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Subj: TEA 24-Month Time-Limited Extensions and Case Closures

Summary of Changes

The purpose of this directive is to provide procedures and general guidance for providing an
extension or closing a TEA case subject to the 24-month time limit.

Based on the report sent to county offices each month identifying time-limited cases, counties
will schedule cases for staffings as appropriate (i.e., 6, 12, 18, & 22 months).

For two-parent cases, both adults will be staffed at the same time based on the count of the
adult who reaches the staffing timeframes first.

NOTE: Prior to scheduling the staffing, the Case Manager should ensure that the count shown
on the report and the TEA Payment Count (TEPC) screen is the correct count according to the
information contained in the case record. If the count is not correct, appropriate action to
correct it will be taken.

Upon completion of the 22nd month staffing, a determination as to whether the case should be
extended or closed will be made. Although consideration of an extension and in some cases, a
recommendation to extend may be made at the 18th month staffing, the final decision to
extend or close a time limited case will occur in the 22nd month.

The Case Manager will complete forms DCO-197, Case Management Staffing, and DCO-198,
Twenty-Two Month Time Limit Case Review Checklist, and use this information when making
the decision. Upon making the recommendation, the final approval to extend or close a time-
limited case will be made by the DCO County Administrator.



The client will be notified of the extension or case closure via form DCO-177, Notice of Time
Limit Determination within 10 days of the date of the decision.

Copies of the forms are attached.
I.  Granting an Extension

An extension may be granted if the individual circumstances identified during the
staffing fall into any one of the three reasons for extension outlined in TEA 4141.1.
Although the third reason regarding education and training is fairly straightforward, the
first two are broad and could encompass various situations.

The following guidance for all three reasons is provided.

1. The client has cooperated and participated in the required activities but was

unable to obtain employment because of circumstances beyond his or her

control.

Examples of situations which could fall under this reason include but are not
limited to:

e The unavailability of employment in the area.

e The client has interviewed for jobs but not been hired through no fault of
their own.

e The client has received ARS or other needed services such as substance
abuse treatment, etc., but still is not job ready.

e Although not deferred, supportive services were delayed or not provided as
required for the individual to satisfactorily participate in a required work
activity.

e Other similar situations that the county office determines fall under this
reason.

2. It has been determined appropriate to extend the time limit, particularly, but

not limited to, cases in which it is necessary to protect the child from risk of

abuse or neglect.

Examples of situations which could fall under this reason include but are not
limited to:

e The staffing team determines that the child is at risk of abuse and neglect,
and/or at risk of entering foster care.
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e ARS has determined the client has too severe an impairment for ARS Services
but SSA has denied the disability application.

e The family has suffered a disaster or other disruptive event such as an ill non-
household family member, death in the family, etc., during the 22 months
which may have affected participation.

e Regular contact as required of the Case Manager has not been provided, thus
adversely affecting the client’s satisfactory participation.

e C(lient is receiving ARS services through a sheltered workshop.

e Other similar situations that the county office determines fall into this
reason.

3. Individuals participating in education and training activities who have reached

the end of their twenty-four (24) month cumulative limit on financial assistance,

have complied with all TEA requirements and are within six (6) months of

completing their current education or training program.

ExampLE: Ms. Smith’s TEA cash assistance case is scheduled to be closed due to
the time limit in September 2000. During her 22nd month case staffing, it is
determined that she is currently attending college and that she is expected to
graduate in February 2001. Because Ms. Smith will be within six months of
completing her education once she reaches her 24th month, an extension to the
time limit should be granted.

Extensions to the time limit may be granted for a specified number of months from one month
up to a maximum of six months. The extension determination will be documented on form
DCO-198.

Upon final approval by the County Administrator to extend the time limit, Section | of form
DCO-177, Notice of Time Limit Determination, will be completed. The client will be advised of
the number of months the cash assistance is being extended and the time period it covers. If
necessary, the client will be provided with a date and time to come into the county office for an
employment plan update. During the employment plan update appointment, the Case Manager
will discuss with the recipient the required activities during the extension period. The Case
Manager will also continue monthly contact with the individual during the extension period.

A. Work Participation Status Codes - Extended Time Limited Cases

If an extension is granted, the individual’s work program status code will be
changed to one of the following mandatory codes after the 24th payment
has extracted but prior to extract of the 25th payment. If it is a 2-parent



household, the code will be changed on the adult who has received 24
payments. Please note that the code will not be changed following the 22nd
month staffing when the DCO-177 is sent to the client authorizing the
extension.

5A — Participated Satisfactorily, Unable to find job due to circumstances
beyond the client’s control

5B — Extension deemed appropriate based on individual case circumstances
5C — Education or Training related reasons

NOTE: These codes must be used so that the case is identified as an
extended time-limited case.

. Supportive Services

Supportive Services will be provided to a recipient whose case has been
extended so that he or she can participate in the required activities.

Extended Supportive Services

If an individual finds employment during the extension period and is income
ineligible or requests the case be closed, the Case Manager will close the
case using Action Reason 503 or 504 to authorize the ESS bonus and
transportation payments. ESS child care will also be authorized if needed.
(See Section Il, B for an explanation of the codes.)

. Work Participation Deferrals and Exemptions during Extended Period

An individual will be granted a deferral or exemption (i.e. child less than 3
months or 3-12 months and child care not available) during the extended
period if he or she meets a work participation deferral or exemption reason.
The months that the individual is deferred will not count toward the number
of extended months he or she was given. This means that when the person
comes out of deferral status, he or she may receive assistance for the
number of months remaining in the extension period.

ExAMPLE: A case was extended for six months (7/00 — 12/00). In September,
the client was deferred due to illness. The deferral ended in November.
Because the client had been in deferred status for three months, the
extension period will now end in March 2001.



The deferral and exempt codes for TEA cases during the extension period
are:

6A — Deferred, Transportation Services not available

6B — Deferred, Adult age 60 or over

6C — Deferred, Child Care not available

6D — Deferred, Medically Incapacitated

6P — Deferred, Woman in third trimester of pregnancy

6N — Deferred, Needed in home for care of seriously ill or incapacitated
family member

6R — Deferred, Adult referred to Rehabilitation Services for Disability
Assessment

6S — Deferred, Supportive Services not available

6E — Deferred, Extraordinary circumstances

6V — Deferred, Victim of Domestic Violence

6X — Deferred, Second parent required in home to care for severely disabled
child

6Y — Deferred, Medically incapacitated — second parent

6T — Deferred, Parent in two parent family deferred to care for children in
home which are not receiving Federally funded child care

6Z — Exempt, Parent with child less than 3 months old or 3-12 months old
without available child care

Non-compliance during Extension Period

If the individual does not comply with the required work activity, the worker
will contact him or her to discuss the reason for non-compliance. If it is
determined that the individual does not have good cause, the extension
period will end and the TEA cash assistance case will be closed due to the
time limit. A 10-day notice will be sent to the client by completing section Il
of form DCO-177, Notice of Time Limit Determination, checking the
appropriate reason advising the client of the closure and the explanation for
the closure. A follow-up notice, form DCO-178, Final Notice of Time Limit
Determination will be sent when closing the case on the ACES system as a
reminder that the case has been closed.

Granting Additional Extensions

A client may be given additional extensions provided a reason is met as
outlined above.



Prior to making the determination, a case staffing will be completed to
review the individual’s circumstances. If an extension is granted for more
than two months, the staffing should occur in the second month prior to the
last month of the extension. If an extension has been granted for one or two
months, the staffing will occur in the first month of the extension period.

It may be appropriate to grant an extension to a case in which the individual
found employment but the income did not close the TEA case. For example,
the individual may have found the employment near the end of the
extension period and may need supportive services for a period of time while
employed. This would be an appropriate reason to give an extension.

The client will be notified of the extension via form DCO-177.

Closing the TEA Cash Assistance Case at 24 Months or at the End of the Extension
Period.

If, upon completion of the case staffing, the decision is to close the TEA case, form DCO-
177, Notice of Time Limit Determination, will be completed advising the client that the
cash assistance will be closed at the end of the twenty-four months, or at the end of the
previously authorized extension period. Upon closure of the cash assistance case on the
ACES system, form DCO-178, Final Notice of Time Limit Determination, will be sent to
the client as a reminder that the case has been closed.

A. Cases with Earnings

If the case being closed has earnings, the Case Manager will authorize the
ESS Bonus and Transportation payments. ESS child care will also be provided
if needed. Action Reason 502 will be used.

B. 24-Month Closure Codes

The following codes based on the reason for closure will be used to close a
case due to the time limit.

502 - Employed, Reached 24-month Limit, No Extension Given (Send DCO-
177)

503 - Extended, Found Employment during Extended Period, Requested Case
Closure (System Generated Client Notice)

504 - Employed, became Ineligible during Extended Period (System
Generated Client Notice)



505 - Extended, Employed at End of Extension Period, No Additional
Extension Given (Send DCO-177)
222 - No Extension Given or Continued — Not Employed (Send DCO-177)

Action Reasons 502, 503, 504, and 505, will cause the ESS Employment Bonus
and Transportation Payments to be made.

C. Appeal Rights

The client has the right to appeal the decision to not extend and to close the
cash assistance case within 30 days of the date of the closure notice. If the
client appeals within 10 days of the date of the notice (DCO-177), benefits
will continue pending the hearing. The date of the notice will be the date the

County Administrator signs it. The client will be informed of the timeframe
for appeal on the notice by entering the date in the box in Section 1l (10 days
from the date the County Administrator signs the form.)

NOTE: The timeframes for an appeal are based on the date of the DCO-177
even if the effective date of the closure is more than 10 days from the date
of the notice.

ExampLE: Date of closure notice: 4/10/2000
30-day appeal must be made no later than 5/10/2000.
Appeal date for benefits to continue must be made by 4/10/2000.
Effective Date of Closure: 7/1/2000

Inquiries to:

Lorie Williams, TEA Unit, 682-8256, Lorie.Williams@arkansas.gov
Renee Green, TEA Unit, 682-8266, Renee.Green@arkansas.gov
Gerry Reed, TEA Unit, 682-8253, Gerry.Reed@arkansas.gov
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Subj: TEA Two-Parent Work Activity Participation Requirement

Summary of Changes

For federal fiscal year 1999, Arkansas failed to meet the two-parent work activity participation
rate. Applying our caseload reduction credit to the two-parent 90% rate reduced our target for
two-parent families to 61%. However, our actual reported two-parent rate for FFY 1999 was
10.5%.

An analysis of the two parent families that are currently receiving TEA assistance was
conducted as a part of the development of the corrective compliance plan for FFY 1999. The
analysis revealed that there was very little change from the information that was obtained for
the corrective compliance plan for FFY 1998.

When Arkansas failed to meet the two-parent work activity participation rate in FFY 1998, TEA
Policy Directive 99-15 was issued on November 20, 1999 to provide guidance on the work
activity participation requirements for two-parent families. However, there continues to be
some misinterpretations or misapplications of policy. Therefore for further clarification, we are
providing a review of that policy directive and providing clarification of additional issues.

Families That are Subject to the Two-Parent Participation Requirement
Only families that meet the "two-parent family" definition below are subject to the two-parent
participation requirement:

e Two natural or adoptive adult* parents are included as eligible unit members; and
e The two parents have at least one child in common included as an eligible member; and
e Neither parent meets the definition of disabled, which is:



0 A parent who receives SSI or SSA disability benefits; or
0 A parent who has been found to have a disability too severe to be accepted for
services by Arkansas Rehabilitative Services (ARS)

*If both parents are minors and one is a head of household minor parent, the family is subject
to the two-parent participation requirement.

Temporary Deferrals Due to Medical Incapacity

e Atemporarily deferred parent does not meet the definition of disabled.

e A parent who alleges a long-term disability and who has been referred to ARS for a
disability assessment and the results of the assessment are pending will be temporarily
deferred.

e A parent who has provided medical documentation verifying a short-term illness or
incapacity that prevents the parent from engaging in work activities will be temporarily
deferred.

NOTE: A two-parent family that includes a parent who is temporarily deferred due to medical
incapacity is still subject to the two-parent participation requirement.

The Number of Participation Hours Required

e 35 hours per week - Applies to families in which both parents are included in the TEA
cash assistance unit, have a child in common and neither parent meets the state's
definition of disabled.

e 55 hours per week - Applies only to those families that are subject to the two parent
participation requirement and are receiving federally funded child care. Federally
funded child care is child care that is paid for with TEA funds or by the Head Start
program.

e 30 hours per week - Applies to families in which one of the two parents in the home
meets the definition of a disabled parent. (Single parent requirement)

Most families subject to the two-parent participation requirement will be required to
participate for 35 hours per week. The hours may be shared between the two parents to meet
the required total number of hours per week.

Participation Hours and Temporarily Deferred Parents
e The participation requirement does not change when one of the parents is granted a
temporary deferral. The family must still meet the required number of participation
hours (35 or 55, whichever is applicable).



If the non-deferred parent is not participating 35 hours per week when the deferral is
granted, an employment plan update should be conducted and the hours of
participation for the non-deferred parent increased to 35 hours per week in order for
the family to meet the two-parent participation requirement.

ExamPpLE: Both parents in a two-parent unit that is subject to the two-parent participation

requirement are each participating 20 hours per week in work activities. Mom is pregnant and
is granted a deferral in the third trimester of her pregnancy. Since dad is only participating 20
hours per week when mom is deferred, an employment plan update must be completed for
dad and his hours increased to 35 hours per week in order for the family to continue to meet

their participation requirement.

NOTE: The non-deferred parent cannot be required to participate for more than 40 hours per

week.

Education and Training Activities

There has been much confusion expressed regarding two parents and education activities. The
following describes how each of the education and training activities apply to two-parent
families that are subject to the two-parent participation requirement.

e GED:

(0}
(0}

o

Included as a work activity? Yes.

Counts in participation rate calculation? Yes, IF one or both of the parents also
participate for a total of at least 30 hours per week in one or more of the following work
activities: Subsidized Employment, Work Experience, Community Service, OJT, Assisted
Job Search, and Vocational Education Training. If the family is subject to participate 55
hours, the parents must participate for a total of 50 hours in one or more of the
activities listed above.

Limit of 15 hours in an additional work activity? No.

e Vocational Education Training:

o
o

(0]

Included as a work activity? Yes.

Counts in participation rate calculation? Yes, for up to 12 months. This includes college
courses that meet the vocational educational criteria as listed in TEA 3252.2

Limit of 15 hours in an additional work activity? No.

e Other Post Secondary Education:

(0]

The Other Post Secondary Education work activity does not count for participation rate
calculation purposes for the two-parent family. It is, however, an allowable work
activity. Therefore, the adult in a two-parent family who chooses to engage in other
post secondary education and training should never be encouraged to drop out. These



parents have some options for meeting their participation requirement, such as the
non-student parent participating in a countable activity for the required number of
hours, or both parents participating in countable activities for a total of the required
number of hours. Also, the student parent who is in an internship or clinical placement
should be assigned and counted as participating in Work Experience.

0 All staff responsible for working with two parent families should review the information
provided in this directive and in PD 99-15. By reviewing and ensuring that the policy and
procedures are correctly applied, the two-parent participation rate is expected to
increase. Since the single parent participation rate is 30 hours per week it is not
unrealistic to expect two parent families to meet their participation requirement.

Inquiries to:

Lorie Williams, TEA Unit, 682-8256, Lorie.Williams@arkansas.gov
Renee Green, TEA Unit, 682-8266, Renee.Green@arkansas.gov
Gerry Reed, TEA Unit, 682-8253, Gerry.Reed@arkansas.gov
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Subj: Federal Work Participation Rate Calculation

Summary of Changes

As you are aware, TEA policy regarding work activities does not specifically address the federal
participation rate and how it is calculated. When the TEA program was implemented, this was a
deliberate approach taken to encourage Case Managers to develop Employment Plans which
targeted the specific needs of the individual client rather than "fitting" the client into an
activity, or series of activities, based solely on whether it would count for the rate calculation.
This approach has worked well in achieving positive outcomes for families as evidenced by our
High Performance Bonus award and the amount that our caseload has declined due to
employment related closures. At the same time, though, we must be cognizant of the work
participation rate since fiscal penalties are associated with failing to meet it which, if imposed,
could adversely affect our ability to continue to help families achieve positive outcomes. So that
we have some idea as to where we are in terms of the federal participation rate, counties have
been required to report more specific information each month regarding the activities in which
clients are engaged and to report whether the activity meets the federal participation rate
requirements. Since TEA policy does not specifically outline those requirements, the purpose of
this directive is to provide that information so counties can report accurately.

Activities which are Countable for the Federal Rate Calculation
The following TEA work activities are countable, either in whole or in part, for purposes of
meeting the federal participation rate:

e Unsubsidized employment
e Subsidized private or public-sector employment



e Micro-enterprise (self-employment)
e On-the-job training (OJT)

e Job search and job readiness activities *
e Work experience

e Community service

e Basic education (includes secondary school, GED courses, ESL, etc.) *

e Vocational educational training *

e Job skills training directly related to employment *

* Indicates there are limitations on counting participation in this activity.

How the Hours are Counted in Each Countable Activity
The chart below shows how hours in each of the above activities are counted for purposes of

the federal rate calculation.

Work Activity

(TEA Policy Section)

Hours Counted in Full?

Hours Counted with
Limits?

Counted for How Long

Unsubsidized employment Yes No As long as employed

(3221-3221.1)

Subsidized (private or Yes No As long as employed

public) Employment

(3222)

Micro-enterprise (3223) Yes. No. As long as employed

On-the-Job Training Yes. No. As long as employed in an

(3224) OIT job

Job Search/Job Yes. No. No more than 4

Readiness/Job Club (3230- consecutive weeks and no

3232) more than 6 weeks total
in a federal fiscal year.

Work Experience (3240) Yes No. As long as engaged in
work experience

Community Service (3245) Yes. No As long as performing

community service

Basic Education (3251-
3251.1))

Yes, if under age 20. If age
20 or over, after limits
have been met. See Note
below chart.

No, if under age 20. Single
parent must have at least
20 hours/week in one or
more of the above
activities before these
hours can count. Two-
parent family must have
at least 30 hours (or 50 if
55 hours applies) in above
activities.

As long as attending
courses.

Vocational Education
(3252-3252.2)

Yes. See Note below
Chart.

No.

No more than 12
cumulative months per
individual




Work Activity Hours Counted with

i ?
(TEA Policy Section) Hours Counted in Full? Limits? Counted for How Long
Job Skills Training (3254) After limits have been Single parent must have at | As long as in job skills
met. least 20 hours/week in training

one or more of the above
activities (excluding basic
education) before these
hours can count. Two-
parent family must have
at least 30 hours (or 50 if
55 hours applies) in above
activities. (excluding basic
education)

Note: No more than 30% of all persons engaged in work activities in a month can be counted as
participating in the vocational education and basic education activities.

If the number of hours engaged in an activity fluctuates from week to week, a weekly average
for the month will be used to determine if the person (or persons if a 2-parent family) met the
FPR for that month. Example: Ms. Jones (a single parent) worked the following number of hours
in the report month:

1st week — 32 2nd week — 32 3rd week — 28 4th week — 30

Since she didn’t meet the minimum 30 hours in each week, the weeks can be averaged to
determine if she met FPR for the month. The weekly average is 30.5 hours so she does meet
FPR for the month.

Hours from more than one activity can be used to meet FPR. Therefore, hours from each
activity in which the client is engaged should be considered against the table to determine if the
client meets FPR for the month. For example, a client may have 20 hours of part-time work per
week and 10 hours of work experience. When those hours are combined, the client meets FPR
for the month with a total of 30 hours in allowable activities.

Activities which Cannot be Counted for the Federal Rate Calculation

Other Post Secondary Education (TEA 3253) is the only TEA work activity that cannot be
counted at all for the federal rate calculation. However, the activity is allowable as an
individual’s work activity. As outlined in TEA 3250 and 3253, individuals for whom this activity is
determined to be appropriate will be encouraged and allowed to engage in it. However, it is
recognized that such individuals will not meet the federal participation rate requirements even
with fifteen hours of other work activities.




Conclusion

The intent of this directive is to serve as a reference guide when completing the TEA monthly
report so that counties can accurately report the number of clients who met the Federal
Participation Rate calculation for the month. As stated earlier, it is not intended to change the
individualized manner in which we work with TEA clients. However, more accurate data relative
to where we are in terms of the FPR will provide us with information needed to make decisions
regarding redesigns or enhancements to the program. Therefore, counties are encouraged to
use and refer to this directive each month as the monthly reports are completed so that we are
ensured of accurate data.

Inquiries to:

Lorie Williams, TEA Unit, 682-8256, Lorie.Williams@arkansas.gov
Linda Greer, TEA Unit, 682-8257, Linda.Greer@arkansas.gov
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Policy Directive Issuance Number: TEA 02-03
Transitional Employment Assistance Manual Issuance Date: 06-24-2002
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: Hardship Extensions to Federal 60 Month Limit

Background

The purpose of this directive is to provide procedures and general guidance for providing a hardship
extension to the Federal 60-month time limit. Procedures for current cases that have received 58 or
more months are provided in Section X of this directive.

Federal law allows a State to extend 20% of the state’s average monthly caseload beyond 60 months
due to a hardship reason. These cases include those who were extended past the twenty-four month
limit and those who have been deferred from the state time limit and therefore not reached the 24-
month state limit. Because we can only extend a certain percentage of the caseload, the hardship
extensions are much stricter than those allowed for the 24-month limit. We will also be working with
our much harder to serve clients during this period and therefore Case Managers must be sure to
provide intensive case management services. .

Please note that there are no exemptions to the 60-month time limit. The decision to grant a hardship
extension beyond the 60-month time limit will be made using the following policy and procedures.

. Reasons for Granting a Hardship Extension to the Federal 60 Month Time Limit
When a family’s federal count has reached 60 months, a hardship extension may be granted in the
following situations:

e The adult has a physical or mental impairment that ARS states is too severe for
Rehabilitation services and the individual has been denied SSA/SSI disability through an
appeal.

e The adult is receiving ARS services by participating in a sheltered workshop and ARS has
stated that this is the extent of activities the individual can do.



e The adult is receiving treatment through the severe barriers project and the severe barriers
assessment team is providing case management services. (Upon implementation in the
county)

e The adult has been, and continues to be, unable to participate in work activities due directly
to the effects of domestic violence.

e The adult was unable to participate in work activities due to circumstances beyond his or
her control. (See examples below)

ExAmPLE 1: Client was deferred for many months due to having surgery and complications following the
surgery.

ExAmMPLE 2: Client was deferred to care for a chronically or terminally ill child or other family member
and no adequate resources are available to assist the client with the day to day care of the individual.

NOTE: Because Arkansas’ TANF program did not begin until July, 1997 the months an adult who received
TANF in another state prior to July 1997 will not count toward the 60-month limit, provided the family
has not reached the 60-month limit prior to moving to Arkansas.

EXAMPLE: Ms. Jones moved from California in June 2001. She was approved for TEA in Arkansas in
October 2001. While in California, she received TANF from October 1996 until March 1998. She did not
reach the 60-month limit prior to moving to Arkansas. When determining if she has reached the federal
limit, the months beginning October 1996 through June 1997 will not count. The first month that will
count will be July 1997.

Please note that the months will be added to the TEPC screen for federal reporting purposes.

1. General Staffing Information

As with cases that are reaching the State 24-month time limit, an extensive staffing that focuses on
progress and activities that will best achieve employment by the time the individual reaches the time
limit will be conducted on cases nearing the 60-month time limit. Other individuals or agencies that have
been involved with the client, such as ARS staff or severe barriers assessment team, will be invited to
the staffings. If these individuals are unable to attend the case staffing, the TEA Case Manager will
obtain information regarding their involvement and the client’s activities and progress by phone, email,
etc. During the staffing, all information to be used to determine if a hardship extension is appropriate
will be collected.

Cases that are in deferred status and not counted in the state count should be staffed at six month
intervals based on the federal count, as they are subject to the federal time limit. Therefore, these cases
should be staffed every six months in the same manner as the cases that are subject to the state count.

A. Case Staffings at 42, 48, and 54 Months

The report provided to the county each month listing cases and the number of months a client
has received TEA will be used to identify the cases that have reached 42, 48, 54 and 58 months
on the federal count. The county will use the information on the report to schedule case



staffings. Prior to scheduling a staffing, the Case Manager should ensure that the count on the
report and on the TEPC screen is the correct count according to the information that is
contained in the case record. If the count is not correct, the county will follow the current
procedures for requesting a TEPC count correction.

Cases that reach the 42nd month due to being in deferred status will have subsequent staffings
at 48, 54 and 58 months unless the circumstances change. If the circumstances are expected to
change earlier, the staffing schedule can be adjusted accordingly. These case staffings will be
completed in the same manner as the 6, 12, 18 month staffing until the case reaches the 58th
month. The decision to extend beyond the 60 month time limit will be made following the 58th
month case staffing. For the 42, 48, 54 month case staffing, the Case Manager will complete
form DCO-196, TEA Pre-Staffing Summary Report, prior to the staffing and forms DC0O-197, Case
Management Staffing. Even though no extension decision will be made during these staffings,
form DCO-198, Time Limit Case Review Checklist, will be completed for documentation.

Cases that reach the 42nd month due to being extended beyond the 24-month time limit will
also have subsequent staffings at 48, 54, and 58 months. The Case Manager will complete form
DCO-196, TEA Pre-Staffing Summary Report prior to the staffing and forms DCO-197, Case
Management Staffing and DCO-198, Time Limit Case Review Checklist during the staffings. The
information obtained during the staffing and documented on these forms will be used when
determining whether or not to grant another extension. Decisions to grant extensions to the
cases following the 42, 48, and 54th month staffings will be based on extension reasons listed in
TEA 4141-4143.

B. Case Staffing at 58 Months

A case staffing will be completed during the 58th month of cash assistance to determine if a
hardship extension to the 60-month time limit will be given. The Case Manager will complete
forms DCO-196, TEA Pre-Staffing Summary, DCO-197, Case Management Staffing and DCO-175,
58th Month Time Limit Review Checklist, during the staffing.

C. Making the Hardship Extension Decision

Following the 58th month case staffing, the initial decision of whether or not to grant a hardship
extension to the 60 month time limit and the length of the extension will be made by a local
area panel consisting of the Area Director or Designee, County Administrator, ES Supervisor/TEA
Supervisor and TEA Case Manager. The decision to extend or close the case will be made in
accordance with the hardship extension reasons in this directive.

1. Local Area Panel Decision to Extend Beyond the 60 Month Time Limit
If the area panel’s decision is to extend the 60-month time limit, the decision will be sent for
review and approval to the state level review panel in DCO/OPPD.

The County Administrator will send the local area panel’s request for approval of the
extension and the recommended length of the extension period via form DCO-176, Request
for Approval of 60 Month Time Limit Extension, to the Office of Program



Planning and Development, Attention: TEA Policy Unit Manager, Slot S333. A copy of form
DCO-175, 60-Month Time Limit Review Checklist, must be sent with the DCO-176. The
request for the state level approval must be sent within five (5) working days of the local
panel’s decision.

2. State Level Panel Review and Approval

The state level review panel consists of the Assistant Director, Field Operations, the
Assistant Director, Office of Program Planning and Development, the Employment/Income
Support Manager and the TEA Policy Unit Manager. Upon receipt of the request, the panel
will provide a decision via form DCO-176, Request for Approval of 60-Month Time Limit
Extension within 5 working days from the date of receipt. Upon receipt of the state level
panel’s decision, the county will notify the client of the decision via form DCO-177, Notice of
Time Limit Determination.

3. Local Area Panel’s Decision to Close the Case

If the local area panel determines to not extend beyond the 60-month time limit, the
decision will not be sent for a state level review. The county will notify the client of the
decision via form DCO-177, Notice of Time Limit Determination and take the appropriate
action. DCO-178, Final Notice of Time Limit Determination, will be sent when the case is
closed.

. Supportive Services

Supportive services will be provided to a recipient whose case has been extended so that he
or she can participate in the required activities. For example, a client who is participating in
an ARS sheltered workshop may receive transportation assistance, if needed.

Extended Supportive Services (ESS) will be available to an individual who has earnings and
whose case is closed due to reaching the 60 month federal limit. This includes ESS
employment bonus (if one has not been received in the past 12 months) ESS transportation
assistance payment, case management services, job retention assistance and ESS Child Care
assistance if needed.

Extended Support Services (ESS) will be provided if an individual finds employment during
the extension period and the case is closed.

Iv. Work Participation Status (WPST) Codes for Extensions Beyond the 60-Month Time Limit
The following WPST codes will be used for the adult when the time limit is extended beyond the 60

month limit.

9B - Unable to participate in work activities due to circumstances beyond his control

9D - Physical or mental impairment too severe for ARS services, denied SSA/SSI through appeal

9H - Extended because of Fair Hearing

9S - Receiving treatment through severe barriers program



9V - Victim of domestic violence
9W - Participating in ARS sheltered workshop

V. Closure and Denial Codes
The following Action Reason codes will be used when closing a case due to reaching the 60 month
federal time limit.

A. 60-Month Closure Codes
220 — Reached 60 months, no extension given or continued, not employed (Send DCO-177)

510 - Employed, reached 60 month limit, no extension (Send DCO-177)

511 — Extended, found employment during extension, requested case closure (System
Generated Client Notice)

512 — Employed, became ineligible during extended period (System Generated Client Notice)
513 — Extended, employed at end of extension, no additional extension given (Send DCO-177)

B. Denying an Application
The following Denial Reason will be used to deny an application when the applicant has received
60 or more months of TANF cash assistance.

097 — Adult member has received Federal benefit limit of 60 months

VL. Changes Occurring During the Extension Period

Monthly contact, via phone contact, office or home visit will be maintained with the client during the
extension period to determine if services are needed and are being provided. If the circumstances for
which the extension was granted change, a determination will be made as to what action will be taken
on the case. If the adult is now able to participate in a work activity as a result of the change, the county
may decide to leave the case open, provided the family is otherwise eligible, for a period of time which
will be determined on a case by case basis to allow the family time to transition off TEA cash assistance.
An Employment Plan will be developed.

VIL. Eligibility Redetermination during the Extension Period
Eligibility will be redetermined every 12 months on cases that are extended beyond the 60 month
federal time limit.

VIIl.  Granting Additional Extensions

A client may be granted additional hardship extensions provided a reason is met as outlined above in
Section I. Prior to making the determination, a case staffing will be completed to review the individual’s
circumstances. If a hardship extension is granted for more than two months, the staffing should occur in
the second month prior to the last month of the extension. If the area panel decides to recommend an
additional hardship extension, the area panel will request approval for the extension following the
procedures outlined in Section C steps 1 — 2 above.



If the local area panel’s decision is to close the case at the end of the additional extension period, the
decision will not be sent for a state level review. The county will notify the client of the decision via form
DCO-177 and take the appropriate action. Form DCO-178 will be sent when the case is closed.

IX. Appeal Rights

The client has the right to appeal the decision to not extend and to close the cash assistance case within
30 days of the date of the closure notice. If the client appeals within 10 days of the date of the notice
(DCO-177), benefits will continue pending the hearing. The date of the notice will be the date the
County Administrator signs it. The client will be informed of the timeframe for appeal on the notice by
entering the date in the box in Section Il (10 days from the date the County Administrator signs it).

The timeframes for an appeal are based on the date of the DCO-177 even if the effective date of the
closure is more than 10 days from the date of the notice.

Example: Date of closure notice: April 10, 2002
30-day appeal must be made no later than May 10, 2002
Appeal date for benefits to continue must be made by April 20, 2002
Effective Date of Closure: July 1, 2002

X. Current Cases Which are at 58 or More Months on the Federal Count

Cases that are at 58 or more months on the Federal count in May will be staffed in July 2002. The
staffing will be completed following the procedures for a 58th month staffing as outlined in Section Il (B
& C) of this directive. Upon completion of the staffing, if the decision is to close the TEA case, an
automatic three-month extension will be given. The last month of eligibility will be September 2002. If
an extension to the 60-month limit is authorized, the first month of the extension period will be October
2002.

Inquiries to:

Lorie Williams, TEA Unit, 682-8256, Lorie.Williams@arkansas.gov
Gerry Reed, TEA Unit, 682-8253, Gerry.Reed@arkansas.gov
Paula Gentry, TEA Unit, 682-8182, paula.gentry@arkansas.gov
Renee Green, TEA Unit, 683-1356, renee.green@arkansas.gov
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MANUAL TRANSMITTAL

Arkansas Department of Human Services
Division of County Operations

Policy Directive Issuance Number: TEA 02-07
Transitional Employment Assistance Manual Issuance Date: 11-22-2007
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: Definition-Disabled Parent/Two Parent Family

Summary of Changes

As you know, we are continuing to work on our goal of increasing and meeting the two-parent
participation rate requirement. On-going activities include training on two-parent participation,
monitoring of two-parent cases, developing supportive programs targeting two parent families and
increasing work opportunities and supports for two parent families. These actions continue to be a
support in increasing the rate. As we continue to identify ways of meeting this goal, we have reviewed
our current definition of a disabled parent in a two-parent family and determined that a revision should
be made.

Effective immediately upon receipt of this directive, a disabled parent for purposes of the two-parent
participation rate means:

e aparent with a long term disability as determined by ARS; or

e aparent with an alleged long-term disability who has been referred to ARS and the results are
pending; or

e a parent with a short-term medical incapacity.

Any two-parent family in which one parent meets the above definition will be subject to the single
parent participation requirements. The participating adult will, however, be encouraged to participate
as many hours as possible (up to forty) over the minimum so that once the deferral period has ended,
the two parent participation requirement can be met with less difficulty.

All two-parent cases should be reviewed to determine the appropriate work activity requirement based
on this change.

This directive supersedes any previously issued clarification regarding the definition of a disabled parent
for work participation requirements.



Inquiries to:

Lorie Williams, TEA Unit, 682-8256, Lorie.Williams@arkansas.gov
Gerry Reed, TEA Unit, 682-8253, Gerry.Reed@arkansas.gov
Renee Green, TEA Unit, 683-1356, renee.green@arkansas.gov
Paula Gentry, TEA Unit, 682-8182, paula.gentry@arkansas.gov
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Arkansas Department of Human Services
Division of County Operations

Policy Directive Issuance Number: TEA 03-06
Transitional Employment Assistance Manual Issuance Date: 12-31-2003
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: Income and Resource Disregards for Certain Veteran's Benefits.

Summary of Changes

Federal law, PL 106-419, effective December 2001, authorized veterans benefit payments for natural
children of women Vietnam veterans who were born with one of the birth defects covered under the
law. However, federal law also prohibits these payments from being considered for the purpose of
determining eligibility for public assistance. Therefore, they are disregarded as resources under TEA
2272, # 10 and as income under TEA 2331, # 14.

In addition, veterans benefits paid to the biological child of any Vietnam veteran for a disability
resulting from spina bifida are disregarded as income and resources when determining TEA eligibility
under the same policy sections.

Any time the county has a question as to whether a Veterans Administration benefit may be
disregarded as one of these payments, the pertinent documents regarding the payment should be sent
to the Office of Program Planning and Development, Slot S333, for a determination.

Inquiries to:

Lorie Williams, TEA Unit, 682-8256, Lorie.Williams@arkansas.gov
Gerry Reed, TEA Unit, 682-8253, Gerry.Reed@arkansas.gov
Paula Gentry, TEA Unit, 682-8182, paula.gentry@arkansas.gov
Renee Green, TEA Unit, 683-1356, renee.green@arkansas.gov
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Arkansas Department of Human Services
Division of County Operations

Policy Directive Issuance Number: TEA 04-04
Transitional Employment Assistance Manual Issuance Date: 07-27-2004
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: Delta Transportation Provider Billing

Summary of Changes

The purpose of this directive is to specify the procedures for processing Delta Transportation Project
provider payments for counties participating in the Delta Transportation Project. These counties are:
Crittenden, Cross, Faulkner, Lonoke, Mississippi | & Il, Prairie, Saline, Drew, St. Francis, Ashley, Bradley,
Phillips, Lee, Monroe, Jefferson, Desha, Lincoln, Cleveland, Arkansas | & Il, and Chicot, Poinsett, Grant,
Woodruff, and Pulaski outside of Little Rock area.

In order to facilitate the processing of Delta Transportation Project provider payments, the Office of
Administrative Services (OAS) Program Support will accept the attached original provider invoice in lieu
of form DHS-187, Billing and Routing, for providers participating in the project. The county may begin
submitting the attached invoice effective immediately.

Please note that these procedures apply only to counties providing transportation services through the
Delta Transportation Project.

If you have any questions, please contact your Program Support Specialist.

Inquiries to:

Gerry Reed, TEA Unit, 682-8253, Gerry.Reed@arkansas.gov
Renee Green, TEA Unit, 683-1356, renee.green@arkansas.gov
Paula Gentry, TEA Unit, 682-8182, paula.gentry@arkansas.gov
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Arkansas Department of Human Services
Division of County Operations

Policy Directive Issuance Number: MS 04-11
FSC 04-18
TEA 04-05

Medical Services Policy Manual
Food Stamp Certification

Transitional Employment Assistance Manual Issuance Date: 10-15-2004
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: Accepting Faxed Applications

Summary of Changes

Faxed applications or Requests for Assistance (DCO-215) will be accepted as valid applications in the
Food Stamp, Medicaid and TEA Programs.

When a faxed application is received, the application date will be the date the fax is received.
Caseworkers should request that the client provide the original application form. However, no
application will be denied or delayed for approval due to non-receipt of the original form.

The faxed application must contain the applicant’s name, address and signature of the applicant,
authorized representative or a responsible household member. If the faxed application is not signed, it
will be returned for signature. The date of application will be the date the signed application is received.

If any information, including the signature, on the faxed application is not legible, the caseworker will
follow up with the applicant to secure a legible form, either through fax or mail. The date the original
illegible fax was received will be the date of application.

Applications received in the wrong office will be faxed by the receiving office to the correct location the
day of receipt. The original date of receipt will be preserved as the date of application.

Inquiries to:

Jack Tiner, 501-682-8259, Jack.Tiner@arkansas.gov
Betty Helmbeck, 501-682-8284, betty.helmbeck@arkansas.gov
Gerry Reed, TEA Unit, 682-8253, Gerry.Reed@arkansas.gov
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Arkansas Department of Human Services

Division of County Operations

Policy Directive Issuance Number: TEA 05-05
Transitional Employment Assistance Manual Issuance Date: 07-15-2005
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: TEA Two-Parent Corrective Compliance Plan

Summary of Changes

As you are aware, for federal fiscal year 2003, Arkansas failed to meet the two-parent work activity
participation rate. Applying our caseload reduction credit to the two-parent 90% rate reduced our
target for two parent families to 43.3%. However, our actual reported two-parent rate for FFY 2003 was
31.8%.

The federal Administration for Children and Families (ACF) has accepted Arkansas’ Corrective
Compliance Plan (CCP) to address this failure to meet the target. Therefore, the fiscal penalty has been
delayed to allow the state to raise the rate to an acceptable level.

Listed below are the corrective actions included in the CCP that each county should be doing to increase
the two-parent participation rate.

Designated Staff

Each County Office will continue to have designated staff work with all two-parent families in the
county. Emphasis will be placed on giving priority to two-parent cases in the designated staff’s caseload
so that assessments are completed and Employment Plans developed as soon as possible following
application approval. The designated staff will have weekly contact with the two-parent families and
will make bi-weekly home visits.

Review Process for Ongoing Monitoring of All Two-Parent Cases

To ensure that TEA field staff is correctly identifying cases that meet the definition of a two-parent
family and that appropriate actions are taken on the cases, the review and monitoring process of all
two-parent cases will be continued. This review and monitoring process will continue to identify needed
training to field staff in relation to two-parent participation. In addition, a designated person in each of



the six state catchment areas will monitor the two-parent cases through ANSWER. A monthly report
from each county will be submitted to the Area Director.

Quality Assurance staff will continue to perform supplementary reviews of two-parent cases for
management purposes only.

Increase Work Opportunities and Supports for Two-Parent Families

This includes the continued development of On-the-Job Training (OJT) placements, work experience
training sites, and Subsidized Employment sites in the towns or local areas in which two-parent families
live. Each area will be responsible for placing 20% of their two-parent cases in On-the-Job Training and
Subsidized Employment worksites. In addition, focus will be placed on referring two-parent cases to the
local Workforce Center. Supportive service needs such as transportation and other work-related needs
for both parents will be provided.

Continuation of Severe Barriers Project
Refer all two-parent adults who are not satisfactorily participating to the Severe Barriers Project for
screening, assessment, and case management if a severe barrier(s) is determined to exist.

Conclusion

It is important that each county ensures that these corrective actions have been implemented. As a
result of prior corrective actions, our two-parent participation rate has continuously increased. With
continued commitment to these corrective actions, we will see continued improvement.

Inquiries to:

Paula Gentry, TEA Unit, 682-8182, paula.gentry@arkansas.gov
Renee Green, TEA Unit, 683-1356, renee.green@arkansas.gov
Donna Roshell, TEA Unit, 683-5115, donna.roshell@arkansas.gov
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Arkansas Department of Human Services
Division of County Operations

Policy Directive Issuance Number: TEA 05-06
Transitional Employment Assistance Manual Issuance Date: 10-19-2005
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: New Work Activity Supportive Services State Medical (ST)

Summary of Changes

Several counties have expressed a concern regarding the inability of a client to obtain employment due
to certain medical conditions in which the expense cannot be covered using TANF funds. For example,
some clients need extensive dental work which we have not been able to provide as a supportive service
due to the prohibition on using TANF funds for medical services. Because counties have expressed this
as a real need to help those clients become employed, limited state funds have been designated for this
purpose. To ensure that only state funds are used, a specific WISE code has been added.

Effective immediately, state funds may be used to pay for dental services such as fillings, extractions,
and root canals. State funds may also be used to pay for eye exams and to obtain corrective lenses or
contacts. The case manager must determine that the service is needed in order for the client to engage
in employment.

The code ST (State Medical) will be used to authorize these services.

Please note that eye glasses, dentures and employee required exams such as drug testing and physicals
are currently paid through WISE using the code MS (Medical Services). Case Managers will continue
using this code for these services.

Inquiries to:

Paula Gentry, TEA Unit, 682-8182, paula.gentry@arkansas.gov
Renee Green, TEA Unit, 683-1356, renee.green@arkansas.gov
Donna Roshell, TEA Unit, 683-5115, donna.roshell@arkansas.gov
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Arkansas Department of Human Services
Division of County Operations

Policy Directive Issuance Number: TEA 07-01
Transitional Employment Assistance Manual Issuance Date: 07-01-2007

From: Cindy Varner,
Assistant Director for Employment Assistance Expiration Date: Until Supe

Subj: Allowable Work Activities and Definitions

Summary of Changes

This policy directive addresses work activity and program changes outlined in the interim final rule dated
June 29, 2006. These changes were implemented effective October 1, 2006.

A Work-Eligible Individual is one of two types of adults.

1.  Anadult (or minor child head-of-household) receiving assistance under TANF or a separate
State program, unless excluded.
2. A non-recipient parent living with a child receiving assistance, unless the parent is a member of
one of following three excluded groups:
a) A minor parent who is not a head-of-household (or a spouse of head-of-household);
b) Analien who is ineligible to receive assistance due to his or her immigration status;
c) DWS option on a case-by case basis, a recipient of Supplemental Security Income (SSI)
benefits.

TEA clients will be engaged in one or more of the following work activities effective immediately.

Allowable Work Activities:
e Unsubsidized Employment
e Subsidized Employment (Private)
e Subsidized Employment (Public)
e  Micro-Enterprise (Self Employment)
e On-the-Job Training
e  Group Job Search (Job Club and Assisted Job Search)



e Community Service

e  Work Experience Training

e Education

e Vocational Education Training

e Job Skills Training

e Satisfactory Attendance at Secondary School or in a course of study leading to a certificate of
general equivalence

e Providing Childcare Services To An Individual Who Is Participating In A Community Service
Program

Note: All work activities must be supervised on an on-going daily basis.

Work Activity Definitions:

Unsubsidized Employment is full-time or part-time employment in the public or private sector that is
not subsidized by TANF or any other public program.

Subsidized Employment is employment for which the employer receives a subsidy from TANF or other
public funds to offset some or all of the wages and costs of employing a recipient. The person may be
hired by a private or public sector employer.

Micro-Enterprise activity is designed to allow individuals to engage in self-employment enterprises. It
may include individuals who are already self-employed, those wanting to expand a self-employment
enterprise, and those expressing an interest in developing and starting a Micro-Enterprise business.

On-the-Job Training (OJT) means training in the public or private sector that is given to a paid employee
while he or she is engaged in productive work and that provides knowledge and skills essential to the full
and adequate performance of the job.

Job Search and Job Readiness Assistance means the act of seeking or obtaining employment,
preparation to seek or obtain employment, including life skills training, and substance abuse treatment,
mental health treatment, or rehabilitation activities for those who are otherwise employable.

Community Service is a structured program in which TANF recipients perform work for the direct
benefit of the community under the auspices of public or non-profit organizations.

Work Experience (including work associated with the refurbishing of publicly assisted housing) if
sufficient private sector employment is not available means a work activity, performed in return for
welfare, that provides an individual with an opportunity to acquire the general skills, training,
knowledge, and work habits necessary to obtain employment.

Education directly related to employment, in the case of a recipient who has not received a high school
diploma or a certificate of high school equivalency means education related to a specific occupation,
job, or job offer.



Vocational Educational Training (not to exceed 12 months with respect to any individual) means
organized educational programs that are directly related to the preparation of individuals for
employment in current or emerging occupations requiring training other than a baccalaureate or
advanced degree.

Job Skills Training (directly related to employment) means training and education for job skills required
by an employer to provide an individual with the ability to obtain employment or to advance or adapt to
the changing demands of the workplace.

Satisfactory attendance at secondary school or in a course of study leading to a certificate of general
equivalence, in the case of a recipient who has not completed secondary school or received such a
certificate means regular attendance, in accordance with the requirements of the secondary school or
course of study at a secondary school, or in a course of study leading to a certificate of general
equivalence, in the case of a recipient who has not completed secondary school or received such a
certificate.

Providing child care services to an individual who is participating in a community service program
means providing child care to enable another TANF recipient to participate in a community service
program.

This directive supersedes any previously issued clarification or policy regarding allowable work activities
and their definitions.

Inquiries to:

Derwin Taylor, TEA Unit, 683-1353, derwin.taylor@arkansas.gov
Donna Roshell, TEA Unit, 683-5115, donna.roshell@arkansas.gov
Renee Green, TEA Unit, 683-1356, renee.green@arkansas.gov
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Arkansas Department of Human Services
Division of County Operations

Policy Directive Issuance Number: TEA 08-01
Transitional Employment Assistance Manual Issuance Date: 01-03-2008
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: Work Pays Reevaluations

Work Pays Reevaluations will be completed by the Work Pays Central Processing Unit (CPU) every 6
months.

Reevaluation Process
The CPU will use the information reported in ANSWER from the most recent of the following:

e Food Stamp Semi-Annual Report (SR)

e Food Stamp Recertification

e Medicaid Reevaluation provided it was completed after the last Work Pays eligibility
determination.

For cases in which the Work Pays recipient is not a Food Stamp semi- annual reporter or Medicaid
recipient, the reevaluation will be completed using form DCO-190, TEA/Work Pays reevaluation. This
form will be sent to the recipient to complete and return to the CPU. Upon completion of the
reevaluation, the task should be cleared in ANSWER.

Determining Continued Eligibility
The CPU Worker will use the following criteria to determine continued eligibility. (Refer to TEA-10106)

e There must be an eligible child in the home
e The client’s gross earned income plus other countable income must be below the 150% Federal
Poverty Level for the family size.

If the income and/or household members reported on the SR, recertification or Medicaid reevaluation is
different from the information reported to the Work Pays.



Case Manager, the CPU will use the most recent information to determine continued eligibility.

Case Closure

When processing a reevaluation for Work Pays, if the information reported causes ineligibility, a 10-day
notice will be sent prior to closing the Work Pays case. (Refer to TEA-10107).

Inquiries to:

Paula Gentry, TEA Unit, 682-8182, paula.gentry@arkansas.gov
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Arkansas Department of Human Services
Division of County Operations

Policy Directive Issuance Number: TEA 08-03

Transitional Emplovment Assistance Manual Issuance Date: 10-07-2008

From: Cindy Varner,
Assistant Director for Employment Assistance Expiration Date: Until Supe

Subj: Amended Arkansas Work Verification Plan 2008

Summary of Changes

Effective October 1, 2008, changes were approved for the Arkansas Amended Work Verification Plan,
this directive replaces the Arkansas Work Verification Plan dated September 2007.

The Following is a summary of changes and revisions to the Arkansas Work Verification Plan.The
changes are effective October 1, 2008, however educational participation will not be retroactive.
Anyone enrolled in vocational education, job skills related to employment, education related to
employment and secondary school prior to the October 1, 2008 date will not change unless there has
been a new Employment Plan completed for the client.

Arkansas Work Verification Plan
List of Revisions and Changes
1. Cover Page — September 2007 replaced with September 2008

Table of Content page numbers changed.

2. Introduction and Purpose of Plan consists of cosmetic changes including the removal of the
word “interim” and new dates.

Arkansas certifies that the Arkansas Work Verification Plan dated September 24, 2008 includes
all information required by the regulations at 45 CFR 261.62 (b) and accurately reflects the
provisions under which Arkansas will be operating effective October 1, 2008. (Added)

3. Pages 6 & 7 — All previous entries of 4.33 have been replaced with 4.334.

4. Page 9 — All previous entries of 4.33 have been replaced with 4.334.



10.

11.

Work Experience Training Definition — The word “training” is removed throughout this passage.

Work Experience Definition — Paragraph Two — The following sentence has been added at the
end of this paragraph: If a participant were involved in substance abuse, mental health, or
rehabilitation services which include work experience activities for a portion of the treatment,
then these activities would qualify for work experience participation.

Page 10 — Paragraph 1, Sentence 3 — The word “Trainer” has been replaced with the word
“Supervisor”.

Work Experience Training Definition — The word “training” is removed throughout this passage.
Page 12 — Paragraph 8, Sentence 4 — Previous entry of 4.33 has been replaced with 4.334.

Page 13 — Paragraph 2 Sentence 2 — Revised to read: Such treatment or therapy must be
determined to be necessary and documented by a qualified medical or mental health
professional or treatment provider.

Paragraph 5 — Job Search and Job Readiness activities are limited to no more than four
consecutive weeks. (Deleted)

Page 15 — Final Paragraph — Revised to read: Arkansas will use the following criteria to
determine and to establish the necessity of treatment or therapy.

Page 15 — The Screening Process Section, Paragraph 2 - Sentence 3 is revised: The client will be
asked to sign a TEA Employment Barrier Screening Consent Statement.

Pages 15 & 16 — The entire section “Describe how the State ensures that no more than six total
weeks...” has been revised to read:

Arkansas will ensure that no more than six total weeks and four consecutive weeks dependent
upon work eligible individual’s category during the preceding 12-month period of job search
and job readiness assistance are reported. For purposes of the six week limit, a week equals
twenty hours for a work eligible individual who is a single custodial parent with a child under
the age of six and thirty hours for all other work eligible individuals. For the purposes of
counting the four consecutive weeks, a week means seven consecutive days. Arkansas will
utilize a manual process whereby case managers will track weeks in which verified hours of
participation are reported for each participant in the preceding 12-month period. (Added)

If a participant has any verified hours of participation for job search and job readiness
assistance during that seven-day period, a count of one week is added to the table for that
customer. This continues for each week in the preceding 12-month period.

Page 16 - Community Service Definition, Paragraph 1 has been revised to read:



12.

13.

Community service is limited to projects that serve a useful community purpose and those that
are designed to improve the employability of recipients and must be supervised on an ongoing
basis no less frequently than daily.

Page 17 — The response to the question “If the State permits self-initiated community service
positions...” has been revised to read:

Arkansas will allow self-initiated community service positions, which must be pre-approved by
the DWS case manager to ensure that the community service is in line with the participant’s
employment plan.

Pages 17 & 19— Vocational Education Training Definition has been revised to read:

Vocational educational training (not to exceed 12 months with respect to any individual) is
defined as organized educational programs that are directly related to the preparation of
individuals for employment in current or emerging occupations requiring training. Vocational
Education does include organized educational programs that lead to a baccalaureate or
advanced degrees.

Vocational Education training must be provided by education or training organizations such as:
vocational-technical schools, community colleges, postsecondary institutions, proprietary
schools, non-profit organizations, and secondary schools that offer vocational education.

Distance learning is allowed when provided by an accredited program recognized by the
Arkansas Department of Education and/or Higher Education. Distance learning programs
should have a mechanism for providing reports that document progress and time spent by an
individual accessing the online distance-learning program. This documentation will be
provided to the case manager no less then biweekly.

Vocational Education does include English as a Second Language (ESL) if this is a necessary and
regular part of the work activity.

Supervised and Unsupervised Study Time

Unsupervised participation in educational and training activities (vocational education, job skills
related to employment, education related to employment and secondary school), homework
time or study time may be reported as participation in educational and training activities. As
well as, monitored study sessions may be included and reported as participation in educational
and training activities provided the education or training provider is able to verify attendance
and participation by participants. The total homework time counted for participation cannot
exceed the hours required or advised by the vocational education provider. Sufficient
documentation must be provided to the case manager for this participation to be included in
the work activity hours. One hour of unsupervised study time will be counted for every credit
hour the individual is enrolled and participating. (Added)



14. Page 18 —The response to question “Describe the methods of daily supervision for each unpaid

15.

16.

17.

work activity” has been revised to read:

The staff of the vocational education provider provides daily supervision to participants when
the participant is involved in classroom participation that requires physical presence.
Vocational Education provider will also be responsible for providing reports showing individual
involvement with online participation.

Page 19 — Supervised and Unsupervised Study Time passage has been revised to read:
Supervised and Unsupervised Study Time

Unsupervised participation in educational and training activities (vocational education, job skills
related to employment, education related to employment and secondary school), homework
time or study time may be reported as participation in educational and training activities. As
well as, monitored study sessions may be included and reported as participation in educational
and training activities provided the education or training provider is able to verify attendance
and participation by participants. The total homework time counted for participation cannot
exceed the hours required or advised by the vocational education provider. Sufficient
documentation must be provided to the case manager for this participation to be included in
the work activity hours. One hour of unsupervised study time will be counted for every credit
hour the individual is enrolled and participating. (Added)

Page 19 — Job Skills Training Directly Related to Employment Definition, Paragraph 2, Sentence
2 —Revised to read:

This definition includes all actual hours spent in class as well as supervised and unsupervised
time spent performing other activities required for the approved training program.

Supervised and Unsupervised Study Time

Unsupervised participation in educational and training activities (vocational education, job skills
related to employment, education related to employment and secondary school), homework
time or study time may be reported as participation in educational and training activities. As
well as, monitored study sessions may be included and reported as participation in educational
and training activities provided the education or training provider is able to verify attendance
and participation by participants. The total homework time counted for participation cannot
exceed the hours required or advised by the vocational education provider. Sufficient
documentation must be provided to the case manager for this participation to be included in
the work activity hours. One hour of unsupervised study time will be counted for every credit
hour the individual is enrolled and participating. (Added)

Page 20 — Education Directly Related to Employment Definition, Paragraph 1 — Revised to read:



18.

19.

20.

This activity is defined as an educational program that is related to a specific occupation, job, or
job offer. This includes courses designed to provide the knowledge and skills for specific
occupations or work settings and includes English for Speakers of Other Languages and Basic
Education. When it is a prerequisite for employment by an employer, this activity may include
education leading to a GED or a high school equivalency diploma. Supervised and unsupervised
time spent in study halls is included in the definition.

Distance learning programs will be counted if the education provider can provide reports
verifying participation as well as documentation that this training is required for a specific
occupation.

Supervised and Unsupervised Study Time

Unsupervised participation in educational and training activities (vocational education, job skills
related to employment, education related to employment and secondary school), homework
time or study time may be reported as participation in educational and training activities. As
well as, monitored study sessions may be included and reported as participation in educational
and training activities provided the education or training provider is able to verify attendance
and participation by participants. The total homework time counted for participation cannot
exceed the hours required or advised by the vocational education provider. Sufficient
documentation must be provided to the case manager for this participation to be included in
the work activity hours. One hour of unsupervised study time will be counted for every credit
hour the individual is enrolled and participating. (Added)

Page 20 — Response to question “Describe how the State verifies the actual hours of
participation for the activity...” has been revised to read:

Verification of hours spent in this activity is accomplished via the participant’s Participant Time
Card/Progress Report, signed by both the education provider and the participant. Distance
learning program providers will provide reports verifying participant’s actual time in distance
learning activity. This weekly attendance record will be maintained in the participant’s file.

Page 24 — “Other Excused Absences” definition revised to read:
Other Excused Absences

In addition to being credited as participating on the holidays listed above, participants engaged
in any unpaid work activity, up to 2 days per month of missed participation — with a limitation
of 80 hours in a year not more than 16 hours per month — can be counted toward the
participation rate for “excused absences”.

Page 24 — lll. Work Eligible Individual — 1. Identification and Verification Section has been
revised to read:



Arkansas utilizes its data systems to identify work-eligible individuals as defined in Section
261.2 of the Final Rule. We will identify the following as work-eligible individuals:

e All adults receiving TANF assistance
e Minor parent head of household receiving TANF assistance
e Non-recipient parents who are not:
0 a minor parent who is not a head-of-household (or a spouse of head-of-household)
0 anindividual ineligible due to immigration status
0 a recipient of Supplemental Security Income (SSI)
0 arecipient of Social Security Disability Insurance (SSDI) benefits (Added)

Inquiries to:

Renee Green, TEA Unit, 683-1356, renee.green@arkansas.gov

Cristina Roberts, TEA Unit, 683-5344, cristina.roberts@arkansas.gov

Derwin Taylor, TEA Unit, 683-1353, derwin.taylor@arkansas.gov

Lorie Williams, TEA Unit, 682-8256, lorie.williams@arkansas.gov [contact for eligibility issues only]
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MANUAL TRANSMITTAL

Arkansas Department of Human Services
Division of County Operations

Policy Directive Issuance Number: TEA 10-01
Transitional Employment Assistance Manual Issuance Date: 03-01-2010
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: Implementation of Electronic Case Records

The Electronic Case Record is here!!

Document imaging is taking the place of the paper case record. Pulaski South, Pulaski East,
Grant and Jefferson Counties have been serving as the pilot counties. Preparation is being
made for a statewide rollout to begin in March. As part of the preparation, policy and
procedures have been developed for moving from the paper case record to the electronic
record. Please refer to
https://dhsshare.arkansas.gov/DCO/Shared%20Documents/Image%20Training%20Material/Im
aging%201-4-10.ppt for access to the Electronic Case Record Training Manual.

Electronic Case Record

All forms and supporting documents related to an individual, family, or household will be
imaged and filed in the individual’s or household’s electronic case record in ANSWER.
Application forms and other forms and documents relating to a budget unit will be filed in the
Budget Unit Notebook. Forms and documents relating to a specific individual will be filed in the
Client Notebook. The tabs within ANSWER will serve as the case record “dividers”. For
statewide consistency, each form and type of document has an assigned place within the
ANSWER tabs. Refer to the above link to access the “Document Types” portion of the
electronic case record training manual for a listing of all forms and documents and their
assigned locations within ANSWER. As forms and documents are scanned, it is the
responsibility of the county worker to ensure that they are filed (indexed) in the appropriate
place in the ANSWER electronic case record.


/DCO/Shared%20Documents/Image%20Training%20Material/Imaging%201-4-10.ppt
/DCO/Shared%20Documents/Image%20Training%20Material/Imaging%201-4-10.ppt

Transition from Paper Record to Electronic Record

Until the Electronic Case Record is rolled-out in a county, all forms and documents will continue
to be filed in the paper case record according to the current policy and procedures for the 4-
part folder. During the week prior to a county’s roll-out, open and closed paper records will be
sent to Xerox to be scanned. See the next section on this process.

As soon as the county rolls-out to Electronic Case Record, then retention of the paper case
record format is no longer required. However, all paper documents utilized for determining
eligibility will be retained in the county for four weeks after the documents have been scanned.
These documents and forms do not have to be retained in a 4-part folder. They can be retained
in a manila folder housed in a file cabinet in date order. The purpose of this is to ensure the
paper versions are available for a period of time after scanning in the event one or more did not
get scanned into the record and the client states it was provided or other issues arise regarding
the scanned version. We will re-assess the 4 week retention period after full statewide roll-out
and reduce the timeframe if appropriate at that time.

Xerox “mass scanning” of case records

As part of the ARRA funding, DCO has arranged for Xerox to scan all non-LTC open and closed
case records as a “mass scanning” project. The county worker is responsible for scanning the
Long Term Care and TEFRA cases once their county office has officially rolled out into an
electronic environment. Each county will box their records according to instructions issued
separately from this directive for transport to the Xerox facility for scanning. Each county’s
records will be scanned during the week of the county’s scheduled ECR roll-out. As cases are
scanned, they will be available for retrieval and viewing starting the first day of the county’s
roll-out week. All county records will be available by the end of the ECR roll-out week.

The paper records will be stored at the facility for a maximum of 30 days while the quality
assurance review process is occurring to ensure the documents were scanned and indexed
accurately. Once DCO has signed off on the scanned documents, the paper documents will be
destroyed at the facility. They will not be returned to the county office. At that point, the
Electronic Case Record will be the only existing case record for the individual or household and
will be the agency’s official case of record.

Viewing Electronic Documents

Documents that have been scanned and indexed to ANSWER can currently be viewed by all
ANSWER Users (except terminal server users) including users in counties that have not yet
rolled-out. (Although the documents are accessed through ANSWER, they are actually stored in
a repository called Docushare.) Each form and type of document has an assigned place within
the ANSWER tabs. Refer to the “Document Types” portion of the electronic case record



training manual for a listing of forms and documents and their assigned location within
ANSWER. Remember, you must be on the Tab where the correlating information is filed.

During the Xerox scanning, most documents over twelve months old were indexed for viewing
as “Archived.” Certain documents such as birth certificates and applications were indexed to
the appropriate places in ANSWER regardless of their age as well as other documents under 12
months old. Refer to the instructions for the mass scanning project for further explanation.

To view documents in ANSWER, click on the “Find Related Documents” icon. It is the last icon
that looks like a little notebook with tiny glasses. This will give you access to the electronic case
file. The Find Related Documents icon will populate the window with the LIST of documents
with a hyper-link appearance related to that tab.

To review the actual document, click on the hyper-link and the selected document will appear
in the window. The client’s SSN will always appear in the window if you are in the client
notebook. The BU ID will appear if you are in the budget unit notebook. If you wish to go back
to the list so you can view other documents, click the RETURN button.

Often clients want copies of documents they have provided to the county office or in some
RARE instance, we may need hard copies of information. Information can still be printed if
needed. Once the document you wish to print is in the window, click the print button. This will
print the document that appears in the window.

Viewing Archive Documents (Over 12 months old and scanned by Xerox)

The “Find Archived Documents” icon is next to the “Find Related Documents.” The Archived
Documents are the documents which were over 12 months old when scanned in by Xerox.
Because of the large size of this repository in Docushare, access to these documents is limited
to the county Program Eligibility Coordinator and the Program Eligibility Analyst. If it is
necessary to view one of these documents for the current eligibility determination, request
your PEC or PEA to access it.

Legal Opinions

A SharePoint site will be developed for Legal Opinions to be submitted by the county and
responded to by DCO/OPPD. You will be notified when the site is available and procedures will
be issued. Until then, continue with the current process for submission to OPPD.

Out Stationed Workers and Others on Terminal Server

Out stationed workers and others using terminal server such DWS workers currently do not
have access to view electronic documents within ANSWER. We are working on a process to
allow this in the future.



Inquiries to:

Medicaid Policy Unit —501-682-8259
SNAP Policy Unit —501-682-8284
TEA Policy Unit —501-682-8182



MANUAL TRANSMITTAL

Arkansas Department of Human Services
Division of County Operations

Policy Directive Issuance Number: TEA 11-01
Transitional Employment Assistance Manual Issuance Date: 12-30-2010
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: Access Arkansas: Implementation of SNAP, TEA, and TEA Medicaid Online
Applications

It’s finally here!! On January 05, 2011, DHS will release a new version of Access Arkansas that will allow
individuals to apply for SNAP, TEA, and TEA Medicaid online in addition to the existing ARKids, MSP, and
Child Care Assistance programs. While the procedures for ARKids and MSP will basically remain the
same and be processed, in most cases, by the State Central Processing Units for those programs, the
new SNAP, TEA, and TEA Medicaid online applications will be processed by county office staff. While
many of the application processes for the new online applications will be the same as the paper process,
there are some differences that will streamline the process for more efficient processing, especially with
telephone interviews. The purpose of this directive is to give staff an overview of the Access Arkansas
online process and Admin screens and to explain where the processes are the same and where they are
different from paper applications received.

All staff who will be processing the online applications should have already attended an Access Arkansas
training where they were provided a "walk-through" of the system and general instructions. A Users
Guide which provides detailed information for the Admin screens is also available to all staff, and we
encourage everyone to refer to the guide as needed. The information in this directive focuses more on
the specific program issues and processes for accepting, assigning, registering, and processing the
applications that are submitted through Access Arkansas.

Citizen Portal vs. County Office Contact

The Citizen Portal is the Access Arkansas portal through which an applicant can inquire to the system to
see what benefits he or she is potentially eligible for. For those programs in which an online application
can be made, the applicant may create an Access Arkansas account and apply for the selected benefit(s).

Applicants with a valid Arkansas State issued ID can also "upgrade" their accounts in the Citizen Portal to
check the status of their online applications. The requirement that applicants must have an Arkansas ID
to upgrade is a security measure taken to prevent unauthorized access to applicants’ case information.



Helpful Hint: If an applicant, through Access Arkansas, upgrades his or her account, telephone inquiries
to county offices may potentially be reduced. Encourage your online applicants to upgrade their accounts
if they haven’t done so when you make contact. It could save you some time.

Helpful Hint: An applicant can reset his or her password in Access Arkansas without speaking to a person
and if an applicant has other technical difficulties with the website, a link is provided to leave feedback.

Electronic Application vs. Paper Application (DCO-215)

Access Arkansas provides the applicant the opportunity to apply for multiple programs at the same time
just as the DCO-215 does. However, when an applicant applies for multiple programs in Access Arkansas,
a separate application is created for each program at the end of the process with the electronic
signature. The electronic signature is created by the applicant checking a box to acknowledge the
electronic signature and then by entering his or her name and submitting the application.

The online application is designed to capture more detailed information to facilitate a telephone
interview and streamline the application process. However, like paper applications, online applications
may be submitted with minimum information, i.e., name, signature, and address. A mailing address is
required for online applications so that written notices can be mailed to the applicant in the event no
other means of contact is made, e.g., telephone.

Note: Applicants who do not list an address as they are completing the online application are advised
that they must submit a paper application to the county office.

The following required forms for each program have been incorporated into the application and
therefore are not required in conjunction with the electronic application:
e All Programs — The Client Declaration
e TEA Cash —The Notice of Good Cause (DCO-90), the Personal Responsibility Agreement (DCO-
217), and Assignment of child Support (DCO-237) forms
e TEA Medicaid — The Notice of Good Cause (DCO-90) and Assignment of Medical Support (DCO-
237).

The following required forms will be distributed differently for online applications:

e SNAP - Alink to the Change Report and Addendum forms (DCO 234 and 234A) and the Semi
Annual Reporting Pamphlet are provided to an applicant in his or her welcome message from
Access Arkansas with the following text:

FOR SNAP APPLICANTS ONLY: If approved for benefits, your caseworker will discuss
reporting requirements with you. Please follow the link below to view or download your
Change Report Form (DCO 234 (A)). You may also view or download your Semi Annual
Reporting Publication (PUB 360) if applicable.
http://www.arkansas.gov/dhs/dco/NewDCO/Food%20stamp%20page.html

e TEA Medicaid — A link to the Third Party Liability form (DCO-662) is provided for the applicant to
complete and mail if health insurance is declared.

Electronic Inbox vs. Mail or Counter

When applications are submitted in Access Arkansas, the applications are assigned an application ID
number and sorted by application date in the Access Arkansas Admin Screen (Electronic Inbox). The
application date is shown on the Admin Screen.
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Access Arkansas will determine the date of application as follows:

e If submitted prior to 4:30 PM on a business day, the date of application will be the same day the
application is signed and submitted.

e If submitted after 4:30 PM on a business day or at any time during a non-business day, the date
of application will be the following state business day.

Receipt of Online Application Responsibilities — County Office or State Central Processing Unit

At this time, online applications will be processed by the county office or State Central Processing Units
(CPU) as described below. However, Field Operations may reassign processing responsibilities if needed
due to staffing or workload shifts in the future.

SNAP, TEA Cash, TEA Medicaid — The county office in the county in which the applicant resides will
process the online application.

MSP and/or ARKids with SNAP, Tea Cash, or Tea Medicaid- The county office in the county in which the
applicant resides will process the online application.

MSP and/or ARKids only — The appropriate SCPU or county office as outlined below.

e Any MSP or ARKids online application received prior to January 5, 2011 will be processed by the
appropriate SCPU.

e If an online MSP and/or ARKids application is submitted online within 30 days or less of the
SNAP, TEA, or TEA Medicaid application date, the MSP or ARKids application will be processed
by the appropriate county office.

e If an MSP or ARKids application is submitted online more than 30 days after the submission of
the SNAP, TEA, or TEA Medicaid application, the MSP and/or ARKids application will be
processed by the SCPU for that program. (If the MSP or Arkids application contains
information that would be considered a change in the SNAP case (if open), the SCPU will notify
the county where the SNAP case is being managed of the change.)

Registering and Assigning Online Applications
Clerical Interface Admin Screen

Online applications will be registered within one day of receipt just as paper applications are registered.
Designated county office staff will review submitted applications and determine if a Budget Unit exists in
ANSWER for the program for which the applicant has applied. (Applicants are matched by name and SSN
in ANSWER). If a usable Budget Unit exists, the application will be registered in ANSWER using the
existing Budget Unit. If a Budget Unit is not identified, a Budget Unit will be created and the application
registered in ANSWER. When an application is registered, the worker will select "Access Arkansas" from
the drop down menu in the Application Origin field. After the application has been registered,
designated staff will assign the application to a worker in Admin and will document in ANSWER that the
application has been registered and assigned. After the application is assigned and the Budget Unit ID
number entered, a PDF copy of the created application form will be moved into the electronic case file
(DocuShare) during night batch process.



V Helpful Hint: When a usable Budget Unit is identified, copy the Budget Unit ID number displayed
on the Clerical Interface screen and paste it into the Budget ID field when assigning the
application instead of typing it.

V Helpful Hint: Split screens will allow staff to key to ANSWER while reviewing the online
application from the Admin screen. Place the cursor on the taskbar at the bottom of the screen
and right-click. When the window pops up, select "Show Windows Side-by- Side." This will enable
worker to view both ANSWER and the Access Arkansas screen at the same time.

Note: The worker assignment can be changed in Admin until the application moves into ANSWER
during the overnight batch process. After that, the worker assignment is locked in Admin but can still
be changed in ANSWER.

Potentially Expedited SNAP Applications

e Ifan application is potentially eligible for SNAP expedited processing as determined by preset
data in Access Arkansas, the application will be "flagged" by displaying a green button with a
checkmark in the Expedite column on the Admin screen. Those identified as potentially
expedited applications will be listed above all other applications until assigned.

e [fitis determined after reviewing the application information that the application does meet the
expedite criteria, the application will be registered appropriately, assigned, and processed
according to SNAP policy timeframes for expedited applications.

e [Ifthe Case Worker processes the expedited application on the same day it is received, the
application must be viewed and the interview conducted from the application viewable in the
Admin screen since the form will not have moved to ANSWER until the night batch process.

e Unassigned potentially expedited SNAP applications will sort to the top of the application listing
with the most recently received on top and descending in date order, remaining there until
assigned.

Note: If any application has not been assigned within 72 hours after receipt, an email alert will be sent
to designated staff throughout the state. At this time, this notification cannot be limited to only the
county or SCPU responsible for processing the application.

V Helpful Hint: The county office is advised to designate a member of staff to check the Admin

screen periodically throughout the  day for new applications to ensure that applications are
registered and assigned timely.

Processing the Application

Caseworker Interface Admin Screen

The Case Worker will view all applications assigned to him or her in the Caseworker Interface screen in
Admin. Data from SOLQ, OCSE, ANSWER, Vital Statistics, and the Arkansas Department of Motor

Vehicles (DMV) will be available via the Caseworker Interface screen.

VvV New to DCO staff is access to the DMV records for viewing SNAP applicants’ state identifications
to verify identity. Case Workers



should only access DMV records if there is no ID already in the case file. An ID will only berequired
from new applicants if an ID for the person is not found in the AR DMV records.

Because DCO is moving to a paperless environment, information from these sources will be viewed and
thoroughly documented in ANSWER. Documentation should be clear and specific to the match. There is
no need to print, copy, or scan images or information from these sources.

The tabs in the Caseworker Interface screen will show all the information that has been matched to the
Access Arkansas applicant’s case in ANSWER. The tabs identified below will provide information from
screens that are currently accessed through Mainframe and ANSWER.

e Access Arkansas Detail — shows the information the applicant provides on the Access Arkansas
application.

e Profile - shows all the information from the application and ANSWER on all household members
listed on the application.

e Cases —shows details and authorizations associated with the Access Arkansas applicant in
ANSWER.

Reminder: In addition to the Caseworker Interface screen, the "To Do" list in ANSWER will also list the
applications that have been assigned to a case worker.

Telephone Interviews

We have received approval from USDA, FNS to waive the face-to-face interview requirement for initial
SNAP applications received through Access Arkansas. For consistency with SNAP, the face-to-face
interview requirement for TEA is also being waived for online TEA cash applications. Telephone
Interviews will be conducted on SNAP and TEA Cash applications. Information needed to process the
TEA Medicaid application, if submitted, will be gathered during the phone interview. If only a TEA
Medicaid application is submitted, a phone interview will be conducted only if necessary. (Refer to
Policy Directive MS 04-06 regarding Medicaid interviews.)

Note: If an applicant submits an online application but requests a face-to-face interview or a
telephone interview is not feasible, the face-to-face interview will be used.

Suggested Procedure for Initial Phone Contact:

Before scheduling an interview, workers are strongly encouraged to attempt to contact the applicant by
telephone during the timeframes indicated on the application as the best contact time and conduct the
interview right then if possible. If the applicant is contacted but cannot interview at that time, the
interview will be scheduled by telephone and ANSWER documented. If no contact is made, an interview
will then be scheduled as described below.

County office management staff should ensure that appointment scheduling procedures within the
county are reviewed and changes are implemented as soon as possible to accommodate this initial
telephone contact procedure for online applications. The caseworkers who are assigned to process
online applications should be assured some amount of "free" time, i.e., no formally scheduled
appointments, during both the morning and afternoon so that these calls and potential interviews can



be conducted. It is not expected that all counties will be able to implement this procedure immediately.
However, it is expected for all counties to be making plans and adjusting scheduling procedures so that
it can be implemented in the near future.

Scheduling the interview

Interviews that are not conducted or scheduled during the initial telephone contact with the applicant
will be scheduled using the Notice of Appointment (DCO-272). The interview will be scheduled for a time
as soon as possible (allowing for mail time) and for SNAP must be completed within 20 days of the
application date in compliance with policy requirements. If the SNAP applicant fails to respond to the
scheduled interview, a Notice of Missed Appointment (DCO-269) will be mailed. No additional
interviews will be scheduled unless requested by the applicant.

TEA Cash will follow established program guidelines for missed appointments. The TEA Medicaid
application will be processed if all information needed to establish eligibility is provided. If additional
information is needed, the Request for Information (DCO-191) will be sent requesting the information. If
the requested information is not provided, the application will be denied.

The DCO-272 may also be used to request needed verification. Since such information may be received
by mail in the county office prior to the interview, the Budget Unit ID for the application will be entered
on the form to facilitate scanning and indexing the information upon receipt. The case worker will
review the application prior to sending the DCO-272 and request only the verification needed. A
Business Reply Envelope will be sent with the notice.

Conducting the Interview

The telephone interview will be conducted in the same manner as other interviews. The information
provided on the application will be reviewed with the applicant to ensure accuracy and any corrections
or changes the applicant may make will be documented in ANSWER. For TEA cash, the worker will
review appropriate forms such as the PRA as a reminder to the applicant of his or her responsibilities
even though the forms are included and have already been signed with the electronic application.

The applicant will be informed of the type of reporter (e.g., Limited, Occasional) the household is and
the reporting requirements of that household type.

V Applicants will be told that they can check their email (if provided) or the message board in the
Citizen Portal to access the link to the

site where the Change Report form will be located. The link will be entitled "Change Report."

If it is determined that additional information is needed, the Request for Information (DCO-191) will be
sent requesting the needed verification. The interview will be documented in ANSWER.

Application Disposal

Eligibility will be determined and the application will be processed in ANSWER in the same manner as all
other applications.



Simplified Medicaid Application for Pregnant Women (PW) or Family Planning (FP)

SNAP applicants who inquire about Pregnant Women or Family Planning coverage during the telephone
interview, while the application is pending or within 30 days after approval, will be sent form DC0O-241,

Simplified Medicaid Application for Pregnant Women and Family Planning, (included with this Directive

and available on DHS Share) to complete and return for a PW or FP eligibility determination.

Because an online application is not available for these programs, this form was developed so that the
applicant does not have to re-enter household, income and resource information already submitted on
the SNAP application. The information from the DCO-241, along with the information provided on the
SNAP application and during the telephone interview, will be used to determine eligibility in accordance
with Medicaid policy. This form will only be used for individuals who applied online and inquired about
the programs. If the DCO-241 is not returned, an application for Pregnant Women or Family Planning
has not been made and no further action is required. If the form is received, the date of the PW or FP
application is the date the DCO-241 is received in the county office.

Admin Reports

Access Arkansas allows the generation of several reports in Admin that will be helpful to county
management personnel. Some reports are program specific while some can be generated for all
programs.

Program-specific reports include reports such as the Assignment Log, the Applications Not Assigned List,
the Application Count by Case Worker List, etc., (See "Reports" in the Admin screen.)

Reports that are not program specific include the Member Contact/Feedback Report, the Screener
Counts by Month list, and the Voter Registration report.

Voter Registration Report

When an applicant applies for DCO program eligibility through Access Arkansas, he or she will be given
the opportunity to register to vote by linking them to the Arkansas Secretary of State website. If the
applicant indicates that he or she does want to register to vote, this selection will be captured and
included in the Voter Registration report. County staff responsible for sending the Voter Registration
report to Field Operations must take this data and add it to the report submitted each month.

Technical Difficulties — County Staff

As with current technical problems, county staff will contact the help desk at 682-HELP (4357) when
having technical difficulties in Access Arkansas Admin screens.

Inquiries to: Medicaid Policy Unit 501-682-8259
SNAP Policy Unit — 501-682-8284
TEA Policy Unit 501-682-8182
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From: Joni Jones, Director Expiration Date: Until Superseded

Subj: SAVE Response Denial Notice

The Department of Human Services’ access to the Systematic Alien Verification for Entitlement (SAVE) System is
provided through an agreement with the Department of Homeland Security-U.S. Citizenship and Immigration
Services (DHS - USCIS). As part of the agreement, DHS is responsible for providing a written adequate notice of
denial to an individual who is denied SNAP, TEA, or Medicaid benefits based solely or in part on the SAVE response,
along with the information needed to contact DHS-USCIS to correct his or her records.

Attached are the “How to Correct Your Records” fact sheet and the Notice of Action for the TEA, SNAP, and
Medicaid Programs. Effective immediately, county offices are to begin sending the attached appropriate Notice of
Action along with the “How to Correct Your Records” fact sheet when a household member is denied benefits based
on the SAVE response. In this instance, a system-generated notice will not be sent. Sections | and Il of the Notice
of Action will be used to explain the denial or approval, including the amount of SNAP and/or TEA benefits for which
the household was approved. The “Reason for Action” section will be used to detail which member of the household
was not added to the case due to the SAVE response.

Inquiries to:

Lorie Williams, TEA Unit, 682-8256, Lorie.Williams@arkansas.gov
Cindy Williams, TEA Policy Unit, 501-682-8182, Cindy.Williams@arkansas.gov
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Policy Directive Issuance Number: MS 11-15
SNAP 11-16
TEA 11-06
Medical Services Policy Manual Issuance Date: 08-26-2011

SNAP Certification Manual

Transitional Employment Assistance manual

From: Joni Jones, Director Expiration Date: Until Superseded

Subj: Business Process Change: Transferring Cases and Applications

With the implementation of the electronic case record, there is no longer a need to transfer a paper file
when a client moves from one county to another. The ability of any county to view documents in the
electronic record enables us to streamline the transfer process and implement another positive change
to our business processes.

Effective immediately, the receiving county may complete the transfer of a case or application in
ANSWER. The following describes the procedures for either the transferring or receiving county to
complete a transfer for an open case or a pending application.

Transferring an open SNAP, TEA, or Medicaid Case

If reported to receiving county:
1. Change the address in ANSWER.
(SNAP only: Add new shelter costs to budget if reported or request verification of new shelter
costs if questionable.)
2. Select the new county.
3. Transfer all open budgets.
4. Document pertinent information in ANSWER.

If reported to transferring county:
1. Change the address in ANSWER.
2. Select the new county.
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Transfer all open budgets.

Send an email to the receiving county’s Program Eligibility Coordinator and the County
Administrator notifying them of the transfer.

Document pertinent information in ANSWER.

Transferring a non-LTC pending application

If reported to receiving county:

1.

ounkwnN

The receiving county will deny the application using the “transfer” reason code for the
appropriate benefit program.

Change the address.

Change the county code.

Re-register the application.

Transfer the application.

Document pertinent information in ANSWER.

If reported to transferring county:

1.

ounkswWwN

Deny the application using the “transfer” reason code for the appropriate benefit program.
Change the address.

Change the county.

Re-register the application.

Transfer the application.

Send an email to the receiving county’s Program Eligibility Coordinator and the County
Administrator notifying them of the transfer.

Document pertinent information in ANSWER.

Transferring a Long Term Care Case:

An eligibility determination must be made on a pending application prior to the transfer. This prevents
the applicant from having to repeat the interview and documentation process.

When completing the approval:

1.

ukwnN

Wait 48 hours for overnight edit before transferring the electronic case.

Change the address and county in ANSWER.

Change the name of the LTC facility in ANSWER.

Transfer the open budget.

Send an email to the receiving county’s Program Eligibility Coordinator and the County
Administrator notifying them of the transfer.

Document all pertinent information in ANSWER.

If the applicant is not eligible, the application will be denied.

Inquiries to:
Medicaid Unit, (501)682-8254, SNAP Unit, (501) 682-8286

TEA Unit, (501) 682-8182
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Subj: Appeals and Hearing Procedures

Pages to be Deleted: Pages to be Added:

TEA 8000 - 8014 07/01/97 TEA 8000 - 8014 06/08/12

Summary of Changes

Sections 8000 through 8014 of the TEA Manual have been revised to provide updated
Administrative Hearing Procedures. Some headings and language have been changed. Specific
revisions are as follows:

e TEA Section 8003, Subpoenas, is a new section providing procedures for requesting
and serving subpoenas.

e TEA Section 8004, Continuation of Assistance or Service During Appeal Process, has
been revised deleting the exception to the continuation of benefits when a case closes
due to the time limit. At the client’s request, benefits may continue if the client files the
appeal within 10 days of the advance notice of case closure due to the time limit.

e TEA Section 8009, Withdrawal of the Appeal, is a new section providing procedures for
withdrawing the request for a hearing.

e TEA 8011, Conduct of the Hearing, has been revised to allow the client to be the first to
present his/her case at the hearing.



e Throughout the revised sections, “client” has been replaced with “petitioner” when
referring to the person filing the fair hearing.

Inquiries to:

Cindy Williams, TEA Policy Unit, 501-682-8182, Cindy.Williams@arkansas.gov



mailto:Cindy.Williams@arkansas.gov�

MANUAL TRANSMITTAL

Arkansas Department of Human Services
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Policy Issuance Number: TEA 12-06
Transitional Employment Assistance Manual Issuance Date: 09-12-2012
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: Imposing The Disqualification Sanction

Pages to be Deleted: Pages to be Added:

TEA 8128.4 -8130 07/01/97 TEA 8128.4 - 8130 07/01/97
09/12/12

Summary of Changes

TEA Policy 8130, Imposing the Disqualification Sanction, has been revised to incorporate
current procedures for keying a TEA IPV disqualification sanction.

Inquiries to:

Cindy Williams, TEA Policy Unit, 501-682-8182, Cindy.Williams@arkansas.gov



mailto:Cindy.Williams@arkansas.gov�

MANUAL TRANSMITTAL

Arkansas Department of Human Services
Division of County Operations

Policy Issuance Number: TEA 13-01
Transitional Employment Assistance Manual Issuance Date: 02-28-2013
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: Diversion Assistance Invoice Requirement

Pages to be Deleted: Pages to be Added:

TEA 2010 - 2011 12/06/11 TEA 2010 - 2011 02/28/13

Summary of Changes

The DHS-187, Billing and Routing Sheet, can no longer serve as a stand-alone invoice for
Diversion payments. TEA 2011, Authorizing the Diversion Payment, has been revised to
incorporate an additional requirement for processing Diversion payments. Along with the
DHS-187, an invoice verifying the Diversion amount must be sent to Accounts Payable. If the
amount to be issued is different from the amount on the invoice, a notation will be made on
the invoice. The original invoice and the DHS-187 must be received by Accounts Payable before
a check will be issued. Counties will also continue to fax these documents.

Inquiries to:

Cindy Williams, TEA Policy Unit, 501-682-8182, Cindy.Williams@arkansas.gov
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Policy Issuance Number: TEA 13-03
Transitional Employment Assistance Manual Issuance Date: 04/01/2013
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: Appendix B (Work Pays Federal Poverty Level Income Limits)

Pages to be Deleted: Pages to be Added:

Appendix B 04/01/2011 Appendix B 04/01/2013

Summary of Changes

Appendix B, Work Pays Income Limits, has been updated with the current Federal Poverty Level
(FPL) income limits. These income limits will be used with eligibility determinations effective
April 1, 2013.

Inquiries to:

Cindy Williams, TEA Policy Unit, 501-682-8182, Cindy.Williams@arkansas.gov
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Policy Issuance Number: TEA 14-02
Transitional Employment Assistance Manual Issuance Date: 03/ 14 /2014
From: Joni Jones, Director Expiration Date: Until Superseded

Subj: Appendix B (Work Pays Federal Poverty Level Income Limits)

Pages to be Deleted: Pages to be Added:

Appendix B 04/01/2013 Appendix B 04/01/2014

Summary of Changes

Appendix B, Work Pays Income Limits, has been updated with the current Federal Poverty Level
(FPL) income limits. These income limits will be used with eligibility determinations effective
April 1, 2014.

Inquiries to:

Cindy Williams, TEA Policy Unit, 501-682-8182, Cindy.Williams@arkansas.gov
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Policy Directive Issuance Number: TEA 16-02
Transitional Employment Assistance Manual Issuance Date: 03-31-2016
From: Mary Franklin, Interim Director Expiration Date: Until Superseded

Subj: TEA/Work Pays Drug Assessment Questionnaire

Effective April 1, 2016 TEA and Work Pays applicants and recipients who meet all other eligibility
requirements will complete a drug assessment questionnaire as part of the eligibility determination
and re-determination (reassessment) process. The following guidelines will be followed to
implement the Drug Assessment Questionnaire process.

The household must be determined eligible before the Drug Assessment Questionnaire process
begins. After it has been determined that an applicant/recipient meets or continues to meet the
eligibility requirements for TEA or Work Pays, the steps below should be taken to begin the Drug
Assessment Questionnaire process.

TEA and Work Pays Eligibility Determination and Re-Determinations (Reassessments)

L. For TEA, during the initial interview, if the answer to either of the questions below is “Yes,”
have all adults and the head-of-household minor parent that will be active in the case

complete the Drug Assessment Questionnaire (DAQ), then go to step 1.

» Is there an active adult included in the case (over age 18)?
» Is the minor parent a head-of-household minor parent?

*Note 1: If there is no active adult included in the case or the minor parent is not a head-of-
household minor parent, stop all actions and process the application/reassessment as a payee
case with full benefits.

II.  For Work Pays initial eligibility, have all adults and the head-of-household minor parent
that will be active in the case complete the DAQ, then go to step 1.




III. Reassessments (Re-determinations/Re-evaluations) will be conducted yearly for TEA and

Work Pays cases. The system will generate the yearly task. When the task is generated, the
eligibility worker will:

1. Determine the number of active adults or head-of-household minor parents in the
home and,

2. Send a manual 10-day notice with the appropriate number of DAQs to the
household. The notice should state:

“In order to determine your continued eligibility for Transitional Employment
Assistance (TEA) or Work Pays, each adult in your household must complete
and return a Drug Assessment Questionnaire to the DHS county office listed on
this notice by _____. This action is based on TEA Policy 2363.”

3. Goto Step 1.
Note 2: Deny the application/close the case if any adult that is active in the case refuses to

complete the Drug Assessment Questionnaire.

Note 3: A single-parent Work Pays case will not be set up as a Protective Payee Case. The case
will be closed if the client refuses to complete the DAQ or fails to cooperate with drug testing.

Step 1: Actions to take after the DAQ is completed (Refer to above Notes 2 and 3, if the client refuses
to complete the DAQ):

1. Ifthe applicant/recipient answers “No” to both of the questions below, process the
application. No further action is required.

2. Ifthe applicant/recipient answers “Yes” to either of the questions below, go to step 2.
» In the past 30 days have you used any illegal drugs?

» In the past 30 days have you lost or been denied a job due to current
illegal drug use?

Step 2: If applicant/recipient answers “Yes” to either drug use question:

a) Ifthe case is a single-parent Work Pays case, skip to c. If not, go to b.

b) Follow the protective payee guidelines in accordance with TEA Policy 4231.1 to select a
protective payee for the household.

c) Send a task and an email to DWS at the address below for drug testing coordination.

ADWSTANFFamilySupport@Arkansas.gov

Step 3: Actions to take if applicant/recipient cooperates or fails to cooperate with drug testing:

DWS will coordinate with the applicant for drug testing and send a status update task to DHS.


mailto:ADWSTANFFamilySupport@Arkansas.gov

1. Ifthe applicant/recipient does not cooperate with drug testing:
a) Ifthe case is a single-parent Work Pays case, close the case. If not, go to b.
b) Reduce the benefits by dropping the adult/s who refuses to cooperate from
the budget.
¢) Process the case as a Protective Payee case.

2. If the applicant/recipient cooperates with testing and the results are:
a) Negative - Process the application as a non-protective payee case (no
reduction in benefits).
b) Positive - DWS will create a Plan of Action (POA) for the applicant, then
create a task informing DHS of the applicant’s POA. (Go to step 4)

Step 4: Actions to take if the applicant/recipient cooperates or fails to cooperate with the Plan of
Action (DWS will notify DHS of the client’s participation status via task):

1. Ifthe applicant/recipient cooperates with the POA, process the application as a non-
protective payee case (no reduction in benefits)

2. Ifthe applicant/recipient fails to cooperate with the POA:
a) Ifthe case is a single-parent Work Pays case, close the case. If not, go to b.
b) Reduce the benefits by dropping the adult/s who refuses to cooperate from
the budget.
c) Process the case as a Protective Payee case.

Inquiries to:
Cindy Williams, TEA Policy Unit, 501-682-8182, Cindy.Williams@arkansas.gov
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Arkansas Department of Human Services

Division of County Operations

Policy Issuance Number: TEA 17-01
Transitional Employment Assistance Manual Issuance Date: 03/31/17
From: Mary Franklin, Director Expiration Date: Until Superseded

Subj: Appendix B (Work Pays Federal Poverty Level Income Limits)

Pages to be Deleted: Pages to be Added:

Appendix B 04/01/2016 Appendix B 04/01/2017

Summary of Changes

Appendix B, Work Pays Income Limits, has been updated with the current Federal Poverty Level
(FPL) income limits. These income limits will be effective April 1, 2017.

Inquiries to:

Cindy Williams, TEA Policy Unit, 501-682-8182, Cindy.Williams@dhs.arkansas.gov



mailto:Cindy.Williams@dhs.arkansas.gov

MANUAL TRANSMITTAL

Arkansas Department of Human Services

Division of County Operations

Policy Issuance Number: TEA 18-04
SNAP 18-05
Transitional Employment Assistance Manual Issuance Date: 04/06/18

SNAP Certification Manual

From: Mary Franklin, Director Expiration Date: Until Superseded

Subj: SAVE Alien Verification

Pages to be Deleted: Pages to be Added:

TEA 2220 - 2222 08/01/99 TEA 2220-2222 08/01/99
09/10/03 05/01/18
02/15/05 02/15/05

SNAP 1621.5 06/15/98 SNAP 1621.5 05/01/18

SNAP 1621.5.2 06/15/98 SNAP 1621.5.2 05/01/18

Summary of Changes

Systematic Alien Verification for Entitlements Program (SAVE) information has been added to
the TEA manual.

The TEA and SNAP Manuals have been updated to include the new website to access the SAVE
system (the link is still available in ANSWER). The updates include the process for secondary
verification and the third-step verification process when eligibility cannot be determined based
on the code received.

Inquiries to:

Cindy Williams, TEA Policy Unit, 501-682-8182, Cindy.Williams@dhs.arkansas.gov
Koscina Lang, SNAP Policy Unit, 501-682-8283, Koscina.Lang@dhs.arkansas.gov
Yolanda Geary, SNAP Policy Unit, 501-682-8284, Yolanda.Geary@dhs.arkansas.gov
Stephen Giese, SNAP Policy Unit, 501-682-8273, Stephen.Giese@dhs.arkansas.gov
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Arkansas Department of Human Services
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Policy Issuance Number: TEA 18-06
SNAP 18-06

Transitional Employment Assistance Manual

SNAP Certification Manual Issuance Date: 08/01/18

From: Mary Franklin, Director Expiration Date: Until Superseded

Subj: TEA and SNAP Drug-Related Convictions Disqualification Opt Out

Pages to be Deleted: Pages to be Added:
TEA 2150.3 - 2201 07/01/97 TEA 2150.3 - 2201 07/01/97
12/06/11 12/01/11
12/01/97 12/01/97
08/01/18
TEA 2222 - 2277.6 02/15/09 TEA 2222 - 2277.6 02/15/05
12/15/09 07/01/97
07/01/97 08/01/18
SNAP 1620 12/01/00 SNAP 1620 08/01/18
SNAP 1622.20 07/20/09 SNAP 1622.20 08/01/18
SNAP 1920 06/01/05 SNAP 1920 08/01/18
SNAP 3621 01/01/17 SNAP 3621 08/01/18
SNAP 17351 09/01/06 SNAP 17351 08/01/18

Summary of Changes

In response to the Helping Our People Excel (H.O.P.E.) Act of 2017, Arkansas has elected to opt
out of section 115 of the Personal Responsibility and Work Opportunity Reconciliation Act
(PRWORA) of 1996, which disqualifies SNAP and TEA applicants and recipients from
participation in SNAP, TEA, and other TANF-funded programs due to certain drug-related
felonies.




The references to the TEA drug-related policy at TEA 2201 and TEA 2230, Drug-Related
Convictions, have been removed from the TEA Policy Manual.

This policy revision release supersedes the SNAP Policy Directive SNAP 2017-01 Act 566 Helping
Our People Excel issued June 30, 2017.

Inquiries to:

Cindy Williams, Transitional Employment Assistance Policy Unit, 501-682-8182,
Cindy.Williams@dhs.arkansas.gov

Koscina Lang, Supplemental Nutrition Assistance Program Section, 501-682-8283,
koscina.lang@dhs.arkansas.gov

Yolanda Geary, Supplemental Nutrition Assistance Program Section, 501-682-8284,
yolanda.geary@dhs.arkansas.gov

Stephen Giese, Supplemental Nutrition Assistance Program Section, 501-682-8276,
stephen.Giese@dhs.arkansas.gov
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Division of County Operations

Policy Issuance Number: TEA 19-02
Transitional Employment Assistance Manual Issuance Date: 04/11/19
From: Mary Franklin, Director Expiration Date: Until Superseded

Subj: Appendix B (Work Pays Federal Poverty Level Income Limits)

Pages to be Deleted: Pages to be Added:

Appendix B 03/12/2018 Appendix B 04/01/2019

Summary of Changes

Appendix B, Work Pays Income Limits, has been updated with the current Federal Poverty Level
(FPL) income limits. These income limits will be effective April 1, 2019.

Inquiries to:

Cindy Williams, TEA Policy Unit, 501-682-8182, Cindy.Williams@dhs.arkansas.gov
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TRANSITIONAL EMPLOYMENT ASSISTANCE POLICY MANUAL, SECTION 1000

1000 General Provisions

1010 Purpose of Transitional Employment Assistance (TEA)

1000 General Provisions

2/1/06

1010 Purpose of Transitional Employment Assistance (TEA)

The purpose of the Transitional Employment Assistance (TEA) program is to help needy
families become economically self-sufficient by providing opportunities to obtain and
retain employment sufficient to sustain the family. Central to this purpose is helping
adults and minor parents to reduce out-of-wedlock births, and promoting family unity.
Employment improves the quality of life for parents and children by increasing family
income and assets and by improving self-esteem.

It is the goal of the TEA program that all participants receive services that best prepare
them for long-term self-sufficiency. Therefore, it is important that eligible families
receive the supportive services, and, in some cases, education and training to enable
them to make the transition from welfare to work. Through employability assessments,
employment planning, and the provision of employment related services, the TEA
program helps recipients recognize their employment possibilities. TEA recipients are
also encouraged and allowed to participate in education and training activities as a
component of their individual Employment Plan. Minor parents are encouraged and
supported in completing a high school education or equivalency so that they are better
prepared to enter the job market as adults. Since TEA benefits are time-limited,
emphasis is placed on short-term goals so that the recipient enters employment before
the end of his or her time limit.

In addition to case management and employment related services, the TEA program
provides monthly cash assistance to eligible families to help meet the families’ basic
needs while the parent/s or other adult relative/s works toward increasing his/her
earning potential.

TEA cash assistance is also available to help meet the needs of children who are being
cared for by non-parent adult relatives. Assistance to such relatives may be provided
without regard to a specified time limit.

TEA Diversion Assistance provides a one-time lump sum payment in lieu of other TEA
services or assistance to help a family accept or retain employment.
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1000 General Provisions

1020 Administration

1020 Administration
12/06/11

The Transitional Employment Assistance program is governed by federal law (Title IV-A
of the Social Security Act), State law (Arkansas Act 1058 of 1997), and the state’s
Transitional Employment Assistance Program State Plan.

The program is jointly funded by the State and Federal governments. The federal
funding source is the Temporary Assistance for Needy Families (TANF) block grant under
Title IV-A of the Social Security Act. State general revenues also fund the program.

The Department of Human Services, Division of County Operations (DCO), is responsible
for determining TEA eligibility. The Department of Workforce Services (DWS) is
responsible for providing case management services.

An individualized approach to the delivery of TEA services is paramount to the program
purpose of moving families to self-sufficiency in a short timeframe. To promote this
approach, the program is administered with a high degree of flexibility provided to DWS
Case Managers, the DHS county office, or front-line staff.

1030 Personnel
12/06/11

DWS and DCO are responsible for the provision of personnel in their areas of
responsibilities, which include determining eligibility, authorizing payments, and
providing case management services to eligible families.

DHS County Administrators and DWS Office Administrators will develop procedures
within their individual offices, through training and supervision, whereby decision-
making occurs at the lowest possible level.

1040 Volunteers
7/1/97

Volunteers are subject to the rules, regulations, and policies of the office where they are
assigned. This includes the policies which govern the disclosure of information concerning DHS
and its clients. The volunteer’s supervisor in the DHS County Office is responsible for
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1000 General Provisions

1050 Disclosure of Information

informing the volunteer of the disclosure policy for each program in which the volunteer
works.

Volunteers may perform any duty in the DHS County Office as determined appropriate
by the County Administrator. However, a paid DCO employee, as designated by the
County Administrator, must review and approve any certification or benefit
determination decisions recommended by a non-paid volunteer.

1050 Disclosure of Information
7/1/97

Information concerning an applicant, recipient, or other persons known to the agency
will not be made available without the written consent of the client except to
authorized employees of the Department of Human Services, the Office of Child Support
Enforcement, the Social Security Administration, the federal Department of Health and
Human Services, or for purposes directly connected with the following:

1. Any investigation, prosecution, or criminal or civil proceeding conducted in
connection with the administration of any program administered by the
Department of Health and Human Services.

2. The administration of any other Federal or federally assisted program which
provides assistance, in cash or in-kind, or services, directly to individuals on the
basis of need.

3. The certification of receipt of TEA cash assistance to an employer for purposes of
claiming the Work Opportunity Tax Credit.

4. Any audit or similar activity, e.g., review of expenditure reports or financial
review, conducted in connection with the administration of any such program by
any governmental entity which is authorized by law to conduct such audit or
activity.

In addition, the current address of a recipient may be disclosed to a state or local law
enforcement officer at his/her request without the recipient’s consent provided the law
officer provides the recipient’s name and Social Security number and satisfactorily
demonstrates that (1) the recipient is a fugitive felon, a probation or parole violator, or
is fleeing prosecution for a felony offense, (2) the location or apprehension of such
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1060 Coordination with Other Programs

person is within the law officer’s official duties, and (3) the request is made in the
proper exercise of those duties. A felon is defined as a person who has been convicted
of a crime which was termed a felony by the court which heard the case.

1060 Coordination with Other Programs
7/1/97

The County Administrators will establish procedures to insure coordination between the
TEA and other programs administered by the County Office.

1070 Maintenance of Electronic Case Records
12/06/11

The maintenance of the Electronic Case Record is the responsibility of the DHS County
Office staff. The electronic record will be maintained in ANSWER. The processing and
review of TEA case actions will be conducted via ANSWER.

1080 Electronic Case Record Organization
12/06/11

All forms and supporting documents related to an individual or household will be filed in
the individual’s or household’s electronic case record in ANSWER. Application forms
and other forms and documents relating to a budget unit will be filed in the Budget Unit
Notebook. Forms and documents relating to a specific individual will be filed in the
Client Notebook.

The following electronic case record organization system will be followed for the TEA
cash assistance case.

BUDGET UNIT NOTEBOOK:
Application Status
e Request for Assistance (DCO-215)

Budget Unit Composition

e Client Declaration Statement
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1080 Electronic Case Record Organization

e Diversion Assistance Agreement (DCO-182)

e TEA Document Deletion (Diversion and Reimbursement)
e TEA Warrant Cancellation

e Notice of Appointment (DCO-219)

e Request for Information (DCO-191)

e Collateral Statements

e All Manual Notices

e Change Report Forms (DCO-234)

CLIENT NOTEBOOK:

Profile
e Personal Responsibility Agreement (DC0O-217)

e Assignment of Rights (DCO-237)
e Birth Certificates

e Social Security Card

e Social Security Enumeration

e C(lientID

e Marriage License

e Divorce Decree

e Life Insurance Policies

e Deeds

e Acknowledge of Receipt of PUB 389 (DCO-188)

Income
e Earned and Unearned Income

Resources

e Household Resources
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1090 Disposition of Records

Parent
e Good Cause Claim (DCO-105)
e Good Cause Notice (DC0O-90)

Immunization

e |Immunization Verification

Sanction (Program Violations)
o IPV
e Drug Conviction
e Fugitive Felon

e Parole/Probation Violator

1090 Disposition of Records
12/06/11

TEA records will be purged when the case has been closed continuously for five years
unless an audit is being conducted at that time or there is an outstanding overpayment
claim. In this context, “case closure” refers to the closure of the case for purposes of
TEA program services, including Extended Support Services (and therefore does not
refer to “closure” of the cash assistance aspect of the case).

The five- year timeframe will apply to cases in which the adult’s lifetime maximum
period to receive TEA benefits has been reached. This is to ensure case record
information is available should an audit be conducted on the case during those five
years following closure.
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22000 TEA Application

2000 TEA Application

22000 TEA Application

07/01/99

The DHS County Office will accept and process applications for Transitional Employment
Assistance.

A TEA application must be disposed of by either approval or denial as quickly as possible
but no later than thirty (30) calendar days from the date the application was received in
the county office, unless the worker determines that the applicant needs more time in
order to establish his or her eligibility for services.

The TEA eligibility requirements are the following:

Personal Responsibility Agreement Requirement

Social Security Number (SSN) Enumeration

Minor Parent Requirements

Children’s Age and Relationship to Parent or Adult Caretaker Requirement
Citizenship or Alienage Requirement

State Residence Requirement

Time Limit Requirement

Resource Requirement

O 00 NOUAEWDNE

Income Requirement
10. Work Participation Requirement
11. Child Support Requirement

Each of the above requirements is discussed in detail in manual sections dealing with
the specific requirement.

Information to establish whether a family meets the above requirements is obtained
from the application form and/or during the application interview.
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2002 Nondiscrimination

07/01/99

No person shall be prevented from participation, be denied benefits or be subject to
discrimination on the basis of age, religion, disability, political affiliation, veteran status,
sex, race, color, or national origin. The Department will comply with provisions of the
Civil Rights Act of 1964.

The Department has the responsibility of informing applicants and recipients that
assistance is provided on a nondiscriminatory basis and of their right to file a complaint
with the agency or federal government if they think that discrimination has occurred on
the basis of age, religion, disability, political affiliation, veteran status, sex, race, color or
national origin.

2003 Application
12/06/11

Requests for assistance will be made by completing an application form DCO-215,
Request for Assistance (RFA), and submitting the application to the county office or by
completing an online application through the DHS Access Arkansas website
https://access.arkansas.gov/. Application must be made by the parent or other adult

caretaker relative of the child.

The TEA application must be signed by the applicant under penalty of perjury. If both
parents are in the home with the child, either may sign the application. The county
office will provide assistance with completing the form if requested. In Access Arkansas,
the electronic signature is created when the applicant checks a box acknowledging the
electronic signature and then enters his or her name and submits the application.

The application date will be the date the signed application is received in the DHS
County Office. For online applications, the date of application will be the date the
application is signed if submitted before 4:30 PM on a business day. If submitted after
4:30 PM on a business or non-business day, the application date will be the next
business day. Both the paper and the online application will be registered in ANSWER
no later than by close of business the first workday after that date.


https://access.arkansas.gov/
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2004 Application Interview

2004 Application Interview
12/06/11

Applications Submitted to County Office

A face-to-face interview with the applicant is required for applications submitted to the
county office. If the household consists of two adults, both will be interviewed. If only
one parent is present for the initial interview and it is determined that the family is
potentially eligible, an interview will be scheduled for the second adult to ensure that
both parents understand their responsibilities. The applicant will be seen at the office or
a place of convenience if incapacitated or otherwise incapable of coming to the office.

If the applicant family is a non-head of household minor parent and his or her child(ren),
then the adult with whom such minor parent and child are living will also be interviewed
with the minor parent. See the Note below.

% NOTE: The adult caretaker of the minor parent is required to attend to ensure
that he or she is aware of the program requirements and responsibilities that will
be expected of the minor parent. In addition, the adult with whom the minor
parent is living will, in most situations, be made the payee for the cash assistance
grant and, therefore, will be responsible for ensuring that the grant is used on
behalf of the minor parent and child. This will be explained to the adult and
minor parent during the interview.

The application form will be reviewed with the applicant, including a review and
discussion of the Personal Responsibility Agreement. (Refer to TEA 2004.1.)
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2004 Application Interview

Applications Submitted Online

A face-to-face interview is not required for applications submitted online. A telephone
interview will be conducted.

‘(’ NOTE: If an applicant submits an online application but requests a face-to-face
interview, or a telephone interview is not possible, a face to face interview will
be conducted.

The following required forms are incorporated in the online application:

e The Client Declaration

e The Notice of Good Cause (DC0O-90)

e The Personal Responsibility Agreement (DCO-217). (Refer to TEA 2004.1)
e Assignment of Child Support (DCO-237)

The information obtained during the face-to-face or telephone interview may indicate
that the family does not necessarily need ongoing cash assistance. Any possible
alternatives to cash assistance should be discussed with the applicant. For example,
ongoing child care assistance or Medicaid coverage may be all that is needed to support
the parent(s) in work. Another alternative may be Diversion Assistance if one-time
assistance is all that is needed for the adult to obtain or retain employment.

If it is agreed that an alternative to cash assistance is appropriate, then the TEA
application will be denied with the applicable denial code. If regular ongoing TEA
benefits are appropriate, the worker will proceed with the application process (see TEA
2100).

The interview will be documented in ANSWER.


https://dhsshare.arkansas.gov/DHSPolicy/DCOPublishedPolicy/TEA2000.pdf#2004_1
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2004.1 Personal Responsibility Agreement

2004.1 Personal Responsibility Agreement
12/06/11

The Personal Responsibility Agreement (PRA) is an agreement that provides the
individual with responsibilities with which he or she must comply while receiving cash
assistance.

The responsibilities include:

e cooperation with the Office of Child Support Enforcement

e ensuring school age children are in school

e ensuring that pre-school children receive appropriate immunizations
e participation in work requirements, if applicable.

For applications submitted to the county office, the PRA will be reviewed with the
applicant during the face-to-face interview. For applications submitted online, the PRA
will be reviewed over the phone. The PRA reviews are conducted to ensure that the
applicant understands it and agrees to comply by signing it. For applications submitted
online, the applicant agrees to the provisions of the PRA when he or she electronically
signs the application.

As part of the PRA discussion, the eligibility worker will be responsible for advising the
applicant of the supportive services that are available to both recipients and former
recipients who become employed. This will include a thorough review of the PUB-389
(Supportive Services), with a copy given to the applicant. DWS will give a more detailed
explanation of supportive services during the assessment.

If the family includes a non-head of household minor parent, the PRA will also be
reviewed with such minor parent who must also sign it. See TEA 2120 for specific
requirements related to minor parent households.

If a non-head of household minor parent fails to sign the PRA, the application may be
approved with the non-compliance sanction applied (refer to TEA 2121).
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2005 Obtaining Information to Determine Eligibility
08/11/11

The applicant is the primary source of information and is responsible for providing
necessary verifications, as requested, to establish initial and ongoing eligibility.
However, if the applicant is unable to provide essential information, or is having
difficulty in obtaining it, the County Office will assist in obtaining required information.

The applicant is expected to provide information as requested. Although the County
Office may assist the applicant, when necessary, the applicant should be encouraged to
obtain as much information on his/her own before requesting assistance. Such
assistance may range from simply advising the applicant how or where to get the
information to actually obtaining the necessary document (e.g. accessing the
Department of Health birth records through the Unique Client Directory (UCD) on DHS
Share for the birth record).

Form DCO-81, Consent for Release of Information, is used to secure essential
information from a collateral source. This form must be signed by the
applicant/recipient so information may be released to the agency.

2010 Diversion Assistance
11/01/10

Diversion Assistance is intended to help a family through a financial problem which
jeopardizes employment and which, if not solved, could result in the family coming on
to regular ongoing cash assistance. Diversion Assistance is not a supplement to regular
assistance but is in place of it.

Diversion Assistance is a one-time payment to or on behalf of the family which will
resolve a financial problem so that the adult can maintain and/or obtain employment.
Diversion is available to an adult only once during his or her lifetime.

The eligibility requirements for Diversion Assistance are as follows:

1. A minor child must live in the home.
2. The adult has never received a Diversion Assistance payment.
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2010 Diversion Assistance

3. The Diversion Assistance amount will alleviate the crisis.

4. The adult (a) is currently employed but having a problem that jeopardizes the
employment; or (b) has been promised a job but needs help in order to accept
the job (e.g. needs car repairs, uniforms, etc.).

5. The adult agrees to forego regular TEA cash assistance for a period of 100 days
from the date of application and signs a Diversion Assistance Agreement, DCO-
182, to that effect.

The regular TEA income and resource requirements do not have to be verified and
established. If the family’s resources are obviously over the resource limit, then
Diversion Assistance will not be authorized. The worker should, based on the earned
income reported, determine if the family would be eligible for TEA benefits if the earned
income was lost. If losing the earned income would make the family eligible for TEA and
all other requirements for diversion are met, it is appropriate to authorize the payment.
(See examples below)

EXAMPLE 1. Mr. H. applies for TEA cash assistance. During the interview, it is
determined that he is employed but cannot maintain his employment
unless repairs are made to his car. Mr. H. reports monthly earned income
of $700.00. Diversion is discussed. The worker determines that if Mr. H.
lost his employment he would be eligible for TEA. The worker also
determines that the diversion payment would cover the cost of repairs. In
this instance, diversion is appropriate.

EXAMPLE 2. Ms. G. applies for TEA cash assistance. During the interview, it is
determined that she is employed but cannot maintain her employment
unless repairs are made to her car. Ms. G. was determined income
eligible. However, during the course of the interview, it was determined
that Ms. G. has $3500 in her savings account. Because Ms. G is over the
resource limit, she would not be eligible for TEA. Therefore, diversion is
not appropriate.

The Diversion Assistance payment will be the actual amount needed to
resolve the crisis up to a maximum of three months of maximum grant
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payments for the household (e.g., h/h of 3 = $204 x 3 months = $612
maximum diversion payment). If the amount needed to resolve the
problem is more than the maximum payment, and there are no other
resources available to assist with the cost, it will be determined whether
the maximum will alleviate the crisis in any way. If not, the payment will
not be authorized.

Under Arkansas state law, a Diversion Assistance payment is a loan which the client
should repay to the State of Arkansas when able to do so. Repayment, though, does not
entitle the individual to another Diversion payment in the future.

A Diversion Assistance payment counts as a TEA month(s) for purposes of the twenty-
four month time limit if the adult later applies for TEA assistance, unless the payment
has been repaid. If not repaid, the diversion payment counts for up to three (3) months
of the time limit (based on the amount of the diversion payment), divided by the
maximum grant for the family size. The number of months will be rounded up to the
next higher number. (See TEA 2130.)

EXAMPLE: Ms. Brown comes in to apply for TEA. She has 2 children. During the
interview and review of the skills assessment, it is determined that she
has found a job, but because her car needs repair work, she can’t accept
it. The cost to repair the car is $550 and she cannot afford to have it
repaired. The grant amount Ms. Brown and her family could receive is
$204. The maximum Diversion Assistance payment Ms. Brown could
receive is $550 (the actual cost, which is less than three times her
maximum monthly benefit level). If this Diversion payment is not repaid,
it will count as three (3) months of the twenty-four month time limit.
(5550/204 = 2.7 rounded up to 3 months)

If the cost to repair the car was $700, the maximum Diversion Assistance
payment Ms. Brown could receive is $612 (5204 x 3). However, before
authorizing this, it should be verified with the repair shop that they will
accept this amount to make the repairs or that the car could be repaired
sufficiently for that amount so that she could drive it.
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2011 Authorizing the Diversion Assistance Payment

The applicant may be required to furnish verification of the problem to be resolved by
the Diversion Assistance and his or her employment situation. This decision is left to the
discretion of county office staff.

Whether the applicant has received a Diversion Assistance payment in the past may be
verified by inquiring to the TEPC (TEA Payment Count) screen.

Before Diversion Assistance is authorized, the Diversion Assistance Agreement, Form
DCO-182, will be reviewed with the applicant and the appropriate signature(s) obtained.
A copy of the agreement will be provided to the applicant and will serve as the approval
notice.

2011 Authorizing the Diversion Assistance Payment
02/28/13

To authorize payment, the following steps will be taken:

1. Key the payment to the WAGR screen using Approval Code 24. The payment will be made
payable to the applicant.

2. Complete form DHS-187, Billing & Routing Sheet, and route as instructed on the form.
Attach the invoice that verifies the amount on the DHS-187. If the applicant is responsible
for only a portion of the amount on the invoice, a notation should be made on the
invoice. The DHS-187 and the invoice must be faxed to Accounts Payable immediately.
The check will not be released until the original documents are received in Accounts
Payable.

3. Deny the TEA application using the denial reason, TEA- Diversion Assistance approval.

4. Document the reason for the diversion request and the reason for approval in ANSWER.

The County Office will explain to the applicant that the Diversion Assistance payment is being
approved.

2012 Deleting a Diversion Payment
06/01/11

A request for cancellation or deletion of a diversion payment must be made to Accounts Payable.
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2012 Deleting a Diversion Payment

A diversion payment will be deleted when it has been determined that the payment, after being
keyed to WAGR, should not be processed (e.g., keyed in error, not eligible). To delete a diversion
payment, complete sections | and Il of the TEA Documentation Memo and fax to Accounts Payable
at 682-1556. The original memo should then be mailed to Accounts Payable, Slot W-406. Section
[l will be completed by Accounts Payable.

2013 Cancelling a Diversion Payment

06/01/11

A diversion payment will be cancelled when it has been determined that the warrant has
returned. To cancel a diversion payment, complete sections | and Il of the TEA Warrant
Cancellation Memo and mail to Accounts Payable, Slot W-406. Section Ill will be completed by
Accounts Payable. If the warrant is returned to the county office, it must accompany the
cancellation memo. If reissuing a cancelled payment, indicate in section Il of the memo, and
follow steps 1 —4 in TEA 2011, Authorizing the Diversion Assistance Payment, to reprocess the
payment.

Document the reason for the deletion or cancellation in ANSWER.
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2100 TEA Application Process

07/01/97
2101 Preliminary Income and Resource Eligibility Screening

The income and resource sections of the application will be reviewed with the applicant
to determine whether the family may be eligible for assistance. If the income or
resources are above the maximums of $223/month for income (TEA 2351) or $3000 for
resources (TEA 2272), it is not necessary to continue the application interview. The TEA
application will be denied. If it appears that the family may be eligible for assistance, the
interview process will continue.

2110 Social Security Number Enumeration Requirement
TEA Manual 5/1/08

To meet the Social Security enumeration requirement, each eligible person included in
the Budget Unit must either:

a. Declare a Social Security number or
b. Apply for a Social Security number if one has not been issued or if one has
been issued but is not known.

1. Individuals who Declare an SSN

To declare an SSN, an individual must state the number. Verification is not
required. When an individual declares an SSN, the eligibility worker will enter the
SSN to the ANSWER system for verification through the IEVS system. (This
verification process is described in TEA 2110.) The county office worker will not
attempt to verify the SSN declared. However, if the household presents
documentary evidence such as a social security card, a copy will be placed in the
case record and used, if necessary, to clear any SSN discrepancies.

2. SSN Application Process (No SSN or SSN Not Known)


https://dhsshare.arkansas.gov/DHSPolicy/DCOPublishedPolicy/TEA2000.pdf#2351
https://dhsshare.arkansas.gov/DHSPolicy/DCOPublishedPolicy/TEA2000.pdf#2272
https://dhsshare.arkansas.gov/DHSPolicy/DCOPublishedPolicy/TEA2000.pdf#2110
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a. Aliens and Individuals age 12 or over

An alien regardless of age and an individual age 12 or over must apply in
person at the local Social Security Administration Office. The eligibility
worker will issue an SS-5, Application for a Social Security Card and a DCO-12,
Enumeration Referral, along with the identifying information and pseudo-
SSN to the applicant. The worker will not forward any evidence to SSA for the
applicant unless SSA specifically requests such evidence. A photocopy of the
SS-5 and DCO-12 will be retained in the county office until the DCO-12 is
returned by SSA showing that a complete SSN application has been received.

An individual who has been issued a number but does not know it can obtain
a replacement SSN card by completing an SS-5 and taking or mailing it to SSA.

If the DCO-12 is returned by SSA showing that a complete SSN application
has not been received, the eligibility worker will send a DCO-1 advising the
applicant that he must submit a complete SSN application to SSA within 10
days or the TEA application will be processed without that person’s eligibility
being considered.

b. Individuals under age 12

Form SSA-2853 Receipt for Enumeration at Birth will be accepted as proof of
application for an SSN if an application for an SSN was made at the hospital
when the baby was born. The eligibility worker will request the applicant to
provide the SSA-2853, and make a photocopy for the case record. The
county worker can accept this form as proof until the first reevaluation for
continued eligibility. At that time, if a card has not been received, or a
number is not on the system, the worker will complete an SS-5 and DCO-12
to forward to the SSA office, as described below.

For other individuals under age 12 who must apply for an SSN, the eligibility
worker must complete the SS-5 and DCO-12. The worker will inform the
applicant of what are acceptable types of evidence to verify date of birth,
identity and U.S. citizenship as listed on the SS-5 application.
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The original copies of evidence along with the SS-5 and DCO-12 will be
submitted to the local Social Security Administration Office. A photocopy of
the SS-5 and DCO-12 should be retained in the county office until the DCO-12
is returned by the SSA office indicating that a complete SSN application has
been received.

If the DCO-12 is returned by SSA indicating that additional information or
evidence is required, the worker will obtain the additional evidence, if
available to the worker, and resubmit the entire SSN application and DCO-12.
If additional evidence is not available to the worker, a DCO-1 will be sent to
the applicant requesting the information and advising that if not provided
within 10 days, the application will be processed without the person’s
eligibility being considered.

c. Qualified Aliens not Authorized to Work in the U.S.

SSA will not assign an SSN or a replacement card to an alien who does not
have authorization of the Department of Homeland Security to work in the
United States unless the alien has a valid non-work reason for needing an
SSN. Meeting the eligibility requirements for TEA would be a valid reason
for SSA to authorize an SSN. To assign an SSN in this situation, SSA requires
documentation from DCO that the individual meets all eligibility
requirements for cash assistance except for an SSN. For these individuals,
the county office must first determine that the individual meets all points of
eligibility except for an SSN. If they are TEA eligible, the county should
complete the DCO-12, checking on the form that the non-work alien meets
all eligibility requirements except for the SSN. The county office will issue
the DCO-12 and SS-5 to the applicant or responsible party, following the
procedures in 2.a. above, regardless of the age of the qualified alien. SSA
requires an interview for enumeration of all non-citizens.

NOTE: Counties should only refer eligible applicants to SSA. Non-eligible,
non-work alien parents applying only for their children should not be
referred to SSA. They should be given a pseudo-SSN.
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d. Undocumented Alien

An undocumented alien who is the casehead or included as an ineligible
member in an open case will be assigned a pseudo number even if an SSN is
provided. This includes an undocumented pregnant woman.

More information regarding the procedures for applying for a SSN can be
obtained through SSA’s website: www.ssa.gov/ssnumber/ or by calling toll
free at 1-800-772-1213, deaf or hard of hearing at 1-800-325-0778 from 7
a.m. to 7 p.m., Monday through Friday for specific questions.

3. Verification of Social Security Number by SSA

Each month, all Social Security numbers that have been entered to ANSWER by
the county office with enumeration code “Provided” are submitted to the Social
Security Administration to verify SSN based on name, sex and date of birth.
ANSWER will submit every unverified number and pseudo numbers on a monthly
basis. If all match data agrees with SSA records, the enumeration code is
changed to “Verified” in ANSWER by the system and the SSN is no longer keyable
by the county. Once verified the enumeration code “S” will show on the
Mainframe and ANSWER will show verified. If one or more of the match items
does not agree with SSA records, the enumeration code “Provided” will be
changed on the Mainframe and ANSWER system to one of the following
mismatched codes:

Mainframe ANSWER
SSN not on SSA files

Name matches, DOB matches, Sex does not match

Name matches, DOB does not match

Name matches, DOB and Sex do not match
Name does not match, DOB and Sex not checked.
Name and DOB match, multi or different SSN

a U b~ W N
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4. SSN Mismatch Report

SSNs that have mismatched with SSA records will be reported via the SSN
Mismatch Report on the ANSWER Reporting System. A mismatched SSN will
continue to appear on this report each month until the mismatch has been
resolved and SSA verifies the number.

The report will reflect the number of times a particular mismatched SSN has
been submitted to SSA. This counter will appear in the “Counter” column of the
Mismatch Report. The report will be posted to the ANSWER Reporting System
by the third workday of each month. The county staff must review and take
action to resolve each mismatch on the report within 60 days of receipt. The
ANSWER Narrative will be updated to reflect the action taken.

5. Resolving Mismatches

First, check for obvious mismatches, (e.g. errors in keying the SSN, sex, name, or
date of birth). Next, check SOLQ to determine if correction can be made in
ANSWER from the SSA data on SOLQ. If this process does not resolve the
mismatch, follow the procedures listed below.

a. SSN Not on SSA Files (Code 1)
If the SSN submitted is not a pseudo number,

1) View the person’s Social Security card.

2) If the number on the card is different from that shown on ANSWER, make
the necessary corrections on ANSWER and change enumeration code to
“provided “and save. The SSN will then be resubmitted to SSA on the
next SSN electronically transferred file.

3) If the number on the card is the same as shown in ANSWER, send a
photocopy of the card with a memo via fax or email to ANSWER System
Support, Office of Program Planning and Development (OPPD), fax #
501-682-1597. The memo should list the case head name, case number,
member name, member SSN, the reason for the mismatch and any other
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pertinent information the count has obtained, e.g., contact with SSA.
Narrate information in ANSWER. System Support will further investigate
and advise the county of further action needed.

‘? NOTE: Code 1 will continue to show for a newborn with a pseudo number until an SSN
has been issued.

b. Name matches, DOB matches, Sex does not match (Code 2); Date of Birth
Mismatch (Code 3); Name matches, DOB and Sex do not match (Code 4)

1) View a copy of the individual’s birth certificate or other proof of age.

2) |If date of birth, and/or sex is different from that shown in ANSWER, make
necessary corrections in ANSWER and change enumeration code to
“Provided”.

3) If date of birth, and/or sex is the same as shown in ANSWER but different
from what is shown in SOLQ, submit an SS-5 to SSA with the age
documentation. A DCO-12 will also be sent with the SS-5. When SSA’s
records are corrected, an update will be received via the enumeration
system and the enumeration code will be changed automatically to “S”
on mainframe and “Verified” in ANSWER.

4) If all information is the same as shown in ANSWER, send a photocopy of
the documents with a memo via fax or email to ANSWER System
Support, Office of Program Planning and Development (OPPD), fax #
501-682-1597. The memo should list the case head name, case number,
member name, member SSN, the reason for the mismatch and any other
pertinent information the county has obtained, e.g., contact with SSA.
Narrate information in ANSWER. System Support will further investigate
and advise the county of further action needed.

c. Name Mismatch (Code 5)

1) View the person’s Social Security card.

2) If the name shown on the card is different from that shown in ANSWER
and the person is in agreement, make the necessary corrections in
ANSWER and change the enumeration code to “Provided”. If the person
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is not in agreement and it has-been established that the person is the
same, the preferred name will be used.

EXAMPLE 1: The name on the card is Mary Smith (married name). The
name in ANSWER is Mary Jones. Ms. Jones agrees to
change her name to Mary Smith. ANSWER is corrected
and the enumeration code will be changed to “Provided”.

EXAMPLE 2: Mary Smith prefers to use her maiden name, Mary Jones,
instead of her married name. The name in ANSWER is
Mary Jones. Her name will not be changed to her married
name in ANSWER. Ms. Jones will be advised to contact SSA
to change their records. (3)

3) If the name shown on the card is incorrect, proof of the correct name
should be obtained. An SS-5 with the documents verifying the correct
name will then be sent to SSA to correct their records. A DCO-12 will be
sent with theSS-5.

ExamPLE 3:  George Williams Martin is listed on the Social Security
Card. However, the correct name is George Martin
Williams as verified by the birth certificate.(4)

4) If the name on the card agrees with the name in ANSWER, send a
photocopy of the card with a memo via fax or email ANSWER System
Support, Office of Program Planning and Development (OPPD), fax #
501-682-1597. This memo should list the case head name, case number,
member name, member SSN, the reason for the mismatch and any other
pertinent information the county has obtained, e.g., contact with SSA.
Narrate information in ANSWER. System Support will further investigate
and advise the county of needed action.
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d. Name & DOB match, Multiple SSN’s or different SSN (Code 6)

The worker will review the SSNs provided and SOLQ to determine which
number is correct. WESD may also be used if determined appropriate. If the
applicant did not provide an SSN card, the worker will request a copy of it if
needed to determine the correct number. ANSWER will be updated with the
correct number.

d. Pseudo SSN

The System will update a pseudo if only one actual SSN is returned. If more
than one is listed on the mismatch report, the worker will determine the
correct number and update the number in ANSWER.

6. Household Cooperation in Clearing the Mismatch Report

When declared SSN’s are returned by SSA as unverified, it is often necessary for
the household to furnish the information necessary to clear the Mismatch
Monthly Report.

A request for contact must be issued by the DCO worker to advise the recipient
of the mismatch, what caused the problem (e.g., name is incorrect) and what
information must be provided to resolve the problem. The recipient will be
given 10 days to furnish the information. If the household does not furnish the
needed information by the end of the designated 10-dayperiod an advance
notice of adverse action will be issued. The notice will specify that:

e the recipient has 10 days to furnish the information needed to clear the SSN
mismatch;

e failure to provide the information will result in terminating eligibility for the
individual whose SSN has not been verified or closure of the case if
applicable;

e and if there are problems in obtaining the needed material the recipient
should contact the DCO county office at once.



TRANSITIONAL EMPLOYMENT ASSISTANCE POLICY MANUAL, SECTION 2000

2100 TEA Application Process

2120 Minor Parent Households

If the recipient claims that the information needed to clear the mismatch report
cannot be furnished, the DCO worker must substantiate the inability to provide
the needed information.

For EXAMPLE: a household may claim it cannot verify a name change because
official records were destroyed in a fire. The DCO worker would
attempt to verify the occurrence of the fire because SSA records
cannot be corrected without the missing documentation. If the
county worker verifies that the recipient cannot provide the
information needed to verify the SSN, the individual may continue
to participate if otherwise eligible.

All actions taken by the county office to clear SSN mismatches must be fully
documented in ANSWER.

7. Monitoring of SSN Mismatch Report

The DCO ES County Supervisor, or designee in the absence of an ES County
Supervisor, will be responsible for monitoring the SSN mismatch report posted
monthly for appropriate and timely processing. A random selection will be
reviewed for compliance. The Program Support Specialists will conduct a random
review of cases listed on the SSN mismatch report monthly for compliance and
provide a report to the Area Director.

2120 Minor Parent Households
07/01/99

If the family includes a minor parent, i.e. under 18 years of age, certain requirements
must be met. If the minor parent is not determined to be a head of household, these
requirements include signing the Personal Responsibility Agreement along with the
adult in the home and living in an adult supervised setting. All minor parents must
attend school or engage in other educational activities. These requirements are
described in more detail in the following sections (TEA 2121 - 2122).
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2120.1 Head - of - Household Minor Parent
07/01/99

For purposes of the TEA program, a head - of - household minor parent is defined as:

1. A minor parent who is legally married under Arkansas state law, regardless of
whether he or she is currently living with the spouse and regardless of whether
he or she is currently living with his or her own parent; or

2. A minor parent who is living on his or her own without adult supervision and it
has been determined, in accordance with TEA 2122.1, that this is an appropriate
living arrangement for the minor parent and child.

If the minor parent is determined to be a head of household, then he or she may be the
TEA casehead and payee and the requirements specific to a non-head of household
minor parent will not apply.

‘? NOTE: A head of household minor parent is required to sign the Personal
Responsibility Agreement just as any adult parent or other adult caretaker is
required to do.

2121 Minor Parent Personal Responsibility Agreement
07/01/99

For purposes of this section, “minor parent” means a non-head of household minor
parent.

A minor parent will be required to sign the Personal Responsibility Agreement on the
application form along with the adult applicant. The minor parent’s signature is required
whenever the TEA application includes the minor parent’s child. It does not matter if the
minor parent is one of several siblings for whom application is being made or if the
minor parent and child are the only members of the TEA applicant family. As long as the
minor parent’s child is included, the minor parent will be required to sign the Personal
Responsibility Agreement along with the adult. If the minor parent refuses to sign the
PRA, the 25% reduction in payment (non-compliance sanction) will be applied.
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The responsibilities outlined on the PRA will be discussed with the minor parent. These
include requirements in relation to the TEA program such as child support
requirements, and participation in education and training activities. The availability of
services such as child care assistance and Child Health Services Services to help meet the
minor parent’s personal and family responsibilities will be explained.

If possible, the PRA will be signed at the application interview. However, if the minor
parent is not at the application interview, a time will be scheduled for the minor parent
to come in and sign the PRA.

If the application is submitted online, minor parent agrees to the provisions of the PRA
by electronically signing the PRA.

2122 Non-Head of Household Minor Parent Living Arrangements
07/01/99

A non-head of household minor parent and his or her child must live in the home of the
minor parent’s parent, legal guardian, or other adult relative except in certain situations
listed in TEA 2122.1.

If an application is made by an unmarried minor parent who is living on his or her own
with a child or in a home that does not meet the above criteria, then it will be
determined if he or she meets one of the exception situations listed in the following
section. If the first exception is met, then no further development is required. If he or
she meets one of the exceptions listed in TEA 2122.1, then the county office will help in
locating a second chance home, maternity home, or other appropriate adult-supervised
living arrangement.

If the minor parent does not meet any exception, then the minor parent will be advised
of the living arrangements requirement and that such arrangements must be resolved
before TEA benefits can be authorized. A timeframe within which the minor parent and
child must move into an appropriate living arrangement may be designated. Such
timeframe should be reasonable based on the minor parent’s individual circumstances
but should not result in the application being unreasonably delayed.

If an appropriate living arrangement is available to the minor parent and she refuses
such arrangement, then the application will be denied.
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x\? NoTE: Referrals to DCFS - A minor parent under the age of 16 should be referred
to the Division of Children and Family Services if sexual abuse is suspected. Also,
if deemed appropriate, a referral to DCFS on a homeless minor parent and child
may be made.

2122.1 Exceptions to Minor Parent Living Arrangements
07/01/97

If an unmarried minor parent and child are not living in a living arrangement as
described in the previous section, then the county office will first determine whether
the minor parent meets one of the following exception situations before requiring a
change in living arrangements or denying the application:

1. The minor parent’s current living arrangement is determined to be appropriate.
In this situation, the parent and minor child(ren) must continue to reside in such
living arrangement as a condition of continued receipt of cash assistance. (An
example of such an arrangement might be that the minor parent and child are
living with an unrelated adult who has been acting as a parent to the minor.)

2. The minor parent has no parent, legal guardian, or other appropriate adult
relative of his or her own who is living or whose whereabouts are known.

3. The minor parent’s parent or legal guardian will not allow the minor parent and
child to live in his/her home and there is no other appropriate adult relative who
will allow the minor parent and child to live in their home.

4. The minor parent or child is being or has been subjected to serious physical or
emotional harm, sexual abuse, or exploitation in the home of the minor parent’s
parent or legal guardian.

5. Substantial evidence exists of an act or failure to act that places the minor parent
or child at risk of imminent or serious harm in the home of the minor parent’s
parent or legal guardian.

6. Itis otherwise determined that it is in the best interest of the minor parent’s
child to waive the living arrangement requirement for the minor parent and
child.
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The decision as to whether a particular living arrangement is appropriate under Item #1
above is made at the county office level. The case record should be documented as to
why a living arrangement was determined to be appropriate.

The type or amount of verification requested of the minor parent to establish any of the
above exceptions will be determined by the county office. Since the intent of the “living
arrangement” requirement is to ensure as many minor parents and their children live in
adult supervised settings as possible, attempts to verify the basis of an exception should
be made. However, depending upon the individual situation, the minor parent’s
declaration may be accepted, if deemed appropriate.

In situations in which it is determined that either Exception #4 or #5 apply, a referral to
the Division of Children and Family Services will be made on behalf of the minor parent
and child.

2123 Minor Parent Education
12/06/11

A minor parent who does not have a high school diploma or equivalency and whose
child is over three (3) months old must attend school or participate in other educational
activities directed toward the attainment of a high school diploma or its equivalent.
Regular attendance and satisfactory progress will be the minor parent’s continuing work
participation activity. The minor parent will be advised of this requirement during the
application or PRA interview.

If the minor parent is enrolled in school or is participating in other educational activities
when application is made, the County Office should verify enrollment and attendance
before approving the application and document the case record accordingly. If the
minor parent is not enrolled in school or other educational activities, he or she will be
advised of this requirement and that enrollment and regular attendance in school or
participation in other approved educational activities will be required. The application
may be approved if all other eligibility requirements are met, but the minor parent will
be required to verify enrollment as her first scheduled work participation activity. (Refer
to Sections 3300 — 3350 of the DWS TEA Case Management Manual for a more detailed
discussion regarding the minor parent education requirement.)
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If school is not in session when the application is made, it will be discussed with the
minor parent as to what her plans are when school resumes. As long as she plans to
attend school when it resumes, the application may be approved, if otherwise eligible.
However, verification of enrollment will be obtained as soon as school resumes.

2130 Time Limit
00/00/00

Beginning July 1, 1998, a family who meets all the eligibility requirements may receive
TEA cash assistance benefits for a period of up to 24 total months. The months counted
are based on receipt by the adult recipient or head - of - household minor parent. (Refer
to Section 4141 of the DWS TEA Case Management Manual for circumstances under
which the time limit may be extended.)

The time limit does not apply in the following situations:

e In cases in which the only parent in the home, or both parents if both are living
in the home, receives SSI benefits, and therefore, no adult is included in the
case.

e In months in which the individual is deferred or exempt from work activity
participation requirements. (See ExampLE #2 below.)

e In the months in which an under age 18 non-head of household minor parent
receives cash assistance. The count will begin when the minor reaches age 18.

The time limit applies:

e In cases in which the non-parent caretaker relatives chooses to be included in
the TEA payment with the child. If a non-parent relative is a payee only, then the
time limit does not apply to the case. This will be explained to the non-parent
adult relative during the application interview. (See ExampLE #1 below.)

The time a child receives assistance will not count toward his/her time limit when he or
she becomes an adult.
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Payments made by another state under a Temporary Assistance for Needy Families
program count toward the twenty-four month limit in Arkansas if the adult has received
more than thirty-six such payments in another state. Only the payments from another
state in excess of thirty-six will count toward Arkansas’ twenty-four month limit.

‘? Note: The DCO-118, TANF Assistance Received Out of State, will be used to report TEA
benefits received from another state. The form should be faxed or emailed to the
Systems Unit.

ExampLE #1 : A grandmother is applying (after July 1998) for her grandchild.
Grandmother chooses to be included in the unit. After six months of
receiving TEA benefits, the case closes because the child has returned to
his parent. Grandmother later reapplies for herself and a child of her
own. Because she previously received six months of assistance, she has
eighteen months remaining in the twenty-four months limit. Had she not
been included with her grandchild previously, her 24 month period would
begin at one.

ExampLE #2: Ms. Jones was temporarily deferred from work activity requirements due
to a domestic violence situation at the time her TEA application was
certified in January. The deferral continued for the next five months,
ending in June. The deferral months of January-June will not count
toward Ms. Jones 24-month limit.

Diversion assistance payments count towards the 24 month time limit unless the
payment has been repaid. The number of months a diversion payment counts is based
on the diversion amount divided by the maximum grant for which the family would have
been eligible had the diversion not been made. The number of months is rounded up to
the next higher number. (See TEA 2010.)

Inquiry to the TEA Payment Count (TEPC) screen on ACES may be made to determine
the number of months an adult has received TEA benefits. Regular TEA payments and
diversion payments are listed on this screen as well as payments paid by another state
which must be counted toward the time limit.
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2140 Child Support Requirements
07/01/99

When one or both parents are not living in the home with the child, or when legal
paternity has not been established, the person receiving assistance for the child must
comply with the child support enforcement requirements unless it would be against the
best interests of the child.

These requirements are:

e The assignment of child support rights. Arkansas State Law, Act 1296 of 1997,
provides for an automatic assignment of child support rights when an individual
accepts Transitional Employment Assistance. (Refer to TEA 2141)

e Cooperation in obtaining child support and establishing legal paternity (refer to
TEA 2142).

The cash assistance payment for which the family is otherwise eligible will be reduced
by 25% if the casehead or minor parent fails to cooperate, without good cause, with
child support enforcement requirements.

The purpose of the Child Support Enforcement Program is to promote greater financial
responsibility of parents to their children and to provide a child support collection
service to reduce dependency upon public assistance.

This purpose may be stated in the following objectives:

1. ldentifying and locating non-custodial parents of children for whom assistance is
requested

2. Establishing paternity of children born out of wedlock for whom assistance is
requested, including situations in which both parents are living with the child

3. Obtaining support payments due individuals for whom assistance is requested

4. Obtaining any other payments or property due individuals for whom assistance
is requested.
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During the application interview, the child support enforcement requirements will be
explained to the applicant.

2141 Assignment of Child Support Rights
12/06/11

Under Arkansas state law, when an individual accepts TEA for or on behalf of a child or
children, such individual will be deemed to have assigned to the Department of Human
Services any rights to child support from any other person as such individual may have:

e In his own behalf or in behalf of any other family member for whom he is
receiving assistance; and

e Which have accrued at the time such assistance, or any portion thereof, is
accepted.

The effective date of the assignment is the date the case is certified for cash assistance,
or the child(ren) is added. The duration of the assignment will extend until: (a) the
termination of TEA with respect to current support rights; and (b) such time as past TEA
assistance has been reimbursed to the State with respect to accrued unpaid support
rights.

Failure to turn in support payments will result in an overpayment which will be subject
to recovery and may result in a sanction for non-cooperation.

The automatic assignment of child support rights will be explained to each TEA
applicant. This will include reviewing with the applicant the Assignment of Child Support
(DCO-237). ltis important that the casehead be made fully aware of his or her
responsibility to pay to the Office of Child Support Enforcement any support payments
received from the non-custodial parent once the assighment becomes effective; i.e.
approval of the application. It should be explained to the casehead that paying to the
OCSE all support payments covered by the assignment is a part of the child support
cooperation requirement.
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2142 Cooperation in Establishing Paternity and Obtaining Support
12/06/11

An individual may be freed from the requirement to cooperate in terms of Iltems 1-5
below, only if good cause for refusal to cooperate is determined to exist per TEA 2143.
Good cause is not allowed for refusal to cooperate in terms of Items 6 and 7 below.

“Cooperate” includes the following:

1. Providing information necessary for the referral to OCSE.

Appearing at the offices of the state or local agency or of the Office of Child
Support Enforcement (OCSE) as necessary to provide verbal or written
information, or documentary evidence known to, possessed by, or reasonably
obtainable by the casehead that is relevant to the achieving of the objective of
identifying and locating non-custodial parents, establishing paternity, and
obtaining support;

3. Appearing as a witness at court or other proceedings necessary to achieving the
objective of identifying and locating non-custodial parents, establishing paternity
and obtaining support;

4. Providing information, or attesting to the lack of information, under penalty of
perjury;

5. Providing information necessary to establish legal paternity for children included
in the assistance unit for whom legal paternity has not been established.

6. Paying to the OCSE any child support payments received from a non-custodial
parent which are covered by assignment after an assignment of child support
becomes effective.

7. If required by the OCSE, entering into a formal repayment agreement, and
complying with that agreement, to pay back any child support payments covered
by the assignment which were received directly from the non-custodial parent
and retained by the client.
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2143 Good Cause for Refusal to Cooperate
07/01/99

An individual may be determined to have good cause for refusing to cooperate with the
State in child support enforcement activities and thus, be freed from the cooperation
requirement. Good cause may be determined to exist in certain specified circumstances
under which cooperation would be against the best interests of the child.

Each TEA casehead and/or minor parent subject to the cooperation requirement must
be informed in writing via Form DCO-90 of his/her right to claim good cause prior to the
requiring of cooperation.

TEA will not be denied, delayed, reduced or discontinued pending claim determination if
all other eligibility requirements have been established. The OCSE will not undertake
activities to establish paternity or to secure support when notified that an individual has
claimed good cause.

2143.1 Claiming Good Cause
07/01/99

A claim of good cause will be made by the casehead or minor parent by completing form
DCO-105 specifying the circumstance under which good cause is believed to exist. The
casehead must provide corroborative evidence to establish the existence of the good
cause circumstance and, if requested, provide sufficient information to permit the
County Office to conduct an investigation. Evidence and/or information must be
provided within 20 days from the date the claim was made, unless the County Office
grants an extension.

Upon request, the County Office will advise the casehead how to obtain the necessary
documents and will make a reasonable effort to obtain any specific documents which
the casehead is not able to obtain without assistance.

If the application is ready to be certified but the claim is still pending, the worker will
complete the certification but no referral to the OCSE will be made at that time. (See
TEA 2411.1.)
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If the application is denied due to other factors, all procedures relating to the claim may
be discontinued at that time. A narrative entry should be made to explain the
discontinuance of good cause procedures.

All claims of good cause and circumstances on which claims are based should be
carefully documented in the record. Claims of good cause based on the circumstances
subject to change should be reviewed periodically.

2143.2 Circumstances Under Which Good Cause May Exist
07/01/97

Good cause will be determined to exist only if cooperation in establishing paternity and
securing support would be against the best interests of the child due to at least one of
the circumstances listed below.

1. The cooperation of the casehead in establishing paternity or securing support is
reasonably anticipated to result in physical or emotional harm to the child, or to
the mother or other relative with whom the child is living. The potential physical
or emotional harm must be of a serious nature to justify a finding. A finding of
good cause for potential emotional harm may only be based upon a
demonstrable impairment that substantially affects the functioning of an
individual.

2. The County Office believes that proceeding to establish paternity or to secure
support would be detrimental to the child for whom aid is sought due to the
existence of at least one of the following circumstances:

a. The child was conceived as a result of incest or forcible rape;

b. The adoption of the child is pending before a court of competent jurisdiction;
or

c. The parent(s) is currently being assisted by a State or Licensed private social
agency to resolve the issue of whether to keep the child or to relinquish him
for adoption; and the discussions have not gone on for more than three
montbhs.
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A claim of good cause which has been substantiated based upon the circumstance
defined under Item 2(c) above will not be valid for more than 90 days from the time
such determination was made.

If, after the 90 days referenced above, the issue regarding the continued presence of
the child(ren) in the home has not been resolved, the casehead must submit to the
County Office each month thereafter evidence and/or information showing that the
issue has not been resolved and that efforts to reach a decision are continuing. If such
evidence and/or information is not provided at such time, Form DCO-1 will be sent (if
appropriate) notifying the casehead that such must be provided or the non-custodial
parent information for the OCSE referral provided within ten days. A failure to provide
such evidence and/or information will be viewed as a failure to cooperate and the
sanction will be applied.

If, during the 90 days, the issue is resolved that the child(ren) will remain in the home of
the casehead, the good cause claim or decision substantiating the claim will become
void. The casehead must then cooperate as required, or the sanction will be applied.

2143.3 Substantiation of Good Cause Claim
07/01/97

A good cause claim may be substantiated by:

1. Evidence which corroborates the claim, or

2. Aninvestigation conducted by the County Office when the basis of the claim is
anticipated physical harm and no corroborative evidence is available; or

3. Both corroborative evidence and an investigation.

It is the responsibility of the casehead to provide corroborative evidence and, if the
County Office determines that an investigation is necessary, to provide sufficient
information to enable such investigation.

The County Office will, upon request, advise the casehead how to obtain the necessary
documents and make a reasonable effort to obtain any specific documents that the
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casehead is not able to obtain without assistance. Such requests will be documented on
Form DCO-105.

2143.4 Types of Corroborative Evidence
07/01/97

Good cause claims may be corroborated with the following types of evidence:

1. Birth certificates or medical or law enforcement records which indicate that the
child was conceived as a result of incest or forcible rape;

2. Court documents or other records which indicate that legal proceedings for
adoption are pending before a court of competent jurisdiction;

3. Court, medical, criminal, child protective services, social services, psychological
or law enforcement records which indicate that the putative father or non-
custodial parent might inflict physical or emotional harm on the child or relative;

4. Medical records which indicate emotional health history and present emotional
health status of the casehead or of the child for whom support would be sought;
or written statements from a mental health professional indicating diagnosis or
prognosis concerning the emotional health of the casehead or of the child for
whom support would be sought;

5. A written statement from a public or licensed private social agency that the
child’s parent(s) is being assisted by the agency to resolve the issue as to
whether to keep the child or to relinquish him for adoption; and

6. Sworn statements from individuals other than the casehead with knowledge of
the circumstances which provide the basis for the good-cause claim. A sworn
statement is a statement made and sworn to before a person authorized by law
to take such a statement. Those persons who are authorized include a notary
public, clerk of the court or a judge. (list not inclusive)

Any evidence considered must have a direct and logical relation to the circumstance(s)
under consideration, or it will be insufficient to substantiate good cause i.e., it must
verify the claim. Corroborative evidence is to be provided by the casehead within 20
days (or 40 days in exceptional cases) from the date the claim was made.
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2143.5 Investigation
07/01/99

Anticipated physical or emotional harm may be the basis of a claim for which there is no
corroborative evidence particularly in the case of battered women. When no
corroborative evidence is submitted in support of past physical or emotional harm, the
County Office will investigate the claim when it believes that the claim is credible
without corroborative evidence, and such evidence is not available.

Good cause will be found to exist if the statement of the casehead and the investigation
satisfy the County Office that good cause exists. The casehead has the burden of
establishing credibility and the reason no evidence exists. The agency investigation may
not verify good cause, but should establish to the County Office’s satisfaction the
credibility of the casehead.

A determination that good cause exists due to anticipated physical or emotional harm
under this section will be reviewed and approved or disapproved by supervisory staff.
The record will document the findings (Form DCO-105).

In addition to cases in which physical harm is the basis of the claim and no corroborative
evidence is available, the County Office may conduct an investigation to further
substantiate a claim when the corroborative evidence provided is insufficient to make a
determination.

2143.6 Special Consideration Related To Emotional Harm
07/01/99

The following should be considered in every case in which the good cause determination
is based in whole or in part upon the anticipation of emotional harm to the child, the
mother, or the caretaker relative:

e Present emotional state of the person subject to emotional harm;
e Emotional health history of that person;

e Intensity and probable duration of upset;

e Degree of cooperation to be required; and
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e The extent of the involvement of the child in the paternity establishment or
support enforcement activities to be undertaken.

2143.7 Good Cause Claim Made at Application
07/01/99

If the applicant makes a good cause claim, he or she will be advised of the information
needed to substantiate it and that the information must be provided within 20 days of
the date the claim is made. If the application is ready to be processed, though, before
the 20 day and the evidence has not been provided, it will not be delayed. Refer to TEA
2411.1.

2144 Providing Information for the OCSE Referral
12/06/11

Unless good cause for refusal to cooperate has been claimed or has been determined to
exist, the TEA casehead must provide information for the OCSE referral on each parent
who is absent from the home or the putative father when both parents are living in the
home with the child and legal paternity has not been established.

‘(’ NOTE: Arkansas State Law, Act 1091 of 1995, amended by Act 1296 of 1997,
requires both parents to sign an affidavit acknowledging paternity or obtain a
court order before the father’s name can be added to the birth certificate of any
child born April 10, 1995 or later. Therefore, if the father’s name is on the birth
certificate of any child born April 10, 1995 or later, paternity has been
established. A referral to OCSE will not be made when both parents are in the
home and paternity has already been established.

If the casehead refuses to provide the necessary information to make the OCSE referral,
the application will be approved with the 25% reduction for non-cooperation with the
child suppor