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[A.
Eligibility determinations for K-TAP, Kinship Care, Family Medicaid, AFDC related Medicaid, Adult Medical Assistance (AMA), and SNAP are completed on the Kentucky Automated Management and Eligibility System (KAMES).  MAGI Medicaid, which will take the place of Family Medicaid and AFDC related Medicaid, is processed on kynect.  In the transition period, some Family and AFDC related MA will be continued to be processed on KAMES until they are converted to MAGI Medicaid on kynect. 

B.
When a worker processes a case, the worker documents in KAMES comments any and all actions taken within the case.] 
C.
All individuals contacting the local office requesting assistance are entered into the Agency Contact File on KAMES by designated staff. 
D.
Workers cannot take or process an application of an individual who is a relative or close acquaintance.  This includes family members related by birth or marriage, through first cousins.  The worker is responsible for advising supervisory staff if an applicant is a relative or close acquaintance. The worker cannot provide case status information or inquire the case for a relative.  In addition, Family Support employees may not act on behalf of a payee by receiving, cashing, or co-signing checks.
E. 
Supervisors or designated persons accept and process applications filed by DCBS employees.    

F. 
All applications or reapplications must be acted on promptly.  No longer than 30 days should elapse between the application date and authorization for action date, with the exception of unusual case situations.  If the time frames required by the specific program are not met, document the reason for the delay in KAMES comments.  For IM cases when an application cannot be processed timely due to a reason beyond the control of the worker or applicant, enter the applicable good cause reason code on KAMES.  This will pend the action for supervisory approval.  Management reports will reflect the number of cases not processed within 30 days that had good cause.
G. 
To ensure authorizations are completed promptly, cases processed by workers without case decision must be reviewed immediately.
H.
Ongoing eligibility is reviewed periodically as required by specific program guidelines.

I.
Deny an application for assistance or discontinue benefits if:


1.
An individual withdraws the application or requests discontinuance;


2. 
It is established a technical or financial factor is not met; or


3.
An individual fails to verify eligibility factors.
J.
When entering a reapplication for a K-TAP or MA case that has been previously entered on KAMES, do not enter the alpha identifier.  A SNAP case number does not contain an alpha identifier.  If a case has been entered using the same SSN, a Case SSN/Name Match screen appears.  Each matched case will have a separate screen.  The questions on the Case SSN/Name Match screen must be answered correctly.  Give special attention to the case number, program code, and case identifying information that appears.  Assigning a different alpha identifier can create multiple problems.  If KAMES does not allow selection of the appropriate case, contact the Help Desk. To resolve case SSN/Name Match, do the following:

1. Enter “Y” to “Is the member in your case and the member in matched case the same person?” if the individual listed on the screen has the same name, SSN, and birthday as the person that is applying.  All three elements do not have to match exactly for “Y” to be answered; however, workers must ensure KAMES is matching with the correct person before answering yes.  An “N” response returns you to the Application/Recertification Menu screen and displays an error message, “TWO MEMBERS CANNOT HAVE THE SAME SSN, PLEASE CORRECT”.  Resolution of member matches will take place at the time of occurrence, one member at a time.

2. If a SNAP case has been previously entered on the system or there is a K-TAP or MA application pending for that individual, the “Select” field is protected and uploaded with “N” for these cases on the Case SSN/Name Match screen.

3. Enter “N” to “Do you wish to start a new case…?” to select the previous case.  Then a “Y” must be entered to the question “Do you wish to select this case?”.
 K.
Some screens are used for both SNAP and IM cases and require indication of which program’s policy is to be applied.  Enter “FS” for SNAP, “IM” for K-TAP, MA, and Kinship Care, or “JT” for both SNAP and IM so that KAMES will apply the appropriate policy.  These entries are not limited to the program being updated.  When a specific type of income is only countable in one program, use “FS” or “IM” as appropriate; otherwise use “JT”.  The correct code must be entered for KAMES to accurately calculate income and determine eligibility.  Certain actions taken on a member in a case can affect benefits received in another case if “JT” is entered.


EXAMPLE:  Sam is a member in both an IM and SNAP case.  At his SNAP recertification, Sam reports they are taking an overpayment out of his Social Security check.  Worker would enter the actual amount of Social Security received, and then enter the amount of the overpayment under “other unearned income”.  On the other unearned income screen an “IM” would be entered by the question, “JT/IM/FS__”.  Entering “IM” allows KAMES to calculate the full amount of Social Security for the IM case and only the actual amount received for the SNAP case.
