PART B, CHAPTER 3: INITIAL CONTACTS AND APPLICATIONS
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…
PROCEDURES
…
G.   Application Procedures
Any individual who wants to apply for TWC-VR services must be allowed to do so. TWC-VR staff may not deny an application to an individual for any reason. However, in rare and extreme circumstances, an individual may be prohibited from applying for services with the approval of the VR Director to ensure the health and safety of TWC-VR staff and customers.  Prior to seeking approval from the VR Director, the situation and its surrounding circumstances must undergo a thorough review, involving both unit and regional VR Workforce Area management. If management agrees to escalate the matter, either the unit or regional VR Workforce Area management will submit a ticket to the Office of General Counsel (OGC). Upon OGC review, the information is then forwarded to the VR Director for review and final consideration.
· TWC-VR staff uses the Application Appointment Letter in RHW to schedule the appointment.
· If RHW is not available, TWC-VR staff schedule the appointment and complete the Application Appointment Letter in RHW as soon as it is available.
· The individual is encouraged, but not required, to bring the information listed on the Application Appointment Letter, which will assist in completing the application and beginning the assessment for eligibility.
Once the application is signed, this is considered the application date and must be entered into RHW. The date entered into RHW must match the date of the applicant's signature, and the timeline to determine eligibility within 60 days begins.
· The TWC-VR staff member who is taking the application for services provides copies of the following:
· VR Program Application Statement (VR5057) with the individual's signature from the RHW Application page.
· "Can We Talk?" brochure, which explains TWC-VR's appeal and mediation procedures.
· "A Guide for Applicants," which explains:
· Services and outcomes;
· Options for developing the Individualized
· Plan for Employment (IPE); Components of the IPE;
· The customer's right to appeal; and
· Services available from the Client Assistance Program (CAP).
TWC-VR staff must explain the basic content of each of the documents and their purpose to the customer. A case note is entered in RHW documenting the date and method the information was provided to the applicant.
The application must be completed in a location that is private enough to maintain the confidentiality of the information provided by the applicant.
During the meeting, TWC-VR staff:
· Explain to the applicant:
· Purpose and expected outcomes of TWC-VR;
· Responsibilities of the applicant;
· Roles of the VR Counselor and applicant; and
· Applicant's rights;
· Explain the circumstances under which the individual's personal information is released:
· Obtain the signature on the application and forms necessary to collect and disclose information:
· Notice and Consent for Disclosure of Personal Information (VR5061);
· Permission to Collect Information (VR5060);
· Authorization for Release of Confidential Customer Records and Information (VR1517-2); and
· Consent for Release of Information to obtain a Benefits Planning Query (BPQY) (SSA-3288) for SSI/SSDI recipients;
· Offer the applicant the opportunity to register to vote following the procedures for Voter Registration; and
· Acquire, review, and document the information necessary to make a determination of eligibility.
All information collected during the application process can be entered into RHW by any TWC-VR staff member. When RHW is not available, those staff members:
· Print (when a printer is available) a paper copy of the Application for VR Services (VR5056) and VR Program Application Statement (VR5057) and record the information by hand or complete the form electronically;
· Obtain signatures on the completed forms;
· Transfer the information into RHW as soon as available (including checking the "this is a paper application" box). Enter the application date that matches the signature dates on the paper application form when entering the application date in RHW;
· Keep a copy of the application in the case file after the data has been entered in RHW;
· File the signed forms in the case file; and
· Mail or email the applicant copies with the applicant's signature from the RHW Application page.
…
APPROVALS & CONSULTATIONS
TWC-VR staff must follow the following approvals and consultations:
Approvals
VR Division Director approval is required to prohibit an individual from applying for services, and only in rare and extreme circumstances, to ensure the health and safety of TWC-VR staff and customers. 
Consultations
OGC consultation (after unit and regional VR Workforce Area management notification and prior to VR Division Director approval) to prohibit an individual from applying for services, and only in rare and extreme circumstances, to ensure the health and safety of TWC-VR staff and customers. 
REVIEW
The Policy  Team, or designee, is responsible for reviewing this policy and these procedures and will update the Document History log if necessary.
	Date
	Type
	Change Description

	09/03/2024
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