation:  A serious limitation in self-direction must be 
documented in the following manner:  Reports by physician or other 
professionals as appropriate to the consumer‟s disability.  Counselor 
may be able to document through observation when appropriate. 
 
Counselors are required to describe with particularity the exact 
manner in which a functional capacity limitation has seriously 
limited an individual’s ability to work when determining 
eligibility. 
 
Examples (not an exhaustive list; staff may add more in narrative) 

Because of disability, the individual: 

 requires assistive technology, adaptations, modifications, or 
accommodations (such as detailed calendars, task 
reminders, electronic personal assistants) not typically made 
for others in order to start, do all the steps or finish tasks, or 
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decide what to do next within common training or work 
settings 

 is unable to organize information in a logical manner 

 is unable to recognize and acknowledge problems, seek 
remedies, take corrective action and arrive at solutions 

 is unable to effectively seek employment without direct 
intervention 

 is unable to regulate maladaptive behavior to facilitate 
achievement of constructive goals. 

 has serious difficulty working independently 

 has serious difficulty shifting focus from one activity or task 
to the next without prompting 

 has serious difficulty adjusting to new situations or changes 
to the daily routine due to a disability 

 is easily distracted/has a short attention span leading to 
repeatedly poor task completion 

 
Serious Limitation:  Work Skills 
 
Definition:  A serious limitation in work skills is the inability to perform 
specific tasks required to carry out job functions or the inability to 
benefit from training in the necessary skills or practice the work habits 
needed to stay employed resulting in loss of employment through 
termination, a pattern of job loss, or inability to obtain competitive 
employment because the disability-related work skills issues were 
unmanageable. 
 
Documentation:  A serious limitation in work skills must be 
documented in the following manner:  Reports by physician or other 
professionals as appropriate to the consumer‟s disability.  Counselor 
may be able to document through observation when appropriate. 
 
Counselors are required to describe with particularity the exact 
manner in which a functional capacity limitation has seriously 
limited an individual’s ability to work when determining 
eligibility. 
 
Examples (not an exhaustive list; staff may add more in narrative) 

Because of disability, the individual: 

 reads, spells, or has math skills at/below 5th grade level 

 has difficulty learning new tasks 

 has limited task sequence recall ability 
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 requires accommodations or rehab tech to perform work 
tasks 

 performs at a significantly reduced speed 

 is unable to plan/initiate/sequence/ recall/ process complex 
information needed on the job 

 has not learned the work skills usually possessed by those 
of a comparable age, education, and experience which is 
necessary for employment 

 requires continuing monitoring, continuing skill training, 
continuing behavior management, continuing support, 
assistive technology, or accommodations and adaptations 
not typically made for other employees to maintain work 
skills and stable job performance 

 is unable to be consistent and reliable in his/her work habits 
 
Serious Limitation: Work Tolerance 
 
Definition: A serious limitation in work tolerance is the inability to 
perform effectively and efficiently jobs that require various levels of 
physical, emotional, and psychological demands of work over a 
sustained period of time resulting in loss of employment through 
termination, a pattern of job loss, or inability to obtain competitive 
employment because the disability-related work tolerance issues 
were unmanageable. 
 
Documentation:  A serious limitation in work tolerance must be 
documented in the following manner:  Reports by physician or other 
professionals as appropriate to the consumer‟s disability.  Counselor 
may be able to document through observation when appropriate. 
 
Examples (not an exhaustive list; staff may add more in narrative) 

Because of disability, the individual: 

 is unable to lift and carry books or objects weighing less than 
10 pounds 

 is unable to sustain continuous or prolonged paced 
movement of the arms, hands or fingers required to perform 
the job over an eight hour day 

 is unable to sustain continuous or prolonged standing or 
sitting required to perform the job over an eight hour day 

 requires work in a controlled or specific working environment 

 is unable to tolerate common psychological stresses found in 
work 
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 requires assistive technology, modifications or 
accommodations to the work schedule not typically made for 
other workers to meet essential strength, stamina and 
endurance requirements or to deal with environmental 
and/or psychological demands 

 is unable to tolerate changes in routine and/or job tasks 

 is unable to work at an acceptable pace 

 has experienced job retention problems and/or a pattern of 
short-term jobs 
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OVRS Order of Selection Purchase of Service 
Guidelines 

 
In an Order of Selection, counselors are only authorized to 
purchase those accommodations, support services and 
diagnostic and evaluation services required to assess 
individuals not already receiving services in plan status for 
eligibility and priority for services.  No additional diagnostic, 
assessment, evaluation services or related accommodations and 
support services may be purchased for individuals on the waitlist 
unless new medical documentation or information is received that 
warrants a reassessment of eligibility and priority level.   
 
No plan development services or services needed to eliminate or 
reduce the impediment to employment (such as Assistive 
Technology assessments, home modification assessments, driver 
evaluations, vehicle modification assessments, trial college 
semesters, vocational evaluations, PASS assessments, etc.) may be 
purchased until an individual is taken off the waitlist and plan 
development is authorized in accordance with the procedures set 
forth in this manual. 
 
Similarly, ―no cost‖ services (such as job placement, certification for 
deferment for student loans, rehab engineering) may NOT be 
provided to individuals on the waitlist.  These are services that would 
otherwise be provided in the development of an employment plan and 
therefore are not authorized prior to an individual being taken off the 
waitlist. 
 
Maintenance services (Assistive Technology devices, hearing aids, 
eyeglasses, wheelchairs, prescription co-pays) cannot be provided to 
individuals on the waitlist.   
 
Reasonable accommodations for individuals completing 
assessment for eligibility and for those on the waitlist receiving I & R 
services must be provided.  When determining whether an 
accommodation is reasonable, consider what alternatives and 
comparable services and benefits may be available to assist the 
individual in participating in the assessment process or to effectively 
receive the information and referral services we can offer.   
 
Consider the difference between what services may be provided to 
assist an individual in achieving an employment outcome (services 
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that are provided to individuals in plan status) versus what is needed 
to determine eligibility and priority for services (the assessment 
services that we must provide to all individuals seeking our services).  
Under Order of Selection, we are required to reserve our 
resources to provide substantial vocational rehabilitation 
services only to individuals in plan status and to conduct basic 
eligibility screening and I & R activities for individuals seeking 
our services and on the waitlist. 
 
Example:  A hard of hearing individual seeks VR services.  The 
hearing impairment constitutes a substantial impediment to 
employment.  A hearing aid would enable the individual to hear and 
would remove this impediment to employment.  The provision of the 
hearing aid would be a service provided to this individual in plan 
status.  The hearing aid would not be provided as part of the 
assessment process or in order to provide appropriate I & R services 
to that individual once he or she was on the waitlist.  In order to 
accommodate the hearing impaired individual during the assessment 
process and during delivery of I & R services, consider what 
alternative modes of communication can reasonably accommodate 
the individual‟s communication needs. 
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Sample I & R Case Notes 
 
1. 
Met w/[name] regarding interest in pursuing keyboarding training.  
Only resource I could find was local community college.  Reviewed 
class schedule at [local community college] and printed out for [name] 
to take home.  Provided names and numbers for admissions, 
financial aid, and student disability resource center in referral letter 
(copy in file).  Faxed copy of letter to student disability resource 
center and called to alert of potential contact with prospective student 
as [name] will need sign language interpreter.   
 
2. 
Met w/[name] regarding interest in acquiring administrative skills for 
administrative assistant job.  Reviewed typical skills required for 
administrative assistants (answering phones, typing, filing, etc.).  
Searched online for local resources and identified certificate program 
at local community college [name].  Printed information regarding 
admissions, financial aid, services to students with disabilities and 
class schedule for upcoming semester.  [Name] would like to think 
about whether to pursue certificate program or just take a class or 
two and will follow up when he has decided what to do so he declined 
specific contact information at the college for now.  He does not 
anticipate requiring accommodations for his classes other than the 
classes being wheelchair accessible, but I explained he can discuss 
his potential needs further with the college if he decides to pursue 
classes. 
 


