2019 LOA Application Checklist 

The last day to submit applications is October 24, 2018.

 LATE APPLICATIONS WILL NOT BE ACCEPTED.
The LOA application and requested supporting documents, including this completed checklist, must be submitted electronically.  Each section must be submitted as a separate file, using the section title as the file name (i.e. Section A -- Signed and dated LOA Application).    
 FORMCHECKBOX 
  SECTION A -- Signed and dated LOA Application.  The application is available at https://www.tn.gov/humanservices/ds/vocational-rehabilitation/dhs-vr-loa.html.  It is the document named “2019 LOA Application”.
· The agency director or other legally responsible representative must sign the application

 FORMCHECKBOX 
 SECTION B -- General LOA document and applied for LOA attachments. This is the actual general LOA document (not the application).  The LOA document is available at https://www.tn.gov/humanservices/ds/vocational-rehabilitation/dhs-vr-loa.html and is the document named “General LOA”.

· The agency director or other legally responsible representative must sign the general LOA and the LOA attachments.
· Be sure to indicate which services will be provided and in which county or counties
 FORMCHECKBOX 
  SECTION C –- Staff Roster.  Complete the Staff Roster to list employees and specify which service(s) they will be supporting. 

· At least 3 qualified staff members are required to provide Supported Employment services.  One of the 3 must meet the qualifications of Employment Specialist (see Supported Employment attachment, section C).
· At least 3 qualified staff members are required to provide Individual Placement and Support services.  One of the 3 must be a Team Leader.  All Individual Placement and Support staff must meet the qualifications of Employment Specialist (see Individual Placement and Support attachment, section E).
· Only use the Staff Roster document available on the website to list employees.

· The agency director or other legally responsible representative must sign each of the Staff Roster pages to certify each staff member meets the qualification requirements for each service they will be providing.
 FORMCHECKBOX 
 SECTION D – Copies of Certification Training for Customized Employment.  If your agency is applying to provide Customized Employment services, submit a copy of the certification training for EACH staff member who will be providing Customized Employment services.  Acceptable sources of Customized Employment certification training include:
a. Overview of Customized Employment available through Virginia Commonwealth University - https://vcurrtc.org/training/webcourses/ce.cfm
b. Basic Employment Certificate available through Griffin-Hammis, http://www.acreducators.org/training-providers/griffin-hammis-associates-gha
c. WorkWorks Employment Services available through the University of Georgia, http://www.acreducators.org/training-providers/work-works-institute-human-development-and-disability-university-georgia
d. In-person training provided through Marc Gold & Associates sponsored by Employment First (ECF) CHOICES.  
e. In-person training provided through Marc Gold & Associates sponsored by DIDD.
 FORMCHECKBOX 
 SECTION E -– Vocational Assessment List and Sample Report. If providing vocational assessments, a list of assessments available to the evaluator must be submitted.  

· Assessments may include but not limited to: 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 Assessment attachment, section C.
· A sample vocational assessment report must also be submitted with the application (only required for new staff who may be providing Basic Assessments).
___________________________________________________

RETURNING VENDORS ONLY – Section F only applies to current providers.    
 FORMCHECKBOX 
 SECTION F –- Continuing Education Sheets. Submit copies of the Continuing Education training sheet from January 1, 2017 – June 30, 2018 for each staff member listed on the Staff Roster. 
Individuals who completed New Hire training between January 1st, 2017 and June 30, 2018 do not need to submit a Continuing Education sheet.  Maintain supporting documentation (certificates of completion for training sessions, etc.) for audit purposes but do not submit supporting documentation with the LOA application, only submit the Continuing Education Sheet.        

____________________________________________________
NEW VENDORS ONLY – Section G only applies to new providers. 
 FORMCHECKBOX 
 SECTION G -– Letters of Reference.  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.  

The following documentation must be maintained by the agency and be made available for audit purposes.  These documents (below) do not need to be submitted with the LOA application package.  

· Proof of comprehensive liability insurance (not automobile insurance) in the amount of at least $1,000,000 (see section D.15.a of the General LOA for specifics on required insurance).

· Copies of resume, credentials, certifications, diplomas, and training documentation for each employee on the attached staff roster showing the staff member meets the qualification criteria required for each service they will be supporting.  For specific requirements see: 

·    Vocational Assessment Attachment, section C.

·    Vocational Adjustment Attachment, section F.
·    Trial Work Experiences Attachment, section D.
·    Job Readiness/Job Placement Attachment, section C.

·    Supported Employment Attachment, section C.
·    Job Coach Attachment, section D.
·    Customized Employment Attachment, section E.
·    Individual Placement and Support Attachment, section E.

·    For other attachments, see the specific attachment document.
A summary of these qualifications will be available on the LOA website.
· Training requirements.  All staff providing services under this LOA must complete initial VR training.  Agencies must maintain certificates of completion for each staff member and make them available for audit purposes. 
· Copies of driver’s license, driving record and appropriate motor vehicle insurance (see paragraph D.11 in the general LOA) for each employee who will be transporting clients must be maintained and available for audit purposes.  If a staff member will not be transporting clients, the driver’s license is not required.  
· Background checks. Copies of a national level background check for each staff member providing services under this LOA.

· The agency must maintain copies of the background check reports and make them available for audit purposes.   

· The background check for staff new to providing LOA services must have been completed within the last 12 months.  After the initial background check is complete, the background check must be completed every 36 months.
· Background check must be a comprehensive criminal background check.

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

· See Criminal History section, paragraph D.11, of the LOA for criminal offenses which would disqualify individuals from working with VR clients. 
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