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Chapter 4. Required Documentation

1. Required Documentation for the Initial Evaluation

	Introduction
	This topic contains information on required documentation of the initial evaluation process, including

· purpose of documenting the evaluation process

· list of documents for initial evaluation

· list of job aids for initial evaluations

· pertinent information to the narrative syntheses of the initial evaluation

· importance of the narrative synthesis of the initial evaluation,

· documentation of the narrative synthesis, and

· list of CWINRS letters used during initial evaluation.    


	Change Date
	June 8, 2006


	a. Purpose of Documenting the Evaluation Process
	For effective case management, the Vocational Rehabilitation Counselor/Counseling Psychologist (VRC/CP) must document essential information and the reasoned basis for all determinations made during the evaluation. Documentation serves numerous purposes, including those listed below.

· It provides the rationale and justification for legal determinations which approve or deny rehabilitation services

· It serves as a safeguard to prevent waste, fraud, or abuse

· It provides the basis for rehabilitation planning

· It serves as a record of activities, actions, and decisions throughout the rehabilitation process

· It provides a historical record that the VRC/CP can use to clarify his or her understanding of the individual’s case 

· It contains information that may be used in additional evaluation, counseling, and planning activities, and

· It serves as the basis for reviews to assess the quality of the services provided.
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1. Required Documentation for the Initial Evaluation, Continued

	b.  List of Documents for Initial Evaluations
	The table below describes the VA forms used during the initial evaluation.


	Document
	Description
	Requirement

	VA Form 28-1900, Disabled Veterans Application for Vocational Rehabilitation
	serves as a formal claim for chapter 31 benefits and services. 
	Must be filed in the Counseling/Evaluation/ Rehabilitation (CER) folder

	VA Form 1902w, Rehabilitation Needs Inventory
	used to collect information about the eligible individual. 
	Mandatory – must be filed in the CER folder.

	VA Form 29-8739a, Protection of Privacy Information 
	explains processes, rights and responsibilities under the Privacy Act. 
	Must be signed and filed in the CER folder

	VA Form 21-4142, Authorization for Release of Information 
	required to request records from a non-VA source. 
	Must be signed and filed in the CER folder

	VA Form 1902c, Counseling Record-Test Results
	may be used to record test results.
	Must be signed and filed in the CER folder

	VA Form 1902i, Counseling Record-Medical Information and Related Findings
	may be used to record disability limitations, request a medical opinion, and document need for reduced work tolerance.
	Optional form

	VA Form 1902b, Counseling Record-Narrative Report
	documents information developed during the initial evaluation to explain the entitlement determination and rehabilitation needs.
	Part I – Certification of Entitlement/Current Feasibility, and Part II – Counseling Narrative, must be completed and filed in CER folder
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1. Required Documentation for the Initial Evaluation, Continued

	b.  List of Documents for Initial Evaluations (continued)


	Document
	Description
	Requirement

	VA Form 28-8606, Notes from Counseling and Next Steps
	may be used to document tasks to be completed and the next appointment.
	Optional form

	VA Form 4107, Your Right to Appeal Our Decision
	informs individual of his or her appellate rights following an adverse action.
	Must be provided to the individual and a copy filed in the CER folder 


	c. List of Job Aids for Initial Evaluations
	The table below describes the Job Aids to be used in conducting an Initial Evaluation. Use of the bolded documents is mandatory.

	 Job Aid
	Description
	Requirement

	VA Form 28-0800, VR&E Program Orientation
	provides the individual with a written orientation/overview of the VR&E program.
	Mandatory Job Aid

	VA Form 28-0799, Employment Handicap and Serious Employment Handicap Worksheet
	used to record the employment handicap and serious employment handicap determination.
	Mandatory Job Aid

	VR&E Employment Planning Guidelines 
	may be used to guide the employment planning process.
	Optional Job Aid

	VA Form 28-0801, Feasibility Worksheet
	used to explain the feasibility determination.
	Mandatory Job Aid
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1. Required Documentation for the Initial Evaluation, Continued

	c. List of Job Aids for Initial Evaluations (continued)


	Job Aid
	Description
	Requirement

	VA Form 28-0798, Assessment of Abilities, Aptitudes and Interests Worksheet 
	used to record assessment results.
	Mandatory Job Aid

	VA Form 28-0802, Vocational Exploration Worksheet
	used to document the vocational exploration process.
	Mandatory Job Aid


	Note: In addition to VA Form 28-0800, VR&E Program Orientation, the orientation video, “Veterans and VR&E Working Together: VR&E’s Five Track Employment Program,” should be used whenever possible.  


	d. Information Pertinent to the Narrative Synthesis of the Initial Evaluation
	When preparing to write the narrative synthesis, the VRC/CP will review and analyze all the individual’s information, including

· previous evaluations

· psychometric assessments

· vocational exploration

· disability information

· employment history

· educational records, and

· any other information developed during the initial evaluation process.
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1. Required Documentation for the Initial Evaluation, Continued

	e. Importance of the Narrative Synthesis of the Initial Evaluation
	The synthesis 

· provides the basis for counseling and assistance throughout the rehabilitation process

· allows the VRC/CP to revisit and review the information in order to clarify his or her understanding and implications for providing additional services 

· must contain reasoning which is clear to both professionals and nonprofessionals, and 

· must logically support legal determinations, including

· employment handicap

· serious employment handicap

· current reasonable feasibility for achieving a vocational goal, and 

· how the services included in the plan will lead to rehabilitation.


	f. Documentation of the Narrative Synthesis
	Documentation of the initial evaluation must comprehensively depict the individual’s

· life circumstances

· rehabilitation needs

· motivations, and

· other data helpful to the rehabilitation process.


	g. List of CWINRS Letters Used During Initial Evaluations
	The table below describes the CWINRS letters used in conducting an Initial Evaluation.


	CWINRS Letter
	Description

	CS-004, Initial Evaluation Appointment Letter with VRC/CP
	provides initial appointment information.   

	CS-026A, Denial-No Employment Impairment 
	is required to explain the denial of benefits and services following a determination that no impairment to employability exists.
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1. Required Documentation for the Initial Evaluation, Continued

	g. List of CWINRS Letters Used During Initial Evaluations (continued)


	CWINRS Letter
	Description

	CS-026B, Denial-Qualified for Suitable Employment
	is required to explain the denial of benefits and services following the determination that no employment handicap exists when the individual is qualified for suitable employment.

	CS-027, Denial-Suitably Employed
	is required to explain the denial of benefits and services following the determination that no employment handicap exists when the individual is currently suitably employed.

	CS-028, Denial-Not Feasible
	is required to explain the denial of benefits and services following the determination that the achievement of a vocational goal is not currently reasonably feasible.
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