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2.3 Initial Contact
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2.3.1 DARS or DRS Is Not the Right Resource
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2.3.2 Consumer Has an Current Open or Previous DRS Case
(Revised 08/15)
If the consumer has an open DRS case in a different supervisory unit, clarify whether the consumer is requesting a case transfer. If the consumer wants to transfer the case, refer to RPM 19.4.3 Transfer of Open Cases. 
If the consumer wants to continue receiving services through the assigned supervisory unit, provide the consumer with the contact information for: 
· the assigned unit; and 
· the assigned counselor. 
Document the contact in ReHabWorks.
If the consumer has a closed case, see RPM 2.7 Opening a New Case or Adjusting the Phase of a Previously Closed Case. 
If the consumer has an existing DRS case, refer the consumer to the current counselor. 
If the consumer had a previous case, see 2.7 Reopening or Adjusting the Phase of a Previously Closed Case. 
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2.7 Reopening Opening a New Case or Adjusting the Phase of a Previously Closed Case
[bookmark: 2.7.1][bookmark: _Toc422662938]2.7.1 Overview
(Revised 08/15)
When a consumer has a DRS case that was previously closed, it is necessary in some instances to either and is requesting services, the counselor determines whether to: 
· open a new case (that is, reopen);, or
· move the case that was previously closed back to Plan Initiated (that is, phase adjustment).
· provide post-employment services; or
· adjust the phase of the case to continue previous services. 
Do not delay or deny a consumer’s request to apply for additional services on the basis that the consumer has received services from DRS in the past. 
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Reopen—opens a new case for a previous DRS consumer. Verify and complete information in the Initial Contact in the electronic case management system, and enter application information the same way as for any new case.
Phase adjustment—reestablishes a case from Closed Plan Initiated to Plan Initiated. This activity removes closure information and changes the closure flag on employment information from Yes to No.
[bookmark: 2.7.3][bookmark: _Toc422662939]2.7.2 2.7.3 Reopening a Closed CaseOpening a New Case for a Previous Unsuccessful Closure 
(Revised 08/15)
A new case may be opened for (that is, reopened) on a previously closed case using the eligibility policies and procedures for any newa consumer who has received services from DARS in the past. Follow the policies and procedures outlined in RPM 2.3 Initial Contact and RPM 2.4 Application to process the case in the same way as for any other applicant requesting services: 
As a part of the diagnostic interview and the assessing and planning process, the counselor also:
· reviews the circumstances related to the previous unsuccessful closure by reading the documentation for that previous case; and 
· documents in ReHabWorks the reasons for opening a new case.
Update the old case information for the new case.
If the Previous Case Was Closed as Unsuccessful
(Revised 04/12)
When a consumer reapplies for VR services after a previous unsuccessful case closure, gather information that describes the reasons for opening a new case.
If a consumer has had two or more cases closed unsuccessfully after being found eligible for services, the counselor: 
· consults with the area manager or the designee to develop strategies to improve the potential for a successful outcome for the consumer; and 
· documents the consultation in ReHabWorks.
You must consult with the area manager before opening a new case for a consumer who has had two or more cases closed as unsuccessful (not rehabilitated) after being found eligible for services.
[bookmark: _Toc422662940]2.7.3 Opening a New Case for a Previous Successful Closure
(Revised 08/15)
When a consumer requests additional services from DARS after the consumer’s case has been closed successfully, consider first what level of services the consumer requires. 
If the Previous Case Was Closed as Successful
If the consumer requires 
only limited services to maintain, regain, or advance in employment (when the disability is the reason for the lack of advancement is due to the disability), use post-employment (post-closure) services. See (see Chapter 4: Assessing and Planning, 4.8.1 Amending the IPE for Post-Employment ServicesRPM 4.8.1 Amending the IPE for Post-Employment Services.); or  
If the consumer requires more complex and comprehensive services, 
open (that is, reopen) a new case. See RPM 2.3 Initial Contact and RPM 2.4 Application to process the case in the same way as for any other applicant for services. 
(iIf the case was successfully closed within the past last 12 months, you must obtain approval from the area manager approval before opening a new the case.
As a part of the diagnostic interview and the assessing and planning process, the counselor:
· reviews the circumstances related to the previously successful closure by reading the documentation on the previous case; and 
· documents in ReHabWorks the reasons for opening a new case. 
· determine eligibility, and 
· proceed as with any other case. 
[bookmark: 2.7.4][bookmark: _Toc422662941]2.7.4 Adjusting the Phase of a Adjustments for Previously Closed Cases
(Revised 08/15)
The phase of a case can be adjusted only if the case was closed after an individualized plan for employment (IPE) was developed. 
Document the reason for the phase adjustment in ReHabWorks. 
If the case was closed within the past 12 months, the area manager must approve the phase adjustment. 
For more information about processing a phase adjustment in ReHabWorks, refer to the ReHabWorks Users’ Guide 21.5 Phase Adjustment. 
The area manager must approve a phase adjustment for a previous case that was closed within the last twelve months
the case was closed as unsuccessful after an IPE was initiated, or 
the case was erroneously closed as successful. 
For guidance on reopening or adjusting the phase of a previous case, see the Counselors' Toolbox, How to Open a Previously Closed Case.
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