 “The purposes of the Rehabilitation Act, as amended, are-

…to empower individuals with disabilities to maximize employment, economic self-sufficiency, independence, and inclusion and integration into society …; and to ensure that the Federal Government plays a leadership role in promoting the employment of individuals with significant disabilities, and in assisting states and providers of services in fulfilling the aspirations of such individuals with disabilities for meaningful employment and independent living.”  

The Rehabilitation Act of 1973, as amended           
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MISSION

The Office for the Blind, an office within the Department of Workforce Investment of the Education Cabinet, provides services to individuals with visual disabilities so they may improve their opportunities for employment and become more independent and productive in the community and workplace.  

Program Introduction and History
The Bureau for the Blind using a federal grant established a Center for Independent Living (CIL) program in October 1980.  The first office was based in Louisville and opened with a staff of four, including the CIL director (Fred Gissoni), two independent living (IL) instructors (Betty Gissoni and Betty Niceley), and one assistant (Cathy Lake).  This office served Louisville and Jefferson County.  In 1981, two satellite center offices were opened – one in Owensboro with two instructors (Ann Burge, Gay Pannell) and one in Lexington with three instructors (Sharon Cross, Mike Dillon, Rocky Roberts), and services were expanded to cover all of Kentucky.  During the next several years, an office was opened in Murray, the staff person in Owensboro relocated to Bowling Green, one Lexington staff person began working from Somerset, and an IL position was established in Prestonsburg.  In 2002, the Murray office closed due to staff retirement.  An IL Specialist was located in Paducah in 2003, and at approximately the same time, an IL Specialist was again placed in the Owensboro office.
In 1993, there was a name change and program redesign necessitated by changes made in the awarding of the federal grant (Title VII, Part B funds).  These federal funds awarded to the Commonwealth of Kentucky began being funneled through the Office of Vocational Rehabilitation (OVR).  This agency distributes funds to the Centers for Independent Living located within the state and to the Office for the Blind (OFB) Independent Living Services (IL) program.  The IL program administered by OFB provides services to persons under the age of fifty-five.  To provide services to persons age fifty-five and older, OFB began receiving funds for the Older Individuals Who Are Blind federal program.  The staff initially known as Independent Living Instructors became known as Independent Living Specialists, and later due to a Kentucky Department of Personnel reclassification, began using the working title of Independent Living Counselors.  Due to changes within state government, the Bureau for the Blind has been known as the Department for the Blind and Office for the Blind.

The Independent Living Services and the Older Individuals Who Are Blind Services programs are operated in accordance with the Rehabilitation Act of 
1973 as amended in 1998 and with all applicable Federal and State Administrative Regulations and Statutes.

All services of the Office for the Blind are provided to assist consumers in achieving employment and independence.  Consumers are encouraged to participate in the development of their Individualized plan of services by exercising informed choice.

The Independent Living Services and the Older Individuals Who Are Blind programs are designed to be flexible and to meet individualized needs.  The focus must be directed toward independence in the home, community, and/or employment.

A manual revised in 1999 and 2004, with updates in 2006 and 2008, was developed to give (IL/OIB) Counselors an overview of the IL and OIB programs within OFB.  In 2009, the manual was divided into two separate sections with one section devoted to IL Services and the other made specific to the OIB Services program.
SECTION 1

INFORMED CHOICE

Consumers are assured the right to choose the available services, support, and training they desire.  Information is available to assist consumers in exercising this right of informed choice.

 At the time of application, the Client Assistance Program (CAP) is discussed with the consumer to assist with making these choices.  The Client Assistance Program (CAP) is available for additional assistance and advocacy during the period of time the consumer’s case remains active.  The consumer is given a copy of the CAP services, address, and telephone numbers.  Please refer to the Forms manual for this document.

An Individualized Plan of Services is developed and implemented in a manner that affords the eligible individual the opportunity to exercise informed choice in selecting goals, objectives, outcomes, and the specific independent living skill services or training to be provided under the plan. 

SECTION 2

CASELOAD MANAGEMENT   

Caseload Management is a skill that must be learned and continuously refined. Organization is the key factor that results in successful management.  The Counselor and the assistant (if applicable) are responsible for outreach, referral, and the application process.  It is recommended that the Counselors monitor their caseloads monthly in order to determine referral rates, caseload numbers, case closures, and provide or arrange needed services for the consumer.  It is important to anticipate the needs of the consumer, the requirements of the Office, and plan accordingly.  

The Counselor is responsible for organizing collected data and monitoring the movement of cases as they progress through the various phases of the program.  The computerized Case Management System (CMS) will assist the Counselor in monitoring the caseload. Various techniques may be utilized to manage the caseload depending upon the Counselor’s preference; however, all required forms and documents as listed in this manual must be utilized consistently by staff.  

SECTION 3

FISCAL MANAGEMENT  

Fiscal management is the responsibility of the Counselor.   Fee schedules must be adhered to as well as agency policies and third party funding.  As monitoring of caseload monies is essential, the Counselor will receive by e-mail a monthly list of their expenditures.

While the agency does not have a financial need policy, it is suggested that the consumer participate in the cost of services, if possible.

SECTION 4

OUTREACH, REFERRAL AND 

APPLICATION PROCESS

OUTREACH – DEVELOPING REFERRAL SOURCES  
The Counselor is responsible for establishing and maintaining productive contacts within the community that result in appropriate referrals to the agency.  Success of the program depends in part on the ability to develop appropriate referral sources.  The Counselor should take the initiative for making contact with individuals such as physicians, educators, clergy, social workers, health agencies, Senior Citizens Centers, and others who have contact with individuals with visual disabilities who may need independent living services.

The Office has a responsibility to provide all persons who have significant visual impairments, as well as their friends, family and representatives, with accurate information about Office for the Blind services and benefits. The Office will also provide information about other agencies and organizations that assist individuals with visual disabilities.  The Office provides brochures, pamphlets and public presentations. The Office for the Blind has implemented an information and referral system to ensure that individuals with visual impairments are provided accurate information and guidance in order to live as independently as possible. Individuals must be appropriately referred to other community resources and programs that can assist them in their independent living and community integration needs.  

The Office maintains working and cooperative agreements with agencies, institutions and non-profit groups through which the referral of applicants may be made.  Copies of applicable cooperative agreements with other agencies are provided for the Counselor’s use and should be kept on file at each office.  It is the responsibility of the Counselor to maintain close working relationships with groups within the local community.  

SECTION 5

DEFINITION OF TERMS

Adaptive Devices means aids or appliances of a personal nature designed to improve the activities of daily living and independent living skills of individuals with visual disabilities.  Adaptive devices are items which cost less than $100.00 each, such as talking calculators, watches with Braille or large character display, folding white canes, and cooking utensils.

 Applicant means an individual who has signed a letter or document requesting services from the Office and for whom the following minimum information has been furnished: name, address, and telephone number, visual impediment, age, sex, eye doctor name, date of referral, and source of referral.

CMS – Case Management System

 Consumer (IL/OIB) means an individual who meets the following criteria and has been determined by a Counselor to be eligible for services:

1. Has a diagnosis of Significant Visual Impediment (Functional Blindness) or a progressive visual disability which will result in at least a Significant Visual Impediment;

2. Which alone, or in combination with one or more other impediments, significantly limits the ability of the individual to function independently within the home, community, or the ability of the individual to obtain, maintain, or advance in employment; 

3.  For whom the delivery of independent living services will improve the ability of the individual to function more independently within the home, community, or employment.   Eligibility for services is based on a need for two or more services, in different training areas, or if in one training area, case must show multiple skills taught over a period of time.

 Counselor (IL/OIB) means an Independent Living/ Older Individuals Who Are Blind Counselor of the Office or an employee contracted by the Office who is responsible to assess the need, determine eligibility, and provide independent living services.
Counselor (VR) means a Vocational Rehabilitation Counselor

Independent Living Services means services provided by an IL/OIB Counselor
Legal Blindness means corrected visual acuity of 20/200 or less in the better eye or a visual field of no more than 20 degrees in the better eye.

Low Vision Optical Devices means lenses and telescopes with high magnification designed to improve the vision of individuals with disabilities.

Office means Office for the Blind

Older Individual Who is Blind means an Independent Living Consumer who is age 55 or older.

Post Closure Services – A short-term single service needed to restore independence or maintain independence due to decrease in vision or visual functioning.  This service does not necessitate the opening of a new case.

Progressive Visual Disability means a visual condition where the impediment is not fully complete or fully developed at the time of medical diagnosis, and there is a medical diagnosis that the impediment will increase in extent or severity. 

 Referral (IL or OIB) – person for whom an inquiry for services has been made and for whom complete information has been obtained:  name, address, and telephone number, visual impediment, age, sex, eye doctor name, date of referral, and source of referral.

Significant Visual Impediment (Functional Blindness) means a visual impediment, which results in a corrected visual acuity of 20/60 or less in the better eye or a visual field of no more than 60 degrees in the better eye.  
Single Service – A short term service, which must include some level of instruction but is limited in scope and time.  Single services may be provided to persons who do not qualify for more extensive training or who do not wish to apply for such.  Single services can be provided as a post closure service to former consumers or to persons who have not previously received such services/training.

Skill Areas – the training areas as defined in Definition of Terms.

Skills Training and Services specific to the Office for the Blind and provided by the IL/OIB Counselors may include:

1.  Skills Training

A.  Communication Skills Training:  Limited Braille and touch typing, signing name, personal correspondence, making lists, and telephone usage.

B.  Daily Living Skills Training:  

1. Personal Management Skills:  Grooming/hygiene, clothing, identification, eating techniques, identifying medicines, and use of diabetic devices.

2. Time Telling/Date Skills:  

3. Money/Banking Skills:  Banking, check writing, using calculator and, money identification.

4. Home Management Skills:  Cooking/handling hot foods, turning of foods, using recipes, measuring ingredients, chopping/cutting/peeling food, pouring liquids, food ID/labeling, using can opener, doneness of food, frying/baking/broiling/boiling, microwave cooking, setting objects down, passing and serving, condiments, use of electrical outlets, use of key/lock.

5. Home Management Cleaning Skills:  Skills such as cleaning spills, dusting, sweeping, vacuuming, mopping cleaning bathroom, making bed, laundry, hand sewing, and machine sewing.

6. Tactile Markings:  For stove dials, oven dials, microwave, refrigerator, washer, dryer, thermostat, etc.
C.  Recreation:  Playing cards, talking books Bible tapes, adapted games/crafts/hobbies.  Instruction in adaptive techniques for previous or new activities, information on organizations and support groups which may suite an individual’s interest, such as Blind Bowlers; Newsline; peer counseling and volunteer groups.

D.  Low-Vision/Magnifiers:  Assessment/instruction of the use of devices, lighting adaptations, use of color contrasts.  May include referral to AT Specialist or Low-Vision Specialist.
E.  Basic Orientation and Mobility: Instruction in sighted guide techniques for the consumer and family, use of self-protective techniques, trailing, location of dropped objects, and basic orientation to the environment.  (Only certified Orientation and Mobility Specialists may provide specific mobility instruction outside the home environment or immediate work environment, including cane techniques, electronic mobility devices, street crossings, and route travel.)

F.  Information and Referral:  Case must document actual training or Counselor direct involvement.
2.  Peer Counseling and support group services
3.  Information on and coordination of community transportation services
4.  Advocacy and self-advocacy training for an individual to receive services from other programs for which an individual is entitled

5.  Coordination of services related to securing appropriate housing or shelter

6.  Coordination of services providing Braille and recorded materials

7.  Coordination of other assistive technology services, including the Kentucky Assistive Technology Services (KATS) network and rehabilitation technology services (excluding the purchase of assistive technology) available from the Office
8.  Coordination of individual and group social and recreational activities

9.  Community awareness programs to enhance understanding and integration into society of individuals with disabilities

10.  Coordination of services available to an individual from other Federal, State and local programs designed to provide resources, training, counseling, or other assistance to enhance the independence, productivity, and quality of life of individuals with disabilities.

Clarification Point:

Purchased services are limited to one time and only following and in accord with the Fee Schedule and Rates of Payment of the Office for the Blind:

a. Examination, including low-vision evaluation, by an Ophthalmologist or an Optometrist, whichever an individual may choose, to determine eligibility and/or assessment for need of services.  (This examination does not involve using the Counselor’s per consumer spending limit),

b. Assistive technology devices and low-vision optical devices, as appropriate to the needs of an individual, which are available from the Counselor’s inventory,

c. Transportation, as authorized by the Counselor, which is essential for an applicant or consumer to undergo visual evaluation or a consumer to participate in training and/or counseling activities.  (Transportation may not be provided on an ongoing basis.),
d. Payment, in whole or in part, but not to exceed $200 total for prescribed low-vision optical devices or other adaptive aids or devices not available from inventory or items available from the Counselor.  It is necessary for the Counselor to use professional discretion when determining if such a purchase is to be made on behalf of an individual consumer.  Such a determination will be made case by case based on the following criteria:

(1)  All Counselor expenditures will be guided by the Service Priority Categories detailed in Section 6 of this manual.

(2)  The Counselor will gather information including the severity of the vision loss and any other factor(s) applicable to the consumer’s ability to perform activities of daily living independently.

(3)  The Counselor will complete a functional assessment with the consumer to determine if the item under consideration will have a significant impact on the consumer’s ability to perform one or more tasks of daily living.

(4)  The availability of funds to the Counselor.  

If the Counselor determines the adaptive item would allow for a significant improvement in the consumer’s ability to maintain or improve the ability to perform tasks independently, but there are no funds available to the Counselor, the Counselor will attempt to locate and refer the consumer to other fiscal resources.

Several individual services that support the four core Independent Living Services of (1) Information and Referral (2) Advocacy (3) Peer Counseling and (4) IL skills training are permissible under the guidelines for Title VII, Chapter 1, Part B programs although funding may not be available to provide or sustain each.  The IL program administered through the Office for the Blind has limited funds available and each Independent Living Counselor has fiscal responsibility for maximizing funds through the use of a caseload budget and the availability of funds.
Services allowable under the funding guidelines, but not necessarily available through the Office for the Blind are:

A.  Advocacy/Legal Services:  Assistance and/or representation in obtaining access to benefits, services, and programs to which a consumer may be entitled.
B.  Assistive Technology:  Any assistive technology device, that is, any item, piece of equipment or product system that is used to increase, maintain or improve functional capabilities of individuals with disabilities and any assistive technology service that assists an individual with a disability in the selection, acquisition or use of an assistive technology device.

C.  Children’s Services:  The provision of specific IL services designed to serve individuals with significant disabilities under the age of 14.

D.  Communication Services:  Services directed to enable consumers to better communicate, such as interpreter services, training in communication equipment use, Braille instruction, and reading services.

E.  Counseling and Related Services:  These include information sharing, psychological services of a non-psychiatric, non-therapeutic nature, parent-to-parent services, and related services.

F.  Family Services:  Services provided to the family members of an individual with a significant disability when necessary for improving the individual’s ability to live and function more independently, or ability to engage or continue in employment.  Such services may include respite care.  Record the service in the consumer’s case file on behalf of whom services were provided to the family.

G.  Housing, Home Modifications, and Shelter Services:  These services are related to securing housing or shelter, adaptive housing services (including appropriate accommodations to and modifications of any space used to serve, or occupied by individuals with significant disabilities).
H.  IL Skills Training and Life Skill Training Services:  There may include instructions to develop independent living skills in areas such as personal care, financial management, social skills, and household management.  This may also include education and training necessary for living in the community and participating in community activities.

I.  Information and Referral Services:  This is the only service (other than services to family members) that may be provided to all individuals, whether or not the individual has a disability.  

J.  Mental Restoration Services:  Psychiatric restoration services including maintenance on psychotropic medication, psychological services, and treatment management for substance abuse.

K.  Mobility Training Services:  A variety of services involving assisting consumers to get around their homes and communities.

L.  Peer Counseling Services:  Counseling, teaching, information sharing, and similar kinds of contact provided to consumers by other people with disabilities.

M.  Personal Assistance Services:  These include, but are not limited to, assistance with personal bodily functions; communicative, household, mobility, work, emotional, cognitive, personal and financial affairs; community participation; parenting; leisure, and other related needs.
N.  Physical Restoration Services:  Restoration services including medical services, health maintenance, eyeglasses, and visual services.

O.  Preventive Services:  Services intended to prevent additional disabilities, or to prevent an increase in the severity of an existing disability.

P.  Prostheses, Orthotics, and Other Appliances:  Provision of, or assistance in obtaining through other sources, an adaptive device or appliance to substitute for one or more parts of the human body.

Q.  Recreational Services:  Provision or identification of opportunities for the involvement of consumers in meaningful leisure time activities.  These may include such things as participation in community affairs and other recreation activities that may be competitive, active, or quiet.

R.  Rehabilitation Technology Services:  Any service that assists an individual with a disability in the selection, acquisition or use of  applied technologies, engineering methodologies or scientific principles to meet the needs of the individual and address the barriers confronted by individuals with significant disabilities with respect to education, rehabilitation, employment, transportation, IL and/or recreation.
S.  Therapeutic Treatment:  Services provided by registered occupational, physical, recreational, hearing. language, or speech therapists.

T.  Transportation Services:  Provision of, or arrangement for, transportation.

U.  Youth/Transition Services:  Any service that develops skills specifically designed for youth with significant disabilities between the ages of 14 and 24 to promote self-awareness and esteem, develop advocacy and self-empowerment skills and career exploration, including the transition from school to post school activities such as postsecondary education, vocational training, employment, continuing and adult education, adult services, independent living or community participation.

V.  Vocational Services:  Any services designed to achieve or maintain employment.

W.  Other Services:  Any IL services not listed above in A-V.
SECTION 6

SERVICE PRIORITY CATEGORIES

There shall be a priority in the delivery of services.  The priority is as follows:

1. VR consumer ready to start employment or presently employed;

2. Referral living alone without support system;

3. VR referral with independent living skills training needs but not immediate job prospects;

4. VR consumer completing assessment and training at the McDowell Center who requires transitional services into their home environment;

5. Referral who has some support system, but still meets the requirements for service;

6. Individuals in long term residential or intermediate and skilled care facilities that have the potential to live independently outside the institution with support services.

7. Individuals in long term residential or intermediate and skilled care facilities who have no plans for discharge, i.e. nursing homes, mental health facilities, or prisons who require substantial services in order to achieve a degree of independence.  
A consumer must have a need for two or more services, in different training areas, or if in one training area, case must show multiple skills taught over a period of time.

Service Priority Categories should be applied to all referrals.  Timeliness of service delivery may be dependent on the availability of a Counselor in each geographic area.

SECTION 7

ELIGIBILITY FOR SERVICES
In order for an Applicant to become eligible for Independent Living (IL) or the Older Individuals Who Are Blind (OIB) Services, the Counselor must document and certify that the individual meets the eligibility criteria.  The Counselor is responsible for completing the Certification of Eligibility.  An original of this form is provided to the consumer, and the copy is placed in the case record.  The certification process must be completed either prior to or simultaneously with the provision of IL or OIB Services.   

The requirements for eligibility for are listed in Section 5, Definitions.  The eligibility criteria must be applied without regard to race, sex, creed, color, age or national origin.

If an Applicant is found to be ineligible for IL or OIB Services, a Certification of Ineligibility must be completed and sent to the individual and a copy filed in the case record.

SECTION 8

CONDITIONS NOT AFFECTING ELIGIBILITY

Eligibility must be determined only on the requirements of a visual disability and a need for Office services to prepare for independence in the home, community and/or employment. These requirements must be applied without regard to the following:

A.  The sex, race, age, creed, color, national origin or financial status of an individual;

B.  The type of disability (although the Office may only serve individuals with visual impairments, persons with other impairments who do not have a visual impairment as a primary disability should be referred to the Office of Vocational Rehabilitation);

C.  The severity of disability within an order of selection;

D.  Age (no upper or lower age limit is established which will, in and of itself, result in a finding of ineligibility for any individual who otherwise meets the basic eligibility requirements);   Note:  OIB Consumers must be fifty-five years or older.
E.  Residence (no residence requirements durational or other will exclude from services any individual who is present in the state); 

F.  Economic need.

SECTION 9

APPEAL RIGHTS  
The Office has established procedures for appeals through due process.  Any determinations made by personnel of the Office that affect the provision of Independent Living/ Older Individuals Who Are Blind (OIB) Services to applicants or eligible individuals are subject to this process.  

At any time during the application process or the provision of services, a consumer may engage in this due process procedure. These procedures include: 

· an administrative review completed by a regional administrator;  

· a mediation hearing conducted by an outside mediator; or

· an impartial hearing guided by the Client Assistance Program.

The consumer may choose to go directly to an impartial hearing.  The administrative review and mediation hearings are voluntary procedures and are not required under the Rehabilitation Act Amendments of 1998.

Discussions that occur during the appeal process shall be held in strict confidence and will not be used as evidence in any subsequent due process hearing or civil proceeding.  The parties involved in the mediation process may be required to sign a confidentiality pledge at the beginning of the process.

An applicant or eligible individual or, as appropriate, the applicants’ representative or individual’s representative shall be notified of:

a) The right to obtain review of determinations or decisions made by personnel of the Office that affects the provision of IL/OIB Services to them.

b) The right to pursue appeals with respect to the determinations of decisions made by personnel of the Office that affect the provision of OIB/IL Services to them.  

c) The availability of assistance from the Client Assistance Program (CAP).  (Refer to Appendix for additional information regarding CAP)  

Individuals shall be notified of their appeal rights in a format of their choice when applying for Independent Living/ Older Individuals who are Blind (OIB) Services and upon closure.

The Office shall provide the opportunity for an applicant, an eligible individual, or the individual’s representative, to submit evidence of information to support their position.

ADMINISTRATIVE REVIEW

An applicant or eligible individual, or the individual’s representative, shall have the right to appeal an action to the Director of Consumer Services or Regional Administrator concerning the provision, or denial, or closure of Independent Living (IL)/Older Individuals who are Blind (OIB) Services. 

An applicant or eligible individual shall request an administrative review in writing and the review will be convened within 45 days of the request. Pending a resolution, the Office shall not suspend, reduce or terminate services provided under the Individualized Plan of Services unless it has evidence that the services were obtained by misrepresentation, fraud, collusion or criminal conduct.

The purpose of the administrative review is to clarify or resolve issues on an informal level.  The Regional Administrator shall conduct the review unless the individual requests the Director of Consumer Services.  Appropriate data should be collected and used.  The IL/OIB Counselor will be involved, along with other agency staff, depending on the administrator’s discretion.  A written decision following the review should be provided to the consumer within at least 10 working days. 

CLIENT ASSISTANCE PROGRAM

The Counselor will advise all individuals applying for or receiving services about the availability and purposes of the Client Assistance Program (CAP) and how to contact the program.

The CAP may be reached at:

      


Client Assistance Program

      


275 E. Main, 2nd Floor




Mail Stop 2-EJ




Frankfort, KY  40601

      


1-800-633-6283 or 1-502-564-8035 (voice or TDD)

Purpose:

The Client Assistance Program is an independent state agency in the Department of Workforce Investment of the Education Cabinet funded by the Rehabilitation Services Administration (RSA).

The purpose and functions of CAP include:

A.  Advising and informing individuals with disabilities of services available through programs authorized under the Rehabilitation Act and Title I of the ADA;

B.  Assisting and advocating for consumers their relationships with projects, programs and community rehabilitation programs providing rehabilitation services;

C.  Upon request, informing individuals of their rights and responsibilities in connection with services and benefits from the Office, and engaging consumers and applicants in pursuing legal, administrative and other available remedies.  To the maximum extent possible, the CAP will use negotiation and mediation before resorting to formal administrative or legal remedies.

D.  Providing assistance and advocacy with respect to services that are directly related to facilitating the employment of consumers or applicants;

E.  Facilitating access by individuals with disabilities, including those who are exiting public school programs to services funded by the Office.

F.  Providing information to the public concerning the CAP.

The CAP will not release written case file information to individuals except at the discretion of the Independent Living (IL)/ Older Individuals Who Are Blind (OIB) Counselor unless that information is essential to a fair hearing or court proceeding.  If the CAP requests copies of written information from the agency, a written release from the individual is required.


MEDIATION PROCESS

The mediation process is a distinct and separate process designed to resolve consumer disputes.

The mediation process is:

A. Voluntary on the part of all parties;

B. Not used to deny or delay the right of a consumer to a hearing under any subsection of the Rehabilitation Act or any other right afforded under this title;

C. Conducted by a qualified and impartial mediator who is trained in effective mediation techniques.

The Office shall secure qualified mediators knowledgeable about the Rehabilitation Act and Office for the Blind services in general.  A mediator will be chosen and a mediation meeting scheduled in a timely fashion.  All parties involved in the dispute must agree upon the specific meeting place.  Any agreement reached by the parties during this mediation process shall be set forth in a written mediation agreement.

A dispute may be resolved prior to the formal mediation hearing.

Confidentiality During the Mediation Process:  Discussions that occur during the mediation process shall be held in strict confidence and will not be used as evidence in any subsequent due process hearing or civil proceeding.  The parties involved in the mediation process may be required to sign a confidentiality pledge prior to the beginning of the process.

SECTION 10

CONFIDENTIALITY   

Policies and procedures have been developed to safeguard the confidentiality of all personal information made available to the Office, its representatives and employees in the course of the Independent Living (IL) Services and Older Individuals Who Are Blind (OIB) Services program.
Kentucky administrative regulations specific to the Office may be found in the appendix.

A.  Internal Procedures for Release of Personal Information:

1.  Informed written consent of the individual for the release of personal information is required when requested by an individual, a parent, a guardian, a representative of an individual who has power of attorney, or another program authority who may use such information not directly related to the administration of the Independent Living Services/Older Individuals Who Are Blind Services programs.  The written consent must include the purpose for which the information is desired, the specific information desired, a date of expiration of the informed written consent, and the dated signature of the individual, parent or guardian.  The agency form, “Release of Personal Information”, should be used for the execution of policy under this section.

2.  Informed written consent is not required for the release of personal information when the purpose is directly related to the administration of the IL/OIB Services programs, is required by Federal or State law, or to protect the safety of the individual or others.

3.   Counselors (IL/OIB) may release personal information under the condition of this section, except that persons or organizations engaged in research or audits must have the written authorization of the Commissioner.  Should a Counselor receive a subpoena, informal request from an attorney or individual’s representative, or any other legal process or person for access to or production of information contained in a case file or records without the informed written consent of the individual, the Counselor will immediately notify their supervisor or the Director of Consumer Services, who will provide appropriate assistance. 

B.  Communication of Policies and Procedures:

Persons who are unable to communicate in English or who rely on alternate modes of communication must be provided information about Consumer policies and procedures affecting personal information through methods that can be adequately understood by them.  

SECTION 11

VOCATIONAL REHABILITATION CONSUMERS REFERRED FOR SERVICES

Vocational Rehabilitation Counselors for the Office are encouraged to refer their Consumers, as appropriate, for Independent Living (IL) Services and Older Individuals who are Blind (OIB) Services.

1.  VR Counselors shall send the following documentation on each VR Applicant or VR Consumer to the IL/OIB Counselor at the time of referral:

a.  A completed OFB Specialized Services Referral document.  The section specific to IL/OIB should be completed, including any Counselor comments;

b.  A copy of the CMS survey form;

c. A copy of a visual examination report and any other pertinent medical information;

2. The IL/OIB Counselor will then contact the referral and schedule a time to meet for the purpose of completing the IL/OIB assessment;

3. A copy of the completed assessment/plan will be given to the VR Counselor.  The IL/OIB Counselor will attach a brief written initial report with any additional comments and recommendations.  This report will include any recommendations of adaptive items to be used during training.  (In order for VR to pay, there must be reports with recommendations, etc.)
4. The IL/OIB Counselor will continue to schedule appropriate training sessions until service plan is completed.  During months where training is provided, IL/OIB Counselors will furnish quarterly progress reports and/or submit any additional recommendations to VR Counselor. 

5. At the conclusion of training, the IL/OIB case will be closed and a final report given to the VR Counselor for the VR case record.
6. The IL/OIB Counselor will make recommendations to the VR Counselor regarding the need of purchased adaptive items from outside vendors and their addresses.

7. Reimbursement of Adaptive Items from IL or OIB Inventory: When services are completed, IL/OIB Counselor will provide to the VR Counselor a written list of all items given to the consumer from the regular inventory.  The VR Counselor will authorize for the replacement of these items.  Items should be shipped directly to the IL/OIB Counselor.

8. As we are purchasing services on shared cases, donation letter is not given to consumer.

SECTION 12

 REFERRAL OF CONSUMER TO VOCATIONAL REHABILITATION PROGRAM

1. IL/OIB Counselor shall send the following documentation on each

     Consumer to the VR Counselor at the time of referral:

a.  A completed Office Specialized Services Referral document;

b.  A copy of the CMS survey form;

c. A copy of a visual examination report and any other pertinent medical information;

d. A copy of completed assessment/plan.

     2. Upon referral, the VR Counselor must notify the IL/OIB Counselor regarding the consumer’s eligibility.  A consumer must have an IPE before independent living training services can be billed to VR Counselor.

SECTION 13

ASSESSMENT OF NEED FOR SERVICES

In order to determine the need for services, the IL/OIB Counselor must complete an Individualized Plan of Services.   Counselors are to determine the needs of each Applicant and/or Consumer for IL/OIB Services.  This form consists of a checklist to document individual needs, services planned with the individual, and services provided.  There is also space provided for any written comments.  During the assessment process all sections of the Individualized Plan of Services are to be addressed by the Counselor.

SECTION 14

INDIVIDUALIZED PLAN OF SERVICES DESCRIPTION

The Individualized Plan of Services is the tool for assessing/evaluating the needs and interests of the consumer for available training.  This is a mandatory document for all consumers who have been certified eligible for services and training.  Instructions for completing the plan can be found in the training section.

SECTION 15

PROVISION OF SERVICES

Independent Living (IL) Services and Older Individuals Who Are Blind (OIB) Services are to be provided as planned in the Individualized Plan of Services.  Services may include any of those listed in the Definitions section of this manual.  Services may be provided by in-home training, at the work site of the individual, at the Charles W. McDowell Center, through group instruction, by mail or by phone, and/or through the coordination of other community resources.  Site visits, training progress, the provision of adaptive devices, the purchase of services and case complexities should be recorded in the Case Notes.  When planned services are completed, it should be indicated on the completed checklist of the Individualized Plan of Services and retained in the case file of the individual.
Appropriate date to put on Individualized Plan of Services: Date of home visit when plan assessment is initiated.

SECTION 16

CONSUMER PARTICIPATION AND COST OF SERVICES

There is no requirement by the Office that the financial need of an applicant or consumer with a significant disability be considered in the provision of services.  However, each individual who is determined to be eligible for services shall be given the opportunity to voluntarily contribute to the Independent Living Services or Older Individuals Who Are Blind Services programs.  A letter explaining the donation process will be given to each consumer during a home visit, along with an envelope addressed to the Program Manager.  No services shall be denied to an individual who does not have the available resources or who refuses to participate in the cost of the Individualized Plan of Services.

SECTION 17

INFORMATION AND REFERRAL TO OTHER   AGENCIES

Should an individual be inappropriately referred to the Office, the Counselor has an obligation to that individual to provide information and refer the person to other agencies, organizations and programs, which may be of assistance.

SECTION 18

ADAPTIVE DEVICES INVENTORY

Each Counselor shall maintain an inventory of readily available Adaptive Devices for immediate provision to Consumers.  These devices should be consistent with their independent living needs.  The inventory shall include, but is not limited to, items on the list:  List of Communication and Home Management Adaptive Devices (see Section 24).  The Counselor shall document the appropriate distribution of items to each consumer.

 Adaptive devices are to be provided one time.  These devices or their parts cannot be replaced.

SECTION 19

AMENDMENT OF SERVICE PLAN

The Individualized Plan of Services (IPS) may be amended and updated at any time through the notations made on the IPS Plan while the case is in active status.  The Individualized Plan of Services is used while the case remains in active status. 

SECTION 20

CASE CLOSURE

When planned services have been provided, the Counselor shall complete a Justification for Closure and a Closure Letter.  The Justification for Closure is filed in the case record.  The original Closure Letter shall be mailed or given to the Consumer.  A copy of the Closure Letter shall be filed in the case record.

SECTION 21

POST CLOSURE SERVICES/SINGLE SERVICES

A. Post-Closure Services

A Counselor may provide services to a consumer whose case has been closed, providing there is justification that a brief or limited service is necessary for maintenance of the consumer’s independent living.  Justification for post closure services must be documented in case notes. 
B.  Single Services

A Counselor may provide a Single Service to persons with vision impairments who do not qualify for a Planned (comprehensive) case or who do not wish to apply for such.  Individuals receiving Single Services may or may not have had open IL or OIB case(s) in the past.  A Single Service must include some level of instruction but is expected to be limited in scope and time.  All Single Services shall be documented.  Data and the service provided are recorded in CMS.  

SECTION 22

THE CASE FILE

The Counselor shall maintain appropriate documentation on each individual.  The documentation shall, as appropriate, include the following in order as listed:

1. Open Cases:

a. Progress Notes;

b. Original Individualized Plan of Services, indicating assessment for independent living skills training needs;

c. Case Profile from CMS (has list of planned services); 

d. Certification of eligibility; 

e. Copy of visual examination report and other pertinent medical information;

f. Demographic Profile from CMS (has consumer name and address);
g. Survey Information obtained from VR Counselor or personal interview;

h. Original signed Application for Independent Living Services;

i. Initial  referral document;
j. Agency Voter Registration Rights and Declination
                 k.   Share Information Document

Items such as copies of the Certification of Purchase along with invoices from vendors, applications completed on behalf on consumer, and correspondence to/from consumer should be filed in back (bottom) of the file folder.
2. Closed Cases:

a. All of the above documentation in item “1”;
                    And 
b. Completed Individualized Plan of Services indicating services provision;

     With the addition of (from top of information)
c. Completed Justification of Closure (placed under case notes);
d. Closure letter to Consumer;
e. Closure Record from CMS
Section Amended:  August 2011

SECTION 23

PROGRAMS/SERVICES UNIQUE TO THE OFFICE

23.1 ASSISTIVE TECHNOLOGY SERVICES:

Rehabilitation technology is the systematic application of assistive technologies, engineering methodologies, or scientific principles to meet the needs of and address the barriers confronted by individuals with disabilities in rehabilitation, employment, transportation, independent living, and recreation. 

23.2 DEAF-BLIND:

Deaf-blindness is defined as an auditory and visual impairment that is so severe that the combined sensory disability causes the individual extreme difficulty in the attainment of independence in activities of daily living, psychosocial adjustment or in the pursuit of a vocational outcome.  It is not necessary for either the hearing impairment or the visual impairment to be the major or secondary disabling condition.  The presence of both conditions is sufficient for the individual to be considered deaf-blind.  

Individuals with deaf-blindness will be served by the agency that can most appropriately meet the individual needs of the deaf-blind person.  Due to deteriorating hearing or vision, it may be necessary for the individual to be served by the Office and the Office of Vocational Rehabilitation at different points in the individual’s life. In cases where multiple and complex services are needed, both agencies may carry a case on an individual.  

23.3 KENTUCKY BUSINESS ENTERPRISES:

Individuals who are legally blind may qualify, be trained and licensed by the Kentucky Business Enterprise (KBE) to operate vending facilities on federal and other property within the Commonwealth of Kentucky.

23.4 THE CHARLES W. McDOWELL REHABILITATION CENTER:

The McDowell Center is a rehabilitation center located in Louisville.  Individuals who are blind and visually impaired and reside in Kentucky may attend.   

The mission is to empower consumers to maximize their employment, economic self-sufficiency, independence, and inclusion and integration into the mainstream of life in America.  

The program is comprehensive and to participate, a Vocational Rehabilitation Counselor or an IL/OIB Counselor must refer a consumer. It is a residential facility and consumers can be housed in dormitory rooms while attending classes or can attend as day students.   

The Center orientation includes a brief tour of the residential wing.  Consumers meet with the coordinator of consumer services and are given a schedule of classes to attend through out the day.  Consumers are scheduled into the program for evaluations to determine their individual needs.    

A consumer orientation is held each week for new consumers to learn about the various programs.  The McDowell Center staff provides orientation to the building.
Transportation services may be available for consumers to participate in various activities.  Examples of activities requiring transportation may include work experience or other rehabilitation services, emergency medical treatment, job interviews, and various center sponsored recreational experiences.  

An optometrist specializing in low vision evaluations is available upon appointment to evaluate consumer needs. Consumers may be scheduled for a low-vision evaluation by referral from the VR Counselor or IL/OIB Counselor.  Upon receipt of a necessary prescription, a VR Counselor or IL/OIB Counselor may authorize for any recommendations or further evaluation.   IL/OIB Counselors may authorize for amount(s) up to $200.00 as described in Section:  Definition of Terms.
A residential aide is on duty after regular Center hours.  A Personal Adjustment Counselor is available for individual and/or group counseling.  The program is geared toward employment outcomes and the vocational rehabilitation instructors are available to assess and train in the following areas:  

A.  Life Skills: 

1.  Adaptive equipment 

2.  Basic communication 

3.  Braille I & II 

4.  Financial management 

5.  Home management

6.  Cooking 

B.  Counseling:

1.  Individual 

2.  Group 

3.  Success building 

C.  Career Development 

1.  Vocational evaluation 

2.  Career exploration 

3.  Job readiness 

4.  Job search 

5.  Work experience

D.  Orientation & Mobility 

1.  Pre-cane skills 

2.  Cane skills 

3.  Night evaluation 

4.  Public transportation 

5.  Rural and urban travel 

E.  Assistive Technology 

1.  Keyboarding 

2.  Speech access 

3.  Screen magnification access 

4.  Application software 

5.  Forms production 

F.  Therapeutic Recreation 

1.  Personal assessments 

2.  Arts/crafts 

3.  Sports 

4.  Adaptable games 

5.  Fitness/exercise 

6.  Leisure 

7.  Community outings 

G.  Adult Basic Education 

1.  Literacy 

2.  Remedial education 

3.  GED preparation 

H. Health Education – The Center employs a full-time nurse to assist consumers in managing personal health needs independently.  The nurse will make note of any acute illnesses in order to coordinate the necessary medical care.  

A comprehensive consumer guide is available for each consumer or his representative.  The consumer guide outlines various questions regarding consumer expectations as well as answers to these questions.  

After evaluations, reports are prepared outlining recommendations.  The VR Counselor or IL/OIB Counselor and the consumer or his/her representative, will then make decisions as to any further training.  The services are unique and individualized, therefore, the length of stay or participation may vary.  For consumers who are enrolled in on-going training programs, monthly reports will be provided.    

The coordinator for consumer services program authorizes and invoices all non-pay services provided at the Center.

23.5 ORIENTATION AND MOBILITY SERVICES:

The mission of Orientation and Mobility (O & M) Services is to instruct consumers who are blind or visually impaired in the use of concepts, skills, techniques, and assistive devices that will enable them to achieve their maximum potential in traveling safely and efficiently through the environment.

23.6 KENTUCKY ASSISTIVE TECHNOLOGY SERVICES (KATS) NETWORK:

The mission of the KATS network is to make assistive technology information, devices and services easily obtainable for anyone with any disability.  This service is comprised of a statewide network of organizations designed to enhance the availability of assistive technology devices and services.  Network services include information dissemination, referrals for assistive technology services, consultations on appropriate assistive technology, training on assistive technology, technical assistance and a loan library of assistive technology devices.

SECTION 24

SUGGESTED ADAPTIVE DEVICES

This list of adaptive devices is suggested but not inclusive of those items to be maintained by the IL/OIB Counselor in regular inventory.

ADAPTIVE DEVICES:




Communications Area:
Signature guide(s)

Letter writing guide(s)

Envelope writing guide(s)

Bold line paper (varying width of lines)

Bold writing pens

Large Print Address Book(s)

Big Button Telephone(s) (corded and/or cordless)

Braille slate/stylus

Labeling tape (magnetic/adhesive) (variety of colors)

Tape recorder(s)

Daily Living Area:
           Personal Management Area

              Clothing tags

              Medicine box (various styles/sizes)

              Pocket Talker

           Time Telling/Date

              Calendars (large print and Braille)

              Talking clock(s)

              Talking watch(s)

              Watches (Low-vision and Braille)

              Low-vision clocks (wall and/or desk)

            Money/Banking Area
              Calculator(s) (Talking and Low-vision)

              Check writing guide(s)

              Large print check register(s)

           Cooking Area

              Oven mitts

              Double spatula(s)

              Measuring cups 

              Measuring spoons

              Slicing knife with guard(s)
              Liquid level indicator

              Timer(s) (large print and Braille)

              Bacon crisper

              Splatter guard

              Cutting board(s)

           Household Cleaning/Chores Area
               Needles (spread-eye, split eye)

               Needle threaders

            Tactile Markings Area

              Raised touch dots (variety of colors and sizes)

              Liquid hi-marks

              Magnetic and Adhesive tape

              Label makers (Raised large print and Braille)

Recreation Area:
Playing cards (Large print and Braille)

Games

Bingo Cards

Low-vision/Magnifiers Area:
Magnifiers in a variety of powers and styles

Hand/stand/lamp

Hi-intensity Lamp magnifiers with booster lens

LCD Lamp Magnifiers
Pocket size magnifiers in a variety of powers and styles

Orientation and Mobility Area:
Support canes 

UV Blockers/Sunglasses            
APPENDIX

I.
 ADA INFORMATION

II.     STATE REHABILITATION COUNCIL

III.   CENTERS FOR INDEPENDENT LIVING

AMERICAN WITH DISABILITIES ACT INFORMATION 

The Department for Workforce Investment within the Education Cabinet offers technical assistance on ADA guidelines on a statewide basis.  For information contact:

State ADA Coordinator

9th Floor Capital Plaza Tower

500 Mero Street

Frankfort, KY  40601

(502)564-3548, ext. 275 

1-877-423-2933 (toll free)

(502)564-9504 Fax

The Department of Justice offers technical assistance on the ADA Standards for Accessible Design and other ADA provisions applying to businesses, non-profit service agencies, and state and local government programs.  The Department also provides information on how to file ADA complaints. 

ADA Information Line:  For documents, questions, and referrals: 


1-800-514-0301 (voice)   or 1-800-514-0383 (TDD) 


Electronic Bulletin Board:  202-514-6193 


Internet address:  http://www.usdoj.gov/crt/ada/adahom1.htm 

Equal Employment Opportunity Commission offers technical assistance on the ADA provisions applying to employment.  They also provide information on how to file ADA complaints:  


Employment Questions:  
  1-800-669-4000 (voice) 






  1-800-669-6820 (TDD) 


Employment Documents:
  1-800-699-3362 (voice) 






  1-800-800-3302 (TDD)

Department of Transportation offers technical assistance on ADA provisions applying to public transportation:  

ADA Assistance Line for information, questions, and complaints: 


888-446-4511 (voice)  202-366-2285 (voice) 


202-366-0153 (TDD)
Transportation documents and questions:  202-366-1656 (voice)

Transportation - legal questions: 


Internet:  http://www.ftqa.dot.gov 

Federal Communications Commission offers technical assistance on ADA telephone relay service requirements 


Relay service directory:  202-857-3800 (voice) 





         202-293-8810 (TDD) 

   Relay service - questions: 202-418-0976 (voice) 





         202-418-0484 (TDD) 

Internet:  http://www.fee.gov/dtf/dtmome.html 

Access Board or Architectural and Transportation Barriers Compliance Board, offers technical assistance on the ADA accessibility guidelines: 

Documents and questions: 800-872-2253 (voice) 





       800-993-2822 (TDD) 

Electronic bulletin Board:  202-272-5448 

Internet address:  http://www.access-board.gov 

Department of Education funds ten regional centers to provide technical assistance on the ADA.  

Disability and Business Technical Assistance Centers: 800-949-42322 (voice/TD) 

Internet address:  http://www.icdi.wvu.edu/tech/ada.htm 

Internal Revenue Service:  provides information about tax code provisions including tax credits (section 44) and deductions (section 190) that can assist business in complying with the ADA. 

Tax code - information:  800-829-1040 (voice) 




              800-829-4059 (TDD)  

Tax code - questions:     202-622-3110 (voice) – (TDD): use relay service 

To order Publications 535 or 334: 800-829-3676 (voice) 






         800-829-4059 (TDD) 

President’s Committee on Employment of People with Disabilities answers employment questions and funds the Job Accommodation Network (JAN), which provides advice on accommodating employees with disabilities: 


Employment questions:  202-376-6200 (voice) 





          202-376-6205 (TDD) 


Internet address:  http://www.pcepd.gov 


Job Accommodation Network:  800-526-7234 (voice/TDD) 


Internet address:  http://janweb.icdi.wvu.edu/english/homeus.htm 

Project ACTION is funded by the Department of Transportation to provide ADA information and publications on making transportation accessible: 


Transportation information and publications:  


800-659-6428 (voice)     TDD:  Use relay service 


202-347-3066 (voice)     202-347-7385 (TDD) 

Fair Housing Act:  for questions, publications, and referrals on housing access issues, call: 


Fair Housing Information Clearinghouse: 


800-343-3442 (voice) 800-290-1617 (TDD) 

STATE REHABILITATION COUNCIL 

The Kentucky Office for the Blind State Rehabilitation Council (SRC) consists of members representing various areas such as:  business, labor, and industry; National Federation of the Blind (NFB), American Council of the Blind (ACB), or representatives from Kentucky chapters of NFB and ACB: Statewide Independent Living Council; Client Assistance Program; parent training center; blind vendors; a state educational agency; a representative of the individual with multiple disabilities who has difficulty representing him/herself; and current or former recipients of vocational rehabilitation services.  The Executive Director and one Counselor of the Office serve as ex-officio, non-voting members.  The majority of the Council must be blind or visually impaired.  The Council submits nominations to the Governor for approval and appointment.  A State Workforce Investment Board member is appointed and serves on the Council. 

The purpose of the council is to advise the Kentucky Office for the Blind concerning such matters as the delivery of the State Plan, the evaluation of the effectiveness of consumer satisfaction with Office functions and services and the implementation of the Order of Selection.  The Council in conjunction with the Office will conduct a comprehensive statewide assessment describing the rehabilitation needs of individuals with disabilities, and jointly develop, agree to, and review annually, the goals and priorities of the State Plan.  The Council is consulted regarding state policies and procedures, including those that enable applicants or eligible individuals to exercise informed choice. 

The Council prepares and submits an annual report to the Governor and the Commissioner of Rehabilitation Services Administration on the status of vocational rehabilitation programs operated by the Office for the Blind and makes the report available to the public.  The Council coordinates with other state councils including the State Rehabilitation Council for Vocational Rehabilitation, the Statewide Independent Living Council, and the Individuals with Disabilities Education Act Advisory Council, the Developmental Disabilities Council, and the Supported Living Council. 

The SRC is established under the Kentucky Revised Statutes 163.470 and meets the requirements of 34 CFR 361.29.  The SRC is a valued partner with the Office for the Blind (OFB) participating in the administration of the Vocational Rehabilitation Program under Title I of the Rehabilitation Act of 1973, as amended.  The council meets quarterly to review policies, program information, and other pertinent issues.  As a part of the agency’s commitment, OFB provides funding support for the SRC to be used to compensate and reimburse the expenses of the Council members.
CENTERS FOR INDEPENDENT LIVING (CILs)

Center for Accessible Living, Inc.
Fincastle Building
305 West Broadway Suite 200

Louisville, KY 40202
502-589-6620 (Voice)

502-589-3980 (FAX)
502-589-6690 (TDD)

E-mail:  jday@calky.org
Web Site:  www.cfalky.org

CEO:  Jan Day

Center for Accessible Living Inc.
1051 N. 16th Street, Suite C
Murray, KY  42071

270-753-7676 (Voice)

270-753-7729 (TDD/FAX)

E-mail:  jgallimore@calky.org
Contact Person:  Jeanne Gallimore

Pathfinders for Independent Living, Inc.
105 E. Mound Street

Harlan, KY  40831

606-573-5777 (Voice/TDD)

606-573-5739 (FAX)

E-mail:  pathfinders@harlanonline.net
Executive Director:  Sandra Goodwyn
Disability Resource Initiative, Inc.
624 Eastwood Avenue

Bowling Green, KY 42103

270-796-5992 (Voice/TDD)
270-796-6630 (FAX)

E-mail:  initiative@dri-ky.org
Web Site:  www.dri-ky.org
Executive Director:  Sharli Powell Rogers
Independence Place Inc.
1093 South Broadway, Suite 1218
Lexington, KY  40502
859-266-2807 or 1-877-266-2807 (Voice/TDD)

859-335-0627 (FAX)

E-mail:  info@independenceplaceky.org
Web Site:  www.independenceplaceky.org

Executive Director:  Pamela Roark-Glisson
Independence Place, Inc. of the Cumberlands

60 Mackey Avenue

Williamsburg, KY 40769

606-620-5394

Independence Place, Inc of Ashland

P.O. Box 229

Ashland, KY 41105

606-369-4225
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