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DRS Rehabilitation Policy Manual Chapter 2: Initial Contact and Application

…
2.4 Application
…
2.4.4 Completing the Application

The application must be completed in a private location that maintains the confidentiality of the information provided by the consumer (see Business Procedures Manual, Chapter 20: Confidentiality and Use of Consumer Records and Information).

Explain to the consumer the circumstances under which the consumer's personal information is released. For additional information, refer to the DARS5061, Notice and Consent for Disclosure of Personal Information form. This form must be signed in order to proceed with an application for DARS services. 
Explain in detail the expected outcomes and services related to the Vocational Rehabilitation Services.

The information from the application is usually recorded electronically in ReHabWorks (RHW). See the ReHabWorks User's Guide (RUG) for additional information on completing the application in ReHabWorks.

When RHW is not available, capture the information for the consumer’s application for services on the DARS5056, DRS Application for Services form. Enter the information from the applications into RHW as soon as RHW is available. Keep a copy of the paper application in the case file, even after the data has been entered in RHW.

Updating Application Information in RHW

The information captured at the time of application can be updated directly in RHW, as long as the case remains in application status. If application information needs to be updated when the case is no longer in application status, refer to the ReHabWorks Users Guide, 1.6 Data Correction Request for information about requesting a data correction.

To see a snapshot of the data that is recorded in the data warehouse, refer to the Application to Closure Snapshot report in ReHabWorks. For more information, refer to the RHW Users Guide, 23.2.17 VR Application to Closure Snapshots. 
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…
2.4.6 Application Signatures

(Revised 02/11, 09/14)

Key Terms

Personal Identification Number (PIN) – A four-digit electronic signature used as a signature of authorization in ReHabWorks for the consumer, the consumer's representative, or the consumer's parent or guardian.

ReHabWorks (RHW) – An automated tool (or electronic case management system) used to manage cases from initial contact to post closure. For more information about RHW, refer to the ReHabWorks Users Guide (RUG). 

Overview

Because RHW is an electronic system, the consumer's signature on an application in RHW is recorded electronically. The consumer signs the application electronically by using a PIN. See PIN Procedures, below.

When RHW is not available, print a copy of DARS5057, DARS Application Statement—Vocational Rehabilitation Program, and have the consumer sign the application statement. Tell the consumer that a pseudo (temporary) PIN is used to enter the information into RHW as soon as possible. For additional instructions, refer to 2.4.9 When DRS Staff Members May Enter a PIN on Behalf of a Consumer. Keep a copy of the signed application statement in the consumer’s paper case file. 

· 
· 
· 

PIN Procedures

ReHabWorks automatically assigns the last four digits of a consumer’s Social Security number (SSN) as a pseudo (temporary) PIN when the initial contact is created.

The consumer sets a new four-digit PIN: 

· before completing the application for services; and 

· at any time that the PIN is reset throughout the life of the case. 

For more information about setting and resetting a PIN in RHW, refer to the ReHabWorks User's Guide, Chapter 8 PINs. 

The consumer enters a PIN as a signature of authorization on the application and on all other electronic RHW documents that require a signature of authorization; for example, the Individualized Plan for Employment (IPE) and any IPE amendment. Encourage the consumer to use a number that is easy to remember and is not the last four digits of the consumer's SSN. RHW uses the last four digits to create the pseudo PIN. Do not record the PIN in the case note, but encourage the consumer to make a note of the PIN and keep it where it can be found easily.


· 
· 
When the consumer cannot enter a PIN, follow the procedures in 2.4.9 When DRS Staff Members May Enter a PIN on Behalf of a Consumer.

Parent or Guardian Signature

(Revised 04/11)

The signature of either a parent or guardian is required when the consumer is:

· a minor (that is, under 18 years of age); or 

· legally incompetent and assigned a legal guardian. 

Usually a foster parent is not the legal guardian for his or her foster child and cannot sign an application for services, releases, or the IPE on behalf of the child. The child’s managing conservator has the legal authority to sign these documents. Locate the conservator by contacting the nearest office of the Department of Family and Protective Services (DFPS).

A person who is under 18 years of age and legally married is not considered a minor under Texas law.

When required, the parent or guardian sets a PIN in RHW. Encourage the parent or guardian to use a number that is easy to remember and is not the last four digits of the consumer's SSN. RHW uses the last four digits to create a pseudo (temporary) PIN. Do not record the PIN in the case note, but encourage the parent or guardian to make a note of the PIN and keep it where it can be found easily. For more information about setting a PIN in RHW, refer to the ReHabWorks User’s Guide, Chapter 8 PINs.

When required, ask the parent or guardian to:

· enter the PIN in the designated field on the RHW document; or 

· sign on the designated signature line on the paper version of the form. 

Representative's Signature

A consumer may designate someone to serve as his or her representative in all or part of the rehabilitation process. The representative may be authorized to sign documents, speak on the consumer's behalf, or serve in other capacities indicated on the DARS1487, Designation of Applicant or Consumer Representative. In some cases, a representative can help facilitate communication and help the rehabilitation process move forward to a successful outcome.

For guidelines on establishing an individual or parent as the representative for the consumer, see Business Procedures Manual, Chapter 20: Confidentiality and Use of Consumer Records and Information, 20.1.1 Applicability.

When required, the representative sets a PIN in RHW. Encourage the representative to use a number that is easy to remember and is not the last four digits of the consumer's SSN. RHW uses the last four digits to create the pseudo (temporary) PIN. Do not record the PIN in the case note, but do encourage the parent or guardian to make a note of the PIN and keep it where it can be found easily. For more information about setting a PIN in RHW, refer to the ReHabWorks User's Guide, Chapter 8 PINs.

When required, ask the representative to:

· enter the PIN in the designated PIN field on the RHW document; or 

· sign on the designated signature line on the paper version of the form. 

Resetting a Forgotten PIN

If the consumer cannot remember his or her PIN and RHW is available:

1. ask the area manager or the area manager's designee to: 

· reset the PIN to the last four digits of the consumer's SSN; and 

· document the reason for resetting the PIN in a case note; and 

2. ask the consumer to reset the PIN to a new number. 

To learn how to reset the consumer's representative, parent, or guardian PIN, refer to the ReHabWorks User's Guide, Chapter 8 PINs.

…
2.4.8 Documents Provided to the Consumer

In addition to a copy of the application statements, explain and provide the following:

· *A copy of "Can We Talk? Appeal Procedures for Applicants and Consumers," which explains DRS's appeal and mediation procedures
· A copy of "A Guide for Applicants” (for each VR consumer), which explains 

· services and outcomes, 

· options for developing the individualized plan for employment, 

· the consumer's right to appeal, and 

· services available from the Client Assistance Program (CAP).*
· 
*Based on 34 CFR Section 361.57(b)

2.4.9 When DRS Staff Members May Enter a PIN on Behalf of a Consumer

(Revised 02/11)

A personal identification number (PIN) is the equivalent of a legal signature. Do not enter it in ReHabWorks (RHW) without the direct consent and involvement of the consumer.

The only circumstances under which DRS staff members may enter a PIN in RHW on behalf of the consumer are as follows:

· The consumer completed a paper application when RHW was not available 

· The consumer is not present when the PIN needs to be entered 

· The consumer cannot physically enter a PIN 

When RHW Is Not Available and a Paper Application Is Completed


· 
· 
· 
· 

As soon as RHW is available, create the pseudo PIN using one of the following two procedures, depending upon the circumstance: 

If the consumer has already set his or her PIN, ask the area manager or the area manager’s designee to:

· reset the PIN to the last four digits of the consumer's Social Security number (SSN); and 

· document the action in a case note. 

If the consumer has not already set his or her PIN:

· sign the document for the consumer by using the last four digits of the consumer's SSN; 

· enter the information from the signed paper form into RHW; and 

· enter the pseudo PIN to sign the RHW form. 

Document in a case note the use of the pseudo PIN and the reason for using it.

Keep the signed paper application in the paper case file, even after recording the information in RHW.

Ask the consumer to reset the PIN on his or her next visit to the DARS office, when RHW is available.

Consumer Is Not Present

If a consumer calls to request a change in planned services or goals, ask him or her to come into the office to enter the PIN into RHW. 

If the consumer is not able to come into the office in a timely manner, ask the area manager or the area manager’s designee to: 

1. verify permission directly with the consumer; 

2. reset the PIN to the last four digits of the consumer's SSN; and 

3. document the reason for resetting PIN in a case note. 

When the consumer is present and RHW is available:

1. ask the consumer to reset the PIN to a new number; and 

2. document the action in a case note. 

Consumer Cannot Physically Enter the PIN

When a consumer cannot physically enter a PIN:

1. ask a coworker to serve as witness; 

2. enter the witness's name in RHW in the appropriate space; and 

3. enter a PIN for the consumer. 
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