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2.4 Application

…

2.4.5 Application Statements

Before the application is signed, discuss with the consumer the 

· purpose and expectations of the VR program; 

· roles and participation of the counselor and consumer throughout the VR process (see Chapter 1: Foundations, Roles and Responsibilities); 

· consumer's role in making informed choices in the selection of the 

· employment goal, 

· services, and 

· service providers; and 

· application statements. 

Provide a copy of the application statements to the consumer.

Approval by the counselor and the signature of the consumer, or the consumer's representative, verify that the consumer was provided the above information.

If a representative is signing the application statements for the consumer, explain to the consumer that information in his or her case file will be made available to the representative. 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. 

Although the consumer may choose whomever he or she wants as a representative, inform the consumer that you will not purchase goods or services from a provider who serves as his or her representative because of the conflict of interest. For further information, see Chapter 7: Purchasing, 7.5.18 Identifying the Provider and Payee.

2.4.6 Application Signatures

The consumer signs the application electronically by using a personal identification number (PIN) (see PIN Procedures, below). 

PIN Procedures

The electronic case management system automatically assigns the last four digits of a consumer’s SSN as his or her temporary PIN at initial contact. At application, the consumer must choose a new PIN to replace the temporary PIN.

The consumer enters a four-digit PIN as a signature of authorization on the application and all other electronic documents that require a signature of authorization (for example, the application and IPE).

Help the consumer choose an appropriate PIN. Suggest using a number that is easy to remember, such as a birth date, and record the prompt in a case note. Do not, however, record the actual PIN in the case note.

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. 

Consumer Cannot Remember the PIN 

If the consumer cannot remember his or her PIN and the electronic case file is available,

1. contact 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. have the consumer reset the PIN to a new number. 

To learn how to reset the consumer’s representative, parent, or guardian PIN, refer tothe ReHabWorks Users Guide.

Parent or Guardian Signature

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. 

Note: 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 through the Department of Family and Protective Services DFPS Offices website.

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

Have the parent or guardian enter either his or her

· PIN in the Parent/Guardian’s PIN field on the electronic document, or 

· signature on the designated signature line on the paper form. 

Representative 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.
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. 
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