PART D, CHAPTER 4: BUSINESS PROCEDURES FOR TWC-VR STAFF
	Policy Number
	Authority
	Scope 
	Effective Date

	Part D, Chapter 4
	Texas Government Code §2155.382(d), 2 CFR §200.302, Texas Government Code, Chapter 2251, Texas Government Code, Sections 403.055, 403.056 and 403.078, and Texas Government Code §411.117
	All TWC-VR staff
	09/03/2024
09/01/2026



…
PROCEDURES
This section outlines the procedures for Part D, Chapter 4: Business Procedures for TWC-VR Staff.
…
I.        Department of Public Safety (DPS) Criminal History Checks
The CCH verification log is required by the DPS to track CCH requests. The log is maintained by regional and State Office points of contact for conducting the initial CCH from Audit to Audit. Regional State Office points of contact keep a copy of the VR1510 received from requestors in a confidential and secure location. Regional points of contact are also responsible for maintaining the CCH verification log and submitting monthly CCH verification logs to the State Office Program Specialist(s) for CCH. The CCH verification log should contain the following:
· Name of customer and purpose of CCH;
· Reference# (ReHabWorks Case ID);
· Check whether CCH Printed/Not Printed; and
· Date Printed and initials of person conducting the CCH.

…

K.    System Access
Hiring regional HR liaisons, managers, supervisors, or their designees, are responsible for completing and submitting the Information Technology Access Service Request for ReHabWorks and VR Applications (IT1260) to RHW support to add, update, or remove access. The RHW support team in VR Program Operations department is responsible for reviewing submitted IT1260 forms and ensuring that submitted user role requests are accurate and appropriate.
· When corrections are needed, RHW support returns the IT1260 to the TWC-VR staff member who submitted the request, noting the necessary corrections. Once the corrected IT1260 is received, it is submitted to AIP. AIP notifies RHW support when the IT1260 has been processed, at which point RHW support verifies the completion of the update in RHW.
· To ensure that old user roles are removed for transferred employees, an IT1260 is submitted to RHW support. RHW support reviews current user role access and verifies that the correct user roles to be added and/or removed are noted on the IT1260, based on the approved user role documents.
· The VR Supervisor, VR Manager, or TWC-VR delegated staff follows agency policies for processing terminations through CAPPS and submits the IT1260 for termination to AIP and RHW support. AIP receives and processes the termination request to disable the account and remove all access. RHW support processes IT1260s for terminations to make necessary update.
…
REVIEW
The Policy Team, or designee, is responsible for reviewing this policy and these procedures and will update the Document History log if necessary.
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	New
	VRSM Policy and Procedure Rewrite

	09/01/2026
	Revised
	Removed references to regional POC and regional HRL 



