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[bookmark: _Toc423943728][bookmark: 19.4.1]19.4.1 Overview of Case Transfers
(Revised 08/15)
A consumer’s case can be transferred from one caseload to another caseload for a variety of reasons, including, but not limited to:
· the consumer changes permanent residence; 
· staffing changes; 
· another counselor can provide services that better meet the needs of the consumer; or
· management determines that there is a need to transfer the case.
Exceptions: Do not transfer a case file when a consumer temporarily moves outside of the service area to:
· attend college; 
· live in a halfway house; 
· participate in services from a comprehensive rehabilitation center; or 
· participate in other planned services outside of the service area. 
A request for case transfer can be made by the consumer either verbally or in writing. 
The request can be submitted to: 
· the counselor of record; or
· any DARS office. 
The counselor or office receiving the request for transfer must: 
· document the request in a case note in ReHabWorks; and 
· notify the counselor of record of the request. 
[bookmark: _GoBack]A case can also be transferred or reassigned to another counselor due to a staffing change, such as when a counselor leaves DARS employment or when a new counselor is hired. 
The consumer must be notified in writing when there is a change in the assigned counselor. When possible, the consumer is notified by the current counselor or rehabilitation services technician (RST) before the change in the case is assignment. 
The notification must include: 
· the date of the anticipated change; and 
· the name and contact information of the new counselor. 
If the date and contact information are not known at the time of the notification, the consumer is provided with the area manager’s contact information until the information about the new counselor is available. 
Case transfers must be processed in a timely manner to ensure that the transfer does not disrupt or delay the provision of services or cause undue hardship for the consumer.
[bookmark: _Toc423943729]19.4.2 Transfer of Closed Cases
(Revised 08/15)
If the consumer’s case is closed at the time that the consumer requests a case transfer, refer to RPM 2.7 Reopening or Adjusting the Phase of a Previously Closed Case to determine whether to reopen the case or to take a new application.
If the consumer will be reapplying for services and the paper case file is still at a DRS field office at the time of the request, the closed case file must be mailed to the receiving office within three days of the request for a transfer. 
If a consumer’s closed case file has been transferred to the DARS Records Center, see BPM 13.7 Records Retrieval for the appropriate procedures to request the file. 
Do not transfer a closed case from one case load to another case load in ReHabWorks.
If the case will be reopened or phase-adjusted, see RPM 19.4.3 Transfer of Open Cases. 
[bookmark: _Toc423943730]19.4.3 Transfer of Open Cases
(Revised 08/15)
Within three days of receiving a request to transfer an open case, the current vocational rehabilitation counselor (VRC) and rehabilitation services technician (RST) team must: 
· document the request for a transfer, including the reason that the case is being transferred and the office that it is being transferred to;
· update all demographic information in ReHabWorks;
· review and/or update the individualized plan for employment (IPE), joint annual review (JAR), or IPE amendment (for the VRC only);
· review and/or update disability information in ReHabWorks (for the VRC only);
· close or update all service records;
· pay and/or close all service authorizations; and 
· notify the area manager about the request for a case transfer.
Providers must be notified when service authorizations are closed without payment. The receiving unit issues a new service authorization when the case is received for ongoing services, when applicable. 
Transferring Within the Same Supervisory Unit
A formal case review is not required for cases that are transferred within the same supervisory unit; however, the area manager must enter a case note to verify that the transfer has been completed in ReHabWorks. 
The VRC/RST team to which the case is assigned must contact the consumer in a timely manner to schedule an appointment for the consumer to meet with the assigned VRC to resume services. 
Transferring to a Different Supervisory Unit
Within five days of receiving a request for a case transfer, the transferring area manager or the designee: 
· completes a partial Compliance and Quality (C&Q) review of the Consumer Eligibility, Application, and Diagnostic Interview, the Eligibility Decision, and the Level of Significance in TxROCS (refer to RPM 19.5 Case Reviews for more information regarding case reviews);  
· prints a copy of the completed case review; 
· mails the case file and the printed copy of completed case review to the receiving office;
· completes DARS1025, Case Transfer Letter, notifying the consumer that the consumer’s file has been sent to the receiving office; and
· places a copy of the transfer letter in the consumer’s case file. 
Within three days of receiving the paper case file, the receiving area manager or designee: 
· assigns the case to the receiving counselor in ReHabWorks; and 
· gives the paper case file to the receiving VRC/RST team.
The VRC/RST team that the case is assigned to contacts the consumer in a timely manner to schedule an appointment for the consumer to meet with the assigned VRC to resume services. 
Note: If the area managers do not agree about whether to transfer an open case, they refer the issue to the appropriate regional operations directors for their programs.
19.4.1 When to Transfer Files between Offices
(Revised 03/08)
You may transfer a paper case file for a closed case from one office to another. Make the transfer when the consumer requests it, either verbally or in writing, by contacting a new counselor or by contacting a previous counselor.
At the time of a request for transfer by a consumer, you must take timely action to ensure that the transfer does not delay the provision of services or cause undue hardship for the consumer.
You may transfer an active case to another caseload when
· the consumer changes permanent residence to a location closer to another DRS caseload, 
· the consumer requires services from another DRS program that can better meet his or her rehabilitation needs, or 
· management determines a need to transfer the case. 
Whether the transfer is of an active or closed case, you may use DARS1025, Case Transfer Letter, to inform the consumer of the transfer.
Exceptions: Do not transfer a case file when a consumer temporarily moves outside your service area to
· attend college, 
· reside in a halfway house, 
· participate in services from a comprehensive rehabilitation center, or 
· participate in other planned services outside your service area. 
[bookmark: 19.4.2]19.4.2 How to Transfer an Active Case to a Different Supervisory Unit
(Revised 06/10)
Use the following procedure to transfer an active case to a different supervisory unit.
1. The sending counselor submits to his or her area manager 
· a request to authorize the transfer, and 
· supporting documentation. 
2. Within five workdays of receiving the request to transfer, the transferring area manager 
· completes the compliance sections only of a paper DARS3456 Compliance and Quality Case Review—VR (this review is not required to be entered into the case review database); 
· summarizes the case status in the “Overall Comments” section of the form and notes the 
· reason for the transfer, 
· pertinent information on any compliance issues, and 
· consumer’s current contact information; and 
· sends the completed compliance case review to the receiving area manager. 
Note: For transition cases, it is not necessary to complete a case review. The transferring area manager 
· writes a statement that 
· verifies the consumer’s eligibility, 
· summarizes the case status, and 
· notes the consumer's current contact information; and 
· sends the statement to the receiving area manager. 
3. The transferring area manager mails the paper case file within three workdays of the completed case review to minimize delay or disruption of consumer services. 
4. The receiving area manager assigns the case to the receiving counselor in the electronic case management system. 
Each step in the transfer should be completed timely to avoid delay or disruption of services to the consumer.
If the area managers cannot agree on the case transfer, they refer the issue to the appropriate regional operations director for programs.
[bookmark: 19.4.3][bookmark: _Toc423943731]19.4.4 19.4.3 How to Transfer a Caseload
(Revised 08/15)
To transfer an entire caseload, the regional director sends a memorandum to the DRS assistant commissioner requesting:
· Aapproval;, and 
· coordination of the transfer. 
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