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2.1 Vocational Rehabilitation Process

2.1.1 Overview

In order to assist in caseload management and to show the rehabilitation services that have been provided to each consumer, service levels are divided into phases. 
Use

This section includes a flowchart and procedural outline for the VR process. By following the chart and procedural outline, the counselor can identify appropriate service statuses for consumers and the documents required for each status.

Note: Some terms such as "Outcome” and “Closure” and "Rehabilitated" and "Successful" are used interchangeably throughout the manual and ReHabWorks.

2.1.2 Descriptive Flowchart of Case Movement
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Rehabilitated/Successful Closure
Flow for normal progression:

1. Initial Contact with Case Assignment
2. Application
3. Extended Evaluation and Trial Work Experience
4. Eligibility and Plan Development
5. Active Services
6. Employment
7. Successful Closure
8. Unsuccessful Closure before Plan Initiated
9. Unsuccessful Closure after Plan Initiated
10. Post-Closure Services
11. Post-Closure Completed
Closure before Application

1. Initial Contact with Case Assignment

2. Closure before Application

Closure after Application

1. Initial Contact with Case Assignment

2. Application

3. Closure after Application

Closure after Application from Extended Evaluation and Trial Work Experience
1. Initial Contact with Case Assignment

2. Application

3. Extended Evaluation and Trial Work Experience 
4. Closure after Application

Unsuccessful Closure before Plan Initiated

1. Initial Contact without Case Assignment 

2. Application 

3. Extended Evaluation and Trial Work Experience (if needed) 

4. Plan Development 

5. Unsuccessful Closure before Plan Initiated 

Unsuccessful Closure after Plan Initiated

1. Initial Contact with Case Assignment

2. Application

3. Extended Evaluation and Trial Work Experience (if needed) 
4. Eligibility and Plan Development

5. Active Services 
6. Employment (if employed during the process) 
7. Unsuccessful Closure after Plan Initiated

2.1.3 Initial Contact without Case Assignment (Referral)
Definition

(Revised 09/06)

A referral or initial contact without case assignment is an individual who meets the following criteria:
· has been referred to DBS, and 

· all of the necessary referral information has been collected, but 

· the individual has not signed any document requesting vocational rehabilitation services. 
This is called the "initial contact" in ReHabWorks.
…
2.1.4 Application
Scheduling the Completion of the Application

When appropriate, use DARS5001, Application Appointment Letter, (available only in ReHabWorks) to schedule the appointment for completing the profile.

If the individual is coming to your office, ask them to bring appropriate records (names, addresses, and dates of medical treatment, employment history, school, and training records, etc.) to the appointment.

Note: If the individual does not show up for the appointment, and the appointment is not rescheduled, ReHabWorks will delete the record of first contact after six months if nothing else is done.

…

Signatures

Obtain signatures (either actual or electronic) from

· the applicant or consumer, and 

· when necessary, the applicant's or consumer's 

· parent, 

· guardian, and/or 

· representative. 

The following forms are available only in ReHabWorks:

· DARS5055, Records Request, to request records 

· DARS5254, Medical Appointment Notice, to notify applicant of an appointment for a medical examination and to forward a medical report form 

· DARS5002, Consumer Appointment Notice, to notify applicant of an appointment. 

Who Can Sign

The consumer or his or her representative electronically signs the DARS5052, Application Statement for VR (only in ReHabWorks). In some circumstances, however, other signatures may be required such as
· when the opportunity to enter a PIN is not available and the consumer is unable to sign his or her own name. The consumer may enter an "X," and the dated signature of a witness is required. 

· when the consumer's legal rights have been reassigned. The legal guardian must sign the Application Statement for VR. 

· until the individual turns eighteen and he or she is a considered a minor. The signature of a parent or guardian is required. A new consumer PIN without a parent or guardian PIN is required once the person turns 18. The exception is if the parent or guardian has obtained an extension through a court. 

· when the consumer's profile is also updated. 

· if the consumer does not agree to the general release and/or wants restrictions on release of specific information. In this case use the DARS5060, Permission to Collect Information. 
…
2.1.5 Completing the Case Navigation Menu
Ensure that each piece of data in the profile is accurate. Many state and federal reports are compiled from the information in ReHabWorks, and their accuracy relies on the integrity of entered data. 
Note: Some data fields are correlated. For example, if under Employment Status you select "Employment without Supports in Integrated Setting," then you must complete the Employment page and also enter the applicant's monthly wages on the Monthly Financial Information page.

If information is missing, leave the corresponding fields blank and get the information as soon as possible.

Signing the Application

When the DARS5051, Application for Services is complete in ReHabWorks, the applicant electronically signs the DARS5052, Application Statement for VR using his or her PIN. 

The following guidelines must be followed to prevent any appearance of impropriety:

· The consumer can use only a PIN that he or she knows (You can enter a PIN-hint case note). 

· If an electronic signature is impossible, get a hard-copy signature and use a pseudo PIN in ReHabWorks. 

· If the consumer is physically unable to enter his or her PIN, you may enter it, but a witness and an accompanying case note are required. 


Note: If requested, you may give the applicant a printed copy of the completed Application for Services Statement.

Print Release Forms—Once you enter the applicant information, press the "Print Release Forms" button. The system prints the DARS5060, Permission to Collect Information (or DARS1514) and the DARS5061, Authorization to Release Information (or DARS1517-1), both of which the applicant should sign before you gather the information needed to develop the rehabilitation program. 
…
Releasing Information

No information may be released from the case folder unless a release statement is signed by the consumer. A signature is required on the Application Statement for VR (DARS5052) or the DARS5060, Permission to Collect Information or use DARS5061, Notice and Consent for Disclosure of Personal Information.) 
When to Move Out of Application Phase

Movement out of Application phase occurs once a determination has been made that the applicant should be certified as

· eligible for VR services, or 

· ineligible for VR services, or 

· eligible for extended evaluation and trial work experience. 

Note: Movement out of Application may proceed only to Extended Evaluation and Trial Work Experience, Outcome not accepted, or Eligibility and Plan Development.

Procedure for Placing in Application Phase

1. Complete the Application for All Program Services (DARS5051) or Application Statement for VR Services (DARS5052). 

2. Provide the applicant with a copy of "Your Rights" when the application for services (DARS5051) is completed. 

3. Establish a case folder for paper documents. 

4. Complete an applicant summary case note. 

5. Send letter to referral source, noting that applicant has been contacted unless the individual has been referred by Social Security or a physician. 

6. Obtain and/or arrange for initial diagnostic evaluations. 

7. Create service records and issue purchase orders prior to evaluations and obtain report before authorizing payment. 

8. If applicant is legally blind or has vision better than legal blindness with functional limitations which require vocational rehabilitation teacher services, you may request an evaluation from the VR teacher by completing a service record in ReHabWorks and delegating it to the VR teacher. 


2.1.6 Adequate Review of Preliminary Assessments

To provide adequate review of preliminary assessments and to plan for comprehensive diagnostics as needed, counselors must allow time to make solid eligibility decisions, prior to initiation of IPE services. Counselors must determine eligibility based on all diagnostics and not make haste decisions in response to respond to emergency physical restoration referrals from community resources.

2.1.7 60-Day Rule

(Revised 07/07, 01/10)

Eligibility determinations for VR services must be made within 60 calendar days after the applicant has applied for VR services.
Exceptions to the 60-Day Rule

DARS may make exceptions to the 60-day rule only if the applicant agrees and one of the following applies:

· a case note documents that the applicant has agreed to a specific extension of time to determine eligibility; 

· the counselor notifies the applicant using DARS5109, Time Extension to Determine Eligibility (also available in ReHabWorks) that exceptional and unforeseen circumstances beyond the counselor's control are preventing a timely determination; or 

· the applicant is moved into a trial work/extended evaluation phase so that the counselor can evaluate the applicant's abilities or capacity to work in a realistic work setting through a trial work experience. 
2.1.8 Extended Evaluation and Trial Work Experience

…
Procedure for Placing in Extended Evaluation and Trial Work Experience

1. Certify eligibility for Extended Evaluation and Trial Work Experience in ReHabWorks. 
2. Determine if applicant meets the economic resources rules. 

3. Develop IPE (DARS5101) and provide a completed copy to the consumer. 

4. Document reasons for extended evaluation and trial work in case notes. 

5. Arrange for evaluative VR services, including a trial work experience. 

6. Enter progress in case notes at least every 90 days. 

7. Create service records and issue purchase orders prior to service dates and obtain supporting documents before authorizing payment voucher. 

2.1.9 Closure before Application or Closure after Application
…
Procedure for Placing in Outcome, Not Accepted

The counselor must take the following steps to place the case in outcome, not accepted.

1. Before closure, discuss with other in-house service providers such as the VR teacher who are providing services to the applicant/consumer. 

2. Before closure, discuss case closure with the consumer or, as appropriate, the consumer's parent, guardian or representative. Attempt to obtain the consumer's views about closure. If unable to contact the consumer or other appropriate person, record in the case notes attempts to do so. 

3. If closing from applicant or extended evaluation/trial work, 

· complete a letter of Ineligibility (DARS5102, only available in ReHabWorks), and 

· send a copy to applicant/consumer or representative with a copy of Your Rights. 

If the consumer has died, document the fact in a case note. Do not send a DARS5102 (available only in ReHabWorks) to the consumer’s residence.

If the counselor is unable to locate the consumer, the counselor must complete and mail the DARS5102 (available only in ReHabWorks) to the last available address. If it is returned by the postmaster, unable to deliver, file it in the consumer's case folder.

A DARS5102 (available only in ReHabWorks) is not required for cases being closed from referral to outcome, not accepted, since they are being closed prior to completing an application for services.

4. Check all purchase orders to make sure they are 

· paid, or 

· canceled, and 

· present in case folder. 

5. Check to make sure records support all services rendered. 

6. Check to make certain all pertinent records are in case folder, including: 

· signed document requesting services 

· certification for eligibility and/or ineligibility, as appropriate 

· service records and purchase orders and supporting documents 

· IPE, revised and amended such that all planned services in 06 are accounted for 

· case notes reflecting an accurate case history 

2.1.10 Eligibility and Plan Development

…
Procedures

1. Complete in ReHabWorks documenting that the consumer is eligible for VR services. 

2. Jointly develop, if that is the consumer's choice, the IPE. 

3. Document a case note. 

4. Create service records and issue purchase orders prior to service date and obtain supporting documents before authorizing payment vouchers. 
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2.1.11 Active Services

…
Procedure for Placing in Active Services
The counselor completes the following steps to place a consumer in Active Services:
1. Complete ReHabWorks documentation. 

2. Complete case note as needed. 

3. Create service records and issue purchase orders before the service date and obtain supporting documents before authorizing payment voucher. 

4. Change IPE, if indicated. 

2.1.12 Employment Phase

…
When to Move into the Employment Phase

Movement into the Employment phase is made once a consumer is actually working and the program of rehabilitation services has been completed insofar as necessary or possible. Document in ReHabWorks the employment of the consumer.

When to Move Out of the Employment Phase

A consumer may be moved from the Employment phase to outcome rehabilitated only after being continuously employed for at least 90 days. Movement out of the Employment phase may also occur if additional services in another status are required, or if the case is closed, not rehabilitated, because of a change in circumstances.

Note 1: Movement may proceed only to outcome, rehabilitated or outcome, not successful after plan initiation, or back to active services.

Note 2: In some situations, the purchase of specific services may be appropriate in the employment phase, e.g., modification of equipment.

Procedure for Placing in the Employment Phase
The counselor takes the following steps to place a consumer in the Employment phase:
1. Complete the Employment page in ReHabWorks, documenting employment information. 
2. Enter amendments on IPE, if indicated. 

3. Send copy of IPE to consumer, as appropriate. 

2.1.13 Successful Closure
…

Procedure for Placing in Successful Closure
The counselor takes the following steps to move a case into Successful Closure.

1. Discuss closure with VR teacher and other service providers, as necessary. 

2. Before closure, discuss case closure with the consumer or, as appropriate, the consumer's parent, guardian or representative. 

Obtain the consumer's view about closure. If unable to contact the consumer or other appropriate person, record attempts to do so.

3. Check all service records and/or purchase orders to make sure they are paid, completed or canceled and present in case folder. 

Exception: Purchase orders outstanding for equipment ordered but not delivered need not be present in the case folder.

4. Ensure that records support all services rendered. In ReHabWorks, complete all required pages. 
5. 
6. 

7. Complete Successful Outcome Letter (available only in ReHabWorks) or Post-Employment Letter (DARS5202, available only in ReHabWorks), plan for post-employment services as appropriate, and send a copy to consumer. 

8. Ensure that all pertinent records are in the case folder, including 

· service records and purchase orders, and supporting documents; 

· IPE reviewed and changed so that all planned services are accounted for; 

· case notes reflecting an accurate VR case history; and 

· ReHabWorks documentation. 

9. Complete a case note, as needed, to reflect status change. 

2.1.14 Unsuccessful Closure after Plan Initiated

…

Procedure for Placing in Unsuccessful Closure after Plan Initiated
The counselor completes the following steps to place a consumer in Unsuccessful Closure after Plan Initiated:
1. Optional: Discuss closure with the VR teacher and other service providers, as necessary. 

2. Prior to closure, discuss case closure with the consumer, or as appropriate, the consumer's parent, guardian or representative. Obtain consumer's view about closure. If unable to contact the consumer or other appropriate person, record efforts or attempts to do so. 

3. Check all service records and purchase orders to make sure they are 

· paid, or 

· completed, or 

· canceled, and 

· present in case folder 

4. Check to make sure records support all services rendered. 

5. Complete Ineligibility Letter (DARS5102) in ReHabWorks and mail it to the consumer. Also, provide “Your Rights.” If the consumer has died, the DARS5102 is not needed, but a case note should indicate that the consumer has died. 

Note: If the counselor is unable to locate the consumer, the DARS5102 is completed and mailed to the last available address by certified mail. If it is returned by the postmaster, unable to deliver, it is filed in the consumer's case folder.

6. Check to make certain all pertinent records are in the case folder, including 

· signed document requesting services, 

· certification of eligibility for VR services (if completed prior to ReHabWorks) and of ineligibility if now appropriate, 

· service records and purchase orders and supporting documents, 

· IPE reviewed and changed so that all planned services are accounted for, 

· Case Notes reflecting an accurate VR case history; and 

7. Complete case notes. 

2.1.15 Unsuccessful Closure before Plan Initiated

…
Procedure for Placing in Unsuccessful Closure before Plan Initiated
The counselor completes the following steps to place a consumer in Unsuccessful Closure before Plan Initiated:
1. Optional: Notify VR teacher and other service providers, as necessary. 

2. Prior to closure, discuss case closure with the consumer or, as appropriate, the consumer's parent, guardian or representative. Obtain consumer's views about closure. If unable to contact the consumer or other appropriate person, record efforts or attempts to do so. 

3. Check all service records and/or purchase orders to make sure that they are 

· paid, or 

· completed, or 

· canceled, and 

· present in case folder. 

4. Check to make sure records support all services rendered. 

5. Complete Ineligibility Letter (DARS5102) in ReHabWorks and mail it to the consumer. Also, provide “Your Rights.” If the consumer has died, the DARS5102 is completed and placed in the case folder. If the counselor is unable to locate the consumer, the DARS5102 is completed and mailed to the last available address. If it is returned by the postmaster, unable to deliver, it is filed in the consumer's case folder. 

6. Check to make certain all pertinent records are in the case folder, including: 

· signed document requesting services, 

· certification of eligibility for VR services (if completed prior to ReHabWorks) and of ineligibility if now appropriate, 

· service records and purchase orders and supporting documents, 

· IPE reviewed and changed so that all planned services are accounted for, 

· Case notes reflecting an accurate VR case history, and 

· ReHabWorks. 

7. Complete a case note, as needed, to reflect a status change. 

2.1.16 Post-Closure Services

…
Procedure for Placing in Post-Closure Services
The counselor completes the following steps to place a consumer in Post-Closure Services:
1. Select the closed rehabilitated case from the case search feature in ReHabWorks. 

2. From the navigation menu, select Post-Closure services. 

3. Complete an IPE amendment and give a copy to the consumer. 

4. Document on a Case Note as needed. 

5. Complete ReHabWorks. 

6. Create service records and purchase orders prior to services and obtain supporting documents before authorizing payment voucher. 

2.1.17 Post-Closure Completed

…
Procedure for Placing in Post-Closure Completed
The counselor completes the following steps to place a consumer in Post-Closure Completed:
1. Optional: Discuss with the VR teacher and other service providers, as necessary. 

2. Prior to closure, discuss case closure with the consumer or, as appropriate, the consumer's parent, guardian or representative. Obtain consumer's views about closure. If unable to contact the consumer or other appropriate person, record efforts or attempts to do so. 

3. Check all service records and/or purchase orders to make sure that they are 

· paid, or 

· completed, or 

· canceled, and 

· present in case folder. 

4. Check to make sure records support all services rendered. 

5. In the ReHabWorks, complete post-closure closure documentation. 

6. Complete Post-Closure letter (DARS5204), and send a copy to consumer. 

7. Check to make certain all pertinent records are in the case folder, including: 

· signed document requesting services, 

· certification of eligibility for VR services and of ineligibility if now appropriate, 

· service records and purchase orders and supporting documents, 

· IPE reviewed and changed so that all planned services are accounted for, 

· Case Notes reflecting an accurate VR case history, and 

· ReHabWorks. 

…
2.3 Consumer Participation in Cost of Services
…

2.3.6 Refusal to Disclose Economic Resources

Applicants and consumers have the right to not disclose their monthly income or liquid assets. When a consumer declines to provide this information, it will be assumed the consumer has resources in excess of the agency's economic resource table and the "Refused to Disclose Financial Information" box in ReHabWorks should be marked as "Yes.”
2.3.7 Basic Living Requirements
In ReHabWorks, determining whether a consumer is required to participate in the cost of services is automatically computed. If however, because ReHabWorks is not available, you can apply the Basic Living Requirements (BLR) (economic resources) table to determine the consumer's participation in cost of services. If the consumer has economic resources in excess of the allowable net monthly income or liquid assets, then the consumer is required to pay the excess for the cost of VR services.
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Basic Living Requirements (BLR) Table
The following table shows the

· number of dependents being supported by the consumer's net income or liquid assets, and 

· net monthly income level or liquid assets level above which the consumer must contribute to the cost of services. 

	Basic Living Requirements (BLR) Table

	Number of Dependents Supported by Net Income or Liquid Assets
	Monthly Net Income Level
	Liquid Assets Level

	1
	$1862
	$13,031

	2
	$2,522
	$17,651

	3
	$3,182
	$22,271

	4
	$3,842
	$26,891

	5
	$4,502
	$31,511

	6
	$5,162
	$36,131

	7
	$5,822
	$40,751

	8
	$6,482
	$45,371

	9 or more
	Add $660 to monthly net income for 8 for each dependent above 8
	Add $4,620 to liquid assets for 8 for each dependent above 8


The BLR table is derived from federal Health and Human Services Poverty Guidelines and is updated each year to reflect annual adjustments in those guidelines.
…
2.3.11 Net Monthly Income

The Basic Living Requirements Table is based on net monthly income. Net monthly income is total monthly income minus allowable adjustments. Below is the method for determining total monthly income and net monthly income:

…
2.3.12 What Are Liquid Assets?

Liquid assets are:

· cash 

· bank accounts 

· stocks and bonds 

Note: A certificate of deposit is considered a liquid asset unless it is in a retirement account recognized by the Internal Revenue Service,for example, IRA, Keogh.
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