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2.1.3 Referral

Definition

A referral 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 TWorks.
A referral is an individual who 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.  In TWorks, this is called  the initial contact.
When to Move Into Referral

Movement into referral may be made when an individual comes to the attention of the agency and minimum basic information is obtained. 

When to Move Out of Referral

Movement out of Referral is made when:

· An individual has signed an application or other document indicating they wish to receive vocational rehabilitation services, or 

· For whatever reason (lost contact, uninterested, etc.) case closure is indicated. 

Initial Contact

Initial contact may take place by letter, telephone, or in person. 

During initial contact, record the following information in TWorks:
During the initial contact – which may take place by letter, telephone, or in person – record in TWorks the following information from the individual:
· Social Security Number, if disclosed by applicant 

· name 

· address 

· telephone number 

· email, if available 
· the individual wants DBS services to go to work or keep a job 

· referral source (Note: Ask the consumer who referred them or how did they hear about DBS) 

Determine whether the individual is or was a DBS consumer. If the individual has an existing case, refer the individual to the current counselor.

If the individual cannot be seen for an application/profile at the time of the initial contact, schedule an appointment at the earliest possible date. Counselors are encouraged to complete the profile within 30 days of initial contact.
Social Security Number
The Privacy Act of 1974 prohibits federal, state and local government agencies from denying services to individuals who refuse to disclose their Social Security number.

If an applicant declines to submit a Social Security number, the VR counselor must:

· complete applicant information without the Social Security number;
· contact Programs office at (512) 377-0686 to obtain a temporary Social Security number; 

· inform the applicant of the following:

· If it is determined that the applicant has a visual impairment, before a determination of eligibility can be made, documentation must be provided showing that the applicant can work legally in the US.  For required documentation, see 3.9.4 Employment Eligibility Verification Documents.
For additional information, see 
· the Social Security Administration website, How to Obtain or Replace a Social Security Card; and

· the Texas Department of Public Safety website, Texas Driver’s License or Identification Certificate

...

2.1.4 Applicant

...

The counselor usually signs the Application for VR Services; however, if other staff complete the application, they may sign it, if the counselor is unavailable.

Voter Registration Requirements
For policy and procedures, see Business Procedures Manual Chapter 21: Common DARS Consumer Service Policies, 21.1 Voter Registration Requirements.

