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Policy Title: General Provisions for All Vocational Rehabilitation Services

I.

DESCRIPTION: provides overall provisions for nature and scope of vocational rehabilitation services the bureau
provides.

II.

DEFINITIONS:
Employment outcome: Entering or retaining full-time or, if appropriate, part-time competitive employment in
the integrated labor market (including satisfying the vocational outcome of supported employment) or satisfying
any other appropriate vocational outcome.
Reasonable Accommodation: a modification or adjustment to a job, the work environment, or the way
things are usually done during the hiring process. These modifications enable an individual with a disability
to have an equal opportunity not only to get a job, but successfully perform their job tasks to the same
extent as people without disabilities. The ADA requires reasonable accommodations as they relate to three
aspects of employment: 1) ensuring equal opportunity in the application process; 2) enabling a qualified
individual with a disability to perform the essential functions of a job; and 3) making it possible for an
employee with a disability to enjoy equal benefits and privileges of employment.

Undue hardship: An action requiring significant difficulty or expense when considered in light of a number of
factors. These factors include the nature and cost of the accommodation in relation to the size, resources,
nature, and structure of the employer's operation.
Individual with a disability in this policy includes representative as appropriate
III.

POLICY:
A. Vocational Rehabilitation (VR) services are provided to assist eligible individuals with a disability prepare for,
secure, retain, regain or advance in an employment outcome.
B. Services are individualized and provided as appropriate to the needs of the individual and the projected
employment outcome goal.
C. All services shall be developed and carried out in a manner consistent with respect for individual dignity,
personal responsibility, self-determination, and pursuit of meaningful careers, based on inclusion,
integration, and informed choice, with the full participation of the individual with a disability.
D. The bureau provides VR services:
1. To assist potentially eligible students with disabilities with career exploration and job readiness services
that assist in preparation for future employment.;
2. To determine whether an applicant is eligible for VR services;
3. To determine the nature and scope of VR services needed by the participant to achieve an employment
outcome,

4. In accordance with a Trial Work Experiences Plan (TWP),
5. In accordance with an approved Individualized Plan for Employment (IPE), or
6. In accordance with a Post-Employment Services (PES) Plan
E. VR services must be equally accessible across the state.
1. When this is not the case, a statewide waiver is required to be indicated in state plan.
2. Equal accessibility of resources does not imply that all resources must look alike or have the same title
or that all services are equally available everywhere in the State.
F. Participants must put forward good faith effort to engage in VR process, maintaining contact with VR,
actively participating in their approved VR services, and making consistent progress towards achieving an
employment outcome in order to continue to receive services.
G. Involvement in the VR program does not entitle an applicant or participant to any specific services. Policies
regulate the specific type or amount of goods and services that are available, and under which
circumstances they are available to an individual participating in VR services.
H. Scope of Services: Vocational rehabilitation services are that are necessary to assist an individual with a
disability in preparing for, securing, retaining or regaining an employment outcome consistent with the
strengths, resources, priorities, concerns, abilities, capabilities, interests and informed choice of the
individual, including:
1. Pre-employment transition services to students with disabilities, including students who are potentially
eligible for vr services
2. Services for individuals who have applied for or been determined eligible for vocational rehabilitation
services
a. Assessment, including
i. An assessment for determining eligibility and priority for services by qualified personnel
including, if appropriate, an assessment by personnel skilled in rehabilitation technology.
ii. An assessment for determining vocational rehabilitation needs.
b. Vocational counseling and guidance, including information and support services to assist an
individual in exercising informed choice.
c. Referral and other services necessary to help applicants and eligible individuals secure needed
services from other agencies and to advise those individuals about the Client Assistance Program.
d. Diagnosis and treatment of physical and mental impairments
e. Vocational and other training services, including personal and vocational adjustment services,
books, tools, and other training materials.
f. Interpreter services including sign language, Communication Access Real Time Translation (CART)
and oral interpreting for individuals who are deaf or hard of hearing and tactile interpreting services
for individuals who are deaf-blind provided by qualified personnel.
g. Reader services, rehabilitation teaching services, and orientation and mobility services for
individuals who are blind.
h. Job-related services, including job search and placement assistance, job retention services, followup services and follow-along services.
i. Self-employment services, including technical assistance and consultation services related to selfemployment, telecommuting and small business ownership.
j. Supported Employment services.
k. Post-employment services necessary to assist individuals to maintain, regain or advance in
employment.
l. Occupational licenses, tools, equipment, initial stocks and supplies.

m. Rehabilitation technology services, including architectural and vehicle modifications,
telecommunications, sensory and other technological aids and devices.
n. Transition services for students with disabilities, including pre-employment transition services
o. Customized employment
p. Other goods and services determined necessary for the individual with a disability to achieve an
employment outcome.
q. Support services – The following services may only be provided while an individual is receiving other
vocational rehabilitation services as specified in an Individualized Plan for Employment:
i. Maintenance for additional costs, over and above normal living expenses, incurred while
participating in rehabilitation.
ii. Transportation, including training in the use of public transportation vehicles and systems.
iii. Vocational rehabilitation services to family members of an applicant or eligible individual if
necessary to enable the applicant or eligible individual to achieve an employment outcome.
iv. On-the-job or other personal assistance services.
I.

The following types of services and supports are not considered VR services, and as such are not be provided
to applicants or participants participating in the VR program:
1. Reimbursement to individuals for debts and expenses they have incurred. This includes goods and
services that the individuals have ordered which have not been agreed to and which are not included on
an authorization or in the IPE;
2. Ongoing or long-term support of a self-employment business venture;
3. Basic living expenses (food, shelter, clothing, hygiene products) other than those expenses that exceed
than the individual’s normal expenses due to participation in an assessment for determining eligibility,
participation in IPE planning, or receipt of services under an IPE.
4. General living costs resulting from a loss of income due to participation in VR services or a selfemployment plan;
5. Services which are available from other agencies or organizations as comparable benefits (when use of
comparable benefits is required);
6. Reasonable accommodations that are the responsibility of the employer pursuant to the Americans with
Disabilities Act (ADA) unless the request for accommodation has been reviewed and denied with no
viable alternative
7. Services based on economic need for persons who do not meet economic need criteria;
8. Salaries or payment for employees in a self-employment plan;
9. Illegal, high-risk, hobby, or speculative ventures;
10. Co-signing or underwriting of loans, refinancing of any debt;
11. Multiple self-employment businesses;
12. Operating capital, franchise fees, and support for non-profit businesses (self-employment);
13. Fees, fines, tickets or legal costs of any nature (including driver’s licenses, ID cards, proof of legal ability
to work);
14. Vehicle payments, registration, or tags;
15. Businesses, goods, or services which are illegal by federal or state law or which may be sufficiently
controversial as to create community disapproval including any business or service that violates or is
contrary to generally accepted moral standards of the community or is of morally culpable quality, such
as any business or service that conveys products that appeal to a prurient interest in sex or nudity;
16. Specific goods and services such as purchase of
a. vehicles licensed to operate on public thoroughfares,
b. residences,
c. land, or
d. The purchase, construction or major modifications of a building;
17. Treatment services that are not medically and vocationally necessary to achieve the specific
employment outcome as identified in the most current approved IPE; and
18. Experimental, high risk or controversial treatment procedures.

J.

In the event that the bureau is restricted from purchasing and/or reimbursing for a good/service, the
Rehabilitation Counselor may assist the participant in finding other avenues to obtain the good/service
when it is considered necessary and appropriate to reach the employment objective and legal and ethical to
do so.
K. Services are provided in accordance with policy on: Participation in the Costs of Vocational Rehabilitation
Services, Comparable services and benefits, and Comparable Benefit and Exception to Bureau Policy.

IV.

REVISION TABLE:
Schedule for Review: This policy is required to be reviewed at least every 3 years.
Date of Review

V.

Results

Revision number

Revision details

SIGNATURE, TITLE AND DATE OF APPROVAL:
_________________________________________________________________
Lisa K. Hinson-Hatz, Director – NH Vocational Rehabilitation
Date

Procedure:
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PRIOR APPROVAL

I.

DESCRIPTION: This policy describes the federal requirement of Prior Approval under 2 CFR
part 200 (Uniform Administrative Requirements, Cost Principles, and Audit Requirements
for Federal Awards) and how it applies to the Agency’s service provision.

II.

DEFINITIONS:
Prior approval: written approval from an official of the U.S. Department of Education who is
authorized to grant such approval to assign a proposed expenditure to the Federal program.
Streamlined prior approval process: agencies request prior approval on an aggregate basis using
reasonable budget estimates for an entire federal fiscal year (FFY) as opposed to an individual
basis.
Individualized prior approval process: agencies request prior approval for a specific item(s) on an
individual basis.
Participant support costs (PSCs): direct costs for items such as stipends or subsistence allowances,
travel allowances, and registration fees paid to or on behalf of participants or trainees (but not
employees) in connection with conferences or training projects. (2 CFR §200.75)
Equipment: tangible personal property (including information technology systems) having a useful
life of more than one year and a per-unit acquisition cost which equals or exceeds the lesser of the
capitalization level established by the non-federal entity for financial statement purposes, or
$5,000 (2 CFR §200.33).
General purpose equipment: equipment which is not limited to research, medical, scientific, or
other technical activities. Examples include information technology hardware and software, office
equipment and furnishings, modular offices, telephone networks, information technology
equipment and systems, air conditioning equipment, reproduction and printing equipment, and
motor vehicles (2 CFR §200.48).
Special purpose equipment: equipment which is used only for research, medical, scientific, or
other technical activities. Examples include microscopes, x-ray machines, surgical instruments,
and spectrometers (2 CFR §200.89).

III.

POLICY: NHVR requests prior written approval (prior approval) for various grant award
activities and proposed obligations and expenditures in accordance with the United States
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Office of Management and Budget’s (OMB) Uniform Administrative Requirement, Cost
Principles, and Audit Requirements for Federal Awards (Uniform Guidance) codified at 2 CFR
part 200 and additional guidance issued by the United States Department of Education, Office
of Special Education and Rehabilitation Services (OSERS), as a frequently asked questions
(FAQ) document dated October 29, 2019. This policy applies to the State VR Services
program, which includes the Business Enterprise Program (BEP), Supported Employment
Services (Supported Employment), Independent Living Part B, and Independent Services for
Older Individuals Who Are Blind (OIB).
A. NHVR will request prior approval when applicable regardless of the funding source being
used. Such funds include Federal VR funds, Non-Federal funds, VR program income, BEP
set-aside, or a combination of the funds.
B. NHVR will request prior approval when applicable for the following programs funded
through federal grant awards: BEP, OIB, Independent Living Part B, Supported
Employment, and VR.
C. NHVR will ensure that all expenditures from Department-funded grants are allowable (2
CFR §200.403), reasonable (2 CFR §200.404), and allocable (2 CFR §200.405), even those
expenditures that have been granted prior approval. Along with this, NHVR will ensure
the expenditures are in accordance with State and agency policies and procedures.
D. NHVR will request, as required, prior approval for all other general purpose equipment
purchases that have a per unit cost of $5,000 (the State’s capitalization level) or more that are
not associated with an IPE such as those for the agency or Business Enterprise Program.
Examples of general purpose equipment for the agency can include but is not limited to
Computer Hardware, Licenses to Software, Computer Systems, and Office Equipment. Examples
of general purpose equipment for BEP for vending facilities operated by blind vendors under the
Randolph-Sheppard Act can include but is not limited to Initial purchases, Maintenance, and
Replacement of vending facility equipment.
E. NHVR will request prior approval requests for capital expenditures for general purpose
equipment and capital expenditures for special purpose equipment with a unit cost of $5,000 or
more as these purchases are unallowable except with prior approval.
F. NHVR will submit itemized and project-specific prior approval requests for equipment purchases
for the following areas only as defined in 34 CFR § 361.5(c):
1. The establishment, development, or improvement of a facility for a public or nonprofit
community rehabilitation program (CRP) (34 CFR § 361.5(c)(16, 17)) once identified in
the comprehensive statewide assessment and included on the Unified or Combined
State Plan
2. The construction of a facility for a public or nonprofit CRP (34 CFR § 361.5(c)(10)) once
identified in the comprehensive statewide assessment and included on the Unified or
Combined State Plan
3. The construction or renovation/alteration of a State facility or American Job Center for
purposes allocable to the VR program once identified in the comprehensive statewide
assessment and included on the Unified or Combined State Plan
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4. The renovation or alteration of facilities in connection with the acquisition of a BEP
vending facility or the installation of BEP equipment in accordance with section
103(b)(1) of the Rehabilitation Act
G. Exceptions to prior approval requirement include
1. OSERS has granted prior approval for equipment purchases under the VR program that
are necessary for eligible individuals with disabilities to achieve employment outcomes,
as agreed upon in an Individualized plan for employment. Examples can include but are
not limited to Rehab Technology, Computer Hardware, Licenses to Software, Office
Equipment, Prosthetics, and Home and Vehicle Modifications.
2. OSERS has granted prior approval for the following Participant Support Costs (PSC)
through the FAQ:
a. PSCs for meetings (sub and related subcommittee meetings) required by the
Rehabilitation Act, including State Rehabilitation Councils (SRC) and
independent commissions under Sections 101(a)(21) and 105(c) of the
Rehabilitation Act.
1. An example of this type of PSC could include conference fees associated
with SRC and Statewide Independent Living Council (SILC) members.
b. PSCs incurred during the provision of services to individuals with disabilities
under the Rehabilitation Act including PSCs incurred for the provisions of VR
services under individualized plans for employment (IPEs) for individuals with
disabilities eligible for VR services.
1. Examples of this type of PSC could include BEP Operator conference or
registration costs including travel, stipends for students in work-based
learning programs including those that are potentially eligible, and
participant registration fees.
c. Any other PSCs, not described specifically above, that do not exceed a total cost
of $5,000 per individual participant or trainee per conference training or event.
H. The following categories are unallowable costs regardless of prior approval and therefore NHVR
will not purchase:
1. Alcoholic beverages (§ 200.423)
2. Advertising and Public Relations (§ 200.421)*
3. Alumni/ae activities (§ 200.424)
4. Bad Debts (§ 200.426)
5. Contributions and donations (§ 200.434)
6. General costs of government (§ 200.444)
7. Goods or services for personal use (§ 200.445)
8. Interest (§ 200.449)
9. Lobbying (§ 200.450)
10. Losses on other awards or contracts (§ 200.451)
11. Memberships, subscriptions, and professional activities costs (§ 200.454 (d))**
12. Student activity costs (§ 200.469)***
*Certain forms of Advertising and public relations are unallowable:
(a) The term advertising costs means the costs of advertising media and corollary
administrative costs. Advertising media include magazines, newspapers, radio and
television, direct mail, exhibits, electronic or computer transmittals, and the like.
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(b) The only allowable advertising costs are those which are solely for:
(1) The recruitment of personnel required by the non-Federal entity for performance
of a Federal award (See also §200.463 Recruiting costs);
(2) The procurement of goods and services for the performance of a Federal award;
(3) The disposal of scrap or surplus materials acquired in the performance of a Federal
award except when non-Federal entities are reimbursed for disposal costs at a
predetermined amount; or
(4) Program outreach and other specific purposes necessary to meet the requirements
of the Federal award.
(c) The term “public relations” includes community relations and means those activities
dedicated to maintaining the image of the non-Federal entity or maintaining or
promoting understanding and favorable relations with the community or public at large
or any segment of the public.
(d) The only allowable public relations costs are:
(1) Costs specifically required by the Federal award;
(2) Costs of communicating with the public and press pertaining to specific activities or
accomplishments which result from performance of the Federal award (these costs
are considered necessary as part of the outreach effort for the Federal award); or
(3) Costs of conducting general liaison with news media and government public
relations officers, to the extent that such activities are limited to communication
and liaison necessary to keep the public informed on matters of public concern,
such as notices of funding opportunities, financial matters, etc.
(e) Unallowable advertising and public relations costs include the following:
(1) All advertising and public relations costs other than as specified in paragraphs (b)
and (d) of this section;
(2) Costs of meetings, conventions, convocations, or other events related to other
activities of the entity (see also §200.432 Conferences), including:
(i) Costs of displays, demonstrations, and exhibits;
(ii) Costs of meeting rooms, hospitality suites, and other special facilities used in
conjunction with shows and other special events; and
(iii) Salaries and wages of employees engaged in setting up and displaying
exhibits, making demonstrations, and providing briefings;
(3) Costs of promotional items and memorabilia, including models, gifts, and
souvenirs;
(4) Costs of advertising and public relations designed solely to promote the nonFederal entity. (§ 200.421)
**Costs of membership in any country club or social or dining club or organization are unallowable.
(§ 200.454 (d))
***Costs incurred for intramural activities, student publications, student clubs, and other student
activities, are unallowable, unless specifically provided for in the Federal award. (§ 200.469) These
costs are not specifically provided under the Federal award for NHVR.

I.

NHVR will submit prior approval requests either through the streamlined approach or an
individualized approach.
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J.

In the event that a purchase occurred without necessary prior approval, NHVR will notify RSA as
soon as possible with the required information that should have been provided prior to the
purchase. The notification will also include reasoning as to why prior approval was not
requested prior to the purchase will also be provided along with a request for approval of the
purchase.

K. NHVR will submit an amended prior approval request should actual cost exceed the initial RSA
approved cost.
L. Administrative staff involved with procurement, Vocational Rehabilitation Supervisors,
Vocational Rehabilitation Counselors, and field support staff will be required to review the
policy at least annually.
IV.

REVISION TABLE: No current revisions. This policy version is considered original with the Agency
policy rewrite which was implemented.
Schedule for Review: This policy is required to be reviewed at least every 3 years.
Substantive
Date of Review
Results
Revision number Revision details
change (Y/N)

V.

SIGNATURE, TITLE AND DATE OF APPROVAL: Required for initial approvals and all subsequent
reviews and updates.

Lisa K. Hinson-Hatz, Director – NH Vocational Rehabilitation

Date
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Prior Approval Procedure
Revision date:
See corresponding policy: PRIOR APPROVAL
Note: Vocational Rehabilitation procedures provide internal guidance for NHVR staff only and create
no procedural or substantive rights for any individual or group.

I.

Introduction

NHVR's procedure on prior approval is intended to assure that all purchases made consider
prior approval requirements prior to the purchase of any good or service and the correct
procedure is followed when prior approval is necessary.
II.

Procedure

A. Prior to completing program purchases, staff are required to review the list of items
requiring prior approval, as described in this policy and procedure, to determine if prior
approval is required before proceeding with the purchase. If the type of item requires
an individualized approach and prior approval has not already been requested or
approved and the purchase has not already taken place, staff will work with the Central
Office Program Specialist responsible for prior approval, who will work with the Director
to complete and track the prior approval request.
B. Below are examples of common items frequently purchased by NHVR, whether prior
approval is required, and what type of prior approval request needs to be completed if
applicable.
Type of item
Equipment for a participant under an IPE at any cost, including
Home and Vehicle Modifications
Equipment for staff with a per item cost more than $5,000
BEP initial equipment, maintenance, and replacement with a per
item cost more than $5,000
Participant Support Costs:
Does not exceed a total cost of $5,000 per participant per
training or event
Certain costs that exceeds a total cost of $5,000
SRC, SILC, Independent committee costs
Equipment for the establishment, development, improvement of
a facility for a public or nonprofit CRP, as identified in the
comprehensive statewide assessment
Equipment for the construction of a facility for a public or
nonprofit CRP, as identified in the comprehensive statewide
assessment

Prior Approval Needed
No
Yes, Streamlined Process
Yes, Streamlined Process

No
Yes, Streamlined Process
No
Yes, Individualized Process

Yes, Individualized Process
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Equipment for the construction or renovation/alteration of a State
facility or American Job Center for purposes allocable to VR, as
identified in the comprehensive statewide assessment
Renovation or alteration of facilities due to the acquisition of a
BEP vending facility or the installation of BEP equipment

Yes, Individualized Process
Yes, Individualized Process

C. Streamlined Prior Approval Process: OSERS has established a streamlined prior approval
process that agencies administering the VR, Supported Employment, OIB, PAIR, and CAP
programs can use for general purpose equipment that has a per unit cost of $5,000 or
more. The streamlined process allows agencies to request prior approval on an
aggregate basis using reasonable budget estimates for an entire federal fiscal year (FFY)
as opposed to an individual basis. The estimates used are based on reliable cost
estimates such as recent or past purchases, current quotes, cost research, etc.
1. In June, central office financial staff will collaborate with the Director, Business
Enterprise Program (BEP), and the Older Blind (OB) program to determine and/or
project all upcoming expenditures that may require prior approval. Separate
Streamlined Prior Approval requests are needed based upon the Award if needed.
2. Using the designated prior approval spreadsheet, financial staff will indicate what
items are to be purchased over the next FFY.
The designated spreadsheet includes:
a. Federal Fiscal Year (FFY)
b. Period of Performance including carryover (if applicable)
c. Program
d. State and Agency Type
e. Award Number and Grantee Name
f. Agency contact information
g. Submission date
A, B, C, and D listed below have their own tab in the spreadsheet. Each tab contains
the FFY, State and Agency Type, Award Number, Grantee Name, and the Equipment
Capitalization Threshold (if applicable), which is $5,000 for New Hampshire. The
items for which streamlined Prior Approval is requested:
a. Equipment to be purchased for the Agency (over $5,000)
1. Estimated number of items
2. Estimated cost per item and total estimated cost
3. Any additional details
b. Equipment to be purchased for BEP (over $5,000)
1. Estimated number of items
2. Estimated cost per item and total estimated cost
3. Any additional details
c. Participant Support Costs (over $5,000)
1. Program requesting approval
2. Conference or Training Program
3. Estimated number of people attending
4. Total estimated cost
d. Direct Salaries for Administrative and Clerical Staff
1. Position title
2. Percentage of time worked on the Program
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3. Number of positions for that position title. If there are other positions
with the same position title but the percentage of time worked is different
from the others, the position is listed on a separate line.
4. Total estimated salary costs for the positions (do not include benefits)
5. Average cost per position
6. Brief position description (include position number(s))
3. Once complete, financial staff will submit the spreadsheet to the Director for final
review and approval.
4. Once approved by the Director, the Central Office Program Specialist responsible for
prior approval will submit the request to the RSA Fiscal Management Specialist assigned
to NHVR.
5. NHVR will request prior approval through the streamlined process by August 1st of
each year for the subsequent FFY.
D. Individualized Prior Approval Process: This process is used when the agency needs to
request prior approval for something on an individual basis.
1. Using the individual prior approval form, NHVR will submit the following information to
RSA:
a. Date of the Request and the Program
b. Specific grant to be used
c. Description of the purchase
d. Reason for the purchase
e. Cost of the purchase
f. Type of purchase:
 Sole Source
 Three Quotes
 RFP Process
g. Projected dates of service
 Projected purchase date
 Time frame for which the purchase is valid
h. Applicable 2 CFR 200 Regulation
2. Once all information is complete, the Director will sign and date the request.
3. The Central Office Program Specialist responsible for prior approval will submit the
request to the RSA Fiscal Management Specialist assigned to NHVR.
4. After approval or denial is received from RSA, the Central Office Program Specialist will
let the original requestor know of the determination.
E. An internal spreadsheet is used to track all individual prior approval requests. The
spreadsheet keeps track of the program, item to be purchased, the cost of the item, the
vendor from which the item will be purchased, the date the prior approval request was
submitted to RSA, and the date the request was approved or denied by RSA. This helps
financial staff in determining what prior approval requests have already been submitted.
F. All electronic copies of prior approval requests are saved in a prior approval folder and all
physical copies are filed.
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Policy Title: Supportive Services

I.

DESCRIPTION: Supportive services are those that are provided in support of another
rehabilitation service, to enable the participant to participate in vocational rehabilitation
services.

II.

DEFINITIONS:
Family member, for purposes of receiving vocational rehabilitation services in accordance with
this policy: An individual—
A. Who either—
1.
Is a relative or guardian of an applicant or eligible individual; or
2.
Lives in the same household as an applicant or eligible individual;
B. Who has a substantial interest in the well-being of that individual; and
C. Whose receipt of vocational rehabilitation services is necessary to enable the applicant or
eligible individual to achieve an employment outcome.
Maintenance: Monetary support provided to an individual for expenses, such as food, shelter,
and clothing, that are in excess of the normal expenses of the individual and that are
necessitated by the individual’s participation in an assessment for determining eligibility and
vocational rehabilitation needs or the individual’s receipt of vocational rehabilitation services
under an individualized plan for employment.

Personal assistance services: A range of services, including, among other things, training in
managing, supervising, and directing personal assistance services, provided by one or more
persons, that are—

A. Designed to assist an individual with a disability to perform daily living activities on or off the
job that the individual would typically perform without assistance if the individual did not
have a disability;
B. Designed to increase the individual’s control in life and ability to perform everyday activities
on or off the job;
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C. Necessary to the achievement of an employment outcome; and
D. Provided only while the individual is receiving other vocational rehabilitation services. The
services may include training in managing, supervising, and directing personal assistance
services.
Transportation: Travel and related expenses that are necessary to enable an applicant or
eligible individual to participate in a vocational rehabilitation service, including expenses for
training in the use of public transportation vehicles and systems.

III.

POLICY:
A. The following services will be provided only in support of other rehabilitation services and
with the qualifications noted. Bureau staff shall determine the need for and the amount
of financial assistance for support services on an individual basis and shall include
justification and documentation of the need and amount in the case record.
1. Maintenance
a. Maintenance for living expenses may be provided only when these expenses
are short-term in duration, in excess of the normal subsistence expenses of
a participant, and only when necessary for the individual to participate in
services under an individualized plan for employment. Maintenance
includes monetary support for food, shelter, clothing and other subsistence
items.
b. Maintenance payments will be provided to eligible individuals in accordance
with the following:
(1)

Maintenance payments will be provided only when it is documented
that the individual is faced with additional costs over and above
normal needs for food, clothing and shelter, and another source is not
available for payment of such expenses.

(2)

Maintenance payments will not exceed the estimated additional cost
of an individual’s subsistence.

(3)

Maintenance payments will not be provided to an individual who is
employed when such payments are intended as an income
supplement.

c. Individuals with emergency needs for shelter, food, financial support, etc.
will be referred to community sources that may provide these services.
d. VR Staff shall not:
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(1)

approve an IPE when a maintenance service(s) is/are the only
service(s) listed;

(2)

close a case successfully when maintenance is the only service
provided;

(3)

keep a case open solely for the purpose of continuing maintenance
services once the requirements for case closure have been met;

(4)

authorize maintenance services for food and clothing costs or include
ordinary, usual, and customary food or clothing expenses that do not
occur as a direct consequence of the provision of VR services;

(5)

authorize maintenance services for any ongoing costs of sustaining a
home (e.g., utility costs, home improvements, mortgage/rent
payments);

(6)

authorize maintenance services to alleviate an individual’s poverty or
to enhance an individual’s standard of living;

(7)

authorize maintenance services to compensate an individual or their
family member(s) for work earnings that may be lost because of
participation in VR services; and

(8)

authorize maintenance services after the first 30 calendar days of
employment

e. Maintenance services are subject to financial need.
f.

Maintenance services are subject to comparable benefit requirement.

2. Services to Family Members
a. Services provided to family members may include any vocational
rehabilitation services available to customers
b. The services must be directly related to the vocational rehabilitation of the
participant.
c. Family members of any age may be served.
d. A vocational rehabilitation service provided to family members shall be
terminated when it no longer substantially contributes to the vocational
rehabilitation of the participant including:
(1)

the service is no longer needed,
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(2)

the provision of the service no longer contributes to achievement of
the employment outcome, or

(3)

the case is closed.

e. Childcare services to enable a person with a disability to participate in training
and consequently be able to become employed. Reasonable cost should be
negotiated with the person and the provider. Factors to be considered are:

f.

(1)

Age of child or children; and

(2)

Number of children; and

(3)

Long term ability of consumer to sustain childcare costs.

Services to Family Members are subject to financial need.

g. Services to Family Members are subject to comparable benefit requirement.
3. Transportation (See Transportation policy)
4. Personal Assistance Services
a. Personal assistance services may be provided, if necessary, for the
participant to achieve a competitive and integrated employment outcome,
and shall be provided only while the participant is receiving other vocational
rehabilitation services.
b. The case record must document how personal assistance services will be
provided after the completion of vocational rehabilitation services or, to the
extent that it is not possible to identify how personal assistance services will
be provided when the individualized plan for employment is developed,
there must be a description of the basis for concluding that there is a
reasonable expectation that resources will become available.
c. The bureau can provide personal assistance services only as support services
when necessary to determine eligibility, assess vocational needs or achieve
an employment goal as part of an Individualized Plan for Employment (IPE).
d. Personal assistance services may be provided for up to 60 days after the
individual with a disability becomes employed if all of the following
conditions are met:
(1)

they are necessary for the individual to maintain the job;

(2)

no other sources of support are available; and

(3)

arrangements have been made or are being made for the personal
7

assistance services to continue through other sources after the 60 day
period ends.
e. Personal assistance services may be the responsibility of agencies, programs
and employers as reasonable accommodations under the Americans with
Disabilities Act and/or under Section 503 or 504 of the Rehabilitation Act.
The bureau will not provide personal assistance services that are available
as reasonable accommodations to enable individuals to fully participate in
their programs, services or employment.

f.

Personal assistance services are exempt from financial need.

g. Personal assistance services are subject to comparable benefit requirement.
IV.

REVISION TABLE: No current revisions. This policy version is considered original with
the Agency policy rewrite which was implemented.
Schedule for Review: This policy is required to be reviewed at least every three (3) years.
Date of Review

V.

Results

Revision number Revision details

Substantive
change (Y/N)

SIGNATURE, TITLE, AND DATE OF APPROVAL:

Lisa K. Hinson-Hatz, Director – NH Vocational Rehabilitation

Date

8

Supportive Services Procedure
Revision date: TBD
See corresponding policy: Supportive Services
Note: Vocational Rehabilitation procedures provide internal guidance for NHVR staff only and
create no procedural or substantive rights for any individual or group.

I.

Introduction
Supportive services are at times needed for the participant to actively engage in vocational
rehabilitation services.

II.

Supportive Services Procedures

A.

Maintenance

1. When maintenance services are being investigated as needed for a participant, VRC should
review with the participant and document the following:
a.

what services are being requested

b.

why services are needed

c. how the services are expected to contribute to achievement of the participant's employment
outcome.
d.

Determination to include service in IPE

2.

Ensure included in IPE (include in original IPE, or amend plan to include)

3.

Complete and document exploration of Comparable Benefits

4.

Complete Financial Needs Assessment

B.

Services to Family Members

1. When services are provided to members of a participant family, the case record should be
documented to include:
a.

what services are needed

b.

why services are needed

c.

which family member or members need the services

d. how the services are expected to contribute to achievement of the participant's employment
outcome.
2.

Ensure included in IPE

3.

Explore Comparable Benefits

4.

Complete Financial Needs Assessment
1

C.

For procedure for Transportation policy

D.

Personal Assistance Services

1. When personal assistance services are being investigated as needed for a participant, VRC
should review with the participant and document the following:
a.

what services are being requested

b.

why services are needed

c. how the services are expected to contribute to achievement of the participant's employment
outcome.

3.

d.

Determination to include service in IPE

2.

Ensure included in IPE
Explore Comparable Benefits
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Draft
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Policy Title: Computer Hardware and Software Purchases

I.

DESCRIPTION: The purchase of a computer, and related hardware/software, may be necessary
to enable a participant to pursue and achieve their rehabilitation goals as outlined in their
Individualized Plan for Employment. This policy provides guidelines to ensure NHVR provides
services in accordance with federal and state requirements.

II.

DEFINITIONS:
Computer Hardware: The physical components of a desktop computer, laptop, smart phone, or
tablet including the keyboard, monitor, disk drive, and internal chips and wiring. Hardware is the
counterpart of software.
Software: Any program that performs a specific function including phone applications.
Examples: word processing, spreadsheet calculations, or electronic mail.

III.

POLICY:

A. Computer hardware or software purchases are made when they are necessary to achieve the
employment goal on the Individualized Plan for Employment (IPE). The purchase may occur
when:
1. It is part of an approved Self-Employment or Business Enterprises Program plan;
2. It is directly needed to begin or maintain employment, and there is rationale why the
employer does not provide the equipment;
3. It is needed due to the nature of the disability when recommended by a disability or
assistive technology professional; or
4. It is an academic-related need in post-secondary training
B. For disability related purchase, a technology evaluation must be completed
whenever a computer is being purchased as part of an assistive technology need.
C. For purchases directly needed to begin or maintain employment, documentation that the
participant must provide their own equipment as a condition of employment is required.
D. If there is no assistive technology evaluation or specific employment related requirement, the
most economical State employee standard product as established by the New Hampshire
Department of Information Technology will be purchased.
E. For academic related purchases, all other sources must be investigated and documented. This
includes documenting that:
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1. The student does not have a computer that meets the need;
2. The school cannot provide a computer; and
3. The use of computers available in the community (American Job Centers, NHVR
One-Stops, libraries, schools, etc.) and computers available for loan from school,
NHVR or other sources is not practical.
F. Initial warranties for computers purchased may be considered.
G. Multiple purchases: NHVR will not purchase the same type of device or software within five (5)
years.
H. Comparable Benefit: Computer hardware and software purchases are subject to comparable
benefit provisions unless the software or device is being used as assistive technology.
I. Financial Need: Computer hardware and software purchases are subject to financial
participation requirement. Purchase of software due to course requirements (I.e, CAD software;
university specific version of software, e.g., required Microsoft office) falls under the Individual
Training Account (ITA) Rate when purchasing. Reference policy for Post-secondary training.

IV.

REVISION TABLE:
years.
Date of Review
MM/DD/YYY

V.

Schedule for Review: This policy is required to be reviewed at least every 3
Results
Reviewed/
revised or
Reviewed/
continued
without revision

Revision
number
No change
required or
Rev #1

Revision details

Substantive
change (Y/N)

Description of
review /revision

SIGNATURE, TITLE AND DATE OF APPROVAL: (mandatory element) Required for initial
approvals and all subsequent reviews and updates.

_________________________________________________________________
Lisa K. Hinson-Hatz, Director – NH Vocational Rehabilitation
Date
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Computer Hardware and Software
Purchases Procedure
Revision date: Draft

See corresponding policy: Computer Hardware and Software Purchases
Note: Vocational Rehabilitation procedures provide internal guidance for NHVR staff only and create no
procedural or substantive rights for any individual or group.
______________________________________________________________________________
I.

Introduction

The purpose of the computer hardware and software purchase procedure is to ensure computer
hardware and software purchases are necessary for the participant in the pursuit and achievement of
their vocational rehabilitation goals, and that these are provided in accordance with federal and state
requirements.
II.

Procedure
A. When a computer hardware or software purchase is identified as a necessary service to be
included in an IPE, the counselor explains the computer hardware and software purchases policy
to the participant.
B. Assure the following is documented:
a. If the purchase is for self-employment, the approved business proposal or business plan
includes the computer hardware and software requirements
b. If the purchase is to do specific tasks required by the job, employer equipment
requirements
c. If the computer purchase is for assistive technology (AT), an AT evaluation reflects the
needed equipment
d. If the purchase is for Post-Secondary, a review of other potential resources such as
computer lab, loaner programs, community resources.
C. If a financial need assessment has not been completed in the past year, or the Participant’s
financial situation has changed, then one will be completed.
D. Quote process: The use of the State’s computer hardware and software vendors is required to
be researched for all purchases and documented in the authorization case note.
a. For software the VRC will request the rehab tech attempt to get three quotes starting
with the state contracted vendors.
b. For hardware the counselor will request the rehab tech start the quote process by first
researching the Department of Information Technology standard devices provided by
the State
(https://nhstaff.nh.gov/doit/intranet/toolbox/procurement/standardproducts.php).
1

i. Identify the most economical State employee standard product
ii. If the device meets the Participant’s needs then the counselor will move
forward with the quote.
iii. If the devices do not meet the participant’s requirements then justification from
a relative authority will be attached to the authorization and Rehab Tech will
attempt to obtain three quotes starting with the state contracted vendors based
on the specification provided
E. An authorization case note will be created explaining;
a. Why the technology being considered is required for the Participant to successfully
complete their IPE.
b. the results of the comparable benefit search, unless otherwise exempt, e.g., software of
device is assistive technology
c. The vendor to be used. If not a state contracted vendor, justification for not purchasing
the device or software from a state contracted vendor.
d. The Participant's current skill level and the necessity for any additional training.
F. The computer hardware or software is added to the plan as appropriate.
G. Authorization is drafted, quotes are attached, and sole source justification or three quotes are
listed in the other comments section.
H. Authorization approvals are obtained. If the counselor does not have power of attorney or the
purchase is greater than $1,000, the Supervisor reviews the information in the authorization
case note, reviews applicable case attachments if necessary, and will approve the authorization.
In the case of the purchase being greater than $1,000, the Supervisor will send the purchase on
to central office for review and issuance of the P-Card Contract authorization or Purchase Order.
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Policy Title: Counseling, guidance, referral, and work-related placement services

I.

DESCRIPTION: Vocational Rehabilitation guidance and counseling is a service that is provided to
participants throughout the rehabilitation process. Vocational counseling includes referral and
work-related placement services to assure the participant has needed information and support
services to assist an individual in exercising informed choice and reaching their employment
goals.
The goal of Vocational Rehabilitation guidance and counseling is to assist the individual in
obtaining, maintaining, regaining, or advancing in employment. Guidance and counseling should
promote independence; enhance self-esteem, and assist individuals in making informed choices
regarding their rehabilitation program. Guidance and counseling includes information and
support services to assist an individual in exercising informed choice (i.e. career counseling and
employability skills).

II.

DEFINITIONS:
Vocational rehabilitation counseling: Assisting the individual through verbal interaction to deal
effectively with important issues or concerns related to vocational rehabilitation, which
differentiates it from other types of counseling. Counseling techniques may vary based on the
individual’s needs and the counselor’s approach.
Guidance: the provision of information and support. Within the VR process this means the
counselor gives information and acts as a coordinator and advocate.
Referral and other services: To assist applicants and eligible individuals to secure needed
services from other agencies, including other components of the statewide workforce system in
New Hampshire, and to advise those individuals about the Client Assistance Program.

III.

POLICY: Vocational rehabilitation counseling, guidance, referral, and work-related placement
services are provided throughout the vocational rehabilitation process to all participants.
Establishment of a professional counseling relationship with the participant is the foundation for
providing the other services necessary to achieve a successful employment outcome. Regular
contacts are crucial if emerging problems are to be identified and resolved.
3

A. Guidance and Counseling: Through the service of guidance and counseling, the VR
counselor will provide discrete, substantial counseling services that are vocational in nature
and are specifically designed to assist the individual in reaching an employment outcome.
1. Vocational guidance and counseling shall be included in the Individualized Plan for
Employment (IPE), and address issues such as vocational exploration, career decision
making, establishment of a career path including short and long term goals, selfadvocacy in the work place, development of problem-solving skills and use of
community resources related to employment. Such counseling will be provided within
an “informed choice” model.
2. Rehabilitation guidance and counseling services:
a. Are necessary for a participant to achieve an employment outcome, including
personal adjustment counseling, counseling that addresses medical, family, or social
issues, vocational counseling, and any other form of guidance and counseling that is
necessary for a participant with a disability to achieve an employment outcome,
b. Do not include psychological or psychiatric treatment services (treatment and
management of diagnosed psychological conditions), and
c. Involve the development of a collaborative relationship with each participant that
promotes the participant’s full involvement and participation in the rehabilitation
process.
3. The counselor’s role in providing information about and guiding the participant in
exploration of options is critical to supporting informed choice of the participant.
4. Scope of guidance and counseling services include, but are not limited to:
a. Encourage the participant through establishing a relationship of mutual respect,
where the VR Counselor can be both supportive and challenging in promoting the
participant's development of the skills needed to achieve employment.
b. Facilitate informed choice throughout the entire rehabilitation process by providing
information about the scope and limits of vocational rehabilitation services, and by
helping the participant obtain specific information on programs, resources and
services that can assist them in the selection and achievement of an employment
outcome. When there are limits on the provision or availability of vocational
rehabilitation services, the VR Counselor can assist the participant in exploring
alternatives.
c. Gain a comprehensive and individualized understanding of the participant’s abilities,
capabilities, interests, strengths, resources, priorities and concerns in order to
identify factors that will be critical to employment. This includes assessment of the
individual’s real and perceived disabilities, functional abilities and limitations,
vocational strengths and limitations (including education and work history and job
skills), values, barriers to employment, resources, family support, vocational
rehabilitation services needed, motivation level, job placement options and an
initiation of tentative job placement plans, employer expectations (i.e., attendance,
sick leave, staying on task, appropriate dress, hygiene, behavior, etc.), salary
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expectations, job modification needs, and other factors affecting the achievement of
an employment outcome.
d. Facilitate the participant's understanding of their strengths that can be utilized
to achieve employment and plan with the participant to find ways to work
around any impediments, such as functional limitations related to health,
personal, economic (e.g. benefits, work disincentives/incentives) and social
issues.
e. Assess the participant’s readiness for change and the counseling techniques that
may be employed to help the participant overcome resistance to change.
f. Empower and assist the participant to choose a vocational goal and develop a
plan of outlined services that will ensure achievement of that vocational goal.
g. With the participant's consent, involve others, such as family members, relatives
and friends in the community who can be assets to counseling, support the
desired outcomes, and, at times, provide valuable resources and natural
supports.
h. Provide follow-up counseling and guidance to support and ensure the
achievement of long-term employment outcomes.
i. Enhance self-reliance by teaching the participant how to get information and
tap into supportive workplace and community networks, promoting
independence beyond the provision of vocational rehabilitation services.
j. Provide information and assistance as applicable in:
1) Comparable benefits available to the individual.
2) Benefits counseling
3) Career pathways, including sector strategies and labor market information
4) Job search and job placement assistance
5) Job retention issues
6) Transportation, housing, and leisure time needs.
7) Availability of support services and referral to other agencies and
programs.
8) Self-advocacy.
9) Understanding and following medical advice.
10) Personal adjustment counseling.
11) Other issues as appropriate.
B. Referral Services: All individuals should be provided with referrals and other services
designed to assist them in securing needed services from other agencies and programs
funded by other state and federal programs as well as local community organizations.
1. VR staff provide information about services available from other agencies, assists
individuals to contact another agency and completes appropriate follow- up.
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2. Every individual who has a disability has a right to request and receive information and
referral services about the availability of disability services and resources from the
Vocational Rehabilitation program regardless of eligibility status.
3. Individuals who are required to wait for services due to Order of Selection or lack of
long-term employment support services must be provided individualized information
and referral services, by the vocational rehabilitation counselor, to help the participant
to know of, and access other resources.
C. Work related placement services are intended to equip the individual for employment by
providing counselor support, materials and practical skills for job searching and employer
engagement, this may include:
1. Job Search assistance in the form of resume development, interview skills practice,
completing job applications, and creating a job search plan
2. Job acquisition and retention preparation such as soft skills practice, planning for
success on the job, and follow-up to ensure employer and participant satisfaction.
3. Employer engagement such as job opportunity development, consultation around
workplace accommodations, and providing information about incentives, resources, onthe-job training, and customized employment.

D. Financial Need: Counseling, guidance, referral, and work-related placement services are not
subject to financial need
E. Comparable Benefits: Counseling, guidance, referral, and work-related placement services
are not subject to comparable benefit
IV.

REVISION TABLE: Schedule for Review: This policy is required to be reviewed at least every
_____ years.
Date of Review
Results
Revision number Revision details
Substantive
change (Y/N)

V.

SIGNATURE, TITLE AND DATE OF APPROVAL: (mandatory element) Required for initial
approvals and all subsequent reviews and updates.

_________________________________________________________________
Lisa K. Hinson-Hatz, Director – NH Vocational Rehabilitation
Date
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Counseling Guidance and Referral
Procedure
Revision date: Draft
See corresponding policy:

Counseling, guidance, referral, and work-related placement services

Note: Vocational Rehabilitation procedures provide internal guidance for NHVR staff only and create no
procedural or substantive rights for any individual or group.
______________________________________________________________________________
I.

Introduction
Vocational guidance and counseling is provided as appropriate to the vocational rehabilitation needs
of each participant and consistent with each individual’s informed choice. Through the counseling
relationship referral necessary to help participants apply for and secure needed services from other
agencies is provided. Throughout the process all participants are advised about the Client Assistance
Program (CAP).

II.

Providing guidance and counseling services

A. VR guidance and counseling is a core service and is provided throughout the participant's entire
experience with the agency.
VR guidance and counseling is provided by the VR Counselor to:
1. Establish and maintain a successful counseling relationship;
2. Engage the eligible individual in the decision-making process by providing informed choice
leading to the establishment of an Individualized Plan for Employment (IPE);
3. Provide information and referral that enable the eligible individual to exercise informed choice
in the selection of a vocational goal, services required to reach that goal, methods for procuring
necessary services, and options relating to potential service providers;
4. Assist the client in understanding and adjusting to disability and the workplace.
5. Actively shape the client’s expectations of disability, work, and the vocational rehabilitation
process.
6. Continually assess the participant’s progress throughout the VR process. and
7. Provide information about rights and responsibilities including the availability of CAP.

B. Guidance and counseling is documented in case notes.
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Policy Title: Use of Comparable Benefits

I.

DESCRIPTION: Comparable services and benefits are appropriate services or financial assistance
from a source other than NHVR that will meet, in whole or in part, the cost of vocational
rehabilitation services to be provided under an Individualized Plan for Employment (IPE).

II.

DEFINITIONS:

Comparable services and benefits: Services and benefits, including accommodations and auxiliary
aids and services, that are—
(A) Provided or paid for, in whole or in part, by other Federal, State, or local public
agencies, by health insurance, or by employee benefits;
(B) Available to the individual at the time needed to ensure the progress of the individual
toward achieving the employment outcome in the individual's individualized plan for
employment, and
(C) Commensurate to the services that the individual would otherwise receive from NHVR.
The service or benefit from another source must be similar in scope and quality to the
service or benefit offered by NHVR to be considered "commensurate".
For the purposes of this definition, comparable services and benefits do not include awards and
scholarships based on merit.

III.

POLICY: NHVR must make maximum efforts to determine whether comparable services and
benefits are available to an individual prior to paying for all vocational rehabilitation services,
excluding only those services and circumstances listed as exemptions in this policy. NHVR staff
and participants must continuously and actively seek comparable services and benefits in order
to maximize the vocational rehabilitation resources available to individuals with disabilities. If an
individual refuses to apply for or accept available comparable benefits, NHVR funds may not be
substituted.
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A. Prior to providing any vocational rehabilitation service, except those services listed in as
exempt in part C below, to an eligible individual or to members of the individual's family, the
Agency must determine whether comparable services and benefits exist under any other
program and whether those services and benefits are available to the individual. This
determination must not significantly interrupt or delay
1. The progress of the individual toward achieving the employment outcome identified in
the individualized plan for employment;
2. An immediate job placement; or
3. The provision of vocational rehabilitation services to any individual who is determined
to be at extreme medical risk, based on medical evidence provided by an appropriate
qualified medical professional.
B. Services identified as Exempt: The following vocational rehabilitation services are exempt
from the requirement for determination of the availability of comparable services and
benefits
1. Assessment for determining eligibility and vocational rehabilitation needs.
2. Counseling and guidance, including information and support services to assist an
individual in exercising informed choice.
3. Referral and other services to secure needed services from other agencies, including
other components of the statewide workforce development system
4. Job-related services, including job search and placement assistance, job retention
services, follow-up services, and follow-along services.
5. Rehabilitation technology, including telecommunications, sensory, and other
technological aids and devices.
6. Post-employment services consisting of the services listed in 1 – 5 above
C. In providing vocational rehabilitation services
1. The vocational rehabilitation counselor has an obligation to inform participants of
known sources for comparable services and benefits and shall assist with application for
these services when necessary.
2. Participants are required to apply for and accept comparable services and benefits to
which they are entitled to receive before vocational rehabilitation funds can be
expended, except as identified in part C of this policy.
3. If comparable services or benefits exist under any other program and are available to
the individual at the time needed to ensure the progress of the individual toward
achieving the employment outcome in the individual's individualized plan for
employment, NHVR must use those comparable services or benefits to meet, in whole
or part, the costs of the vocational rehabilitation services.
4. If comparable services or benefits exist under any other program, but are not available
to the individual at the time needed to ensure the progress of the individual toward
achieving the employment outcome specified in the individualized plan for employment,
NHVR must provide vocational rehabilitation services until those comparable services
and benefits become available.
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5. The consideration of comparable services and benefits shall be documented in the
participant's case record and shall include sources of assistance considered, whether the
participant applied, acceptable reasons for failure to apply, outcome of application, and
basis for the decision to expend vocational rehabilitation funds for services.
6. Student loan default: If a participant is in default of a student loan, financial aid,
including Pell, will not be available to the individual. NHVR is prohibited from paying for
any training or related services at a post-secondary program which is eligible for federal
assistance such as Pell funds (including, but not limited to, colleges and business and
trade schools) for an individual who owes a refund on a grant or is in default of a
student loan, unless the individual makes maximum effort to resolve the default.
Maximum effort means that the participant has worked out a satisfactory repayment
plan with the lending institution or grantor and has re-established eligibility for financial
aid.
D. If a public entity (other than the NHVR) is obligated under Federal law (such as the
Americans with Disabilities Act, section 504 of the Act, or section 188 of the Workforce
Innovation and Opportunity Act) or State law, or assigned responsibility under State policy
or an interagency agreement, to provide or pay for any services considered to be vocational
rehabilitation services (e.g., interpreter services), and, if appropriate, accommodations or
auxiliary aids and services other than those services listed in part C, 1-6 above, the public
entity must fulfill that obligation or responsibility through—
1. The terms of the interagency agreement or other requirements of this section;
2. Providing or paying for the service directly or by contract; or
3. Other arrangement.
E. When another comparable benefit source has primary responsibility for providing the
needed service, vocational rehabilitation has responsibility to apply those funds prior to
expenditure of any vr funds. If a public entity other than NHVR fails to provide or pay for
vocational rehabilitation services, and, if appropriate, accommodations or auxiliary aids and
services for an eligible individual as established, NHVR must provide or pay for those
services to the individual.
F. Counselor responsibility: In making maximum effort to secure comparable benefits prior to
using vocational rehabilitation funds, counselors must:
1. acquire at least general knowledge about the nature of services available from other
sources, their eligibility criteria, and the application and appeals process;
2. explore with the individual all possible sources of comparable benefits and assess,
through discussion with the participant, the appropriateness of pursuing specific
benefits or services and the availability of such benefits;
3. document in the case record the participant’s application for benefits or the reasons
NHVR funds are being used in place of benefits; and
4. monitor the application of benefits and assist the individual, if necessary
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G. Participant Responsibility: Participants must illustrate cooperation in exploring the
availability of and securing comparable benefits available to them. To do this they must:
1. Applying in a timely manner for all comparable benefits and services which are
appropriate, with counselor assistance if necessary;
2. Accepting and use comparable benefits and services when available; and
3. Informing the NHVR counselor of the availability and status of comparable benefit, status of any
application and the receipt or denial of any comparable benefit.
IV.

REVISION TABLE:
Schedule for Review: This policy is required to be reviewed at least every 3 years.
Date of Review

V.

Results

Revision
number

Revision details

Substantive
change (Y/N)

SIGNATURE, TITLE AND DATE OF APPROVAL: (mandatory element) Required for initial
approvals and all subsequent reviews and updates.
_________________________________________________________________
Lisa K. Hinson-Hatz, Director – NH Vocational Rehabilitation
Date
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Comparable Services and Benefits
Procedure
Revision date: Draft
See corresponding policy: Use of Comparable Benefits
Note: Vocational Rehabilitation procedures provide internal guidance for NHVR staff only and create no
procedural or substantive rights for any individual or group.
______________________________________________________________________________
I.

Introduction

The required pursuit of comparable benefits is limited to benefits available from federal, State and
local grant sources, health insurance and employee benefit programs that are applicable to services
required for the successful completion of the IPE.

II.

Sources of Comparable Benefits
A. VRC pursues comparable benefits from sources such as
1. Federal, State or local public agencies. Examples would include Medicaid, Veteran's Benefits,
Pell, reduced fare public transportation for individuals with disabilities, publicly funded paratransit services, etc.
2. Health insurance, from any source.
3. Employers. Specific examples of comparable benefits that may be offered by an employer
include, but are not limited to: tuition assistance, transportation, training courses and health
insurance benefits.
B. Private scholarships or contributions from non-governmental sources are not comparable
benefits under federal regulations. However, it is still appropriate to ask a participant if they
are in receipt of such benefits. The VRC should educate the participant of the availability of
these scholarships and awards that may be able to assist with costs, but the participant is not
required to apply for them.

III. Process
A. VRC advises participant of their cooperative responsibility to to explore and secure comparable
benefits as soon in the IPE development process as possible. This will ensure that comparable
benefits are available at the time services are initiated.
1

1. It is the VRC responsibility to have and/or acquire at least general knowledge about the
nature of services available from other sources, their eligibility criteria, and the application
and appeals process
2. This step applies to any subsequent amendment to the IPE.
B. VRC explores with the individual all possible sources of comparable benefits and assesses,
through discussion with the participant, the appropriateness of pursuing specific benefits or
services and the availability of such benefits;
C. VRC documents in the case record the participant’s application for benefits or the reasons
NHVR funds are being used in place of benefits to include interruption of services, delay
imminent loss of job placement or medical risk.
D. VRC monitors the application of benefits and assist the individual, if necessary
IV.

Case Recording: VRC records in case notes the identification of sources that were considered
and progress toward obtaining the comparable benefit. The case record should also include the
following:
1. To the extent possible, details of the comparable benefit available to the individual,
including the provider, the receipt or denial of benefits, and the amounts of any benefits to
be received by the individual. Attach any applicable documentation if provided such as
letter from an insurance company noting benefit or limits to benefits, FATF
2. On the IPE, document the amount of the comparable benefit, as it applies to planned
service.
a. If there is no comparable benefit available to reduce the cost of the service, then the
amount to enter in the comparable benefit field in the case management system is 0
and none is selected.
b. If there is a known comparable benefit, the amount of that known benefit must be
entered in the comparable benefit field.
c. If there is a possible comparable benefit, or a known comparable benefit but the specific
dollar value of that is unknown at the time the IPE is being prepared, the comparable
benefit field must include reasonable estimate
3. On the authorization, document the type of comparable benefit used in part for the
services. If there are no comparable benefits used document none.
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Policy Title: Participant Participation in the Costs of Vocational Rehabilitation Services
I.

DESCRIPTION: The bureau reviews the financial need of individuals, as required by New
Hampshire Administrative Rules ED 1011.01, so that its limited financial resources will be
allocated to as many participants as possible with the greatest financial need. Federal
Regulation requires States to establish written policies when a financial need test is used.

II.

DEFINITIONS:
Available Resources: This is the amount that an eligible individual or participant has available to
contribute toward bureau financial need-based services. This amount is identified by a
calculation known as the participant contribution in the cost of services.
Comparable Benefits and Services: These are services or financial assistance from a source other
than the bureau that will meet, in whole or in part, the cost of vocational rehabilitation services
provided by the bureau.
Disability-related expenses: Money spent on items and services that help the individual manage
or cope with their disability, impairment or long-term health condition. Or extra costs incurred
to the individual as a result of a disability or disabling condition.
Dependent: A person, other than the taxpayer or spouse, who entitles the taxpayer to claim a
dependency exemption for tax purposes. This includes children who are under age 19 at the end
of the year; a full-time student under age 24 at the end of the year; or identified as permanently
and totally disabled at any time during the year, regardless of age.

III.

POLICY: The bureau shall assess financial need to determine participant’s available resources
prior to paying for any vocational rehabilitation services, excluding only those services and
circumstances listed as exemptions in this policy.
A. The bureau shall consider the financial need of eligible individuals, or individuals who are
not yet eligible and receiving services through trial work experiences, for purposes of
determining the extent of their participation in the costs of vocational rehabilitation services,
other than those services identified in section J of this policy as exempt from the application
of financial need.
B. In the process of considering financial participation in the cost of vocational rehabilitation
services, the bureau will also consider the financial information of the spouse or any other
3

person who claims the individual as a dependent for federal tax purposes.
C. In the case of post-secondary training services the bureau will also consider the financial
information of anyone required to provide financial information on the eligible individual’s
Free Application for Federal Student Aid (FAFSA) in accordance with the Higher Education
Act of 1965, as amended.
D. Available resources of the participant must be applied before VR contribution.
E. For each month that a purchase of a good and/or service is provided, the additional monthly
available resources must be applied first.
1. Recurring services (e.g., monthly tutoring, internet services): The Available Resource
(participant contribution) is applied each month the service is provided.
2. Single occurrence or one time expenditures (e.g., hearing aid, vehicle modification):
The Available Resource is applied to the single purchase, i.e., one time for an
occurrence
3. Multiple (two or more) services in one month:
a. The Available Resource is applied to the first service that is provided during the
month.
b. If after application to the first item there is remaining available resource, the
remaining balance would be applied to a second item.
c. If services are provided at same time, the available resource may be applied to the
service of the participant’s choice unless, one of the services is an item where
participant contribution is not feasible, the available resources would be applied to
another item.
4. One time purchase of a year-long service (e.g., software subscription): The Available
Resource would be applied to the single purchase, i.e., one time for an occurrence
5. Financial Aid Transmittal Form (FATF) and Financial Needs Assessment (FNA)– Other
purchase (e.g., hearing aid for an individual in college): For participants engaged in
post-secondary training
a. The FATF is used to determine school costs and Estimated Family
Contribution (EFC)
b. The FNA is completed to determine available resource for the additional purchase
c. Using the Available resource (participant contribution) from the FNA,
subtract 1/12 of indicated EFC for any month service is provided, to
determine participant contribution in cost
6. Contribution toward item is not feasible with internal agency system (e.g., state
contract vendor). Explore options for
a. Reimbursement or advance pay per Fees and Expenditures policy
b. Meeting the participant at a store, participant pays their contribution at
checkout, then VR pays the remaining balance
c. Waiver for participant contribution
F. When a required individual chooses not to participate in determination of financial need, submit
supporting documentation to exempt the individual from financial need assessment, or
contribute financially as required, services dependent upon financial need shall not be provided.
G. This policy is applied uniformly to all individuals in similar c i r c u m s t a n c e s .
H. Deductions are based on a calculation of 250% federal poverty guidelines and are updated yearly
upon publication in the federal register by the U.S. Department of Health and Human Services.
I. Additional deductions are considered based on disability-related expenses.
4

J.

Exemptions: The bureau shall not apply a financial needs test, or require the
financial participation from the individual as a condition for:
1. Furnishing the following vocational rehabilitation services:
Assessment for determining eligibility and priority for services under§361.48(b)(1), except
those non-assessment services that are provided to an individual with a significant disability
during either an exploration of the individual's abilities, capabilities, and capacity to perform
in work situations through the use of trial work experiences under§361.42(e).
2. Assessment for determining vocational rehabilitation needs under§361.48(b)(2).
3. Vocational rehabilitation counseling and guidance under§361.48(b)(3).
4. Referral and other services necessary to assist individuals to secure needed services
from other agencies under§361.48(b)(4).
5. Job-related services including job search and placement assistance, job retention
services, follow-up services, and follow-along services.
6. Personal assistance services under§361.48(b)(14).
7. Pre-employment transitions services
8. Any auxiliary aid or service (e.g., interpreter services under§361.48(b)(10), reader services
under§361.48(b)(11)) that an individual with a disability requires undersection 504 of the Act
(29 U.S.C. 794) or the Americans with Disabilities Act (42 U.S.C. 12101, et seq.), or regulations
implementing those laws, in order for the individual to participate in the vocational
rehabilitation program as authorized under this part; or
9. Furnishing any vocational rehabilitation service if the individual in need of the service has
been determined eligible for Social Security benefits under titles II or XVI of the Social
Security Act on the basis of their disability.
10. Furnishing vocational rehabilitation services if the individual is receiving public benefits,
I.e., Temporary Assistance for Needy Families (TANF), Supplemental Nutritional Assistance
Program (SNAP), or Aid to Permanently and Totally Disabled (APTD).
K. An assessment of financial need must be completed for all eligible individuals and participants
who are planned to receive a vocational rehabilitation service that is not exempt. The
assessment must be completed at least annually for all participants receiving applicable services
and may be updated if the income and/or assets change significantly during the year.
L. Responsibility for determining financial need: Responsibility is shared between the eligible
individual or their representative and the bureau.
1. The eligible individual or participant is responsible for providing complete and accurate
personal and household financial information on the financial needs assessment or
documentation to support exemption from financial needs.
2. The VR counselor must verify that the financial need review is complete and current (within
the last 12 months), maintain exemption documentation, and verify that the eligible
individual’s or participant’s calculation of participation in cost of services has been
determined prior to providing financial need based services.
5

M. Required Signatures:

1. For eligible individuals or participants who are exempt from consideration of available
resources the Financial Needs Assessment (FNA) does not require the eligible
individual’s or participant’s signature.
2. For participants who are not exempt from consideration of available resources and
financial need-based services are planned, a calculation of participant contribution in
the cost of services shall be completed.
a. The calculation form requires the signatures of the eligible individual or participant
and legal guardian if applicable. By signing the FNA, the eligible individual or
participant, and legal guardian (if applicable), attests to the best of their knowledge
that the information provided and used to calculate their available resources is true,
correct and complete and they acknowledge a responsibility to promptly notify the
VR counselor if there is a substantial change in their finances.
N. Required Documentation:
1. The Individualized Plan for Employment will indicate the source of funding for each
service and either
2. The appropriate financial need assessment will be completed annually for individuals
who are receiving non-exempt services; or
3. The appropriate documentation to support exemption from financial needs
assessment will be submitted annually
IV.

REVISION TABLE:
Schedule for Review: This policy is required to be reviewed at least every three (3) years.
Date of Review

V.

Results

Revision
number

Revision details

Substantive
change (Y/N)

SIGNATURE, TITLE AND DATE OF APPROVAL: Required for initial approvals and all subsequent
reviews and updates.

_____

_
Lisa K. Hinson-Hatz, Director – NH Vocational Rehabilitation

Date
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Assessment of Financial Need Procedure
Revision date: Draft
See corresponding policy:
Services

Participant Participation in the Costs of Vocational Rehabilitation

Note: Vocational Rehabilitation procedures provide internal guidance for bureau staff only and
create no procedural or substantive rights for any individual or group.
_____
I.

_

Introduction
The bureau requires individuals who have available resources to contribute, as appropriate, to
the costs of services included in their IPE

II.

Determining Level of Participant Participation
1. During the development of the IPE, the counselor will work with the participant to
complete the required financial needs assessment (FNA/FATF).
a. FATF is used for financial participation for post-secondary expenses
b. FNA is used for goods and services
c. Both FNA and FATF are necessary in cases when nonexempt services are
provided in addition to post-secondary expenses
2. Available resources will be included in the plan as participant costs.
3. The FNA/FATF are attached in the case management system with supporting documentation.
VRC’s should ensure all signatures have been obtained prior to attaching.
4. Supporting documentation for exemption can include, but is not limited to:
a. SSI/SSD award letter,
b. public assistance budget,
c. Other proof of public assistance (notice of decision or assistance group summary).
This could be a screen shot from a case management system that includes participant
name and name of public benefit receiving.
5. If the VRC is made aware of substantial changes in the finances of the individual, they
should offer a reassessment of financial need.
6. Annually, the financial need assessment should be completed as part of the Annual Review
process or, for training, prior to the beginning of each school year and must include updated
documentation.
7. If financial need applies, the VRC should document in the case note accompanying the
authorization that financial need exists, and the amount the participant is contributing
1

toward the cost of the good or service, or that the participant has met the cost
participation requirement.

2

NEW HAMPSHIRE VOCATIONAL REHABILITATION
FINANCIAL NEEDS ASSESSMENT
PARTICIPANT’S NAME: __________________________________________________________________
I. THE INDIVIDUALIS EXEMPT FROM FINANCIAL NEED ASSESSMENT IF THEY ARE RECEIVING ANY OF THE
FOLLOWING:
SSI/SSDI ______ APTD______ TANF ______ SNAP ______
AGENCY REPRESENTATIVE

DATE

II. PROJECTED MONTHLY NET INCOME FROM ALL SOURCES.
Source
1.
2.

Amount

Participant and Spouse, if applicable
Parents or Guardians (if participant is dependent)

= $
= $

Total monthly net income

$

+

III. LIQUID ASSETS (insert amount from page 2)
IV. TOTAL RESOURCES (II + III)

+
+

TOTAL RESOURCES

$
$

V. TOTAL DEDUCTIONS
Calculating Household Deduction
Household size: ___________
2 Refer to table on page 2 (insert amount)

Household Deduction

$

+

Disability Related Expenses

$

TOTAL DEDUCTIONS

$

VI. ADDITIONAL RESOURCES - Subtract V from IV:
(If V is greater than IV enter 0)
ADDITIONAL RESOURCES TOTAL
Review and Assurances
I hereby certify that the above is a true statement of my financial circumstances. And understand that any
Additional Resources must be applied toward the cost of nonexempt IPE services per financial need policy
[Participant Participation in the Costs of Vocational Rehabilitation Services]. I agree to notify NHVR if there are
any changes in my circumstances. I understand failure to report information accurately could result in case
closure. I understand this needs test will be completed annually, as my financial circumstances change, or
may be re-evaluated at my request.

PARTICIPANT

AGENCY REPRESENTATIVE

DATE

PARENT/GUARDIAN/REPRESENTATIVE (if needed)
Page 1 of 2
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LIQUID ASSETS WORK SHEET
A. Cash/Savings/Checking accounts
B. Money Market funds
C. Mutual Funds (not IRAs)
D. Preferred and Common stocks
E. Certificates of Deposit
F. Treasury Bills
G. Trust funds
H. Annual corporation dividends
I. Other: ______________________________
J. Other: ______________________________

$
$
$
$
$
$
$
$
$
$
TOTAL

$



TOTAL
12 = $
(Insert on line III, Liquid Assets, on page 1)

Deductions Table
Financial Needs Assessment chart based on 250% Federal Poverty Guidelines
For 2021
Household Size

National Poverty

250% of National

Level

Poverty Guideline

1
2
3
4
5
6
7
8

$12,880.00
$17,420.00
$21,960.00
$26,500.00
$31,040.00
$35,580.00
$40,120.00
$44,660.00

$32,200.00
$43,550.00
$54,900.00
$66,250.00
$77,600.00
$88,950.00
$100,300.00
$111,650.00

$2,683.00
$3,629.00
$4,575.00
$5,521.00
$6,467.00
$7,413.00
$8,358.00
$9,304.00

For each additional
person add

$4,540.00

$11,350.00

$946.00
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Directions for filling out FNA forms

Complete Participant’s Name at top of the page

I.

If a participant is receiving SSI/SSDI (Social Security Disability Benefits on the basis of their disability), Temporary
Aid for Needy Families (TANF), Aid to permanently and Totally Disabled (APTD), or Supplemental Nutritional
Assistance (SNAP), they are automatically exempt from financial participation in cost requirements.*
1. Participant provides current copy of receipt of benefits (within last 12 months)
a. If participant is receiving assistance from one of the above programs, it is their responsibility to
provide documentation or sign release to allow the bureau to obtain that documentation.
b. If current documentation is not in the case record, updated verification should be obtained and
reviewed before signing in this area.
c. If participant does not provide required documentation or sign release, services dependent
upon financial need consideration will not be provided
2. Agency staff reviews benefits documentation and
a. Assures documentation is attached in the case record
b. Checks appropriate benefit type on form
c. Signs as the Agency representative verifying that the individual is exempt from financial
participation requirements.
3. There is no requirement for participant signature and no further information is necessary to complete this
form.

*Clarification: other benefits may be received but do not qualify for this exception are:
1) SSA benefits for age
2) VA disability benefits
2) SSA Survivor benefits. These benefits should be included in monthly net income.

If participant is not exempt, leave above section blank, and continue on to section II.

II.

PROJECTED MONTHLY NET INCOME FROM ALL SOURCES.
To determine the projected monthly income
1. Enter the current monthly net income of the participant, and their spouse on line one.
2. Enter the current monthly net income of the Parent(s) or Guardian(s) on line two if participant is a
dependent as defined in policy
3. Add line one and two together to determine: Total monthly net income
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Additional guidance:





III.

LIQUID ASSETS
1.
2.
3.
4.
5.

IV.

Net income is income after payroll deductions.
For calculating income in this section, all projected monthly income and liquid assets of the family unit
shall be considered. Bureau staff may assist the participant identify documentation of income and liquid
assets that will assist the participant to identify monthly income. If the participant needs assistance with
determining this the bureau staff may assist them with reviewing appropriate documentation, e.g.., IRS
1040, pay stubs, Free Application for Federal Student Aid (FAFSA), University Financial Aid Award Letter,
etc..
Retirement accounts are not liquid. However, payments received in retirement (including Social
Security benefits for age), workers compensation, disability insurance, social security survivor’s benefits,
VA benefits, etc. are considered income.

To determine the liquid assets, use the chart on page 2
Enter the appropriate assets the participant holds on the corresponding line
Add the assets A – J and enter the result on the TOTAL line
Divide the TOTAL by 12 to determine the amount of liquid assets for a month.
This result is entered on Line III. Liquid Assets on page one

TOTAL RESOURCES (II + III)
1. Add the totals from section II and III
2. Enter the result on the Total line under section IV. TOTAL RESOURCES

V.

TOTAL DEDUCTIONS
1. Enter the number of persons to be used in determining monthly amount on the form on the Household size
line.
 The household includes the participant, spouse, and dependents.
 A dependent is a person, other than the taxpayer or spouse, who entitles the taxpayer to claim a
dependency exemption for tax purposes. This includes children who are:
o under age 19 at the end of the year;
o a full-time student under age 24 at the end of the year; or
o identified as permanently and totally disabled at any time during the year, regardless of
age.
2. Use the deductions table on page 2 of the form to identify the appropriate Household deduction to enter
based on household size and enter it on the Household deduction line.
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3. Disability Related Expenses:
a. Determine the participant’s disability related expenses. This would include any out of pocket expense
related to the participant’s disability such as; PCA, Specialized Transportation, Medical Equipment, and
Prescription medications and enter the total on the Disability related expenses line.
b. Add the Household Deduction and the disability related expenses line and enter the result in the TOTAL
Deductions.

ADDITIONAL RESOURCES (Subtract V from IV)

VI.

1. Subtract the total entered in line V. TOTAL DEDUCTIONS from the total entered in line IV. TOTAL RESOURCES
2. Enter the result on the VI. TOTAL ADDITIONAL RESOURCES line unless the result is a negative number (i.e.,
Line V is greater than line IV), in which case Enter 0.
3. The derived total determines the level of participation the participant will be required to contribute toward
non-exempt services in the plan, per policy.

Participant signs the document if they agree the document is completed accurately and agrees with the statement.
Parent /Guardian/Representative sign the document as appropriate.

Bureau staff sign the document indicating that they have:



Reviewed and checked calculations for accuracy
Reviewed financial need policy with the participant and how the available resources will be applied to plan
services
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Waiver: Exception to Bureau Policy

I.

DESCRIPTION: This policy provides guidance for instances where a waiver to a policy may be
appropriate to assist a participant to gain necessary services to participate in the rehabilitation
process and achieve their employment goals.

II.

DEFINITIONS: (optional element) Meaning and interpretation of terms used in the policy.
Exception: Exclusion from a policy as a result of individualized circumstances
Waiver: To refrain from applying or enforcing a specific policy; the act or instance of
providing an exception to policy; or documentation recording the waiving of a specified
policy

III.

POLICY: The bureau has a process in place to evaluate the participant’s individual situation and
to determine whether the cost, duration limits, or specific policies established in the bureau’s
policy would in effect deny the participant access to necessary services or pose undue hardships
on an individual. This exception, or waiver, process is established to accommodate the
rehabilitation needs of an individual when necessary to achieve an employment outcome.
A. The bureau may not establish policies or fee schedules that place any arbitrary limit on the
nature and scope of services to be provided to the individual to achieve an employment
outcome. The bureau has an exception process that can be utilized when a participant
requires services and/or supports that are outside the scope of written policies, procedures,
and fee schedules. The Waiver Request Form is used to request a review and potential
waiver in individual circumstances.
B. Exceptions to the policies concerning the provision of services must be approved by the
Director or designee. This includes requests to exceed financial contribution maximums,
timeframe limits, and other service selection criteria as outlined in policy.
C. Vocational Rehabilitation Counselors (VRC) work with the individual to complete a full
exploration of comparable benefits, ability to participate financially and/or other supports.
Once all alternatives have been explored, the participant and VRC may request a waiver.
D. Participants shall be informed of the waiver process as part of explaining services, financial
contribution and comparable benefits. A participant may request a waiver with or without
the support of the VRC.
E. Once a waiver request is identified the Waiver Request Form must be used to document the
waiver request.
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F. If a waiver is not approved, the participant will be advised of rights and appeals options,
including the availability of Client Assistance Program (CAP).
G. The bureau does not have authority to grant waivers that are contrary to any state or
federal laws, rules, or regulation.

IV.

REVISION TABLE:
Schedule for Review: This policy is required to be reviewed at least every 3 years.
Date of Review
Results
Revision
Revision details
Substantive
number
change (Y/N)

V.

SIGNATURE, TITLE AND DATE OF APPROVAL: (mandatory element) required for initial approvals
and all subsequent reviews and updates.

_________________________________________________________________
Lisa K. Hinson-Hatz, Director – NH Vocational Rehabilitation
Date

Page 2 of 2

review draft 10/2021

Waiver Procedure

Revision date: Draft

See corresponding policy: Exception to Bureau Policy
Note: Vocational Rehabilitation procedures provide internal guidance for NHVR staff only and create no procedural or
substantive rights for any individual or group.
______________________________________________________________________________
I.

Introduction

The purpose of the waiver procedure is to ensure fair and equitable service provision and consistent processes for
request and review of all requests to waive policy.

II.

Procedure
I.

As part of explaining services, financial contribution and comparable benefits, the VRC explains the waiver
policy.

B. When the VRC becomes aware of the individual's extenuating circumstances or their request for a waiver, the
VRC will inform the individual of the procedure to request an exception to policy.
1. The VRC reviews the policy the participant is asking to be waived with the participant to assure they are
aware of, and understand the policy.
2. If the participant chooses to pursue a waiver of policy, the waiver request form is completed either in
conjunction with the counselor or the participant may complete it on their own.
3. VRC reviews completed waiver request form and attaches it in the case management system, if not
generated as a case note through waiver request form letter template.
4. VRC assures all necessary documentation is on file and completes a case note indicating their support or
non-support of the waiver request with rationale for their support or non-support,
5. VRC requests supervisor review of the waiver request through an activity due (AD) titled Waiver Request
from the waiver request case note. The activity due will stay in pending status until closed by the Director or
designee.
6. The Supervisor reviews the waiver request to determine any outstanding information items, and if
incomplete returns request to VRC to ensure all necessary information is included.
7. Once waiver request is complete supervisor writes a case note indicating their determination to support or
not support the request, rationale and any other information regarding their decision.
8. Supervisor requests Director or designee review by summarizing their stance on waiver and adding them to
the existing activity due.
9. The Director or designee reviews the waiver request and writes a case note indicating their determination
to support or not support the request.
a. If the request is not supported, rationale will be provided
b. If the request is supported, the director or designee has the opportunity to provide additional
information or rationale for their support

10. Director or designee notifies the VRC through an activity due of the decision from the waiver request
decision case note and ensures the initial AD is completed.
11. VRC contacts the participant, discusses the decision and next steps, and documents this discussion in case
notes.
12. If waiver not approved, VRC to follow up contact with letter documenting decision and their right to appeal
if they are not in agreement with the decision.

WAIVER REQUEST FORM

Participant:

Date:

VR Staff:

1. I request the following waiver to policy (Identify the item, service, or action to be waived):

2. Describe what part of the policy you are asking to be waived and why. Please be as specific as possible:

3. What alternative resources have been explored? What was the outcome? (Describe attempts to minimize or
address the issue(s), including comparable benefit search):

4. What will happen if the waiver is not approved? How will it impact your (the participant's) ability to progress
in the plan for employment? (Explain adverse consequences without an exception):

5. Other Information to Consider:

Participant signature (optional): ___________________________________________________
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Vehicle Modification

I.

DESCRIPTION: Vehicle Modification is a service provided under an Individualized Plan
for Employment (IPE) for a participant who owns, or has the use of, an appropriate
vehicle to remove impairment related transportation barriers, in order to meet their
employment outcome.

II.

DEFINITIONS:
Vehicle Modification: any structural or non-structural modification to a motor vehicle. It
can include adaptive equipment or a product system, acquired commercially or off the
shelf, modified or customized, that is used to increase, maintain, or improve an
individual's functional capacity to safely drive or to ride as a passenger.
Structural vehicle modifications: alteration made to a vehicle that alter the structure or
integrity of the vehicle. Structural modification services may include, but are not limited
to: widening doors; reversing door hinges, lowering a floor, raising the roof or side
entry; powered gas/brake systems; reduced effort steering system; horizontal steering
system; restraint systems; reduced effort brake systems; and wheelchair lifts.
Nonstructural vehicle modifications: Any addition of adaptive equipment to a vehicle
that does not alter the structure or integrity of the vehicle. Nonstructural vehicle
modification services may include, but are not limited to: mechanical hand controls;
wheelchair carriers or trunk loaders; pedal blocks, left foot brake and accelerator
pedals; extensions to turn signal or shift lever; electric parking brakes; and wide-angle
mirrors.
Aged vehicle: vehicle that is more than (2) years old or has more than 30,000 miles on
the odometer.

3

Vehicle Modification Liaison (VML): The bureau's internal staff responsible for ensuring
the vehicle modification process is followed and managing issues and questions related
to vehicle modifications.
Vehicle Modification Consultant (VMC): external party, consulting with the bureau, to
provide technical assistance on questions or issues of vehicle modifications.

III.

POLICY:
Vehicle modifications are provided only when necessary to support an eligible individual
to achieve and maintain a competitive integrated employment outcome, as agreed
upon in their approved Individualized Plan for Employment (IPE).
A. Vehicle modifications are only considered when there is no other effective means of
transportation available to the participant. Vehicle modification(s) cannot be
authorized if the participant can use public transportation effectively or owns or has
access to another vehicle which would meet transportation needs.
B. Vehicle modification may be considered only when the Participant is competitively
employed in their employment goal (as identified on the IPE) or is expected to be
within a year of employment.
C. The bureau will not purchase vehicles.
D. The bureau will not reimburse for costs of vehicle modifications that were
completed prior to the approval of the Director or Designee.
E. The bureau is not responsible for any uninsured losses. The bureau encourages the
participant to arrange for adequate insurance coverage to include vehicle
modifications.
F. The bureau will not fund the costs for vehicle registration and insurance. These are
the responsibility of the participant.
G. The bureau will consider the progression of the disability and the effect on the
individual’s ability to safely operate a vehicle over the next five years.
1. Progression of disability information may be provided to evaluators to ensure
appropriateness of adaptive equipment recommendations
2. The Agency may request documentation from the participant’s Personal Care
Physician regarding stability of the disability
4

H. The bureau will only consider modification to an aged vehicle upon approval from the
Vehicle Modification Consultant (VMC). This approval is subject to the inspection of the
vehicle by a State license inspection station.as evidenced by a letter provided to the
VRC specifically reporting on:
1.
2.
3.
4.
5.

Vehicle Specifications (Make/Model/Year)
Current mileage of vehicle
Vehicle is structurally sound, in good running condition
Absence of extensive rust
Report indicates business name, address, phone number and signature of mechanic

And the VMC reserves the right to obtain additional information from the reporting
mechanic and or assess the vehicle for pre-inspection.
I. The bureau reserves the right to limit by year, make, or model which vehicles it will
consider for modification. Prior to considering the modification of a vehicle the Driver
Evaluation Report which includes equipment modification recommendations must be
approved by the VMC. Individuals considering purchasing a vehicle should take this into
advisement as the agency may not be able to assist with modifications to that vehicle.
J. The bureau does not provide funding for modifications on leased vehicles.
K. If the vehicle under consideration is not owned by the participant, a notarized
statement from the owner giving permission to the individual to drive or be a passenger
in the modified vehicle for at least seven (7) years must be obtained.
L. Participants must:
1. Have the means to maintain the vehicle and the modification(s) and
2. Have a valid NH driver’s license with proper restriction designation as required by
NH Department of Safety, Division of Motor Vehicles (DMV).
M. Individuals who require a vehicle modification to enable them to drive or ride as a
passenger shall be required to undergo an evaluation by a Certified Driver Rehabilitation
Specialist (CDRS) to determine:
1. The need for motor vehicle modification,
2. The type of vehicle which is appropriate,
3. The type and extent of modifications required, and
4. The ability and safety of an individual to drive, as applicable.
N. Completion of an evaluation by a Certified Driver Rehabilitation Specialist (CDRS) does
not guarantee that the agency will participate in the cost of the vehicle modification.
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O. Vehicle modifications that require interdependence with other rehabilitation
technology, including wheelchairs, are subject to assessment that the device is:
1. currently operational and expected to be in use for a minimum of the next three
years,
2. medically necessary, evidenced by prescription or doctor recommendation, and
3. used in the driver assessment.
P. All vehicle modification vendors must be accredited by the endorsed agency of the
National Mobility Equipment Dealers Association (NMEDA) for their Quality Assurance
Program (QAP) and will only be allowed to bid on modifications equivalent to the
category(ies) in which they have earned QAP accreditation.
Q. The bureau may provide repairs to vehicle modifications in order to accomplish the
individual's plan for employment when:
1. The VMC has approved that the vehicle is road worthy.
2. A report is on file that identifies the needed repairs to modifications from a CDRS or
State license inspection station.
3. The participant can demonstrate that the vehicle has been properly maintained with
reasonable care of the previous modifications.
4. Required repairs are not covered under warranty.
5. Repair is not due to damage by accident, vandalism, or fire.
6. Current modification(s) are deemed appropriate as evidenced by either no change in
the participant’s level of functioning has occurred or an updated driver’s evaluation.
R. The bureau shall consider repeat or subsequent vehicle modifications for a participant
when:
1. The modification is necessary due to a change in disabling condition or
2. Seven (7) years have passed since the original modification was completed; and
3. The participant has met a minimum of two years of cumulative competitive
integrated employment within the seven years.
S. All modifications and repairs shall have a final inspection by the VMC to ensure:
1. The equipment operates correctly,
2. The participant can use the equipment properly and safely while parked, and
3. All modifications were performed as authorized.
T. Vehicle modifications are subject to financial need.
U. Vehicle modifications are exempt from comparable benefit requirement.
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IV.

REVISION TABLE:

V.

SIGNATURE, TITLE AND DATE OF APPROVAL: (mandatory element) required for initial
approvals and all subsequent reviews and updates.
_________________________________________________________________
Lisa K. Hinson-Hatz, Director – NH Vocational Rehabilitation
Date
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Vehicle Modification Procedure
Revision date:

See corresponding policy: _________Vehicle Modification
Note: Vocational Rehabilitation procedures provide internal guidance for the bureau staff only
and create no procedural or substantive rights for any individual or group.
_______________________________________________________________________________
Introduction
The bureau's procedure on vehicle modification is intended to ensure the proper steps are taken
when a participant requires a vehicle modification and the vehicle modification process is
consistent for all participants.
Vehicle Modification Process: Throughout the process the VR Counselor (VRC) maintains
contact with the participant to coordinate services; works with the Regional Leader (RL) and
Vehicle Modification Liaison (VML) to obtain required approvals; and generates authorizations
for service.
Note: At any stage of the process, if the bureau staff reviewing the case does not approve the

vehicle modification, they will document the decision in the case record, and the VRC will notify
the participant of the decision, including the rationale for the decision and the process to appeal,
including the availability of the Client Assistance Program.
1. The VRC identifies that vehicle modification may be necessary to remove impairment
related transportation barriers, in order to meet a participant’s employment outcome.
The VRC confirms the following:
a. The participant is competitively employed or is within a year of employment.
b. the participant does not own another vehicle which would meet transportation
needs, and
c. The participant’s disability prevents the use of any other reasonable transportation
alternative (public transportation, family member, etc.)
2. The VRC notifies RL of a potential vehicle modification for planning purposes.
3. The VRC and the participant discuss vehicle modification policy and process. The VRC will
document this discussion as a case note. The discussion will include
a. The transportation needs as either the driver or passenger,
b. vehicle availability, and condition
c. Policy requirements specific to the participant's circumstances.
d. The steps and the timeline
e. Any other factors that may influence the success or progress of the modification
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such as;
1) Other rehabilitation technology, including wheelchair. Assess the following:
(a) Condition of the technology
(b) Age and Projected remaining lifespan (will it need to be replaced within 3
years)
(c) Availability for the evaluation
2) Supplemental durable medical equipment or other devices needed to operate
the RT, e.g., SmartDrive or other types of hardware for a wheelchair
a. Progression of Disability: Assess whether the disability is stable or
progressive. If there is a question of stability of the disability, then request
documentation from a medical doctor regarding the progression of the
participant’s condition and consult with VMC.
4. The VRC begins to complete the bureau Vehicle Modification Participant Checklist and
uses this to guide the process.
5. Participant and VRC choose the vendor for the driver’s evaluation. When providing the
participant with the vendor options for a driver’s evaluation, it is important to know the
type of modification(s) that are needed and which vendor(s) have the proper vehicle
and equipment to provide the evaluation. The following points need to be considered
when making this decision:
a. Is the modification structural or nonstructural
b. Will the vendor be able to provide the necessary evaluation if a high tech evaluation
is needed
c. Will the vendor need to rent a high tech van from an approved vendor to
perform the evaluation.
d. Is the participant licensed to drive in New Hampshire
e. Is it likely that the participant will require additional training on their newly modified
vehicle
f. Can the participant travel to the evaluation site
6. VRC completes the referral for a driver’s evaluation
a. Refer participant for evaluation
b. Enter Authorization for “Driver Assessment (Mods)” , to include high tech van
rental, travel time and mileage, if indicated
c. Complete Driver Evaluation Intake form and send to vendor
d. Monitor scheduling, completion of evaluation, and receipt of report
e. If additional hours are needed to complete evaluation, vendor will request and
rationale is documented in case note. Enter authorization for “Driver
Assessment Extension (Mods)”.
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7. The VRC receives the completed Driver Evaluation report which includes the
adaptive equipment recommendations
a. Review report to ensure receipt of full assessment/evaluation, along with
Adaptive Equipment recommendations
b. Prepare documentation for Regional Leader review
1) VRC completes case note that justifies the need for vehicle modification
2) VRC completes and attaches the following forms to the participant’s case
record
(a) The bureau Vehicle Modification Participant Checklist
(b) Driver Evaluation with adaptive equipment recommendations, and
(c) Financial Needs Assessment (FNA)
c. VRC sends AD request for review to the Regional Leader
8. Regional Leader Review and Approval
a. Regional Leader reviews case record including documents attached in the case
record
b. Regional Leader completes case note regarding approval of vehicle modification
c. RL forwards AD to the VML by adding the VML to the existing AD with dated
comment.

9. Vehicle Modification Liaison Review and approval
a. VML reviews the participant’s current case record and attachments, as well as
any prior case openings to determine if there is any information that may impact
the vehicle modification process. This could include:
1) Determining if other factors need to be addressed prior to a vehicle
modification can be pursued (i.e. age of wheelchair, licensing) and
participant’s ability to participate in the process
2) If the participant is in need of a new vehicle, are they able to purchase and
maintain the vehicle
3) Previous vehicle modifications provided by the bureau
4) Participant engagement in the VR process
10

5) Whether the participant is currently employed, or one year out from
becoming employed
b. The VML notifies the VRC, and RL as needed, of the status of the review and if
additional information or assessment is needed. Documentation of VML review
and any requests for additional information is documented in case notes.
c.

Following completion of VML review and acceptance of documentation
a) The VRC is notified by the VML to authorize vehicle modification consultation with

the Vehicle Modification Consultant (VMC) for 18 hours over the next six
months to cover the VMC’s activity throughout the vehicle modification
process.
b) The VML sends the Driver Evaluation with the adaptive equipment
recommendations to the VMC for review via encrypted email
c) VML copies email to VMC as a case note

10. Vehicle Modification Consultant reviews documentation
a. If approved by VMC the process moves on to next step, obtaining quotes.
b. If there are concerns, the Vehicle Modification Liaison will notify the VRC of the
concerns and need for follow-up.
a. VML enters email of the concerns and discussion as a case note.
b. The VRC will then contact the participant and/or the Driver Evaluator to
gather the necessary information and document conversations as a case
note.
c. Once updated information is received, VRC will provide information to the
VML and case note will be entered documenting the communication.
d. The VML will send updated information to the VMC for additional review
and decision whether to move forward with the modification
e. In case of decision not to move forward, participant is notified of the
decision the rationale and right to appeal.
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11. Quotes are obtained by the VML, and attached in the case record
12. VML creates recommendation based on quotes received
13. VML sends AD to Director, or designee for review and approval
14. Director or designee reviews bid and supporting documentation
a. If approved, Director will document approval in case note and send AD to the VML
b. If bid is not approved, Director will document rationale and send that information to
VML to follow up on any additional information or action needed
15. Following Director, or Designee approval, the VML notifies the VRC, via AD, of the
vehicle modification quote approval
16. VRC contacts participant notifying them that their vehicle modification has been
approved and any necessary next steps
a. Counselor and participant develop or amend the Individualized Plan for Employment
(IPE) to include vehicle modifications and vehicle modification consultation services
and if indicated any driver evaluator post inspection (service name: driver
assessment extension mods) and adaptive equipment training.
b. VRC develops the IPE case note documenting specific information such as the
chosen vendor, planned need for the service leading to an employment outcome,
justifications, and any additional details necessary to provide the service.
c. If participant is employed, they shall be placed in the appropriate case status.
d. Depending upon approval levels, the IPE may need RL and Administrative approval.
If amount requires Administrative approval, the RL will do an activity due to the
director or designee
17. Once an IPE is approved, enter appropriate authorization
18. Once the authorization has been sent to the vendor, the VML and VRC, the VRC contacts
participant notifying them that the vehicle modification can be scheduled. This
authorization is the notification to the vendor that they have been awarded the bid.
19. The participant coordinates with the vendor to schedule the appointment for the
modification
20. The VML monitors the progress of the modifications, addresses any technical issues that
may arise and consults with the VRC as necessary.
21. Vendor completes the authorized vehicle modification, schedules the final inspection
with the VMC and notifies the VML
22. VMC completes the Final Review that includes the vehicle modification inspection
and performance assessment prior to the vehicle being released to the participant.
The purpose of the inspection is to ensure safety, proper installation of the
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modifications and to determine if any corrections need to be made.
a. The Driving Evaluator may inspect the vehicle in those instances when the
participant will be receiving additional training in their newly modified vehicle
a. If any concerns are noted by the Driving Evaluator inspection, these
concerns will be brought to the VML’s attention
b. The VRC will receive the final inspection report and invoice completed
by the Driving Evaluator if they inspected the vehicle as well.
c. VRC attaches a copy of report in the participant’s case record
23. The VML will receive the final inspection report and invoice from the VMC. After
reviewing the report, if the vehicle:
i.

Passes Inspection: the report and invoice will be forwarded to the VRC
and Regional Office Rehabilitation Technician for payment.

ii.

Passes Inspection, but Needs Correction: The VML will contact the VRC to
review these items and to discuss next steps. If it is determined that the
correction(s) require an equipment change, an updated quote will be
requested from the vehicle modification vendor. Depending upon the
equipment needed, the Driving Evaluator may be required to submit an
amended evaluation to include the new equipment. This amended
evaluation does not need to be reviewed by the VMC.
i. The VMC will indicate on the final report if re-inspection is needed

following the modifications being corrected.
ii. If an equipment change is needed, the VML will forward the

updated quote with explanation to the Director or designee
for approval.
iii.

Not Recommended at this Time for Acceptance (must be reinspected): In this case, the VML and VMC will discuss what the next
steps will be in order to ensure that the modifications are properly
completed by the vendor and that the participant receives their
vehicle in a timely manner.

Reports and Forms:
Forms
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A. The bureau Vehicle Modification Participant Checklist - a review of pertinent
information included in discussion with participant (completed by VRC)
B. Driver Evaluation Referral form – used to refer the participant to the identified vendor
(completed by VRC)
Reports
A. Driver Evaluation which includes the Adaptive Equipment Recommendations –
received from driver evaluation vendor after assessment
B. Preliminary assessment of vehicle modification request received from VMC after review
of the driver evaluation
C. Final Inspection Report – received from VMC after the modifications have been
completed and before the participant receives modified vehicle
D. Driver Evaluation final inspection report – received from driver evaluation vendor
after final inspection in cases where there is additional driving training after mod
E. Vehicle inspection report – received from a State license inspection station that
includes the specific items identified in the above policy.
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NHVR Vehicle Modification Participant Checklist
Participant Name

Click or tap here to enter text.

CounselorClick or tap here to enter text.

Background
1.

Is this the participant’s first case opening?
☐Yes
☐No
If no, date of last opening and reason for closure

Click or tap here to enter text.

2.

Has the participant received previous vehicle modifications from NHVR?
☐Yes
Year
Click or tap here to enter text.
☐No

3.

What is the participant’s current job goal

4.

Is the participant currently working?
☐Yes
☐No

Click or tap here to enter text.

If no, is the participant within one year of becoming employed?
☐Yes
If no, please explain
5.

Click or tap here to enter text.

Does the participant understand that the vehicle modification process may take several months to
complete?
☐Yes
a.

☐No

Would the VR counselor and/or the participant like to schedule a consultation with the Vehicle
Modification Liaison to discuss the process further?
☐Yes

6.

☐No

☐No

Does the participant use a wheelchair?
☐Yes ☐No
Please specify: ☐Power

☐Manual
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Age of current wheelchair: Click or tap here to enter text.
Driver’s Evaluation
7.

Has the participant gone through an evaluation to determine his or her vehicle modification needs?
☐Yes ☐No
If NO, the participant will need to be referred for a driver’s evaluation before the vehicle modification
request can move any further.

Driver’s Licensing
5.

Does the participant have a current New Hampshire driver’s license?
☐Yes
☐No
If no, please explain the participant’s next steps toward obtaining a driver’s license.

Click or tap here to enter text.

6.

If a licensed driver in New Hampshire, does the participant have endorsements on his or her license to
drive a modified vehicle?
☐Yes
☐No

Vehicle Needs
7.

Will the participant be modifying a new or existing vehicle
☐New
Make/Model
Click or tap here to enter text.
☐Existing Year/Make/Model/Mileage
Click or tap here to enter text.

8.

Will the participant be a Driver or a Passenger in the vehicle?
☐Driver
☐Passenger

9.

Who owns or will own the vehicle?
☐Participant
☐Family member/guardian

10. Has there been a discussion with the participant to include the vehicle modifications as part of his or her
car insurance coverage?
☐Yes ☐No
Modifying the Vehicle
11. Will the participant have alternate transportation options available to them while their vehicle is being
modified? Please explain. Click or tap here to enter text.
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12. Will the participant be able to bring the vehicle (if applicable) to the vendor and subsequently pick up of
the vehicle from the vendor in order to complete the modifications?
☐Yes

☐No

If no, please explain Click or tap here to enter text.

Post – Inspection of the Vehicle and Training
13. Is the participant aware that they must be available to attend the post-inspection appointment for their
vehicle? NOTE: This could take several hours when considering travel time to/from the vendor.
☐Yes

☐No

14. If applicable, will the participant be able to participate in the recommended training for their newly
modified vehicle?
☐Yes

☐No

If no, please explain Click or tap here to enter text.
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Edits to Implemented Policy:


Edits to Implemented Policy: on implementation of policy 7/1/21 we found the following edits that
we will be making.
 Policy Edit: Fees and expenditures. Add ‘exams’ to policy language. Refer to below.
 H. Direct payments to a program participant: NHVR may make direct



payments to a program participant for Transportation, Reimbursement,
Advance Payment, or a payment to a Financial Advocate. NHVR will only
reimburse or advance pay participants for subscriptions, technological
applications (apps), maintenance (rent, utilities, etc.), exams, and license
fees when payment is required at application for the license, or at the
discretion of the VR Supervisor for other unique circumstances. Direct
payments are not intended to circumvent the Bureau’s purchasing
requirements, or to allow a vendor to be a service provider in the State
while not in good standing. Participants should not make purchases with
the intent of being reimbursed prior to agreement with the counselor.
Procedure Edit: Fees and expenditures. Edit text and add option for email from
participant acknowledging receipt as an option for documentation. Refer to
below.


Payment for goods: Prior to processing a payment for a good, a staff member
must receive written confirmation of receipt from confirm the

participant has received the item in writing. Confirmation of receipt can
include a packing slip or receipt signed by the participant, email from the
participant acknowledging receipt, or a Receiving and Inspection Report
(R&I) signed by the participant. Should payment need to be processed
prior to a participant receiving the item (i.e., payment using an Agency
Procurement Card), or if the office is unable to acquire
the required participant’s signaturedocumentation, a case note related to the
payment from the Rehabilitation Counselor III or VR Supervisor is needed. The
case note documents the reason why the participant has not received the item
at the time of payment or why the office was unable to acquire

documentation verifying receipt. If documentation was not received, the
case note must contain the reason why, attempts made to obtain the
documentation, the date in which the items were received, and who the
staff member communicated with confirming receipt or why the office was



unable to acquire documentation verifying receipt. If documentation was not
received, the case note must contain the reason why, attempts made to obtain
the documentation, the date in which the items were received, and who the
staff member communicated with confirming receipt.
Procedure Edit: Application-E. Edit text from 45 days to 40 days to align with 5/5/2021
guidance on timely eligibility determinations. This also aligns with when the case first
shows on caseload as activity due – on day 40.
 C. If the activity does not result in the receipt of needed documentation by day
45 40:
1. VR counselor confers with the applicant about additional activities and time
needed to gather the documentation.
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