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Preface

The Monroe County Department of Human Services staff, in partnership with representatives of
several Community Agencies, have developed this booklet as an educational tool for use by Case
Managers in our community. The objective is for Case Managers to use this information to assist our
mutual clients in becoming self-sufficient.

The Monroe County Department of Human Services is a complex system not easily understood by
those working outside the system. Increasing the understanding of this complex system by Case
Managers will result in improved services to the clients served by the various Community Agencies in
Monroe County.

The information provided in this booklet addresses the most common issues encountered by
community Case Managers.

The enclosed information is a collaborative effort of the following Agencies
Monroe County Department of Human Services

Alternatives for Battered Women

Catholic Family Center

Sojourner House

Volunteers of America

Wilson Commencement Park

Young Women’s Christian Association
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Frequently Asked Questions

General

Q: Is there an after hours contact number for Child Protective Services?

A: Yes, you can call the Monroe County child abuse reporting hotline at 585-461-5690 or 585-461-
5698 anytime of the day or night.

Q: Once a case is closed, and a person is reapplying why do they have to bring information that is
already in their folder from their previous case?

A: The agency needs current information. Information that is not subject to change does not need to be
submitted again. Information subject to change, shelter expenses, household composition, income
and resources must be current.

Q: If a client’s case is closed for failure to recertify, is there a standard procedure to have benefits
reinstated?

A: The client must re-apply; there is not a standard procedure for reinstatement.

Q: Is there a website that providers can access to get information regarding guidelines for services
provided by your agency?

A: www.mybenefits.ny.gov and http://www.monroecounty.gov/hs-assistance.php
Is there a hotline that providers can access as a resource when a client is unsure of their next steps?
Questions should be directed to the team or workgroup that is handling the client’s case. Questions
can be sent via phone, fax or e-mail. Contact information is provided in Chapter 14.

Q: What services does DHS have to offer the working poor who need support besides Supplemental
Nutrition Assistance Program (SNAP) and Medicaid?

A: Other services offered by DHS include, Home Energy Assistance Program, Diversion Benefits, Day
Care and One Time Emergency Benefits.

Q: What is the best way to contact a caseworker in order to ask questions regarding the status of a
client’s case?

A: E-mail. Contact information is provided in Chapter 14.

Q: Is there someone or somewhere to direct clients if they are not successful in getting in touch with

their caseworker?
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Questions should be directed to the workgroup that is handling the client’s case. Questions can be
sent via phone, fax or e-mail. Contact information is provided in Chapter 14.

Whom may providers contact when they are unable to satisfactorily resolve any concerns with the
case examiner and/or their supervisor?

Please follow the “chain of command”, if they have been unable to resolve the issue with examiner
staff, contact the supervisor. If unable to resolve with the supervisor, contact the coordinator. The
provider can also call Customer Service at 753-6440.

Does an applicant still need to fill out the job search book to get financial assistance when they are
already enrolled in an employment-training program and have a job lined up for them?

If the job is full time and will start right away, the client should not need to do a job search.
Does DHS provide any type of translation services for non-English speaking clients?

Yes, the client should indicate on their application that they need an interpreter and the language
required. DHS has contracts with two interpreter services that provide translators and we have
several Spanish speaking examiners on staff. DHS staff also has access to Language Line —a
telephone interpreter service.

How can we receive a budget sheet that is more understandable to the clients and community
providers?

The State Office of Temporary and Disability Assistance (OTDA) sends out the notice of decision
which include an explanation of how benefits where determine. MCDHS is not able to adjust the
budget sheets that are sent out by OTDA.

What is the process to receive furniture or place household goods in storage?

If the client is in emergency housing, the MCDHS Emergency Housing Unit will process any
requests for furniture and storage of household goods. Requests for furniture or storage from clients
who are not in emergency housing, but are active or pending Temporary Assistance, are handled by
the Intake and Care Management workgroups.

If a person owns their home, how can they receive benefits without placing a lien on their property?

They cannot receive cash assistance unless they sign a second mortgage. They can receive Daycare
and Supplemental Nutrition Assistance Program (SNAP) benefits. Their children can receive cash
assistance. A person can own their own home for community MA, but the rules are more
complicated for chronic care (permanent institutionalization) and each case must be evaluated based
on the unique circumstances of their situation.
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Transportation

Q 2 Q 2 QO

Sanctions

A:

What exactly are DHS capabilities in regards to transportation assistance for clients?

See Chapter 1, Table 1 on page 10.

How can DHS help a client that needs car repairs to get to his job in order to remain employed?
See Chapter 1, Table 1 on page 10.

What are the requirements for clients to receive a bus pass?

See Chapter 1, Table 1 on page 10.

Avre there different types of sanctions?
Yes, see Chapter 4.

What can DHS or other community providers do to help when a client is seeking emergency housing
if they are sanctioned?

See Chapter 4.

Emergency Housing

Q: Is there a gap for emergency housing service between DHS and the After Hours coverage?

A: No, see Chapter 5

Q: Is there a way for community providers or the police to secure emergency housing for a client over
the phone during the day?

A: No, if a client is active or pending Temporary Assistance they contact the workgroup that is handling
their case. (Contact information is provided in Chapter 14.) If they are not active or pending
Temporary Assistance, they need to go to 691 St. Paul St to apply for Emergency Assistance.

Fair Hearing

Q: Who is contacted if a worker is non-responsive to our inquiries and what is the process for resolving

an issue without having to request a Fair Hearing?
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A: Please follow the “chain of command”, if they have been unable to resolve the issue with examiner
staff, contact the supervisor. If unable to resolve with the supervisor, contact the coordinator. The
provider can also call Customer Service at 753-6440.

Why does DHS take so long to comply when the client has won the Fair Hearing?

The Hearing Officer may tell the client that they have won the Fair Hearing but a Supervising
Administrative Law Judge reviews decisions before being issued “Officially” to the client and
agency. Generally, a final decision is issued within 3 to 6 weeks of the Fair Hearing and must be
processed by MCDHS within 10 business days of receipt from the State. However, some cases
require MCDHS to request additional or updated information from the client in order to process the
decision. These situations may take longer than 10 business days to bring the issues to a final
resolution.

Domestic Violence

Q: Is there a way to release individuals who are victims of Domestic Violence and are going into a
shelter from employment search and/or other related Public Assistance requirements?

A: See Chapter 9
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Chapter 1 Diversion Benefits

General

1. There are several Diversion Benefits available to assist clients in becoming self-sufficient that may
preclude their having to apply for full benefits. * To be eligible for Diversion Benefits the household must
meet certain eligibility requirements including emergency assistance income limits and not have resources
available to meet the need themselves. For Emergency Assistance for Families the household’s available
gross income on the day of application cannot exceed 200% of the Federal Poverty Level (FPL). For
Emergency Safety Net assistance the household’s monthly gross income, regardless of availability, cannot
exceed 125% of the FPL.

2. Tables 1 - 4 explain:

» Who is Eligible?
» Gives a description of the action required by MCDHS.
> Benefits that are available to the client.

Available Diversion Benefits

1. Transportation related expenses:

hD OO o

Auto Insurance.

Auto Repairs and Fee for Estimate.
Bus Pass.

Driver’s License.

Mileage.

Parking Tickets or Fines.

2. Shelter related expenses for Rent or Mortgage.

3. Miscellaneous items to obtain employment:

a.
b.
C.
d.

Clothing.

License Fees or Union Dues.
Grooming Expenses.

Tools.

4. Non Cash and Medical Assistance to accept employment:

®o0 oW

Child Support.

Health Insurance through Chamber of Commerce Group Plan.

Child Care and related expenses.
Child Care in lieu of Temporary Assistance.
Safety Net Plan of Self Support.
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TABLE 1 Transportation Related Expenses

WHO’S ELIGIBLE Applicants/recipients that obtain/retain employment and own a vehicle

Verify ownership of motor vehicle, driver’s license, policy premium and
employment/job offer

Issue 1% quarter premium, up to $1000.00. Pay directly to the client or to the
insurance company

DESCRIPTION

BENEFIT

Applicants/recipients that have access to a vehicle which needs repair to be
WHO’S ELIGIBLE reliable transportation to work (when the vehicle is worth repairing) in order to
obtain or retain employment
Verify ownership of motor vehicle, driver’s license, value of car and
employment/job offer
Estimate of cost of repairs and whether vehicle is worth repairing from at least 1
reputable repair shop
Issue cost of repairing client’s vehicle up to $500 when repairs will enable client
BENEFIT to obtain/retain employment. Pay directly to client/vendor. Over $500 requires
administrative approval

DESCRIPTION

WHO’S ELIGIBLE Applicants/recipients that obtain or retain employment |

DESCRIPTION Verify job offer |
BENEFIT Issue bus pass via Rochester Transit Services Web-based system

WHO’S ELIGIBLE Appllcant_s/remplepts that hgve a permit or had a license which can be renewed,
and need it to obtain or retain employment

DESCRIPTION Verify permit or license status, employment/job offer

BENEFIT Issue the cost of obtaining/renewing driver’s license to the client

WHO’S ELIGIBLE Applicants/recipients that obtains/retain employment and own a vehicle

DESCRIPTION Verify car ownership, drivers license, employment/job offer, and mileage

to/from work

Issue one month of mileage round trip from home to work when it will make it
BENEFIT possible for client to obtain/retain employment that they otherwise would not
have. Maximum amounts: City = $56.00

Applicant/recipients with outstanding tickets/fines (not DWI) that would allow

WHO’S ELIGIBLE : : ) .

client to drive legally to obtain/retain employment
DESCRIPTION Verify ticket amounts, driver’s license, registration and employment/job offer
BENEFIT The cost of paying fines or tickets up to $300

10
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WHO’S ELIGIBLE Appllcants/remplgnts that obtﬁam/retam emplc,Jyment, and will not be able to pay
rent/mortgage until they receive a full month’s pay
DESCRIPTION Verify address, monthly shelter expense, employment/job offer, pay schedule
and salary
Issue two (2) months worth of shelter expense to the landlord. Anything over 2
BENEFIT . -
months needs Administrative approval

WHO’S ELIGIBLE Appl!cant.s or recipients that need clothlr_lg (including wprk boots_, office
clothing, jackets for outdoor work, etc.) in order to obtain or retain employment
DESCRIPTION Verify employment or job offer
Authorize $150 by SAO to the client. Men and women can be referred to the
BENEFIT VOA Working Wardrobe for professional attire(and the $150 is paid directly to
the VOA for 3 outfits and shoes)

Applicants or recipients that can renew a trade or professional license, or to pay

WHO’S ELIGIBLE . . . :

union dues in order to obtain or retain employment
DESCRIPTION Verify cost of license or union dues and employment/job offer
BENEFIT Issue the amount of fees or dues up to $300 to the client or to the vendor

Applicants that are in need of a haircut, grooming supplies, or laundry in order to

WHO’S ELIGIBLE . ; .
job search or obtain or retain employment
DESCRIPTION Verify job offer or job search
BENEFIT Issue $10.00 SAO to client for Laundromat or $15.00 SAO to client for haircut

WHO’S ELIGIBLE Applicants or recipients that need work-related tools in order to obtain or retain
employment

DESCRIPTION Verify employment or job offer, and the necessity & costs of work-related tools
Issue a maximum of $500.00 to the client or vendor. Anything over $500.00

BENEFIT .. .
needs Administrative approval
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TABLE 4 Non Cash & Medical Assistance to Accept Employment

WHO’S ELIGIBLE

Applicants or recipients that will be unable to meet their needs on the income left
after child support is removed.

DESCRIPTION

A reduction in the Child Support order will allow the client to accept or retain
employment, and be able to meet their needs without public assistance.

BENEFIT

WHO’S ELIGIBLE

Refer to CSEU at 50 W. Main St. to obtain paperwork in order to file a motion in
Family Court to reduce the Child Support order until the client is able to increase
their income. Client should be instructed to file paperwork in Family Court. The
court date should be set right away.

Applicants or recipients that have a job offer, but the employer does not offer
medical benefits. The A/R may be able to afford health insurance at a group rate
through the Chamber after they have a full quarter income.

DESCRIPTION

Verify employment/job offer, salary and the benefit package offered by employer.
If health insurance is not available, contact the Chamber of Commerce. (Greece
Chamber has the best rates)

BENEFIT

Issue the membership fee to join and the 1% quarter’s Health Insurance premium.
(Blue Choice Plus)

Applicants that need childcare in order to obtain or retain employment, and need

WHO’S ELIGIBLE child care to eliminate the need for Temporary Assistance.
*Income limits for Income Eligible Day Care are listed on page 34.
DESCRIPTION Verify emplo;_/ment/ job offer. Have client return a complet_ed day care request.
Copy application and send to IEDC team for DC determination.
BENEFIT Childcare necessary for employment at contracted rate. Day care fees necessary to

be able to enroll child in center.

Applicants or recipients that are financially eligible for Temporary Assistance
(TA), have a need for Child Care (CC) for a child under the age of 13 in order to

WHO’S ELIGIBLE obtain or retain employment AND in receipt of child support or pursuing child
support, have a Domestic Violence waiver within the past 12 months or meet good
cause in 99 ADM-05.

DESCRIPTION Fill out an appllcatlon (DSS 2921) and choose to receive CC in lieu of TA. Verify
employment/job offer.

BENEFIT Eligible families must pay the family share of the CC in the amount of $1.00.
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WHO’S ELIGIBLE

Applicants or recipients of Safety Net (SN) whose medical cost needs are
preventing them from going to work but who are not eligible for Social Security
Income. The individual should have a job offer.

DESCRIPTION

Verify the employment and the medical need such as insulin for diabetes,
medication for hypertension, mental health etc. Explore whether the employer
offers medical benefits and how/when, the client can become eligible for them.
Write a plan with client, with the goal of self-sufficiency. This includes being able
to afford health insurance and medication. Enter a budget in Able using client’s
gross earned income. Deduct just enough money to keep the case open for
Medicaid. A SN plan for self-support can last up to one year.

BENEFIT

The SN plan of self-support is a written plan made with worker and client. Some
or all of the client’s income can be ignored, which will allow the client’s case to
remain active for Medicaid Coverage until client has the means to meet their own
medical needs. This would generally be until the client can receive health benefits
or until they earn enough to cover medication costs.
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Chapter 2 The Application Process

Temporary Assistance

A completed application signed by the client or their Authorized Representative is required before an
appointment can be scheduled.

How and Where to Apply:
1. Applications are available on line at http://www.otda.state.ny.us/main/apps/2921.pdf., at both DHS

offices and at many area community service agencies. Client may call the appointment line at 753-6960
to have an application mailed to them.

2. Take the completed application to the DHS office located at 691 St. Paul St. The application will be
screened for emergency needs and ongoing eligibility.

Appointments:

1. After screening, the client is handed an appointment letter for the next available in-depth interview if
eligible for ongoing application processing.

2. Clients who are ineligible for cash assistance will receive a notice of ineligibility in the mail and
their eligibility for assistance through Medicaid and the Supplemental Nutrition Assistance Program will
be determined separately.

3. Appointments missed for good cause can be rescheduled by the applicant or authorized representative
within 30 days of the application date by calling 753-6011.

Interviews and Application Processing:

Client comes in for scheduled face-to-face interview.

1. A Documentation Requirements Form (LDSS-2642) is issued to client (if necessary) at the interview.
2. Documentation required for eligibility is due to the Agency within 10 days.

3. Referrals are made as needed for the correct employment path.

14
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Supplemental Nutrition Assistance Program (SNAP)

How and Where to Apply:

If you are not applying for Temporary Assistance and only wish to apply for Supplemental Nutrition
Assistance Program (SNAP), or Supplemental Nutrition Assistance Program (SNAP) and Medicaid there
are three ways that you can obtain a Supplemental Nutrition Assistance Program application.

1. Online at — www.mybenefits.ny.gov

2. By calling 753-6960, to have an application mailed to you

3. In person at one of the DHS buildings

4. Completing a face-to-face interview is NOT required for Supplemental Nutrition Assistance Program
applicants. Interviews can be conducted by Telephone. Applicants wishing to be screened in person for

expedited Supplemental Nutrition Assistance Program (SNAP) should bring their application in to the
DHS office located at 691 St. Paul St.

Appointments:
Applicants who apply online, through the mail or drop off an application will receive a letter scheduling a

telephone eligibility interview. If a telephone number is not provided with the application a face-to-face
interview will be scheduled.

Interviews and Application Processing:

Client completes their scheduled telephone or face-to-face interview.

1. A Documentation Requirements Form (LDSS-2642) is issued to client (if necessary).
2. Documentation required for eligibility is due to the Agency within 10 days.

3. Referrals are made as needed for the correct employment path.
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Community Medicaid — Persons under 65 living in the community

How and Where to Apply:

1.

A X4

Applicants under age 65 and not disabled may contact a facilitated enroller near their home.

e Coordinated Care Services Inc’s 24 hour line at 585-613-7662. You will receive instructions for
contacting a Facilitated Enroller in your area.

e Excellus Blue Cross/Blue Shield at 1-800-716-4885 Monday thru Friday 9:00 am to
5:00 pm

e Fidelis Care of NY at 1-866-581-8603 or 585-383-8104 Monday thru Friday 8:30 am
to 5:00 pm.
e MVP Health Care at 1-855-687-1200 Monday thru Friday 9:00 am to 4:30 pm.

Applications are available on line at:
http://www.health.ny.gov/health care/family health plus/application.htm

at both DHS offices and at many area community service agencies. Client may call the appointment line
at 753-6960 to have an application mailed to them.

Applicant should mail the completed application and any supporting documentation to 111 Westfall Rd,
attention TEAM 10.

Completing a face-to-face interview is NOT required for Medicaid applicants.

Application Processing:

1.

DHS mails an acknowledgement letter to the applicant upon receipt of the completed Medicaid
application.

a. Applicants applying for Supplemental Nutrition Assistance Program (SNAP) on the same
application will receive a letter scheduling a telephone eligibility interview. If a telephone
number is not provided with the application a face-to-face interview will be scheduled.

The application is assigned to a Medicaid Intake Examiner for eligibility determination

The Intake Examiner sends the applicant a letter requesting any missing documentation and specified
“due” date. The applicant may request “application assistance”, either over the phone or in person.

Once documentation is received intake examiner makes an eligibility determination.
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Long Term Care Medicaid - Persons 65 or older living in the community or persons of
any age residing in a nursing home facility. (Face to face interviews are optional.)

How and Where to Apply:

1. Client may call the appointment line at 753-6960 to have an Access NY application and Supplement A
mailed to them.

2. Applications are available at both DHS offices, many area community service agencies and on line at
http://www.health.ny.gov/health_care/family health plus/application.htm

3. Applicant should mail or drop off the completed Access NY application and Supplement A to
111 Westfall Rd.

4. Application assistance (face-to-face) interviews are strongly encouraged for persons needing nursing

home coverage. If you desire an appointment for application assistance, please indicate this on the front
page of the application.

Application Processing:

1. DHS mails an acknowledgement letter to the applicant and/or their authorized representative upon
receipt of the completed Medicaid application.

2. Applicants also applying for Supplemental Nutrition Assistance Program (SNAP) are advised by the
acknowledgement letter that they will be contacted for a phone interview. The Senior Examiners on the
team screen the applications for expedited Supplemental Nutrition Assistance Program processing.

3. The application is assigned to a Senior Plus Intake Examiner for eligibility determination.

4. Appointment letter is mailed to applicant and/or authorized representatives who are requesting
application assistance (face-to-face interview).

5. Request for necessary documentation indicating “due” date is handed to applicants during application
assistance interview OR mailed to all other applicants.

6. Once the requested documentation is received and reviewed, the Senior Plus Intake Examiner makes the
eligibility determination.
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Temporary Medicaid Authorization

A Temporary Assistance (cash) applicant may become eligible for Medicaid before they have completed
their application for TA because there are different requirements for Medicaid. Applicants having an
immediate medical need such as prescriptions needing to be filled, which have completed for Medicaid, can
be issued a Temporary Medicaid Authorization (LDSS-2831A). The Temporary Medicaid Authorization is
issued for a specified period for clients not yet in the Welfare Management System computer as showing
active on Medicaid.

Once a Medicaid or Temporary Assistance case is active, the Medicaid coverage needs to update over a
weekend in the Welfare Management System computer before it shows as active on the provider’s computer
system.
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Chapter 3 Employment Requirements

Disability and Limited Employability

Clients that claim to be disabled or limited in their employability must provide medical verification of their
disability. If they cannot provide this, an appointment will be made with Industrial Medicine Associates
(IMA).

1. Medical verification that client is completely disabled will be required to apply for Social Security
Disability (SSD) or Supplemental Security Income (SSI).

2. When a client needs medical/psychiatric treatment to become employable, they are required to be in
treatment.

3. When aclient is able to work in some capacity, they must follow employable path.
Job Search
Client’s that are employable must keep their appointment with Job Search Orientation and subsequent Job

Club appointments. They must also be actively seeking employment at places that are hiring. Once this is
complete, they must attend an Assessment appointment.

Drug and Alcohol

Client that screen positive for Drug & Alcohol abuse must attend an appointment with a DHS Certified
Alcohol and Substance Abuse Counselor (CASAC) for an assessment.

1. Ifclientis in need of rehabilitation and unable to work in any capacity, an evaluation appointment is
made once all other requirements are met. Client must go to the evaluation and keep their first rehabilitation
appointment before the case can be opened.

2. If the client is in need of rehabilitation, but also able to work, an evaluation appointment will be made
once all other requirements are met. Client must go to the evaluation, keep their first rehabilitation
appointment and attend an employment assessment before the case can be opened.

3. Ifclientis not in need of rehabilitation, they will be assigned to an appropriate activity.

Core and Non-Core Work Activities

1. Mandated Employment activities for applicants and recipients of Temporary Assistance are grouped into
“Core” and “Non-Core” work activities.

2. TANF recipients are required to participate in a minimum of 30 hours of work activities per week and
up to no more than 40 hours total per week.
3. Work activities considered “Core” can count for all hours of participation.
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Core Work Activities

1. Vocational Education Programs:

a. Cannot exceed 12 months in the individual’s lifetime.
b. Include short term career or job oriented certificate programs such as:
i. Certified Nursing Assistant training.
ii. Commercial Drivers License training.
iii. 2-year degree programs can count for a core work activity for up to 12 months.

2. Job Readiness Training (JRT):

a. JRT counts for employment participation for up to four consecutive weeks per fiscal year.
b. JRT counts for employment participation for up to 12 weeks per fiscal year.
c. Provides instruction on how to obtain and retain employment.

3. Job Search Programs (JS):

a. JS counts for employment participation for up to four consecutive weeks per fiscal year.

b. JS counts for employment participation for up to 12 weeks per fiscal year.

c. JS participants may provide job matching or individual job search with a specified number of
employer contacts made in person or via internet or FAX.

4. Unsubsidized Employment (Paid Employment).
5. Subsidized Employment:

a. MCDHS subsidizes employment by diverting an individual’s public assistance cash grant to the
employer through TEAP contracts and Transitional Jobs.

b. TEAP-The individual retains his/her full Medicaid coverage, childcare and possibly Supplemental
Nutrition Assistance Program (SNAP) for the duration of the contract.

c. Transitional-MCDHS pays the employer directly to employ Public Assistance recipients and wages
are budgeted the same as unsubsidized employment. Participants who are closed due to excess
income can be eligible for transitional benefits.

d. Work Experience Program:

1) Unpaid on the job training conducted at public or non-profit agencies.
2) Provides current experience and references for individuals on public assistance.

e. Community Service:

1) Consists of volunteer activities.
2) Must be supervised and attendance must be reported weekly to count.

f.  On the Job Training must be paid in order to count for participation.
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Non-Core Work Activities Include

These activities only count for hours of participation once the individual has already participated for 20
hours per week in a “Core” work activity. Individuals are generally assigned 10 to 15 hours of non-core
activities, which include:

1. Job skills training directly related to employment such as:

a. Computer training

b. Cardio Pulmonary Resuscitation training.

c. The second 12 months of a two year Vocational Education program
2. Educational training such as:

a. General Education Diploma.

b. English for Speakers of Other Languages.

c. Adult Basic Education.

3. High School education for adult students 18 and older.
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Chapter 4 Sanctions

Program Areas: A sanction may be imposed in one of four (4) programs areas

el N

Temporary Assistance [Cash]

Supplemental Nutrition Assistance Program (SNAP)
Medicaid

Emergency Housing

Each program area has its own set of rules and regulations. The imposition of a sanction in one program
area does not automatically result in a sanction in one of the other program areas. For example a client
might be sanctioned from Temporary Assistance, but still be eligible for Supplemental Nutrition Assistance
Program (SNAP) and Medicaid.

Sanctions are until compliance

1.

That means the individual is ineligible until they comply, or it has been determined that they are no
longer required to comply.

Some sanctions have a durational period attached to them. In these situations, the individual will have
to serve out the durational period and comply before the sanction can be lifted. However, drug and
alcohol sanctions can be “cured” if the client enters a Congregate Level I facility and the DHS CASAC
determines that level of care is appropriate.

Rules and Regulations

PwnE

All Medicaid sanctions are until compliance

There are no employment rules for Medicaid

There are no rehabilitation requirements for Medicaid or Supplemental Nutrition Assistance Program
An individual who is sanctioned from receiving Temporary Assistance is not eligible for Emergency
Assistance. [Utility emergencies are not included.]

If there were children in the household, they would not be sanctioned. Their eligibility for Temporary
Assistance, Emergency Assistance, Medicaid and Supplemental Nutrition Assistance Program would be
evaluated.

The individual’s status as an applicant or a recipient, or the presence of a child in the household may
affect the type of action that is taken.

In Temporary Assistance, a case or individual may receive multiple sanctions, if so these will run
concurrently.

Most Common Sanctions

1.
2.

3.

Failure to comply with a work activity assignment, refer to Table 5.

Failure to comply with Drug and Alcohol screening, assessment or treatment requirements, refer to
Table 6.

Failure to cooperate with Child Support Enforcement Unit (CSEU) requirements, refer to Table 7.
Emergency Housing Sanctions, refer to Table 8.
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TABLE 5 Employment Sanction

Temporary Assistance (TA)

Failure to comply with TA Employment requirements may result in the following individual sanctions:

Applicant/Recipient with dependent children

1st — until compliance

2nd — 90 days and until
compliance

3rd — 180 days and until
compliance

*The remaining household
members may continue to receive
assistance. The household’s
budget is reduced by removing the
sanctioned individual’s pro-rated
needs.

Applicant /Recipient without dependent children

The case will be closed and the
following progressive sanction
imposed:

1st — 90 days and until
compliance

2nd — 150 days and until
compliance

3rd — 180 days and until
compliance

NOTES:

If a TA Applicant fails to complete Job Search activities or fails to keep and complete the Assessment

Appointment the entire case is denied.

If a TA Recipient fails to complete Job Search activities or fails to keep and complete the Assessment

Appointment the durational sanctions listed above will apply.

Medicaid (MA)

There are no employment rules for Medicaid

Supplemental Nutrition Assistance Program (SNAP)

Supplemental Nutrition Assistance Program Applicants or Recipients who
fail to comply with a FS work activity assignment including job search
may be sanctioned individually as follows:

1st — 60 days and until compliance
2nd — 120 days and until compliance
3rd — 180 days and until compliance

An individual who has been sanctioned due to non compliance with work
requirements must be permitted to receive SNAP benefits during the
sanction period if he/she becomes exempt from work requirements.

An example of this would be an
individual who during their sanction
period is involved in an accident that
results in an injury, which leaves
them unable to work.
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TABLE 6 Drug and Alcohol Rehabilitation Sanction

Temporary Assistance (TA)

When the head of household and/or other adult household member fails to comply with drug and alcohol
screening or assessment requirements, take the following case action:

Single: Close or deny case and sanction until compliance.

Family: Individual is ineligible until compliance. The housechold’s budget is reduced by the individual’s
prorated needs.

When the head of the household and/or other adult household member fails to participate in mandatory
substance abuse treatment or fails to document participation, the sanctions are as follow:

Single: Close or deny case, impose a 1st failure - 45 days and until compliance
durational and until compliance sanction. 2nd failure -120 days and until compliance
3rd failure - 180 days and until compliance
Family: Individual is ineligible for a Until entry/reentry into an OASAS
specific period and until compliance. The Certified level Il or VA operated in-patient treatment
household’s budget is reduced by the facility if deemed appropriate by DHS.
individual’s prorated needs.

or

Medicaid (MA)

There are no “rehabilitation” requirements to receive Medicaid.

Supplemental Nutrition Assistance Program (SNAP)

There are no “rehabilitation” requirements to receive Supplemental Nutrition Assistance Program
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TABLE 7 Child Support Enforcement Sanction - 1V-D Sanction

Temporary Assistance (TA)

An individual who refuses or fails to cooperate with CSEU requirements and does not have good cause for such
failure is ineligible to receive TA until compliance.

For IV-D sanctions:

The non-compliant individual is included in the household and TA case count, but the total monthly TA needs
amount is reduced by 25% for each non-complying individual whether they receive TA or not.

The non-complying individual’s 25 % share of the TA benefit is counted as FS income and all of their non-
exempt income is counted.

This sanction can be imposed concurrent with other sanctions. This would result in a further reduction of
client’s grant.

Medicaid (MA)

If a parent or individual fails to comply with support related requirements, only that individual loses their MA
coverage. A child may never be denied or discontinued from MA because a parent or individual is non-
compliant

When that parent or individual complies with the requirements of the Child Support Enforcement Unit the MA
coverage shall be authorized if otherwise eligible.

Failure to cooperate with 1VV-D requirements makes an individual ineligible for MA until compliance unless the
person is pregnant or in the 60 day post partum period.

Supplemental Nutrition Assistance Program (SNAP)

There are no IV-D requirements to receive Supplemental Nutrition Assistance Program
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TABLE 8 Emergency Housing Sanctions

Ineligible for Emergency Housing Assistance

Single individuals with a Temporary Assistance sanction (for example Failure to Attend Rehab) are ineligible
for emergency housing placement through DHS.

Single parent households where the adult is sanctioned can be placed in emergency housing. DHS cannot
provide payment for the sanctioned individual.

Emergency Housing Sanctions

Excessive After Hours Use

In cases where an individual utilizes the After Hours Placement Line consistently without following through, the
individual may be barred from utilizing After Hours until they comply by following through (i.e.: Applying for
Emergency and Temporary Assistance).

Cases are evaluated individually before a sanction is imposed to determine if perhaps there are underlying
causes for a failure to follow through.

Failure to Accept Permanent Housing

The workers in the Emergency Housing Unit gather lists of available, affordable permanent housing that is free
of health and safety violations. These lists are updated at least once or twice a week, and distributed to each
client in Emergency Housing as they meet with the DHS shelter worker.

Clients are encouraged to use these lists in their housing search and to locate housing on their own if they so
desire.

If after a period of time the client has not chosen a permanent housing situation, or located one on their own, the
client is ineligible for placement through DHS for 30 days and until compliance. (In this situation, compliance
would be defined as having located and secured permanent housing).

Cases are evaluated individually before a sanction is imposed to determine if there may be an underlying cause
for not locating permanent housing.

Endangering the Health and Safety of Others

If a client violates a shelter rule that endangers the health and safety of others in the shelter (i.e., fighting, using
drugs), the client is ineligible for placement through DHS for 30 days and until compliance. (The situation is
evaluated after 30 days to determine if the sanction can be removed without endangering the safety of shelter
staff and residents).

Cases are evaluated individually before a sanction is imposed to determine if there may be an underlying cause
for the non-compliance.

26
Updated September 2012




Chapter 5 Emergency Assistance

Emergency Assistance Situations

Awnh e

No Food.

Homeless.

Eviction/Foreclosure Prevention and First Month’s Rent.
No Heat or Utilities.

Documentation Required

1. Identification.

2. Verification of Social Security Number.

3. Verification of income and resources.

No Food

1. An application for Supplemental Nutrition Assistance Program can be made at the DHS office at 691 St
Paul St between the hours of 8:00 am and 4:00 pm. It is best to come in as early as possible. Applicants
arriving after 3:00 may be asked to return the next day however the original application date is
preserved.

2. Submitted applications are screened to determine if the household is eligible for Expedited
Supplemental Nutrition Assistance Program processing.

a. The household’s gross income and liquid resources are compared to their shelter expense and
State utilities allowance.

b. The shelter expenses must exceed the household’s gross monthly income and liquid resources to
be eligible for Expedited Supplemental Nutrition Assistance Program processing. (A copy of the
screening form is attached.)

3. If the household is found eligible for Expedited Supplemental Nutrition Assistance Program processing
a full Supplemental Nutrition Assistance Program interview is conducted.
a. The person applying:
i. Must provide valid identification.
ii. Is Finger Imaged.

b. If the household is determined to be eligible for Expedited Supplemental Nutrition Assistance
Program the benefits must be issued with-in five days but benefits are typically available the next
day after 10:00 am.

4. If the household is determined to be ineligible for Supplemental Nutrition Assistance Program

processing:

a. Applicants screened in person will receive an appointment letter at the time of the screening.
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Homeless

1. An application for Emergency Housing Assistance can be made at the DHS office at 691 St Paul St
between the hours of 8:00 am and 4:00 pm. It is best to come in as early as possible. Placement should
be the option of last resort. The worker will explore other options and the client’s ability to meet the
emergency on their own.

2. During normal business hours:
a. If the client is already active or pending Temporary Assistance, they should contact their worker.
b. If the client is not currently active or pending Temporary Assistance and is unable to meet the
emergency on their own they can apply for Emergency Assistance.

3. After Hours Placement:

a. Clients should call After Hours Placement at 442-1742 during non-business hours. This number
is answered:
From 4:00 PM through 7:00 am on business days
From 5:00 pm Friday through 7:00 am on Monday.
If a placement is done after hours, the client will only be placed until the next business day.
The client will be instructed to contact their worker (for active cases and applicants who have a
pending TA application and have been assigned a worker) or come in to 691 St. Paul St. the
morning of the next business day.

® 00T

4. 1If DHS is unable to place the client, they will give the client a referral to the Salvation Army.
5. Identification is not required for placement.

Eviction/Foreclosure Prevention and First Month’s Rent

1. An application for assistance can be made at the DHS office at 691 St Paul.
2. Aclient that is already active or pending on Temporary Assistance should contact their worker.

3. Some common factors to be evaluated when evaluating an Eviction or Foreclosure Prevention are:

a. Can the client pay future shelter expenses to maintain the dwelling?

b. What is the condition of the dwelling and are there building code violations?

c. Did the client cause their own emergency by spending their money on non-essentials instead of
paying the rent? To determine this we will want to look at the client’s last two months of income
and expenses.

d. What is cost effective and what will happen if the application is denied?

e. The County’s Legal Department will have the client execute a lien on the property if the County
makes a payment to prevent foreclosure.

I. A repayment agreement may be required.
ii. The Agency may not be able to help with foreclosure prevention, but may be able to help
with first month’s rent for a new dwelling
iii. A client that is facing eviction will not be placed into emergency housing until the
Marshall has come to evict them.
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4. If aclient applies for first month’s rent, the reason for the move will be reviewed in addition to
evaluating their income and resources. (For example, an individual who has a medical condition that
has worsened and now requires them to be in a dwelling with no stairs.)

No Heat or Utilities

1. Ifaclientis already active or pending Temporary Assistance, they should contact the workgroup that is
handling their case. Their eligibility for HEAP and Emergency Assistance will be assessed. Contact
information is provided in Chapter 14.

2. If aclient has an active Supplemental Nutrition Assistance Program case (not receiving Temporary
Assistance) they should contact their worker to apply for assistance through HEAP. If HEAP benefits
are not available, they can apply for Emergency Assistance through the HEAP Unit located at 111
Westfall Rd.

3. Ifaclient is not currently active or pending, they can apply for Emergency Assistance through the
HEAP Unit located at 111 Westfall Road. This team is in place year round and in addition to handling
applications for HEAP, this unit handles applications for assistance with heat and utility emergencies.

4. Clients are encouraged to call the HEAP Information/Appointment Line — 753-6477 to schedule an
appointment to come and apply for HEAP and/or Emergency Assistance.

5. Clients can apply as a walk-in at 111 Westfall Road when their situation will not allow them to wait:

a. Already shut-off.
b. Will be shut-off or without Fuel within 24-48 hours.

6. Please advise clients to come as early as possible during HEAP season. It is recommended that they
come in between the hours of 8:00 and 8:30 am.

7. Please note that individuals who receive Emergency Assistance may be required to enter into a
repayment agreement and that all household members between the ages of 18 and 60 will need to come
in and be finger imaged if they are not receiving SSI.

8. Common information that will be required is:

Proof of identity for all household members.

Picture identification for all household members over the age of 18.

Social Security numbers verification.

Proof of address: Rent receipt, Lease, Landlord Statement, Deed, Tax Bill or Water Bill.
Proof of Income: Last 4 weeks pay stubs for Heap and last 8 weeks for Emergency Assistance.
Proof of last 8 weeks' paid expenses for Emergency Assistance

Employer’s Statement

Verification of the last 3 months income if self-employed

Resources - Current Bank/Credit Union statements or ATM receipt.

Fuel Oil — Copy of last bill or delivery receipt.

RG&E or National Grid (Niagara Mohawk) - Last months’ bill and shut off notice.

X SQ@oho o0 o
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9. Individuals who are without heat or utilities may be eligible for placement in emergency housing. These
situations are reviewed on a case-by-case basis taking into account the current weather and household
composition such as an infant or an elderly person (age 60 and over) in the household.
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Chapter 6 Fair Hearing

1.

Monroe County Department of Human Services (MCDHS) receives an average of 1030 requests for a Fair
Hearing (FH) each month (average for the first quarter 2012.) All fair hearing information (requests,
decisions, continued aid, etc.) is tracked in a database.

Information on Recipient and Applicant Rights to a Fair Hearing can be found in the Temporary Assistance
Source Book (TASB), Chapter 4. The link to TASB is http:/otda.state.nyenet/dta/Manuals/TASB.pdf .

Fair Hearing is defined in the source book as a formal procedure provided by the office upon a request made
for an applicant or recipient to determine whether an action taken or failure to act by a local district was
correct.

Monroe County staff attempts to resolve questions and concerns about case actions as efficiently as
possible. Staff is encouraged to manage client concerns with a goal of providing excellent service and to
reduce unnecessary Fair Hearings. Clients are encouraged to contact the customer service team or a task
group supervisor to conference any decisions they believe are incorrect. If we made a mistake, we will
correct it. We often find that clients have questions about how their budget was calculated so they may
request a Fair Hearing to discuss them. Most client questions can be easily answered by the customer
service Examiner. These types of questions do not require a formal Fair Hearing.

Applicants and recipients can request a fair hearing in a variety of ways. All requests must go to the Office
of Administrative Hearings (OAH) in Albany, not the local DHS office. OAH accepts mail in requests at
The Office of Administrative Hearings, New York State Office of Temporary and Disability Assistance, P.
0. Box 1930, Albany, NY 12201. Requests may be faxed to (518) 473-6735 on completed online at
http://www.otda.state.ny.us/oah/forms.asp, or called in to (800) 342-3334. The information about fair
hearing rights and case conferences is included in every CNS (client notice system) notice that is produced.

Every CNS notice also advises the applicant/recipient about continued aid and the specific time periods they
have to request a fair hearing.

Monroe County receives a file of new Fair Hearing request from OAH every day. The local Fair Hearing
Office (FHO) assigns the hearings to the responsible task group and to the correct MON pool. The task
group reviews the scanned documents (file) and the hearings are tracked in our database. The requests come
to us on a form called the 1891. Approximately 2 - 3 weeks after the request, OAH sends a notice of the FH
to the applicant/recipient. The agency receives this same information in a daily file on the form 457.

The 457 is the form that the OAH uses to tell us about the FH “calendar.” We usually have nine to ten fair
hearing calendars scheduled every week in Monroe County. Each calendar is scheduled with approximately
twenty cases; ten are scheduled at 9:00 or 9:30 am and ten are scheduled at 1:00 pm. The calendar may also
contain a number of cases adjourned from previous calendars or emergency issues added on.

The fair hearing database produces reports that alert the task group to all new requests for fair hearings, and
lets them know whether the client has requested “aid continuing” (see definition from TASB pages). The
task group is also advised of all cases that are overdue for continued aid. It is the responsibility of the task
group to make sure that the cases eligible for continued aid receive it within five business days of the
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10.

11.

12.

13.

14.

15.

16.

notification from OAH. The task group receives lists for cases where OAH has issued a decision on the
hearing and is responsible to make sure that the agency complies with the decision within the specified time
period.

Task groups are required to review the requests for FH that come in every day on the form 1891. The task
group can review the case file at that time and contact the client to discuss the request. The agency
encourages the task groups to conduct a case conference whenever possible in an attempt to resolve the
issue before the fair hearing.

If the task groups FH liaison and client are unable to resolve the issue, the client has the right to pursue the
fair hearing.

The senior examiner assigned to present the case will review the complete case file and prepare a packet of
evidence to submit at the hearing. If the senior examiner has questions about the agency action, they contact
the processing examiner to discuss the case. Sometimes the agency examiner or other individual comes to
the hearing to testify about the agency’s actions.

All FH’s are held at 691 St. Paul St. and at 111 Westfall Ave. On the date of the hearing, clients are logged
into the agency’s WRATS (Waiting room appointment tracking system) as they sign in with the case aide.
Clients should come prepared with any evidence they have to support their case. This will avoid
unnecessary delays and adjournments. The Hearing Officers determine the order in which cases will be
called. Generally, they call cases on a first come first served basis but may make exceptions depending on
special needs.

The Hearing Officer introduces him or herself and gathers basic information from the client. The hearing is
digitally recorded over the telephone. The agency is asked to present its case to support the action first. The
client is given the same copy of agency evidence as the Hearing Officer is given. The agency representative
goes through the evidentiary packet page by page explaining the reasons for the agency actions. The
Hearing Officer and client may ask questions about the agency’s case. Then the client is given the
opportunity to present his/her case. The Hearing Officer and agency representative has the opportunity to
ask questions of the client. Once all evidence has been heard, the HO “closes the record”.

The Hearing Officer reviews the evidence and writes a decision. Decisions are reviewed by a Supervising
Administrative Law Judge before being issued to the client and agency.

Generally, final decisions are issued within 3 to 6 weeks of the Fair Hearing and must be processed by
MCDHS within 10 business days of receipt from the State. However, some cases require MCDHS to
request additional or updated information from the client in order to process the decision. These situations
may take longer than 10 business days to bring the issues to a final resolution.
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Chapter 7 Daycare

General

1. Daycare subsidy (DC) payments can be authorized for parents to attend employment-related activities
only.

2. Rehabilitation appointments can be included as long as they are part of the client’s Employment
Development Plan (EDP).

Daycare Application Process for Temporary/Cash Assistance clients

1. Clientand DC provider complete a CHILD CARE STATEMENT (form MCDSS 932) and submit to the
Self Sufficiency work group at 111 Westfall Rd Rochester NY 14620.

*If the client’s application for Temporary Assistance is still being processed the completed CHILD
CARE STATEMENT (form MCDSS 932) would be submitted to the TA Intake work group at 691 St.
Paul St.

2. If DC will be provided by a Center, Group or Registered provider the Examiner checks to make sure the
provider is currently licensed and in active status. If provider checks out, daycare can be authorized for
Job Search, Job Search Orientation, Job Club, or any other approved employment related program. No
authorization for payment is guaranteed until both client and Provider have received a Notice of
Decision issued by MCDHS.

3. If DC provider is an informal/legally exempt provider, the provider and client must fill out the current
version of the ENROLLMENT FORM FOR PROVIDER OF LEGALLY-EXEMPT FAMILY CHILD
CARE AND LEGALLY-EXEMPT IN-HOME CHILD CARE (OCFS-LDSS-4699), and return it to the
Child Care Council (CCC). CCC will process the enroliment form and may inspect the home where
daycare is to be provided. Payment will be authorized ONLY when CCC approves and enrolls the
provider and the client is proved eligible by MCDHS & a notice of decision is received by both
provider and client issued by MCDHS.

4. If the provider/client does not return the OCFS-LDSS-4699 to CCC and receive enrollment approval no
daycare payment will be authorized.
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Available Daycare Subsidy Programs for working Parents/Guardians:

1.

Income Eligible Daycare (IEDC)

2. Transitional Child Care (TCC)
3. Child Care Dollars (CC$)

**Income Ceiling Limits for these subsidies as of June 2012 are shown in table below**

Ceiling IEDC 165% TCC 200% CC $ 275%
Household of Annual Monthly | Annual | Monthly Annual Monthly
2 24,964 2,080 30,260 2,521 41,607 3,467
3 31,498 2,624 38,180 3,181 52,497 4,374
4 38,032 3,169 46,100 3,841 63,387 5,282
5 44,566 3,713 54,020 4,501 74,277 6,189
6 51,100 4,258 61,940 5,161 85,167 7,097

Eligibility Information applicable to all of these Daycare subsidy programs:

1.

2.

Parents/guardians must be actively working at a job weekly.

Hours of care being requested must coincide with the Parents/Guardians work hours (There are times
when MCDHS will pay for up to 6 hours of sleep time, but need must be verified and then approved by
administration).

The actual hours of care to be authorized for payment is determined (full time, part time or hourly) by
actual work hours added to the travel time allowed (Up to an hour from provider to job site and then
up to an hour from job site to provider).

Childcare payment can be authorized for Teen parents ACTIVELY attending high school with no work
requirement.

Child care payment can be authorized for Parents/Guardians ACTIVELY attending college with at
least a 2.0 grade point average (limited to a 2 year degree or up to 24 months of a training course, No 2
plus 2 programs or 4 year programs are eligible) in Addition: The Parent/Guardian student must
work an average of 17.5 hours per week.

There is a weekly family share/parent fee required to be paid by the client to the provider that is
calculated when eligibility is determined...This fee will be noted on the notice of decision sent to
client & provider by MCDHS.
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DAYCARE TIPS FOR PROVIDERS AND PARENTS

TIPS FOR DAYCARE PROVIDERS

Daycare subsidies can only be paid for actual daycare services provided. Monroe County cannot pay for
“slots” or transportation provided by you.

Make sure your attendance sheets are filled out completely and accurately before asking the parent to sign
their approval. You should never ask a parent to sign a blank attendance sheet.

Attendance sheets should be signed by you and the parent before submitting them to Monroe County.
Submitting unsigned attendance sheets could delay payment.

Attendance sheets should reflect the actual time of day that care begins and ends. If a child did not attend
daycare due to illness, vacation, or any other reason, that child should be marked on the attendance sheet as
absent for that day. Monroe County’s approved Child Care Plan does not allow payment for absences.

If you ask parents to sign a contract for your daycare services, please understand that Monroe County is not
a party to that contract and therefore is not responsible for compliance with the terms of that contract.

If a child in your care attends another program (such as Universal Pre-K) you cannot bill the daycare
subsidy program for the same hours the child spends in the other program.

Overpayments due to billing errors on your part will require repayment back to Monroe County. Intentional
misrepresentation of daycare services provided could result in disqualification from receiving daycare
subsidy payments, licensing sanctions, or prosecution for fraud.

If a parent is required by Monroe County to pay a weekly parent fee, you must collect the parent fee directly
from the parent. Failure to collect the weekly parent fee may adversely impact your ability to receive future
payments from Monroe County.

TIPS FOR PARENTS IN AN APPROVED ACTIVITY

Monroe County can only pay for actual daycare services provided, and only for care during the hours of
your employment or your participation in an approved activity (plus a maximum of 60 minutes of travel to
and from your job or activity). You will be liable for payment to your provider for any care not billable to
the subsidy program.

Only sign an attendance sheet after your provider has filled it out completely and accurately. Attendance
sheets are used to bill Monroe County for daycare services provided to your child, therefore you and your
provider are responsible for the attendance sheet’s accuracy and completeness. Never sign a blank
attendance sheet.

If you sign a contract with your provider for daycare services, please understand that Monroe County is not
a party to that contract and therefore is not responsible for compliance with the terms of that contract. You
will be liable for payment to your provider for any care that is not billable to the subsidy program.

Monroe County cannot pay for any daycare absences, whether due to illness, vacation, or program closures.

You must notify Monroe County within ten (10) days of any changes that may affect your subsidy case
(change in income, household composition, address, employment, etc). Overpayments resulting from a
failure to notify us of changes will need to be repaid by you to Monroe County. Intentional
misrepresentations may lead to program sanctions or prosecution for fraud.
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Chapter 8 Transportation

1.

A monthly unlimited ride bus pass is provided for all clients who are assigned to an employment related
activity.

If the client provides a valid title and registration for their automobile, current insurance and a
driver’s license, a gas allowance can be authorized for employment related activities.

Employed clients who receive Temporary Assistance will have a bus pass sent to them in the mail each
month.

Clients attending a drug/alcohol rehabilitation program will get a bus pass from the rehabilitation
provider.

Clients in an approved training or school will receive a monthly bus pass.

Chapter 9 Domestic Violence

1.

Domestic Violence is a pervasive problem that affects people from all walks of life, including
Temporary Assistance clients.

Victims of domestic violence often enter the Social Services system with a unique set of needs that may
be very different from those of other clients. Safety is a primary concern that can subsequently affect
the client’s ability to meet and comply with Temporary Assistance Program requirements.

The Federal Family Violence Option allows States to address the safety needs of domestic

violence victims and their children within the State’s Temporary Assistance for Needy Families
(TANF) plan.

All Temporary Assistance clients are screened for domestic violence at the time of application,
recertification and at any other time that it is identified.

When a client discloses information regarding domestic violence they are given the opportunity to meet
with a Domestic Violence Liaison. The Domestic Violence Liaison makes a confidential assessment of
safety issues and the client’s ability to comply with Temporary Assistance Program requirements.
Information disclosed during this confidential assessment is not included in the client’s Case Record; it
is stored in a separate and secure location to ensure confidentiality.
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Chapter 10 Work Pay$- Tax Credits, Transitional and Other Assistance

TABLE 10 Income Comparison for a 2 Person Household (Parent & 1 Child) - Effective 10/01/12

Source $ Monthly $ Monthly $ Monthly
No Wages No Wages No Wages
Wages $145.00 Wages $200.00 Wages $227.50
Per Week Per Week Per Week
Wages 0.00 628.00 0.00 866.00 0.00 985.00
Cash Grant 643.00 373.00 643.00 254.00 643.00 195.00
Food Stamps 355.00 286.00 355.00 264.00 355.00 253.00
Day Care None Available None Available None Available
Transportation None Bus Pass None Bus Pass None Bus Pass
Sub Total 998.00 1,287.00 998.00 1,384.00 998.00 1,433.00
Yearly Total 11,976.00 15,444.00 11,976.00 16,608.00 11,976.00 17,196.00
Difference $289.00/mo or $386.00/mo or $435.00/mo or
$3,468.00 annually $4,632.00 annually $5,220.00 annually

Earned Income Tax Credit

The Earned Income Tax Credit is a refundable credit. This means you can get this money when you had earned
income whether you paid taxes or not. It is based on a percentage of your income and how many children you
claim. (2 children is the maximum for this credit). This money can be used to catch up bills, buy a car, get a
washer and dryer or any other purchase for which you may not have been able to save. This money doesn’t

count against your grant.

Advanced Earned Income Tax Credit

This is a process where you can get part of your Earned Income Tax Credit each week in your paycheck (if
your employer participates). It is based on the same factors as Earned Income Tax Credit and you can get up to
$31.00/week. This money also does not count against your grant. Why would you want to get Advanced
Earned Income Tax Credit? Let us say you are eligible to receive $25.00/week. This might be your car
insurance bill each month or your utility bill; it is intended to help you make ends meet. Be aware that any
amount you receive as Advanced Earned Income Tax Credit will be subtracted from the tax return you file the

following year.
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TABLE 11 Income Comparison for a 3 Person Household (Parent & 2 Children) — Effective 10/01/12

Source $ Monthly $ Monthly $ Monthly
No Wages No Wages Wages No Wages
Wages $145.00 $200.00 Wages $227.50
Per Week Per Week Per Week
Wages 0.00 628.00 0.00 866.00 0.00 985.00
Cash Grant 786.00 516.00 786.00 397.00 786.00 338.00
Food Stamps 472.00 402. 00 472.00 380.00 472.00 369.00
Day Care None Available None Available None Available
Transportation None Bus Pass None Bus Pass None Bus Pass
Sub Total 1,258.00 1,546.00 1,258.00 1,643.00 1,258.00 1,692.00
Yearly Total 15,096.00 18,552.00 15,096.00 19,716.00 15,096.00 20,304.00
Difference $288.00/mo or $385.00/mo or $434.00/mo or
$3,456.00 annually $4,620.00 annually $5,208.00 annually

Earned Income Tax Credit

The Earned Income Tax Credit is a refundable credit. This means you can get this money when you had earned

income whether you paid taxes or not. It is based on a percentage of your income and how many children you

claim. (2 children is the maximum for this credit). This money can be used to catch up bills, buy a car, get a

washer and dryer or any other purchase for which you may not have been able to save. This money doesn’t
count against your grant.

Advanced Earned Income Tax Credit

This is a process where you can get part of your Earned Income Tax Credit each week in your paycheck (if your
employer participates). It is based on the same factors as Earned Income Tax Credit and you can get up to
$31.00/week. This money also does not count against your grant. Why would you want to get Advanced Earned
Income Tax Credit? Let us say you are eligible to receive $25.00/week. This might be your car insurance bill
each month or your utility bill; it is intended to help you make ends meet. Be aware that any amount you receive
as Advanced Earned Income Tax Credit will be subtracted from the tax return you file the following year.
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Transitional Assistance

1. Child Care:
a. Assists with affordable child care for up to one year.
b. Fees are on a sliding scale.
c. Available to those whose Temporary Assistance case has been closed due to excess income.
d. For information, call 263-3713.

2. Medicaid:
a. Provides reduced medical costs for Physicians and Prescriptions.
b. Based on income and resources.
c. Eligibility lasts up to 12 months.
d. Contact assigned Temporary Assistance worker for more information.

3. Supplemental Nutrition Assistance Program:
a. Stretches food dollars.
b. Based on income and needs.
c. Contact assigned Temporary Assistance worker for more information.

Other Assistance

1. Home Energy Assistance Program (HEAP) and Red Cross Heating Fund:
a. Financial assistance with high fuel costs to prevent shut offs.
b. Eligibility is based on income, family size and fuel type.
c. For HEAP information, call 753-6477.
d. For Red Cross Heating Fund information, call 241-4474.

2. Home Weatherization:

a. Reduces fuel costs.

b. Owners and renters can have property weatherized.

c. Eligibility is based on income and household size.

d. For more information about the Weatherization Program:
> For properties located within the City of Rochester call Action for a Better Community at
442-4160
» For properties located outside the City of Rochester call PathStone at 442-2030

3. Child Support:
a. Increases income to the household.
b. Children not living with both parents are eligible.
c. The absent parent pays support for their child.
d. For information, call (888) 208-4485.
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4. Working Men and Women’s Wardrobe:
a. Assist with establishing a suitable wardrobe for work.
b. A wide range of high quality professional clothing is available.
c. Client must meet income guidelines.
d. For an appointment, call the Volunteers of America

40
Updated September 2012



Chapter 11 Income Guidelines and Cash Grant Tables

TABLE 12 2012 Income Guidelines for Day Care Programs

Ceiling

Household of

IEDC 165% TCC 200%
Annual Monthly Annual Monthly
24,964 2080 30,260 2521
31,498 2624 38,180 3181
38,032 3169 46,100 3841
44,566 3713 54,020 4501
51,100 4258 61,940 5161

Annual

41,607

52,497

63,387

74,277

85,167

CCs$

Monthly

3467

4374

5282

6189

7097

TABLE 13 10/01/2012 — 09/30/2013 - Income Guidelines for SUPPLEMENTAL NUTRITION

ASSISTANCE PROGRAM

Household Monthly Income Maximum Maximum Maximum
Size Elderly/Disabled Gross Net Allotment
Separate/Household Monthly Monthly
165% of Poverty Income Income
130% 100%
Of Of
Poverty Poverty
1 1,536 1,211 931 200
2 2,081 1,640 1,261 367
3 2,625 2,069 1,591 526
4 3,170 2,498 1,921 668
5 3,714 2,927 2,251 793
6 4,259 3,356 2,581 952
7 4,803 3,785 2,911 1052
8 5,348 4,214 3,241 1202
Each+Member +545 +429 +330 +150
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TABLE 14 2012 Monthly Income Guidelines for MA and FHP

Household Medicaid FHP/single FHP/parents
Size Or childless couple w/children
1 792 931 N/A
2 1159 1261 1892
3 1333 2387
4 1506 2882
5 1680 3377
6 1854 3872
7 2028 4367
8 2201 4862
TABLE 15 Monthly Temporary Assistance Cash Grant - Effective 10/1/12
. Monthly $ Total Total Total
Fg?;ély Basic $ R;nt Héztf Hgaitl $ H;§é$ Heat Monthly $ § Monthly $ | Monthly
Included | GasHeat | Oil Heat $ PSC
1 183 257 54 69 107 440 494 509 547
2 291 298 54 69 107 589 643 658 696
3 389 343 54 69 107 732 786 801 839
4 501 374 56 72 111 875 931 947 986
5 618 405 58 75 117 1,023 1,081 1,098 1,140
6 714 420* 63 81 125 1,134* 1,197* 1,215 1,259
7 811 438* 67 87 134 1.249% 1316+ 1,336 1,383
8+ 909 477 71 92 142 1,386 1457 1,478 1,528
Each 97.50
Added

* 16 o child 0 the houcenold reduce t |

When the actual rent exceeds the rent allowance funds from the client’s basic allowance make up the
difference. The client must pay their monthly heating costs from the total grant when they reside in a
unit where heat is not included in the rent.
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Chapter 12 Links to Web Sites

Online Supplemental Nutrition Assistance Program application, Prescreen for other benefits,
Check your EBT account: https://www.mybenefits.ny.gov/selfservice/

Application Forms (Forms cannot be completed on line, but can be printed)

1. To apply for Temporary Assistance (TA), Medical Assistance (MA), Medicare Savings Program
(MSP), Supplemental Nutrition Assistance Program (SNAP), Services (S) and Child Care (CC)
use Statewide Application Form (LDSS-2921).  http://otda.ny.gov/programs/applications/

2. To apply for Child Health Plus (CHP), Family Health Plus (FHP), Medical Assistance (MA),
Prenatal Care Assistance Program (PCAP) and Women, Infants and Children (WIC) use Access
NY Health Care (DOH-4220).

http://www.health.ny.gov/health_care/family_health plus/application.htm

3. To apply or recertify for Supplemental Nutrition Assistance Program (SNAP), use Supplemental
Nutrition Assistance Program Benefits Application/Recertification (LDSS-4826). /
http://otda.ny.gov/programs/applications/

Source Books and Reference Guides

1. Supplemental Nutrition Assistance Program Source Book:
http://www.otda.state.ny.us/main/foodstamps/FSSB.pdf

2. Medicaid Reference Guide:
http://www.health.state.ny.us/health care/medicaid/reference/mrg/index.htm

3. Temporary Assistance Source Book (TASB): http://www.otda.state.ny.us/main/ta/TASB.pdf

New York State Department of Health

1. Child Health Plus - http://www.health.state.ny.us/nysdoh/chplus/index.

2. Prescription Drug Price Search - http://rx.nyhealth.gov

New York State Office of Temporary and Disability Assistance

1. Fair Hearing Request: http://www.otda.state.ny.us/oah/forms.asp

2. How to apply for services: http://www.otda.state.ny.us/main/apply.asp#disability

3. Policy directives : http://www.otda.state.ny.us/main/directives/2009/

Federal Government

1. Social Security Online: http://www.socialsecurity.gov/
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Chapter 13 Definitions for Abbreviated Terms

ABEL Automated Budgeting And Eligibility Logic — creates Temporary
Assistance and Supplemental Nutrition Assistance Program budgets

ABW Alternatives for Battered Women

ARES Addiction Recovery Employability System — tracks rehab
participation

CASAC Credentialed Alcohol and Substance Abuse Counselor

CCC Child Care Council

CFC Catholic Family Center

CHP A Child Health Plus A

CHP B Child Health Plus B

CNS Client Notice System — State’s system that produces and mails client
notices

CSEU Child Support Enforcement Unit

DC Day Care

DFR District of Fiscal Responsibility

DMV Department of Motor Vehicles

DOH Department of Health — responsible for Medicaid regulations

DOL Department of Labor

DV Domestic Violence

EBT Electronic Benefit Transfer — system allows for payment of grants
and Supplemental Nutrition Assistance Program at point of sale

EDP Employability Development Plan

FA Family Assistance

FH Fair Hearing

FHO Fair Hearing Office

FHP Family Health Plus

FPBP Family Planning Benefit Program

FS Supplemental Nutrition Assistance Program

HEAP Home Energy Assistance Program

HO Hearing Officer

IEDC Income Eligible Day Care

IMA Industrial Medicine Associates

IV-D Funding Stream for Child Support — refers to Child Support

JRT Job Readiness Training

JS Job Search — or JSO — job search orientation

MA Medical Assistance

MCDHS Monroe County Department of Human Services

NYSNIP New York State Nutrition Improvement Program - Supplemental
Nutrition Assistance Program for SSI clients

OAH Office of Administrative Hearings

OASAS Office of Alcohol and Substance Abuse Services

OCFS Office of Children and Family Services

OTDA Office of Temporary and Disability Assistance

PA Public Assistance

PNA Personal Needs Allowance
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SAO Single Authorization Order
SDX State Data Exchange — gives us information on SSI benefits
SH Sojourner House
SIR Service Issue Resolution — our internal customer service database
SN Safety Net
SNAP Supplemental Nutrition Assistance Program — formerly known as
Food Stamp Program
SOLQ State On-Line Query — gives us information on SSI benefits
SSD Social Security Disability
SSI Supplemental Security Income
SSN Social Security Number
TA Temporary Assistance
TANF Temporary Assistance for Needy Families
B Transitional Benefits
VA Veteran’s Administration
VITA Volunteer Income Tax Assistance
WC Worker’s Compensation
WCP Wilson Commencement Park
WIC Women, Infants and Children
WMS Welfare Management System — State’s computer system for welfare
WRATS Waiting Room Appointment Tracking System
WTWCMS Welfare to Work Caseload Management System
YWCA Young Women’s Christian Association
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Chapter 14 Financial Assistance Points of Contact

Questions On Pending Temporary Assistance (Cash Benefits) and Supplemental Nutrition Assistance
Program Cases

¢ By phone — call 753-2780
¢ By e-mail- dfa2a26.sm.monroe.intakell@dfa.state.ny.us

e By fax — 753-5315

Questions On Active Temporary Assistance (Cash Benefits) Cases

e General questions for the Care Management ¢ By phone — call 753-2760
Workgroup ¢ By e-mail at-
dfa2a26.sm.Monroe. TA.Care.Management@dfa.state.ny.us

e By fax — 753-6305

e Questions for the Self Sufficiency Workgroup
regarding Employment, Chemical Dependency | e By phone- Call 753-2750
& Mental Health Issues.
o General Self Sufficiency Related

; e By e-mail —
Information
o Scheduling and Rescheduling dfa2a26.sm.Monroe. TA.Self.Sufficiency@dfa.state.ny.us
Appointments
Responses to Conciliations « By fax - 753-6924

Case Conferencing

Attendance Issues

Assistance with Job Search and/or
Employment Requirements

0O O O O

Questions On Active Supplemental Nutrition Assistance Program Cases ( Not in receipt of Cash
Assistance or SSI )

¢ By phone — call 753-2740
e By e-mail at- dfa2a26.sm.Monroe.Team41@dfa.state.ny.us
e By fax — 753-6306

Questions Pending Medicaid Cases ( Not applying for Cash Assistance or in receipt of SSI)

¢ By phone — call 753-5307
¢ By e-mail at- dfa2a26.sm.Monroe. MEDS@dfa.state.ny.us
e By fax — 753-5314
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Questions On Active Medicaid Cases ( Not in receipt of Cash Assistance or SSI )

e By phone — call 753-2740

. By e-mail at- dfa2a26.sm.Monroe. Team40@dfa.state.ny.us

o By fax — 753-6306

Long Term Care Medicaid

Coordinator

Barbara Bloomer | Barbara.bloomer@dfa.state.ny.us |

753-6248

Senior Plus - This office handles Medicaid and Supplemental Nutrition Assistance Program in households
having individuals 65 years and older and those individuals either residing in a nursing home or awaiting
placement in a nursing home regardless of age.

Senior Plus Undercare

Jodi Schollnick

Jodi.schollnick@dfa.state.ny.us

753-6559

Senior Plus Eligibility

Arlene Colbert

arlene.colbert@dfa.state.ny.us

753-6485

Hospital Team - This office handles Medicaid applications for individuals who were hospitalized at the
time the application was completed and a hospital representative is necessary to complete the application.

Team 46-MA Gloria Webster gloria.webster@dfa.state.ny.us 753-5117
Hospital Team
Eligibility
SSI — Medicaid/Supplemental Nutrition Assistance Program
Team 49 — SSI MA Deborah Greenfield deborah.greenfield@dfa.state.ny.| 753-6385

Home Care Services Unit - This unit conducts social and medical assessments to determine eligibility for
home care services for chronically ill Medicaid clients to enable them to live safely in the community as well as
approval for Title XX chore services. This unit also provided oversight of the community based services after

the approved services are granted.

Home Care Services Unit

Iris A. Turner, CHN

iris.turner@dfa.state.ny.us

753-6482
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Chapter 15 Child and Family Services Points of Contact

Child Protective Services

Monroe County Child Abuse Hotline — call anytime day or night — 585-461-5698 or
585-461-5690

New York State Child Abuse Hotline - 1-800-342-3720

Adult Protective Services (APS)

During business hours, if the individual lives:

West of the Genesee River call - 753-6554

East of the Genesee River call - 753-6535

s An APS after hours worker is available on Saturday, Sunday, and Holidays — for the APS
After Hours worker call - 461-5698
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Chapter 16 — DHS Administration

Commissioner Kelly A. Reed kelly.reed2@dfa.state.ny.us 753-6298
Deputy Commissioner Robert Franklin | robert.franklin@dfa.state.ny.us | 753-6840
Director, Financial Assistance Nancy Forgue nancy.forgue@dfa.state.ny.us 753-6635
Director, Child and Family Services Cindy Lewis cindy.lewis@dfa.state.ny.us 753-6431
Financial Assistance
Director, Financial Assistance | Nancy Forgue | nancy.forgue@dfa.state.ny.us | 753-6635
Senior Financial Assistance Coordinator Vince vince.ruggiero@dfa.state.ny.us 753-1245
Ruggiero
o Self Sufficiency Task Group - This
group answers questions regarding
employment, chemical dependency,
mental health issues, etc.
e Income Eligible Day Care
Financial Assistance Coordinator Randy Scott randy.scott@dfa.state.ny.us 753 - 6775
e Intake | Workgroup
o Screening
o Emergency
o In-depth Interviews
Financial Assistance Coordinator Denise Read denise.read@dfa.state.ny.us 753-6173
e Intake Il Workgroup
o Processing of Pending
Applications
e Domestic Violence Liaison
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Financial Assistance — Continued

Financial Assistance Coordinator

Emergency Housing

HEAP

Assessment Unit

After Hours Coverage Program
Transitional Housing

Quality Review Team

Resource Team

Floating Team

Dan Condello

dan.condello@dfa.state.ny.us

753-6024

Financial Assistance Coordinator

e Care Management Task Group
This group answers questions
regarding to address changes, add-
ons, RG&E issues, recertificaitons,
benefit and budget questions, etc

Kim Rebstock

kim.rebstock@dfa.state.ny.us

753-6390

Financial Assistance Coordinator

e Community Medicaid Eligibility
Determinations

e Care Management of Active
Community Medicaid and SNAP
Only Cases

* These households are not in receipt of
Cash Assistance and have household
members under age 65.

Jennifer
Hoskins

jennifer.hoskins@dfa.state.ny.us

753-5243

Financial Assistance Coordinator

e Long Term Care Medicaid
o Senior Plus
o Hospital Team
o SSI- Medicaid/Supplemental
Nutrition Assistance Program
o Home Care Services Unit

Barb Bloomer

barbara.bloomer@dfa.state.ny.us

753-6248
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Child and Family Services

Director, Child and Family Services |

Cindy Lewis

| cindy.lewis@dfa.state.ny.us

| 753-6431

Administrative Caseworker

e CPSI - Intake
e CPS - After Hours
e CPS - Investigation
o #1
o #4
o #6
o #l4
e CPS - Impact Team
e Training Team

Tom Corbett

tom.corbett@dfa.state.ny.us

753-5806

Administrative Caseworker

e CPS - Investigation
o #3

#5

#9

#10

#12

#13

0O O O O O

Amy Natale-
McConnell.

amy.natale-
mcconnell@dfa.state.ny.us

753-5763

Administrative Caseworker

e CPS - Investigation
o #2
o #7
o #11
e Preventive Day Care
e Adult Protective

Yvonne Plain

yvonne.plain@dfa.state.ny.us

753-5401
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Child and Family Services — Continued

Administrative Caseworker Linda Oinen linda.oinen@dfa.state.ny.us 753-6771

e Youth & Family Partnership
[ ]

Family Access & Connection
Team

Foster Care Intake
Residential Services
CPS Management
o G
e Juvenile Justice Services
Building Bridges

Administrative Caseworker Susan McLean susan.mclean@dfa.state.ny.us 753-6053

e CPS - Management

o D

o E

o F

o K
e Permanency Planning

Youth Opportunity Unit

e B2H

Administrative Caseworker Sue Johnson sue.johnon@dfa.state.ny.us 753-6624

e CPS - Management
o C
o H
o J
o L
e Adoption Unit
e Preventive Services
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Child and Family Services — Continued

Administrative Caseworker Kim McConnell | kim.mcconnell@dfa.state.ny.us | 753-6252

e CPS - Management

o A
Foster Care Home Finding 11
Visitation Team
Child Welfare Trainers
Staff Development

Casework Supervisor Jeannie Steven jeannie.steven@dfa.state.ny.us 753-6710

e Program Support Unit
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