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Vocational Rehabilitation and Employment (Chapter 31) Tracking Report Instructions

Form Use:  

The Chapter 31 Tracking Report is used to record information on job ready veterans participating in the Department of Veterans Affairs’ Chapter 31 program that are referred to Jobs for Veterans State Grant recipients for employment services.  The detailed information required is used to track the status of referred participants, referral and registration dates, and employment outcome information.  The workbook consists of six worksheets: 1) Five (5) Fiscal Year Data Entry; and 2) One (1) Report Data (auto-calculating).

Form Submission:

The form is submitted once per quarter for every Federal fiscal quarter.  The following report period end dates will be used for this report:  12/31, 3/31, 6/30, and 9/30.  
Public Burden Statement - Persons are not required to respond to this collection of information unless it displays a currently valid Office of Management and Budget (OMB) control number.  Responding is required to obtain or maintain benefits (38 USC 4102A(c)).  Public reporting burden for this collection is estimated to average of 2 hours per response, including the time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.  Send comments regarding this burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to the Department of Labor at the address provided below.  (Paperwork Reduction Project 1205-0342). 
Enabling Macros
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The VR&E Tracking Report uses macros to validate the data on the data entry tabs. This validation script is used to ensure that the cumulative and quarterly totals on the “Report Data” tab are accurately calculated. To enable macros:

1. Open the Tracking Report.

2. A dialog box will appear (See Figure 1.1)

3. Select “Always trust macros from this publisher.”
4. Click on “Enable Macros”
In some cases, the checkbox and “Enable Macros” button may be grayed out. Another method to enable macros is to change the security level in Excel. Use the following steps to change the security settings:
1. Open Excel
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2. Click on the “Tools” menu, highlight “Macro” and select “Security…” (See Figure 1.2)

3. On the security prompt, select the “Low” setting and press “OK” (See Figure 1.3)
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Entering Data
1. Select the tab that corresponds to the current fiscal year

[image: image7.png](anty v | tedbitrs

O oy g oty st ot v skond
ol v e o i s % Gl

Ot ot sonmd mces o st s i b lowedo
P U o e gkt ot

(© . Youcon choosswhaher o o o ottty e

Fiue 13— Mamn Security Settings




Figure 2.1 – Data Entry Tab

2. Enter the necessary information for the veterans that are referred for the current fiscal year starting with row 3.
3. Refer to the following section for column descriptions.
Data Entry Parameters

Each data entry item is described below. Enter only the information described for each column to ensure the report numbers are calculated correctly. Any other explanatory or descriptive information about the VR&E participant or data entered should be included in Column V, Notes/Comments.
Column A: VARO: Enter the three-digit numeric code for the VA Regional Office from which the veteran was referred.

Column B: Last Name: Enter the referred veteran’s last name.

Column C: First Name: Enter the referred veteran’s first name.

Column D: ID Number: Enter a four digit unique identifier for the veteran.
Column E: Carry-in: A “carry-in” is defined as a veteran who was referred for services in the last FY, whose case was not closed during that FY, and is still receiving services in the current FY. If the veteran is a “Carry-In” according to that definition, enter a "Y" in this column; otherwise, leave blank. (Do not include any veterans whose case was closed in the last FY)
Column F: OEF/OIF Veteran: If the veteran served in the Operation Enduring Freedom or Operation Iraqi Freedom (OEF/OIF) theatre of operations, enter a “Y” in this column; otherwise leave blank.

Column G: Other Program Participant: Enter the one-digit number that reflects the special program in which the veteran is/was a participant:

1 = REALifelines

2 = Coming Home to Work

Column H: VRC/EC Name: Enter the full name of the Vocational Rehabilitation Counselor (VRC) or Employment Coordinator) (EC) that made the referral.

Column I: Employment Goal: Enter the employment goal listed on the Individualized Written Rehabilitation Plan (IWRP) or Individualized Employment Assistance Plan (IEAP) provided by the VRC/EC.

Column J: Date Referred to SA: Enter the date the VRC or EC referred the veteran for career information or employment assistance in the mm/dd/yyyy format.

Column K: DVOP or SA Staff Assigned: Enter the name of the DVOP specialist or One-Stop Career Center (OSCC) staff to which the veteran has been referred for career information or employment assistance.
Column L:  Date Registered by SA: Enter the date the veteran was entered into the State’s data collection system. If previously registered, enter the date reactivated or that date the next service was provided. Enter this date in mm/dd/yyyy format.

Column M: Number of Days from Referral to Registration: This data item is calculated automatically based on the dates entered in Columns J and L. Do not enter any data in this cell as this will overwrite the calculation formula. A negative number in this cell is caused when the Registration Date is prior to the Referral Date.
Column N: Date Entered Suitable Employment: Enter the date the veteran entered “suitable employment” in mm/dd/yyyy format.  Suitable Employment is defined as work that is within a veteran's physical and emotional capabilities and is consistent with his or her pattern of abilities, aptitudes, and interests. The VA VRC/EC determines whether or not a job secured by the VA VR&E participant is considered “Suitable Employment.”
Column O: Employer: Enter the name of the business or organization where the veteran is employed.
Column P: Job Title: Enter the job title of the position in which the veteran is employed.
Column Q: Hourly Wage: Enter the numeric hourly wage being earned by the veteran as identified from State Agency sources. Do not enter a monthly or annual wage in this column and do not append the entry with any other text such as “/hr.” Any comments or additional information about the number can be included in the Column V.
Column R: # Days Registration to Employment: This data item is calculated automatically based on the dates entered in Columns L and N. Do not enter any data in the cell as this will overwrite the calculation formula. A negative number indicates that the Date Entered Suitable Employment is prior to the Registration Date.
Column S: Monitored for 60 Days after Employment: If this veteran received follow-up and monitoring for a minimum of 60 days after entering “Suitable Employment” enter a "Y" in this column; otherwise leave blank.  * VR&E participants are monitored to ensure they retain “Suitable Employment” for at least 60 days.  After entering and retaining “Suitable Employment” the VRC/EC may elect to close the case as a “Rehabilitation.”
Column T: Date Case Closed: Enter the date this veteran’s VR&E case was closed as determined in consultation with the VA VR&E staff.  VR&E participants tracked on this report will not have a case closure date or closure reason until such time as the VA VR&E closes their case.  A date is required for if a Closure Reason is provided. Do not include any veterans in this FY’s report if their case was closed in the previous FY.
Column U: Closure Reason: Enter the one letter code for the reason for case closure:

E = Entered employment by the Intensive Services Coordinator (ISC); not necessarily considered suitable employment for VR&E rehabilitation purposes. This code will only be used for those VR&E participants:

· Whose case was jointly closed with the VA VR&E; and

· Entered employment that did not lead to a Rehabilitation as defined by the VRC/EC.  

This code should be used when the VRC/EC makes a “Maximum Rehabilitation Gain” determination.   
R = Rehabilitated by VR&E; refers to a Chapter 31 veteran who meets the rehabilitated criteria as defined by VR&E staff.
I = Interrupted by VR&E; interrupted is a temporary suspension of the Chapter 31 program. The VA first must determine that the veteran will be able to return to a rehabilitation program or an employment services program following the resolution of the situation causing the interruption.

D = Discontinued by VR&E; discontinued refers to the VR&E Chapter 31 registered referrals that are discontinued from the VR&E program by the VRC/Counseling Psychologist (CP) for a variety of reasons.

S = School/Training by VR&E; this refers to a veteran who is involved in services such as a specialized training and/or education to obtain and maintain suitable employment.

L = Labor Market Information (LMI); Used for Chapter 31 applicants referred to the ISC or other State Agency Staff for LMI and other career information during the evaluation phase.

O = Other by ISC or VR&E; explain in comments.

Column V:  Notes/Comments: Enter information applicable to the veteran’s employment assistance process. Any additional notes or comments about the veteran or tracking data can be entered in this column. Also include explanations for errors identified by the validation script (explained below) that has not been corrected.
Validating Data
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A “Validate Data” button has been added in the upper right hand corner of the data entry and report data tabs. After the VR&E data has been entered, click on this button to validate the data. This will ensure that the report data numbers are accurately calculated.
1. Click on the “Validate Data” button at the upper right corner of the spreadsheet.
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2. A prompt will appear indicating the number of errors. Click “OK” and scroll through the data.
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3. The background colors for the cells containing errors will be red. Move the cursor over the cell containing an error and a note will appear explaining the error. (See Figure 4.3)
4. After all errors have been corrected, click on the “Validate Data” button again. The comments and colors of all cells that no longer contain errors will be restored.
The validation script will also generate warnings. These warnings may or may not be errors but still require attention. They will be highlighted in yellow. Provide a brief explanation in the Notes/Comments column if the warning is not an error. The following three scenarios will produce a warning: 
1. Veteran who was referred over 18 months ago and whose case is still open.
2. Veteran whose referral date is after the registration date.
3. Veteran whose case was closed without any registration.

Contact the U.S. Department of Labor at:
U.S. Department of Labor

Veterans' Employment and Training Service

Room S-1316                                                                               Phone     202-693-4729
200 Constitution Avenue, N.W.                                                    Fax          202-693-4755

Washington D.C. 20210.
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