
2.3.5 Obtaining a Temporary Social Security Number

If the consumer does not have an SSN or prefers not to provide it, the electronic case management system assigns a temporary SSN.
If the consumer later presents a Social Security card, replace the temporary number with the SSN.
…
2.3.6 Scheduling the Application
When scheduling the appointment, *determine the consumer's
· language preference; and/or 
· need for 
· a translator, 
· interpreter services for the deaf, 
· reasonable accommodations,* and/or 
· assignment to a specialty caseload, and 
· other items that may speed up the application and eligibility process. 
*Based on 34 CFR Section 361.37(a)
When appropriate, use DARS5003, Application Appointment Letter, to schedule the appointment. 
Ask the consumer to bring appropriate records, including
…
2.4.4 Completing the Application
…
The intake room must be private.

The application information is usually recorded electronically in the case management system; see the ReHabWorks Help information for guidance. Use the appropriate version of the application on the Electronic Bookshelf, if ReHabWorks is not available. 
…
2.4.6 Application Signatures
The consumer signs the application electronically by using a personal identification number (PIN) (see PIN Procedures, below). 
PIN Procedures
The electronic case management system automatically assigns the last four digits of a consumer’s SSN as his or her temporary PIN at initial contact. At application, the consumer must choose a new PIN to replace the temporary PIN.
The consumer enters a four-digit PIN as a signature of authorization on the application and all other electronic documents that require a signature of authorization (for example, the application and IPE).
Help the consumer choose an appropriate PIN. Suggest using a number that is easy to remember, such as a birth date, and record the prompt in a case note. Do not, however, record the actual PIN in the case note.
When the consumer cannot enter a PIN, follow the procedures in 2.4.9 When DRS Staff Members May Enter a PIN on Behalf of a Consumer. 

Consumer Cannot Remember the PIN 

If the consumer cannot remember his or her PIN and the electronic case file is available
1. contact the area manager or the area manager’s designee to 

· reset the PIN to the last four digits of the consumer's SSN, and 

· document the reason for resetting the PIN in a case note; and 

2. have the consumer reset the PIN to a new number. 

To learn how to reset the consumer’s representative, parent, or guardian PIN, refer to the ReHabWorks Help.
Parent or Guardian Signature
The signature of either a parent or guardian is required when the consumer is 
· a minor (that is, under 18 years of age), or 
· legally incompetent and assigned a legal guardian. 
Note: A person under 18 years of age and legally married is not considered a minor under Texas law. 
Have the parent or guardian enter either his or her
· PIN in the Parent/Guardian’s PIN field on the electronic document, or 
· signature on the designated signature line on the paper form. 
…
2.4.7 Forms to Be Signed at Application

(Revised 12/09)

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 and, when a specific need is identified, a current DARS5060, Permission to Collect Information; and 

· when needed to release specific information in accordance with Business Procedures Manual, Chapter 20: Confidentiality and Use of Consumer Records and Information, complete DARS1517-2, Authorization for Release of Confidential Consumer Records and Information. 

File the signed forms according to Chapter 11: Technical Information and References, 11.3 Case File Maintenance. 

…

2.4.9 When DRS Staff Members May Enter a PIN on Behalf of a Consumer
During any DRS process requiring the consumer's signature, there are only three circumstances when DRS staff members may enter a PIN on behalf of the consumer: 
· the electronic case management system is not available or the case file has been checked out,
· the consumer is not present, or 
· the consumer cannot physically enter a PIN. 
In those instances, follow the procedures outlined below. 
The Electronic Case Management System Is Not Available or the Case File Has Been Checked Out

When the electronic case management system is not available or the case file has been checked out, 
do the following:
1. print, complete, and obtain the consumer's signature on the paper version of the form, such as 
· DARS5056, Consumer Application Information; 

· DARS5163, Vocational Rehabilitation Services, Individualized Plan for Employment (IPE); 

· DARS5159, Vocational Rehabilitation Services, Individualized Plan for Employment (IPE) Amendment; or 

· any other applicable forms; 

2. tell the consumer that a temporary PIN will be used to enter the information into the electronic case management system as soon as possible;
3. as soon as you have access to the electronic case management system, create a temporary PIN using one of the following two procedures: 
· if the consumer has already set his or her PIN, have the area manager or the area manager’s designee
· reset the PIN to the last four digits of the consumer's SSN, and 
· document the action in a case note; or 
· if the consumer has not already set his or her PIN, you can sign the document for the consumer by using the last four digits of the consumer's SSN;
4. enter the information from the signed paper form into the electronic case management system, and enter the temporary PIN to sign the electronic form; and
5. document the use of the temporary PIN and the reason in a case note.
…
Consumer Is Not Present
If the consumer is not present and with the consumer's permission,
1. contact the area manager or the area manager’s designee to 
· independently verify permission directly with the consumer, 
· reset the PIN to the last four digits of the consumer's SSN, and 
· document the reason for resetting PIN in a case note; 
...
Consumer Cannot Physically Enter the PIN

When a consumer cannot physically enter a PIN, you

1. enter a PIN for the consumer, 

2. have the action witnessed, and 

3. enter the witness's name in the electronic case management system in the appropriate space. 

Verifying the Consumer’s PIN Before Checking Out a Case File

Before checking out a case from the electronic case management system, contact the consumer to verify that the consumer remembers his or her PIN. If the consumer does not remember the PIN, it is critical to reset the consumer’s PIN before checking the case out of the system. Update the PIN number the next time the consumer is in the office.
…
2.6 Consumer Who Requires Special Attention
Select the "Requires Special Attention" action item in the electronic case management system if at any time during the rehabilitation process, the consumer
· verbally or physically threatens a DRS employee, or 
· has a recent history of actual or threatened physical abuse. 

