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6.10.1 Full-Time College Caseloads

DBS full-time college caseloads are designated below.
…

Houston Area - Caseload 207:

· The Art Institute of Houston

· Court Reporting Institute of Houston

· Houston Baptist University 

· Houston Community College System ( over 20 campuses) 

· North Harris Montgomery Community College District System (6 campuses) 

· Prairie View A&M University 

· Rice University 

· St. Thomas University 

· South Texas School of Law 

· Texas Southern University (TSU) 

· Thurgood Marshall School of Law (on the TSU campus) 

· University of Houston Central 

· University of Houston Downtown Campus 

· University of Houston (Central, Clear Lake, Downtown, and Victoria) at the Sugar Land Campus 

…

6.10.2 Responsibilities of Transferring Counselor

The transferring counselor
· notifies the consumer that the case  is being transferred and provides a time frame for completing the transfer; 

· contacts and obtains agreement from the receiving counselor before transferring the case;
· documents the receiving counselor’s approval for transfer in a case note entitled “Case Transfer Approval”; 
· closes or cancels service records and purchase orders for services that will not be provided; and
· performs a case review and updates the paper and electronic case files to ensure that they are complete and accurate.
Note: The case folder must include 

· a current, signed IPE; 

· current copies of grades and class schedules; 

· any Pell Grant award or denial letter; and 

· updated information on the profile as required (see Chapter 33: Transition Services, 33.10.3 Transfer to Adult Vocational Rehabilitation Services).
If a case is being transferred to another region, the transferring counselor 
· requests that the transferring VR coordinator, or other assigned staff members in the region
· complete a case review, and

· make any necessary changes and updates to the case file based on the case review;

· completes the electronic transfer in TWorks; and

· sends the paper case file within 10 working days after the review date 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-delivery if the counselor is located in the same office.

· 
· 
· 
If possible, the case must be transferred six weeks before the start of the new semester. Otherwise, the transferring counselor is responsible for purchase orders to be issued at the beginning of the semester for books, supplies, etc.

The consumer must be certified as eligible for VR services before his or her case can be transferred, unless otherwise discussed with the receiving counselor and VR coordinator.
