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1. PURPOSE 

These procedures are established to clarify the 
process by which the State Licensing Agency 
(S.L.A.) evaluates applicants, provides required 
training, and issues licenses to qualified blind 
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individuals for the Randolph–Sheppard Vending 
Facilities Program (RSVFP). 

 
2. APPLICABILITY 

 

These procedures apply to all eligible individuals 
and entities participating in the District of 
Columbia RSVFP, including applicants, trainees, 
newly licensed vendors, licensed vendors, and 
Vocational Rehabilitation Program S.L.A. staff. 

 

3. PROCEDURES 

 

A. Applicant Requirements  
 

1) Meet the legal definition of blind, which is either 
visual acuity of 20/200 or lower (corrected 
vision in the better eye) or 20° or less of visual 
peripheral field in the better eye. 

2) Citizen of the United States; and 
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3) Reside in the District at the time of licensing 
4) Certified by the State vocational rehabilitation 

agency as qualified to operate a vending facility, 
as described below. 
 

B. Prior to Admission 

Applicants and trainees must complete a structured 
application and training process before obtaining 
licensure to operate a vending facility.  
 
A person’s VR Specialist serve as the first stage in 
determining eligibility for participation in the 
RSVFP: 
 
i. Potential applicants must receive Vocational 

Rehabilitation (VR) services and be referred to 
RSVFP by their VR Specialist.  

• The VR specialist works with the person to 
complete a referral package and 
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application for the RSVFP, including: A 
cover memo to explain the details of the 
person’s strengths, resources, priorities, 

concerns, abilities, capabilities, and interest that 

indicate the person is has potential to succeed in 

the RSVFP.,A completed RSVFP Application  
• A complete background investigation from 

the District of Columbia Metropolitan 
Police Department. 

• A completed current RSA eligibility 
certificate and supporting documentation 
that confirms that the person meets the 
eligibility requirements regarding 
blindness, and identifies any other 
qualifying disabilities that were considered 
in determining the person’s ability to 
succeed in the program and need for any 
additional accommodations. 
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• A current Individual Plan for Employment: 
Indicating that the person’s current 
employment goal is to become a Randolph 
Sheppard vendor. 

• A current CASAS (Comprehensive Adult 
Standard Assessment System)  assessment 
indicating the applicant is sufficiently 
proficient in reading, math, listening and 
writing skills to be successful as an RSVFP 
vendor. (i.e., a score of at least 235 on the 
Reading Assessment and at least 229 on 
the Math Assessment). 

• O&M (Orientation and Mobility) Evaluation 
in the last 12 months will be used for 
RSVFP to determine if the applicant is able 
to effectively navigate training and facility 
operations.  
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• Assistive Technology (AT) Evaluation – will 
allow for the RSVFP to establish an 
understanding of what equipment would 
be needed for an applicant to adequately 
complete the training and to successfully 
operate a vending facility. 

• Proof of Computer Literacy is preferred but 
not required: Trainees will need to 
demonstrate sufficient capability with 
technology to pass the Randolph Sheppard 
training, as outlined below. Ability to utilize 
a computer, computer programs (such as 
email, internet, word documents, pdfs, and 
spreadsheet software), calculators, etc. is 
very helpful in being able to independently 
operate a Randolph Sheppard facility.  The 
program will provide training for 



 

 7 

Government of the District of Columbia 

Department on Disability Services 

Equal Opportunity Employer/Program. 

Auxiliary aids and services are available 

upon request to individuals with 

disabilities. 

applicants, trainees and licensed vendors 
to increase these skills, as requested. 

• Proof of United States Citizenship, e.g., 
birth certificate, passport, naturalization 
document.  

• Proof of D.C residency 

 
ii. The VR Specialist determine readiness for 

program, and review the above referenced  
criteria prior to referral to the program 

iii. Following the determination of program 
appropriateness the RSVFP program manager 
will schedule a client interview with the 
program manager, another S.L.A. staff,  the 
applicant’s VR Specialist and a representative 
from the BVC. 
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iv. Following this interview, the team will forward 
a finalized recommendations to the RSVFP 
Program Manager for a decision. 
 

C. RSVFP Training and Licensure Procedures 

The RSVFP will determine if the applicant is ready 
for licensure through the following stages: 
 
i. When the applicant is determined eligible for 

participation in the RSVFP, the VR Specialist 
will refer the person for training, approved by 
RSVFP.  

ii. Trainees will participate in training covering 
the following topics: 

• Introduction to the Randolph Sheppard 
Vending Facilities Program 

• Vending Management 
• Café Operations 
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• Developing Systems and Structure to 
Manage Your Business 

• Sales 
• Employee Hiring and Development 
• Labor and Costs of Goods Management 
• Customer Service for BEP 
• Micro-Markets 
• Business Processes 
• SERV Safe 

Trainees are expected to successfully complete all 
modules in the training program.  
Upon successful completion of all modules, the 
trainee must take a final examination, which covers 
all program areas, and receive a score of at least 
75% in order to move to the next phase of training.  
If the trainee fails to complete this phase of training, 
including achieving the required score on the final 
examination, they will be referred back to their VR 
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Specialist for assistance in identifying a more 
appropriate employment goal. 
 

iii.  Job Shadowing with a Senior Vendor:  

After successfully completing classroom 
training, all trainees must participate in a 
structured, supervised 30-day internship under the 
guidance of a senior vendor, gaining hands-on 
experience in daily operations, inventory 
management, and customer service. The S.L.A. 
works with the BVC to identify a senior vendor who 
is in good standing and has the capacity to serve as 
a trainer. 

 
• If any instance or dispute with a trainee or 

senior vendor is reported to either the VR 
Specialist or RSVFP representative it is 
expected that the representative will document 
the situation and contact appropriate 
representatives to resolve the dispute.   
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iv. Individual Management Training:  

 
• Trainees will next be challenged to 

demonstrate proficiency by satisfactorily 
and independently operating an RSVFP 
facility for 30 days.  The S.L.A. will work 
with the BVC to identify an experienced 
vendor who can allow the trainee to 
independently operate one of their 
facilities for this period.  The trainee’s 
wages will be paid utilizing VR funding, 
authorized by the assigned VR Specialist.  
The person will complete a time sheet, 
that will be signed off on by the vendor 
assigned to the facility and the assigned 
program monitor.  The wage during this 
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phase will be the prevailing minimum 
wage in the District of Columbia.   
 

• Throughout the 30  days the RSVFP 
Program Monitor assigned to the facility 
and the trainee’s VR  Specialist shall  
contact the trainee weekly to monitor the 
person’s progress.  The Program 
Monitor’s contact shall be in-person, 
while the VR Specialist may contact the 
person by phone. 

Trainees are expected to report any incidents 
or concerns during the training period to their 
VR Specialist and the Program Monitor 
assigned to the facility where these incidents 
or concerns arise.   

v. Licensure:  
 



 

 13 

Government of the District of Columbia 

Department on Disability Services 

Equal Opportunity Employer/Program. 

Auxiliary aids and services are available 

upon request to individuals with 

disabilities. 

• After completion of job shadowing and 
individual management training, the 
RSVFP Program Monitor assigned to the 
locations where each training occurred 
will coordinate with the vendor assigned 
to these locations to complete a narrative 
assessment of the trainee’s performance. 
                       

• If this assessment identifies areas of 
concern regarding the trainee’s 
performance, they may be allowed to 
extend training to address these areas for 
up to two additional weeks.   

 
• If the assigned vendor and RSVFP 

monitor assess that the trainee is 
prepared to independently operate an 
RSVFP facility, they will forward this 
recommendation to the RSVFP Program 
Manager.   
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• If the assigned vendor and RSVFP 
Program Monitor have continued 
concerns, they will document these 
concerns in a memorandum to the RSVFP 
Program Manager, who will have the 
ultimate authority to either recommend 
additional training or refer the person 
back to the VR Program, to work with 
their VR Specialist to identify a more 
appropriate employment goal.  

   
• If the RSVFP Program Manager supports 

the recommendation to issue an RSVFP 
license to the trainee, they will forward a 
recommendation to the State VR Director, 
with a Draft License for signature, 
including all documentation evidencing 
the person’s eligibility for the program 
and successful completion of all required 
training. 
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vi. Disputes – If the applicant or trainee 
disagrees with any program decision during 
this period, he or she will have all of the due 
process rights outlined in 29 DCMR § 135, 
except that any decisions of the training 
provider shall be subject only to any appeal 
rights established by that provider. 

 

TIMELINE DOCUMENT DRAFT for POTENTIAL 
APPLICANTS 
(Estimate on Time frame can be updated) 

Timeline of Application to Licensure 
a. First Stages: 1 month – 3 months 

i. Potential Applicant starts with opening a 
case with Vocational Rehabilitation 
Services In the event that the applicant 
does not have an open case with VR 
services opening a case can add 5+ months 
to this initial stage. 
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ii. Potential applicants will work on goal 
setting and assessment with VR services  

iii. Potential applicant completes initial 
assessment and interview with VR services 

iv. Vendor works with VR to complete the 
application pamphlet and gather 
supporting documentation. 

v. VR representative fills out application and 
referral forms (see attached) for the 
Randolph Sheppard Vending Facilities 
Program 

b. Post Acceptance as Applicant: 3.5 months + 
vi. VR will locate an appropriate training 

program and send the information to 
confirm with RSVFP 

vii. Applicant attends and completes the 
identified training program. 
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viii. Trainees will keep a written statement of 
completion to prove their potential 
operational skills. 

ix. If there is additional training needed the 
trainee will be notified by RSVFP for 
additional testing to ensure proper 
operational knowledge. 

c. Approved Trainee: 2-4 months 
x. Randolph Sheppard Blind Vending Facility 

Program will assign a representative to the 
trainee. 

xi. Work with RSVFP monitor to find a 
placement under a senior vendor. 

xii. Conduct and participate in On the Job (OJT) 
placement for 30 days to learn practical 
skills  
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xiii. Upon completion work with RSVFP 
representative to work towards individual 
vending facility training period 

xiv. Complete 30-day minimum independent 
facility operation trial learning how to 
independently apply all skills previously 
learned. 

d. Ending Steps: 1-month independent training. 
• Get assessed by the RSVFP senior vendor 

and assigned program monitor to 
determine if ready for licensure and 
independent facility operation.  If passed 
trainee will work with RSVFP to gain 
licensure credentials  

• If not, trainee will work with RSVFP 
representative to consider next steps and 
see if it is applicable to repeat prior stages 
to complete licensure requirements 
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 xiv. Continue to call down procedures for new 
vendors.  
 

 

 

 


