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D-303: Case File Organization
…
D-303-1: Two-Sided or Six-Sided Case Files
Documentation of service delivery, including contact reports and other reports, are maintained in either a two- or six-sided case file. Each region may determine which type of file is used. In either case, the following documentation order must be maintained.
…
Six-Sided Case File—Vocational Rehabilitation
Side 1: Basic information is placed in the following order from bottom to top, chronologically (most recent on top), and separated by a divider:
· Old contact reports (CB-4) in chronological order, most recent on top, documenting activity from intake through closure and, if necessary, post-employment
· If paper application is taken, VR5056, Application for Vocational Rehabilitation Services; pseudo PIN is used in ReHabWorks (RHW)
· VR5060, Permission to Collect Information (optional)
· VR5061, Notice and Consent for Disclosure of Personal Information
· VR1390, Checklist for Determining Significance of Disability (if used)
· VR5163, Individualized Plan for Employment (IPE) and VR5159, Individualized Plan for Employment (IPE) Amendment; entered in RHW using a pseudo PIN
· Customer Data Sheet (CDS) or Initial Contact Page from RHW (optional)
· Any other document that is signed with a pen, and ink signature, or digital signature that is later entered in RHW using a pseudo PIN
· Copies of the customer's driver's license or ID card, and health insurance card(s)
Side 2: Medical information. All reports relating to medical information—for example, eye examination results, physician notes, general physical examination, low-vision reports, and psychological reports—are placed in chronological order from top to bottom, most recent on top, and separated by a divider.
Side 3: Assessments are placed in the following order from top to bottom, chronologically, and separated by dividers:
· Diabetic service reports, including evaluation and training;
· Orientation and Mobility reports, including evaluation and training reports; and
· Copies of past admissions, review, and dismissals (ARDs) if side four is full. (These should be at the bottom of side three using a tab to separate from other items.)
Side 4: Educational and vocational information is placed in the following order from top to bottom, chronologically, and separated by a divider. (For vocational service information, each service type is separated by a divider.):
· Vocational evaluation or training reports;
· Academic-related reports, for example, exemption from payment of tuition, copies of grades, class schedules;
· On-the-job training reports, job development, and job placement reports; and
· For Transition cases, copies of the child's ARD, Individualized Education Program, individualized treatment plan, and/or individualized family service plan (updated at a minimum every three years).
Note: Once side four is full of ARD paperwork, then older ARDs are moved to the bottom of side three; only the most current ARDs remain on side four.
Side 5: Documentation of equipment purchases and general correspondence are placed in the following order from top to bottom, chronologically, and separated by a divider:
· All documentation related to equipment purchases (that is, purchase packets, equipment receipts, the VR2014, Rehabilitation Equipment Receipt and Agreement); and
· General correspondence, including letters to and from family, letters to and from vendors, and Social Security packets.
Note: Flyers and other mail-outs to customers do not have to be printed and placed in the case file. A scanned copy of a mail-out can be pasted in case notes, or a brief case note can be entered summarizing a mail-out.
Side 6: Service authorizations (SA) and invoices with references to SAs are placed in chronological order with the most recent on top and separated by a divider.
Note: A paper copy of the SA is required in the case file. Case file copies of requisitions and vouchers should have a copy of the invoice and/or reader service statement attached before filing. SA numbers must be written on invoices.
…
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