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1.2.8 Reflecting Quality Program Management in Documentation

The management of the Texas VR program is largely reflected in the case file documentation of each consumer. A key to the program success is your ability to demonstrate accurate and timely decisions that

· comply with the law; 

· are made in partnership with the consumer; and 

· lead to the delivery of substantial services for the eligible consumer, ultimately resulting in suitable employment. 

Case file documentation includes

· information contained in the electronic case management system,
· information contained in the paper case file, and

· case notes.

Use case notes to compile information gleaned from the other two sources, and from your interactions with the consumer, the consumer’s family or representative, referral sources, service providers, and others, in order to 
· convey compliance with federal and state laws regarding 

· use of funds, and 

· decisions in service delivery; 

· document your decision making and application of the VR process;

· provide a clear and concise explanation of the consumer’s progression through the rehabilitation process; 
· make clear the outcomes of planned interventions;
· ensure the ability to seamlessly provide services to the consumer in the absence of the counselor of record; and 

· establish a sound record of program effectiveness and efficiency. 

Clear written communication is required to achieve these expectations. Policy often refers to the need for incidental case notes to explain or justify a course of action. You should write these case notes objectively, clearly, and concisely for the reasonable reader to understand. Documentation must add value in the public VR program by revealing relevant information about

· the consumer's participation in and progress through the VR process, 

· the staff 's considered decisions, and 

· the outcomes of planned interventions. 

In addition to prescribed incidental case notes, at a minimum, every electronic case file must document the activity that was performed for or with the consumer, as described in the following table. 

	Activity
	Documentation

	Application and diagnostic interview
	A case note or series of case notes that describes pertinent information garnered from the consumer, the consumer's family or representative, and any available records to include

· thorough examination of the consumer's work history, 

· information or identified gaps in information needed to determine eligibility, and 

· information that may be used later during assessment to develop the IPE for the eligible consumer. 

Example of application and diagnostic interview case note

	Opening or reopening a previously closed case
	A case note or series of case notes that describes

· circumstances of previous closures and need for opening a case, 

· changes that will lead to a successful case outcome  , and 

· consultation with the area manager, if applicable. See Chapter 2: Initial Contact and Application, 2.7 Reopening or Adjusting the Phase of a Previously Closed Case, for more information. 

	Determination of eligibility
	A case note or series of case notes that describes
· 
· information that supports how the criteria for eligibility are met; 

· circumstances leading to a determination of ineligibility; 
· reasons for needing more than 60 days to determine eligibility, when applicable; or 

· the process of an extended evaluation and the clear and convincing evidence that led to the eligibility or ineligibility decision. 
For SSI-D or SSDI cases that are not presumed eligible immediately, document what precluded immediate presumption of eligibility in a case note.

Example of an eligibility determination case note.


…

Some special circumstances in policy require specific documentation to implement a service or take some other action. The following table describes the minimum documentation required for these circumstances.

	Action
	Documentation

	Services to family members
	A case note or series of case notes that describe

· why services are needed, 

· which family member or members need the services (name and Social Security number), 

· what services are needed, and 

· how the services are expected to contribute to the consumer's employment. 

Example of a family member services case note
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