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CHAPTER ONE: GENERAL INFORMATION

1000 GENERAL INFORMATION

This chapter identifies general information relating to the Supplemental Nutrition Assistance
Program (SNAP).

1100 PROGRAM PURPOSE AND SCOPE

Congress passed the Food and Nutrition Act of 2008, previously called the Food Stamp Act of
1977, in order to provide eligible households an opportunity to obtain a more nutritious diet.

The Supplemental Nutrition Assistance Program enables eligible customers to purchase food with
the use of SNAP benefits. The amount of benefits a household receives is determined by the level
of need and household size.

Participating customers may purchase food with SNAP benefits at retail food stores authorized by
the United States Department of Agriculture (USDA), Food and Nutrition Service (FNS) to accept
them. USDA, FNS defines the eligible food items that may be purchased with SNAP benefits.

Only eligible foods or food products intended for home consumption and seeds and plants for a
home garden may be bought. Alcoholic beverages, household products, cigarettes, hot foods
ready to eat, and pet food cannot be purchased with SNAP benefits.

Certain aged and disabled persons and their spouses, residents of certain drug addiction or

alcoholic treatment centers or blind/disabled persons living in community support provider facilities
may use their benefits to buy prepared meals, such as meals on wheels.

1110 STATEMENT OF DSS'S PRIMARY GOAL

The Supplemental Nutrition Assistance Program is administered under the umbrella of the South
Dakota Department of Social Services (DSS). DSS strengthens and supports individuals and
families by promoting cost effective and comprehensive services in connection with our partners
that foster independent and healthy families.

Our guiding principles are:

A. We believe families have the right to be safe and secure.

B. We believe in providing opportunities and choices that support the needs of families
through available and accessible services.

C. We believe in collaborative communications, teamwork, partnerships and trust for
essential family services.

D. We believe in respecting individual and cultural differences by treating people with dignity,
fairness and respect.

E. We believe in focusing on results, quality and continuous improvement, and on using
state-of-the-art technology to be more efficient and effective.

F. We believe in professional and well-trained staff who are competent, accountable and
empowered.

G. We believe in providing quality, timely customer service through the “no wrong door”
approach.
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Assisting individuals in need is our primary goal. Treat customers with dignity and respect and
provide timely customer service through the “no wrong door " approach. Information must be
solicited to determine individual or family needs. Benefits Specialists must identify barriers to
self-sufficiency, and offer guidance and information for suitable referrals. DSS-EA-221A, Family
Assessment, assists in the information and referral process and is required to be completed for
all application and renewal interviews.

1200 ADMINISTRATION

SNAP is a joint operation of Federal and State Governments. State government (DSS) is
responsible for the certification of applicants and issuance of benefits. The Federal government
provides guidelines for state operations and is responsible for authorization and supervision of
participating retailers, institutions and meal delivery services.

1210 RESPONSIBILITIES OF THE DEPARTMENT OF SOCIAL SERVICES (DSS)

DSS must fulfill the following requirements and responsibilities in the operation of the SNAP:
Certify applicant households.

Issue, control, and account for SNAP benefits.

Develop, conduct, and evaluate training.

Develop and maintain complaint procedures.

Conduct performance reviews (Quality Control, Management Evaluations, etc.).
Keep records and submit reports as required by USDA, FNS.

Tmoow>

1220 PERSONNEL STANDARDS

Personnel used in the certification process will be employed in accordance with South Dakota
Bureau of Human Resources (BHR) standards. Only qualified program employees will conduct
the required customer interviews.

Non-SNAP employees will not conduct certification interviews or certify applicants, except for SSI
households and USDA declared disaster victims, or as otherwise allowed by FNS instruction.

1230 VOLUNTEERS

Volunteers or other individuals not employed by DSS may not be used for certification interviews
or to certify households. Volunteers may assist Benefit Specialists in obtaining necessary
verification and in related activities such as prescreening and assisting customers in completing
the application form.

Volunteers must follow the same restrictions on disclosing confidential information that DSS staff
follow. Volunteers must receive training on the disclosure provisions prior to assisting customers.

1240 BENEFIT SPECIALIST RESPONSIBILITIES

When performing program duties, the Benefits Specialist must keep in mind that technical and
other terms which are familiar to DSS staff may be unfamiliar to the household member(s). Poor
communication can lead to a misunderstanding which, in turn, may cause denial of an eligible
household. Therefore, it is essential that the language used is easily understood by the
customer.
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The policies and procedures throughout this manual are intended to be the guide by which staff
implement the Supplemental Nutrition Assistance Program (SNAP) and are written within the
limits imposed by federal regulations. The policies contained herein are intended to be sufficiently
flexible to allow SNAP staff to exercise reasonable judgment in executing their duties; however, it
is impossible to write a procedure that will cover every possible situation.

In the absence of specific policy and procedures for a specific circumstance, the concept of the
"prudent worker" is helpful to the Benefits Specialist. The term “prudent worker” refers to the
reasonableness of the judgments made by a Benefit Specialist in a given situation. When a
Specialist is making a certification decision, he/she should be conscientious of making a decision
which is reasonable, based on his/her knowledge of and experience with SNAP. It is extremely
important that the Specialist document why his/her reasonable decision was made.

If the Specialist encounters a problem in a specific case that is outside of ordinary policy and
procedure, the problem should be referred through administrative channels. However, if the
problem is generally covered by existing policy guidelines, the Specialist should make a judgment
that can be defined as reasonable and prudent.

Special consideration must be given to customers who need assistance with the
application/renewal processes. This could include the following:

» Helping customers complete application forms

= Scheduling interviews

» Helping to obtain required verification

» Ensuring that customers understand their rights and responsibilities.

1300 NONDISCRIMINATION

It is required that applications for program benefits and services are made available to everyone
and that program benefits are granted to all who meet eligibility standards. DSS staff, programs
and policies must not discriminate against customers or applicants for services because of race,
color, national origin, sex, age, religion, political beliefs or disability. DSS must also provide fair
and equal access to all of its programs and services for people with disabilities; this includes both
physical access to buildings and access to programs and services.

It is a violation of the DSS Nondiscrimination Policy when inequitable practices, based on the
above mentioned factors, occur in the delivery of services. Some of these practices are:

Denying services or benefits;

Failing to provide appropriate interpreter services;

Limiting access to services because of inaccessible facilities;

Failing to make reasonable accommodations to allow full participation of people with
disabilities in all programs, activities and services.

COow»

The Department of Social Services does not exclude, deny benefits to, or otherwise discriminate
against any person on the ground of race, color, or national origin, or on the basis of disability or
age in admission or access to, or treatment or employment in, its programs, activities, or
services, whether carried out by the Department of Social Services directly or through a
contractor or any other entity with which the Department of Social Services arranges to carry out
its programs and activities; or on the basis of actual or perceived race, color, religion, national

origin, sex, gender identity, sexual orientation or disability in admission or access to, or
treatment or employment in, its programs, activities, or services when carried out by the
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Department of Social Services directly or when carried out by sub-recipients of grants issued by
the United States Department of Justice, Office on Violence against Women.

1310 TO FILE A COMPLAINT

If an individual believes that he/she has been discriminated against he/she may file a complaint
alleging discrimination on the basis of race, color, national origin, sex, age, religion, political
beliefs or disability.

Any individual(s) who expresses a desire to file a discrimination complaint will be immediately
advised of his/her right to do so. If asked to provide assistance, DSS staff will assist the
individual(s) in completing the complaint within 180 days of any incident or action in which
discrimination is/was alleged.

Forward any alleged discrimination complaint to Discrimination Coordinator, Director of DSS
Division of Legal Services, 700 Governors Drive, Pierre, South Dakota 57501-2291. Also submit
a copy of the complaint to the Regional Manager and the SNAP Administrator.

Individuals may also file a complaint with the following agencies: (1) the South Dakota Division of
Human Rights (605)773-3681; (2) U.S. Department of Agriculture, Food and Nutrition Services
(for discrimination in administering the SNAP (Food Stamp Program) write to Food and Nutrition
Services, Mountain Plains Regional Office, Civil Rights Coordinator, 1244 Speer Boulevard,
Suite 903, Denver, CO 80204-3585 and (3) the Office of Civil Rights, Jocelyn Samuels, Director,
US Department of Health and Human Services, 200 Independence Ave, S.W. Room 509F HHH
Bldg, Washington DC 20201.

1320 COMPLAINT REQUIREMENTS

To facilitate investigations, complaints should contain the following information:

A. Name, address and telephone number or other means of contacting the individual alleging
discrimination;

B. The location and name of the organization or office which is accused of discrimination
practices;

C. The nature of the incident or the aspect of the program leading the person to allege
discrimination;

D. The reason for the alleged discrimination (age, race, color, sex, handicap, religious belief,
national origin or political belief);

E. The name(s), title(s) (if appropriate), and address(es) of the individual or individuals who
may have knowledge of the alleged discriminatory act; and

F. The date(s) on which the alleged discriminatory act occurred.

The brochure, Information on filing a Discrimination Complaint, includes a Discrimination
Complaint Form that may be used by the individual to report the above information.

1330 PUBLIC NOTIFICATION OF NONDISCRIMINATION

DSS will:
A. Publicize the procedure for handling civil rights complaints.
B. Display the “And Justice for All” poster in DSS offices.
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C. Provide the brochure, Information on filing a Discrimination Complaint, to the individual
when an individual alleges discrimination or requests additional information. The brochure
must be provided to them within 10 days of the request date.

1340 OTHER CONCERNS

Other concerns such as processing standards, service, program complaints, etc. must be directed
to the Supervisor. Concerns may be expressed verbally or submitted in writing. Supervisors follow
up, resolve, and take corrective action, if warranted. After the concern has been resolved, the
customer concern data base must be completed. The data base is located on the M
drive/DSS/EAMgmt/Customer Concern Log. The supervisor also reports any corrective action
completed to the Regional Manager.

The Regional Manager periodically reviews and monitors concerns via the database, and
completes any corrective action needed. At least annually, State Office SNAP staff review the
customer concern log to assess whether patterns or problems may be present and take corrective
action, if warranted.

1350 RACIAL/ETHNIC DATA COLLECTION

Requests to provide race or ethnicity information on the application form is voluntary and does not
affect the applicant’s eligibility or benefit levels. The information is requested to assure that
program benefits are distributed without regard to race, color, or national origin. If the applicant
chooses not to self-identify, the benefits specialist is to record ethnicity and one race for each
individual based on visual observation or best information available.

The ethnicity field in ACCESS must be completed for all individuals requesting assistance. Ethnic
categories are: Hispanic or Latino and Not Hispanic or Latino.

The racial field on ACCESS must be completed for all individuals requesting assistance. If an
individual indicates more than one race, all race fields chosen by the individual must be indicated.
Racial categories are: American Indian or Alaska Native, Asian, Black or African American, Native
Hawaiian or Other Pacific Islander, or White.

1360 INTERPRETER REQUIREMENTS

The Department of Social Services is committed to making sure all eligible individuals receive fair
treatment and equal access to services. No person will be denied access as a result of the
inability or limited ability to communicate in the English language. Individuals must be able to
communicate with DSS staff at no cost to the individual. If an interpreter is needed, one must be
provided.

Each office has procedures identified to communicate with persons who need assistance. Review
your office’s Procedures for Communicating Information to Persons with Sensory Impairments
and Limited English Proficiency plan (LEP plan) for guidance on how to contact interpreter
services (sign language, language interpreters, Interpertalk, etc.).These procedures are located
as follows: P:\Limited English Proficiency
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1400 DISCLOSURE

Customers have the right to have the information they provide held in confidence and used
solely for purposes of administration of the program. SNAP case information is confidential
under Federal and State law. The disclosure policy applies to both DSS employees and
volunteers. Case information may be released only under the provisions listed below. If in doubt,
do not disclose the information and notify State Office staff following administrative channels.
State office staff will respond to the request.

The following requirements must be adhered to:
A. Respect the privacy of our customers and hold in confidence all information obtained.
B. Respect confidences shared by colleagues in the course of professional relationships and
transactions.
C. Do not use confidential information for the staff’'s own benefit or for the benefit of others.
D. Do not divulge or communicate confidential information to any unauthorized person
either during or after employment with the Department of Social Services.

Do not attempt (successful or not) to access information on any individual (private or

public) for unauthorized reasons.

F. Do not acquire, use, copy or transfer confidential information except to the extent
necessary to fulfill employment duties.

G. Never use personal computers to remotely access information from the IRS and SSA.
Access to information from the IRS and SSA will only occur in approved areas that have
the appropriate space and privacy.

H. Do not discuss confidential information in any setting unless privacy can be ensured.
Confidential information should not be discussed in public or semipublic areas such as
hallways, waiting rooms, elevators and restaurants.

I. Take precautions to ensure and maintain the confidentiality of information transmitted to
other parties through the use of computers, electronic mail, facsimile machines,
telephones and telephone answering machines, and other electronic or computer
technology. Disclosure of identifying information will be avoided whenever possible.

J. Information must be safeguarded and the custody of this information must be
maintained at all times. Each person responsible for information should use reasonable
diligence to protect and prevent the disclosure of information provided by the customer.
This includes:

1. Keeping information properly put away where visitors might have access to them.

2. Information should be kept in the office or scanned. If information is needed in a
different location, the information should be scanned so it can be viewed on File
Director. Avoid sending original documentation.

3. Pending information should be either scanned to File Director or kept in a safe
and secure location until it can be scanned.

m

There is zero-tolerance for disclosure of confidential information. Any unauthorized
disclosure of confidential information is a violation of policy and may be a violation of South
Dakota and United States laws. Employees may be held subject to the penalties for any such
unauthorized disclosures. Violations will result in disciplinary action, including termination.
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1410 DISCLOSURE RESTRICTIONS

SNAP case record information is restricted to the following:

A.

B.

Persons directly connected with the administration or enforcement of the provisions or
regulations of the Food and Nutrition Act of 2008.

Persons directly connected with administration or enforcement of federal assistance
programs, or federally assisted state programs which provide assistance on a means
tested basis to low income individuals, including releasing information for access to free
school lunch meals.

Employees of the Comptroller General's Office of the United States for audit examination
authorized by any other provision of law.

Persons directly connected with the administration or enforcement of the programs
which are required to participate in the State Income and Eligibility Verification System
(IEVS) to the extent the SNAP information is useful in establishing or verifying eligibility
or benefit amounts under those programs.

Persons directly connected with the Division of Child Support (DCS) and the
Administration of Children and Families (ACF) (Currently called Temporary Assistance to
Needy Families (TANF) employees as necessary to assist in establishing or verifying
eligibility or benefits under Title Il (Old Age Survivors and Disability Benefits) and Title
XVI (Supplemental Security Income) of the Social Security Act.

Information released to local, state or federal law enforcement officials is restricted.
Direct all requests from law enforcement officials to SNAP state office staff. State office
staff will do the following:

1. Notify the law enforcement official that the request must be submitted in writing.
The written request must include the identity of the individual requesting the
information and his/her authority to do so, the violation being requested, and the
person’s identity the information is being requested for.

2. If the request is for the purpose of investigating an alleged violation of the Food
and Nutrition Act or regulations, any information requested will be provided.

3. If the request is to assist in the investigation of a person fleeing to avoid
prosecution, custody, or confinement for a felony; violating a condition of parole
or probation; or a person who has information necessary for the officer to
conduct an official duty related to a felony/parole violation.

4. Information will also be provided regarding a household member when such
member has information necessary for the apprehension or investigation of
another member who is fleeing to avoid prosecution or custody for a felony, or
has violated a condition of probation or parole.

. The SNAP applicant or recipient may review all information in the record which was used

for his/her eligibility determination. DSS must withhold privileged information, such as
names of individuals who have disclosed information about the household without the
household’s knowledge, or the nature or status of pending criminal prosecution. DSS
must make available, without charge, the specific materials necessary for a household or
its representative to determine whether a fair hearing should be requested or to prepare
for a hearing.

. State office staff may make names and addresses of SNAP households available to

persons and agencies directly connected with nutrition education.

Information may be released other than in the above situations only on the written
authorization of the head of household, spouse (if in the household), other adult
household member or authorized representative. Information that was not provided by
the applicant/recipient, other responsible household member or currently authorized
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representative may not be disclosed. The release must be kept with record information
for future reference.

The release must include:
1. Date of release;
2. Name of person or agency to whom the information will be released,;
3. What information will be released including an itemized listing of specific items or
time periods or a general release;
4. The expiration date of the release; and
5. Signature of the head of the household, spouse, or authorized representative.

Individuals who request information about current or past SNAP recipients, but do not meet the
above criteria should submit a written request to the State Office. The written request should
contain enough detailed information about the household to enable DSS to identify the
household (e.g. case number, head of household, most recent address, social security number,
name of spouse, birth date).

If the individual(s) requesting information feels that the information is required in connection with
the administration and enforcement of the Supplemental Nutrition Assistance Program, the
individual(s) should indicate that in the request. The State Office toll free number is 1-877-999-
5612.

1420 DISCLOSURE WHEN SUBPOENAED TO COURT

The following procedures must be followed when subpoenas are received requesting record
information, employee testimony, or both.

Whenever a subpoena is received, provide the supervisor all the facts about the case, what is
being subpoenaed (documents, testimony, or both) and the date and time for responding to the
subpoena, including the court hearing date if one is included in the subpoena. Supervisors must
notify the Regional Manager. The Regional Manager must notify the Program Administrator,
who will request assistance from the DSS legal staff.

A. Record information subpoenaed: DSS legal staff will file a motion to quash (stop) most
subpoenas. If the motion is denied or the Department makes the decision to release the
information for other reasons (e.g. customer signs a release), staff will be instructed on
what to release from the file.

B. Employee testimony subpoenaed: After approval has been granted from State Office,
appear in court for the date and time of the court hearing. When called to the witness
stand, the employee should give identifying information (example; name, place of
employment, years of services, etc.), and when asked about information regarding the
SNAP customer or case file state “The information you are asking for is considered
confidential under the Code of Federal Regulations at 7 CFR 271.1(c) and South Dakota
Codified Laws (SDCL) 28-1-29 and 28-1-32. Based on this | am not at liberty to answer
your questions unless so further ordered by this court.” If the judge orders the testimony
to continue, the employee may answer all questions.
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1430 AVAILABILITY OF PUBLIC INFORMATION

The South Dakota Supplemental Nutrition Assistance Program Manual issued for use in certifying
households is available for inspection on the DSS website.

1440 PROGRAM INFORMATION ACTIVITIES

The “Justice for All” Poster, AD-475B, must be displayed in Social Services offices. In addition, the
customer’s rights and responsibilities for filing an application must be displayed in each office.

1500 RETENTION OF RECORDS

SNAP records must be retained for review or audit by USDA in accordance with Federal
Regulations.

SNAP records are comprised of applications and renewals including required forms, worksheets
used in computation of income for eligibility and issuance, documentation including verification
techniques employed by the benefits specialist, any forms authorizing or changing participation or
issuance, copies of correspondence sent to the household and the household’s response, and
actions related to the fair hearing process. These records must be retained for three years from
the month of origin of the record.

SNAP fiscal records and accounting documents must be retained for three years from the date of

fiscal or administrative closure. Fiscal records include but are not limited to claims, recoupments,
documentation of restored benefits, and emergency authorized representative designations.

Note: The three years starts after the overpayment has been paid in full or is closed
by the Office of Recoveries and Fraud Investigations (ORFI).

In addition, SNAP files which contain pending fraud referrals must be retained until the referral is
resolved.

Closed files are kept for four years from the date of closure.
1600 CASE FILES
Case file material is filed according to a standardized filing system to assist staff, supervisors and

other personnel in location of documents. Case files are imaged into the File Director electronic
imaging database.

1610 CASE FILE ORDER AND CONTENTS

It is important to correctly scan documents for efficient document location and statewide
consistency. The scanned file has seven sections (see chart below), which must be followed
statewide. The information must be scanned in chronological order with the most recent material
on top in the correct section.
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Section

One

Two

Three

Four

Five

Six

Seven

Title

Current Eligibility

Calendar

Support Services

Permanent Verifications

Corrective Action

Past Eligibility

MAGI Calculator

1620 CASE FILE TRANSFERS

Description
All eligibility forms and verifications relevant to the
SNAP case. This section contains all required forms
and verifications filed chronologically with the most
recent forms on top.

This section is not currently used but may contain past
Income calendars; narratives not on ACCESS, etc.
The documents should be arranged with the most

recent on top.

All forms and material relating to work registration,
E&T, DCS support documents Protective
Payee/Vendor or Two-Party Payments, etc.

All permanent documents such as Saocial Security

Numbers (SSN), identity verifications (i.e. driver’s

licenses), birth certificates, trust documents, legal
opinions, funeral plans, etc.

Quality Control (QC) reviews, Targeted Zero
Tolerance (TZT) reviews, supervisory reviews,
Request for Replacement EBT Card,
overpayment/underpayment forms,
overpayment/underpayment supporting documents,
fair hearing/intentional program violation (IPV)
documents, etc. filed chronologically with the most
recent on top.

This section may contain past eligibility and
verification documents. Not all cases will
have information in this section.

This section is used for Medical Assistance eligibility
MAGI calculator documents

The following sections outline the process that must be used when transferring SNAP cases
between counties.

1630 CASE TRANSFER NOTIFICATION

The notification of the need to transfer the case occurs when:
A. The customer contacts the office where the case is currently located; or
B. The customer contacts the new county of residence to report a move; or
C. Mail is received back in an office that indicates a new forwarding address; or
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D. Another valid source (i.e. another division/agency/authorized representative, etc.)
reports the move to another county.

Regardless of how the office is notified of the move, the case transfer must be facilitated for the
customer.

1640 CUSTOMER REQUESTS NO TRANSFER

Transfers are completed for the new residence county office unless the customer requests that
a case transfer not occur. The customer must have a valid reason for requesting the case not
be handled by the new residence county office.

Examples of valid reasons:
= Customer works or attends school in a different county than he/she resides
= Customer has a relative who works in the residence county DSS office

The reason for not transferring the case to the new residence county office must be
documented in the narrative.

1650 RESPONSIBILITY - CURRENT COUNTY OFFICE

When the office where the case is currently handled is notified of a customer’s move, the
following process must be followed:

A. Benefits Specialists may complete the case transfer form (DSS-EA-350) to gather
information needed following program guidelines for continued eligibility. Even though
completion of the case transfer form is optional, changes still need to be obtained and
discussed with the customer (e.g. household composition, residency, shelter, income,
etc.).

B. Within 1 working day, contact the receiving office (supervisor/lead/specialist of the day)
prior to transferring the case. During the contact, an EABS will be identified to receive
the transfer. A case transfer cannot be completed without this contact.

C. Make sure all case documents are scanned into file director prior to completing the
transfer on ACCESS. Within 1 working day after the move is known, complete the
residence code on the STAT panel, ADDR, shelter panels, other reported/known
change, and narrative. Also change the county number on File Director. If questionable
and verification is required (Eats form, for example), send or give the form to the
customer with a request for information form to be returned to the new county office.
Documentation is essential.

D. Complete the ACCESS transfer within 1 working day after the contact is made.
Remember the transfer cannot be completed on ACCESS until the receiving EABS is
notified of the transfer. If the transfer cannot be completed within 1 working day, notify
the receiving office EABS why the transfer was not completed and when it is anticipated
to be completed.
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1660 RESPONSIBILITY - NEW COUNTY OFFICE

When the receiving office is notified of a case being transferred, the following process must be
followed:

A.

E.

Benefits specialists may complete the case transfer form (DSS-EA-350) to gather
information needed following program guidelines for continued eligibility. Even though
completion of the case transfer form is optional, changes still need to be obtained and
discussed with the customer (e.g. household composition, residency, shelter, income,
etc.)

. Within 1 working day, send e-mail to the sending office’'s EABS and Supervisor

requesting case transfer.
If the case transfer is not completed by the end of the 2™ working day, call the EABS (or
Supervisor if EABS is not available).
Complete the transfer macro notifying the customer of the case transfer and the contact
information for the new EABS.

1. The macro states “Due to your recent move, | have been assigned as your new

Benefits Specialist. My contact information is listed on this notice.”

Follow normal processing procedures for changes.

1670 ACCESS TRANSFER

A.

B.

ACCESS transfer is completed the same day but not later than the end of the 2™
working day via XFER.
Update the county code on File Director.

1700 NO AID REDUCTION

SNAP benefits cannot be considered income or resources for any purpose under any Federal,
State, or local laws including, but not limited to, laws on taxation or public assistance.

1800 TRAINING

Staff training must provide employees with the knowledge and resources for quality performance.
Staff training must be sufficient to ensure staff are knowledgeable of SNAP policies and
requirements prior to their initial assumption of duties. Staff training is an on-going process and
must be completed periodically on an as-needed basis.
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CHAPTER TWO: DEFINITIONS, PRIMARY SOURCES, FORMS

2000 DEFINITIONS

The following are some terms and acronyms, along with their definitions, that are most
commonly used in the Supplemental Nutrition Assistance Program.

Adequate Notice: A written notice to the household that its benefits will be reduced or
terminated no later than the date the household receives or would have received its allotment.
Adequate notice is allowed when following conditions are met:
1. If the household reports information which results in a reduction or termination of
benefits.
2. The household reports this information in writing and is signed by the household
3. Based solely on the household’s written information, a determination of the household’s
allotment or ineligibility can be made.

The adequate notice must include:

The action the Specialist has taken or intends to take;

The reason for the intended action;

The household's right to request a fair hearing (already incorporated on the notice);

The name of a person to contact for additional information;

The availability of continued benefits (already incorporated on the notice);

The household's liability for over issuances received while awaiting a fair hearing
decision which is adverse to the household (already incorporated on the notice).

oukrwnE

Adverse Notice: Also called 10-day notice is a written notice to the household within 10 days
of the end of the month prior to the month the reduction or termination of benefits will be made.

Allotment: The total value of benefits a household is authorized to receive during each month
or other time period.

Categorical Eligibility: Certain households will be determined eligible to participate in SNAP
without consideration of income and resources as long as the household meets all other
eligibility criteria. This provision only applies to the following households; households where all
members receive TANF or Tribal TANF, households where one member receives child care
assistance, households whose TANF case has been closed or diverted within the last 12
months, and households whose Tribal TANF case has closed within the last three months.

Community Support Providers (CSP): Offer residential and vocational services, as well as
service coordination and nursing care. CSPs provide residential options for people, such as group
homes and supervised apartments (formerly known as Group Home Providers).

Decreased Benefit Budgeting Rule: Decreases in benefits are only budgeted during the
interim months if the decrease was reported from a primary source.

Department: The Department of Social Services, Division of Economic Assistance.

Drug addiction or alcoholic treatment and rehabilitation program: Any drug addiction or
alcoholic treatment and rehabilitation program conducted by a private, nonprofit organization or
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institution, or a publicly operated community mental health center, under part B of title XIX of the
Public Health Service Act (42 U.S.C. 300x et seq.). Under part B of title XIX of the Public Health
Service Act is defined as meeting the criteria which would make it eligible to receive funds, even
if it does not actually receive funding under part B of title XIX.

Elderly or Disabled member: A member of a household who:
(1) Is 60 years of age or older;
(2) Receives supplemental security income benefits under title XVI of the Social Security
Act or disability or blindness payments under titles I, II, X, X1V, or XVI of the Social Security
Act;
(3) Receives federally or State-administered supplemental benefits under section 1616(a)
of the Social Security Act provided that the eligibility to receive the benefits is based upon
the disability or blindness criteria used under title XVI of the Social Security Act;
(4) Receives federally or State-administered supplemental benefits under section 212(a) of
Pub. L. 93-66;
(5) Receives disability retirement benefits from a governmental agency because of a
disability considered permanent under section 221(i) of the Social Security Act.
(6) Is a veteran with a service-connected or non-service-connected disability rated by the
Veteran's Administration (VA) as total or paid as total by the VA under title 38 of the United
States Code;
(7) Is a veteran considered by the VA to be in need of regular aid and attendance or
permanently housebound under title 38 of the United States Code;
(8) Is a surviving spouse of a veteran and considered by the VA to be in need of regular aid
and attendance or permanently housebound or a surviving child of a veteran and
considered by the VA to be permanently incapable of self-support under title 38 of the
United States Code;
(9) Is a surviving spouse or surviving child of a veteran and considered by the VA to be
entitted to compensation for a service-connected death or pension benefits for a
nonservice-connected death under title 38 of the United States Code and has a disability
considered permanent under section 221(i) of the Social Security Act. “Entitled” as used in
this definition refers to those veterans' surviving spouses and surviving children who are
receiving the compensation or pension benefits stated or have been approved for such
payments, but are not yet receiving them; or
(10) Receives an annuity payment under: section 2(a)(1)(iv) of the Railroad Retirement Act
of 1974 and is determined to be eligible to receive Medicare by the Railroad Retirement
Board; or section 2(a)(1)(v) of the Railroad Retirement Act of 1974 and is determined to be
disabled based upon the criteria used under title XVI of the Social Security Act.
(11) Is a recipient of interim assistance benefits pending the receipt of Supplemented
Security Income, a recipient of disability related medical assistance under title XIX of the
Social Security Act, or a recipient of disability-based State general assistance benefits
provided that the eligibility to receive any of these benefits is based upon disability or
blindness criteria established by the State agency which are at least as stringent as those
used under title XVI of the Social Security Act (as set forth at 20 CFR part 416, subpart |,
Determining Disability and Blindness as defined in Title XVI).

Eligible Foods:
(1) Any food or food product intended for human consumption except alcoholic beverages,
tobacco, and hot foods and hot food products prepared for immediate consumption;
(2) Seeds and plants to grow foods for the personal consumption of eligible households;
(3) Meals prepared and delivered by an authorized meal delivery service to households
eligible to use coupons to purchase delivered meals; or meals served by an authorized
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communal dining facility for the elderly, for SSI households or both, to households eligible
to use coupons for communal dining;

(4) Meals prepared and served by a drug addict or alcoholic treatment and rehabilitation
center to narcotic addicts or alcoholics and their children who live with them;

(5) Meals prepared and served by a group living arrangement facility to residents who are
blind or disabled as defined in paragraphs (2) through (11) of the definition of “Elderly or
disabled member” listed above;

(6) Meals prepared by and served by a shelter for battered women and children to its
eligible residents

Employment and Training (E&T): Program operated in Minnehaha County and Pennington
County, which is administered by the Department of Labor and Regulation that consists of one
or more work, training, education or job search components for recipients that do not meet any
of the work exemption criteria.

Exempt: A term that is used two different ways in relation to SNAP:
1. Inrelation to income/resources it means not countable.
2. In relation to work registration (E&T) it means the individual(s) are not required to
participate

Federal fiscal year (FFY): A period of 12 calendar months beginning with each October 1 and
ending with September 30 of the following calendar year.

Fleeing Felon: In order for a person to be determined as a fleeing felon, all 4 of the following
criteria must be met:
1. There has to be an outstanding felony warrant for an individual,
2. The individual has to be aware of, or should reasonably have been able to expect that, a
warrant has or would have been issued;
3. The individual has to have taken some action to avoid being arrested or jailed; and
4. A law enforcement agency must be actively seeking the individual

FNS: Food and Nutrition Service of the U.S. Department of Agriculture.

General Assistance (GA): Cash assistance to cover living expenses or other basic needs
intended to promote the health or well-being of an individual. GA is usually paid by tribal entities
to persons living on a Native American reservation in South Dakota.

Group Living Arrangement: A public or private nonprofit residential setting that serves no
more than sixteen residents that is certified by the Department of Human Services Division of
Developmental Disabilities. To be eligible for SNAP benefits, a resident of such a group living
arrangement must be blind or disabled as defined in paragraphs (2) through (11) of the
definition of “Elderly or disabled member” contained in this section.

Homeless individual: An individual who lacks a fixed and regular nighttime residence or an
individual whose primary nighttime residence is:
(1) A supervised shelter designed to provide temporary accommodations (such as a
welfare hotel or congregate shelter);
(2) A halfway house or similar institution that provides temporary residence for individuals
intended to be institutionalized;
(3) A temporary accommaodation for not more than 90 days in the residence of another
individual; or
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(4) A place not designed for, or ordinarily used, as a regular sleeping accommodation for
human beings (a hallway, a bus station, a lobby or similar places).

Income and Eligibility Verification System (IEVS): The system of information acquisition and
exchange for purposes of income and eligibility verification which meets the requirements of
section 1137 of the Social Security Act.

Increased Benefit Budgeting Rule: Increases in benefits are to be budgeted during the interim
months if the information is verified.

Interim Months: Interim months are the months between the application/renewal and the 6
month report or between the 6 month report and the renewal month.

Immigration and Naturalization Service (INS): The Immigration and Naturalization Service,
U.S. Department of Justice.

ORFI: The Office of Recoveries and Fraud Investigations unit. State authorized unit within the
Department of Social Services to investigate suspected fraud and also to collect the repayment
of benefits that were received in error by household.

Over Issuance: The amount by which SNAP benefits issued to a household exceeds the
amount it was eligible to receive.

Probation or Parole Violator: The following criteria must be met to determine that an individual
is a probation or parole violator:

1. An impartial party, as designated by the State, must determine that the individual
violated a condition of his or her probation or parole imposed under Federal or State
law; and

2. Federal, State, or local law enforcement authorities are actively seeking the individual to
enforce the conditions of the probation or parole.

An individual determined to have violated any probation or parole imposed under Federal or
State law will be disqualified from SNAP eligibility.

Prospective Budgeting: The computation of a household's SNAP allotment for an issuance
month based on an estimate of income and circumstances which will exist in that month.

Simplified Reporting: Simplified reporting means that there are three items that households
are required to report between certification periods. The three reporting requirements are as
follows:
1. Report when the household’s gross monthly income is over the maximum allowed for the
household size;
2. Report when an eligible ABAWD’s employment hours stop or decrease below 20 hours a
week; and
3. For those required, complete a report form in the sixth month of the certification period.

Simplified Reporting Households: All SNAP Households unless all household members are
elderly or disabled without earned income. In addition, TANF Parent cases and TANF 0 plus
cases if a TANF child has countable earned income are also considered simplified reporting
households.
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Shelter for battered women and children: A public or private nonprofit residential facility that
serves battered women and their children. If such a facility serves other individuals, a portion of
the facility must be set aside on a long-term basis to serve only battered women and children.
Social Security Administration (SSA): An independent agency of the United States Federal
Government that administers Social Security, a social insurance program consisting of
retirement, disability, and survivor’s benefits.

Social Security (SS): A comprehensive federal program of benefits providing workers and their
dependents with retirement income, disability income, survivor's benefits and other payments.

Supplemental Security Income (SSI): Monthly cash payments made under the authority of: (1)
Title XVI of the Social Security Act, as amended, to the aged, blind and disabled; (2) section
1616(a) of the Social Security Act; or (3) section 212(a) of Pub. L. 93-66.

State Verification and Exchange System (SVES): This is a computerized verification system to
request information from the Social Security Administration (SSA). SVES allows staff to obtain
information from SSA on Social Security numbers, Social Security income, Medicare benefit
information, Supplemental Security Income (SSI), 40 quarters, prisoner information and deceased
individuals. An on-line verification is received 3 working days after the SVES request is submitted
to SSA. The information received is a “snapshot” of the benefit information as it is the date the
information is requested. The data is purged from ACCESS after 45 days of receipt.

Systematic Alien Verification for Entitlements (SAVE): The SAVE system is a web-based
system used to determine the immigration status of applicants and recipients. The SAVE
system verifies the status of non-immigrants, immigrants, and certain naturalized and derived
U.S. citizens.

Thrifty Food Plan: The diet required to feed a family of four persons consisting of a man and a
woman 20 through 50, a child 6 through 8, and a child 9 through 11 years of age, determined in
accordance with FNS’ calculations. The cost of such diet will be the basis for uniform allotments
for all households regardless of their actual composition. In order to develop maximum SNAP
allotments, FNS makes household size and other adjustments in the Thrifty Food Plan taking
into account economies of scale and other adjustments as required by law.

Trafficking:
(1) The buying, selling, stealing, or otherwise effecting an exchange of SNAP benefits
issued and accessed via Electronic Benefit Transfer (EBT) cards, card numbers and
personal identification numbers (PINs), or by manual voucher and signature, for cash or
consideration other than eligible food, either directly, indirectly, in complicity or collusion
with others, or acting alone;
(2) The exchange of firearms, ammunition, explosives, or controlled substances, as defined
in section 802 of title 21, United States Code, for SNAP benefits;
(3) Purchasing a product with SNAP benefits that has a container requiring a return deposit
with the intent of obtaining cash by discarding the product and returning the container for
the deposit amount, intentionally discarding the product, and intentionally returning the
container for the deposit amount;
(4) Purchasing a product with SNAP benefits with the intent of obtaining cash or
consideration other than eligible food by reselling the product, and subsequently
intentionally reselling the product purchased with SNAP benefits in exchange for cash or
consideration other than eligible food; or
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(5) Intentionally purchasing products originally purchased with SNAP benefits in exchange
for cash or consideration other than eligible food.

(6) Attempting to buy, sell, steal, or otherwise affect an exchange of SNAP benefits issued
and accessed via Electronic Benefit Transfer (EBT) cards, card numbers and personal
identification numbers (PINs), or by manual voucher and signatures, for cash or
consideration other than eligible food, either directly, indirectly, in complicity or collusion
with others, or acting alone.

Under Issuance: The amount by which SNAP benefits issued to a household is less than the
amount it was eligible to receive.

2100 SOURCE CODES

Source codes are used when completing the data entry on the mainframe (ACCESS). Source
codes may be left blank if the case is a zero plus TANF only case, a medical only case, or a
combination of a zero plus TANF and medical. If the case has an active SNAP or a parent
TANF case, source codes are required.

The following sections explain the type of source codes, and what month the code is entered on
ACCESS as well as which panel the source code is allowed on.

2110 MAIN SOURCES

Main source codes are only able to be used in three months in the budgeting process,
application, renewal and six month report months. The following is an explanation of the main
source codes.

APPL
1. Information is entered for the benefit month the application is processed for.
2. Allowed on all panels with a reported source field.

RCRT
1. Information is entered for the benefit month the renewal is processed for.
2. Allowed on all panels with a reported source field.

REPT

1. Information is entered for the benefit month the six month report is processed for.
2. Allowed on all panels with a reported source field.

2120 PRIMARY SOURCES

Primary Sources are restricted to the sources identified below. All changes reported by a
primary source are considered verified and are budgeted, regardless of whether the change
results in an increase or decrease. The following are primary source data entry codes.

AAA
1. ACCESS automatically enters this code to remove an individual the month after the
ABAWD has received his/her three months of benefits.
2. ACCESS automatically enters this code the month following the expedited month (or
third month for combined) if an expense is not verified.

Page | 35



3. Display only — cannot enter this code on any panel.

ABWD
1. Used to remove an individual the month after the ABAWD has received his/her three
months of benefits. (This code is entered manually by the EABS when an individual
must be removed for ABAWD time limits and ACCESS has not entered AAA as a
primary source, e.g. the case was not approved when it went through propagate.)
2. Allowed on MEMB/BUDG panel.

ABWH
1. Used to remove an individual when he/she is no longer working at least 20 hours a
week and he/she was an eligible ABAWD only because he/she was working 20
hours a week.
2. Allowed on MEMB/BUDG, JINC and BUSI panels.

AMND

1. Used to correct previously incorrect information or to budget future known changes
that were reported at application, renewal, or six month report (future changes).

2. AMND is also used on the FMED panel for SNAP medical changes that were
reported as one time; or reported with a specific time frame for the medical expense
and that time frame has ended, even if the medical expense was reported in an
interim month.

3. Allowed on all panels with a reported source field.

BNXV
1. Used for changes in Social Security income, disability status, and Medicare
premiums only if the change was reported via an IEVS BENDEX alert.
2. Allowed on MEMB/BUDG, DISA, UNEA, and FMED panels.

1. Used for removal (not addition) of a household member reported by the Division of
Child Support (DCS) or Child Protection Services (either DSS or Tribal CPS) staff.
2. Allowed on MEMB/BUDG

ES
1. Used to act on information reported by the Employment Specialist (either DLR or
DSS).
2. Allowed on all panels with a reported source field except EATS, COMD, FMED, and
GLEX.
E&T

1. Used to act on information reported by the Employment & Training worker.
2. Allowed on MEMB/BUDG, MEMS, JINC, BUSI, STRK, and PREG.
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HCLO
1. Used when the household requests case closures. Also used when removing an
individual because of death (regardless of how the information was received, as long
as the information is reliable and not questionable).
2. Allowed on Stat and MEMB/BUDG panels.

HCHG
1. Used when it has been reported that a household or household member is applying
for or receiving benefits in another State or another household, is applying for or
receiving commodity benefits (Food Distribution Program on Indian Reservations), or
is applying for his/her own assistance.
2. Allowed on STAT, MEMB/BUDG, COMD, and MEMS.

HEAR
1. Used when implementing fair hearing or intentional program violation (IPV) hearing
decisions.
2. Allowed on all panels with a reported source field.

HHSZ
1. Used when the household reports a change in household size.
2. Allowed on MEMB/BUDG, MEMS, ABSP, EMPH, EATS, and COMD.

INST
1. Used when it has been reported that a household member is in an institution for
longer than 30 days for SNAP/90 days for TANF. Institutions include, but are not
limited to, correctional facilities, Human Services Center, nursing homes, etc.

a) Individuals residing in drug or alcohol treatment centers or Community Support
Provider facilities are eligible for SNAP following group home/drug alcohol
treatment centers procedures.

b) Children attending boarding school or a treatment program continue to be
eligible for TANF if the child is considered to be living in the home of the
caretaker relative per 67:10:01:10 ARSD.

2. Allowed on MEMB/BUDG and INST.

MAXS
1. Used when the SNAP household’'s gross income exceeds the maximum allowed
based on household size, if the household is not categorically eligible.
2. Allowed on JINC, UNEA, BUSI, RBIN, STRK, and CCON.

MAXT
1. Used when the TANF household’s income exceeds the needs standard.
2. Allowed on MEMB/BUDG, JINC, RENT, UNEA, HOME, SCHL, RBIN, STAT, BUSI,
STRK, and CCON.

PARS

1. Used when budgeting information received from the PARIS match.
2. Allowed on STAT, JINC, and UNEA.
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UNEM

1.

2.

WINN
1.

2.

Used when the SNAP household submits postponed mandatory verifications the
month after the expedited month(s).
Allowed on all panels with a reported source field.

Used when mail is returned out of state or a move out of state is reported from a
reliable source (household, other state, etc.)
Allowed on STAT.

Used when the household refuses to cooperate or when an information request has
been sent and the requested information is not received in the time period requested.
Allowed on all panels with a reported source field.

Used when budgeting non-citizen information received from the Systematic Alien
Verification for Entitlement (SAVE).
Allowed on MEMB/BUDG.

Used for changes in Supplemental Security Income (SSI), disability status, and
Medicare premiums only if the change was reported via an IEVS SDX alert.
Allowed on MEMB/BUDG, DISA, UNEA, and FMED panels.

Used when the information that changes a TANF grant amount is also budgeted for
SNAP.
Allowed on all panels with a reported source field.

Used for changes in Unemployment Insurance (Ul) income if the change was
reported via IEVS UNEM alert.
Allowed on MEMB/BUDG, JINC, and UNEA panels.

Used for changes in resources if the household is over the maximum amount
because of gambling or lottery winnings.
Allowed on CASH, BANK, IVST, CARS, OTHR, PROP, and TRAN panels.

2130 NON-PRIMARY SOURCES

VOL
1.

2.

Non-Primary sources are codes that are not main or primary source codes. The following are
non-primary source codes and are used to update interim changes when the budget is not
affected.

Used when changes are voluntarily reported by a household member or authorized
representative.
Allowed on all panels with a reported source field.
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OTH

1. Used when a change is reported/discovered through a source other than the
household/authorized representative, main source, or primary source.
2. Allowed on all panels with a reported source field.

SUPP

1. Used when a supplemental benefit is authorized for the current benefit month
because of incorrectly budgeted information.
2. Allowed on all panels with a reported source field.

2200 FORMS AND CALCULATORS

The following is a brief explanation of all forms associated with the application process for the
SNAP program. These forms and calculators are also located on the P Drive.

Form #
(DSS - EA)

208

211

214

221A

241

267
269
274

300
301

Form Name

Authorization to
Release Information

Authorization to
Release Information

Report Form

Family Assessment
Form

Lease Income
Verification
Bank Letter

Child Care Expense

Request for SSN

Verification Checklist

Economic Assistance

Forms
Form Use

Signed by the applicant and all adult household members.
It is used as a release form when requesting information
from employers, banks, etc. This is also included in the

301 economic assistance applications.

Used if the applicant wants the Department to release
information to an entity outside of the Department of
Social Services.

A form used by households required to submit a 6 month
report. It is used to report income, expenses, household
composition, and changes in resources.

A form designed to solicit information to determine
individual or family needs, identify barriers to self-
sufficiency, and offer guidance for suitable referrals.
Instructions for use of this form are listed on the p drive,
221A Instructions.

A letter sent to tribal entities to verify the amount of lease
income a household may receive from July to June of a
particular year.

Letter used to obtain balances for bank accounts at a
particular facility.

Used to verify the amount and frequency of child care
expense that is billed to a household.

A form used to verify that a SSN has been applied for at
the Social Security Administration.

A form used to advise customers of needed documents to
complete the application or review process.

The application used to apply for SNAP and Medical
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Application
SNAP Application for

301G Community Support
Provider residents
Improved Nutrition
301l (IN) Program
Application
Request for
302 Replacement EBT
Card
SNAP Simplified Self-
303 Employment
Worksheet
3060 and Office and Phone
306P Renewal Notice
307 SNAP Exit Form
308 Information Request
311 Interager?c.y N.otlce of
Certification
312 Supervisory Review
Form
Self-Employment
313 Checklist
Medical Expense
314 Sheet
319 Request for Hearing
320 Self-Employment

Ledger

Assistance.

The application form used if an individual is residing in a
Community Support Provider (CSP) facility. (State Office
caseworker use only)

Application form used by individuals or couples who
receive SSI to apply for the simplified SNAP program (IN)

A form completed by customers who need to replace their
EBT card.

A form used to determine the amount of self-employment
income to be used in the SNAP budget. This form is used
by state office staff that calculate the SNAP budget for
most self-employed applicants/recipients.
Renewal Notices that can be sent to households that did
not receive an automated notice for renewal.

A form used by drug and alcohol facilities or Community
Support Provider facilities to report when a resident has
left their facility.

A form used to request additional information from a
household when a change has been reported and we do
not have all the information to make a determination of
continued benefits for the case.

A form sent to tribal entities after a household has been
certified for SNAP; also used to determine whether or not
a customer is certified for commodities.

This form can be used if the Supervisory Database is not
working and a supervisory review needs to be completed
on a specific case.

Checklist to determine if the income reported should be
treated as self-employment or not.

The form is used for the individual to list medical
expenses, and an electronic form is used to calculate the
allowable medical deduction to be used in the budget.
Used for a person with a disability or individual age 60 and
older who would like to claim a medical deduction.

A form that can be used to make an oral request for a fair
hearing by a customer or the form can be given to the
customer to request a hearing if they are in the office.

A form given to a customer who reports being self-
employed. This form is used to record the income and
expenses of their self-employment business. Usually used

Page | 40



324

328

333

335

336

337

344E

345

345A

349

350

889

Wage Verification
Form
Student Eligibility
Checklist

Notice of Missed
Appointment

Voluntary Change to
Case

Shelter/Eating
Arrangement Form

Rental Verification
Form

SNAP Disaster
Replacement/Affidavit

SNAP NON E&T Work
Registration

Minnehaha and
Pennington Work
Registration

Six Month Report
Notice of Action

Transfer Request

Form

Investigation Request
Form

if this is a new business and income taxes have not been
filed yet or if no taxes are filed for the self-employment
business.
This form is used to request verification of employment for
a customer applying for benefits.

A form used to determine whether or not an individual
attending school meets student eligibility guidelines.
Form used to inform applicant of missed interview
appointment and requests applicant to make a contact to
reschedule.

A form used to request a case be processed the month
following an ineligible month. It is also used to voluntarily
close a case.

Lists a customer’s living arrangements including
roommates, rent paid, utilities paid, and eating
arrangement.

Form completed by the landlord. Confirms all rent, utilities
and other expenses of the applicant.

A form completed by a customer to request replacement of
SNAP benefits after their food has been destroyed. There
are specific criteria that have to be met in order for
replacement benefits to be issued.

A form completed by a customer residinginanon E& T
county that explains their responsibilities as a work
registered person in a non E & T count. It also explains the
penalties for non-compliance of the work requirements.
A form completed by customers who are not currently
required to be a part of the E & T program in Minnehaha
and Pennington counties at the time of completion. It
explains the work registration requirements and penalties
for non-compliance.

Used by Benefits Specialists to inform households when
their 6 month report form was incomplete or if additional
information is needed before their benefits can be
determined for the month.

A form to assist the Benefits Specialist when they are
talking to a customer who wants to have their case
transferred from one office to another within South Dakota.
Used by Benefits Specialist with they are requesting an
investigation by ORFI. This can be used if a tip is received
or if the benefits Specialist suspects that there is
unreported income and/or resources or if there are
household members that have not been reported in the
household and should have been.
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894

909E

954

Name
SNAP Estimator

Year to Date
Calculator

Overpayment Report

Forms Request

Client Authorization
Debit for Repayment

Out-of-State Transfer

Voter Registration
Form

Form required to be completed to document the
circumstances of an overpayment so that ORFI can add
the overpayment to their system and track it for repayment
of the overpaid benefits.

A form used by field offices to request a supply of pre-
printed forms from the DSS supply room. This request
should be sent to dss.supply@state.sd.us
This form can be completed by a customer if they wish to
have their overpayment taken directly out of future SNAP
benefits or if they want one lump sum to be taken out of
their EBT account. ORFI and EBT must also sign off on
this request.

Form used by Benefits Specialist to help them determine
what benefits an applicant may have had while residing in
another state.

Online or print applications to be completed by the
customer and mailed by the benefits specialist to the local
county auditor before election time. More information
regarding voter registration can be found at:

www.sdsos.gov/electionsvoterregistration/registration.shtm

Calculators

Use

Used to determine the amount of benefits a household is entitled to by

putting in their income and deductions into the calculator. The estimator
will figure if the benefit amount based on their household size and

application date.

Used to figure out the amount of a missing paystub.
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CHAPTER THREE: GENERAL REQUIREMENTS

3000 ELIGIBILITY STANDARDS

3100 IDENTITY

The Specialist must verify the identity of the person interviewed. If an authorized representative
(A/R) applies for the household, Specialists must verify the identities of both the A/R and the head
of the household. Specialists may use a collateral contact for verification if documentary evidence
is not readily available. Examples of acceptable verification are

= Diriver's licenses

=  Work or school IDs or IDs for health or other public aid

= Voter registrations

= \Wage stubs

= Other official documents or combinations of documents.
If identity is not a picture ID, Specialists usually should not accept a single means of identification,
such as a social security card, which is easy to get and may not prove identity, in this instance,
documentation of what was used to verify identity is important.

Verification of identity is also required when there has been a break between certification periods
or when the person interviewed has not been identified. If new documentation for identity is
obtained, a copy should be retained in the case file.

To protect the household, the Specialist must verify the identity of a person to whom he/she
issues an EBT card.

3200 RESIDENCE REQUIREMENTS

Customers should be living in the county in which they are applying unless he/she has requested
to apply in another office and has a good cause reason for applying in that office (e.g. closer to
employment).

No individual may participate as a member of more than one household or in more than one
county in any month, unless an individual is a resident of a shelter for battered women and
children and was a member of a household containing the person who abused the shelter
resident.

No duration residence requirement or fixed mailing address requirement may be imposed.
Applicants living in the county for any purpose other than a vacation, regardless of the length of
time they have been there or plan to stay, meet the residence requirements.

A conventional fixed residence (e.g. house or apartment) is not required to determine eligibility.
Persons living in tents, pick-up campers, migrant campsites, etc. satisfy the residence
requirement.

All applications must contain a legible address and/or directions that will allow a home visit or
other means of verifying residence, if necessary.
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3210 RESIDENCE VERIFICATION

Specialists usually verify residence while verifying other things like rent, mortgage, or utility
payments. Specialists must use these sources as much as possible so that the household does
not have to get an unnecessary separate verification for residence. Otherwise, the Specialist may
use other readily available documentary evidence or a collateral contact for this purpose. If a
collateral contact is used to verify residence, the name of the person and their contact information
should be fully documented.

Verification of residence might be impossible or very difficult to get in unusual circumstances. For
example, migrants or other persons new in an area may be living in campsites or cars, and might
not have documents or a person or organization to use as a collateral contact. Specialists do not
deny the application under these or similar conditions if both the Specialist and the household
have made reasonable efforts to verify residence but have not been able to. Such unusual
circumstances must be thoroughly documented.

3300 CITIZENSHIP AND ALIEN STATUS

All applicants must list the citizenship status for all household members who are requesting
assistance. The signature on the Economic Assistance Application, attests to the status for all
household members. If the citizenship question on the form is not answered, that individual is
ineligible to receive SNAP benefits. The individual will, however, be required to answer questions
and submit verifications about his/her income, resources, etc. This information could affect
eligibility and benefit level of the household.

When either a household or individual indicates inability or unwillingness to attest to the alien
status for any household member, the person whose alien status is in question is an ineligible (not
illegal) alien. If the individual is determined ineligible, we cannot continue efforts to obtain
documentation of alien status. The household will, however, be required to answer questions and
submit verifications about the excluded individual’'s income, resources, etc. The income and
resources of those individuals are described in detail in the income and resource chapters.

3310 ELIGIBILITY CRITERIA - GENERAL

The individual is eligible to participate if he/she is:

1. AU.S. Citizen; or
2. A U.S. non-citizen national; or
3. A child under 18 who was born in a foreign county to U.S. parents and entered the
U.S. before his/her 18" birthday; or
4. A child under 18 who was adopted by U.S. parents and entered the U.S. before his/her
18" birthday; or
5. An American Indian who:
a) Was born in Canada or Mexico and possesses 50 per centum of blood of the
North American Indian Race; or
b) Is a member of an American Indian Tribe.
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The individual who is lawfully residing in the U.S. is eligible if he/she is a:

1. Member of the Hmong or Highland Laotian Tribe or the spouse or unmarried
dependent child of the Hmong or Highland Laotian (Viethamese); or
Refugee; or

3.  Asylee; or

4.  Parolee if he/she had parolee status for at least one year and meets military criteria; or
if he/she has resided in the U.S. for at least a total of five years with parolee status; or

5 Deportation Withheld; or

6. Cuban/Haitian; or

7. Amerasian: or

8 Trafficking Victim; or

9 Conditional Entrant if he/she meets military criteria or has resided in the U.S. for at
least a total of five years with conditional entrant status; or

10. Meets battered immigrant status criteria; or

11. Elderly and was legally residing in the U.S. on 08-22-96; or

12. Disabled; or

13. A child under 18 legally residing in the U.S.; or

14. Meets military status criteria; or

15. Iraqi Special Immigrant; or

16. Afghan Special Immigrant; or

17. Native American born in Canada or Mexico or a member of a North American Indian
Tribe.

The individual is admitted as a lawful permanent resident (LPR) status and is eligible if he/she:

1. Has resided in the U.S. for at least five years with a LPR status; or
2.  Meets 40 quarter criteria.

Each category of alien status stands alone for purposes of determining eligibility. All non-citizens
must be checked against each category to see if eligibility exists. Also, if the eligibility status
expires, each eligible category must be reviewed to see if that individual is eligible under another
status.

Example: Child turns 18 and is no longer eligible under the child status. If the child
has been in the U.S. for at least 5 years under lawful permanent residence status, the
child is eligible. (Remember to check each alien status for eligibility before
determining ineligibility.)

If a person is disqualified for SNAP benefits because citizenship or eligible alien status has not
been verified, the remaining eligible members may be certified without the disqualified person.

3320 ELIGIBILITY CRITERIA - CITIZENS

U.S. citizens, including naturalized citizens, must meet citizenship eligibility requirements. The
following information applies to individuals who claim to be U.S. citizens.
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3321 DETERMINING CITIZENSHIP

Specialists must verify an individual's claim to be a U.S. citizen, if questionable. The member
whose citizenship is questionable is ineligible to participate until proof of U.S. citizenship is
obtained. Unitil this proof is obtained, the member whose citizenship is questionable will have
his/her income, less a prorated share, and all of his/her resources considered available to any
remaining household members. Proof may be obtained via SVES request.

Citizenship verified for TANF purposes is considered verified for SNAP. Birth, naturalization or
deprivation from parent(s) normally acquires U.S. citizenship.

3322 CITIZENSHIP BY BIRTH

Persons born in the United States (U.S.) are U.S. citizens. This principle applies even to children
of parents who are present in the U.S. illegally. For this purpose, the U.S. is defined as the 50
states, the District of Columbia, Puerto Rico, Guam, the U.S. Virgin Islands, and the Northern
Mariana Islands.

Non-citizen nationals are individuals who were born in American Samoa and Swain's Island
(outlying possessions of the U.S.) and are treated just like U.S. citizens. For all manual
references, non-citizen nationals will be included in the U.S. citizen group and not identified
separately.

3323 CHILD UNDER 18 BORN TO U.S. PARENT OR ADOPTED BY U.S. PARENT

Automatic citizenship is granted to children born in a foreign county upon entry to the U.S. if the
child is under 18 years of age, admitted to the U.S. as a lawful permanent resident, and is in the
legal and physical custody of at least one parent who is a U.S. citizen.

Automatic citizenship is granted to children whose adoption is completed abroad by a U.S.
parent(s) upon entry to the U.S. if the child is less than 18 years of age, admitted to the U.S. as a
lawful permanent resident, and is in the legal and physical custody of at least one parent who is a
U.S. citizen. Automatic citizenship is not granted if the adoption is not finalized prior to the child
entering the U.S. If that occurs the child must be meet other alien status criteria until the adoption
is finalized. Once finalized, the child will receive automatic citizenship.

Because automatic citizenship is granted to children who meet the above criteria, they should be
coded as citizens.

Children of unknown parentage found in the U.S. before the age of 5 years are assumed to have

been born in this country. Such foundlings are considered U.S. citizens for life unless it is proved
before the child reaches age 21 that he/she was born in another country.

3324 CITIZENSHIP BY NATURALIZATION

Individuals who are not U.S. citizens may acquire citizenship through the courts by naturalization.
Aliens do not become citizens simply by marrying a U.S. citizen. Spouses, however, can apply for
naturalization and, if eligible, become citizens through the court.

In some instances, alien children become U.S. citizens when a parent is naturalized. These
children might have their own separate naturalization records or papers. If so, their citizenship can
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be verified, if necessary, the same as an adult; if not, the situation should be referred through
channels for determination of citizenship.

3325 VERIFICATION OF CITIZENSHIP

If questionable, citizenship may be verified by birth, hospital, or baptismal certificates, U.S.
passports, USCIS certificates of citizenship or naturalization, ID cards for the use of resident
citizens in the U.S. (USCIS Forms 1-179 or 1-197), or similar documents. Citizenship may also be
verified via SVES.

The member whose citizenship is in question is ineligible to participate until proof of U.S.
citizenship is obtained unless the case is expedited. (Verification of non-citizenship status may be
postponed in order to meet the expedited processing standards.)

A non-citizen must have completed all of the requirements for citizenship and received a
certification of naturalization. Citizenship acquired by naturalization can be verified in the county
where naturalization occurred. Each county clerk of courts has an index of all persons naturalized
in that county. (Other states also have similar arrangements.) If the person's record cannot be
located or the county of naturalization is not known, the Specialist should contact USCIS because
they maintain an index of all naturalized persons.

As a last resort, if the household cannot obtain any of these verifications and can reasonably
explain why verification is not available, an affidavit can be used. The affidavit must contain the
signer's address and telephone number, and the SNAP case name and number. This form must
be signed under penalty of perjury by a person who is a U.S. citizen and must declare that the
person in question is also a U.S. citizen. Signers must be advised that the affidavit is a sworn
statement and that they should certify only those facts of which they have personal knowledge.
The following statement should be used for these situations:

“| declare under penalty of perjury that is a United States citizen. Itis
my understanding that intentionally giving false information to help this person get SNAP benefits
may result in a fine, imprisonment, or both.”

3330 ELIGIBLITY CRITERIA - NON-CITIZEN

An alien (non-citizen) is anyone living in the United States who is not a U.S. citizen. If verification
of alien status is not provided within normal processing times, the eligibility of the remaining
household members must be determined. The individual whose status is in question is ineligible to
participate until the USCIS documentation is received, however the individual's income and
expenses will be prorated and all of his/her resources considered available to any remaining
household members. If verification is later received, and the individual is eligible, the case must be
acted on as a reported change in household circumstances. For expedited cases, if the individual
states he/she is an eligible alien, verification may be postponed under expedited services
regulations.

To be eligible an individual must meet one of the alien statuses identified in the charts on the
following pages. If an alien is not listed in the chart below, they are not eligible for SNAP benefits.
This includes, but is not limited to, alien visitors, tourists, diplomats, and students who enter the
United States temporarily with no intention of abandoning their residence in a foreign country.
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Individuals should be matched against all statuses before being coded as an ineligible alien.
Individuals may be eligible under more than one category. If the individual meets any eligible
category, then the individual is eligible. If the eligibility status expires, each eligible category
must be reviewed to see if that individual is eligible under another status.

ACCEPTABLE VERIFICATIONS OF

ALIEN ADMITTED AS: SNAP ELIGIBILITY

1. Afghan Special Immigrant Eligible after date of entry or date
Afghan Special Immigrant Status
was granted.

ACCESS Code: “J"
Spouse or unmarried dependent
child under age 21 of Afghan
Special Immigrant is eligible after
date of entry or date Afghan
Special Immigrant Status was
granted.

2. Amerasian under 584 1. Eligible regardless of date of
entry.

a)

b)

c)

d)

f)

STATUS:

Principle Applicant — Afghan
passport with an immigrant VISA
stamp noting that the individual
has been admitted under IV
(Immigrant Visa) Category SI1 and
a DHS stamp or notation on
passport or 1-94 showing date of
entry.

Spouse of Principal Applicant —
Afghan passport with an immigrant
VISA stamp noting that the
individual has been admitted under
IV (Immigrant Visa) Category SI2
and a DHS stamp or notation on
passport or 1-94 showing date of
entry.

Unmarried child under age 21 of
Afghan — Afghan passport with an
immigrant VISA stamp noting that
the individual has been admitted
under IV (Immigrant Visa)
Category SI3 and a DHS stamp or
notation on passport or 1-94
showing date of entry.

Principle Applicant Afghan
Adjusting Status in the U.S. — DHS
form I-551 (“green card”) showing
Afghan nationality (Afghan
passport), with an IV (Immigrant
Visa) code for this category SI6.
Spouse of Principle Applicant
Afghan Adjusting Status in the
U.S. - DHS form I-551 (“green
card”) showing Afghan nationality
(Afghan passport) with an IV
(Immigrant Visa) code for this
category SI7.

Unmarried children under age 21
of Afghan Special Immigrant
adjusting status in the U.S. — DHS
form 1-551 (“green card”) showing
Afghan nationality (Afghan
passport), with an IV (Immigrant
Visa) code for this category SI9.
[-94 stamped with an unexpired
temporary 1-551 stamp with the
code AM1, AM2, or AM3; or
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ALIEN ADMITTED AS:

ACCESS Code: “A”

3. Asylee admitted under Section

208

ACCESS Code: “S”

4. Battered Alien
ACCESS Code: “B”

(Includes battered alien’s child and
parent of a battered alien child)

1.

SNAP ELIGIBILITY

Eligible regardless of date of
entry.

Eligible if resided at least 5 years
in the U.S.; or

Eligible if a veteran or on active
duty in U.S. armed forces or
spouse/ unmarried dependent
child of veteran or person on
active duty; and

Is not residing with the family
member who battered them.

ACCEPTABLE VERIFICATIONS OF

b)

c)

a)

b)
c)
d)

e)

f)

b)

c)

e)

f)

STATUS:

INS Form 1-551 with code AM6,
AM7, or AM8; or

Foreign passport stamped with an
unexpired temporary 1-551 stamp
with the code AM1, AM2, or AM3;
INS Form 1-94 showing grant of
asylum under section 208 (AS-1,
AS-2, AS-3 admission code); or

A grant letter from the Asylum
Office of the USCIS; or

1-688B (Employment Authorization
Card) annotated “274a.12(a)(5)"
INS Form 1-766 annotated AO5; or
Court Order from immigration
judge granting asylum under
Section 208 of the INA; or

INS Form I-551 or I-151 with codes
AS06, AS07, AS08, or AS09.
[-797 indicating filing under one of
provisions listed below and
approval of the petition or a finding
that a prima facie case has been
established:

Case Type: [-13- petition
approved

Case Type: I-360 petition approved
I-551 with one of the following
codes: IB1-IB#, I1B6-1B8, B11,
B12, B16, B17, B20-29, B31-B33,
B36-B38, BX1-BX3, or BX6-BX8.
Order from an immigration judge
(EOIR) or the Board of Immigration
Appeals granting suspension of
deportation or cancellation of
removal under VAWA (EOIR) Form
42B or an order from an
immigration judge (EORI) or Board
of Immigration.

For battered aliens, the codes,
type and stamps in foreign
passports or on the 1-94 that
demonstrate an approved petition,
or application under one of the
provision are too numerous to
describe here. If an alien claiming
pending or approved status
presents a code different than
those listed, or if you cannot
determine the class of admission
from the I-551 stamp, send a copy
of the document(s) presented to
USCIS with completed SAVE
cover sheet to State Office for
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ALIEN ADMITTED AS:

5. Conditional entrant under 203

@)(7)
ACCESS Code “C”

6. Cuban/Haitian Entrant under
501(e)

ACCESS Code: “H”

7. Deportation withheld under
section 243(h) or 241(b)(3)

ACCESS Code: “D”

8. Iraqi Special Immigrant

ACCESS Code: “Q”

SNAP ELIGIBILITY

Eligible if resided at least 5 years
in the U.S. with conditional entrant
status

Eligible regardless of date of
entry.

Eligible regardless of date of
entry.

Eligible after date of entry or date
Iragi Specialist Immigrant Status
was granted.

Spouse or unmarried dependent
child under age 21 of Iraqi
Specialist Immigrant is eligible
after date of entry or date Iraqi
Special Immigrant Status was
granted.

ACCEPTABLE VERIFICATIONS OF

d)

e)

f)

b)

c)

b)

c)

STATUS:

submission of a G845/G845S.

INS Form 1-94 with stamp showing
admission under section 203(a)(7);
or

INS Form 1-688B (Employment
Authorization Card) annotated
274a.12(a)(3); or

INS Form |-766 annotated AO3; or
INS Form I-551 or I-151 with code
R86.

INS Form I-551 with code CUS,
CU7 or CH6; or

INS Form |-94 stamped with a
temporary 1-551 stamp with the
code CUG6 or CU7; or

INS Form 1-94 with stamp showing
parolee as “Cuban/Haitian Entrant:
under Section 212(d)(5)

[-94 may indicate humanitarian
reasons with a country of
citizenship as Haiti or Cuba
Unexpired temporary 1-551 stamp
in foreign passport.

Cuban Parolee (CP), Public
Interest Parolee (PIP) or Parole
with Cuba as the country of origin
Or of an immigration Judge order
showing deportation withheld
under section 243(h) as in effect
prior to 04/01/97, or removal
withheld under Sec. 241(b)(3) of
the INA & date of grant; or

INS Form |-688B annotated
274a.12(a)(10); or

INS Form 1-766 with code A10.

Principal Applicant Iraqi Special
Immigrant: Iragi passport with an
immigrant VISA stamp noting that
the individual has been admitted
under IV (Immigrant Visa)
Category SI1 or SQ1 and a DHS
stamp or notation on passport or I-
94 showing date of entry.

Spouse of Principal Applicant Iraqi
Special Immigrant: Iraqi passport
with an immigrant VISA stamp
noting that the individual has been
admitted under IV (Immigrant Visa)
Category SI2 or SQ2 and a DHS
stamp or notation on passport or I-
94 showing date of entry.
Unmarried child under age 21 of
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ALIEN ADMITTED AS:

ALIEN ADMITTED AS:

9. Lawfully Permanent Residence

(LPR)

LPR — Entered prior to
08/22/96 (ACCESS Code “L")

LPR — Earned Income Credit
(ACCESS Code “E") Note:
Effective January 1997, no
credits can be granted for
any quarter if an individual
received SNAP, TANF,
Medicaid, or SSI benefit at

SNAP ELIGIBILITY

SNAP ELIGIBILITY

Eligible if entered the U.S. before
08/22/96 and obtained qualified
status prior to that date or
obtained qualified status after
08/22/96 and was continuously
present in the U.S. from 08/22/96
until qualified alien status
obtained.

Eligible regardless of entry date if
meets 40 quarter requirements.

Eligible regardless of entry date if

resided at least 5 years in the U.S.

with lawful permanent resident
status

Eligible if lawfully residing in U.S.
if disabled individual.

ACCEPTABLE VERIFICATIONS OF

d)

e)

STATUS:

Iragi Special Immigrant: Iraqi
passport with an immigrant VISA
stamp noting that the individual
has been admitted under IV
(Immigrant Visa) Category SI3 or
SQ3 and a DHS stamp or notation
on passport or 1-94 showing date
of entry.

Principal Applicant Iraqi Special
Immigrant adjusting status in the
U.S.: DHS form I-551 ("green
card") showing Iraqgi nationality
(Iraqi passport), with an IV
(Immigrant Visa) code for this
category SI6 or SQ6.

Spouse of Principal Applicant Iraqi
Special Immigrant adjusting status
in the U.S.: DHS form |-551
("green card") showing Iraqgi
nationality (Iragi passport), with an
IV (Immigrant Visa) code for this
category SI7 or SQ7.

f) Unmarried child under age 21 of

Iragi Special Immigrant adjusting
status in the U.S.: DHS form |-551
("green card") showing Iraqi
nationality (Iragi passport), with an
IV (Immigrant Visa) code for this
category SI9 or SQ9.

ACCEPTABLE VERIFICATIONS OF

a)

b)

c)

d)

STATUS:

I-551 (Alien Registration Receipt
Card) commonly referred to as the
“green card”; or

Foreign passport stamped with an
unexpired temporary |-551 stamp;
or

[-94 annotated with a temporary I-
551 stamp (for recent arrivals or
aliens who have applied for a
replacement |-551

For Code “Y”, “K”, and “X", any INS
document indicating individual has
approval to reside in U.S. (does
not have to be permanent
authorization).
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Vi.

ALIEN ADMITTED AS:

any time in the quarter.

LPR — 5-Year Lawful
Resident (ACCESS Code
“ FH)

LPR — Disabled Individual
(ACCESS Code “Y” (SNAP

only)

LPR — Child under 18
(ACCESS Code “K” (SNAP

only)

LPT — Elderly (ACCESS
Code “X” (SNAP only)

10. Military (Active or Veteran)

ACCESS Code “M”

An alien, who is a U. S.
active duty military member,
includes spouse and
unmarried dependent
children under 18 or under
19 and a student.

An alien who was an
honorably discharged U.S.
military veteran, includes
spouse and unmarried

dependent children under 18

or under 19 and a student

11. Native American Bornin
Canada or Member of a Federally
Recognized Tribe Born Outside the

uU.S.

ACCESS Code “T”

North American Indian born
in Canada with at least 50%
of American Indian Blood
(NOTE: This does not
include a spouse or child of
the individual. It also does

1.

SNAP ELIGIBILITY

Eligible if lawfully residing in U.S.
if a child under age 18.

Eligible if lawfully residing in U.S.
on 08/22/96 if over age 65 (if
elderly individual entered after
08/22/96, must meet other alien
eligibility criteria or ineligible).

Eligible regardless of date of entry

Eligible regardless of date of
entry.

For SNAP - North American Indians
born in Mexico are also eligible if
they meet the 50% of the North
American Indian Blood.

ACCEPTABLE VERIFICATIONS OF

b)

c)

d)

a)

b)

c)

d)

e)

f)

STATUS:

Green form DD-2 marked
“ACTIVE;

Current orders showing the
individual is on fulltime duty in the
U.S. Army, Navy, Air Force, Marine
Corps, or Coast Guard (Reserves
are not considered active duty).
DD214 indicating honorable
discharge

Discharge papers indicating
honorable discharge

I-551 (Alien Registration Receipt
Card) with Code S13

A Canadian passport stamped with
an unexpired temporary I-551
stamp with the code S13;

[-94 stamped with unexpired
temporary 1-551 stamp with code
S13;

Letter from the Canadian
Department of Indian Affairs;
Certificate of Indian Status;

A letter or other tribal document
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ALIEN ADMITTED AS:

not include a non-citizen
whose membership in an
Indian tribe or family is
created by adoption, unless
s/he is of at least 50% or
more American Indian
blood.).

A member of a federally
recognized Indian tribe born
outside the U.S. — contact

SNAP ELIGIBILITY

Eligible regardless of date of entry

ACCEPTABLE VERIFICATIONS OF

STATUS:

certifying at least 50% with a birth
certificate or other satisfactory
evidence of birth in Canada;

NOTE: Individuals with an 1-551

annotated with KIC or KIP are
considered U.S. citizens and
should be entered as a citizen on
ACCESS).

State Office if assistance is g) A membership card or other tribal
needed. document showing membership in
the tribe that is on the list of
federally recognized Indian tribe.
Eligible if resided at least 5 years  a) INS Form [-94 annotated with
in the U.S. with parolee status. stamp showing grant of parole
“PIP” or “public interest” under
212(d)(5) and showing a date of
entry and date of expiration
indicating at least one year
(applicant cannot aggregate
periods of admission periods for
less than one year to meet the
one-year requirement) ; or
b) 1-688B (Employment Authorization
Document) coded “A4” or “C11) ;
or
c) 1-66 Employment Authorization
card coded 274a.12(a)(4) or
274a.12(c)(11)
Note: See an alien granted status as
a Cuban/Haitian entrant as defined
in Section 501(e). Section 501(e)
also applies to Cuban/Haitian
parole entrants under Section
212(d)(5) of the INA

12. Parolee for 1 year under
212(d)(5)

ACCESS Code “P”

3340 INDIVIDUALS LAWFULLY ADMITTED FOR PERMANENT RESIDENCE

Individuals who do not meet any of the criteria listed in the above chart above are eligible if they
A. Meet Lawful permanent resident status as verified by
1. USCIS Form I-551 or I-151 (resident alien card)
- If the individual was admitted under section 249 and entered after 01-01-72, no
eligibility exists.
- If the 1-551 has code IB6, IB7, or IB8 and the individual dos not meet the
battered alien criteria, they are not eligible.
2. Unexpired Temporary I-551 stamp in foreign passport or on USCIS Form 1-94
verified individual is admitted for lawful permanent residence ; and
B. Have resided in the U.S. for at least 5 years with lawful permanent resident status; or
C. Can be credited with 40 qualifying quarters of earned income.
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3350 QUALIFYING QUARTERS OF EARNED INCOME

Individuals lawfully admitted for permanent residence, but have not resided in the U.S. at
least five years, must meet eligibility criteria status identified in the chart in Section 3330 or can
be credited with 40 qualifying quarters of earned income to be eligible. A qualifying quarter of
earned income is defined as the amount of earnings received by the individual (or his/her
spouse or parents) for employment or self-employment covered under Title Il of the Social
Security Act. (Non-covered SSA wages also count in the 40 quarters and are captured via
SVES.)

The amount of earnings worked at a job covered by Social Security or self-employment
earnings on which Social Security tax must be paid determine the qualifying quarters of
coverage. Specialists are credited a maximum of 4 quarters per year by the Social Security
Administration (SSA). Aliens must have worked to earn 40 quarters of credit as per Social
Security Administration’s rules unless their spouse or parents can share their credits with them.
Once the alien can be credited with 40 qualifying quarters, he/she has met non-citizen eligibility
requirements even if he/she stops working. The only time credits would be removed from an alien
would be if the individual received credits from a spouse and they divorced or if parental rights
terminated for a child. The same quarter of credit may be applied to more than individual (self,
spouse, and dependent children).

3351 SPOUSAL CREDITS

Spousal credits may be shared for the period of time they are married if they are still married or
were married at the time the spouse was deceased. Qualifying quarters may be credited to a non-
citizen spouse even if the individual employed is a US citizen. If the marriage terminates during
the certification period, the qualifying quarters from the spouse are no longer allowed to be
credited when the case is next certified (eligibility continues until renewal occurs).

Example 1: Jim and his wife Janet are aliens lawfully admitted for permanent
residence. Jim has been credited with 25 qualifying quarters of employment and
Janet has 10 qualifying quarters. Neither Jim nor Janet is eligible because
individually or together they do not have 40 credits. (25 from Jim + 10 from Janet
= 35).

Even if Jim were a US citizen, Janet would receive credit for quarters of income
that Jim earned during the period they were married to each other.

Example 2: Jim and his wife Janet are aliens lawfully admitted for permanent
residence. Jim has been credited with 35 qualifying quarters of employment and
Janet has 15 qualifying quarters. Jim and Janet are eligible because together
they have at least 40 quarters (35 from Jim+ 15 from Janet = 50).

3352 PARENTS/CHILDREN CREDITS

The credits of income earned by a natural, adoptive, or stepparent, including a deceased parent,
may be credited to children. Qualifying quarters may be credited to children until the child turns
18. Once the child turns 18, only the credits earned by the parents up until the 18" birthday of the
child may be used, including the time period before the child’s birth.
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Example: John, age 25, applied for SNAP. Any credits earned by John’'s
parent for the time period up to his 18th birthday may be credited to John.

Credits may be credited from parents to children through the quarter the child turns 18. A child
can receive qualifying quarters from each parent as well as themselves. Quarters earned by
children cannot be deemed to their parents or siblings.

Example: Jim and Janet have two children, Bob and Lori. Bob is 20 years of age
and Lori is 10 years of age. Jim has earned 25 qualifying quarters, Janet has
earned 10, and Bob has earned 5. Bob is eligible based on qualifying quarters.
Bob receives 25 from Jim, 10 from Janet, and 5 of his own for a total of 40. Jim,
Janet, and Lori are not eligible because they may each be credited with only 35
(25 from Jim and 10 from Janet).

Credits earned by adoptive parents can be credited to the adoptive children through the quarter
the child turns 18. This includes credits earned by the adoptive parents prior to the date of
adoption. Credits from the biological parents are not allowed when the adoption becomes final.

Credits earned by stepparents are allowed from the quarter of the marriage of the stepparent as
long as the marriage occurred before the children attained age 18. The credits are allowed
through the quarter the child turns age 18. Credits are not allowed if the 40 quarter determination
is made after divorce or annulment between the parent and stepparent. If the 40 quarters were
credited to the stepchildren before divorce or annulments, the credits cannot be removed from the
child.

The qualifying quarters that may be credited to children from their parents are retained for the
child even if he/she turns 18. (Once received, they may not be taken away, unless parental rights
are terminated.)

Example: Mary was 17 years old when Ann, her mother, married Matt in January
2000. They applied for SNAP April 2002. (None of the individuals received
SNAP, TANF, Medicaid, or SSI after December 1996. Matt has earned 40+
guarters but only 9 since the first quarter of 2000 (marriage date). Ann has
earned 30 quarters through March 2002. Mary has earned 2 quarters. Mary is
eligible because she is credited 9 quarters from Matt (marriage date), 30 quarters
from Ann (mother) and 2 quarters herself = 41 quarters. Mary will never lose the
41 guarters deemed to her during the April 2002 application.

If Mary were over 18 when the marriage occurred, she would only have 30
guarters from Ann and 2 quarters from herself.

If Matt and Ann divorced before Mary could be credited 40 quarters, she would
not be allowed to be credited any quarters from Matt.
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3353 QUALIFYING QUARTERS OF EARNED INCOME CHART

The amount of earned income that determines a credit is defined by the Social Security
Administration (SSA). The amount varies every year. The following is a chart of the current
amounts.

Quarterly 4 Quarterly 4 Quarterly 4

Year Amount Quarters Year Amount Quarters Year Amount Quarters
1978 250 1000 1991 540 2160 2004 900 3600
1979 260 1040 1992 570 2280 2005 920 3680
1980 290 1160 1993 590 2360 2006 970 3880
1981 310 1240 1994 620 2480 2007 1000 4000
1982 340 1360 1995 630 2520 2008 1050 4200
1983 370 1480 1996 640 2560 2009 1090 4360
1984 390 1560 1997 670 2680 2010 1120 4480
1985 410 1640 1998 700 2800 2011 1120 4480
1986 440 1760 1999 740 2960 2012 1130 4520
1987 460 1840 2000 780 3120 2013 1160 4640
1988 470 1880 2001 830 3320 2014 1200 4800
1989 500 2000 2002 870 3480 2015 1220 4880
1990 520 2080 2003 890 3560 2016

Contact State Office for assistance for prior to 1978.
Each individual may earn a maximum of four credits in a year. A credit will not be included in the

40 quarter computation until the first day of the quarter. Calendar quarters mean the calendar
months ending March 31, June 30, September 30, and December 31 of any year.

Example: John earned $900 January 2002 and applied in February 2002. He
would receive one credit for the first quarter of 2002.

Any quarters earned from January 1997 and later may not be credited to an individual who
received TANF, SNAP, Medicaid, or SSI in any month during that quarter.

3354 VERIFICATION OF QUALIFYING QUARTERS

The Social Security Administration (SSA) provides verification of the quarters of covered earned
income amounts via SVES. To obtain the information, the non-citizen must sign SSA form 3288,
“Consent for Release of Information”, located at P:\Division of Economic Assistance\(1)
Supplemental Nutrition Assistance Program (SNAP)\SNAP Forms. Each adult must sign his or
her own consent form. Adults may sign for minor children if they are a parent or legal guardian of
the child. The legal guardian of a legally incompetent adult may sign for the adult. Verification of
the legal guardian status is required.

The information is requested on-line via SVES. A consent form releasing the information will
continue to be required and must be filed in the permanent section of the case file (section 4) for
auditing purposes. Prior to receiving any information from SSA files the “Consent for
Release of Information” must be properly signed. The SVES manual provides instructions on
how to obtain 40 quarter information. If non-household member refuses to sign or cannot be
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located to authorize release of his/her information, contact the Social Security Administration for
guidance.

SSA’s income verification is generally a year behind. To obtain last year’s earned income, income
tax forms, W-2 forms, Schedule SE, wage stubs, etc., may be used to verify earned income.

SNAP benefits may be continued for a maximum period of 6 months if SSA is completing an
investigation to resolve the individual's qualifying quarters if

1. The individual is a lawful permanent resident

2. SSA has initially determined less than 40 quarters, and

3. The individual provides documentation produced by SSA indicating SSA is investigating

the number of quarters creditable to the alien.

The six month time frame starts from the date of SSA’s initial review and continues until the SSA’s
review is complete or six months have elapsed, whichever is sooner.

3355 CALCULATING THE AMOUNT OF CREDITS

The SVES response automatically calculates the number of quarters an individual has earned.
Remember, credits are not credited until the first day of the quarter and credits may not be given
for any quarter in which the individual received SNAP, TANF, Medicaid, or SSI benefits in any
month in the quarter from January 1997 and forward. Even though SVES verifies SSI receipt,
Specialists will still need to determine if an individual received TANF, SNAP, or Medicaid in that
guarter and not count any credits for those quarter(s).

If SVES is not used, and SSA wage information is verified through SSA, it is distributed by a
yearly amount, not by quarters. If, at any time during the year, the individual earned an amount
equal to 4 quarters for a specific year, the individual (and/or spouse and children) will be credited
with 4 quarters (except for the current year because a quarter is not credited until the first day of
the quarter). It does not matter if income was earned in one quarter or over the entire year. If the
individual earned the amount equivalent to 2 quarters, the individual (and/or spouse-children) will
be credited with 2 quarters regardless of the time period the individual worked. If the individual
earned 4 quarters (regardless of whether the income was earned in one quarter or the entire year)
and received SNAP, TANF, Medicaid, or SSI benefits in 2 quarters (after 1996), only 2 quarters
may be credited.

Example: Jose worked from January 1, 1996 through March 31, 1996. He earned
$700 each month. He did not receive SNAP, TANF, Medicaid, or SSI until he
applied December 2, 1996. He is credited with three quarters for 1996, which
when added to his previous credits totals 39 credits. He is not eligible for
December because his 4™ quarter credits are needed to reach 40 and if he were
approved for FS benefits, the 4™ quarter credits could not count. He could
however be eligible for January 1997 because he would have received a total of
40 credits.

3360 USCIS DOCUMENTATION

The following documents may be used to verify USCIS status; however, each code has differing
eligibility criteria. Refer to the chart in Section 3330 and make sure these regulations are also
followed.

1.) 1-94, Arrival/Departure Record annotated with:
a.) 207: Refugee including Hmong or Highland Laotian — identified in 3231 D or
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2))

3)

4))

5.)

6.)

7)

3231 B/C.
) 208: Asylee —identified in 3231 E.
) 243(h): Deportation Withheld — identified in 3231 G.
.) 241(b)(3): Deportation Withheld — identified in 3231 G.
) 212(d)(5): Cuban/Haitian Entrant — identified in 3231 H.
) CU6 or CU7: Cuban/Haitian Entrant — identified in 3231 H.
) 212(d)(5): Parolee —identified in 3231 F.
) 203(a)(7): Conditional Entrant — identified in 3231 L [if in effect prior to 04-01-
80].
i.) AM1,AM2 or AM3: Amerasian Entrant — identified in 3231 I.
J.) Iraqi: Iragi Special Immigrants: only in effect for 8 months from date of entry
or date of special immigrant status change
k.) Afghan: Afghan Special Immigrants: only in effect for 6 months from date of
entry or date of special immigrant status change

SQ 0 Q0o

[-688B, Employment Authorization, annotated with:
a.) 274a.12(a)(3): Refugee or Conditional Entrant — identified in 3231 D or 3231 L.
b.) 274a.12(a)(5): Asylee — identified in 3231 E.
C.) 274a.12(a)(10): Deportation Withheld — identified in 3231 G.

I-766, Employment Authorization , annotated with:
a.) A3: Refugee or Conditional Entrant—identified in 3231 D or 3231 L.
b.) A5: Asylee —identified in 3231 E.
c.) A10: Deportation Withheld — identified in 3231 G.

I-571, Refugee Travel Document: Refugee — identified in 3231 D.

I-551, Permanent Resident or Resident Alien, or I-151, Alien Registration Receipt
qualifies if meets eligibility criteria identified in Sections 3231 or 3232; or if
annotated with:

a) RE1, RE2, RES3: Refugee identified in 3231 D. and Hmong or RE4, RE5, R
Highland Laotian identified in 3231 B/C. [If RE7, RE8, RE86, marked admitted
under Section 249 & entered RE9, IC6 or after 01-01-72, cannot be used for IC7
Hmong/Laotian].

b.) AS6, AS7 Asylee — identified in 3231 E. AS8,0r AS9

c.) R86: Conditional Entrant — identified in 3231 L.

d.) CU6,CU7 or CH6: Cuban/Haitian Entrant — identified in 3231 H.

e.) AM6,AM7 or AM8: Amerasian Entrant —identified in 3231 I.

f.) IB6,IB7 or IB8: Battered spouse/child —identified in 3231 M [if meets battered
criteria]

g.) KIC,KIP or S13: Native Americans — identified in 3231 A.

h.) SI6, SQ6, SI7: Iraqi Special Immigrant — 3231 P.SQ7, SI9, or SQ9

i.) SI6, SI7, SI19: Afghan Special Immigrant — 3231 Q.

Foreign passport with unexpired temporary 1-551 stamp may also be used to verify
permanent resident status.

Any USCIS document listing lawful residence if the individuals meet the criteria in
Section 3231.
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8.) Iragi or Afghan passport with a stamp noting admittance under SI1, SQ1, SI2, SQ2,
SI3, SQ3.

3370 IMMIGRATION AND NATIONALITY ACT (INA) TERMS

Alien status must be verified before the person can be certified. Aliens who are eligible for
certification usually can verify their status in one of several specific ways as described below.
Aliens who cannot provide acceptable verification cannot be certified at that point and must
contact USCIS for clarification of status. Alien status is normally verified through annotations
made by USCIS on Forms 1-94, I-151, I-551, Passport, G-641, or I-688.

Employment Authorization Document (EAD) is not proof of eligibility for the SNAP Program.

3371 FORM 1-94 - ARRIVAL/DEPARTURE RECORD

USCIS Form 1-94 is acceptable to verify eligible alien status if it is annotated with the number of a
section of the Immigration and Nationality Act as identified in Sections 3231 and 3232. These
annotations are usually found in the lower right corner of the Form 1-94.

I-94s are not acceptable to verify eligible alien status if annotated only with any of the letters A
through L, or terms or references to the Act not listed in Sections 3231 and 3232. For example,
the terms "Employment Authorized" or "Under Docket Control" are not listed and, therefore, are
not relevant in verifying alien status.

3372 1-94 EXPIRATION DATES

Some refugee's or parolee's 1-94s include information which shows conditional entry with an
expiration date. Until the card expires, these 1-94s are acceptable verification of eligible alien
status. If the card has already expired, the alien cannot be certified and must be referred to
USCIS for renewal of the 1-94. If an alien's card has not expired and the household is being
certified, the certification period must not exceed the card's expiration date.

Aliens with 1-94s stamped “Cuban/Haitian Entrant (Status Pending) Renewable January 5, 1981"
may be certified if otherwise eligible. The January 15 date has since been extended indefinitely
and is not to be considered an expiration date.

3373 FORMS 1-151 OR I-551

Forms I-151 are no longer issued, however previously issued 1-151's are still valid.

Form 1-551's verifies the person is lawfully admitted for permanent residence. An alien who is
lawfully admitted for permanent residence meets the qualified alien criteria however he/she must
still pass the eligible alien criteria (identified under Sections 3231 and 3232).

Aliens who marry a US citizen receive an I-551 with a 2 year expiration date. If the alien is still
married to the US citizen at the end of the 2 year period, they are given indefinite permanent alien
status. The alien is considered a qualified alien and eligible to receive SNAP benefits during the 2
year period if he/she passes the eligible alien criteria (identified under Sections 3231 and 3232).
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3374 PASSPORTS
Passport booklets that are stamped "Processed for [-551, Temporary Evidence of Lawful
Admission for Permanent Residence" are acceptable verification of eligible alien status.

3375 FORM G-641

Form G-641 is titled "Application for Verification of Information from Immigration and
Naturalization Service Records.” This form is usually completed by an alien who is seeking to
verify his status and is submitted by him to the BCIS office. If acceptable verification documents
are not available, the Specialist must advise the household that submission of USCIS Form G-641
to BCIS could be completed by them to obtain the verification.

The form is acceptable to verify eligible alien status if it has been signed at the bottom by a USCIS
official and dated.

3380 SPECIALIST CONTACTS WITH USCIS

Specialists may contact the United States Citizenship and Immigration Services (USCIS) on
behalf of an alien only at the alien's written request. If the alien does not wish to contact USCIS or
give permission for the Specialist to do so, the Specialist will advise the household that it may
withdraw its application or be certified without the alien.

The Specialist is responsible for contacting USCIS at the alien's request only when the alien has
an USCIS document that does not clearly indicate eligible or ineligible status. The Specialist has
no responsibility to contact USCIS at the alien’s request if the alien has no USCIS document.

Specialists must report to USCIS only those household member(s) who are known to be
unlawfully present as a result of information obtained through the State’s finding or conclusion of
unlawful presence based on a formal determination by the State agency on an individual's claim
for benefits which is subject to administrative review by the State agency and is supported by a
determination by Department of Homeland Security.

Specialist must report only individuals seeking to receive SNAP benefits for themselves and
only when they meet the requirements above. Thoroughly document all circumstances in the
case record.

Specialists are cautioned that a determination that a person is an ineligible alien is not
equivalent to a determination that a person is an illegal alien. Therefore, do not assume that an
alien is illegal just because he is disqualified and cannot get SNAP benefits. When a household
indicates inability or unwillingness to provide documentation of alien status for any household
member, that member must be classified as an ineligible alien. Do not assume an alien is illegal
because he cannot or does not provide proof of his status.

If a determination has been made that an individual is residing in the US unlawfully, make the
report in writing under the supervisor's signature to the regional USCIS office at:

DHS ICE,

Resident Agent in Charge
300 E. 8" Street

Sioux Falls, SD 57103
(605) 330-4276
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3400 SYSTEMATIC ALIEN VERIFICATION FOR ENTITLEMENTS (SAVE)

Federal regulations require verification of all eligible non-citizen USCIS documents and the
Systematic Alien Verification for Entitlement (SAVE) is the process used for that verification.
When non-citizens provide USCIS documents for verification of their USCIS status, a SAVE query
must be sent to State Office with a copy of the documents. (The query document, SAVE, is
located on the P Drive). State Office submits the documents to the SAVE system and forwards the
response to the local office, generally a week later. If SAVE requests a secondary verification,
State Office complies with the request and sends noatification to the local office that the secondary
request process has been submitted and that the response will be delayed by at least 2 weeks.
When the response is received, it is forwarded to the local office.

The SAVE response should be received for all non-citizens prior to approving benefits, unless the
verification is waived for one or two months (combined allotment cases) to meet expedited time
frames. If waived for expedited processing, the response must be received prior to approving
future benefits.

If a SAVE verification is returned showing the document is not valid because it is altered or

counterfeit, natification must be sent to the District Director of the United States of Citizenship and
Immigration Services (USCIS).

3500 ALIEN STATUS

An adult household member is required to sign a statement attesting to the citizenship or lawful
alien status for each member of the household requesting or receiving SNAP benefits. A non-
citizen must provide proof of his eligible alien status before receiving benefits. When either a
household or individual indicates inability or unwillingness to attest to the alien status for any
household member, the person whose alien status is in question is an ineligible (not illegal) alien.
If the individual is determined ineligible, we cannot continue efforts to obtain documentation of
alien status. The household will, however, be required to answer questions and submit
verifications about the excluded individual's income, resources, etc.

3600 SOCIAL SECURITY NUMBERS (SSN)

A household participating or applying for participation in the SNAP Program must provide the
Specialist with the SSN for each household member or apply for one before certification unless
the individual is a child 6 months of age or younger. If an individual has more than one SSN, all
numbers will be required.

The Specialist must explain to applicants and participants that refusal or failure to provide an
SSN, without good cause, will result in disqualification of the individual for whom a SSN is not
obtained.

DSS is authorized to use SSNs in the administration of the SNAP Program in accordance with
Federal regulations.

The numbers are used for:
= Computer processing;
= Cross matching with other agencies;
= Verification of household circumstances;
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»= Monitoring compliance with program regulations and program management; and
= Federal and state agencies, as well as private claim collection agencies for claim
collection action.

Social Security numbers may also be disclosed to Federal and State agencies for official
examination and to law enforcement officials for the purpose of apprehending persons fleeing to
avoid the law.

3610 OBTAINING SOCIAL SECURITY NUMBERS FOR INDIVIDUALS OVER 6
MONTHS OF AGE

Most applicants and recipients already have a SSN. If an applicant or recipient has never applied
for a SSN, and they are under age 18, they must be referred to the nearest Social Security office
to make application. Application for SSN (SS-5) may still be completed for original SSN
applications for individuals 18 or older, or for duplicate SSN requests for individuals of any age. If
the individual is referred to SSA, proof of the SSN application is required. Proof may consist of
SSA-5028, Receipt for Application for SSN or a statement from the SSA office. For expedited
cases, the SSN or proof of application need not be provided until the second issuance or the third
issuance if the household received expedited combined allotments.

NOTE: If an individual reports more than one SSN, all numbers should be
documented. The Specialist should evaluate the numbers provided and enter the
number which appears to be the individual's primary SSN. Individuals reporting
duplicate SSNs must be referred to the local Social Security Administration Office so
SSA can clear their records.

If the applicant recently applied for a SSN just prior to application, the customer should also be
advised to ask for proof of application from SSA. SSA normally uses Form SSA-5028, Receipt for
Application for a Social Security Number, as evidence that the individual has applied for a SSN. A
signed statement from SSA is also acceptable.

If proof exists that a recipient has applied for a SSN (SS-5, SSA-5028, or signed statement form
SSA), the recipient may continue to participate pending federal verification of the SSN.

For individuals who furnish their SSN, DSS will record the SSN.

3620 OBTAINING SOCIAL SECURITY NUMBERS FOR NEWBORNS 6 MONTHS
OR YOUNGER

When a newborn is added to an existing SNAP household, SSN or proof of application for a SSN
for a newborn baby must be submitted at the household’s next renewal, or within 6 months
following the month in which the baby was born, whichever is later. We do not require proof from
SSA or the hospital that a SSN has been applied for unless the newborn does not have a SSN at
the next renewal or 6 months following the month of birth, whichever is appropriate. Households
should be advised that when a SSN is received, they should report it on a report form or by office
contact. If at the time of the next renewal or 6 months following the birth, the baby does not have
a number or the household cannot provide proof that a number has been requested, an SS-5
should be completed following procedures identified in the Enumeration Manual for duplicate
numbers or the individual should be referred to SSA if they state it is an original request, unless
good cause exists. If good cause does not exist, failure or refusal to furnish the SSN, or
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application for a number, results in ineligibility for the baby. Proof of a SSN application could be
SSA-2853 [hospitals will use this form if an application has been made through Enumeration at
Birth (EAB)], SSA-5028, Receipt for Application for SSN, completed by SSA when an individual
applies for a number, SS-5, or signed statement from the SSA.

Example: Jane’s certification ends 06-31. On 05-29, she reported birth of her
child on 05-25. Jane should be told she has until December 1 to provide a SSN
for the child or proof that a number has been applied for, or good cause on why
she does not have a number or proof of an application for a number for the baby.
If she does not have good cause, and does not apply or provide the number, the
baby is disqualified from receiving benefits.

If the household is applying for assistance and has a child 6 months or younger, proof of an
application for a Social Security nhumber or the SSN must be provided before the child turns 7
months old, unless there is good cause. If good cause does not exist, failure or refusal to furnish
the SSN or application for a social security number results in ineligibility for the newborn.

3630 NON-CITIZEN SOCIAL SECURITY NUMBER PROCEDURES

A Social Security number will not be assigned or a replacement card issued to an alien who does
not have authorization from the USCIS to work in the United States unless the alien has a valid
non-work reason for needing the number. SNAP eligibility requirements are a valid reason for
needing a non-work SSN.

Form DSS-EA-274 documents the individual has a valid reason for needing a non-work SSN to
the Social Security Administration (SSA). Benefits Specialists should complete Section A of DSS-
EA-274 and instruct the applicant that the form must also be completed by SSA, then returned to
DSS. Receipt of the returned form verifies the individual has applied for SSN.

3640 VERIFICATION OF SOCIAL SECURITY NUMBERS

As a condition of eligibility, each applicant/recipient must furnish a SSN for all members of the
household unless the individual is less than 6 months or younger. It is DSS's responsibility to
verify the number with the Social Security Administration, unless the number is questionable. If an
individual is unable to furnish a SSN or does not have one, and does not have good cause, DSS
will require the individual to submit proof of application of a SSN, or may complete Form SS-5,
Application for a Social Security Number, in accordance with enumeration procedures if the
request is for a duplicate number, or an original number for individuals over age 18.

Benefits Specialists may continue to accept a social security card or other official document to
meet the requirement that an applicant or recipient furnish their SSN or SSNs. However,
household members cannot be denied for failure to provide their SSN card or other official
document as proof of an existing number, unless the number is questionable.

Once a SSN has been federally verified by the Social Security Administration, ACCESS will show
a "X" code by the SSN on the MEMB panel. An "X" code is considered permanent SSN
verification.

When an individual's SSN has been submitted to SSA for federal verification and the number was
not federally verifiable, a printout will be sent identifying the reason the number did not match.
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Once DSS receives the printout, DSS will require the individual to submit information to resolve
the discrepancy or require the individual to submit verification of a SSN application or complete
Form SS-5 in accordance with Enumeration procedures.

3650 FAILURE TO COMPLY

If the Benefits Specialist determines that a household member has refused or failed without good
cause to provide or apply for a SSN, the individual without the SSN will be ineligible to participate
in the program. The disqualification applies to the individual who has not provided a SSN, and not
the entire household.

3660 GOOD CAUSE

Good cause applies when a household has made a good faith effort to provide required
documents in order to apply for a SSN. In determining what would constitute a "good faith effort"
the Benefits Specialist should consider information from the household member, SSA, and DSS.

If the household member applying for a SSN has been unable to obtain the documents required
by SSA, the Benefits Specialist should make every effort to assist the individual in obtaining these
documents. While the individual is making a good faith effort to obtain documents necessary to
apply for a SSN (e.g. birth certificate), the individual may participate. The circumstances must be
clearly documented in the case record. The Benefits Specialist must review the individual's
circumstances monthly to establish whether the household has applied for a SSN, has obtained
the SSN or is still making a good faith effort to apply for a SSN. Good faith effort only applies to
providing required documents. Good faith effort does not apply to iliness, lack of transportation or
temporary absence, since DSS is completing the SS-5 for the individual.

Once a SS-5 has been filed or proof that a SSN has been applied for, DSS will permit the member
to continue to participate pending notification of the member's SSN.

3670 ENDING DISQUALIFICATION

Disqualified household members may become eligible by providing the Benefits Specialist with the
SSN or demonstrating that an application has been made at SSA for a SSN.

3700 COMPLETION OF REQUIRED DOCUMENTS

Certain forms are required to be completed prior to approval of benefits, such as the EA-208
Authorization to Release Information and work registration forms (unless the individual is exempt).
The applicant (head of household) must sign the EA-208 or the case is denied. Immediate family
members (spouse and adult children) should also sign the EA-208, but if they do not, eligibility
may continue. All other adult household members must sign a separate EA-208 or the case is
denied.

If a current EA-208 is not received at renewal, the previous EA-208 can be used, but Benefits
Specialists should make every attempt to obtain a new EA-208 at renewal.
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CHAPTER FOUR: APPLICATION PROCESS

4000 APPLICATION PROCESS

4100 FILING AN APPLICATION

Applications must be readily available and can be filed in any of these ways:

= In person
* By mall

= By fax

» Byemall

Via online application

If a customer contacts DSS by phone, but is unable/does not wish to come into the local office to
file an application, then:

1. Provide the online application website

2. If the customer prefers, mail an application form the same day the call is received

If a customer sends a written request for an application and includes a phone number, then:
1. Call to see if the customer prefers to complete the application online or have the
application mailed to them
2. If the customer cannot be reached by phone, then the application will be mailed to the
customer the same day or next working day after the written request was received.

Important: The individual must be informed of the right to same day filing and that
benefits are calculated from the date the application is filed.

4110 APPLICANT FILING RIGHTS

Applicants and participants must receive timely, accurate, and fair service. Applicants must be
allowed the opportunity to file an application and complete the application process without undue
hardship to them.

= Applicants have the right to file an application in any DSS office regardless of where the
applicant resides. If an applicant goes to an office in a county he/she does not reside in,
the office will offer an opportunity to complete the application and interview at that time. If
the individual declines to interview that day, he/she must be asked to complete page one
so the application date is set.

If the individual has a valid reason for preferring the application to be handled from that
office, make an appointment and give him/her the rest of the application and the DSS-EA-
300, Verification Checklist.

If the individual does not have a valid reason, provide the resident county office contact
information and tell the applicant that he/she will be contacted with an appointment time
and place, along with a verification checklist. Then contact the Supervisor in the resident
county for transfer information and alert him/her that a pending application will be scanned
and an appointment needs to be made. Scan the application the same day, if possible, or
if not, then the next working day. Resident county rules apply regardless of where the case
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is kept. Rules that differ depending on county residence are work registration (Minnehaha
and Pennington counties are Employment & Training) and ABAWD exemptions.

= Households with special needs must be allowed the opportunity to file an application and
complete the application process without undue hardship on them. Special needs
households include households with members:

o

o o o o

Who are elderly or disabled

Reside in remote rural areas

Who are homeless

Who are not proficient in English

With earned income (working households)

If an individual states they are unable to come to the office during normal working hours and
the request is reasonable, alternate application and interview processes must be
determined. Alternate procedures could include:

o

o
[u}
o
o

The use of a knowledgeable authorized representative

Mailed application

Telephone interview

A prescheduled home visit

Making an appointment outside of regular business hours (before 8:00 a.m., over
the noon hour, or after 5:00 p.m.)

Arranging for interpreters to be available at the scheduled interview time

= Applications may be filed by an adult member of the household or the household's
authorized representative.

o

If the full application is filed, as long as an adult household member has signed the
back of the form, a signature is not required on the first page.

If only page 1 is filed, a signature is required on the first page, and also required on
the back page when the remainder of the application is submitted.

= For initial month benefits, the day the signed application or signed first page is received is
the application date and the date benefits will be prorated from. The filing date for an
online application is the date the application is submitted unless it is submitted after 5:00
p.m. Central Standard Time, or the offices are closed. Then it is the next working day.

The following are exceptions to the application date designation:

u}

The application date is the date an individual was released from an institution if the
individual jointly applied for SSI and SNAP prior to leaving an institution

The application date is the date the SSI office received the signed SNAP
application if SSI takes the SNAP application during the SSI application or
redetermination process.

The application date is the date an individual is released from a correctional
institution for those situations when a Dept. of Corrections staff has assisted the
individual in applying for SNAP prior to his/her release date.

4120 RIGHT TO SAME-DAY FILING

Individuals must be advised of their right to file an application form (printed or online) on the same
day contact is made with DSS during office hours. The DSS-EA-301, Economic Assistance
Application, also advises households of the right to file an application on the same day initial
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contact with the office is made. Individuals do not have to be interviewed before filing the
application form as long as the form contains the applicant’s:
= Name
= Address
= Signature of a responsible household member (page one of the DSS-EA-301 Economic
Assistance Application)

Individuals should also be told that benefits start the date the first page of the application form is
received during working hours. If the initial contact is by phone, encourage the individual to come
to the office that day or to file online. If the individual is in the office, DSS must ask that he/she
complete the first page of the application form. The individual may decline to complete page one if
he/she chooses.

DSS must document the date the application was filed by recording on the application the date it
was received by the DSS office. DSS will also provide an application form to anyone requesting
one.

Note: These requirements also apply to households applying for TANF.

When a resident of an institution is jointly applying for SSI and SNAP benefits prior to leaving the
institution, the filing date of the application is the date of release of the applicant from the
institution. Social Security or the Department of Corrections is responsible to notify DSS when the
individual is released from the institution to start the application processing period.

4130 DSS EMPLOYEE APPLICATIONS

To avoid conflict of interest and to ensure privacy, DSS employee records must be handled by
supervisors. Records and manual narrative are kept by the supervisor. Narratives should state
“hardcopy narrative on file” as an indication for QC or State office that the case is maintained by
the Supervisor.

In addition, Benefit Specialists will not process relatives and close friend’s records. If a relative or

close friend’s record is assigned to a Benefits Specialist, notify the supervisor prior to starting the
application process or accepting responsibility for an on-going record.

4140 PAPER APPLICATION PROCESS

Paper applications are received by mail, fax, drop off, or email at the local office. If the applicant
drops off the application, they are given the option of seeing a Benefits Specialist right away or
scheduling an appointment for a later date.

If the application is received by mail, fax, or in a drop box, within 1 working day from the date
the application form is received, the Benefits Specialist must enter it on ACCESS and complete
the DSS-EA-300, Verification Checklist, to notify the household of what action the household
needs to take to complete the application process.

The DSS EA 300 should indicate:
= A list of the required verification(s)
» The appointment date (if the interview has not been completed)
= Alist of the non-required verifications
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» The date by which the required verification must be received

If the application is received via mail, fax, drop off, or electronically, the pending notice should be
mailed to the household within 1 working day of the receipt of the application or first page. A
pending notice is also given to the household at the close of the interview whenever some action
is required by the applicant or DSS to complete the application process.

4150 ELECTRONIC APPLICATION PROCESS

Applicants can apply online at http://dss.sd.gov/onlineapplication. The website has instructions
for the applicant on how to file an online application. Customers may electronically submit the
entire application or page one (name, address, and signature) of the application. The customer
may also start the application process and save the information for submission at a later date.

See Appendix 1 for online application processing instructions.

4160 NOTIFICATION OF PENDING APPLICATION

Whenever information is needed in order to make a determination on the case, a pending notice
must be sent informing the household of the necessary information that is needed. The DSS
EA-300 verification checklist should be used to inform the household of the necessary
information. The checklist will also include the timeframe the household has to return the
information before the application is denied.

See Appendix 2 for examples for use of the EA-300.

4200 APPLICATION MONTH

A household’s benefit level for the initial application month of certification will be prorated based
on date the application was received by the DSS office.

The date of application is the date an application for SNAP is received by DSS as outlined
below:

*= Online Application: The application date will be the current date if the application is filed
prior to 5:00 p.m. (CST). If the application is filed after 5:00 p.m. (CST), the application
date will be the following day.

» |n-Person: The application date is the date the application is received in the Department
of Social Services’ office.

= Mail: The application date is the date the application is received in the Department of
Social Services’ office.

= If the application is received in a drop box, email, or fax after 5:00 p.m., it will be date
stamped the following day.

4210 INITIAL MONTH

The initial application month is the first month a household applies if the head of household
(usually the applicant) was not certified for SNAP benefits in South Dakota the previous month.

Exception: If the household’s SNAP case was correctly closed for the month, and

later in the month, the household became eligible and reapplies; it will be considered
an application month and benefits will be prorated from the application date.
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A household’s eligibility will be determined for the month of application by considering the
household’s circumstances for the entire month of application even when the certification
decision may not be made until the following month. This rule does not apply to households that
delay completing their application past the end of the allowed processing period.

4220 COMBINED ISSUANCE

Households applying for initial benefits after the 15™ of the month, who have completed the
application, have provided all required verification within 30 days of the date of application, and
have been determined eligible to receive benefits for the initial month of application and the next
subsequent month, will receive their prorated allotment for the initial month of application and
their first full month’s allotment at the same time.
= ACCESS approval for combined allotments must be done on the same day.
= After approving the initial month’s eligibility, make sure the eligibility results have
completely gone through background before approving the second month’s benefits.
= Double check that both months’ eligibility results remain approved prior to the end of the
work day.

Households who apply for initial benefits after the 15th of the month and are eligible for expedited
service provisions, have verifications postponed for both months, provided the household is
eligible and the eligibility results are approved on the same day.

Households applying after the 15" of the month who have been determined ineligible to receive
benefits for the initial month of application or the next subsequent month or households with
missing or postponed verification will have their application processed according to normal
processing procedures.

4230 BENEFIT AVAILABILITY

A household determined eligible for SNAP through the eligibility determination process must
have an opportunity to use the benefits as soon as possible, but no later than 30 days following
the date the application was filed. The first day of the 30 day period is the day following the
application date. When the 30™ day falls on a non-workday, the case must be approved prior to
the end of the last previous work day.

Example: If the 30th day falls on Sunday, the benefits must be approved by Friday of
the previous week so that benefits can be available by the 30th day.

An opportunity to the benefits means:
* Providing an eligible household with an appointment for card issuance or mailing the EBT
card to the household (if the card was not issued at application interview).
= PIN selection
= Training at least one day prior to the date benefits must be available.
The household must be able to transact benefits on or before the processing period expires.

Whenever a household fails to obtain an EBT card prior to eligibility being determined, the

household should be notified that benefits are available but card issuance must occur before the
household will be able to access those benefits.
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Whenever the approval is unavoidably delayed until the last day of the processing period, EBT
State Office staff should be contacted to administratively activate the EBT card that evening. In
order to utilize this administrative function, the household must have been previously issued an
EBT card. Send an e-mail to DSS — Finance — EBT to have the EBT card activated.

Households who are determined eligible for expedited service must have their benefits
available in their EBT account no later than 7 calendar days following the date of application.
The fact that a weekend or a holiday may be included in the 7 calendar day period does not
lengthen the processing time frame.

Residents of public institutions who apply jointly for SSI and SNAP benefits prior to release from
the institution, or correctional facility residents who apply for benefits prior to their release, must
be provided an opportunity to participate as soon as possible but not later than 30 days (7 days
if expedited) following the date of release of the applicant from the institution. (The application
date is the date of release.) The 30/7 day count starts the day following the application date.

4240 FORMULA FOR PRORATING INITIAL MONTH BENEFITS

DSS will use a standard 30 day calendar month. A household applying on the 31st of a month will
be treated as though it applied on the 30th of the month.
» The formula for prorating initial month's benefits will be:

Full month's benefits x (31 - date of application) = allotment
30

Example: The household applies on August 18" and is approved for $275 for a full
month’s benefits.
$275 X (31-18) = $119 (allotment for August)
30

After determining the allotment, benefits will be rounded down to the nearest whole dollar. If the
computation results in an allotment of less than $10, then no issuance will be made for the initial
month.

4300 DELAYS IN PROCESSING

When it is not possible to determine eligibility by the end of the application processing period,
the Benefits Specialist must determine the cause for the delay before denying the application.

4310 DELAY CAUSED BY HOUSEHOLD

Households that fail to provide necessary information or complete the application process must
be issued a notice of denial on the 30™ day. The household should have the maximum
allowable time to establish eligibility and receive benefits.

Note: This policy does not apply to households who have actively refused to
cooperate in the application process.
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The reason for denial due to delays caused by the household is required to be documented.
The documentation must include an explanation that the four conditions below have been met.
(If these conditions have not been met, DSS is at fault and the case must be held open.)

1. The Benefits Specialist offered, or attempted to offer, reasonable assistance to the
household in completing the application form.

2. The Benefits Specialist must have informed the household of the need to register for
work and allowed at least 10 calendar days for the member to register or go to work.

3. When verification is incomplete, the household was provided with a statement of
required verification, DSS-EA-300, Verification Checklist, and assistance was
offered to the household in obtaining the required verification. The household was
allowed at least 10 calendar days to provide the verification.

4. If the household missed an interview, a notice of missed appointment was sent with
a request that the household reschedule the appointment.

When the household postpones a rescheduled interview or when the interview cannot be
rescheduled until after the 20™ day, then the household must:

» Physically appear for the interview

= Bring verification

= Register members for work by the 30" day

= Complete the application process by the 30" day
If the household does not do so, the delay is the fault of the household.

If the household misses both interviews and requests a third, any delay is the fault of the
household.

If by the end of the processing period further action cannot be completed on the application and
the delay is the fault of the household, a notice of denial must be issued on the 30™ day
following the date the application was filed or in the case of a non-work day, the next working
day. The household loses its rights to benefits for the month of application.

4320 DELAY CAUSED BY DSS

When DSS fails to process an application within the required time limit, immediate corrective
action must be taken. The application will not be denied and the household must be notified by
the end of the 30 day period that its application is still being considered. This notice also must
inform the household if any action by the household is needed. A SPEC C NOTC may be used
for this purpose.

If the household is determined eligible during the second 30 day period, the household is
entitled to benefits beginning with the date of application. However, if the household is found to
be ineligible, the application is denied.

If DSS is at fault for not completing the application process within 60 days of the application date
when all the required information had been received, the application must be processed as soon
as possible for the original 60 day period. A new application is then required after the original 60
day period.

If DSS is at fault for not completing the application process within 60 days of the application date

and the required information is not complete, deny the application and notify the household it must
reapply if it wishes to receive benefits. The household is advised of possible restoration of lost
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benefits because of DSS delay. Such benefits would be calculated beginning with the date of
application.

If the delay was the household's fault in the initial 30-day period, and DSS is at fault in the second
30-day period, benefits begin the month following the month of application.

If the delay was the fault of DSS during the first 30-day period, but the fault of the household
during the second 30 days, the application must be denied, and the household is not entitled to
restored benefits for either period. The household must be advised that it must reapply if it wishes
to obtain benefits.

4400 DUPLICATE ASSISTANCE

An individual may not be certified to participate in more than one SNAP household in the same
month unless the individual is in a battered woman'’s shelter.

Individuals may not receive SNAP benefits in two different states in the same month. When
individuals move to South Dakota and make application for assistance, contact the other state to
verify their SNAP patrticipation. Also, verify ABAWD months if there is an ABAWD residing in the
household.
= |f the individual received benefits in the other state, deny the application for that month.
» If the individual received benefits in two states for the same time period, the state that
certified the individual last is required to complete the over issuance claim.

Under no circumstances may an individual receive SNAP and commodities (through the Food
Distribution Program on Indian Reservations [FDPIR]) in the same month.
= If an individual applies for SNAP benefits the same month he/she has already received
commodities or SNAP with another household, his/her application must be denied for that
month.
= |f the applicant did not receive SNAP or commaodities in the application month but resides
with a household that did, the applicant is allowed to have separate household status for
one month, if otherwise eligible. The situation must be resolved by the second month.

When it is established that an individual received SNAP and commodities in the same month, an
overpayment claim is filed only if the household was certified for commodities first because the
household was never entitled to SNAP. If the household was certified for SNAP first, then no claim
is needed because the household was legally entitled to SNAP benefits. (Commodities were
erroneously received in that instance).

If a household reports they have joint custody of their children, determine if it is truly a joint
custody situation in which both households have the children for the same amount of time.
= Ifitis not a true joint custody situation, the household where the child receives the majority
of his/her meals is the household allowed to receive benefits for the child.

Example: Joe and Sally have joint custody of Henry. Henry stays with Sally on the
week days and Dad on the weekends. The majority of his meals are eaten with
Sally on the weekdays. Sally is eligible to receive benefits for Henry. Even though
Joe and Sally state they have joint custody, Henry is with Sally the majority of the
time and eats most of his meals with her.
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= |f it is a true joint custody situation and both parents are applying for the children, the
household where the child resides on the 1% of the month is the household allowed to
receive benefits for the children. This may mean changing the children from one
household to another household throughout the certification period.

Example: Matt and Ali are divorced and both are applying for SNAP assistance
with their daughter Autumn. They both state they have joint custody of Autumn.
Autumn lives with Matt on Monday — Wednesday and every other Sunday. Autumn
lives with Ali Thursday — Saturday and every other Sunday. The Benefits Specialists
would need to determine what day the 1% of the month is each month. Autumn
would be allowed in Matt’s case if the first of the month fell on Mon —Wed or the
Sunday he has custody. Conversely, Autumn would be allowed in Ali's case if the
first of the month fell on Thurs — Sat or the Sunday that Ali has custody. The
benefits specialists would have to flag the case to add Autumn to the appropriate
case depending on the when the first of the month falls.

= [fitis a true joint custody situation but only one household is applying for the children, that
household is allowed benefits for the children.

Example: Sheri and Alan have joint custody of Brittney. Sheri applied for SNAP for
her and Brittney. Alan is not applying for SNAP. Sheri is eligible to apply for SNAP
herself and Brittney.

If a household reports a new member in their household and that member is already receiving
benefits in another household, the following steps should be followed:
= |f both households reported the change, remove the member from the current household
following 10 day adverse action or adequate notice requirements.
= |f only the new household reports the change, remove the member from the current
household if the 10 day adverse action time frame can be met.

o Send the “Member claimed in two households” macro (or Spec C Notc) to the
current household giving 10 days to respond if there is disagreement that the
member moved out. If no response, add the member to new household after the
10 day period.

= If both households claim the same member, remove the member from the current
household following 10 day adverse action time frames.

= Send the “Member Removed” macro (or Spec C Notc) and do not add the member
to the new case until the households resolve the member’s residence. Make the
change when the two households agree to the member’s residence.

4500 APPLICATION CHANGES

Due to anticipated changes in household circumstances, a household may be eligible for the
month of application, but then ineligible for the following month. If this occurs, approve the
application for the application month, then close the case for the following month, using the
appropriate source code.

Similarly, a household may be ineligible for the month of application, but eligible for the following

month. Even though the household was denied in the month of application, the household will be
approved the following month without being required to complete another application.
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Changes which cannot be reasonably anticipated in regards to the date and/or amount must be
handled as interim changes occurring after certification.

Changes reported after the interview but prior to the application approval must be acted on,
regardless of whether the change is a decrease or increase. Changes reported after approvals
are budgeted as interim changes. This includes information reported from the household as well
as information from other sources such as new hire hits, IEVS, etc. The household is not required
to report changes between the interview and approval of the application, other than if their income
goes over 130% of FPL or if there is an ABAWD that stops working, but if the household reports a
change prior to approval of the application, the Benefits Specialist must act it.

Example: Application received July 1 and the interview was completed July 7™. A
change in income was reported July 15™
= Application still pending: The change must be verified and budgeted prior to
July approval.
= Application already approved: Budget the change as an interim change for
August.

4510 REAPPLICATION AFTER DENIAL

If the application has been denied and the household contacts DSS for reapplication or takes
the required action no more than 60 days following the date the application was filed, the
Benefits Specialist must use the original application. The household will not be required to file a
new application to obtain benefits. The household is required to report changes which have
occurred since the application was filed, preferably by updating the application on file. The
application date is the date the household contacts DSS for reapplication or if the case was
denied because of failure to provide a required verification or failure to do take a required action,
the application date is the date the verification is provided or the required action was complete.

4600 EXPEDITED SERVICE

When an applicant contacts DSS to discuss potential application for assistance, or an application
is received, prescreening for expedited service must be completed. Applicants do not request
expedited service processing, it is automatically granted if the household meets the criteria.

There are three ways in which a household meets eligibility for expedited service processing:

1. The countable gross monthly income is less than $150 and countable liquid
resources do not exceed $100

= ACCESS will deduct legally obligated child support payments from the countable
income before determining if the income is less than $150.

=  ACCESS will deduct the monthly farm loss amount from the countable income
before determining if the income is less than $150.

» Liquid resources are resources that readily available to the household such as
cash on hand, checking, savings, CDs, stock, bonds).

= ACCESS totals income from the JINC, BUSI, RBIN, and UNEA panels and then
deducts amounts from the CCON panel. If the result is less than $150, ACCESS
totals the CASH, BANK, and IVST panels. If the result is less than $100, expedited
service is granted.
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2. Destitute migrant or seasonal farm work households whose liquid resources do not
exceed $100
= |f the households meet the destitute migrant or farm work definition, enter “Y” on
the ACCESS STAT panel under the Migrant Indicator field. If liquid resources
(CASH, BANK, and IVST) do not exceed $100, expedited service is granted.

3. The household’s monthly rent or mortgage plus the appropriate utility standard
exceeds the household’s monthly countable gross income and liquid resource
amounts

= ACCESS will deduct legally obligated child support payments from the countable
income before determining if the income is less than the total shelter costs.

= ACCESS will deduct the monthly farm loss amount from the countable income
before determining if the income is less than the total shelter costs.

= Liquid resources are resources that readily available to the household such as
cash on hand, checking, savings, CDs, stock, bonds).

= ACCESS totals amounts from the RENT or HOME mortgage and/or lot rent
payments plus the UTIL amount. If that amount is greater than the income
amount (JINC, BUSI, RBIN, UNEA, less CCON) plus the liquid resource amount
(CASH, BANK, IVST), expedited service is granted.

Even if the above conditions are met, but the household fails to submit a complete application
form, fails to complete an interview, or fails to provide verification of identity in the 7 days following
the application date, the household is not eligible for expedited service.

Households not eligible for expedited service should follow the normal application processing
rules (verifications, 30 day processing time frame, etc.).

If the household submitted a signed, incomplete application and is being interviewed at the office,
the application must be completed during the office visit. If the interview is by telephone, the
application must be completed by the Benefits Specialist during the interview and mailed the
same day to the household. Mailing time is not calculated in the expedited service time frames.
Mailing time includes the day the application is in the mail to and from the household, and the
days the application is in the household’'s possession for review and signature.

There is no limit to the number of times a household can be certified under expedited procedures
as long as prior to each expedited certification, the household either completes the verification
requirements that were postponed at the last expedited certification, or was certified under normal
processing standards since the last expedited certification. The benefits specialist should read
through the prior narratives to make sure the verifications were provided.

Example 1: In January the household was certified for expedited service. The case
closed for February because the household did not submit verification of job quit.
Household reapplies in June. Verification of job quit is no longer relevant unless the
household had discontinued employment in the last 60 days. The household may
receive expedited service since the verification is no longer relevant.

Example 2: In January the household was certified for expedited service. The case
closed for February because the applicant did not submit a social security number or
make good faith effort to obtain one. Household reapplies in June. The applicant’s
social security number was not provided. It is still required, so expedited service will
not be allowed until the SSN (or proof of effort to obtain it) is submitted.
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4610 PRESCREENING FOR EXPEDITED SERVICE

Whenever Benefits Specialists prescreen incoming applications or handle requests for
applications, the following items may indicate that the household is eligible for expedited service:
= The applicant indicates verbally or on the application form that the household has no
income and no liquid assets.
» The household has countable income but it has less than $150 and the household’s liquid
assets are less than $100.
» The household claims shelter expenses which exceed the household’'s countable income.
» The household indicates that it is a household of migrant or seasonal farm workers.

4620 EXPEDITED SERVICE TIME FRAMES

Households eligible for expedited service processing must have their benefits in their EBT
account within 7 calendar days following the application date. The first day of the 7 day
processing time starts the day after the application date. The fact that a weekend or a holiday may
be included in the 7 calendar days does not lengthen the 7 day processing time frame.

A resident of an institution who applies prior to his/her release from the institution, and who is
entitled to expedited service, must have the opportunity to receive benefits within 7 days from the
date of release from the institution (application date).

Households entitled to expedited service that applied after the 15th of the month, provided identity
verification, completed the application form, completed an interview, and were determined eligible
for the first and second months must have both months' benefits available no later than the 7
calendar days following the date of application.

4630 EXPEDITED SERVICE REQUIREMENTS

Expedited service cannot be granted if the following does not occur within 7 days of the
application date:
» The household did not submit the entire, completed application form (DSS-EA-301); or
= The household did not complete an interview; or
= The household did not submit verification of identity; or
= The household did not provide postponed verifications from the last expedited
issuance, if the verification is still relevant to the household’s circumstances.

If any of the four requirements are not met within 7 days following the application date, the
applicant loses his/her rights to expedited service and the application follows normal processing
time frames and regulations.

=  ACCESS will not allow approval of benefits without verification of identity.

» To stop expedited service processing when the entire application form or interview was not
completed within the 7 days, enter “Y” on the STAT panel, under the Expedite Override
field. The same process must be used for applications where postponed verifications were
not submitted.

If necessary to meet the expedited time limits, verification (other than identity) must be postponed.
The identity of the person making application must be verified in all cases. The household's
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residence must also be verified whenever possible. Readily available documentary evidence or a
collateral contact must be used for these verifications.

Within the expedited time limit, using readily available documentary evidence or collateral
contacts, all reasonable efforts must be made to verify household income (including the lack of
income), liquid assets, legally obligated child support payments, and all other required factors.
However, benefits will not be delayed beyond the 7 day processing time solely because these
eligibility factors have not been verified.

It is important to make all reasonable efforts to verify income and liquid assets within the
appropriate time standards because income and liquid assets are criteria for entitlement to
expedited service. If legally obligated child support payments are used in the eligibility or benefit
determination level, verification should be obtained with reasonable efforts.

Obtain as much verification as possible during the application process. Do not unreasonably delay

the expedited approval for further verification if it is unlikely the additional verification can be
completed within the time limit.

4640 EXPEDITED SERVICE REQUIRED APPLICATION INTERVIEW

If a household is entitled to expedited service, an interview must be made available within 7 days
following the application date. If the applicant doesn't complete the interview within 7 days
following the application date, the applicant loses his/her rights to expedited service and the
application follows normal processing time frames and regulations.

4650 LATE EXPEDITED DETERMINATION

The expedited service time standard is calculated from the date of discovering the household's
entitlement to expedited processing when:
= Prescreening fails to identify a household which is entitled to expedited service
and this entitlement is not discovered until later.
= [nformation is not known until after the 7 day time frame to determine expedited
service.

Example: Household has self-employment income but doesn’t know the monthly
income and didn’t submit the income tax forms or ledgers until the 10" day. If the
household is eligible for expedited after the self-employment income is determined,
the count starts the day after the information is received.

4660 POSTPONED VERIFICATION FOR EXPEDITED HOUSEHOLDS

Expedited households are the only households where the mandatory verifications (excluding
identity) can be postponed. All mandatory verifications, including questionable information, must
be postponed if unable to verify within the expedited time frames.

If required verifications (other than identity) were postponed to meet expedited time frames, the
verifications must be completed prior to approving the next month's benefits for all applications
taken before the 16th of the month. If the application is taken the 16th of the month or later, the
verification may be postponed until the end of the second month.
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The household must be notified of the requirement to submit the postponed verifications and the
time frame for submitting them. The notice also must advise the household that if the verification
process results in changes to the household's eligibility or level of benefits, the changes will be
acted on without advance notice of adverse action.
» The DSS-EA-300 should be used to notify the household of the postponed verification
requirement. The notice must be sent the same day the expedited benefits are approved.

If the verifications are not received by the end of the month (or second month for combined
issuance cases), close the case the first working day of the month for failure to provide required
verifications. If the household provides the verifications after benefit termination and still wants to
receive benefits for that month, a new application is required. The same DSS-EA-301 may be
used if it the verifications are received within 60 days of the initial application submission.

Examples of postponed verifications are:

= Social Security Numbers: Households must be asked to furnish or apply for a social
security number for household members that wish to apply for benefits but will not be
required to do so until after they have received their first allotment, if the application date is
prior to the 16™ of the month. Individuals unable to provide SSNs, do not have a SSN, or
have not furnished proof of an application for a SSN after the postponed time frame has

elapsed will be excluded.
= If the application is on the 16th of the month or later, the household members may
postpone furnishing or applying for a social security number until the end of the

second month.

Exception: Social Security numbers are not required for individuals under 7 months
of age.

= Work registration: The applicant will be required to register for work unless exempt or
unless the household has designated an authorized representative to apply on its behalf.
The applicant may also register other non-exempt household members by completing the
registration form but registration of non-applicant members will be postponed if the
registration cannot be accomplished within expedited time frames. Expedited benefits
must not be delayed if work registration of the other members or questionable exemptions
from registration cannot be accomplished within the time limit.

= Citizenship: The citizenship status for all household members requesting benefits should
be marked in the member panels on the DSS-EA-301, Economic Assistance Application. If
citizenship status is not marked for all requesting household members, request the
information during the interview, and if possible, have the applicant mark the status. If the
applicant is unable to mark the status, the benefits specialist may mark the citizenship
status, initial, date the change and have the applicant sign the application. Documentation
in the record file is also essential. If an individual chooses not to provide citizenship status,
he/she is an excluded member.

= |f a household member is listed as a non-citizen, and the applicant states the individual
meets one of the non-citizen requirements, verification of the individual's U.S. legal
residency documentation may be postponed for the expedited month (or two months for
combined allotments). Document what the applicant reports and how the non-citizen(s)
meet eligibility requirements. If the individual is determined not to be eligible when the
documentation is received, the household is responsible for any over issuance.
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4700 AUTHORIZED REPRESENTATIVE (A/R)

An adult who is aware of relevant household circumstances may be designated as an
authorized representative (A/R) when all responsible household members are unable to:

= Complete the application and/or renewal process and/or report changes; or

= Obtain and/or use benefits.

There are two types of authorized representatives:
1. Needed for assisting in the application, renewal or reporting change process; and/or
2. Required for Community Support Provider facility or alcohol/drug center residents

If the authorized representative is completing the Supplemental Nutrition Assistance application
process or using the EBT card to purchase food for the household, the authorized
representative must:

= Have been appointed in writing; and

» Have knowledge of the household’s circumstances.

Except for community provider support facilities or drug/alcohol treatment centers acting as an
authorized representative, the household is liable for any over issuance of benefits because of
any incorrect information the household’s authorized representative provides.

All authorized representatives will be identified on the ALTR panel on ACCESS.

4710 AUTHORIZED REPRESENTATIVE DESIGNATION

The head of household, spouse or other responsible adult household member can choose an
authorized representative (A/R) to complete the application process, report changes, and use
SNAP benefits on behalf of the household only with the household's knowledge and consent. To
apply or report changes, the A/R must know about the household's circumstances. The head of
household, spouse or other responsible adult household member must appoint the A/R in writing if
the A/R is completing the SNAP application process or obtaining the EBT card.

Children under 18 may be named as an authorized representative by the head of household,
spouse or other responsible adult household member only for the ability to use the EBT card to
purchase food for the household. A household member under the age of 18 may not sign the
application form, unless he/she is emancipated and applying for benefits on his/her own.

4720 AUTHORIZED REPRESENTATIVE APPLICATION PROCESS

The head of the household, spouse, or another responsible adult member usually completes the
application process, with the exception of community support provider facilities and alcohol/drug
treatment centers. If the head of household, spouse or another responsible adult member cannot
complete the application process because of employment, health, transportation, or similar
reasons, then he/she may choose an adult who is not a household member as an A/R, which
allows them to apply on behalf of the household. The head of the household or spouse should
complete or review the application, if possible, even though another adult member or the A/R is
actually interviewed. The responsible adult household member or the A/R may also give any
information necessary to register the household members for work who must meet work
registration requirement.
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Community support provider facility and alcohol/drug treatment center staff are required to be the
authorized representative for their residents. The residents are not allowed to apply on their own
behalf, unless they move into independent living.

Verification of the head of household’s identity and the authorized representative’s identity is
required when an authorized representative applies on behalf of a household.

4730 WHO CAN BE AN AUTHORIZED REPRESENTAIVE

When the head of household or the spouse cannot make application, another responsible adult
household member may apply or an adult, non-household member may be designated as the A/R
for this purpose.

Adults who are non-household members may be designated as A/Rs for certification purposes
only if they:
= Are designated in writing by the head of the household, or the spouse, or another
responsible member of the household. This designation must contain the name and
address of the designated person, the signature of the member making the designation,
and the date of the designation. If the designation is being made by a member who
cannot sign, his/her mark must be witnessed. The witness' signature, address, and the
date of witnessing must all appear on the designation. The withess must be a person
other than the A/R. A separate written statement filed in the record meets this
requirement; and
= Are sufficiently aware of relevant household circumstances. The A/R must co-sign and
should date the application; or
= Are appointed as authorized representative by the community provider support facility or
drug/alcohol treatment center’s director.

In the event the only adult member of a household is classified as a non-household member, that
person may be designated as the A/R for the minor household members.

4740 WHO CANNOT BE AN AUTHORIZED REPRESENTATIVE (A/R)

The following individuals may not be designated as A/R:
= DSS employees who are involved in the certification process and retailers that are
authorized by FNS to accept SNAP benefits may not act as A/Rs without the specific
written approval of the designated DSS official, such as the local supervisor, after a
determination has been made that no one else is available to serve.

» Individuals disqualified for intentional program violation will not act as A/Rs during the
period of disqualification, unless the disqualified individual is the only adult member of
the household able to act on its behalf and it has been determined that no one else is
available to serve. The Benefits Specialist will separately determine whether these
individuals are needed to apply on behalf of the household, to receive the EBT card, and
to use the card for the purchase of food for the household.

Example: The household may have an A/R receive the EBT card and complete the
application, but not be able to find anyone to purchase food regularly with the card.
If no one can be located to serve as an A/R to purchase food regularly with the card,
the disaualified member will be allowed to do so.

Page | 80



= Homeless meal providers may not act as authorized representatives for SNAP
households.

4750 EMERGENCY AUTHORIZED REPRESENTATIVE (EAR)

The head of household or other adult household member may designate an emergency
authorized representative (EAR) at any time in the certification period to use the EBT card to
obtain benefits for the household when the regular AR is not available. The EAR is not intended to
be a regular AR for the household; it is only at those times due to unforeseen circumstances, the
household or regular AR cannot access the EBT card to purchase food for the household. Each
EAR designation can only be used once. Households must be advised of the availability of
naming an EAR when they apply for benefits.

To name an EAR, the household must have a written statement that names the person as the
EAR contact. The statement must be signed by a household member and must also be signed by
the person being named as the EAR. The household cannot be required to come to the office to
execute the EAR. The EAR may bring in the written statement to the office, fax, email, or mail the
statement to the office. The benefits specialist must put the statement in the case file and narrate
the one time use of this person as the EAR. No photo ID is required for the EAR.

4760 AUTHORIZED REPRESENTATIVE DISQUALIFICATIONS

If evidence has been obtained that an A/R has misrepresented a household's circumstances and
has knowingly provided false information pertaining to the household, or has made improper use
of the EBT card, the authorized representative may be disqualified from being an A/R for up to
one year.

Before disqualifying the A/R, written notification must be provided to the affected household(s)
and the A/R 30 days prior to the date of disqualification. The notice must include the:

= Proposed action;

= Reason for the proposed action;

= Household's right to request a fair hearing;

= Telephone number of the office; and,

= Person to contact for more information.
Once a person is disqualified as an A/R for a particular case, the benefits specialists should
narrate this on the case and flag the case for one year, so that if the household wants to name
this person as an A/R again, they can do so after the year has expired.

If there is no other A/R available for the household, the benefits specialist should discuss with
the supervisor and a special exception may be allowed to have this person as the authorized
representative. Special consideration should be taken to determine if the household is in need
of an A/R or not.

This provision is not applicable in the case of drug and alcohol treatment centers and the
community support provider (CSP) facilities which act as A/Rs for their residents.
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CHAPTER FIVE: INTERVIEW

5000 INTERVIEWING HOUSEHOLDS

5100 STANDARDS FOR INTERVIEWS

All households, including expedited and those submitting applications/renewals by mail or
electronically, will have an interview. The interview will be conducted by qualified staff prior to
approval of the initial application or renewal. The individual interviewed may be:

» The head of household

=  Spouse

= Any other responsible adult member of the household

= An authorized representative.
The customer may bring any person he/she chooses to the interview.

Interviews may be completed in person or by telephone. Face-to-face interviews should be
conducted anytime the customer brings in the completed DSS-EA-301 to the office (unless the
customer cannot stay at that time).
A face-to-face interview is required when the household:

= Does not have a telephone

= Requests a face-to-face interview

» The Benefits Specialist determines that a face-to-face interview is appropriate

» Information or household circumstances are unclear and a face-to-face interview is

needed to resolve the issues.

Regardless of the type of interview, the interview must be thorough and gather all the information
needed to make an accurate, timely determination.

The Benefits Specialist will not only review the information that appears on the application, but
also review past history (narratives, verifications, etc.). The Benefits Specialist will explore and
resolve, with the household, any unclear and incomplete information. During the interview, the
household will be:
= Fully advised of their rights and responsibilities including:
= An explanation of the appropriate application processing timeframes
= The household's responsibility to report changes
= Informed of the importance of keeping the EBT card secure and the correct usage of the
benefits received.

If the household is also applying for or receiving TANF, the interviewer must advise them that:
= Time limits and other TANF requirements do not apply to the receipt of SNAP benefits
(other than the TANF carryover disqualification policy).
= If TANF eligibility stops, the household may still qualify for SNAP benefits.

The interview will be conducted as an official and confidential discussion of household
circumstances. The individual's right to privacy must be protected during the interview. The limits
of the interview may not go beyond household circumstances directly related to determination of
eligibility or benefit level. The interview must be conducted in an area that is adequate to preserve
the privacy and confidentiality of the interview.
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Interviews are not required for residents of community support provider facilities. Telephone
interviews should be conducted for residents in shelters for battered women if the residents are in
danger if they leave the shelter.

The type of interview completed should be documented in the narrative and also is required to be
entered on the ACCESS STAT panel. The codes are:

= “T”for telephone interview

= ‘" for in-person interview

= “O”for other interview

As a last resort, interviews may be conducted through the mail. Mail interviews are only allowed if

the household meets hardship conditions and cannot appoint a knowledgeable authorized
representative to complete the interview process.

5200 SCHEDULING THE INTERVIEW

All applicants must have a specified date and time for interviews, if they are not able to be
interviewed when they first come to the office. The DSS-EA-300, Verification Checklist, should be
sent to the household within 1 working day of receipt of the application to schedule the
interview. Scheduling of the interview should take into consideration the needs of the household
as much as possible.

Example: Working individuals should not be scheduled during their working hours but
should be scheduled during their days off, lunch times, break times, or before or after
their employment hours.

DSS will schedule all interviews as promptly as possible, and must allow the household at least 10
days to provide requested verifications before the end of the 30 day processing time. The
interview must also be conducted and benefits approved to ensure that eligible households
receive an opportunity to participate within 30 days following the date the application is filed.

If the interview is scheduled at a location other than the office, both the Benefits Specialist and
customer must agree to the location.
= |f the location is the individual’s residence, the individual must agree to the home visit, and
the interview time must be approved by the individual prior to the visit.
= |f there is no agreement to an alternative interview site, the interview must be conducted at
the DSS office.

5300 MISSED INTERVIEW APPOINTMENTS

If the DSS-EA-301, Application, has been filed and a household fails to appear for the first
scheduled interview, the Benefits Specialist will notify the household of the missed interview and
of the household’s responsibility to reschedule. The notice of missed interview must be sent
within 1 working day of the missed appointment. If a DSS-EA-301 (or page one) has not been
filed, no further action is required by DSS.

When a household misses the first scheduled interview appointment and contacts our office for a

second interview, we must schedule a second interview. The second interview should be made, if
possible, to allow the household at least 10 days to provide requested verifications before the end
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of the 30 day processing time frame. The household does not need to show good cause for
missing the first appointment.

If the applicant does not schedule a second appointment within the 30 day application processing
time, the application should be denied on the 30" day following the application filing date. If the
30" day falls on a week-end or a holiday, the notice will be sent on the next working day following
the 30" day.

Example: Mrs. Jones filed an application on 12-1 but failed to keep her initial
appointment. A notice of missed interview was sent. She did not contact our office for
a second interview. Her application must be denied on December 31, and she will be
required to file a new application if she wants to receive benefits.

5400 CONDUCT OF INTERVIEW

The interview is the primary contact between the Benefits Specialist and the customer. It is an
important source of information, both for DSS (about the customer's situation) and for the
customer (about the program, the customer’s rights and responsibilities, and the customer’'s
needs).

5410 GOALS

The goal of the interview is to obtain the most accurate case information as the basis for
determining the customer's eligibility for SNAP. In addition, a cooperative relationship should exist
between a customer and the benefits specialist so exchanges of information will occur during the
interview and when the customer’s situation changes.

The three main goals of the interview are:

1. Family Assessment

= Gathering information about the needs of individuals and families who are seeking
assistance

2. Referral
= |dentifying options and resources available to meet the identified needs

3. Eligibility Determination
= Reviewing the application and additional information used to determine SNAP eligibility

5420 PREPARATION

In order for an interview to be successful, the benefits specialists should prepare for each
interview. Part of this preparation should include reviewing any available information prior to the
interview. Sources of available information include:

1. The completed, current application form

2. The previous narratives, applications, forms, etc.

3. The Benefits’ Specialist own knowledge of program requirements.

The above sources of information, combined with the information shared by the customer, will

identify any gaps in information and areas needing verification. Questions should encourage the
customer to talk about gaps and inconsistencies.
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5430 TECHNIQUES: TONE AND RAPPORT

DSS Guiding Principles:
= We believe in collaborative communications, teamwork, partnerships and trust
for essential family services.
= We believe in respecting individual and cultural differences by treating people

with dignity, fairness and respect.

Interviewing techniques helpful in obtaining the best possible information for establishing eligibility
must go beyond the completion of forms and the listing of customer's rights and responsibilities.
The Benefits Specialist must approach the interview prepared to listen beyond the customer's
initial verbal responses and ask appropriate questions.

The Benefits Specialist needs to be aware of his/her own attitudes and those of the customer,
which may prevent sharing of accurate case information. The Benefits Specialist also needs to be
prepared to remove or reduce the interference of such attitudes through honest, non-judgmental
statements and responses.

When interviewing, it is important for the Specialist to remember that it is not only their
responsibility to fill in the blank lines of the application, but also to assess the family’'s needs
(DSS-EA-221A) by learning about the family, living quarters, work, means of transportation, etc.
This will ensure the Specialist is able to refer the customer to adequate resources to meet their
needs.

Tone

The tone of the interview should be business-like and directed toward the objectives established
in the preparation stage. A brief explanation of the purpose of the interview should be presented in
simple, non-threatening language.

Rapport

It is important to establish rapport with the customer to ensure a cooperative atmosphere in which
the customer will more readily share the necessary information. There are many ways to build
rapport including, but not limited to:

1. Be Flexible
» Make sure to adapt your interview approach to meet the customer’s needs.
2. Listen and Repeat Back
= Really listen
» To ensure you and the customer are on the same page, repeat back what the
customer said.
3. Use their first name or Mr./Ms. so-and-so
= This helps the customer feel like a real person, not just a number
4. See it from the customer’s perspective/be empathetic
= Imagine yourself in the customer’s shoes.
* Imagine you are assisting a relative or close friend.
Don't rush
Take a personal interest
Be respectful
= Never talk down to or talk over a customer.
8. Be understanding/Avoid Assumptions

No o
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9. Build Trust

10. Keep focused
= Don't be distracted by other things (e.g. emails, cell phones, etc.)
= Stay 100% focused on the customer and interview at hand.

11. Don't leave them waiting/wondering/without needed information.
= No Wrong Door Approach

5440 CONTENT

The interview is an official and confidential discussion of household circumstances with the
applicant. It is intended to furnish the applicant with program information, and the Benefits
Specialist with facts needed to make an accurate eligibility decision.

In all instances, the household's right to privacy must be respected. Information contained in the
application and, previous applications, is used as the basis for the interview. The interviewer must
not simply review the information contained in the application form, but must explore and resolve,
with the household, any unclear and incomplete information.

During the interview, Specialists must be sure the applicant understands:
1. Each step of the certification process
2. The reason for asking certain questions
3. The confidentiality of information
4. The customer's rights and responsibilities, including the responsibility of reporting changes
and program procedures and processing standards.

Family Assessment Form (DSS-EA-221A)
The assessment form is a tool designed to solicit information to
1. Determine individual or family needs,
2. Identify barriers to self-sufficiency, and
3. Offer guidance for suitable referrals.
The assessment form is required for all SNAP interviews (applications and renewals) and
additionally when the Benefits Specialist determines it is appropriate.

5450 CLOSING

The interview may be concluded when:

1. All the factual information which reasonably can be expected has been obtained.

2. Plans for obtaining additional verifications have been made.

3. The Benefits Specialist is confident that the customer knows his rights and responsibilities.

4. The customer understands how to complete and file a six month report (EA-214) if
applicable.

5. The customer has been given information about other appropriate social service programs
and outside agencies.

6. The customer’s questions are answered.

If the customer is eligible or potentially eligible, the manner of notification and payment should be
explained. The procedure for requesting a fair hearing should also be discussed. See Appendix 3
for detailed procedures for the interview.
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CHAPTER SIX: NARRATIVE

6000 NARRATIVE

6100 DOCUMENTATION

The SNAP narrative must have sufficient documentation to support eligibility, ineligibility, and
benefit level determinations. Documentation must be in sufficient detail to permit a reviewer to
reasonably determine the basis for and the accuracy of the case action.

The following should be documented thoroughly in the narrative:

How was the information verified?

If information is questionable, why is it questionable?

If information provided is inconsistent, why is it inconsistent?

What was used to resolve the questionable information?

If an alternate source of verification was needed, such as a collateral contact, who or what
was the alternate source of verification.

If verbal verification was obtained, thorough documentation of the person who verified the
information along with any contact information for that person must be in the narrative.

arwOE

o

In addition to the mandatory verification and documentation discussed in this section, narratives
must contain the following:

1. The method used to identify the household member or authorized representative
interviewed.

2. A record that the customer was advised of DSS's fair hearing, nondiscrimination, and
other policies required during the interview.

3. Clarification of all discrepancies in information between the application form completed by
the customer, previous case information, and the benefits specialist’s information gathered
in the interview.

4. A record of all forms and correspondence to the customer, including dates, if copies are
not in the case file.

6200 TYPES OF NARRATIVES

There are three types of case narratives:
1. Application/renewal narratives
2. Monthly/ongoing narratives
3. Six Month report narratives

6210 APPLICATION/RENEWAL NARRATIVE

When entering the application/renewal narrative at the top of the Interview Display are the

following fields:
“INTVW: _/ /[ *"ALTR:” __ “CERT PRD: THRU ”

The INTVW date should be the date the actual interview took place (not the 301 receipt date).

The ALTR field is to specify if there is an authorized representative. Enter a “Y” if there is an

Authorized Representative or an “N” if there is not. The CERT PRD is the date the new

certification period is starting thru the last month the case is certified.
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The following information should be documented in your application/renewal narrative (ANAR):

1.

Introduction/Household Composition:

a. State who completed the application, who was present and where the application
was taken

b. List all household members, relationship and programs applied for

List any other people who live in the household and why they are not included in the

SNAP household (Separation of HH agreement)

d. Explain why they are applying

e. Explain any questionable situations

f. Indicate homeless/ migrant status/living on the reservation

g. Onrenewals, if the case is being closed for failure to renew, list this information here

o

Identity/Proof of Relationship:
a. How was identity verified? (Driver's license, photo 1D, work or school ID card, voter
registration card, etc.)

Social Security Numbers:

a. Was the SS number provided? If not, why?

b. Isthe SSN federally verified on access? (Indicated by an X in the SSN field on the
member panel)

Citizenship:

a. Self-declaration for SNAP unless questionable.

b. If not a citizen, explain why someone is eligible or not, and what documentation was
used

Work Requirements:
a. List all household members and their status as mandatory or exempt
b. If exempt from work registration, explain why

ABAWD Information:
a. If not ABAWD, indicate why (e.g. Children under 18 years old)
b. If ABAWD, note how many months previously used

Deprivation: (N/A for SNAP)

School Status:

a. List all household members attending school and explain full time/half time

b. Explain if any HH members are attending college and if they are eligible students
c. Inineligible students, explain why they are or are not an eligible student

d. Are any children attending boarding school?

Resources:

a. List all resources (cash, cars, CD’s bonds, stocks) and explain the value and whether
it is countable or not countable

b. If SDCARS was completed, document why this was completed for SNAP.

c. If questionable resources, document how the value of the resources was verified
(bank letters, NADA value, etc.)
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10.

11.

12.

13.

14.

15.

16.

17.

Income:

a. Document all income available to the household. Explain all current, new and
terminated income.

b. Earned Income - list employer, how often paid, number of hours per pay period. List
each check that was used for the basis of prospective income with date and amount.
If an average is used, explain.

c. Unearned Income — identify the type (SSI, TANF, TWEP, rental, VA, child support,
unemployment, etc.) the amount, how often received and how it was verified

d. Explain how prospective income was computed, what information was used to come
up with the amounts?

e. Does the DLR query indicate anything unusual, if so, how was it resolved?

If employment has terminated, is a job quit penalty applicable? If not, why is good

cause allowed?

-

Shelter Costs/Residency:

a. Does the applicant have expenses for rent, lot rent, mortgage, tax, insurance?
If so, list each amount and how it was verified.

b. Does the household have utility expenses? If so, what type of deduction allowed and
how was it verified?

c. How is the residence address verified?

d. If there are multiple households, how are the shelter expenses divided?

Child Care:

a. Is the household billed, and do they pay for child care expenses for work, school or
training?

b. If a child care expense is not allowed, why?

c. Does the household receive child care assistance?

Child Support Expense:

a. Does the household pay child support? To who is it paid?

b. Isthe support court ordered? How is this verified?

c. How much is paid, how often paid, and how was this verified?

Medical Deductions:

a. Document who has the expense. Are they elderly or disabled?

b. Isthe expense reimbursable by Medicare or private health insurance?

c. Indicate 314 on file and what expenses are being allowed, the amount of the
expense, and whether it is a one-time expense, averaged or prorated over
certification period.

d. Document any expenses not allowed.

e. Indicate if going standard deduction is being used or if using actual due to expenses
over $200

Medical Insurance: (N/A)
Forms:
a. Mark each form that was completed or given to the applicant during the

application/renewal.

Other services and Referrals
a. What other referrals were made?
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18. Application Action/Other comments:
a. Document what verifications are pending to determine eligibility.
b. Isthe case expedited, were verifications waived for expedited?
c. If the application is approved, narrate what amount of benefits and if they are pro-
rated, what is the pro-rated amount. If the application is denied, document why.
d. Document any remaining questionable situations.

6220 MONTHLY/ONGOING NARRATIVE

Narratives should be entered in the monthly/ongoing narrative (MNAR) any time an action is
taken on a case, a change is reported, or a complaint is made in an interim month. The
narrative should explain the situation fully and what action (if any) was taken on the case. The
following are examples of when a narrative should be entered when information is received or
acted on in an interim month:

Examples:

. Household composition changes

. Income and shelter changes

. Changes that may not be acted on right away

. Customer calls to dispute information on their case

. Reports from other sources including, but not limited to, CPS, ASA, QC, anonymous
reports, etc.

. Changes that were a result of information known at application, renewal, or 6 month
report

7. Narrate phone calls from customers that may contain information that may be helpful

in future benefit months.

gabhwNPE
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6230 SIX MONTH REPORT NARRATIVE

Narratives for 214’s (Six Month Report) should include any and all changes in a case.The
following must be documented:
1. Forms mailed to customer and date mailed.
2. Contacts with other agencies, landlord, etc.
3. Date EA 214 was received and if the Report form is complete or incomplete.
a. If complete document the following:
= New HH member, date entered the home, relationship to applicant, programs
requesting, income and resources of new member
HH member who left home and the date the member left
Change in residency, rent, utilities and how verified
Daycare/child support obligation and how verified
Earned Income-source, gross amount, when received, and how verified
Unearned Income-source, gross amount of each check, when received, and how
verified
Changes in resources
Benefit amount
f incomplete document the following:
Reason EA-214 is incomplete
Note when EA-349 was mailed
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CHAPTER SEVEN: HOUSEHOLD COMPOSITION
7000 HOUSEHOLD COMPOSITION

7100 HOUSEHOLD CONCEPT

A household is defined as individuals living together who usually purchase and prepare food
together. Individuals may be certified separately if they share living quarters with the household
but do not customarily purchase and prepare food with the household as long as the
individual(s) do not meet the criteria outlined in 7200 (B) listed below.

This category also includes live-in attendants who reside with a household to provide medical,
housekeeping, child care, or other similar personal services whether or not they receive meals
in the household in which they live.

Individuals may be certified separately if they are filing an application as a separate household
while living with others they depend on for support only if their intention is to purchase and
prepare their own food separate from the others when they get their SNAP benefits.

Example 1: Mr. Jones filed an application as a separate household on September
19. On August 20, he had lost his only income so moved in with a friend. Mr. Jones
states that if he is eligible, upon receipt of his SNAP benefits he will begin
purchasing and preparing his own food. He may be certified as a separate
household.

Example 2: A spouse who is an interstate truck driver, and who has no separate
residence may not claim separate household status even though meals are
consumed away from home.

An individual may not be certified to participate in more than one SNAP household in the same
month unless the individual meets the battered woman requirements.

Under no circumstances may an individual receive SNAP and commodities (through the Food
Distribution Program on Indian Reservations (FDPIR)) in the same month. If an individual
applies for SNAP in the same month they have already received commodities or SNAP with
another household, their application must be denied for that month. If the applicant did not
receive SNAP or commodities in the application month, but resides with a household that did,
the applicant is allowed to have separate household status for one month, if otherwise eligible.
The situation must be resolved by the second month.

If a household is certified for SNAP but is receiving $0 benefits, they are still considered to be
receiving SNAP benefits. They must request the SNAP case be closed for the following month if
they want to receive commodities rather than SNAP benefits.

If it is established that an individual received SNAP and commodities in the same month, a
claim is filed only if the household was certified for commodities first because the household
was never entitled to SNAP. If the household was certified for SNAP first, then no claim is
needed because the household was legally entitled to their SNAP benefits (it is commodities
that were erroneously received).
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7110 HEAD OF HOUSEHOLD

The SNAP head of household is the person in whose name application is made for participation
in the program. Typically, it is the person who is the household's primary source of income.

The Benefits Specialist may designate the head of household or permit the household to do so.
The Specialist should suggest persons serving as the TANF case head of household also be
considered the head of household for the SNAP case. Do not impose additional requirements
based on the classification of head of household, such as requiring that the head of household,
rather than another responsible adult member of the household, appear at the certification office
to make application for benefits. In the event that the head of household is unable to file the
application, the spouse, another responsible household member, or an authorized
representative may apply for the household.

7120 CHILDREN UNDER 18

A child under age 18 is considered under parental control of an adult household member if any
adult household member is the child's legal guardian, managing conservator, or has legal
custody of the child. The parental control test is not applied to a legally assigned foster child.

If none of these persons is a household member, consider the child under parental control of a
member if:

A. Verification from the child's parent, guardian or conservator outside the household
shows that the child is under a member's control; or

B. The household states that a member controls the child; or

C. The child is dependent upon the adult member for financial support.

NOTE: The fact the minor child may or may not have a spouse or children does not
change the financial dependency requirement.

7200 HOUSEHOLD DETERMINATION

The following explains who is and who is not included in the household.

A. A household may be composed of any of the following individuals or groups of
individuals:

1. An individual living alone. Also, a group of people who live together and
customarily purchase food and prepare meals together for home consumption.

2. An individual or group of people, who, while living with others, customarily
purchase food and prepare meals for home consumption separate from the
others.

3. An individual or group of individuals who are blind or disabled residents of an
authorized Community Support Provider facility and who meet the definition of
disabled.
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4. An individual and their children, residing for the purpose of regular participation in
a drug or alcohol treatment program at a facility or treatment center authorized to
accept SNAP benefits.

5. A resident(s) in a public or private non-profit residential facility that serves
battered women and children. DSS considers persons temporarily living in
shelters for battered women and children individual household units if they apply
for and receive SNAP benefits.

6. A resident(s) in a non-profit center for the homeless.

7. An individual 60 years of age or older (and their spouses) who cannot prepare
their own meals because they suffer from disabilities considered permanent
under the Social Security Act (SSA) or some other permanent physical or mental
non disease-related disabilities, may be a separate household even if living and
eating with others. This rule is limited for those cases where the countable
income of the individuals with whom the disabled/elderly person resides
(excluding the income of the elderly/disabled individual and his/her spouse) does
not exceed 165 percent of the poverty level.

The key factor in determining whether or not a disability would qualify a
household for separate status under this rule is inability to purchase and prepare
meals. In most cases someone with a disability considered permanent under the
SSA can be assumed to be incapable of purchasing and preparing meals. If it is
obvious the applicant cannot purchase and prepare his/her own meals as easily
as a nondisabled person, separate household status may be granted. However,
when the inability to purchase and prepare meals is not obvious, request a
doctor's statement indicating that the person is unable to purchase and prepare
their own meals.

8. Residents of public institutions who apply for SSI prior to their release from an
institution under the Social Security Administration's Prerelease program for the
Institutionalized (42 U.S.C. 1383 ())).

B. The following people cannot be certified separately if they live together:

1. Parents and their children (natural, adopted, or step) under age 22.

2. Children under age 18 who are under the parental control of an adult household
member who is not their parent. Foster children may be excluded household
members if the household so designates.

3. Spouses. A spouse is either of two individuals who were legally married in a
jurisdiction where the marriage was conducted. A marriage may consist of a
man/woman or same-sex couples as long as the marriage was legally performed in
that state.

C. Non-household members include the following individuals who reside with the household
but cannot be considered household members when determining the household's
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eligibility allotment. Non-household members who are otherwise eligible may participate
as separate households.

1.

Roomers - Individuals to whom a household furnishes lodging, but not meals, for
compensation.

Live-in attendants - Individuals who reside with a household to provide medical,
housekeeping, child care, or other similar personal services. The individual(s) must
be living in the residence of the individual requiring the personal care to be allowed
separate household status. (In other words, the individual requiring the service
cannot move into the attendant’s residence for this provision to apply.)

Others - Other individuals who share living quarters with the household but who do
not customarily purchase food and prepare meals with them. For example, if the
applicant household shares living quarters with another family to save on rent, but
does not purchase and prepare food together with that family, the other family
members are not members of the applicant household.

Children 22 and older who reside with their parents and do not customarily purchase
food and prepare meals with their parents would be considered non-household
members in their parent's SNAP household.

. Excluded or disqualified household members cannot participate as separate households
during their period of exclusion. Excluded household members include:

1.

Ineligible alien - Individuals who do not meet the citizenship or qualifying alien status
and/or the eligible alien criteria.

SSN Disqualified - Individuals disqualified for failure to provide a social security
number.

Work Registration activities or E & T non-compliance - Individuals disqualified for
failure to comply with Work Registration activities, E & T, voluntary quit or reducing
hours of employment.

Intentional program violation disqualified - Individuals disqualified for intentional
program violation.

Citizenship/Alien Status Signature - Individuals disqualified for failure to attest to their
citizenship or alien status by failing to complete the citizenship status question on the
household member section of the DSS-EA-301.

Duplicate Benefits - Individuals disqualified for fraudulently receiving duplicate
benefits. To be disqualified for 10 years, the individual must be found to have made a
fraudulent statement with respect to the identity and place of residence that allowed
an individual to receive multiple SNAP benefits simultaneously.

Trafficking - Individuals convicted of trading benefits for weapons, ammunition,
explosives, or drugs or buying/selling benefits in excess of $499.
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10.

11.

Fleeing Felons/Parole/Probation Violators - Individuals disqualified for fleeing a
felony or violating parole/probation.

Disqualification for failure to comply with public assistance requirements - Individuals
disqualified for failure to comply with TANF program requirements.

Non-exempt able-bodied adults without dependents (ABAWD) who have received
their time limited benefits and are not meeting the work requirements.

Food Distribution Program on Indian Reservations (FDPIR) Carryover [PV
Disqualifications — Individuals disqualified from FDPIR (known as commodities) are
ineligible to receive SNAP assistance during the time he/she is disqualified.

The following cannot be considered members of any household and are ineligible for
SNAP benefits.

1.

Residents of boarding houses, or individuals (boarders) who live with others and pay
the others a reasonable amount for meals.

Institutional residents who receive more than half of their meals each day from the
institution as part of the institution's normal services. This does not apply to residents
of homeless shelters. Including students who eat 50% or more of their meals by
purchase of meal plans.

Neither residents of federally subsidized housing for the elderly built under Section
202 of the Housing Act of 1959 or Section 236 of the National Housing Act nor
persons described in A(3),(4), or (5) above, are considered institutional residents.

Students who are required to meet special eligibility criteria but fail to do so.

Individuals who are detained in Federal, State, or local penal, correctional or other
detention institutions for more than 30 days. Prison matches are completed after
application and renewal and if a match occurs, the information must be followed up
on, and appropriate action taken.

The household has the option to include or exclude foster care children or adults as
household members.

. Households are disqualified from receiving SNAP if a household member refuses or

refused to cooperate with a Quality Control reviewer. The disqualification period
continues until the member cooperates, but no later than 125 days after the end of the
federal fiscal year the review was completed for. The disqualification period remains with
the household member who refused to cooperate; therefore, if the household member
moves into a new household, that household then becomes ineligible.

EXAMPLE: The federal fiscal year is Oct — Sept., the disqualification ends Feb 2™ each year.
February 2, 2015 for reviews completed for the benefit months October 2013 —
September 2014

February 2, 2016 for reviews completed for the benefit months October 2014 —
September 2015

February 2, 2017 for reviews completed for the benefit months October 2015 —
Sentember 2016
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7210 TEMPORARY ABSENCES

There are times when household members are temporarily absent from the household, but may
still be considered in the household composition. This usually occurs if the individual is absent
from the household for less than 30 days. There may be times that the 30-day period can be
extended. If an individual is away from the household for longer than 30 days, but less than 60
days, then the situation should be discussed with a supervisor and, if needed, state office
should be consulted.

7300 SPECIAL HOUSEHOLDS

This section explains certification procedures for specific households. Some of the following
examples differ from general certification procedures. These households are considered special
because their income or other circumstances may be substantially different from typical SNAP
households.

7310 STUDENTS

This section has the policies and procedures unique to students. Students attending institutions
of higher education must follow the special eligibility criteria defined in the following sections.

7311 ELIGIBILITY CRITERIA FOR STUDENTS

A. Special eligibility criteria — Individuals age 18 through 49, physically and mentally fit,
and enrolled at least half time in an institution of higher education are ineligible unless
they meet at least one of the following criteria. Documentation in the narrative and a
copy of the completed Student Eligibility Checklist, DSS-EA-328 is required.

1. Are employed for pay at least 80 hours per month. If self-employed, work at least 80
hours per month and earn at least the federal minimum hourly wage times 80 (gross
income).

2. Participate in a Federal or State work study program during the regular school year.

3. Be responsible for the care of a dependent household member under age six.
Student eligibility criteria based on responsibility for the care of dependents is to be
consistent with work registration exemptions based on the same criteria.
Traditionally, the work registration provision has always referred to the physical care
of a dependent and has always been limited to allowing only one person to claim an
exemption as the primary person responsible for the care of a dependent in
situations where more than one person shares such responsibility. If both parents
are students, they have more than one child under 6, and each claim responsibility
for one of the children, both would be eligible students.

4. A single parent enrolled full-time in an institution of higher education with
responsibility for the care of a dependent child under age 12. The single parent must
be enrolled full-time. This exemption rule applies regardless of the availability of
adequate child care.

5. Be responsible for the care of a dependent household member who has reached the
age of six but is under age 12 where the Specialist has determined that adequate
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child care is not available to enable the student to attend class and comply with 1 or
2 above. (Specialists have the discretion to accept reasonable statements from the
student that adequate child care is not available and to take other considerations into
account such as location of nearest day care facility, availability of funds to pay for
adequate child care, etc.)

6. Receiving benefits from TANF or Tribal TANF. If the student is sanctioned from
TANF or Tribal TANF, he/she is not an eligible student based on TANF or Tribal
TANF eligibility.

7. Be assigned to or placed in an institution of higher learning through a program under
the Workforce Innovation and Opportunity Act (WIOA).

8. Be assigned or placed in an institution of higher learning through a program under
Section 236 of the Trade Act of 1974 (Trade Adjustment Assistance - TAA - handled
through the Department of Labor. The payments under TAA are labeled Trade
Readjustment Allowances (TRA).

9. Be assigned or placed in an institution of higher learning through an on-the-job
training program. Eligibility only exists during the time the person is being trained by
the employer.

B. Exceptions to special eligibility criteria — The following individuals are not required to
meet the special student eligibility criteria and are treated for SNAP the same as other
household members:

Under age 17 or age 50 or over

Physically or mentally disabled

Attending high school

Enrolled less than half time, or enrolled full time, in schools or training programs
which are not considered institutions of higher education

PopnpPE

C. Meal Plans — Students who eat 50% or more of their meals through a meal plan are
considered residents of an institution and are therefore not eligible to receive SNAP
benefits. Benefits Specialists will need to discuss with the student what type of meal plan
was purchased and determine whether or not the numbers of meals purchased is equal
to 50% or more of three meals daily in any given month.

7312 VERIFICATION OF STUDENT ELIGIBILITY

Verification of student eligibility status is required. The verification may be obtained from the
student, source, or school. Examples of verification are:

A. Student’s age: Birthdate listed on 301, unless questionable. If questionable, verification
is required (examples; driver’s license, birth certificate, etc.)

B. Responsibility for child: Student’'s statement he/she is responsible for the child if there is
an age appropriate child in the household. His/her explanation about the availability of
adequate child care should be written and is acceptable, unless questionable. If
guestionable, further clarification is needed.
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C. Physical or mental impairment: If the disability is evident to the Specialist, no further
verification is required. If not, verification may consist of temporary or permanent
disability payments (paid because the individual is unable to work) from governmental or
private sources (SSA, SSI, etc.), or a statement from the individual's physician or
licensed or certified psychologist that the individual is unable to work.

D. School status: Statement from the student that he/she is enrolled at least half time is
acceptable unless questionable. If questionable, verification is required (examples;
awards letter, statement from school regarding number of credit hours student is
attending and how many credit hours are needed for at least half-time, etc.)

E. Income eligibility: Work Study, TRA/TAA, and WIOA may be verified by the student
(awards letters, copies of checks, etc.), school (financial aid officer), or source (Job
Services). TANF may be verified via ACCESS

F. On-the-job Training: Documentation from the employer that the individual is attending
school as part of the employee’s training.

7313 INSTITUTION OF HIGHER EDUCATION

An institution of higher education for this purpose is a college, university, business, technical,
trade, or vocational school that normally requires a high school diploma or an equivalency
certificate, such as a GED, for enroliment.

Colleges or universities normally require diplomas or certificates but allow exceptions for some
students to enroll in a regular curriculum who are not high school graduates. These institutions
still are considered institutions of higher education.

A. Enrollment Status — Enrollment status in an institution of higher education begins on the
first day of the first school term at the institution, even though the student might register
early for classes. For example, a high school senior might be accepted by a college and
register for classes before graduation; however, enrollment status does not begin until
the start of the college term.

Once enrolled, enrollment status continues through normal periods of class attendance,
vacation, and recess until the person graduates, is suspended or expelled, drops out, or
otherwise does not intend to register for the next normal term (excluding summer
school). A student thus retains enrollment status during summer vacations, for example,
unless the student does not intend to return to school in the fall.

7314 WORK STUDY PROGRAMS

To qualify under this criterion, the student must be approved for a Federal or State Work Study
Program and anticipate working during the school term at a work study job. There is no
minimum number of work hours a week to qualify as a work study program. The exemption
would continue until the end of the month in which the school term ends or it becomes known
that a student has refused an assignment. Work study eligibility would not continue between
terms when there are breaks of a full month or longer for which work study has not been
approved. The eligibility criteria only apply during the months in which the student is approved
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for work study. Eligibility will no longer be allowed during the summer months unless the student
is approved for work study during the break, or meets other student eligibility criteria.

If a student anticipates a work study job, and it does not materialize during the school term, a
claim would not need to be completed unless the student gave wrong or misleading information.
The following clarify situations involving approved Federal or State work study funds:

A. At application, the student does not yet have a Federal or State funded  work study job
but anticipates getting a job later that month.
= The student meets work study eligibility criteria and retains eligibility during the
school term unless they refuse a work study job assignment.

B. Student applies September 5. They do not have a Federal or State work study job but
anticipate getting one sometime in the school term.

» The student meets work study eligibility criteria for September and retains eligibility
during the school term unless they refuse a work study job.

C. On-going case, student reports on the six-month report form that she has been approved
for Federal or State work study funds on October 15 and anticipates getting a work study
job.
= The student meets student eligibility criteria for November. If this were an October

application, and work study was approved prior to approval, the student could be

eligible for October benefits because the eligibility criteria was met the month of work
study approval or the month in which the school term starts, whichever is later.

D. The student has a Federal or State work study job, works for a couple of months, and
the job finishes prior to the end of the school term.
= Once begun, the eligibility criteria are met until the end of the month in which the
school terms ends, or it becomes known that the student refused an assignment. If
the student quit the work study job, the quit would be considered a refusal and the
eligibility criteria would no longer be met.

E. The student has Federal or State work study and is working in May, and the student
anticipates returning to school in September.
= The student would lose his/her work study eligibility over the summer months
because the break between terms is at least a full month or longer and the student is
not participating in work study during the break.

7314.1 Title IV-C, Higher Education Act

Some programs might involve state as well as federal funding. These programs are work
study programs if the federal portion is funded under Title IV-C of the Higher Education Act.
Participating institutions maintain lists of students who participate under that federal funding.

7314.2 Cooperative Programs

Under some federally funded cooperative education programs, persons are full-time
students one semester and work full time the next. These are not considered work study
programs because the work and study do not occur together. A student might qualify,
however, by participating in another work study program or by obtaining a regular job during
the school semester.
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Students who must work to fulfill academic requirements, such as a medical student
required to intern in hospitals or student teachers who must obtain actual teaching
experience as part of their degree requirements, also do not meet the work study criteria.

7320 ELDERLY OR DISABLED

For SNAP purposes an "elderly or disabled member" means a member of a household who
meet one of the definitions below.

A. Definition of Elderly:
Individuals 60 years of age and older are defined as elderly. This includes people who
are 59 years old when they apply but who will become 60 on or before the last day of the
month of application.

B. Definition of Disabled:
Individuals who meets one of the following criteria:
1. Eligible to receive or receiving SSI benefits, including presumptive SSI payments, or
eligible under SSI 1619 B criteria
a) SDX or SVES verifies SSI benefits and individual must be receiving SSI
benefit or approved to receive SSI benefits.
b) 1619B status is verified on the MEDX screen on the SDX when MED ELIG
displays C ELIG and PAYMENT STATUS displays NO1-NON-PAY.

2. Receives SS disability or blindness payments.
a) Verified via BNXV or SVES.

3. Receives a disability retirement benefit from a local, state, or federal government
agency and the disability is considered permanent according to Social Security
Administration’s definition of disabled.

4. Receives federally or State-administered supplemental benefits provided the
eligibility to receive the benefits is based on the SSI disability or blindness criteria.
(South Dakota does not have disability based State general assistance benefits
however someone moving to South Dakota may have received this benefit from
another State.)

5. Receives a disability annuity payment under the Railroad Retirement Act of 1974 and
is:
a) Is determined disabled under SSI criteria; or
b) Is eligible to receive Medicare by the Railroad Retirement Board.

6. Receives disability related medical assistance provided that the assistance is based
upon disability or blindness criteria which are at least as stringent as those used
under Title XVI of the Social Security Act. The disability based SD Medical Programs
meeting the criteria are listed below. Eligibility for these programs is determined on
the SS09 system:

a) DCP: Disabled Children’s Program, 22 or 32

b) OTH: LTC assistance for hospitals 22 or 32

c) WPA or QUADS: Assistance Daily Living Services, 22 or 32
d) DAC: Disabled Adult Children, 22 or 32
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7.

8.

10.

e) PIC: Pickle, 22 or 32

f) MAWD: Working Disabled, 22 or 32

g) WSE: ASA Waiver Program, 16

h) DWW: Disabled Widow(er), 22 or 32

i) FSW: Family Support Waiver, 22 or 32

j) WSD: Waiver for Developmentally Disabled, 37 or 38

Receives federally or State-administered supplemental benefits under Section 212(a)
of P.L. 93-66.

Veterans who receive VA benefits because they are rated a 100% service-connected
or non-service connected disability or who, according to the VA, need regular aid and
attendance or are permanently housebound.

Surviving spouses of deceased veterans who meet one of the following criteria
according to the VA:
a) need regular aid and attendance,
b) permanently housebound, or
c) receives or has been approved for benefits from the VA because of the
veteran's death and could be considered permanently disabled for Social
Security purposes.

Surviving children (any age) of a deceased veteran who the VA:
a) has determined are permanently incapable of self-support, or
b) has been approved for benefits because of the veteran's death and could be
considered permanently disabled for Social Security purposes

C. Social Security’s Definition for Disabled: Any of the following 11 conditions determine,
according to SSA, if a recipient is disabled:

1.
2.
3

© N O s

9.

10.

11.

Permanent loss of use of both hands, both feet, or one hand and one foot.
Amputation of leg at hip.

Amputation of leg or foot because of diabetes mellitus or peripheral vascular
diseases.

Total deafness, not correctable by surgery or hearing aid.

Statutory blindness, unless caused by cataracts or detached retina.

IQ 59 or less, established after the person becomes 16 years old.

Spinal cord or nerve root lesions resulting in paraplegia or quadriplegia.

Multiple sclerosis in which there is damage to the nervous system caused by
scattered areas of inflammation. The inflammation recurs and has progressed to
varied interference with the function of the nervous system including severe muscle
weakness, paralysis, and vision and speech defects.

Muscular dystrophy with irreversible wasting of the muscles, impairing the ability to
use the arms or legs.

Impaired renal function caused by chronic renal disease, resulting in severely
reduced function which may require dialysis or kidney transplant.

Amputation of a limb of a person at least 55 years old.

D. Definition of SSI Household: A person receiving Supplemental Security Income (SSI) is:

1.

Federal payments made under Title XVI of the Social Security Act, as amended, to
the aged, blind, and disabled.
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2. Federally administered optional supplementary payments under Section 1616(a) of
that Act, or

3. Federally administered mandatory supplementary payments made under Subsection
212(a) of Public Law 93-66.

7330 HOMELESS INDIVIDUALS

Homeless individual means an individual who lacks a fixed and regular nighttime residence or
an individual whose primary nighttime residence is:

A. A homeless shelter or welfare hotel;

B. A halfway house or similar institution that provides temporary residence for individuals

intended to be institutionalized;

C. Atemporary accommodation in the residence of another individual if the accommodation

is for no more than 90 days; or

D. A place not designed for, or ordinarily used, as a regular sleeping accommodation for

human beings (a hallway, a bus station, a lobby, or similar places.

7340 BOARDERS

Boarders are ineligible to participate in SNAP independent of the household providing the
board. At the household's request, they may participate as members of the household providing
the boarder services to them.

A.

C.

Definition of a Boarder:

Boarders are individuals to whom a household furnishes lodging and meals and who pay
a reasonable monthly payment for meals. Boarder status will not include persons paying
less than a reasonable monthly payment for meals. A person who is furnished both
meals and lodging by the household, but is paying less than a reasonable amount, is a
household member. When the amount paid for meals can be distinguished from the
amount paid for lodging, only the amount paid for meals is evaluated to determine if the
payment is reasonable. If the amount paid for meals is inseparable from that paid for
lodging, the total payment is evaluated. The reasonable monthly payment for meals
must be paid in cash.

Reasonable Monthly Payment: A reasonable monthly payment will be one of the

following:

1. More than two meals daily. Boarders whose board arrangement is for more than two
meals a day will pay an amount equal to or exceeding the full monthly allotment for
the appropriate size of the boarder household; or,

2. Two or less meals daily. Boarders whose board arrangement is for two meals or less
each day will pay an amount which equals or exceeds two-thirds of the full monthly
allotment for the appropriate size of the boarder household.

Who Cannot be Considered a Boarder: Boarder status will not be extended to any of the
following:
1. A spouse of a member of the household; and
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2. Children under 18 years of age if under the parental control of a member of the
household; and

3. Parents who reside with their natural, adopted, or step children if the child is under
22 years of age; and

4. Children, under age 22, if residing with their parents; and

5. Individuals paying less than a reasonable monthly payment for meals alone.
Individuals furnished both meals and lodging by a household, but paying less than a
reasonable monthly payment are considered members of that household.

D. Boarding Houses:

Residents of commercial boarding houses are not eligible for benefits. The proprietor's

household may participate, separate and apart from the residents, if otherwise eligible. A

boarding house is defined as either of the following:

1. An establishment licensed as a commercial enterprise and offering meals and
lodging for compensation.

2. In communities which have no licensing requirements, a commercial establishment
offering meals and lodging with the intent to make a profit.

In either case, the number of residents has no effect on whether the establishment is or
is not a boarding house.

7350 STRIKERS

Households with striking members will be ineligible to participate unless:
« The household was eligible for benefits the day prior to the strike and is otherwise
eligible at the time of application.
« The striker is exempt for the work registration requirement the day prior to the strike for
any reason other than that they are employed.

Certified households with members who go on strike are not entitled to increased benefits if
their income decreases because of the strike.

A. Definition of a Striker: A striker is anyone who participates in a strike or concerted work
stoppage by employees, including slowdowns and other concerted interruptions of the
employer's operations. A strike often affects others besides those directly participating in
the strike. DSS does not consider these others to be strikers if:

1. They can't work because of the strike, or;
2. They fear to cross the picket line because of threatened harm or vandalism.
3. They are locked out of their jobs by their employers.

EXAMPLE: Airline pilots strike; in sympathy ticket handlers strike; baggage
handlers cannot work because there is no work; and mechanics fear retaliation if
they cross the picket line. The pilots and ticket handlers are strikers. The baggage
handlers and mechanics are non-strikers.

B. Eligibility and Benefits for Strikers:

Pre-strike eligibility is determined by considering the day prior to the strike as the day of
application and assuming the strike did not occur.
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Eligibility at the time of application is determined by comparing the striking member’s
income before the strike (as calculated for pre-strike eligibility) to the striker's current
income and adding the higher of the two to the current income of non-striking members
during the month of application.

To determine benefits (and eligibility for households subject to the net income eligibility
test), deductions are calculated for the month of application as for any other household.
Whether pre-strike earnings are used or his current income is used, the earnings
deduction is used, if appropriate.

EXAMPLE (Striker income): An applicant household has one member who is on strike.
This member earned $800 monthly on the job immediately before the strike. At the time
of application the striker receiving $350 per month strike benefits plus $350 from a part-
time job. Pre-strike income is $800 while post-strike income is $700. Therefore, the
higher of the two incomes will be used or $800 when determining eligibility benefits. This
is added to the rest of the household's income.

7360 PRISONER RE-ENTRY APPLICANTS

Individuals who are incarcerate in state correctional facilities may apply for SNAP benefits up to
two weeks before their scheduled release from the facility, with assistance from Department of
Corrections (DOC) case managers.

DOC case managers will not submit applications for individuals being released to another
temporary correctional facility where they will not be SNAP eligible (example CTP, CPR, etc.),
alcohol/drug treatment center, or moving in with a spouse/child.

Even though the application forms, verifications, and interview may be completed prior to the
individual's release, the application date is the prisoner’s release date.

EXAMPLE: An individual is scheduled for release June 18". The application was
processed June 5" (301 received, interview completed, etc). The date entered on the
Appl panel is June 18" and benefits are not approved until the 18", when the individual is
released.

The application will be identified on ACCESS on the APPL panel by entering a “P” in the “RSN”
(reason) code. Entering the “P” allows for entry of a later application date, and also provides
statistical data that is needed for the federal waiver process.

The SNAP case will remain with the designated DSS EABS until all required information and
verifications are processed.

EXAMPLE: Expedited Prisoner re-entry appl rec’d May 4™. Residency verification is not
available before the individual's May 10" release, so case is approved for May w/out the
verif. (Residency verif is required before June benefits are approved.) Verif of residence is rec’d May
24" and case is approved. The case is then transferred to the appropriate county. (If the
release date was after the 15" of the month, combined issuance rules would apply,
meaning, the case would not be transferred to the appropriate county until the postponed
verif were processed for July.
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If the individual's case closes and the individual re-applies for benefits at a later date, it is
important to remember to remove the “P” code from the APPL panel, if the “P” code is still
showing.

7400 PARTICIPANTS IN SPECIAL PROGRAMS

7410 PARTICIPANTS IN ALCOHOL/DRUG TREATMENT CENTERS, BATTERED
WOMEN AND CHILDREN SHELTERS, OR HOMELESS SHELTERS

The following participants in special programs may choose to receive SNAP:
A. Narcotic addicts or alcoholics, and their children, who regularly participate as residents
in an approved drug or alcohol treatment program.

B. Residents in approved shelters for battered women and children. (Note: These residents
must meet the same income and resource standards as other households.)

C. Residents of public or private non-profit shelters for homeless persons.

The special procedures in this section for residents in shelters for battered women and children
apply to persons living in private or public non-profit residential facilities that usually serve
meals. Shelters that do not serve meals as part of their normal services are not classified as
institutions. Residents of this type of shelter may participate in SNAP as individual household
units or as part of a group of individuals like any other household. They are not eligible for the
provisions described in this section.

7411 THE FACILITY AS AUTHORIZED REPRESENTATIVE

A. Residents, and their children, of drug/alcohol treatment centers apply for, purchase, and
use SNAP benefits with the facility acting as their authorized representative.

Facility residents who are not regularly participating in a drug/alcohol
treatment/rehabilitation program are not eligible under this provision to participate in
SNAP.

B. Residents in shelters for battered women and children may apply for SNAP, receive EBT
cards, and use the allotment on their own behalf. The facility does not have to be the
Authorized Representative, unlike drug/alcohol treatment centers. Households may
appoint a shelter representative or any other person to act as A/R the same as any other
household.

Individual households may use their allotments to buy meals prepared for them at a
shelter approved by USDA to use SNAP benefits as a wholesale food business.
Specialists must ask a shelter representative if the shelter is approved by USDA.

C. Homeless SNAP households will be permitted to use their SNAP benefits to purchase

prepared meals from homeless meal providers. Homeless meal providers may not act as
authorized representatives for homeless SNAP recipients.
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7412 APPROVED CENTERS

A. Drug or alcohol treatment and rehabilitation centers must be approved

(licensed/certified) by the appropriate agency of the State. Approval by USDA is not
required. However, if the Benefits Specialist verifies that USDA has certified the facility
as a retailer, then eligibility is confirmed.
The specialist must also ask facility for verification that the facility is a nonprofit
organization. If the facility is nonprofit, a current, valid Internal Revenue Service
exemption must be provided for verification. Normally, the licensing agency determines
the nonprofit status of the facility and this determination can be used as verification.

B. Shelters for battered women and children must be public or private non-profit residential
facilities that serve battered women and children. If a facility serves other persons, part
of the facility must be set aside on a long-term basis to serve only battered women and
children.

Before certifying any household in this type of shelter, the Benefits Specialist must
decide if the shelter meets the definition of an approved shelter and document the basis
of this decision. If the Specialist determines that USDA has certified the shelter as a
retailer, eligibility is confirmed.

The specialist must document the shelter's status as a non-profit organization. The
shelter should have a current certificate from the Internal Revenue Service.

C. Shelters or establishments for the homeless must be approved (licensed/certified) by an
appropriate State or local agency and must be authorized by FNS as a retail food store.

Such meal providers must be public or private non-profit organizations as defined by the
Internal Revenue Service (I.R.C. 501(c)(3)) and must serve meals that include food
purchased by the provider. Homeless meal providers serving meals, which consist
wholly of donated food, will not be eligible for authorization to accept SNAP benefits as
payment for meals.

7413 PROCCESSING PARTICIPANT APPLICATIONS

The usual processing standards for initial and later eligibility decisions, handling reported
changes, and other program actions as well as usual verification and documentation
requirements apply to residents in homeless shelters, treatment centers, and shelters for
battered women.

For eligible residents of drug or alcohol rehabilitation centers, battered women and children
shelters and homeless shelters who meet the expedited service regulations, the specialist must
ensure benefits are available no later than the seventh calendar day after the application date.

Resident households have the same rights to notices of adverse action, fair hearings, and lost
benefits as other households. A notice of adverse action, however, is not required when the
drug or alcohol treatment center or homeless shelter loses either:
A. Certification from the state, or
B. Its status as an authorized representative because USDA revoked its retail status,
prohibiting it from receiving SNAP.
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The exemption from the notice of adverse action does not apply to shelters for battered women
because the residents participate as individual households, and each household decides how it
spends its allotment.

There are a few special processing standards for residents in treatment centers, and shelters for
battered women participants. They are as follows:

A. Residents of treatment centers, if otherwise eligible and have no children residing in the
center with them, must be certified for program participation as one-person households.
If the child(ren) of the resident resides in the treatment center with them, the child(ren)
must be certified as household member(s) in the resident's household. DSS certifies
non-resident participants under normal procedures.

Specialists determine SNAP eligibility for shelter residents based on their income and
resources and the expenses they are responsible for. The amount of shelter expense is
determined after deducting a one person allotment amount from the amount of the room
and board payment. ACCESS automatically makes this calculation on the GLEX panel
so it is important that the room and board payment is entered on ACCESS.

B. Residents of battered women and children shelters may apply on their own or use the
shelter or other person as an authorized representative. DSS determines the eligibility of
these applicants as individual households.

These shelter residents may have left a household that includes the person who abused
them. The former household may already be certified for SNAP benefits and its
certification may be based on a household size that included the woman and children
who left. An application from a shelter resident who received SNAP benefits as a
member of their former household may be certified as a separate household. The
allotment would be based on the new household size.

The Specialist must report the change in household composition of the former household
to the office where the former household's case file is located.

DSS considers jointly held resources inaccessible and considers room payments to a
shelter as shelter expenses.

Specialists must encourage shelter residents to use the facility's post office box as their mailing
address, if available, to maintain a confidential residence address.

7420 SPECIAL CONDITIONS FOR DRUG OR ALCOHOL TREATMENT CENTERS

Items 7421-7424 applies only to drug or alcohol treatment centers They do not apply to shelters
for battered women and children because if the shelter is appointed authorized representative,
its responsibilities are the same as any other authorized representative.

7421 CENTER RESPONSIBILITY

A. Applies on behalf of the residents, and
B. Receives the EBT card and training, and
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C. Buys and prepares food for eligible residents on a group basis, or buys meals delivered
to the individual residents.

D. The resident and authorized representative should personally sign the SNAP application
form.

E. The facility acting as authorized representative is liable for any misrepresentation or
fraud which it knowingly commits in the certification of participants it is representing.
Therefore, the facility must be knowledgeable about household circumstances and
should review those circumstances with the participants before applying for SNAP
benefits on the participants' behalf. The facility is responsible for:

1. Reporting required changes in participant’s circumstances;
2. All losses or misuse of SNAP benefits held on behalf of participants, and
3. All over-issuances which occur while the participants are residents of the facility.

Specialists must report incidents of suspected misuse or misappropriation of SNAP benefits
through channels to State Office, who in turn will refer to USDA. If the facility is disqualified by
USDA as a retailer, it may not serve as an authorized representative for participants as long as
it is disqualified. Also, if the facility loses its license or certification from the appropriate State
Agency, it may not serve as authorized representative.

7422 LIST OF RESIDENT PARTICIPANTS

Each month, each facility director must give the local SNAP office a list of resident participants
in SNAP. The list must be signed by an employee of the facility and given to the local office
within five workdays after the end of the month for which it is prepared. Certification office staff
use the list to:

A. Monitor facility caseload on a monthly basis,

B. Make periodic on-site visits, and

C. Ensure that office records are current.

Specialist must also ensure that the person the facility appoints to act as A/R for participants
knows of the reporting requirements. If the list of residents is not sent within the required time
frame, the specialist should remind the facility representative of the reporting requirement.
Repeated failure of the facility to report resident participants should be reported, through
supervisory channels, to the State Office.

7423 PERIODIC ON-SITE VISITS

Benefits Specialists, or other designated staff, must make on-site visits to facilities on a periodic
basis to:

A. Verify the accuracy of the listings, and

B. Ensure that local office records are consistent and current, and

C. Verify the center’s certification is current.

The Specialist must document the date of the visit on the list being checked and must verify the
number of residents through an inspection of facility records, such as admission and departure
cards or ward lists. Specialists also must verify the facility's approval as a certified group living
arrangement.
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7424 RESIDENTS LEAVING DRUG/ALCOHOL TREATMENT CENTERES

Drug and alcohol treatment facilities that have the household's EBT card must provide departing
residents with their EBT cards (if applicable) and any unused benefits issued for the household.
If the benefits have been received, the facility must:

A. Provide the departing household with the EBT card and the remainder of their benefits,
regardless of when during the month the household leaves the facility; and

B. Provide the departing household with one-half its monthly benefit allotment even if all
benefits have already been spent on behalf of that individual if the household leaves the
facility before the 16th of the month. If the household leaves the facility after the 15th,
and all the benefits have been spent, no benefits are owed to the household.

C. Provide the departing household with instructions to go to the local DSS office for EBT
training and PIN change. They also should be instructed to contact their benefits
specialist to discuss continuing their eligibility.

D. Complete DSS-EA-307, SNAP Exit Form, and return the form to the DSS office within 10
days after the resident left.

E. If the individual leaves without notifying the facility, the facility must send the household’s
EBT card (with remaining benefits) with the DSS-EA-307, to the local DSS office.

Once DSS receives the DSS-EA-307, they must make the appropriate changes to the case, and
send a copy of the form to the individual. The form must be provided to the individual within 10
days of receipt. If the individual indicates they did not receive the benefits identified on the form,
a copy of the form and the recipient’s statement should be forwarded to State Office EBT.

If the departing resident fails to report the change in his circumstances as required, and the
Specialist is unable to locate the household, the Specialist must stop the delivery of future
benefits. EBT cards/benefits delivered to the facility after the participant leaves should be
returned to the Specialist and the EBT card should be immediately deactivated.

7430 PARTICIPANTS IN COMMUNITY SUPPORT PROVIDER FACILITIES

In June 2004 South Dakota was approved for the South Dakota Group Home Pilot Project.
Under FNS’ authorization for this project, residents in group living situations in these facilities
have simplified application and reporting requirements. The residents also receive standard
allotment amounts depending on the facility in which they reside. The name “Group Homes”
was changed to Community Support Providers or CSPs.

Residents in CSPs must be disabled. If the individual does not meet the disability criteria, the
individual is ineligible as long as he/she is a resident of a CSP facility.

Cases through Community Support Providers are handled through a centralized unit in State
Office thus any inquiries for SNAP benefits for those facilities should be referred to State Office.
State Office staff will also be responsible for the on-site visits.

The procedures identified in 7431-7435 pertain only to residents in CSP facilities, and only for
the time period the pilot project is authorized by FNS.
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7431 THE FACILITY AS AUTHORIZED REPRESENTATIVE

Residents of the facility will apply and be certified through use of an authorized representative
employed and designated by the CSP. The persons in the group living arrangement are certified
as one person households. The facility may either:
A. Receive the EBT card to purchase food for meals prepared by and/or served to the
eligible resident either communally or individually; or
B. Allow the eligible resident to receive the EBT card to use all or any part of the allotment
on his/her own behalf.

If USDA suspends the facility's status as an A/R (retailer), it may no longer act on the
customer's behalf.

7432 APPROVE CENTERS

Group living arrangement means a public or private nonprofit residential setting that serves no
more than 16 residents that is certified under regulations issued under Section 1616 (e) of the
Social Security Act. The South Dakota Department of Human Services (DHS), Division of
Developmental Disabilities, certify CSPs under 1616(e) of the Social Security Act. A list of
certified homes is maintained at State Office

Also, under the pilot project the CSP is required to be certified by USDA as a retailer. This

certification will also confirm the CSP’s eligibility. USDA's certification of a facility is valid until
revoked.

7433 PROCESSING PARTICIPANT APPLICATIONS

Residents of CSP facilities must meet the usual processing standards for initial applications and
renewals, including the usual verification and documentation requirements. However, the only
reporting requirement for CSP residents is that the facility must report if the resident’'s address
changes or the resident moves from the facility.

Eligible group home living residents who meet expedited service requirements must have their
benefits available no later than the seventh calendar day after the application date.

Residents have the same rights to notices of adverse action, fair hearings, and lost benefits as
other households. A notice of adverse action, however, is not required when the group living
arrangement loses either:
A. Certification from the state, or
B. Status as an authorized representative because USDA revoked its retail status,
prohibiting it from receiving SNAP.

Special processing standards for CSP participants are as follows:

A. Residents must apply through the facility's authorized representative and must be
certified as one-person households.

B. A face-to-face or telephone interview is not required for applications or renewals.
Applications and renewals may be processed through the mail unless the authorized
representative requests an interview, or an interview is needed to obtain more detailed
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information. A shortened application/renewal form is also used for CSP residents, DSS-
EA-301G.

C. Benefits will be paid in standard amounts based on each facility's average (see Section
5325 for more detalils).

D. Proration of benefits occurs at application and when a resident leaves the facility
(Section 5325).

E. A change in residence or the individual moving from the facility are the only reporting
requirements during the certification period.

State Office Specialists determine SNAP eligibility for shelter residents based on their income,
resources, and the expenses they are responsible to pay. The amount of group living shelter
expense is determined after deducting a one person allotment amount from the amount of the
room and board payment. ACCESS automatically makes this calculation on the GLEX panel so
it is imperative the gross room and board payment is correctly entered on ACCESS.

7434 SPECIAL CONDITIONS FOR CSP FACILITY ARRANGEMENTS

7434.1 Center Responsibility
A. Applies on behalf of the residents, and
B. Receives the EBT card and training, and
C. Buys and prepares food for eligible residents on a group basis, or buys meals delivered
D

to the individual residents.

. The authorized representative must sign the SNAP application form. The resident should
also sign the SNAP application form, if at all possible.
The facility acting as authorized representative is liable for any misrepresentation or
fraud which it knowingly commits in the certification of participants it is representing.
Therefore, the facility must be knowledgeable about household circumstances and
should review those circumstances with the participants before applying for SNAP
benefits on the participants' behalf. The facility is responsible for:

1. Reporting required changes in participant's circumstances

2. All losses or misuse of SNAP benefits held on behalf of participants, and

3. All over-issuances which occur while the participants are residents of the facility.

m

Specialists must report incidents of suspected misuse or misappropriation of SNAP benefits
through channels to State Office, who in turn will refer to USDA. If the facility is disqualified by
USDA as a retailer, it may not serve as an authorized representative for participants as long as
it is disqualified. Also, if the facility loses its license or certification from the appropriate State
Agency, it may not serve as authorized representative.

7434.2 List of Resident Participants
Each month, each facility director must give the local SNAP office a list of resident participants
in SNAP. The list must be signed by an employee of the facility and given to the local office
within five workdays after the end of the month for which it is prepared. Certification office staff
use the list to:

A. Monitor facility caseload on a monthly basis,

B. Make periodic on-site visits, and

C. Ensure that office records are current.

Specialists must ensure that the person the facility appoints to act as A/R for participants knows
of this reporting requirement. If the list is not sent within the required time frames, the Specialist
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should contact the facility representative to remind them of the reporting requirement. Repeated
failure to report results in the Specialist notifying State Office through the appropriate channels.

7434.3 Periodic On-Site Visits

Specialists, or other designated staff, must make on-site visits to facilities on a periodic basis to:
A. Verify the accuracy of the listings, and
B. Ensure that local office records are consistent and current, and
C. Verify the center’s certification is current.

The Specialist must document the date of the visit on the list being checked. Specialists must
verify the number of residents through an inspection of facility records, such as admission and
departure cards or ward lists. Specialists also must verify the facility's approval as a certified
CSP.

7434.4 Residents Leaving CSP Facilities
CAP facilities provide departing residents with their EBT cards and any unused benefits issued
for the household. If the benefits have been received, the facility must:
A. Provide the departing resident with the EBT card and the remainder of their benefits,
regardless of when during the month the resident leaves the facility; and
B. Provide the departing household with the prorated amount of the benefit allotment due
the resident even if all benefits have already been spent on behalf of that individual. A
proration chart has been provided to each facility and the minimum amount of benefits
given to the resident must be at least the amount on the appropriate day and total
issuance on the chart.
C. Provide the departing resident with the DSS office address and telephone number so the
resident can contact DSS to continue his/her eligibility and update his/her EBT card.
D. Complete DSS-EA-307G, SNAP CSP Exit Form, and return the form to the DSS within
10 days after the resident left.
E. If the individual leaves without notifying the facility, the facility must return the EBT card
(with remaining benefits) to State Office along with the DSS-EA-307G.

Once DSS receives the DSS-EA-307G, they must close the individual's SNAP case, and send a
copy of the form and a DSS-EA-301, Statement of Need, to the individual. The forms must be
provided to the individual within 10 days of receipt. If the individual indicates they did not
receive the benefits identified on the form, a copy of the form and the recipient's statement
should be forwarded to State Office EBT.

If the resident leaves the facility without notice, after the EBT card is received from the facility, it
is immediately deactivated.

7435 CSP ALLOTMENTS

Eligible CSP residents will receive a standard allotment based on their residence in a particular
facility. The allotment is updated twice per year, for October and May benefits. The allotments
and group home ID numbers are listed in the SNAP Desk Guides folder on the P drive. The
chart will be updated as allotment amounts are changed.

ACCESS will automatically determine the correct standard allotment if the group home ID is
entered correctly on the INST panel.
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Allotments are required to be prorated for approvals of new applicants based on the date the
application is received. ACCESS calculates the prorated standard allotment to the correct
amount for new residents based on the application date.

When individuals leave the facility, benefits must also be prorated based on the day the
household leaves the facility. The facility has a proration chart they must follow.

7440 PARTICIPANTS IN PREPARED MEALS SERVICES

7441 COMMUNAL DINING

Any member of an eligible household who is 60 years of age or older may use all or any part of
his SNAP benefits to purchase meals prepared at a communal dining facility authorized by
USDA for these purposes. In addition, if the household member lives only with a spouse, the
spouse, regardless of age, also may purchase meals from a communal dining facility provided
the spouse receives SSI.

A communal dining facility means any facility such as senior citizens' centers, apartment
buildings occupied primarily by elderly persons, any public or tax-exempt nonprofit private
school which prepares meals especially for elderly persons during special hours, and certain
other public or tax-exempt nonprofit private establishments which prepare and serve meals for
the elderly. It also means a private establishment which is under contract with a state or local
agency to offer, at concessional prices, meals prepared especially for the elderly. Such facilities
may accept SNAP benefits only after authorization by USDA. Local communal dining facilities
authorized by USDA to accept SNAP benefits in payment for prepared meals may be identified
through the local USDA office.

7442 MEAL DELIVERY SERVICE

Any member of an eligible household who is 60 years of age or older may use all or any part of
his SNAP benefits to purchase meals from a nonprofit meal delivery service authorized by
USDA for this purpose provided the individual is housebound, feeble, physically disabled, or
otherwise disabled to the extent that he is unable to adequately prepare all his meals. In
addition, if the household member lives only with spouse, the spouse, regardless of age or
disability, also may purchase meals from a nonprofit meal delivery service. An example of a
meal delivery service would be Meals On Wheels.

A nonprofit meal delivery service means a political subdivision or a private nonprofit
organization which prepares and delivers meals, which is recognized as tax-exempt by the
Internal Revenue Service, and which is not receiving federally donated foods from USDA for
use in the preparation of meals to be exchanged for SNAP benefits. These organizations may
accept SNAP benefits only after authorization by USDA.
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7500 NON-HOUSEHOLD MEMBERS, INELIGIBLE MEMBERS, EXCLUDED
(DISQUALIFIED) PERSONS

7510 NON-HOUSEHOLD MEMBERS

Non-household members include individuals who reside with the household but do not
purchase/prepare meals, roomers, and live-in attendants. Non-household members may not be
considered household members when determining the household’s eligibility. The non-
household member is not allowed to participate, their income/resources/allowable expenses are
not considered in the household’s budget, and the individual is not included when assigning a
benefit level to the household. Non-household members may participate as separate
households if they apply and meet eligibility criteria.

If the non-household member is paying the entire expense, then no deduction is allowed. If the
household shares expenses with the non-household member, only the amount actually paid or
contributed by the household is deducted as an expense except for utilities. The utility
allowance is never prorated so if the household shares in the utility costs with a non-eligible
member, the full allowance is allowed. If the non-household member and a member of the
household have a joint checking account, and the expense is paid from that account, then the
expense would be prorated among the number of people who own the joint account and the
eligible member(s) share would be counted as a deduction. If the household's portion cannot be
separated from the non-household member's portion, the Specialist deducts the household's
prorated share.

7520 INELIGIBLE HOUSEHOLD MEMBERS

Ineligible household members include individuals who reside with the household but are not
eligible because they are boarders, institutional residents, or ineligible students. Ineligible
members are not allowed to participate, their income/resources/expenses are not considered,
and they are excluded when assigning a benefit level to the household. They may not
participate as separate households. If an ineligible student shares the household’s utility
expense, the full utility allowance is allowed.

7530 EXCLUDED (DISQUALIFIED) MEMBERS RULE

A member or members of the household can be excluded from participation in SNAP while the
remaining members continue to participate. Excluded persons are household members,
although not allowed to participate, and their circumstances including income, resources, and
allowable expenses are subject to verification the same as any other member.

Exclusion may occur for the following reasons:

A. SSN disqualified - Individuals disqualified for failure to provide a SSN as set forth in
Section 3700. ACCESS: Member panel - SSN code: “R”.

B. Ineligible alien - Individuals who do not meet the citizenship or eligible alien status.
(Individuals, whose alien status is questionable, are ineligible aliens but should not be
considered illegal aliens.) ACCESS - Member panel - Alien Info Codes: “I” Ineligible or
appropriate alien code.
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C.

D.

Non-Compliance with Citizenship/Alien Signature Statement - Household members who
fail or refuse to sign the statement attesting to their citizenship or alien status. ACCESS -
Alien Info Code: *I* Ineligible.

Able-bodied adults without dependents who have received their time limits and are not
exempt from the ABAWD provisions.

The following rules apply to excluded member in A, B, C, or D above:

Is not included when assigning a benefit level to the household

Income and most allowable expenses are prorated among household members
Resources are counted entirely.

If the excluded member shares heating/cooling costs with the household, the
household is entitled to the full SUA.

Non-compliance with Work Registration or E & T - Individuals who do not comply with
Work Registration or E & T requirements, includes individuals who voluntarily quit a job
or reduce hours of employment without good cause. ACCESS: Mems panel — SNAP
SANC Code: “28"- Work Sanction; “30"-Voluntary quit/reduction of hours.

Intentional program violation (IPV) disqualified - Individuals disqualified for an intentional
program violation. ACCESS - Mems panel - IPV.

Duplicate Benefits - Individuals found guilty of receiving duplicate SNAP benefits (both
out-of-state and in-state) because they made a fraudulent statement regarding their
identity or place of residence are disqualified for 10 years. The guilty decision must have
occurred on September 22, 1996 or thereafter, and been issued from an Administrative
IPV Hearing, signed waiver, or State or Federal court anywhere in the nation. The 10
year time frame starts the month following the month the individual signed the waiver or
was found guilty. ACCESS - Mems panel — SNP SPDQ - “B”, Dup. Date - Date 10 year
time period starts.

. Trafficking - Individuals are permanently disqualified if they are convicted of or sign a

disqualification consent agreement for:
1. trading benefits for weapons, ammunition, or explosives; and/or
2. trading SNAP benefits for a controlled substance on at least two separate
occurrences September 22, 1996 or thereafter. ACCESS - Mems Panel —
SNP SPDQ. - “C”

Individuals are disqualified for 2 years if they are convicted or sign a disqualification
consent agreement for the first time for trading SNAP benefits for a controlled
substance. ACCESS - call help desk.

Individuals are permanently disqualified if they are convicted for buying/selling benefits
in excess of $499. (If the amount is less, the individual will be disqualified following IPV
disqualification time frames — 12 months 24 months, or permanently.)

Fleeing Felons/Parole/Probation Violators — as defined in chapter 2 definitions, are

disqualified members and are not eligible to receive SNAP benefits. ACCESS - Mems —
SNP SPDQ.- “F".
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Excluded members E — | above are not included as members when assigning a
benefit level to the household. Resources, income and allowable expenses of the
excluded member are counted in their entirety.

J. Disqualification for failure to comply with federal, state and local general assistance
requirements - Individuals disqualified for failure to comply with TANF or Tribal TANF
requirements may not have their benefits increased because of the disqualification.
(Currently TANF and Tribal TANF are the only programs that meet this definition in
South Dakota.)

If the individual is disqualified during the application process for TANF or Tribal TANF; or
was disqualified from TANF or Tribal TANF before receiving SNAP benefits, there is no
carry-over disqualification because disqualifications are only for on-going TANF, Tribal
TANF and SNAP recipients, not applicants.

TANF or Tribal TANF disqualifications carried-over to excluded members are:

1.

If an individual is disqualified from TANF or Tribal TANF for a time controlled period
(100% sanction, voluntary quit, reduction in hours, or failure to accept an increase in
employment hours), the individual is an excluded SNAP member and removed from
the SNAP household count during the time period he/she is disqualified from
TANF/Tribal TANF. ACCESS Mems panel — SNP SPDQ.: “W” for 100% sanctions
and “I” for the others

If an individual is disqualified from TANF or Tribal TANF for Intentional Program
Violation (IPV), the individual is an excluded SNAP member and removed from the
SNAP count. ACCESS - Mems Panel — SNP SPDQ. “I".

An Individual with a TANF or Tribal TANF disqualification listed in 1 or 2 above is not
included when assigning a benefit level to the household. The excluded member’s
resources, income, and allowable expenses are counted in their entirety.

3.

If an individual's TANF or Tribal TANF grant is reduced by 50%, or $50 child
reduction penalties, the individual remains an eligible member and the grant
reduction is added back as income automatically by ACCESS.

If TANF or Tribal TANF disqualifies a teen parent for not residing with a parent or in
an approved setting, or not attending school full-time, but approves the teen parent’s
minor child for TANF or Tribal TANF benefits, there is no carry-over disqualification.
The individual is ineligible for TANF or Tribal TANF, not sanctioned.

If the TANF individual is disqualified for a felony drug conviction, that is not a
carryover disqualification, and the amount of the individual’s TANF grant is budgeted
as received.

Individuals with a TANF or Tribal TANF grant reduction (3, 4, & 5 above) are not
considered excluded members and continue to be in the SNAP household count.

K. Quality Control Disqualifications - Individuals refusing to cooperate with a Quality Control
(QC) review are disqualified for 125 days (February 2) following the end of the federal
fiscal year (10/1-09/30). The household where the individual is receiving benefits is
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ineligible until the individual cooperates with QC, leaves the household or the
disqualification period ends. If the individual moves into another SNAP household, that
household is then ineligible because the disqualification goes with the individual.
ACCESS - Mems — QC DSQ".

Food Distribution Program on Indian Reservation (FDPIR, commonly called
Commodities) IPV Carryover Disqualification: Individuals disqualified from FDPIR for IPV
must be disqualified from SNAP for the same time period they are disqualified from
FDPIR. ACCESS - Mems — SNP SPDQ” “R”-12 months, “E"-24 months, or “V’-
permanent.

7540 OTHER EXCLUDED MEMBERS

This section pertains to individuals excluded for:

NookrwhE

Work Registration or E & T Non-Compliance; or
Intentional Program Violation (IPV); or
Voluntary quit/reduction of hours; or

Duplicate Benefits; or

Trafficking; or

Fleeing Felon/parole/probation violator; or
Disqualified from TANF or Tribal TANF.

The earned or unearned income of an excluded individual listed above will continue to be
counted in its entirety to the remaining household members.

Be aware that an individual may be in more than one category at a time.

If an individual is both an ineligible alien and an ineligible student, the rules for ineligible
alien apply.

If a household member is disqualified for failing to comply with Quality Control, the entire
household is ineligible.

If an individual is both an IPV disqualified member and an ineligible student, the rules for
IPV disqualification apply until the sanction expires, then the ineligible student rules

apply.

EXAMPLE: Jane began her IPV disqualification in July. In August, she enrolled
in college and became an ineligible student. Jane maintains her status as an
IPV disqualified member until her sanction expires. Then Jane becomes an
ineligible student if her circumstances have not changed.

7600 HOUSEHOLDS CONTAINING SPONSORED ALIENS

7610 DEFINITIONS

1.

A “sponsored alien” is a person lawfully admitted for permanent residence into the
United States (Section 3200) for whom a sponsor has executed an affidavit of support
(INS Form 1-864 or 1-864A) on behalf of the individual.
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2.

7620

A “sponsor” is a person or organization signing the affidavit on behalf of the alien as a
condition of entry. If the sponsor’s spouse also signed an affidavit on behalf of the alien,
the sponsor’s spouse income and resources must also be deemed.

“Date of entry” or “Date of admission” means the date established by the Immigration
and Naturalization Service as the date the sponsored alien was admitted for permanent
residence.

The affidavit of support (I-864 or 1-864A) is a legally enforceable contract between the
sponsor(s) and federal government for the benefit of the sponsored immigrant.

The affidavit is required for all applications for immigrant visas or adjustment of status
filed on or after December 19, 1997 (unless the individual is not required to have a
sponsor under Immigration and Nationality Act (section 5820, C).

By executing Form 1-864 or 1-864A, the sponsor(s) agrees to provide the financial

support necessary to maintain the sponsored immigrant at an income that is at least
125% of the federal poverty line, unless the obligation has terminated (Section 5830).

EXCEPTIONS TO SPONSORED ALIEN RULES

Aliens who are members of the sponsor’'s SNAP household.

Aliens who are sponsored by an organization.

Aliens not required to have a sponsor under the Immigration and Nationality Act such as
refugees, parolees, asylees, and Cuban or Haitian entrants. Children, under age 18,
who are legally residing in the U.S.

Sponsor deeming does not apply to children who are legally residing in the U.S. and
under 18 years of age.

A battered alien spouse, alien parent of a battered child, or a battered alien.

1. An exception from sponsor deeming for certain battered spouses and children is
allowed for a one-year period.

2. This exception is for immigrant spouses and children who have been battered or
subject to extreme cruelty in the United States by their spouses, parents, or by
another family residing in the household who was allowed to commit the acts.

3. The battery or cruelty must have a substantial connection to the need for the
public benefits.

4. The spouse or child subjected to cruelty must not be living with the person who
committed the abusive acts.

5. The battered spouse exception may extend beyond the initial one-year period if
the INS judge or an administrative law judge formally recognizes the battery or
extreme cruelty occurred. The local department must also determine that the
abuse continues to have a connection with the spouse or child’s need for
benefits.

6. State Office assistance may be requested if this situation occurs.
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F. An indigent alien whose sponsor’s contribution is so inadequate that the immigrant is
unable to obtain food and shelter.

1.

“Unable to obtain food and shelter” means the total amount of the eligible sponsored

alien’s household own income, plus any cash, food, housing, or other assistance

(including in-kind) provided by other individuals, including the sponsor(s), does not

exceed the gross income test for the household’s size (130% of the federal poverty

level).

To make this determination, add the alien’s countable income less farm loss or

legally obligated child support paid to a non-household member, plus any cash, food,

housing, or other assistance provided by other individuals, including the sponsor(s),
in the month of application.

a) In-kind assistance is defined as performing some work or service in lieu of paying
for a product or service. Determine the amount of in-kind assistance by
estimating a value for it. For example, if the alien does work for the sponsor for
his room, ask the sponsor how much he normally charges for the room rent.
Documentation is essential.

Compare the total income, contribution and value of in-kind assistance to the gross

income limit for the alien’s household size. If the total is greater than the gross

income limit, the alien is not indigent, and sponsor deeming must occur. If it is less,
the alien is indigent.

If the alien is indigent, the indigent exemption continues for 12 months from the

month of determination. After 12 months, a new indigent determination is required

(follow steps 1-3).

During the 12 months the alien is considered indigent, count only the actual amount

of cash support paid to the alien from the sponsor(s) for sponsor deeming, beginning

with the month of determination.

When an indigent determination is made, report to the US Attorney General in

writing.

a) The Attorney General, US Department of Justice, 950 Pennsylvania Ave., NW,
Washington, DC 20530-0001

b) Include the name of the indigent alien, the name of the sponsor, and the 12
month indigent time frame.

c) Send a copy of the letter to State Office.

Sponsor deeming rules only apply to eligible aliens so if the individual is an ineligible
alien, no deeming is completed.

7630 TERMINATION OF SPONSOR OBLIGATION

The sponsor’s support obligation terminates when the sponsored alien:

Becomes a citizen of the United States; or

Has worked, or can be credited with 40 qualifying quarters of work (Section 3222); or
Ceases to hold the status of an alien lawfully admitted for permanent status and has
departed the U.S; or

A.
B.
C.

D
E.
F

. Dies; or

The sponsor’s obligation also terminates if the sponsor dies; or
If the alien changes sponsors, use the new sponsor’s income and assets.
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7640 REPORTING AND VERIFICATION RESPONSIBILITIES

A. The eligible sponsored alien is responsible to report all or any of the following:

1.

2.

3.
4.

Obtain the cooperation of the sponsor(s) and provide the agency with any
information or documentation necessary to calculate deemed income and resources;
Provide names and other identifying information of other aliens for whom the alien's
sponsor(s) has signed an affidavit of support, if known;

Report if the sponsor(s) changes, and provide required information;

Report a change in income if the sponsor(s) changes or loses employment or dies.

INS offices are in agreement with USDA to provide information to State agencies that is
needed to carry out verification requirements in this Section.

B. If the sponsored alien is unable to provide information or verification:

1.
2.

how

Offer assistance in obtaining the information, if appropriate.

The alien is ineligible until the information or verification is received.

a) If the alien is the only sponsored member, eligibility must be determined for the
remaining household members.

b) The ineligible alien’s resources count in their entirety and income and expenses
are prorated.

No sponsor deeming is required for ineligible aliens.

If the same sponsor(s) are responsible for all members of the household, the entire

household is ineligible until the information and verification are received.

C. If the sponsored alien refuses to cooperate in providing information or verification:

1.

Other adult members, if any, must provide the information and/or verification needed
to determine eligibility. If no other adult member, then stop here as the individual is
ineligible until the information is provided.

DSS must offer assistance to the other adult household members in obtaining the
information, if appropriate.

The alien remains ineligible until the information or verification is received.

If the same sponsor(s) are responsible for all members of the household, the entire
household is ineligible until the information and verification is received.

7650 SPONSOR(S) INCOME AND RESOURCE CALCULATION

A. Resources of the sponsor and the sponsor’s spouse (if the spouse also signed an
affidavit) must be determined following SNAP procedures for resources.

Step 1
Step 2
Step 3

Step 4

ADD Allowable assets

SUBTRACT @ $1500

DIVIDE BY | Number of aliens sponsored, if known. If not known, the entire
amount counts

EQUALS Amount of resources deemed per member sponsored
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B. Income of the sponsor and the sponsor’s spouse (if the spouse also signed an affidavit)
must be determined following SNAP procedures for income.

Stepl ADD Earned income of sponsor(s)
Step 2 | SUBTRACT @ 20% of the earned income
Step3  ADD Unearned income of sponsor(s)

Step4 SUBTRACT  Legally obligated child support payment and/or farm loss

Step5 SUBTRACT Gross monthly income limit for family size (number of dependents
who are, or could be, listed on the Federal Income Tax Form)

Step 6 DIVIDE BY | Number of aliens sponsored, if known. If not known, the entire
amount counts

Step 7 | EQUALS Income deemed per member sponsored

Actual money paid to the alien by the sponsor(s) is not considered income to the alien, unless

the amount paid exceeds the amount deemed (as determined above). Consider the excess as
unearned income to the sponsored alien in addition to the amount deemed.

7660 CLAIMS AGAINST SPONSORED ALIENS/SPONSORS

Any over issuances will be the sole responsibility of the household because the sponsored alien
is responsible for obtaining and reporting sponsor information and verifications.

7700 CATEGORICALLY ELIGIBLE HOUSEHOLDS

Categorically eligible households may not be denied benefits because their income and/or
resources are over SNAP maximum amounts. Therefore, the $2250/$3250 resource test and
maximum gross/net income tests are automatically passed for categorically eligible households.
All other eligibility criteria must be met. The reason for categorical eligibility should be thoroughly
documented in the case file.

A. If the household meets one of the definitions listed below, the household is entitled to
categorical eligibility unless a household member is disqualified for IPV or the head of
household is disqualified.

1. All household members receive or authorized to receive Supplemental Security
benefits (SSI); or

2. All household members receive or authorized to receive TANF or Tribal TANF
benefits; or

3. All household members receive or authorized to receive TANF, Tribal TANF, or SSI
benefits; or

4.  TANF/SSI/Tribal TANF recipients whose benefits are suspended or recouped; or

5.  TANF/SSI/Tribal TANF eligibles who receive no grant because the benefit is under
$10.00; or

6. The household has one member receiving or authorized to receive Child Care
Services (CCS) benefits; or

7. A formal TANF application was diverted within the last 12 months [201 was signed];
or

8. The TANF case closed within the last 12 months; or

9. The Tribal TANF case closed within the last 3 months
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B. Recipients who are only eligible for Title XIX (Medicaid) benefits are not categorically
eligible unless their Title XIX eligibility is because their SSI is suspended or being
recouped.

C. Under no circumstances will any household be considered categorically eligible if:

1. Any member is disqualified for an intentional program violation (IPV)

2. The head of household is disqualified because the individual failed to comply with
work registration or E & T requirements (which include voluntarily quitting a job or
reducing employment hours without good cause).

3. The head of household is disqualified because he/she is a fleeing felon or
parole/probation violator, was convicted of receiving duplicate benefits after 09-23-97,
was convicted of trading benefits for weapons, ammunition, explosives, or drugs, or
buying/selling benefits in excess of $499 after 09-23-97.

D. The household may be categorically eligible if it contains non-eligible household
members (e.g. ineligible students, ineligible aliens, and ABAWDs who are ineligible
because of time limits).

E. Postpone denying a potentially categorically eligible household until the 30th day to allow
potential TANF, SSI, Tribal TANF, or Child Care Services (CCS) benefit approval. Within
30 days following the denial date, if the household notifies DSS or DSS becomes aware
of approval of TANF, SSI, Tribal TANF or Child Care Services, which makes the
hous