STATE OF WISCONSIN
\ACINS DWD Vocational Rehabilitation

Department of Workforce Development

Waiting List Activation Procedures / Instructions to
Contact Consumers for IPE Development

(Updated December of 2014 - Effective January 1, 2015)

Purpose:

To provide staff with instructions on how to activate consumers from the waiting list and to
contact consumers to begin IPE development.

Rationale:

To ensure that consumers who are activated off the waiting list are notified as soon as possible.
The IPE is to be developed within 90 days, unless an extension is necessary, agreed to, and
approved.

Process:

A letter is to be sent to all consumers on the list. WDA Directors are responsible to ensure that a
standard letter is sent out for their respective WDAs. Make sure the letter has the specific
contact information, dates, and is on the appropriate WDA letterhead. Include the WDA or office
toll free 800 number if there is one.

Please provide the letter in alternative formats (large print, Spanish, Hmong, Braille, tape, etc.)
as necessary to meet the needs of individual consumers. Below is a link to an unprotected
version of DVR-14162-E if WDAs choose to use this wording:

IPE Contact/Off Waiting List Letter (Unprotected Body of Letter Only)

In order to assure that the 90 day clock for IPE development starts, complete moving these
consumers from a "Closed" OOS status to an "Open” OOS status:

Select "Draft OOS Worksheet" in the OOS case specific/bottom menu bar in IRIS:
To activate those consumers placed on the OOS Waiting List after October 1, 2012:
e Add a Comment
e Change OOS from Closed to Open
o "Save as Active OOS"
For those consumers placed on the OOS Waiting List prior to October 1, 2012, the page
will be read-only; there will be two buttons (“Activate” and “Reevaluate”) at the bottom of

the page:

Page 1 of 3


http://dwdworkweb/dvr/forms/default.htm

o Click the “Activate” button
e« Add a Comment
o Click "Save as Active O0S" (as OOS will be defaulted to Open already)

Instructions

Contact these consumers and send them a notification letter as soon as possible and
develop IPEs within 90 days from the date of activation. Use multiple methods, including
the consumer's preferred mode of contact, to expedite contact with the consumer. You
may include documents that help the consumer identify a job goal or services in
preparation for the IPE development process. The contact must be documented in the
IRIS case notes, and the letter to the consumer attached in the file. If the consumer does
not contact you within a reasonable time, send a letter informing the consumer that DVR
plans to close the case file and offer the consumer an opportunity to discuss the case
before closure. Any DVR WDA staff can make the contacts. Please make sure that all
DVR policy requirements for case closure are followed and documented.

It is important that IPEs be developed as soon as possible. Please contact your WDA
Director/Supervisor if you need guidance or ideas on how to develop appropriate IPEs in
less than 90 days. By policy, if there is contact with the consumer, you have 90 days
from the date of activation, to meet, develop and have a signed IPE in IRIS. See below
for extension procedures.

Important Notes

OOS Category 1 and 2 consumers are to be activated immediately following DVR
eligibility and OOS Category determination. Category 1 and 2 consumers are not to be
placed on the OOS Waiting List.

It is important to remind you that all OOS Categories remain closed; we are just activating
Category 1 and 2 consumers as they become eligible.

DVR will activate consumers from the Waiting List as appropriate. This rate of activation
makes it important to develop appropriate plans as quickly as possible in order to avoid a
backlog of consumers awaiting IPEs.

The number of consumers activated will depend on the number of cases with IPEs in the
statewide caseload and the fiscal and staff resources available. Specific instructions will
be provided for each activation.

No IPEs or IPE development activities are to be initiated for consumers on the OOS
Waiting List, outside of the instructions provided in this email, except for consumers
identified in a previous contact list for IPE development or when specific authorization to
do so has been provided by the BCS Director, the DVR Deputy Administrator, or the DVR
Administrator.

All consumers in OOS Category 3 are to be placed on the DVR OOS Waiting List (Status
04) immediately upon completion of the eligibility for DVR services and OOS category
determinations.

WDA Directors need to continue to ensure that vocational evaluation and assessment
prior to IPE development is provided when there is clear documentation that a
comprehensive assessment is needed and that the information needed cannot be
obtained by the delivery of IPE services and/or the appropriate monitoring or review of
progress measures.
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« All DVR staff must continue to implement effective and efficient procedures to ensure that
consumers are contacted quickly. DVR must continue to develop and implement
appropriate office procedures and methods to facilitate and ensure consumers can
contact DVR quickly and effectively.

e If an IPE cannot be developed within 90 days due to reasons beyond the control of DVR
and the consumer, discuss the case with the DVR WDA Director to decide the best
course of action. The DVR WDA Directors have delegated authority to approve or not to
approve a request for an extension of the time needed to develop an IPE.

« All actions and activities regarding these consumers are to be appropriately recorded in
the IRIS casefile.

DVR WDA DIRECTORS AND VR SUPERVISORS ARE DIRECTED TO
LEAD WDA TEAM ACTIVITIES TO ENSURE

o Compliance with these instructions.

« WDA processes are developed and implemented to review each IRIS case on the list to
determine who needs alternative modes of contact (Braille, taped, Spanish, Hmong,
email, etc.) and to acquire the materials in an alternative format so they can be sent in a
timely fashion.

e Regularly monitor staff caseloads to make sure OOS Category 3 cases are placed on the
OOS waiting list immediately following eligibility and OOS category determinations. Take
action, when appropriate, to ensure staff compliance with these instructions.

o Make changes, as necessary, to staff and caseload assignments and/or office
procedures to ensure that the workload created by this activity is distributed equitably.
This is necessary to ensure that consumers are contacted quickly, and that IPEs are
developed as quickly as possible.

o Cases on the Waiting List are NOT to be assigned to WDA Directors and
VR Supervisors. They are to be assigned to the appropriate counselor or case
coordinator based upon the caseload assignment method used by the WDA.

e Cases in vacant caseloads must be immediately assigned to a counselor or case
coordinator to provide these consumers the opportunity to develop an IPE within the
90 days required by policy.
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