
Vocational Service 

Specialists

A day in the life…
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Vocational Services Specialist Position Description: 

Under the supervision of the Vocational Services 
Supervisor, provides professional and technical 
expertise to department staff, private vocational 
counselors, employers and their representatives, 
health care professionals and injured workers and 
their representatives to effectively interpret and 
implement the statutes, administrative codes, 
department policies and procedures associated with 
vocational rehabilitation services. Makes 
determinations on eligibility for plan development 
service and approves vocational retraining plans.

This position supports the mission of preventing 
long-term disability by returning injured workers 
back to employment as quickly and safely as 
possible.
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 Daily Assignments

Daily Assignment List
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Outlook Calendar
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ORION MAIL LIST

One of the first things a 

VSS does in the morning is 

to open up their Orion Mail 

Box and look at new work 

items.  

There are eight different 

types of work items, 20 

items are listed on each 

page and typically a VSS 

will have multiple pages to 

review. 
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Orion Worklist Items 

1) EVOC 

 Plan development good cause extension requests

 Non-cooperation in all phases of vocational services 

 Assessment fee cap exception requests

 FYI – Updates

 ADMX requests

 ADMX updates

2) 2PWP

 Requests for Preferred Worker Status

3) OPTSL
 Selection of OPT1 or OPT2
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4) JMOD 

 Job Modification/Pre-job Accommodation Requests

5) VPLAN

 Plan modification requests (may require Additional Vocational Assistance)

 Approved Plan confirmation

6) DVAR

 VDRO Determinations

7) CLSAW

 Assessment reports recommending eligible for retraining (VSS review for 

preferred worker status when approving the recommendation for plan 

development services

8) CLSPD

 Proposed retraining plans
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Plan Approval Check List
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Work Items That Are Not Received In VSS Worklist: 

VCLOS

 any vocational closure that does not recommend 

retraining

VOC

 progress reports

 vocational documentation

VDRO

 Disputes received, accepted, and resolved
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Vocational Reports Processed First Quarter 2017

CLSAW: 475 AWA reviews in average of 7 days

 84 % VSS reviewed within 10 days

 288 Approved as written 

 1 Denied and sent to new VRC

 81 Temporarily Denied (Revised Report 
Needed)

 2 Admin Closure

 90 Required phone call for additional Info prior 
to approval

 55 (40%) of AWAs were not approved as 
written or originally submitted

Plans: 340 PLAN reviews in average of 6 days

 4 Deemed approved

 197 Plans approved as written  

 32 Plans temporarily denied 

 2   Plans denied       

 109 required phone calls for additional info

 143 (42%) of plan’s reviewed were not 
approved as written or originally submitted

Plan Mod: 406 reviews in average of 5 days

 356 approved

 50 denied

ADMX Reviews: 435 ADMX in average of 5 days  

 1173 Currently in Monitoring Status          

 479 Closed to Date      

 9 in Pending Status

PWP Request Reviews: 563 request, 506 approved 

 401 applications included the required 

documentation

Option 2 Selections  

 State Fund VSS closed 117 Plans in 1st Quarter 

2017 with OPT2 Average Length of Plan 425 days

 77 Selected OPT2 Prior to plan start      

 40 Selected OPT2 after plan start

VSS resolved 

167 voc billing 

issues

VSS reviewed 

72 pre-job/job 

mod

VSS wrote 21 

AVA request
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Tasks not assigned through ORION: 

 Phone calls, emails, drive-by from the claim managers, claim consultants, 
pension adjudicators, trainers, coaches, and Vocational Dispute Resolution 
Office vocational staff

 Review of referrals within the ADMX pilot for status update and claim 
progress from the VRC and the Department. Currently over 1,000 in 
monitoring status

 Prepare recommendations to the Director for discretionary approval of 
vocational services to avoid permanent total disability and/or charges of those 
services to the medical aid fund (Additional Vocational Assistance – AVA)

 Research and resolve vocational billing issues as requested by the medical 
treatment adjudicators

 Assistance with Claims Training presentations for WCA2, WCA3, and WCA4

 Coordinate vocational referral transfers when a VRC leaves a firm or the 
profession

 Phone calls from private sector vocational counselors
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Tasks not assigned through ORION:

VSS staff participate in:

 Gemba walks

 Return to Work Score 

Staffings

 Unit meetings 

 Combined Fund Drive

 All Staff Training 

 Improvement projects 
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Current improvement projects include but are 

not limited to: 

 Vocational Recovery Project

 PWP Phase II

 Option 2 Project

 Plan Modification improvement

 Learning Modules

 RTW Guest Quarterly Meetings

 Early AWA Project

 Enhanced Services

 SharePoint Migration and Record Retention

 Liniis Migration

 Joint Legislative Audit and Review Committee – Disability Prevention 

and Management

 Private Vocational Schools 
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How can we make collaboration easier?
 Questions regarding process could be discussed at 

the firm level.

 Check the Claim Account Center for authorizations.

 When calling the Department regarding a medical 
concern on the claim, the claim manager is the 
person to contact. 

 When calling to discuss a claim and the VSS is not 
available, leave a brief description of the issue.

 Vocational recommendations are stand-alone 
documents. Be sure to include all supporting 
documentation. 

 Verify that your report is imaged correctly. 

 Remember, we are looking for your vocational 
recommendation.
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