LOA Application Guide – NEW CRPS
These instructions apply only to new CRPs.  CRPs with an existing LOA should use the LOA Application Guide for Renewals.  The LOA application and supporting documents should be submitted electronically in the following order.  
SECTION A. Signed and dated LOA Application.  The application is available at www.tn.gov/humanserv/. It is the document named “LOA Application”.
· The agency director or other legally responsible representative must sign the application

SECTION B. Signed and dated LOA. This is the actual LOA document (not the application).  It is available at www.tn.gov/humanserv/ and is the document named “General LOA”.

· The agency director or other legally responsible representative must sign the LOA 
· Be sure to indicate which services will be provided and in which county or counties

SECTION C. Proof of comprehensive liability insurance (not automobile insurance) in the amount of at least $1,000,000 (see paragraph D.13.a of the General LOA for specifics on required insurance).

SECTION D.  List of employees and what service(s) they will be supporting. 

· At least 3 qualified staff members are required in order to provide Supported Employment services (see Supported Employment LOA, page 5-6).

· Example:

John Jones   
Supported Employment (Job Coach)

Stacey Smith
Supported Employment (Job Placement)

Fred Landers
Vocational Evaluations & SE


SECTION E. Resume, credentials, certifications and training documentation for each employee listed above.     



RESUMES (only required for new staff whose resumes have not been previously submitted to VR)

· Must clearly show the staff member meets the qualification criteria required for each service they will be supporting.  For specific requirements see: 

· Vocational Assessment Attachment, paragraph D.

· Vocational Adjustment Attachment, paragraph C.

· Trial Work Experiences Attachment, paragraph D.

· Job Readiness/Job Placement Attachment, paragraph E.

· Supported Employment Attachment,  page 5-6.

There is no need to provide a copy of staff members’ entire personnel record.  Provide only the information necessary to document the individual’s qualification to provide the specific services.  
 TRAINING 

· All staff providing services under this LOA must complete initial VR training.  Contact Mike Sass, mikesass@utk.edu,(865)964-0474 for outline of specific training areas.

· The LOA application can be approved prior to staff completing training; however referrals cannot be made until staff have completed the required training.

SECTION F.  At least 3 letters of reference must be provided.  Letters of reference are only required for new CRPs.  CRPs with existing LOAs do not need to submit letters of reference.

· Letters must include full current contact information of the individual signing the letter as well as the name of the agency they represent

· Letters should be focused on the agency’s ability to provide the proposed services.  Letters should not be focused on individual staff members.  


SECTION G.  Statistical data for Job placement and Supported Employment.  For CRPs who have not provided these services to VR, statistics on other employment related services should be submitted.
SECTION H.   If the agency will provide Job Readiness or Vocational Adjustment services a copy of the training outline should be submitted.   
· The Job Readiness curriculum should describe how the agency will cover the areas listed in the Job Readiness report (see the Job Placement attachment).  The curriculum could be a Powerpoint presentation, workbook, etc.

· The vocational adjustment curriculum describes how the agency will identify the soft skills needed by a specific client and how the agency will assist the client in improving those skills. 

SECTION I. If providing vocational assessments, a list of assessments available to the evaluator should be submitted.  

· Assessments may include Valpar, Career Scope, Woodcock-Johnson, or other interest inventories, achievement tests or aptitude assessments.  

· The vocational evaluator must meet the experience/training requirements listed in the Vocational Evaluation Attachment, paragraph D)

SECTION J. CRPs who do not have an existing LOA must submit copies of a national level background check for each staff member providing services under this LOA.

· The agency will submit copies of the background check reports with the application.  

· Background check must have been completed within the last 12 months. 

· Background check should be a comprehensive criminal background check

· Background check must be national, not just where the individual has resided

· See Criminal History section, paragraph 9, of the LOA for criminal offenses which would disqualify individuals from working with VR clients. 
SECTION K.  Copies of driver’s license , driving record and appropriate motor vehicle insurance (see paragraph  13.c in the General LOA) for each employee who will be transporting clients must  be included with the application.  If a staff member will not be transporting clients, the driver’s license is not required.

SECTION L. Copies of any certifications held by the agency (CARF, etc.)

SECTION M. Copies of the Training Acknowledgement Sheets.  A Training Acknowledge Sheet for the LOA and each service your agency is applying for is required as verification the training video for has been viewed by your agency.
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