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Section C.  Chapter 18 Administration 

 PRIVATE INFOTYPE="OTHER" Overview

	In This Section
	This section contains the topics listed in the table below.


	Topic
	Topic Name
	See Page

	1
	Chapter 18 Documents and Documentation
	2-C-2

	2
	Chapter 18 Folder Maintenance Procedures
	2-C-5

	3
	Approving and Authorizing Chapter 18 Services and Payments 
	2-C-8


1.  Chapter 18 Documents and Documentation 

 PRIVATE INFOTYPE="OTHER"  

	Introduction
	This topic contains procedures on documenting Chapter 18 vocational training and rehabilitation, such as letters used to notify the eligible individual with spina bifida and forms used to record evaluation, counseling, and other information, including

· scheduling by VR&E

· scheduling by a contractor

· missed appointments

· due process

· notice to POA, and

· documenting evaluation results.


	Change Date
	December 30, 2005


	a.  Scheduling Chapter 18 Evaluation by the VR&E Division
	The applicant should receive the first available appointment, with the same priority as a Chapter 31 veteran.

Notification of the appointment for an evaluation performed or provided by  VR&E should be made by a locally developed letter that explains the

· purpose of the appointment for required evaluation

· benefits of the evaluation

· date, time, duration and address of the appointment

· name, telephone number, and e-mail address of the assigned counselor

· travel costs that may be paid by the VA, and

· how to reschedule the appointment, if necessary.




	b. Scheduling Chapter 18 Evaluation by Contractor
	If the applicant will first receive an initial evaluation by a contractor, after the case is forwarded to the contractor, the VR&E Division should 

· adjust and use the above initial appointment letter, or

· develop an equivalent letter which meets local circumstances for use by the contractor.


Continued on next page

1.  Chapter 18 Documents and Documentation, Continued

	c. Missed Evaluation Appointments
	If the applicant fails to report for a scheduled evaluation appointment, the VRC/CP will send a locally developed letter to the applicant, explaining the

· reasons for the letter

· benefits of the evaluation

· procedure to reschedule

· consequences of not rescheduling within one year, and 

· due process and appellate rights.


	Note:  The VRC/CP or contract counselor will document their effort to reschedule the evaluation appointment.


	d.   Due Process and Appellate Rights  
	Following the evaluation, if the VR&E Division denies entitlement to vocational training and rehabilitation services, the applicant must be provided

· due process, 

· appellate rights, and 

· information about the availability of an administrative review.

Instructions included in M28, Part III should be followed when developing this letter. 


	e.  Notice to Power of Attorney
	If the applicant or eligible individual has designated a power of attorney (POA), the VR&E Division must send the POA a copy of all notices concerning the applicant or eligible individual’s eligibility, entitlement, or vocational training and rehabilitation program.


Continued on next page

1.  Chapter 18 Documents and Documentation, Continued

	f.  Documenting Chapter 18 Evaluation Results
	To record information from Chapter 18 vocational training and rehabilitation evaluations, planning, and case support

· document the evaluation results on 
· VA Form 28-1902b, Counseling Record – Narrative Report (do not complete items 5 through 11), and 

· VA Form 28-1902n, Counseling Record – Narrative Report (Supplemental Sheet)

· document the results of medical consultation, diagnosis, care, treatment, and related services on VA Form 28-1902i, Counseling Record – Medical Information and Related Findings

· document the plan of services on VA Form 28-8872, Rehabilitation Plan

· document case support on either

· VA Form 28-1902n, Counseling Record – Narrative Report, or

· VA Form 28-1905d, Special Report of Training, and 
· file the forms in the Chapter 18 Counseling/Evaluation/Rehabilitation (CER) folder.


2.  Chapter 18 Folder Maintenance Procedures

 PRIVATE INFOTYPE="OTHER"  

	Introduction
	This topic contains procedures on maintaining the folders of Chapter 18  participants, including

· creating folders

· storing folders

· disposing of folders

· folder identification

· filing documentation, and

· back-filing documents.

	
	


	Change Date
	December 30, 2005


	a.  Creating  Chapter 18 CER Folders
	VR&E Divisions should

· use Counseling/Evaluation/Rehabilitation (CER) folders to maintain forms and documents for Chapter 18 participants, and

· create a CER folder for each individual referred to the VR&E division who qualifies for an evaluation. 


	b. Storing Chapter 18 CER Folders
	The CER folders for Chapter 18 participants should be 

· maintained in a central location in the VR&E Division, and

· kept separate from the CER folders for veterans in training under chapter 31.


	c. Disposing of Chapter 18 CER Folders
	Chapter 18 CER folders should be disposed of using the guidelines in RCS VB-1, part I, item numbers 07-630.010 and 07-630.012 through 07-630.016, with the following language substitutions.  

If the text reads

· veteran, substitute child
· service-connected, substitute monetary award for
· disability, substitute spina bifida
· reduced to a non-compensable degree, substitute [delete], and

· chapter 31, substitute chapter 18. 


Continued on next page

2.  Chapter 18 Folder Maintenance Procedures, Continued

	d.   Chapter 18 CER Folder Identification  
	The CER folder will be identified along the upper trailing edge with the eligible individual’s 

· name, and

· file number in the format defined in M23-1, paragraph 2.07b.

Each CER folder must also have a single strip of green self-adhesive tape or a green stripe made by marking the folder with a single green stripe at least ¼ inch in width using a felt-tip marker placed immediately to the left of the qualified individual’s name.


	e.  Filing Documentation in the Chapter 18 CER Folder
	The CER folder should contain all documentation which pertains to the eligible individual’s 

· eligibility for

· entitlement to, and

· participation in the vocational training program. 

The following documents should be filed down in reverse chronological order on the right side of the CER folder

· evaluation-related documents, 

· counseling-related documents

· latest rating decision (copy from the claim folder), and 

· all other pertinent information in support of the claim.

The following documents should be filed down in reverse chronological order in the center of the CER folder:  case support documents, including

· VA Form 28-1902n, Counseling Record – Narrative Report, or

· VA Form 28-1905d, Special Report of Training. 

The following documents should be filed down in reverse chronological order on the left side of the CER folder

· qualified child’s application, 

· latest spina bifida monetary award (copy from the claim folder), and

· records of Finance activity payments.


Continued on next page

2.  Chapter 18 Folder Maintenance Procedures, Continued

	f. Backfiled Chapter 18 Documents
	The following documents should be backfiled in the Chapter 18 CER folder

· a copy of the designation of power of attorney (right flap)

· VA Form 28-8872, Individualized Written Rehabilitation Plan, and 

· a flash using Optional Form 41, Routing and Transmittal Slip or other local form stating, “Vocational Training Case” (inside left flap).


3.  Approving and Authorizing Chapter 18 Services and Payments

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on approving and authorizing Chapter 18 services and payments, including

· who is responsible for approving services and payments

· limitations on monetary and other assistance

· limitations on services 

· approving contract payments

· charges for education and training services

· payment for services

· when no charges are incurred

· payment of contracting charges

· transportation costs, and

· payment references. 


	Change Date
	December 30, 2005


 PRIVATE INFOTYPE="PRINCIPLE" 
	a.  Who Is Responsible for Approving Chapter 18 Services and Payments
	The VRC/CP approves Chapter 18 payments for required counseling and other services.




 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  Limitations on Monetary and Other Assistance
	VA may not provide a Chapter 18 participant with the following assistance

· subsistence allowance

· employment adjustment allowance

· advances from the revolving fund loan 

· room and board (other than that provided for 30 days or less in a special rehabilitation facility as an extended evaluation or to improve and enhance vocational potential), or 

· automotive adaptive equipment.

Note: A program participant may receive payment in a VA work-study position.


Continued on next page

3.  Approving and Authorizing Chapter 18 Services and Payments, Continued

	c.  Limitations on Services
	An eligible individual may only receive vocationally oriented independent living services which are integral to the successful completion of vocational training during a period of rehabilitation to employability

VA may not authorize a program of 

· solely extended evaluation 

· solely independent living services, or 

· training in an institution of higher learning (IHL) if the program of education is not predominantly vocational or would lead directly to employment.


	d.  Approving Contract Payments
	Before approving payment for contract services the VRC/CP must determine that the

· services were provided in the manner specified in the contract

· service unit or task is complete

· charges are consistent with the contracted fee schedule, and

· quality is consistent with contract requirements.


Continued on next page

3.  Approving and Authorizing Chapter 18 Services and Supplies, Continued

 PRIVATE INFOTYPE="PROCEDURE"  

	e.  Charges for Education and Training Services
	VR&E staff must consider cost in selecting a facility

· if there is more than one facility within reasonable commuting distance, or 

· if the eligible individual wishes to train at a facility in another area, even though training is available in the local area.

When substantial differences in cost exist, and the facilities are otherwise equivalent, the case manager will authorize services at the higher cost facility, only if

· training at the lower cost facility will adversely affect the eligible individual’s ability to achieve the goals of the rehabilitation plan, and

· the concurrence of the VR&E Officer is obtained prior to authorizing  training.

Factors which may indicate enrollment in the lower cost facility would have an adverse affect include

· significantly fewer support and special services for individuals with disabilities

· a significantly lower placement rate and levels of employment assistance, or

· negative employer attitudes.


  PRIVATE INFOTYPE="FACT"   

	f.  Payment for Services
	VA Form 28-1905, Authorization and Certification of Entrance or Reentrance Into Rehabilitation and Certification of Status will serve as the basic document for authorizing the Finance activity payment of

· tuition and fees 

· supplies

· up to 30 days of room and board in a specialized rehabilitation facility during the evaluation of employability, if these fees are paid for other similarly circumstanced individuals, and

· other training and employment services and assistance.


Continued on next page

3.  Approving and Authorizing Chapter 18 Services and Supplies, Continued

	g. When No Charges are Incurred
	VA Form 28-1905, Authorization and Certification of Entrance or Reentrance Into Rehabilitation and Certification of Status is not used for payment 

· for the monetary assistance and services exempted and noted in sections 3(b) and 3(c) above, or  

· when there are no charges during the provision of training or employment assistance.

In the above circumstances, the CP or VRC should 

· write under Item 9, “For record purposes” and note it is for a Chapter 18 participant

· enter “0” for training time in Item 13E

· forward one copy, clearly marked at the top “CHAPTER 18 CASE” to the Finance activity, and

· file down one copy in the CER folder.


	h. Payment of Contracting Charges
	VA Form 28-1905, Authorization and Certification of Entrance or Reentrance Into Rehabilitation and Certification of Status is not used to authorize payment of contracting charges unless the facility has a published schedule of fees for services.

If there is no published fee schedule, the VR&E Division must negotiate a contract.


	i. Chapter 18 Approved Transportation Costs
	Using routine procedures governing payment of travel and incidental expenses for the purposes of evaluation, counseling, vocational training and employment, VA may pay transportation costs for 

· intraregional travel, and

· interregional travel.

References: 38 CFR 21.370 through 21.376 and VA Manual MP-1, Part II, Chapter 3.


Continued on next page

3.  Approving and Authorizing Chapter 18 Services and Payments, Continued

	j.  Chapter 18 Payment References
	References for payments during periods of evaluation, training, and employment services are included under 38 CFR 21.210 through 21.276.
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