
COMMONWEALTH OF KENTUCKY


Cabinet for Health and Family Services


Department for Community Based Services


Frankfort, Kentucky







Operation Manual



Transmittal Letter No. 266   



   August 1, 2005
To:

All Field Staff

Subject:
Various Revisions - Volumes I, II, IIA, and X
Volume I
The Table of Contents is revised to change the title of MS 0108 to Civil Rights Disabled Individuals, and to add MS 0112, Limited English Proficiency (LEP) Requirements, and MS 0115, Providing LEP Services.

In addition, the Table of Contents is revised to remove manual sections 1567, 1578, and 1579 as they are already obsolete.
MS 0108 is revised to delete information on providing interpreter services to non- English speaking individuals.  This information is now in MS 0112 and MS 0115. 

MS 0112 is created to include policy concerning the requirements for providing services to LEP individuals.  The LEP requirements are mandated by the Civil Rights Act of 1964 and Executive Order 13166 of August 2000 and affect all federally funded programs and services.  This includes the programs administered by our Cabinet - K-TAP, Medical Assistance, Food Stamp and any other program funded by the Temporary Assistance for Needy Families (TANF) block grant.  These requirements not only apply to all Cabinet staff but to any contracted vendors used by the Cabinet to provide services.

The Cabinet must ensure that all LEP individuals have meaningful access to all programs.  Providing meaningful access includes:

· Providing  translated copies of essential forms and informational materials;

· Identifying LEP individuals and their language needs;

· Providing language assistance, interpreter services, at no cost to the individual; and

· Informing LEP individuals that interpreter services are available at no cost to the individual and how to access these services. 

MS 0115 is created to include the procedures used to meet LEP requirements and provide LEP services. The information includes what LEP services are available, how to access them, and how to pay for them.

MS 0506 is revised to reflect the appropriate individuals to receive the electronic form PAFS-343.1.  MS 0506 is further revised to reflect the appropriate individuals to receive a request for “exception” to a QC error.

MS 1587 is revised to provide procedures on how to handle claims that have been established in Kentucky and the household has moved out-of-state.  If a food stamp (FS) household has moved out-of-state and the Department is contacted by the new state regarding a claim, send all relevant claim information, including any current or past disqualifications to that state and remove the claim from the claims system.  The other state will establish the claim.
MS 1660 is revised to remove the portion that references sending a food stamp recipient form PAFS-2, Application Letter or Notice of Expiration, to meet with the Office of Attorney General in regard to trafficking activities.  MS 1660 is also revised to remove the statement "if the recipient does not keep the appointment, discontinue the case for non-cooperation".  We have received a Food and Nutrition Services (FNS) clarification which states that form PAFS-2 may not be issued as an attempt to require an individual to meet with or supply information to a fraud investigator.  Threatening to terminate the individual/household for failure to respond to a PAFS-2, when the response involves communicating with a fraud investigator, circumvents the right to remain silent.  The food stamp case cannot be discontinued.  It is further revised to correct the name of the Claims Section to Claims Management Section.
MS 1915 is revised to: 
· Change the title "Procedures for Safeguarding IRS" to “Procedures for Safeguarding IRS Information - Batch Match";  
· Add Procedures for Safeguarding BENDEX information.  BENDEX screens are NOT to be printed or placed in the case records.  Document in the case comments that the income amount was verified by inquiry on mo/day/year. 

· Give instructions on purging all BENDEX files, IEVS, and any other information obtained from the IRS.  In addition, purge any KASES screens that contain IRS data that was printed before 8/26/04.

· Revise the Cabinet name.

· Add instructions to lock terminals when not in use and sign off terminals when leaving for the day.

Volume II

MS 2915 is revised to state that the SAVE process must be completed within 30 days of the initial application.  This revision was made as a result of an FNS clarification.
MS 2915 is also revised to state that SAVE is accessed via a web-site versus via phone. 

MS 3175 is revised to remove the reference to interest income as this is now excluded.

MS 5210 is revised to delete the cross-reference to OM Update No. 04-08, MS 99660, 2/1/04, as this is already included in the policy.  MS 5210 is also revised to:

· Delete the cross-reference to OM Update No. 05-01, MS 99685, 1/1/05 and OM Update No. 05-15, MS 99699, 4/1/05, as these changes are incorporated into this manual section.

· Incorporate OM Update No. 05-01, MS 99685, 1/1/05, which states attendant care and child care payments are no longer considered excluded vendor payment if the provider is a member in the FS household and must now be considered earned income.

· Incorporate OM Policy Update No. 05-15, MS 99699, 4/1/05, which states that any income received from an AMERICORP program is excluded.  Some of the programs are VISTA, Foster Grandparents, and RSVP.  The recipient of this income is no longer required to have received food stamp benefits before excluding this income.

· Clarify that income received from the YouthBuild program is excluded if paid to a household member age 18 and under.  It is further revised to state YouthBuild and OJT income for members age 19-24 is countable.
· State that attendant care and child care payments provided to another FS household member from his/her own pocket and not from monies from an outside source are considered excluded income to the FS member receiving the money.

· Update the amount of payments given to KWP participants.  There are 3 levels of payment for monthly expenses based on the scheduled participation:

1.
Catchall  -  1 to 3 days per month = $9


2.
Part-time  -  4 to 16 days per month = $35


3.
Full-time  -  17 or more days per month = $60

· Add that payments made to a child of a Vietnam Veteran who suffers from disabilities resulting from spina bifida are excluded.

· Add a provision to exclude additional pay received by military personnel, under the Consolidated Appropriations Act of 2005, while deployed to a combat zone when determining eligibility for food stamp benefits.
· Add that interest and dividends are excluded.

MS 5210 is further revised to clarify that any recouped portion of SSI income is excluded.
MS 5220 is revised as the result of an FNS clarification to clarify that income received from OJT earnings from the YouthBuild program, if paid to a member age 19-24, is countable income.  MS 5220 is also revised to:

· Incorporate OM Update No. 05-01, MS 99685, 1/1/05, which states that Attendant Care and Child Care payments provided by an outside source are to be treated as earned income if the person providing the care is a FS household member.

· Add back instructions on consideration of capital gains income derived from self-employment as this was erroneously removed with OMTL #253 effective 8/1/03.
· To remove a reference to the treatment of sick pay as it was listed twice in this manual section.

· Add at the request of field staff that cafeteria plans that involve money owed to the recipient are countable income.

· Remove the reference to a portion of reimbursements being considered as Countable Income.  This was changed with OMTL #250, effective 4/1/03, due to changes in the Farm Bill.  This section was erroneously left in.

· Reclarify that VISTA income is considered countable, unless the member was receiving food stamps or public assistance at the time the member joined the program.  This revision is due to a recent FNS clarification that reversed their previous clarification that all of this income was excluded due to being under the AMERICORP program.  As a result of FNS’s reclarification, OM Upd. No. 05-15, MS 99699, 04/01/05 is rescinded.
· Rearrange material concerning Title I and Title II programs for better access.

· Remove the references to dividends as they are now excluded.

MS 5490 is revised due to an FNS clarification to state that residents in public housing only have to anticipate to incur excess charges for heating and cooling in order to be eligible for the SUA; they do not have to INCUR a cost first.   
MS 6400 is revised as a result of a FNS clarification to state that during 30/60-day application processing, if during the extended 30-day period a household provides the necessary verification to process the case, the household can be certified for benefits even if it is not the information that was originally requested.  (An example has been added for this.)
MS 6400

 HYPERLINK "http://manuals.chfs.ky.gov/dcbs_manuals/DFS/volii/voliims6500.doc" 
, 6500 and 6740 are revised to incorporate OM Upd. No. 05-13, MS 99697A (Addendum), 3/7/05, which states that Food Stamp applications, recertifications and member-adds that pend for mandatory supervisory approval can no longer be signed off on "over-the-shoulder".

Volume IIA

MS 5550 is revised at the request of FNS to specify that in-kind income is also considered unpaid.
MS 3050 is revised to reflect the changes in active ABAWD counties.

MS 5600 is revised at the request of field staff to remove the reference to Simplified Reporting (SR) in regard to the 20 hours work requirement.  It is also revised to add a reminder that all work registered members must still be correctly target coded.

MS 5650 is revised to reflect a new ABAWD tracking code for counties whose members are being included in a 15% exemption.

Volume X

The Table of Contents is revised to delete the following policy updates as they are incorporated into Volume II:  OM Upd. No. 04-08, MS 99660, 1/1/04; OM Upd. No. 05-01, MS 99685, 1/1/05; OM Upd. No. 05-11, MS 99695, 3/1/05; and OM Upd. No. 05-13, MS 99697A (Addendum), 3/7/05.  The Table of Contents is also revised to delete OM Upd. No. 05-15, MS 99699, 4/1/05, as this is already included in policy.

OM Upd. No. 04-08, MS 99660, 1/1/04, and OM Upd. No. 05-01, MS 99685, 1/1/05, are now obsolete as they are incorporated into MS 5210.

OM Upd. No. 05-11, MS 99695, 3/1/05, is obsoleted as it is incorporated into MS 5210.

OM Upd. No. 05-13, MS 99697A (Addendum), 3/7/05, is now obsolete as it is incorporated into MS 6400, MS 6500 and MS 6740.

OM Upd. No. 05-15, MS 99699, 4/1/05, is now obsolete as FNS reclarified how to consider VISTA income.
Tom Emberton, Jr. Commissioner
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