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2.1 Vocational Rehabilitation Process

Revised 02/13
2.1.1 Overview


This chapter explains how to gather the information that is necessary to develop a case and to support the eligibility determination.

Any potential DARS consumer can contact or enter any DARS office and begin the process of applying for vocational rehabilitation (VR) services, regardless of the potential consumer’s disability or place of residence. A consumer should need to make no more than one visit or contact to start the VR process. This intake protocol is referred to as “No Wrong Door.”

A DARS staff member at the office takes the information needed from the consumer; and coordinates with other DARS divisions, programs, or offices, as needed, to serve the potential consumer. This initial contact is referred to as the First Contact Date or as Initial Contact without Case Assignment.
Service levels are divided into phases in the VR process to facilitate caseload management and to document which rehabilitation services have been provided to each consumer.
This process includes:
· the initial contact with the consumer; 

· determining whether the Division for Blind Services is the right resource for the consumer; 

· gathering identifying information; 

· scheduling an appointment for completing an application; 

· completing the application; 

· explaining: 

· services; 

· expectations; and 

· consumer rights; 

· obtaining necessary signatures; and 

· conducting a preliminary and comprehensive assessment. 

The word “you” refers to the counselor or the rehabilitation assistant (RA), as appropriate. The terms “applicant” and “consumer” refer to any customer of the VR program at any point from pre-application to closure.
Use

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

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

2.1.2 Descriptive Flow Chart of Case Movement

To review the flow chart, go to Vocational Rehabilitation Process Flow Chart.
The following subsections describe the flow for normal progression.
Rehabilitated and/or Successful Closure


1. First Contact

2. Initial Contact with Case Assignment 

3. Application 

4. 
5. Eligibility and Plan Development 

6. Active Services 

7. Employment 

8. Successful Closure 

9. Unsuccessful Closure before Plan Initiated 

10. Unsuccessful Closure after Plan Initiated 

11. Post-Closure Services 

12. Post-Closure Completed 

Closure before Application

1. First Contact Date

2. Initial Contact with Case Assignment 

3. Closure before Application 

Closure after Application

1. First Contact Date

2. Initial Contact with Case Assignment 

3. Application 

4. Closure after Application 


1. 
2. 
3. 
4. 
Unsuccessful Closure before Plan Initiated

1. First Contact Date

2. Initial Contact with Case Assignment 

3. Application 

4. 
5. Plan Development 

6. Unsuccessful Closure before Plan Initiated 

Unsuccessful Closure after Plan Initiated

1. First Contact Date

2. Initial Contact with Case Assignment 

3. Application 

4. 
5. Eligibility and Plan Development 

6. Active Services 

7. Employment (if employed during the process) 

8. Unsuccessful Closure after Plan Initiated 

2.1.3 Initial Contact without Case Assignment (Referral)

Definition

A referral, first contact date, or initial contact without case assignment is a person who meets the following criteria:

· Has been referred to the Division for Blind Services (DBS)
· Has submitted all of the necessary referral information
· Has not signed any document requesting vocational rehabilitation (VR) services 

This is called the “first contact date” or "initial contact" in ReHabWorks.

When to Move into Referral

Movement into referral can be made when a person comes to the attention of the agency and basic information is obtained. 

When to Move out of Referral

Movement out of referral is made when:

· a person has signed an application or other document indicating that he or she wants to receive VR services; or 

· closure is indicated for any reason (for example: lost contact with the applicant, applicant is uninterested). 

Initial Contact

(Revised 09/06)



· 
· 
· 
· 
· 
· 
· 

First contact or initial contact may take place by letter, telephone, email, or in person. Each division office provides the direct number of the corresponding DARS office to the consumer during the initial contact and then transfers the call or email to the appropriate office to provide the consumer with information about requested DARS services. If the consumer visits a field office in person, the office provides the direct number of the corresponding DARS office to the consumer during the initial contact and then calls the office to set up a call or appointment for the consumer.

The initial contact is a critical point in the vocational rehabilitation process. It is a time for the consumer not only to exchange information with DBS staff but also to form an impression about the staff's sincerity, concern, and professionalism. A successful exchange of information means that both counselor and consumer fully understand what is being discussed. It is the counselor’s responsibility to communicate with the consumer in a way that best accommodates disabilities the consumer has. 

During this contact with the consumer, develop an understanding of the consumer's needs, and identify and explain the purpose of the DBS program that seems most suited to meet those needs.

All persons referred to DBS must be given the opportunity to apply for DBS services and meet with a counselor, regardless of whether or not the information obtained during the initial contact or application for services appears to support the individual’s eligibility for DBS services. Only a counselor can make the decision regarding whether or not the individual is eligible for DBS services or should be referred to another DARS division or program or to an external agency or organization.

If you determine that DBS is not the appropriate resource for the consumer (for example, when the consumer is requesting housing assistance and is not requesting or in need of disability-related services), refer the consumer to the appropriate agency or organization. 

If you cannot meet with the person for an application or profile at the time of the initial contact, schedule an appointment for the earliest possible date. Counselors are responsible for completing the profile it within 30 days of the initial contact.

Social Security Number



· 
· 
· 
· 
Ask for the applicant’s Social Security number (SSN), but do not deny services solely because he or she refuses to provide a Social Security card or SSN. Section 7(a) of the Privacy Act of 1974 prohibits “any federal, state or local government agency” from denying any “right, benefit, or privilege provided by law” on the basis of a person refusing to disclose his or her Social Security number.
If the consumer refuses to provide an SSN: 

· complete the application for services; 

· obtain a temporary SSN (Refer to 2.3.5 Obtaining a Temporary Social Security Number.); and 

· inform the consumer that DARS cannot determine eligibility until the consumer provides documentation that the he or she can work legally in the United States. For required documentation, see Vocational Rehabilitation Manual Chapter 3: Eligibility, 3.9.2 Legal Status and Employment Eligibility Verification.
For additional information, refer to:
· 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 information. 

Case folder documentation

When a person has been referred to DBS and has not applied for VR services by signing an application, no documentation is required other than the information placed in ReHabWorks in the initial contact. An additional case note can be developed if there is information that will be helpful later.

2.1.4 Application

Scheduling the Completion of the Application

*An application for services must be completed within 30 calendar days of initial contact. If the application cannot be completed within 30 calendar days, the case file documentation must reflect a good-faith effort to meet this time standard.*
*Based on 34 CFR Section 361.41(a)
When scheduling the appointment, *determine the consumer's:
· language preference; and/or 

· need for: 

· a translator; 

· interpreter services for the deaf; 

· reasonable accommodations*; 

· assignment to a specialty caseload; and 

· other items that might accelerate the application and eligibility process. 

*Based on 34 CFR Section 361.37(a)

For DARS policy and procedures about how to access language services, see Business Procedures Manual, Chapter 35: Language Services.
When appropriate, use DARS5001, Application Appointment Letter (available only in ReHabWorks), to schedule the appointment for completing the profile.

If the person is coming to your office, ask him or her to bring appropriate records (names, addresses, and dates of medical treatment, employment history, school, DD214—Certificate of Release or Discharge from Active Duty, and training records) to the appointment.


Definition

An applicant is a person for whom the following basic information has been obtained:

· Name 

· Address 

· Date of birth 

· Sex 

· Date of referral 

· Source of referral 

· Social Security number (SSN)
· A request for VR services signed by the applicant, parent, or representative
“Your Rights” Booklet
Before the application for VR Services is signed, the counselor offers to read "Your Rights" to the consumer. If the consumer declines having it read, the counselor explains the contents. Every consumer then receives a copy of "Your Rights" in the consumer's preferred medium (large print in English and Spanish or braille). The "Your Rights" booklet is available from the DBS section of the DARS Internet site. You may convert the text-only format of "Your Rights" into braille and emboss the text at the local office. If consumer is not able to access information in any of the media listed above, notify the field director. The field director will contact the Central Office and request a special translation.
Signatures

Obtain signatures (either handwritten or electronic) from:
· the applicant ; and 

· when necessary, the applicant's: 

· parent; 

· guardian; and/or 

· representative. 


· 
· 
· 
The following forms, in addition to the application, are signed to permit the exchange of information needed during the rehabilitation process:

· DARS5061, Notice and Consent for Disclosure of Personal Information (required);

· DARS5060, Permission to Collect Information, if needed; and
· DARS1517-2, Authorization for Release of Confidential Consumer Records and Information, when needed to release specific information in accordance with Business Procedures Manual, Chapter 20: Confidentiality and Use of Consumer Records and Information.
File the signed forms according to Chapter 40: Case Management.
Who Can Sign

The consumer or his or her representative signs the DARS5052, Application Statement for Vocational Rehabilitation, (only in ReHabWorks), electronically. The consumer’s signature:
· may be an “X” when the consumer cannot sign and a personal identification number cannot be entered (In this case, the dated signature of a witness is required.);

· is required when the consumer’s profile is updated; and
· is required when the consumer does not agree to the general release and/or wants restrictions on the release of specific information (In this case, use the DARS5060, Permission to Collect Information.).
In some circumstances, however, other signatures might be required. These signatures might be the:
· legal guardian’s, when the consumer’s legal rights have been reassigned; or
· 
· parent’s or guardian’s, if the consumer is younger than 18.*

*A new consumer PIN without a parent or guardian PIN is required once the consumer turns 18. The exception is when the parent or guardian has received an extension through a court. 

Voter Registration Requirements

(Added 09/06)

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

2.1.5 Completing the Case Navigation Menu
(Revised 04/08, 08/12, 09/29/14)

Ensure that all information in the profile is accurate. The profile, application, or case management in ReHabWorks consists of the following fields:

· Personal information
· Contact information 

· Disability information 

· Agency involvement 

· Insurance policy 

· Monthly financial information 

· Information request
· Work history
You can edit the agency involvement field only during the initial contact with case assignment and application phases. Once the case moves into eligibility status, ReHabWorks does not allow you to edit the agency involvement field. 

Be sure that the information you enter is accurate. Many state and federal reports are compiled from the information in ReHabWorks, and their accuracy relies on the accuracy of DARS’ data. 

Note: Some data fields are correlated. For example, if, under the employment status field, you select "Employment without Supports in Integrated Setting," you must then 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 signs the DARS5052, Application Statement for Vocational Rehabilitation, electronically, using his or her PIN. 

To prevent the appearance of impropriety, the applicant or consumer must:
· 
· 
· 
· use a PIN that only he or she knows (You can enter a PIN-hint case note.); and/or
· sign a paper copy if an electronic signature is not possible (Use a pseudo PIN in ReHabWorks.).
Note: If the applicant or consumer is unable to enter his or her PIN, you may enter it, but a witness and an accompanying case note are required. 

Note: If the applicant asks, you may give him or her a printed copy of the completed Application for Services Statement.


Individuals Hospitalized at Time of Referral

If a person is hospitalized at the time of referral and the application for vocational rehabilitation (VR) services has been signed, you may purchase medical records to determine eligibility, but you may not purchase medical services.

Upon hospital release of an eligible consumer, services may be provided in accordance with other criteria specified in the VR manual. 

Requests for Emergency Physical Restoration

It is important to provide a timely and efficient response to referrals of consumers from medical or community resources for emergency physical restoration services. It also is important to consider your response carefully in order to:

· provide an adequate review of preliminary assessments; 

· allow time to make solid eligibility decisions; 

· initiate and complete comprehensive assessments; and 

· determine the nature and scope of the services required in order to complete an individualized plan for employment.



When to Move out of Application Phase

Movement out of the Application phase occurs once you have determined that the applicant should be certified as:
· eligible for VR services;
· ineligible for VR services; or 

· eligible for trial work experience. 
Note: Movement out of the Application phase may proceed only to the Outcome Not Accepted phase or the Eligibility and Plan Development phase. If you are unable to determine whether a consumer will benefit from VR services because of the severity of the consumer’s disability, place the consumer in Pre-eligibility Trial Work by completing an Individualized Plan for Employment (IPE) for Extended Evaluation in ReHabWorks. The IPE for Extended Evaluation in RHW serves as the consumer’s Pre-eligibility Trial Work Plan.

During Pre-eligibility Trial Work, work with the consumer to explore the consumer’s abilities, capabilities, and capacity to perform in realistic work situations until you obtain enough information to decide whether the consumer is eligible for VR services. 

Pre-eligibility Trial Work is offered only when a consumer’s disability is expected to meet the criteria of “significant.” 
Procedure for Placing in Application Phase
To place a case in the application phase, use the following procedure:
1. Complete DARS5051, Application for Services or DARS5052, Application Statement for Vocational Rehabilitation. 

2. Provide the applicant with a copy of “Your Rights” when the 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 service authorizations before evaluations and obtain the report before authorizing payment. 

8. 
2.1.6 Adequate Review of Preliminary Assessments

To provide adequate review of preliminary assessments and to plan for comprehensive diagnostics, counselors must allow time to make good eligibility decisions before they initiate individualized plan for employment services. Counselors must determine eligibility based on all diagnostics and not make premature decisions in response to emergency physical restoration referrals from community resources.

2.1.7 60-Day Rule

(Revised 07/07, 01/10, 02/15)

*You must determine an applicant eligible for the vocational rehabilitation program by the 60th day after the date that the application is signed, unless you:
· need to extend the time; or 

· cannot determine the applicant’s ability to achieve an employment outcome without pre-Employment Trial Work.*
*Based on 34 CFR Section 361.41(b)(1)

Exceptions to the 60-Day Rule

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

· 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 Pre-eligibility Trial Work, so that the counselor can evaluate the applicant's ability or capacity to work in a work setting through a trial work experience. 
2.1.8 Pre-eligibility Trial Work 
(Revised 10/12)


Pre-eligibility Trial Work is offered to consumers during the Application phase. Trial work experiences must be provided in competitive integrated employment settings to the maximum extent possible, consistent with the informed choice and rehabilitation needs of the consumer. Pre-eligibility Trial Work is used to gather information and determine whether an applicant with a significant disability can benefit from services and is capable of finding employment and staying employed. Pre-eligibility Trial Work must include more than one trial work experience.
Pre-eligibility Trial Work demonstrates the consumer’s abilities, capabilities, interests, and capacity to perform in work situations, each of which must be assessed periodically during the Pre-eligibility Trial Work, including when the consumer receives appropriate support services and training. 

(Authority: Sections 7(2) and 12(c) of the Rehabilitation Act of 1973, as amended; 29 U.S.C. 705(2) and 709(c))
When to Move Into  Pre-eligibility Trial Work 
An applicant is placed in Pre-eligibility Trial Work when: 
· he or she has a visual impairment that substantially impedes employment; and 

· not enough evidence exists to clearly determine if he or she can benefit from vocational rehabilitation (VR) service and achieve a positive employment outcome. 

DARS must provide the person with more than one trial work experience, such as supported employment. Trial work experiences must be provided in competitive integrated employment settings to the maximum extent possible, consistent with the consumer’s informed choice and rehabilitation needs.


· 
· 


1. 
2. 
3. 
4. 
5. 
6. 
7. 
Pre-eligibility Trial Work
To place a consumer in trial work, take the following steps:
1. Certify in ReHabWorks that the consumer is eligible for Pre-eligibility Trial Work. 

2. Determine whether the consumer meets the requirement regarding economic resources. 

3. Develop an Individualized Plan for Employment (IPE) and provide a completed copy to the consumer. 

4. Document reasons for trial work in case notes. 

5. Arrange for trial work experience. 

6. Document the consumer’s progress in case notes at least every 30 days. (A case note can be entered by any staff member)

7. Create service records and issue purchase orders before the consumer receives services and obtain supporting documents before authorizing a payment voucher. 

When to Move Out of Pre-eligibility Trial Work
Move a consumer out of Pre-eligibility Trial Work, if after the first trial work experience:

· there is sufficient evidence that the applicant can or cannot benefit from VR services; or 

· the consumer’s situation changes and evaluation is no longer appropriate, such as when a consumer moves to another state. 

Note: A case that is in Pre-eligibility Trial Work can progress only to the Outcome Not Accepted phase or the Acceptance phase.
2.1.9 Closure before Application or Closure after Application





· 
· 


· 
· 


1. 
2. 
3. 
· 
· 



4. 
· 
· 
· 
5. 
6. 
· 
· 
· 
· 
· 
For information about Closure before Application or Closure after Application, refer to 38.1.1 Reasons for Case Closure.
2.1.11 Active Services

Definition

A consumer in active services is one who is receiving:
· counseling and guidance; 

· physical or mental restoration; or
· training.
In addition, a consumer who is ready for employment is in active services.

When to Move into Active Services

A consumer is moved into active services once the individualized plan for employment (IPE) has been written, agreed to by the consumer, and services have begun.

When to Move Out of Active Services

A consumer is moved from active services when the services listed above are completed and the consumer is moved into employment status or the case is being closed with the outcome of “not rehabilitated.”
Procedure for Placing in Active Services

The counselor takes the following steps to place a consumer in Active Services:

1. Complete ReHabWorks documentation. 

2. Complete a case note as needed. 

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

4. Change the IPE, if indicated. 

2.1.12 Employment Phase

For information about the Employment Phase, refer to 38.2 Criteria for Closing Cases as Rehabilitated.












1. 
2. 
3. 
2.1.13 Successful Closure

For information about Successful Closure, refer to 38.2.1 Basic Criteria.






· 
· 
· 




1. 
2. 

3. 

4. 
5. 
6. 
· 
· 
· 
· 
7. 
2.1.14 Unsuccessful Closure after Plan Initiated

For information about Unsuccessful Closure after Plan Initiated, refer to 38.3.1 Basic Criteria.






· 
· 


· 
· 
· 




1. 
2. 
3. 
· 
· 
· 
· 
4. 
5. 

6. 
· 
· 
· 
· 
· 
7. 
2.1.15 Unsuccessful Closure before Plan Initiated

For information about Unsuccessful Closure before Plan Initiated, refer to 38.3 Criteria for Closing Cases as "Unsuccessful."






· 
· 
· 






1. 
2. 
3. 
· 
· 
· 
· 
4. 
5. 
6. 
· 
· 
· 
· 
· 
· 
7. 
2.1.16 Post-Closure Services

For information about Post-Closure services, refer to Chapter 39

HYPERLINK "http://darsnet.dars.txnet.state.tx.us/bookshelf/dbs/vr/ch39.htm"
: Post-Closure Services.













· 
· 
· 




1. 
2. 
3. 
4. 
5. 
6. 
2.1.17 Post-Closure Completed

For information about Post-Closure Completed, refer to Chapter 39: Post-Closure Services.







· 
· 




1. 
2. 
3. 
· 
· 
· 
· 
4. 
5. 
6. 
7. 
· 
· 
· 
· 
· 
· 
2.2 Preliminary Assessment for Determining Eligibility

…
2.2.2 Purpose of Preliminary Assessment

A preliminary assessment is started after the application and profile process is complete. A preliminary assessment gathers information that establishes whether the applicant is eligible for vocational rehabilitation services.


· 
· 
· 
· 
Visual Impairment

An eye exam can be used to establish a visual impairment, but whenever possible, use one of the following methods to establish a permanent visual loss or impairment:

· Documentation supplied by the applicant
· Social Security records
· Public school records
· An applicant's history and the counselor’s observation that: 

· the person is totally blind, and he or she has previously received services from the Division for Blind Services or has attended the Texas School for the Blind and Visually Impaired; or 

· the person has bilateral ocular prostheses. 

All of the methods used above must be verified and documented with a case note that clarifies how the visual disability was determined.

Preliminary Assessment Case Note

Throughout the preliminary assessment, the counselor must summarize the process and rationale related to an eligibility decision. This might require one or more case notes. For more information, see Chapter 40: Case Notes, 40.1.4 Preliminary Assessment.
2.2.3 Diagnostic Studies—Medical

…
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