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BACKGROUND TO THE ORDER OF SELECTION 
 
If a state vocational rehabilitation program does not have sufficient funding or 
staff to serve all potential clients, federal regulations require the state agency 
to invoke an Order of Selection. An Order of Selection requires that 
individuals seeking services from OVRS must be prioritized based on the 
severity of their disabilities and placed on a statewide waitlist. Individuals are 
removed from the waitlist as resources allow by date and priority level with 
individuals with the most significant disability removed from the waitlist first.  
 
The priority level is determined by the number of functional limitations an 
individual experiences; the numbers of services required to address those 
limitations as they relate to achieving an employment outcome; and the 
length of time required to deliver those services.  Under an Order of 
Selection, clients will only receive services if they were in plan status when 
the Order was invoked, or are eligible and  in a service priority currently being 
served. Individuals returning for post employment services are eligible for 
immediate services. 
 
While the Rehabilitation Act defines what must be considered in establishing 
priorities, it is the state’s responsibility to establish the number of priorities 
and their defining criteria. Before invoking an Order of Selection, a state must 
seek input from the SRC and amend its State Plan. The public must be 
offered the opportunity to review and provide input through a series of public 
hearings. 
 

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 Services’ (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 
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must ensure 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  
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.  
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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 FLOW CHART  
 

Orientation (group or individual) 
� Provide information about eligibility 
� Explain order of selection 
� 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. (per discussion with Branch Manager) 

� 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 
 

 

Application/Intake Appointment 
� Provide application 
� Participant makes an informed decision whether to submit 

application 
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Assessments 
This guideline will be used to define the difference between an assessment 
to determine eligibility versus an assessment for plan development. The 
Rehabilitation Act applicable definitions (361.5) indicate that there are two 
assessments that take place in the rehabilitation process: 

•  Assessment for determining eligibility  

• Assessment  to determine the scope and nature of vocational 
rehabilitation services 

I. Assessment for Eligibility Determination 

Assessment for eligibility determination should answer the following 
questions: 

a. Does the person have a documented medical condition? 

b. Does the person experience a serious functional limitation as a 
consequence of the medical condition that poses a barrier to 
employment? A serious functional limitation is indicated when the 
consumer cannot perform   due to disability work functions that the 
general working population can do at work. Determination of the 
functional limitation should be made with any accommodation the 
individual might currently utilize in place. For example, if a person 
requires adaptive equipment and it is in place, the associated 
functional limitation should not be considered. 

The intake interview is the first step in answering these questions. It 
will point you to the source of existing materials that will provide the 
information needed to make an eligibility decision and required 
documentation as well. It may well reveal areas such as disability 
issues other than those identified by the consumer.  

A review of existing medical and educational records and 
employment history information is the next step in answering these 
questions. Ideally these records will provide documentation of the 
reported medication condition(s) and information regarding 
functional limitations.   
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Information from key informants should also be considered. Parents, 
significant others, teachers, employers may be valuable sources of 
information regarding functional limitations as well as your own 
observations. 

Consultative exams may be needed to document a reported medical 
condition in the absence of medical records, or update information 
when only old records are available and there is reason to believe 
that there has been a change in an individual’s functional level. In 
scheduling consultative exams, there should be specific questions 
that are prompting the referral. In other words, what specific 
information do you need to determine if the individual is eligible for 
services. 

Particular attention should be paid to an individual’s employment 
history given that functional limitations must pose a barrier to past, 
current or anticipated employment. Frequently consumers provide 
only cursory information about past jobs and the associated job 
duties.  

 
II. Assessment to determine the scope and nature of  Rehabilitation 
Services 
 
This assessment may not be required for every consumer. An individual’s 
particular situation will drive whether or not further assessments are required, 
and their scope and nature. These are tools to help determine unique 
strengths, resources, priorities, concerns, abilities, capabilities or aptitudes, 
career exploration, vocational goal choice, and motivation or interest. 
Assessment for plan development occurs when the consumer is pulled from 
the waitlist.    
 

Example of Assessment for Plan Development: 

Assessment for plan development includes any assessment that focuses on 
determining:  

1. To the extent additional data are necessary to make a determination of 
the employment outcomes and the nature and scope of vocational 
rehabilitation services to be included in the indiv idualized plan for 
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employment of an eligible individua l, a comprehensive assessment 
to determine the unique strengths, resources, priorities, concerns, 
abilities, capabilities, interests, and informed choice, including the need 
for supported employment, of the eligible individual. This 
comprehensive assessment— 

A Is limited to information that is necessary to identify the 
rehabilitation needs of the individual and to develop the 
individualized plan of employment of the eligible individual; 

B. Uses as a primary source of information, to the maximum 
extent possible and appropriate and in accordance with 
confidentiality requirements: 

(a.)Existing information obtained for the purposes of 
determining the eligibility of the individual and assigning 
priority for an order of selection described in §361.36 for 
the individual; and 

(b.) Information that can be provided by the individual 
and, if appropriate, by the family of the individual; 

C. May include, to the degree needed to make such a 
determination, an assessment of the personality, interests, 
interpersonal skills, intelligence and related functional 
capacities, educational achievements, work experience, 
vocational aptitudes, personal and social adjustments, and 
employment opportunities of the individual and the medical, 
psychiatric, psychological, and other pertinent vocational, 
educational, cultural, social, recreational, and environmental 
factors that affect the employment and rehabilitation needs of 
the individual; and 

D. May include, to the degree needed, an appraisal of the 
patterns of work behavior of the individual and services 
needed for the individual to acquire occupational skills and to 
develop work attitudes, work habits, work tolerance, and social 
and behavior patterns necessary for successful job 
performance, including the use of work in real job situations to 
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assess and develop the capacities of the individual to perform 
adequately in a work environment; 

2. Referral, for the provision of rehabilitation technology services to the 
individual, to assess and develop the capacities of the individual to perform 
in a work environment; and 

3. An exploration of the individual's abilities, capabilities, and capacity to 
perform in work situations, which must be assessed periodically during trial 
work experiences, including experiences in which the individual is provided 
appropriate supports and training. 

 
III.   Client’s ability to benefit from services in  Order of Selection   
 
In most cases it is assumed that a consumer can benefit from Vocational 
Rehabilitation services. In the rare case, where a counselor analysis of the 
present data indicates that the consumer may not be able to benefit from 
services, a counselor will need to discuss with the Branch Manager what may 
be needed to make this determination.   

 
If the Vocational Rehabilitation Counselor determines that the individual does 
have a documented disability that creates a barrier to employment and needs 
OVRS assistance to obtain or maintain employment and there is sufficient 
evidence which suggests that because of the severity of the individual’s 
disability they cannot benefit from services then; 
  

(1) the counselor determines if the individual is eligible for services,  
 

(2) sets eligibility priority based on Order of Selection Desk Reference, 
 

(3) When services are available based on the Order of Selection criteria a 
Trial Work Experience or Extended Evaluation written plan will be 
developed and implemented. 
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Assessments for Eligibility Comprehensive Assessment for 

Plan 
These assessments should only be 
used if additional information is 
needed to determine eligibility. These 
assessments should be limited to 
medical and psychological evaluation 
reviews by qualified professionals to 
determine if impairment exists that 
result in a functional loss to 
employment.   

Assessment for plan development 
includes any assessment that 
focuses on unique strengths, 
resources, priorities, concerns, 
abilities, capabilities or aptitudes, 
career exploration, vocational goal 
choice, motivation or interest. 
 

Examples: Examples: 
General or Specific Medical Evaluation Interest tests 
Psychological Evaluation Career exploration  
Functional Capacity Evaluation Work experience to determine 

unique strengths, interest or aptitude 
Medical Consultants Self employment feasibility studies 
 Education evaluation or participation 

in one school term to determine 
interest, aptitude or strengths. 

 Any aptitude testing 
 Any motivational testing to include 

participation in job preparation.  
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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: 

 
1. Does the individual have a physical or mental im pairment?   

Document the consumer’s report of a disability with appropriate medical 
and/or psychological records. Individuals who receive SSI and/or SSDI are 
presumed eligible. In the absence of appropriate medical exams, 
consultative exams should be authorized. At the minimum the exam 
should result in a report that provides the following information:  
 

• Diagnosis 
• Functional limitations and expected duration 
• Prognosis 
• Recommended treatment and expected outcome 

 

Remember to keep the following in mind when collecting information: 
 

• That documentation of the disability is appropriate.  Consideration 
should be given to the age of those documents if a person reports 
certain medical or psychological disorders. Attention should also be 
given to the consistency of medical records particularly as it relates 
to the individual’s self report of functional limitations. Ensure that a 
medical professional, specialist or therapist provides the diagnosis.  
Ideally records will provide more than a medical diagnosis and will 
provide information regarding limitations, prognosis, need for 
treatment and expected outcomes. If not, a follow up with the source 
of the records may be need. 

 

2. Does the physical or mental impairment result in  a serious functional 
limitation that results in an impediment to employm ent?  
A serious functional limitation is indicated when the consumer, with current 
accommodations in place, cannot perform a work related function that can 
be performed by the general working population. 
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Questions to consider in determining whether a serious functional 
limitation exists include: 
 

• How will the substantial limitation preclude the client from returning to 
past or similar employment? 

• How will the substantial limitation limit the individual in using 
transferable skills to pursue employment without vocational 
rehabilitation services? 

• How will the substantial limitation likely lead to loss of current 
employment? 

• How will the substantial limitation preclude or limit the client from 
obtaining employment consistent with their abilities? 

• Is the nature of the disability such that while the individual has the 
ability and skills to do the work, that perceptions about the individual’s 
limitations create a barrier to employment? 

• Does the consumer have a mix of functional limitations that do not 
individually rise to the level to warrant being categorized as substantial, 
but when taken in total, result in a substantial functional limitation? 

 
The Rehabilitation Act establishes the following functional capacities that 
may be considered when determining an individual’s functional limitations: 
 

• Communication 
• Interpersonal skills 
• Mobility 
• Self-care 
• Self-direction 
• Work skills 
• Work tolerance
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3.  How does the analysis of the work history, transfer able skills and 

educational background when compared to the functio nal 
limitation effect the applicant’s capacity to retur n to past or similar 
employment?   

 
• Work History:   Does the applicants present functional limitation 

impacts their ability to perform past or similar work?     
Example to consider: Compare past jobs emotional, physical and 
cognitive requirements with present functional limitation.  You should 
also consider reason for job loss, job duration or ability to be rehired.  

 
• Transferable Skills:  Does an analysis of the client transferable skills 

indicate that the functional limitations effect their ability to obtain 
employment using these skills? 

 
• Educational Background:   Does an analysis of the client educational 

background indicate that the functional limitations effect their ability to 
obtain employment using these skills?  

 
4. In consideration of the disability, functional l imitations, work history, 

transferable skills and educational background, doe s the individual 
require services from OVRS  in order to prepare  for, secure, retain, 
or regain employment? 

 
• Does the individual need the service? 
• Does VR have a significant service to provide? 
• Is the service available elsewhere? 
• Can the individual obtain suitable employment without VR services? 

 
In answering these questions, it is important to remember that the services 
needed must be disability related and required to obtain an employment 
outcome. The service must be substantial and include: 
 

• Training (including Work Adjustment Training; OJT; Supported 
Employment; and Self-employment) 

• Specialized placement 
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• Job development 
• Mobility aids or equipment 
• Adaptive Equipment/Assistive Technology 
• Vehicle/worksite/modification 
• Physical or mental restoration 
• Long-term supported planning (in Supported Employment); and 

Substantial Counseling and Guidance 
 

Primary Service Definitions 
 

Training - Any and all formal training, OJTs, work adjustment, personal 
adjustment, tutoring, and training including supported employment  
 
Physical Restoration - Any medical prosthetic/orthotic treatment, therapy or 
service accomplished in extended evaluation or plan status.   
 
Mental Restoration - Therapeutic psychological, psychiatric or counseling 
intervention provided by a qualified person other than the Vocational 
Rehabilitation Counselor on a regular basis within the context of time-limited 
VR plan services. 
 
Home/Vehicle/Worksite Modifications - Structural, mechanical or other, 
adjustments or design changes, for the purpose of increasing usefulness, 
utility or access. 
 
Adaptive Equipment/Assistive Technology - The application of technologies, 
engineering methodologies, or scientific principles to meet the needs of 
individuals with disabilities. 
 
Specialized Placement - This category is intended to cover a wide range of 
specialized placement activity including instruction (i.e., classes or 
counseling in job seeking skills), intensive intervention by the VRC with 
employers for the purpose of placing an individual client on the job and job 
coaching or shadowing for the purpose of enhancing skill acquisition and job 
retention in both supported employment and traditional work environments.  
Counselor will want to utilize the “ABCD” Model, thus thinking through who 
and why someone might need job development.   
 



 

Office of Vocational Rehabilitation Services 

 

 
Eligibility 9/24/2009 Page 14 
 

 

Long-Term Support Planning - Planning, assessment resource identification, 
coordination and other services necessary to ensure the smooth transition 
from time-limited Supported Employment training to employment with 
appropriate long-term support. 
 
Substantial Counseling and Guidance - Counseling activity which is aimed at 
the resolution of specific problems which are substantial barriers to 
employment Problems, counseling strategies, approximate time frames for 
frequency and duration of counseling contacts should be a part of the plan as 
well as expected or desired outcomes of counseling activity.  Counselors will 
need to make sure they spell out what types of goals would be essential on 
the eligibility.  They will need to think through the specific goals and not just 
use this category loosely.   
 
Other Primary Services - Other major services which are necessary to reduce 
the impact of functional limitations on employability. Use of this category  
requires Branch Manager approval.  

 
Secondary Services 

 
Secondary services are those services needed to access primary services, 
but are not counted as a primary (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. 
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5. Is the service required over an extended period of time? 1 
 
The determination of whether an individual’s physical or mental impairment 
constitutes a substantial impediment to prior, current or future 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. 
 

 
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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OVRS Functional Limitation Guidelines 
 
General Definition  
 
Considering the consumer’s current accommodations i n 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 the general working population can do at work. 
 
Counselors are required to describe in detail which  functional capacity 
limitation has seriously limited an individual’s ab ility to work when 
determining eligibility. 
 
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 in detail which  functional capacity 
limitation has seriously limited an individual’s ab ility 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 
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• is unable to initiate or sustain conversation 
• is limited to single words or short phrases in conversation 
• has speech which is rambling or illogical 
• talks/interrupts excessively 
• is unable to follow written instructions or interpret written materials 

 
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 in detail manne r which functional 
capacity limitation has seriously limited an indivi dual’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 
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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. 
 
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 in detail which  functional capacity 
limitation has seriously limited an individual’s ab ility 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 
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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. 
 
Counselors are required to describe in detail which  functional capacity 
limitation has seriously limited an individual’s ab ility 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 

 
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 
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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 in detail which  functional capacity 
limitation has seriously limited an individual’s ab ility 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 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 
 
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 
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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 in detail which  functional capacity 
limitation has seriously limited an individual’s ab ility 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 
• 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 
 
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 
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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. 
Counselors are required to describe in detail which  functional capacity 
limitation has seriously limited an individual’s ab ility to work when 
determining eligibility. 
 
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 more 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 
• 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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Multi-axial Assessment 
Diagnostic Axes:   
1. Axis I .--Clinical syndromes; other conditions that may be a focus of clinical 
attention. 

• Disorders usually first diagnosed during infancy, childhood or 
adolescence (except mental retardation). 

• Delirium, dementia, amnestic and other cognitive disorders. 
• Mental disorders due to a general medical condition. 
• Substance-related disorders. 
• Schizophrenia and other psychotic disorders. 
• Mood disorders. 
• Anxiety disorders. 
• Somatoform disorders. 
• Factitious disorders. 
• Dissociative disorders. 
• Sexual and gender identity disorders. 
• Eating disorders. 
• Sleep disorders. 
• Impulse control disorders not elsewhere classified. 
• Adjustment disorders. 
• Other conditions that may be a focus of clinical attention (except 

borderline intellectual functioning). 
 
2. Axis II .--Personality disorders, mental retardation also may include 
personality traits, defense mechanisms). 

• Mental retardation. 
• Borderline intellectual functioning. 
• Paranoid personality disorder. 
• Schizoid personality disorder. 
• Schizotypal personality disorder. 
• Antisocial personality disorder. 
• Borderline personality disorder. 
• Histrionic personality disorder. 
• Narcissistic personality disorder. 
• Obsessive-compulsive personality disorder. 
• Personality disorder not otherwise specified. 
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3. Axis III .--General medical conditions (from ICD-9-CM). Specific numbers 
are listed in Appendix G of the DSM-IV. 

• None, Deferred 
• Infectious and parasitic diseases (001-139) 
• Neoplasms (140-239) 
• Endocrine, nutritional, and metabolic diseases and immunity disorders     

(240-279) 
• Diseases of the blood and blood-forming organs (280-289) 
• Diseases of the nervous and sense organs (320-389)  
• Diseases of the circulatory system (390-459)  
• Diseases of the respiratory system (460-519) 
• Diseases of the digestive system (520-579) 
• Diseases of the genitourinary system (580-629) 
• Complications of pregnancy, childbirth, and the puerperium (630-676) 
• Diseases of the skin and subcutaneous tissue (680-709) 
• Diseases of the musculoskeletal system and connective tissue (710-39) 
• Congenital anomalies (740-759) 
• Certain conditions originating in the perinatal period (760-779) 
• Symptoms, signs, and ill-defined conditions (760-779) 
• Injury and poisoning (800-999) 
• Other Domains for Assessment: 

 
4. Axis IV. --Psychosocial and environmental problems. 

• Problems with primary support group 
• Problems related to the social environment 
• Educational problems 
• Occupational problems 
• Housing problems 
• Economic problems 
• Problems with access to health care services 
• Problems related to interaction with the legal system/crime 
• Other psychosocial and environmental problems 

 
5. Axis V --Global Assessment of Functioning (GAF Scale) (1-100 scale). 

• 100--Superior functioning in a wide range of activities. 
• 90--Absent or minimal symptoms, good functioning in all areas. 
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• 80--If symptoms are present, they are transient and expectable    
reactions to psychosocial stressors; no more than slight impairment.  

• 70--Some mild symptoms or some difficulty in social, occupational, or   
school functioning; functioning pretty well. 

• 60--Moderate symptoms or moderate difficulty in above areas. 
• 50--Serious symptoms or serious impairment in above areas.  
• 40--Some impairment in reality testing or communication or major 

impairment in several areas.  
• 30--Inability to function in almost all areas, serious impairment. 
• 20--Some danger of hurting self or others or gross impairment. 
• 10--Persistent danger of severely hurting self or others or persistent 

inability to maintain minimal personal hygiene.  
• 0--Inadequate information. 
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Potential Functional Limitations 
 Associated with Drug and Alcohol Abuse 

 
Functional limitations to employment could include problems in: 
 
Behavior:  mood swings, attitude changes  
 
Communication:  withdrawal from others or alienation agreement with things, 
not really understood difficulty listening and remembering what has been said  
 
Personal care:  problems with personal appearance and hygiene insomnia or 
oversleeping  
 
Sensory functioning:  slowed reflexes, lack of stamina 
 
Learning ability:  loss of memory and /or decreased attention span behavior 
which does not seem in the client's best interest, lack of insight, difficulty in 
making changes, inability to meet deadlines or problems with time 
management, difficulty in maintaining appropriate interpersonal relationships, 
tendency to project blame a tendency to take risks or overlook important 
details, difficulty in dealing with problems realistically, decreased ambition, a 
series of short term jobs, problems with following through on agreed upon 
responsibilities 
 
Public acceptance:  stigma of being an abuser, Legal problems high 
potential for relapse 
 
Social interaction:  current association with active users, difficulty in 
establishing or sustaining positive personal relationships 
 
Emotions or personality:  depression, low self esteem, low frustration 
tolerance, impulsive, demanding, aggressive or manipulative periods of 
anxiety, rigidity, guilt suspiciousness, worry or denial  
 
Other considerations:  inadequate education, history of failure, or dropping 
out of school, loss of driver’s license 
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Substantial Impediments to Employment which May be 
Associated with a History of Substance Abuse  

 
1. Using will impair ability to perform appropriate work or training. (Be 

specific, many individuals abuse and still hold down jobs) 
 
2. Should avoid environments where substance is being used or easily 

available and is thereby limited in the scope of employment available. 
 
3. Avoidance is critical to maintain stability of another disability which would 

seriously threaten employment if not controlled. 
 
4. Prolonged periods of substance abuse accompanied by no work record or 

sporadic work record have caused lack of current skills and or references. 
 
5. Returning to using would cause changes in personality, emotional, social, 

and interpersonal dynamics which would be incompatible with the 
demands and social requirements of occupations otherwise available to 
the individual. 

 
6. Cosmetic/hygiene factors such as unkempt appearance, ruddy 

complexion, poor dentition, breath, etc are incompatible with many jobs 
where public contact is required. 

 
7. Periods where substance abuse will interfere with social support systems, 

and stable living situation necessary to succeed vocationally. 
 
8. Workers requiring regular transportation may be limited in their options if 

they are not in possession of a valid driver’s license. Poor driving records 
may cause rejection by employers, and limit the kinds of jobs available. 

 
9. Workers known to have a history of abuse may not be considered for jobs 

where there is potential for injury to the employee or others. 
 
10. Chronic absenteeism associated with periods of abuse create negative 

references which preclude stable employment. 
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Examples of Functional Limitations and Substantial Impediments to 

Employment often Imposed by Substance Abuse 
 
Mobility 

• Loss of driver’s license and/or inability to obtain insurance (due to 
disability), will limit the number and types of employment available. 

Self Direction 
• May have difficulty concentrating in the workplace, short attention span, 

will reacquire more than usual supervision at least initially, to be 
successfully employed. 

Self Care 
• May place self at risk due to poor decision making, reasoning, and 

judgment. May have difficulty managing money. Will require personal 
assistance and support on or off the job to assure success on the job at 
least initially. 

Work Skills 
• May require some additional .time to learn new tasks. Work speed and 

ability to recall task sequences may be impaired. Training time will 
need to be extended and/or specialized training provided if employment 
is to be successful. 

Interpersonal Skills  
• Work history includes recent negative references, multiple short term 

jobs or other evidence of work adjustment problems. May have 
problems interpreting and responding appropriately to the behavior 
and/or communication of others. Frequent conflict with supervisors 
and/or co-workers. Social isolation, rejection or withdrawal by co-
workers. Will require specialized training to reducing problems 
associated with job loss in order to be employed. 

Communication 
• Speech may be rambling, halting, weak or pressured; may be illogical, 

irrelevant or obscure. Successful employment will reacquire either 
specialized placement in an environment where communication skills 
are minimal or intensive intervention to change problematic areas. 
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Possible Vocational Functional Limitations For 
Post Transplant Workers 

(includes Effects of Chronic Immunosuppressant)  
                                      

• Populations known to be high risk as carriers of infectious diseases 
MR/DD 
Medical settings 
Recent immigrant 
Young children 

• Sunlight 
Skin cancer 
Eye sensitivity 

• Drastic temperature changes (plus temperatures over 90 degrees) 
affecting flow of blood stressing heart 

• Rapid change in physical levels (also stresses heart) 
• Fine motor activities (tremors) 
• Bowel/bladder limits 
• Standing without moving (circulation/aggravates gout for kidney 

transplants) 
• Lifting limits due to loss of bone/muscle mass from prednisone 
• Reaching/twisting 
• Exposure to childhood diseases (lose immunity) 
• Emotional stress due to mood changes 
• Insect bites and stings (esp. Spiders and bees) 
• Fungus--athlete's foot 
• Birds/cats 
• Feces 
• Reduced feeling--fingers/legs 
• Hearing loss? 
• Memory loss/attention deficits 
• Reduced concentration 
• Prolonged sitting 
• Susceptibility to bruises 
• Chemicals 
• Fatigue 
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Potential Functional Limitations by Disability 
Alcohol/Drug Abuse 

Actively using 
Memory loss 
Impaired judgment 
Difficulty making decisions 
Difficulty handling stress/criticism 
Problems concentrating 
Poor impulse control 
Poor motor coordination 
Inability to be consistent 
Dependent 
Anxiety 

Isolation 
Denial 
Inaccurate self appraisal 
Problems with dexterity 
Unrealistic in terms of aptitude 
skills and goals 
Poor work history 
Mental health issues 
Inability to relate things in a logical 
sequence 
Inability to follow a daily routine 

Allergies 
Outside work 
Wet, humid conditions 
Stamina 
Fatigue 

Pain 
Sleepiness 
Motor coordination 

Amputations 
Condition of the stump and 
prognosis 
History of vascular disease 

History of diabetes 
Prosthesis fit properly, what kind of 
condition is it in 

Proper training and usage of 
prosthesis 
Has knowledge of stump care, 
hygiene, cleanliness 
Affects on dominate extremity/need 
to learn how to use non-dominate 
Problems with operating a vehicle 

Loss of ability to grasp, finger, 
pinch, carry, lifts 
Loss of ability to balance, climb, 
stand, walk, carry, lifts heavy 
objects 
Difficulty working in extreme 
weather conditions 

 
Arthritis 

Specific joints that are affected 
Pain/stiffness 
Environment conditions that 
produce pain/stiffness 
Overall prognosis 

Fine hand movement, grasping, 
working over shoulders, tactile 
issues 
Bending, stooping, twisting, lifting, 
sitting, balancing, climbing, 
standing 
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Arthritis (continue) 
Abrupt extremes of 
weather/temperature conditions 
Strenuous activities without 
frequent rest periods 
Overuse of affect area 
Mobility restrictions 

Ability to drive 
Effects of medications 
Periods of exacerbation of 
symptoms 
Problems with activities of daily 
living 

 
Bipolar Disorder 

Delusions/Hallucinations 
Motoric immobility 
Excessive motor activity 
Extreme negativism 
Loss of pleasure 
Depressed mood 

Marked psychomotor retardation or 
agitation 
Excessive or inappropriate guilt 
Hypersomnia 
Leaden paralysis 
Long standing pattern of 
interpersonal rejection 

 
Cardiovascular Disorders 

Mobility (walking, running, climbing) 
Standing for long periods of time 
Lifting, pushing, pulling, reaching 
Stamina 
Endurance 

Temperature extremes 
Dizziness 
Tolerance to environmental 
changes (gases, fumes, air quality) 
Pain in any part of the body 

 
Cerebral Palsy 

Muscle/reflex control (hip, feet, 
wrists, elbows, fingers, facial) 
Difficulties with speech 
Difficulties with ambulation, 
coordination, sitting, balance, 
standing, dexterity 
Stamina, strength, fatigue problems 
Speed for completing tasks 
Performing activities of daily living 
Driving 

Hearing disorders 
Cognitive disorders, memory 
Social isolation 
Bowel or bladder incontinence 
Dental problems 
Degenerative joint disorders 
Scoliosis/Osteoporosis 
Seizures 
Learning disabilities 
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Major Depressive Disorder 
Tearfulness/irritability/brooding 
Obsessive rumination 
Anxiety/phobias/excessive worry 
over physical health 
Complaints of pain 

Difficulty concentrating/impaired 
memory/difficulty making decisions 
Loss of interest and pleasure 
Appetite is reduced 
Sleep disturbance 

Psychomotor changes, inability to sit still, pacing, rubbing skin 
Slow speech/decreased energy/ tiredness/fatigue 
Sense of worthlessness/impaired ability to think
 

Dysthymic Disorder 
Poor appetite or overeating 
Insomnia or hypersomnia 
Low energy or fatigue 
Low self esteem 

Poor concentration/difficulty making 
decisions 
Feelings of hopelessness 
Low interest/self criticism 

 
Diabetes Mellitus 

Physical stamina/endurance 
Standing, walking 
Motor coordination 
Heavy exertion 
Tactile discrimination/finger 
dexterity/handling/grasping/manual 
dexterity 
Tolerance to extreme temperatures 

Tolerance to long hours without 
food/rest 
Tolerance to occupations that pose 
unusual injury hazards (cuts, burns) 
Concentration 
Visual acuity 
Pain 

 
Hearing Impairments 

Discriminating sounds 
Understanding instructions 
Communicating with peers, 
receiving and sending information 
Speech clarity 
Balance/motor coordination 
Self-image 

Deficits in school achievements 
Problems in conceptualization 
Tendency to take things in very 
concrete ways 
Social Immaturity 
Isolation 
Mental health issues 
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HIV (AIDS) 
Cooperation 
Dependability 
Decision making 
Frequent changes 
Stamina 
Strength 
Temperature changes 

Depression 
Fear 
Isolation 
Side effects of medication 
Memory, short and long term 
Problems breathing 

Low Back Pain 
Sitting 
Standing 
Walking 
Bending, twisting, climbing, 
carrying 
Lifting 
Stamina 

Pain 
Activities of daily living 
Other limitations caused by side 
effects of medication 
Driving a vehicle for long periods 
Depression 

Developmentally Disabled/Mental Retardation 
Learning work skills 
Self- direction/dependent 
Communication/speech 
understandable 
Interpersonal skills 
Mobility 
Self-care 
Transportation 

Memory 
Motor coordination 
Unusual mannerisms 
Work tolerance 
Low productivity 
Difficulty with reading and writing 
Grooming 

Multiple Sclerosis 
Talking 
Writing 
Walking, climbing, balancing, 
stooping, kneeling, crouching, 
twisting 
Lifting 
Fingering 
Motor coordination, eye-hand-foot 
coordination 
Stamina 
Mental health issues 
Strength  

Standing, balance 
Working in extreme heat or cold 
conditions 
Working in wet, humid conditions 
Vehicle operation 
Difficulties with memory, 
concentration, judgment 
Dependability re: attending regular 
work schedule 
Problems with vision 
Speaking 
Reading
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     Personality Disorders 
It should be noted that the 
limitations listed below of general 
limitations and each personality 
disorder may have its own unique 
limitations 
Poor cooperation, tact, 
dependability 
Poor judgment 
Difficulty thinking and process 
logically 
Dependency on others 
Poor impulse control 

Distractibility 
Low tolerance to frustration, 
irritability 
Respect for people or property 
Proper dress/attire 
Difficulty adapting to change 
May displace behavior of 
suspiciousness, paranoia, 
delusions 
May anger easily 
Unrealistic, positive picture of self 
and capabilities 

 
Post-polio Syndrome 

Pain in muscles or joints 
Sleep problems 
Breathing difficulties 
Swallowing problems 
Fatigue 
Lifting, reaching, walking, climbing, 
balancing, fingering, motor 

coordination, eye-hand-foot 
coordination 
Self care including; eating, hygiene, 
dressing and grooming 
Stamina and strength 

 
Renal-Kidney Disease 

Endurance 
Stamina 
Concentration 
Lifting, climbing, heavy exertion 
Long hours without rest 
Difficulty sleeping 

Alertness 
Exposure to heat for prolonged 
periods 
Difficulty problem-solving/decision 
making 
Dialysis schedule interruptions 

 
Respiratory Disorders 

Walking 
Climbing 
Stamina and strength 
Tolerance to temperature 
changes/extremes 

Wet and humid conditions 
Fumes/dust/mold/gasses 
Pushing/pulling 
Lifting 
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Schizophrenic Disorders 
Interpersonal skills (cooperation), 
tact 
Difficulty with self-direction 
(dependability, decision making) 
Difficulty with managing 
change/lack flexibility 
Stamina 
Understanding instructions 
Poor reasoning 
Motor coordination 

Eye-hand-foot coordination 
Form perception 
Spatial perception 
Memory/concentration 
Problem solving 
Delusions/hallucinations 
Disorganized thinking/disorganized 
behavior/catatonic motor behavior 
Lack of insight 
Noncompliance with treatment 

 
Seizure Disorder 

Climbing, balancing 
Motor coordination 
Eye/hand coordination 
Wet humid conditions 
Noisy conditions 

Memory 
Attention span 
Speed on activities 
Driving limitations 

Specific Learning Disabilities 
Ability to organize work 
Time management problems 
Conceptualization problems 
Decision making problems 
Maturity 
Reading, writing, spelling 
Math calculations 
Auditory/Visual memory 
Form and spatial perception 
Concentration 
Attention to task 

Visual motor problems 
Abstract thinking 
Following instructions 
Self-image 
Interpersonnel relations 
Impulse control 
Unclear/vague communication style 
Inability to focus on details 
Sequencing problems 
Relational distortions 

Stroke 
Stamina 
Strength 
Mobility 
Mood and/or behavior changes 
Attention, concentration, memory 
Decision making 
Impulse control 

Complex skills 
Motor control 
Speed 
Behavior 
Social skills 
Personality changes 
Communication skills 
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Traumatic Brain Injury 
Personality and behavioral changes: 

Depression 
Social skills problems 
Mood Swings 
Problems with emotional control 
Inappropriate behavior 
Inability to inhibit remarks 
Lack of response to social cues 

Problems with initiation 
Reduced self esteem 
Difficulty relating to others 
Difficulty maintaining relationships 
Difficulty forming new relationships 
Stress, anxiety and frustration 

Thinking Changes: 
Memory 
Decision making 
Planning 
Sequencing 
Judgment 

Processing speed 
Problem solving 
differences 
Persistence 
Organization 

Self-perception 
Perception 
Inflexibility 
Thinking 
 

Physical Changes: 
Motor coordination 
Hearing and visual 
changes 
Spasticity and 
tremors 

Fatigue and/or 
weakness 
Taste and smell 
 
 

Balance 
Mobility 
Speech 
Seizures 

Visual Impairments 
Reading, writing 
Walking 
Space perception, depth 
perception, color discrimination 

Night vision 
Restricted driving 
Progressive 

Fibromyalgia
Sleep disturbance 
Memory and concentration 
impairments 
Low self-assessment of functional 
capacity 
Chronic fatigue 
Irritable bowel syndrome 
Limited repetitive motor task 
capacity 
Reduced efficiency (tasks longer to 
accomplish tasks) 

General weakness 
Fear of poor performance 
Work schedule limitations 
(example: most alert between 10 
am and 2 pm) 
Limited prolonged sitting and 
standing  
Work place stressors (cold, noise, 
rigid expectations)
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Meaning & Interpretation of Wechsler Intelligence S cale 
Subtest 

VERBAL 
1. Information measures associative thinking and general fund of 

knowledge. 
2. Comprehension measures practical reasoning and awareness of social 

norms. 
3. Arithmetic measures numerical reasoning and application of basic 

arithmetic skills in verbal problem solving. 
4. Similarities measures abstract and concrete reasoning abilities and 

discrimination between essential and superficial similarities. 
5. Vocabulary measures understanding of words and fund of verbal     

information. 
6. Digit Span measures ability to recall auditory information in proper 

sequence and detail. This test also demands the ability to hold    
attention and the ability to synthesize and organize in a structured     
situation. 

 
PERFORMANCE 
1. Picture Completion measures ability to visualize essential from non-

essential detail and appraisal of relationships. 
2. Picture Arrangement measures ability to visualize a total situation and 

comprehend social relationships in proper sequences. 
3. Block Design measures ability to perceive, analyze, synthesize, and     

reproduce designs; visual-motor coordination; and nonverbal concept     
formation. 

4. Object Assembly measures visual-motor coordination; perseverance;     
and the ability to recognize patterns and synthesize parts into    
meaningful wholes. 

5. Digit Symbol measures psycho-motor speed: Flexibility in new    
learning situation; and accuracy in associative learning. 

6. Coding Measures flexibility in new learning situations, ability to learn 
visual-motor skills from repetitive experiences, ability to absorb new 
material in an associative context, and general overall psycho-motor 
ability. It also measures visual motor dexterity, pencil manipulation, 
speed and accuracy. 
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Eligibility Decision Worksheet 
 
Impairments  
(Diagnosis) 

We serve 
everyone with 
the exception 
of blindness. 

Functional 
Limitations 

Are they substantial: 
permanent: amenable 

to treatment? 

Substantial 
Impediment 

to 
Employment 

Requires VR Services   
How do limitations 

prevent, or make very 
difficult, preparing for, 

obtain or retaining 
employment? 
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ORCA5 Eligibility Screen 
 
Name: ___________________________      SSN: ____________________ 
 
1.  List disabilities as documented by qualified pe rsonnel in 
medical/psychological records. 
 

Order Code Impairment Impairment due to Updated 
1.     
2.     
3.     
4.     
     
     
                             
2.  Select disability-related functional limitation s as documented by 
qualified medical, psychological, or other qualifie d professional 
personnel. 
 
� COMMUNICATION 
� INTERPERSONAL 
� MOBILITY 
� SELF CARE 
� SELF DIRECTION 
� WORK SKILLS 
� WORK TOLERANCE 
 
Describe in detail how each  of the above functional limitations results in 
substantial impediments to employment for this appl icant. 
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3. In consideration of work history, transferable skills and educational 
background, discuss how this applicant can or cannot  return to their past or 
similar employment. 
 
A. Work History:  
 
 
 
 
 
 
 
 
 
 
 
B. Transferable Skills:  
 
 
 
 
 
 
 
 
 
 
 
C. Educational Background:  
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4.  Considering the above information, it has been determined by the 
assigned vocational rehabilitation counselor that the applicant requires the 
following vocational rehabilitation services to overcome the disability-related 
impediments listed in number 2 to prepare for, secure, retain, or regain 
employment consistent with the applicant's unique strengths, resources, 
priorities, concerns, abilities, capabilities, interests, and informed choice. 
 
� TRAINING 
� PHYSICAL RESTORATION 
� MENTAL RESTORATION 
� ADAPTIVE EQUIPMENT/ASSISTIVE TECHNOLOGHY 
� SPECIALIZED PLACEMENT 
� JOB DEVELOPMENT 
� VEHICLE/WORKSITE/MODIFICATION 
� LONG-TERM SUPPORT PLANNING 
� SUBSTANTIAL COUNSELING AND GUIDANCE 
� OTHER PRIMARY SERVICES (USE OF THIS CATEGORY REQUIRES 
 BRANCH MANAGER APPROVAL ) 
 
Describe in detail how  each of these required services will assist the 
applicant to overcome the impediments to employment listed in number 2. 
 
 
 
 
 
 
 
 
5.  It is determined by the assigned vocational rehabilitation counselor that 
services listed in number 4 will be required over an extended period of time. 
 
�  Yes   �   No 
 
 
Eligibility Date: _______________________ 
 
Disability Priority: ____  
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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: 
 

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. 
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Information and Referral Case Note (Sample) 
Name 
 

 

Author� 
 

Category � 
 

Note � 
 
Met client 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I & R Referral 
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Information and Referral Case Note (Sample)  
Name 
 

 

Author� 
 

Category � 
 

Note � 
 
Met with client 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.  Client 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. 

 
   
 

I & R Referral 
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Purchase of Service Guidelines 
 
In an Order of Selection, counselors are only autho rized to purchase 
those accommodations, support services and diagnost ic and evaluation 
services required to assess individuals not already  receiving services in 
plan status for eligibility and priority for servic es.  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, medical and prescription co-pays) cannot be 
provided to individuals on the waitlist.  (See State of Oregon Prescriptions 
Program) 
 
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.   
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Consider the difference between what services may be provided to assist an 
individual in achieving an employment outcome (services 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 substa ntial vocational 
rehabilitation services only  to individuals in plan status and to conduct 
basic eligibility screening and I & R activities fo r 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, ie, 
Audient and Lions. 
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References 
 

WHAT YOU SHOULD KNOW ABOUT ORDER OF SELECTION 
 
Q. Why is this important?  
 
A. This policy makes a big difference in deciding who get services from 
Vocational Rehabilitation and who doesn't.  
 
Q. What is it?  
 
A. Order of Selection is a federal regulation that requires that Vocational 
Rehabilitation agencies prioritize clients when they do not have enough staff 
or money to serve all people who are eligible for services.  
 
Q. Who gets priority?  
 
A. Under the regulation, those in the highest severity categories of disability 
must be served first.  
 
Q. How do I know if my disability is severe enough to get services?  
 
A. Talk to a Vocational Rehabilitation Counselor and discuss your disability, 
how it affects your ability to do work and the kinds of services you may need 
to help you get to work.  
 
Q. How long does this process take?  
 
A. Generally, the process will take less than 60 days. 
 
Q. If I am not in a high enough priority to be served, how long will I have to 
wait for services?  
 
A. Unfortunately, you will not be able to be served as long as the current 
priority is in force. We suggest that you check with VR by phone every 60-90 
days. A VR Counselor may be able to suggest other resources that could 
assist you.  
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Q. What if I do not understand or do not agree with my counselor's decision 
regarding the severity of my disability?  
 
A. If you do not understand, you should simply ask for more explanation from 
your counselor or his/her supervisor.  If you understand but do not agree, you 
may request an informal review of the decision by the branch manager. You 
may also request mediation or an impartial fair hearing.   You may also wish 
to call the Oregon Client Assistance Program (CAP) of the Oregon Advocacy 
Center at 1-800-452-1694 (voice) or 1-800-556-5351 (TTY). 
 
Q. How long will this Order of Selection last?  
 
A. We do not know this for sure. We wish we were not limited in this way and 
apologize to those affected by this policy.  
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SERVICE DELIVERY PROCEDURES/CASE WORK PRACTICES 
 
A. Invoking the Order of Selection  

When the agency administrator has invoked an Order of Selection 
(OOS) to prioritize the provision of services to eligible individuals, each 
individual found eligible for vocational rehabilitation services will be 
classified by placement into one of four priority categories. The priority 
classification shall be determined by the severity of the individual's 
disability and number of services required and anticipated duration of 
services.  

 
B. Screening for Eligibility and Severity  

On implementation of an Order of Selection, the agency shall continue 
to accept referrals of and take applications from individuals with 
disabilities. All applicants for Rehabilitation Services will be determined 
eligible or ineligible for services on a timely basis. The timeliness of 
evaluation services will be evaluated according to published caseload 
movement standards:  
 
1. Orientation  

a. During orientation, in addition to the discussion of the basic 
elements of eligibility for services, the concept of Order of 
Selection should be introduced as a major factor that will 
influence the availability of service.  

 
b. Some individuals may determine, on the basis of information 

given in orientation, that they are not likely to be eligible and/or 
not likely to be an individual in a disability category that will 
receive services.   Individuals may choose to self-select out at 
this point. However, staff should not screen out individuals in a 
group setting, or suggest or recommend that an applicant not 
proceed on with the application process on the basis of Order 
of Selection.  

 
c. Counselors should stress to those attending orientation 

sessions that the determination of eligibility and the priority 
classification is a highly individualized process and that they 
should discuss these issues in depth with a counselor.  
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C. Application  

1. During a referral's first individual appointment with a counselor, the 
prospective applicant must confirm their interest in making a formal 
application.  If a client is uncertain, the counselor should provide 
information to make this decision an informed choice.   This 
information may include non-binding tentative information about 
probable eligibility, probable service priority, and the likelihood of a 
service priority category receiving services – if the counselor has 
sufficient information to make an estimate.    The client has the 
right to self-select out of the process.  It is not necessary to take an 
application if a client decides not to proceed.  However, the 
counselor should not suggest or encourage a client not to apply 
because of the Order of Selection. 

 
2. The counselor should take an application if the individual wishes to 

proceed with the application process.    These individuals will be 
evaluated for eligibility and priority status. 

 
D. Presumed Eligibility and Order of Selection 

1. Once a counselor verifies that an applicant is currently receiving 
SSI and SSDI, the counselor proceeds with the eligibility 
determination.   If the counselor does not have enough medical 
documentation to determine a higher priority, the counselor 
should initially identify the client as Priority 3 – Significantly 
Disabled (the federal minimum for SSI and SSDI clients).   Once 
the counselor receives the same medical and assessment 
information about the client, the counselor should update (re-do) 
the eligibility determination and reconsider whether the client 
should be classified as Priority 1, 2, and 3. 

2. Occasionally, Priority 3 clients may be placed in Delayed Status 
(the waitlist) at Eligibility.   Nevertheless, the counselor should still 
proceed as described in D1 immediately above. 

3. It is possible that some clients who are presumed eligible will 
remain on the waitlist even after a final, updated eligibility 
determination if their priority category does not exceed the cut-off 
in place. 
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E. Evaluation  
1. Once in application status, the counselor must document both 

disability priority and eligibility/ineligibility. These are separate 
determinations.  

 
2. Order of Selection has no impact on the availability of diagnostic 

services prior to the determination of eligibility. Services 
necessary to establish eligibility will be provided in a timely 
manner to all applicants to the extent necessary to determine 
eligibility and severity.  As part of the eligibility determination, 
individuals will be assigned a service priority.  

 
3. If client is found through hard documentation to be eligible but not 

sufficiently severely disabled to be served, the client will be 
moved to Delayed Status on ORCA.  

 
4. If the applicant is found ineligible, the file should be closed.  

 
5. Clients have the right to have their files closed instead of 

remaining in delayed status but OVRS employees should not 
recommend closure to any client that needs services for 
employment. 

 
F. Classification  

1. Individuals in plan status prior to the date on which an Order of 
Selection is implemented shall in no way be affected by the 
implementation of an Order of Selection for services.  

 
2.    Individuals who qualify for post-employment services should be 

placed in that status regardless of their disability priority and 
regardless of the Order of Selection.  However, this client needs 
services more extensive than post-employment services; the 
counselor must go through the eligibility determination and priority 
category analysis. 

 
3.   The counselor must determine each eligible individual's OOS 

priority category classification as part of the eligibility 
determination and prior to developing the Individualized Plan for 
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Employment (IPE).  For clients determined eligible, the counselor 
must obtain sufficient data to establish the individuals priority for 
receiving services. 

 
5. An individual whose priority category is closed at the time of 

eligibility determination shall be placed in Delayed (Waitlist) 
Status on ORCA.   The counselor should not proceed with the IPE 
preparation until the client is removed from Delayed Status.   
While a counselor may meet with a client in this situation to 
provide counseling and referral for job placement, this activity 
should generally occur at the time of the eligibility determination 
and should be documented by case note.  It should not occur in 
the context of an IPE. 

 
6. Written notification from Central Administration shall be provided 

to field staff concerning the priority categories that are open and 
closed at any given time.  

 
7. If a counselor receives documentation that an individual's 

disability is more severe and that the original priority classification 
is no longer be accurate, the individual's priority classification shall 
be changed accordingly.  

 
8. The case file must contain documentation and narrative supports 

the priority category.  
 
9. The priority classification must be consistent with medical and 

other data contained in the file. Each eligible individual shall be 
classified in the highest priority category for which he or she is 
qualified.  
 

10. If an individual on delayed status requests that OVRS obtain 
additional diagnostic data, such as medical evaluations and 
functional loss assessments, for the purpose of raising the priority 
category, the counselor may do only if the counselor enters a 
case note explaining why the counselor believes that the 
additional information is likely to result in the clients removal from 
the wait list. 
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11. If an individual is in plan status, the counselor should not 

reclassify the individual to a lower priority, even if the number of 
severity of functional limitations decreases.     If an individual is 
still in eligibility status, consult with your Branch Manager before 
taking any action to lower a priority classification. 

 
G. Notification  

1. Each client determined eligible shall be sent a written notification 
that includes their priority classification and what this classification 
means concerning the availability of services. Sample letters will 
be on ORCA.  Written notification shall be provided whenever an 
individual's priority classification changes.  

 
2. When an individual has requested a review of his/her 

circumstances pursuant to a reclassification into a higher category 
but a reassessment does not result in a change to the priority 
classification, written notification of the outcome must be provided 
as soon as the reassessment has been completed.  

 
3. Written notifications must identify the accurate priority 

classification and provide appropriate information governing the 
availability of services and the individual's deferral status. 

 
4. If the client’s priority classification is not open, the written 

notification must also include the full statement of the clients 
dispute resolution rights.  In addition, the written notification shall 
include a referral for counseling and job placement to other 
appropriate federal and state programs, including the local 
employment One Stop.   The written notification should include 
additional referral information as merited by available local 
resources and the needs of the individual. 

 
5. Each client remaining on the waitlist will receive a notification by 

mail every 90 days.  This notification will ask clients to contact 
OVRS if they no longer wish to remain on the waitlist.    



 

Office of Vocational Rehabilitation Services 

 

 
Eligibility 9/24/2009 Page 54 
  

 

H. Post Employment Service  

1. A participant can be opened in this status only if the file has been 
closed as rehabilitated or PES within the past three years. 

Post Employment services are to be used when services needed 
are limited and are likely to result in retaining or regaining 
employment.  Post employment should be utilized when services 
are not likely to take more than a brief time to meet the objective.  

Post employment services need to be associated with the 
applicant’s impediment(s) to employment documented in the 
eligibility determination in the prior IPE that was closed as 
successfully rehabilitated.  Examples of services would include a 
single medical restoration service, work clothing, and short-term 
emergency transportation expenses. 

A counselor should consider taking a new application and 
redetermining eligibility for a new case if: 

• Significant service(s) or services that do not address the 
individual’s original disability/functional limitations are 
needed to ensure the client retains or regains their job, or 

• The time needed to assist the client in obtaining or 
maintaining employment is expected to be more than 90 
days, or  

• A new vocational goal is being pursued 

 
 
 


