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Chapter 1.  Program Establishment and Office Requirements

1.  Vocational Rehabilitation and Employment (VR&E) Management Responsibilities

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on management responsibilities for the Vocational Rehabilitation and Employment (VR&E) program, including

· the responsibilities of VR&E Service and the VR&E Division

· the VR&E Division responsibilities for Chapter 31 and other programs, and

· general management responsibilities of the 

· VR&E Officer

· Director, Regional Office (RO), and

· Director, VR&E Service.


	Change Date 
	October 28, 2005


 PRIVATE INFOTYPE="FACT" 
	a.  Responsibilities of VR&E Service and the VR&E Division
	The Vocational Rehabilitation and Employment (VR&E) Service at Central Office (CO) in Washington, District of Columbia (DC) provides policies and procedures for the VR&E Division.

The VR&E Division within each regional office (RO) establishes and maintains the program and implements the policies and procedures provided by VR&E Service at CO.


Continued on next page

1.  Vocational Rehabilitation and Employment (VR&E) Management Responsibilities, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  VR&E Division Responsibilities for Chapter 31 and Other Programs
	The table below describes the VR&E Division responsibilities for carrying out services and assistance for Chapter 31 and other programs.


	The VR&E Division is responsible for providing …
	Under …
	Reference

	· counseling and evaluation

· administration of training and rehabilitation, 

· independent living (IL) services, and

· rehabilitation and employment assistance and placement
	38 U.S.C. Chapter 31.
	See M28.IV.i.1 (TBD).

	counseling, including:

· vocational

· educational

· problem-solving, and 

· personal adjustment
	· 38 U.S.C. Chapter 30
· 38 U.S.C. Chapter 32 and Public Law (PL) 96-342, Section 903

· 38 U.S.C. Chapter 35
· 38 U.S.C Chapter 36
· 10 U.S.C. Chapter 1606, and

· PL 96-342, Section 901 (10 U.S.C. Chapter 107).
	See M28.VI.i.1 (TBD).

	· special restorative training (SRT)

· specialized vocational training (SVT), or

· special assistance services
	38 U.S.C. Chapter 35.
	See M28.VI.ii.1 (TBD).

	vocational counseling, evaluation, and case management services for certain veterans’ children with spina bifida and other covered birth defects
	· 38 U.S.C. Chapter 18, and

· the Veterans Benefits Act of 2003.
	See M28.VI.iii.1 (TBD).


Continued on next page

1.  Vocational Rehabilitation and Employment (VR&E) Management Responsibilities, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	c.  General VR&E Management Responsibilities
	The table below describes general VR&E management responsibilities.


	Job Title 
	Description of Management Responsibilities

	VR&E Officer
	Manages the VR&E Division consisting of

· Counseling Psychologists (CPs)

· Vocational Rehabilitation Counselors (VRCs)

· Vocational Rehabilitation Specialists (VRSs) 

· Employment Coordinators (ECs), and

· technical and clerical support staff members.

	Director, RO
	Provides general management for the VR&E Division, including ensuring that

· national policy and procedural changes are implemented, and

· benefits and services are provided in a timely manner.

	Director, VR&E Service
	· Develops policy

· formulates budgets, and

· develops workload systems.


2.  Required Personnel Practices and Program Components

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on the personnel practices and program components required to ensure effective implementation of the Chapter 31 program, including the

· VR&E Officer responsibilities for three essential areas of personnel practices

· protection of privacy and proper handling of confidentiality issues

· notification and support of the administrative review and appeals process

· program oversight and internal control components, and

· employee awards and recognition program.


	Change Date
	October 28, 2005


 PRIVATE INFOTYPE="PRINCIPLE" 
	a.  VR&E Officer Responsibilities for Three Essential Areas of Personnel Practices
	The VR&E Officer is responsible for personnel practices that promote effective implementation of the VR&E Program.  The table below outlines the three areas that are essential to the accomplishment of the program’s goals.


	Area of Practice
	Requirement

	Classification and position management
	Each employee should have a current position description and national performance standards, when available that reflect 

· the work actually performed, and

· levels of performance in measurable terms.

References:  For more information on

· Chapter 293, Personnel Records and Files, see MP-5, Part I, Chapter 293 (TBD) 

· Chapter 340, Part-Time Career Employment Program, see MP-5, Part I, Chapter 340 (TBD), and

· Chapter 511, Position Classification and Position Management, see MP-5, Part I, Chapter 511 (TBD).


Continued on next page

2.  Required Personnel Practices and Program Components, Continued

	a.  VR&E Officer Responsibilities for Three Essential Areas of Personnel Practices (continued)


	Area of Practice
	Requirement

	The Equal Employment Opportunity (EEO) Program
	Be familiar with the EEO Program, including the

· RO EEO plan, and

· plan’s implications for employees as they relate to

· EEO counselors

· grievance procedures, and

· upward mobility.

Reference:  For more information on EEO

· VA Manual MP-5, Part I, Chapter 713 (TBD).

	Standards of Ethical Conduct and Related Responsibilities
	Follow the regulations governing the standards of ethical conduct contained in

· the Code of Professional Ethics for Rehabilitation Counselors on the Commission on Rehabilitation Counselor Certification (CRCC) website, and

· Title 5, Administrative Personnel, Chapter XVI, Office of Government Ethics.

Note:  Outside employment is an area of particular concern to the VR&E Division since many of the professional staff have opportunities for engaging in these activities.

References:  For more information see 

· 38 CFR 0.735-12 (TBD) for principles for evaluating each instance

· 38 CFR 0.735-4 (TBD) for interpretation and advisory service from the District Counsel.




Continued on next page

2.  Required Personnel Practices and Program Components, Continued

  PRIVATE INFOTYPE="PRINCIPLE" 
	b.  Protection of Privacy and Proper Handling of Confidentiality Issues
	Although the Health Insurance Portability and Accountability Act of 1996 (HIPPA) does not apply to VR&E services, it does not change our responsibility in terms of protecting the privacy of Chapter 31 veterans, safeguarding records and ensuring that we do not disclose information to individuals who have no “need to know.”

The Privacy Act of 1974 does apply to VR&E personnel, which permits important uses of an individual’s records while protecting his/her privacy.

Reference:  http://vaww.vhaco.va.gov/privacy/Documents/5USC552a.htm


	c.  Notification and Support of the Administrative Review and Appeals Process
	As part of the Chapter 31 program, a veteran is entitled to request an administrative review and/or an appeal of a VR&E decision.  Prior to commencing operations in a new office, procedures must be in place to support the administrative review and appeal process.

In order to inform a veteran of his/her right to this process, and be responsive to veteran requests, VA Form 4107, Your Rights to Appeal Our Decision should be readily available.

Reference:  For more information on the veteran’s right to an administrative review and/or an appeal, see M28.III.3 (TBD).


 PRIVATE INFOTYPE="PRINCIPLE" 
	d.  Program Oversight and Internal Control Components
	Procedures must be in place to assess and improve the quality of services provided to veterans in the Chapter 31 program.  Under program oversight and internal control, casework is evaluated on a national and local level.

The table below lists the components of program oversight and internal control and references for more information.

Component

Reference

Quality Assurance (QA)

M28.VII.2 (TBD).

Field Surveys

M28.VII.3 (TBD).

Performance Management

M28.VII.4 (TBD).

Systematic Analysis Operations (SAO)

M28.VII.5 (TBD).

Management Reports

M28.VII.6 (TBD).




Continued on next page

2.  Required Personnel Practices and Program Components, Continued

 PRIVATE INFOTYPE="FACT" 
	e.  Employee Awards and Recognition Program
	A nationwide VR&E Awards Program may be issued at the discretion of the Director of VR&E Service. 


3.  VR&E Division Office/Site Requirements

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on VR&E Division office/site requirements, including requirements for

· office space

· counseling space

· individual offices

· suitable space for administering tests, and

· access to job lab resources.


	Change Date
	October 28, 2005


 PRIVATE INFOTYPE="PRINCIPLE" 
	a.  Requirements for Office Space
	VR&E Division office space must meet the requirements listed below.

· The office must be readily accessible to individuals with disabilities.

· The office location must be clearly identified on building and floor directories.

· A reception area of adequate size and with comfortable furnishings for visitors must be provided.

Exception:  In those offices where a separate reception area cannot be provided, make arrangements to use the facilities of other RO elements, such as the Veterans Service Center (VSC).


 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  Requirements for Counseling Space
	Conduct counseling in an environment

· that offers auditory and visual privacy, where the conversation between the Case Manager and the veteran is not open to public observation by others, and

· where there are

· no unannounced interruptions, or

· other distractions.

Important:  The environment must give the veteran a clear feeling of privacy and confidentiality that encourages him/her to discuss with the Case Manager matters of personal concern relevant to his/her

· vocational planning, and

· goal establishment.


Continued on next page

3.  VR&E Division Office/Site Requirements, Continued

 PRIVATE INFOTYPE="PROCEDURE" 
	c.  Requirements for Individual Offices
	Each Case Manager must have a private office with floor to ceiling walls and doors.




 PRIVATE INFOTYPE="PRINCIPLE" 
	d.  Requirements for Suitable Space for Administering Tests
	Establish suitable space for the administration of psychological and vocational assessment tests.  Testing must be conducted under conditions that 

· ensure privacy and freedom from noise and distraction, and

· fully comply with established testing standards by

· providing adequate lighting, ventilation, seating facilities, and working space for veterans, and

· ensuring that testing materials are properly secured, when not in use, in a locked room or cabinet.

Reference:  For more information on tests and test supplies, see M28.II.2.D.


	e.  Access to Job Lab Resources
	Job lab resources will be made available for use by veterans.   The resources must include at the minimum:

· ample access to computers with Internet capabilities 

· desktop shortcuts to www.vetsuccess.gov
To the maximum extent possible,  a separate area for veterans seeking jobs will be established and staff will be made available to assist.
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