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Section 1 	Administrative Issues	
[bookmark: _Toc358883215]Part 13 	Miscellaneous Administrative Issues
This section contains the following topics:
Kansas Residency
Non-Discrimination
Out-of-State Services
Prior Authorization
Reporting Child Abuse and Neglect
Transfer of Cases
Use of Toll-Free Numbers (in lieu of accepting collect calls)
Acceptance of Verbal/Electronic Signatures
[bookmark: section_1_part-13_misc_admin_htm_6925][bookmark: _Hlk63100282]Kansas residency
Consistent with federal regulations, RS may not impose any duration of residence requirements as part of determining eligibility for VR services or that exclude from services any individual who is present in the state.  In addition, per a federal directive, RS may not require eligible individuals receiving out-of-state services through an IPE to maintain or verify Kansas residency status.  
Non-Discrimination
All services shall be provided without regard to sex, race, age, creed, color, national origin or type of disability.
[bookmark: section_1_part-13_misc_admin_htm_7453]Out-of-State Services
Prior to including any out-of-state services in an IPE, the counselor must complete an analysis which:
· Identifies the specific rehabilitation need to be addressed by the services.
· Compares the ability of in-state and out-of-state services to meet the identified rehabilitation needs.

See Forms Part 33 for Out of State Comparative Analysis Worksheet.

Before an out-of-state service to be funded by RS is included in the IPE, the Comparative Analysis Worksheet must be completed by the Counselor and forwarded for approval according to the Region's procedures. Each RS Program Administrator will establish a procedure for routing such exception requests through the RS Managers, RS Program Administrator or both. The worksheet indicating final action taken should be filed in the record of services.

[bookmark: section_1_part-13_misc_admin_htm_2279]If the analysis shows that comparable services are available in-state, the client may choose out-of-state services with the additional cost to be paid by the client. RS Regional Program Administrator approval is not required in this circumstance.

Prior Authorization
Prior approval/authorization is required before RS will pay for any goods or services. After the IPE is in place (Status 12) and in very limited circumstances, such as medical emergencies when it was not feasible for the client to get prior approval and no other source of funding is available, an exception may be approved. Each RS Program Administrator will establish a procedure for routing such exception requests through the RS Managers, RS Program Administrator or both.
[bookmark: section_1_part-13_misc_admin_htm_7240]Reporting Child Abuse and Neglect
RS staff that has reason to suspect that a child has been injured as a result of physical, emotional, or sexual abuse or neglect shall report such situations. Reason to suspect means that there is credible evidence or a discrepant or inconsistent history in explaining a child's injury. Reporting is a request for an assessment into the condition of a child. The determination of whether abuse or neglect has actually occurred is the responsibility of DCF or appropriate law enforcement agencies. The report may be made orally and followed by a written report if requested by DCF or law enforcement agencies. Reports should include the name and address of the child, the child's parents or other individuals responsible for the child's care; the child's location; the child's condition, including the nature or extent of the injury; whether the alleged perpetrator has access to the child; and any other helpful information. Reports should be made to DCF or to a law enforcement agency if DCF is not open for business. Reports may also be made to the Child Abuse Hotline at 1-800-922-5330 or the Attorney General's Office at 785-296-2215.
Reference: KSA 38-1522
[bookmark: section_1_part-13_misc_admin_htm_3133]Transfer of Cases
A record of services may be transferred to another office or counselor with the approval of the RS Regional Program Administrators/Managers for the offices involved. Among the factors to be considered are:
· Residence of the client.
· The nature of the client’s disability.
· The availability of services.
· The client’s choice.
Prior to requesting a transfer, the transferring counselor must document recent contact with the client, the client’s views on the transfer, the client’s intention to continue VR services, and the client’s new address, phone and contact information. The transferring counselor should also document counseling and guidance provided to the client related to the possibility that all current IPE services may not be available in the new community.
[bookmark: section_1_part-13_misc_admin_htm_3141]Use of Toll-free Numbers (in lieu of accepting collect calls)
With the availability of the Kansas Department for Children and Families (DCF) toll-free number, 1-888-369-4777 and the toll-free relay center number for persons with speech and hearing impairments, 1-800-766-3777, Rehabilitation Services (RS) will not accept collect calls from clients or applicants.   
Effective Date: April 10, 2006
Acceptance of Verbal/Electronic Signatures
Due to social distancing and provision of virtual services as a result of the COVID-19 pandemic, physical signatures may not be readily obtainable from clients/students in a timely manner for the provision of services. We have expanded this to allow verbal signatures at this time and will continue to review this allowance.  
Email signatures from clients/students will be allowed.  Detailed case narratives must accompany such signatures.  If a client/student is giving approval through an approval/agreement statement by email, the email must be clear and specific about what document is referenced.  If the original request for approval is specific, and then forwarded as part of the approval response, then it is considered part of the record and does not have to be repeated.

Signatures obtained by fax, photo, electronic keypad,  etc. are considered to be physical signatures and not subject to the requirements applicable to verbal or virtual/email signatures.
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