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2.3 Initial Contact

A consumer's first contact with DRS is a critical point in the vocational rehabilitation process. It is a time for the consumer not only to exchange information with DRS staff but also to form an impression about the staff's sincerity, concern, and professionalism. A successful exchange of information means that both counselor and consumer fully understand what is being discussed. It is your responsibility to communicate with the consumer in a way that best accommodates any limitations the consumer has.
During this contact with the consumer, develop an understanding of the consumer's needs, and identify and explain the purpose of the DRS program that seems most suited to meet those needs.
. . . 
2.4.4 Completing the Application
Explain in detail the expected outcomes and services related to the specific DRS program (VR, ILS, or CRS) that most meets the consumer's needs. Reassess whether DARS DRS is the appropriate agency and division. If not, refer the consumer to another community resource.
Ensure that all information entered on the application is accurate. Most of DARS' state and federal reports are compiled from this information, and the accuracy of the reports depends on correct application information.
Enter a disability classification based on the consumer’s report or your observation. For further information, see Chapter 11: Technical Information and References, Section 11.2 Disability Classifications and Codes.
The application information is usually recorded electronically in the case management system; see the Quick Start Guide and Help information for guidance. Use DARS3490, Consumer Application Information, when the electronic file is not available. 
The intake room must be private.
Maintain confidentiality of information at all times (see Business Procedures Manual, Chapter 20: Confidentiality and Use of Consumer Records and Information).
Explain to the consumer the circumstances when confidential information about him or her will not be kept private. See the guidance piece, Situations Requiring Release of Confidential Consumer Information.
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