40.4 Guidelines for Referral and Transfer of Cases

40.4.1 Introduction

This section provides guidelines for referring and transferring cases between some internal programs and external agencies, including
· transferring cases from one VR caseload to another VR caseload, 

· referring cases from the Blind Children's Vocational Discovery and Development Program (BCVDDP) to the Transition Program, and

· handling cases referred from or to DRS.
40.4.2 Transfer of Case Folder to Another VR Caseload
Case folders are usually transferred because there is
· a need to transfer a case from one VR caseload to another, 

· another counselor who can handle the case more conveniently, 

· a counselor who specializes in working with consumers who are still in school, or 

· an available counselor at the university, college, or technical school where the consumer is receiving training. 

40.4.3 Procedure for Transfer

The transferring counselor

· contacts and obtains agreement from the receiving counselor before transferring the case; 
· notifies the consumer that the case is being transferred and provides a time frame for completing the transfer; 

· 
· closes or cancels service records and open purchase orders for services that will not be provided; 

· completes an initial case review and updates both the paper and online case files to ensure that they are complete and accurate. For cases being transferred from a transition counselor to an adult VR counselor, see Chapter 33: Transition Services, 33.10.3 Transfer to Adult Vocational Rehabilitation Services; 

· if a case is being transferred to another region, asks the transferring VR coordinator (or other assigned staff members in the region) to complete a case review before transfer, and makes any necessary changes to update the file. The transferring VR coordinator sends a copy of the case review to the receiving VR coordinator confirming that corrections have been made. The case is transferred upon agreement from the receiving coordinator; 
· documents the receiving counselor's approval for transfer in a case note titled "Case Transfer Approval"; 
· completes the electronic transfer in TWorks; and 
· delivers the paper case file within 10 working days after the electronic transfer to the receiving counselor by 

· certified mail, UPS, or FedEx (note the tracking number in the electronic folder) if the counselor is located in a different office; or 

· hand if the counselor is located in the same office. 

See the TWorks User Guide for detailed procedures on transferring a case using TWorks.

40.4.4 Procedure after Transfer

The receiving counselor
· reviews the case folder, and 

· reports any discrepancies to the VR coordinator or other assigned staff member in the region. 

40.4.5 Supervisory Action

If there are any discrepancies in the case folder, the field director or his or her designee determines whether to
· retain and correct the folder, or 

· contact the field director of the transferring counselor to discuss who should correct the folder. 

40.4.6 Referrals from the Children's Program

All referrals from BCVDDP go to a transition counselor. For more details on those procedures, see Chapter 33: Transition Services.
40.4.7 Transfer of College Students to College-Based VRC

When a consumer attends a college or university where a full-time DBS counselor is assigned, the field counselor is strongly encouraged to transfer the case to that counselor according to the guidelines in Chapter 6: Academic, Vocational, and Technical Training, 6.1.3 Transfer to College Caseload.

40.4.8 Transfer of Other College Students

The best interests of the consumer determine whether the case is transferred to the district office where the college is located or it remains on the caseload of the original counselor. Justification for the case remaining with a field counselor is documented in a case note.

40.4.9 DBS/DRS Agreement for Serving Consumers
Refer to Chapter 3: Eligibility, 3.13 DBS/DRS Agreement for Serving Consumers for detailed information.
