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20.010 STATUTORY AUTHORITY

[Kentucky Revised Statute (KRS) 403.212(2)(b) includes supplemental security income (SSI) benefits in the definition of “gross income” for purposes of establishing, modifying, or enforcing a child support obligation.  Kentucky Transitional Assistance Program (K-TAP) benefits and food stamps are specifically excluded from the definition of “gross income.”
KRS 403.212(2)(d) states that “if a parent is voluntarily unemployed or underemployed, child support shall be calculated based on a determination of potential income, except that a determination of potential income shall not be made for a parent who is physically or mentally incapacitated or is caring for a very young child, age three (3) or younger, for whom the parents owe a joint legal responsibility.”
KRS 403.212(4) includes a minimum obligation of $60 per month for all children whose parents have a combined monthly adjusted gross income of $0 per month.]
20.020 REGULATORY REQUIREMENTS
[Effective February 26, 1991, 45 Code of Federal Regulations (CFR) § 302.33(a)(1)(iii) was revised to include former IV-E Foster Care (FC) recipients as being eligible to receive continuation of IV-D services.

45 CFR § 302.33(a)(2) was revised to include former IV-E FC recipients as being eligible to receive continuation of IV-D services without an application or application fee being required.

45 CFR § 302.33(a)(4) was revised to require the Division of Child Support Enforcement (DCSE) to notify a family that is no longer eligible to receive public assistance under the K-TAP, IV-E FC, and Medicaid programs that child support services will be continued unless the family notifies DCSE otherwise.  DCSE must notify the family within five working days of the notification of ineligibility.

According to 45 CFR § 303.2(b), within 20 calendar days of receipt of a public assistance referral or a non-K-TAP application, caseworkers must open a case by establishing a case record, determining what action is needed, and reviewing the information in the case for accuracy and completeness.

In accordance with 45 CFR § 303.3(b)(3), the State Parent Locator Section (SPLS) must, within 75 calendar days of receipt of the initial referral, access all appropriate location sources.  This includes accessing the Federal Parent Locator Service (FPLS), if appropriate.  SPLS must also ensure that location information obtained is sufficient for action to be taken on the case.

45 CFR § 303.3(b)(5) requires that “repeat location attempts in cases in which previous attempts to locate absent parents or sources of income and/or assets have failed, but adequate identifying and other information exists to meet requirements for submittal for location, either quarterly or immediately upon receipt of new information which may aid in location, whichever occurs sooner.”

45 CFR § 303.6 requires that for all IV-D cases in which the obligation has been established, the IV-D agency must maintain and use an effective system for monitoring compliance with support obligations.  The IV-D agency must also identify on the date the noncustodial parent fails to make payments in an amount equal to the support obligation payable for one month and must enforce the support obligation.]
45 CFR § 303.10(a) allows the Cabinet for Families and Children (CFC) to evaluate and prioritize cases for the purpose of caseload management.  However, federally mandated time frames and case processing standards must continue to be met even though a case assessment and prioritization system has been implemented.  Cases are evaluated for prioritization purposes upon learning of a change in a case’s circumstances.

[45 CFR § 303.10(b)(6) requires a periodic review of unworkable cases and notification to the custodial parent in these cases that new information may result in a higher priority for the case.

45 CFR § 303.11 allows DCSE to close a IV-D case if the case meets at least one of the criteria that follow.  If the case does not meet at least one of these criteria, it must be kept open and worked.

1.
The child has reached the age of majority (18), there is no longer a current support order, and the arrearages are under $500 or unenforceable under state law {45 CFR § 303.11(b)(1)}.

2.
The child has not reached the age of majority (18), there is no longer a current support order, and the arrearages are under $500 or unenforceable under state law {45 CFR § 303.11(b)(2)}.

3.
The noncustodial parent or putative (alleged) father is deceased and no further action, including a levy against the estate, can be taken {45 CFR § 303.11(b)(3)}.

4.
Paternity cannot be established because:

a.
the child is at least 18 and action to establish paternity is barred by a statute of limitations {45 CFR § 303.11(b)(4)(i)}, or

b.
a genetic test or a judicial or administrative process has excluded the putative father and no other putative father can be identified {45 CFR § 303.11(b)(4)(ii)}, or

c.
the IV-D agency has determined that is is not in the best interest of the child to establish paternity for a case involving incest or forcible rape or for any case in which adoption is pending {45 CFR § 303.11(b)(4)(iii)}.

5.
The noncustodial parent’s address is unknown and the IV-D agency has made regular attempts using multiple sources to locate the noncustodial parent over a three-year period {45 CFR § 303.11(b)(5)}.

6.
The noncustodial parent cannot pay support for the duration of the child’s minority because he/she is institutionalized in a psychiatric facility, is incarcerated with no chance for parole, or has a medically-verified total and permanent disability with no evidence of support potential.  The IV-D agency must also determine that no income or assets are available which can be levied or attached for support {45 CFR § 303.11(b)(6)}.

7.
The noncustodial parent is a citizen of and lives in a foreign country, does not work for the federal government or a company with headquarters or offices in the United States, and has no reachable domestic income or assets.  Also, the state has not been able to establish reciprocity with the country {45 CFR § 303.11(b)(7)}.

8.
The only IV-D service requested was for location-only services and location has been completed {45 CFR § 303.11(b)(8)}.

9.
The non-K-TAP custodial parent requests that the case be closed and there is no assignment to the state of medical support or of arrearages {45 CFR § 303.11(b)(9)}.

10.
There has been a finding of good cause for noncooperation and support enforcement will cause harm to the child or to the custodial parent {45 CFR § 303.11(b)(10)}.

11.
The IV-D is unable to contact the non-K-TAP custodial parent for at least 30 calendar days despite attempts by both telephone and letter, including at least one certified letter {45 CFR § 303.11(b)(11)}.

12.
The non-K-TAP custodial parent has failed to cooperate and documentation shows that cooperation by the Non-K-TAP custodial parent is essential for the next step in providing IV-D services {45 CFR § 303.11(b)(12)}.

45 CFR § 303.11(c) requires that the non-K-TAP recipient be notified in writing of DCSE’s intent to discontinue IV-D services 60 calendar days prior to discontinuing services unless (1) the only IV-D service was location and the State Parent Locator Section (SPLS) has completed location services; (2) the non-K-TAP or former K-TAP, Medicaid Only (MA Only) recipient, Transitional Child Care (TCC), or FC custodial parent requests closure of the case; or (3) a finding of good cause has been made by the IV-A, IV-E, or Medicaid agency and it has been determined that support enforcement may harm the child or caretaker relative.  This provides the recipient an opportunity to supply information which may allow action to be taken for the case.

45 CFR Part 74, Section D requires DCSE to keep all records for closed cases for a minimum of three years.]
20.030 CASE CATEGORIES
All Kentucky Transitional Assistance Program (K-TAP), Medicaid Only (MA Only), Transitional Child Care (TCC), Foster Care (FC), and   non-K-TAP cases are prioritized according to the following categories.

Child Support cases are classified or ranked according to the categories workable, unworkable, or closed.
A workable case is a case that does not meet unworkable criteria or case closure criteria.

An unworkable case is a case in which the potential for successfully completing action is presently low due to the noncustodial parent’s current circumstance or the lack of a good address for the noncustodial parent.  These cases are considered temporarily unworkable because the circumstance which prevents completion of action now may change [before the child is 18 or before completion of the school year in which the child turns 19, or otherwise emancipated.]

Closed cases are those in which there is little or no potential for successfully completing action now or in the future.
20.040 REVIEWING CASES FOR PRIORITIZATION
According to 45 CFR § 303.2(b), within 20 calendar days of receipt of a public assistance referral or a non-K-TAP application, caseworkers must open a case by establishing a case record, determining what action is needed, and reviewing the information in the case for accuracy and completeness.

A Public Assistance Referral consists of a KA-125 series and/or an electronic referral.  It is completed for a K-TAP case or a MA Only case.  A public assistance referral also can be a Title IV-E And Child Support Referral (Form DSS-1260) for a FC case.

Manual Subsection 17.050, Types of IV-D Cases Requiring Child Support Action, provides a detailed explanation of when a referral is sent electronically through IV-A/IV-D interface or when a KA-125 series is completed and sent by the public assistance office.

The DSS-1260 is completed manually for FC cases and serves as both an application for Title IV-E benefits and as a referral for child support services.

A Non-AFDC Application (Form CS-33) is completed for regular      non-K-TAP cases.

The field services branches are responsible for reviewing K-TAP, regular MA Only referrals, and regular non-K-TAP applications to determine if the referral/application meets workable, unworkable, or case closure criteria.  The Foster Care Unit (FCU) in the Intercept Projects Section (IPS) in the Accounting Branch in central office reviews FC cases.

[Prioritization action applies not only to new case referrals and applications.  Any case, including continuation of services cases for individuals who formerly received K-TAP, MA Only, TCC, or FC benefits, may be placed in unworkable or closed status if an unworkable or a closed criterion is met.]
Cases are prioritized only after the information provided is reviewed for accuracy and completeness.  If a review shows that additional information is needed, the case is prioritized only after attempting to verify or obtain the information needed to work the case.
Every effort must be made to obtain the information needed to classify a case as workable.  All IV-D cases are subject to the same prioritization guidelines and procedures.

20.050 OBTAINING AND VERIFYING INFORMATION
Information can be verified or obtained by checking the following programs on the Kentucky Statewide Network Menu.  These programs are KYIMS Inquiry (KYNET, Option K), KAMES-IM Inquiry (CICSTOR, Option L), and SDX Inquiry (KYNET, Option K and CICSTOR, Option L).  For example, programs on KYIMS Inquiry and KAMES-IM Inquiry can be accessed to verify that a noncustodial parent receives K-TAP or is in prison in Kentucky.  SDX Inquiry can be accessed to verify that a noncustodial parent receives Supplemental Security Income (SSI) benefits in Kentucky.

The following is a list of programs on KYIMS Inquiry, KAMES-IM Inquiry, and SDX Inquiry that can be used to obtain or verify information.  

KYIMS INQUIRY

-
Birth Certificate Inquiry (E7)

-
Child Support Inquiry (CS)

-
Child Support Locate (CT)

-
Food Stamp Employment Training (EZ)

-
Food Stamp Integrated Inquiry (E5)

-
HEAP History (3E)

-
Integrated Client Services Master (92)

-
Integrated Client Services Name Register (91)

-
KAMES FSS (K1)

-
New Bendex (39)

-
New DOT Cross-Reference {Driver’s License} (66)

-
New Unemployment Insurance Benefits (4B)

-
New Wage Records (48)

-
ORION (67)

-
Public Assistance Case Information (35)

-
Public Assistance Check History (36)

-
Public Assistance Denial/Discontinuance (33)

-
Public Assistance History (38)

-
Transitional Child Care (32)

-
UI Employer Status and Accounts Inquiry (42)

-
Unemployment Insurance Employer Address (4E)

-
Unemployment Insurance Locator (4H)

-
Vehicle Registration - Avis (68)

FOSTER CARE PROGRAMS ON KYIMS INQUIRY
-
DSS Facts (B9)

-
Facts Case (B7)

-
Facts Client (B8)

-
Facts Name Register (17)

FOSTER CARE PROGRAMS ON KYIMS INQUIRY (Continued)
-
FCM Client History (2E)

-
ICV/FC-PCC Only (2D)*
-
Residential/Clients (B4)**
*This program provides the county of origin and information about maintenance payments made on behalf of the child.

**This program provides information about children who have been placed in an institution or reform school.

KAMES-IM INQUIRY
-
Case/Member Information

-
Check Issuance Information

-
MAID Card Issuance Information

SDX INQUIRY
-
SDX Inquiry (Function B)

Information about the noncustodial parent can also be obtained by contacting the custodial parent.  The custodial parent may be able to provide, for example, location leads that were not given on the referral/application.  Also, the custodial parent may be able to advise whether the noncustodial parent has income or assets which can be levied or attached.

[In a putative father case, information about the custodial parent can also be obtained by contacting the putative father.  The putative father may be able to provide additional location leads that were not given on the application.]
All attempts to obtain information from KYIMS, KAMES IM Inquiry, SDX Inquiry, or by telephone must be recorded on the appropriate NOTES  screen on the Kentucky Automated Support and Enforcement System (KASES).

Only verified information is entered in the appropriate data fields on the AP Supplemental Information screen (ASEC8B).  Verified information includes information received from the Division of Field Services.  The source or method used to verify information is entered on the NOTES screen associated with the screen on which the data is entered.  [These NOTES screens only allow 15 lines per case record.  The Division of Child Support Enforcement (DCSE) staff needs to remember to keep NOTES as brief as possible without omitting any important information.  If more than 15 lines are needed, a SELF event with NOTES attached must be created to include this information.]
For example, if a noncustodial parent’s imprisonment is verified through ORION, NOTES explaining that ORION was used to verify the noncustodial parent’s imprisonment are entered on the NOTES screen associated with the AP Supplemental Information screen (ASEC8B).

NOTES screens on KASES are used to provide further explanation of any field entry, to provide information which is considered pertinent to the case but for which there is no specific entry field, and to record unverified location information.

If a current and complete address is not available for a noncustodial parent and cannot be obtained from the custodial parent, the case is referred to the State Parent Locator Section (SPLS) if at least one location lead is available.  Manual Section 28.000 provides location leads and detailed procedures for referring cases to SPLS.  KASES Network Memo No. 6 provides information for referring cases to SPLS.

The Payee Notification of Prioritization Action (Form CS-31 and CS-31A) and the Payee Notice of Intent to Discontinue IV-D Services (Form CS-137) are other means of obtaining information.  These forms are used after initial attempts to obtain information from KYIMS, KAMES-IM Inquiry, SDX Inquiry, or by telephone have been unsuccessful.

[The CS-31 and CS-31A are used to notify the custodial parent that the IV-D case has been placed in an unworkable status or is closed because action cannot be successfully completed on the case at this time.  The custodial parent is asked to contact the area IV-D office if he/she can provide necessary information or knows of a change in the noncustodial parent’s circumstance which will allow the Division of Child Support Enforcement (DCSE) to proceed with action.]
The CS-31 is generated on KASES by the caseworker when a IV-D case is placed in an unworkable status or is closed.

The CS-31 is also automatically generated by KASES when the semiannual review of unworkable cases occurs.  The CS-31 is produced for custodial parents whose case priority has not changed after the semiannual system review of unworkable cases.  Subsection 20.130 provides information about the semiannual system review of unworkable cases.

[The CS-31A is manually completed when K-TAP/FC arrearages are owed, child support services for the custodial parent are being discontinued, but the case status remains OPEN as an arrearage-only case.  This is done because a CS-31 cannot be system generated when the case status is OPEN and a CLSD Reason Code has not been entered, such as when K-TAP/FC arrearages are owed.  The CS-31A is also completed for FC cases if the child is still receiving IV-E benefits.  This is necessary because forms generated on KASES for FC cases list the Kentucky Foster Care System Account as the custodial parent instead of the Children’s Benefits Worker.]
A CS-137 is sent to a custodial parent when IV-D services to the custodial parent can no longer be provided.  It informs the custodial parent of DCSE’s intent to discontinue IV-D services and gives the reason this action is being taken.  The CS-137 is sent 60 calendar days prior to discontinuing IV-D services.  The custodial parent is asked to contact the IV-D office if he/she can provide necessary information or knows of a change in the noncustodial parent’s circumstance which will allow DCSE to proceed with action.

If the custodial parent does not contact DCSE within 60 calendar days or is unable to provide information which will allow action to continue, IV-D services are discontinued.  The IV-D case is closed if it meets a case closure criterion.  If assigned arrearages are owed but the case does not meet a case closure criterion, services to the custodial parent are discontinued but the IV-D case remains open as an arrearage-only case.  Manual Subsection 20.070 provides detailed procedures for processing cases that meet a case closure criterion.

[The CS-137 is generated on KASES except for FC cases.  For a FC case, a CS-137 must be manually completed.  This is because forms generated on KASES for FC cases list the Kentucky Foster Care System Account as the custodial parent instead of the Children’s Benefits Worker.]
A CS-137 is automatically generated by KASES for cases in an OPEN status if K-TAP/MA is discontinued and the IV-A discontinuance code is 101, 141, 142, or 174 on KYIMS or 523, 544, 548, or 560 on KAMES-IM Inquiry.  [The discontinuance reason for each of the IV-A discontinuance codes is provided below.]
[K-TAP/MA DISCONTINUANCE CODE
DISCONTINUANCE REASON

KYIMS-101 or KAMES-523
Death of custodial parent

      141          544
No noncustodial parent

      142          548
No eligible children in home

      174          560
Unable to locate custodial parent]
NOTE:  A case for which continuation of services is inappropriate but for which a K-TAP/FC arrearage exists must remain open as an arrearage-only case unless it meets a case closure criterion listed in Manual Subsection 20.070.  For example, if K-TAP is discontinued because the noncustodial parent has returned to the home, continuation of services is inappropriate because the parent is no longer absent from the home.  A CS-137 is sent to the custodial parent advising of DCSE’s intent to discontinue IV-D services.

If the custodial parent does not advise DCSE within 60 calendar days of a change in this circumstance, [the noncustodial parent is no longer in the home], action is taken to discontinue IV-D services.  If a K-TAP/FC arrearage is owed and the case does not meet a case closure criterion, IV-D services are discontinued but the IV-D case remains open as an arrearage-only case.  Action is taken to collect the arrearage according to remedies described in Manual Section 29.000, Judicial Enforcement; Manual Section 24.000, Other Enforcement Remedies; and Manual Section 36.000, Administrative Enforcement.

[For a putative father case, if a current and complete address is not available for a custodial parent, area office caseworkers are responsible for location activities.  The same location resources (i.e., programs on IMS Inquiry, KAMES-IM Inquiry, and SDX Inquiry) which are available to SPLS caseworkers are also available to area office caseworkers.  These sources and any other leads available in the case must be investigated and the results documented by the caseworker. 
Every resource available may be used to provide the putative father the same services offered the custodial parent.  A case in which the custodial parent’s address is unknown cannot be closed until all locate sources are used and the case meets a case closure criterion.  If the custodial parent is not located after 3 years, the case is closed.

Local locate resources include the following:

-
using the telephone to make local and long distance calls in attempts to locate the custodial parent;

-
accessing available programs on KYIMS Inquiry, KAMES-IM Inquiry, and SDX Inquiry; and

-
sending written correspondence to a custodial parent, relatives, friends, or employers who cannot be contacted by telephone.

If local locate is successful, caseworkers enter the custodial parent’s address on the Create Participant Entry screen (ASEC2A), along with the date the address was verified.  Caseworkers identify the successful location source by entering the appropriate code in the “Where Obtained” field on the Create Participant Entry screen (ASEC2A).

Caseworkers create an event associated with the custodial parent’s Master Participant Index (MPI) number to document that local locate was successful and to record local locate resources.  This is done by entering LREG as the event type on the Create Event Record screen (ASEAEB).  This causes the event description field to automatically read “LL Successful.”  Caseworkers record on the Create Event Notes screen (ASEUNA) all local locate sources contacted or IMS programs accessed and the results, whether negative or positive.

If the putative father is unable to provide the custodial parent’s current address but an old address is available, caseworkers enter the custodial parent’s old address into the system if local locate was unsuccessful.

KASES automatically identifies the address initially on the Create Participant Entry screen (ASEC2A) as a MAIL type address.  Once the case has been initiated on KASES, caseworkers change the address type from MAIL to OLD if the address is not current.

To change the address type from MAIL to OLD, option 04, Address Maintenance, is selected from the Case Management Menu (ASEMAA).  The custodial parent’s MPI number is entered.  The line number for the mailing address is selected and enter is pressed to access the Update Participate Address screen (ASEAAE).  The address type is changed from MAIL to OLD and PF9 is pressed to confirm.

If the custodial parent’s address is unknown and an old address is not available, caseworkers enter the following pseudo address on the Create Participant Entry screen (ASEC2A) so a participant record for the custodial parent can be established.

123 Pseudo Street

Pseudo, Kentucky 12345

This address appears in the system as a MAIL type address.  Once entered, caseworkers change the pseudo address to an OLD type address by selecting option 04, Address Maintenance from the Case Management Menu(ASEMAA).  On the NOTES screen associated with the Update Participant Address screen (ASEAAE), caseworkers must explain that this is a putative father case and the custodial parent’s address is unknown.  In addition, caseworkers must explain that a pseudo address  has been entered to allow the creation of a participant record on KASES for the custodial parent.

If local locate is unsuccessful, caseworkers create an event associated with the custodial parent’s MPI number to document that local locate was unsuccessful and to record the negative location sources.  This is done by creating a SELF event and entering “LL Unsuccessful” as the event description on the Create Event Record screen (ASEAEB).  Caseworkers record the negative location sources on the event NOTES screen.

Also, if local locate is unsuccessful, caseworkers send a letter to the putative father.  The putative father is advised that the case has been placed in an unworkable status because DCSE has been unable to obtain a good address for the custodial parent.  A CS-31 or CS-31A is not sent to the putative father because the wording of this form is inappropriate.
Caseworkers must also create a SELF event to document that a letter was sent to the putative father advising that the case is presently unworkable because DCSE has been unable to locate the custodial parent.]
20.060 UNWORKABLE CASES
Unworkable cases are cases in which the potential for successfully completing action is presently low due to the noncustodial parent’s current circumstance or the lack of a good address for the noncustodial parent or the [custodial parent in a putative father case.]  These cases are considered temporarily unworkable because the circumstance which prevents completion of action now may change [before the child is 18 or before completion of the school year in which the child turns 19, or otherwise emancipated.]
45 CFR § 303.10(b)(6) requires a periodic review of unworkable cases.  Unworkable cases in which the noncustodial parent cannot be located but there is at least one location lead are reviewed quarterly by SPLS for a period of three years.  All other unworkable cases are reviewed every 180 days by KASES.  Subsection 20.120 provides information about the quarterly review of unable to locate cases with at least one location lead.  Subsection 20.130 provides information about the semiannual review of unworkable cases on KASES.

[For a putative father case, caseworkers must create a SELF worklist item with a 90 day tickler so a quarterly review of the case can be done when a case without a good address for the custodial parent exists, but for which at least one location lead is known.  Quarterly location attempts may be limited to information available on IMS Inquiry programs.  However, wage record files on IMS Inquiry must be accessed if the custodial parent’s social security number is known.  As long as there is at least one good location lead, the case remains in INIT status until either a good address for the custodial parent is obtained or the case meets a case closure criterion.  However, if the custodial parent is not located after 3 years, the case is closed.

If there are no location leads for a putative father case,  caseworkers must create a SELF worklist item so a semiannual review of the case can be done.  When creating the SELF worklist item, the DUE DATE field is changed to 180 days from the current date.  Because no leads are available, programs on IMS Inquiry cannot be accessed.  Instead, caseworkers must send a letter to the putative father to see if he can provide any new or additional information for locating the custodial parent.

Caseworkers must create a SELF event to document that a letter was sent to the putative father.  Caseworkers send a letter to the putative father every 180 days until either a good address for the custodial parent is obtained or the case meets a case closure criterion.]
Kentucky Revised Statute (KRS) 403.212(2)(b) includes supplemental security income (SSI) benefits in the definition of “gross income” for purposes of establishing, modifying, or enforcing a child support obligation.  

Consequently, effective July 15, 1994, child support caseworkers must administratively establish a child support obligation in accordance with the Child Support Guideline (Guideline) when a noncustodial parent’s sole income is SSI benefits and the case meets administrative establishment criteria.  Therefore, receipt of SSI benefits does not classify a case as unworkable.

If action is held in abeyance for a specified time period, for example, two years, and this time period will expire [before the child is 18 or before completion of the school year in which the child turns 19], the case is placed in unworkable status.  A CS-31 is automatically generated by KASES every 180 days to solicit information from the custodial parent.  Information from the custodial parent may cause the case to become workable.  A SELF worklist item is created to establish a tickler so that action can be taken when the time period expires.

If the action requested is establishment of a support obligation, the circumstance which currently prevents action from being taken must be expected to change at least 18 months before the child turns 18 [or before completion of the school year in which the child turns 19].   This allows for time needed to establish a support obligation and for the child to benefit from the support order.

If action to establish a support obligation or to enforce an existing order is dismissed with prejudice due to a noncustodial parent’s exceptional circumstances, the case is closed.

One of the following codes is used when a IV-D case is unworkable.

UNWORKABLE CODE
REASON
WORK
The noncustodial parent cannot be located.  These are cases in which there is at least one location lead and quarterly attempts to locate the noncustodial parent are being made.  These cases must have a workable status on KASES because they remain an active referral to SPLS until the noncustodial parent is either located or the case meets a case closure criterion.

UINC
The noncustodial parent is in prison.  These are cases in which the noncustodial parent is eligible for parole before the child is 18 [or before completion of the school year in which the child turns 19, or otherwise emancipated]  and has no income or assets which can be levied or attached.  This does not apply to paternity cases, cases in which the noncustodial parent has income or assets which can be levied or attached, or cases in which there is an order for support.  These cases are to be treated as workable cases.

UINS
The noncustodial parent is institutionalized.  These are cases in which the noncustodial parent is in a psychiatric facility; however, the noncustodial parent’s medical condition is 

UNWORKABLE CODE
REASON
UINS (Continued)
expected to improve before the child is 18 or [before completion of the school year in which the child turns 19, or otherwise emancipated] and no income or assets can be attached or levied.  This does not apply to paternity cases; to support order cases; and to cases in which the noncustodial parent (1) has income or assets which can be levied or attached, (2) receives social security (RSDI) disability benefits, or (3) receives SSI benefits.  These cases are treated as workable cases.

UUNK
The noncustodial parent is unknown.  This includes cases in which the custodial parent “refused” to name the noncustodial parent and good cause is not an issue.

UADD
The noncustodial parent cannot be located.  These are cases in which there is insufficient information to initiate location.

[UPGC]
[Good cause is pending.  These are cases in which an investigation of a good cause claim is in progress.]
The case status of an unworkable case is always open.
When initiating a case on KASES, the code in the case status field on the Create Case screen (ASEC8C) automatically defaults to OPEN.  However, when a case is electronically referred through the IV-A/IV-D interface, the caseworker must update the case by changing the code in the CASE STATUS field from PNDA (pending approved) to OPEN.  The code PNDA is used only by the public assistance office.  [In addition, when a case is electronically referred through JCAO/IV-D interface, the caseworker must update the case by changing the code in the case status field from PNDJ (pending) to OPEN.]
[NOTE:  Some case statuses may be PEND since some cases are not approved or are in situations where a child(ren) is being added to the case.  When a child is added to the case, a hard copy referral is received.  When the hard copy referral is received, the case status field is changed from PEND to OPEN.]
If a case is determined to be unworkable, the unworkable reason code which describes why the case is unworkable is entered in the WORK/ENF field on the Create/Update Case screen (ASEC8C).  For example, if the case is unworkable because the noncustodial parent is unknown, the code UUNK is entered as the unworkable reason code.

Paternity cases are not placed in unworkable status unless the alleged father cannot be located or is unknown.  [In addition, paternity cases are not placed in unworkable status unless the custodial parent in a putative father case cannot be located.]  Paternity cases for which good cause exists are closed as described in Manual Subsection 20.070.  For all other paternity cases, paternity needs to be established.  It is very important for a child to have his/her parentage legally established.  The establishment of paternity obligates the biological father to a duty of support and allows the child the use of his/her father’s surname, the right of paternal inheritance, access to the father’s health insurance, and eligibility to collect social security benefits through the father.

Paternity cases in which the child’s father is alleged to be unknown or the custodial parent refused to name the child’s father are placed in unworkable status.  Although these cases cannot be referred to SPLS due to insufficient identifying information, they are kept open for three years.  These cases are kept open because information on the father may be forthcoming.  They are closed after three years if no information on the father is received.

[Paternity cases in which the noncustodial parent receives K-TAP benefits are referred to contracting officials for establishment of paternity and a child/medical support obligation.

Child support cases in which the noncustodial parent receives K-TAP benefits are also referred to contracting officials for establishment of a child/medical support obligation.

KRS 403.212(2)(b) excludes K-TAP benefits as income for purposes of establishing a child support obligation.  However, according to KRS 403.212(2)(d), if a parent is voluntarily unemployed or underemployed, child support is to be calculated based on a determination of potential income except in the following situations.  A determination of potential income is not made if a parent is physically or mentally incapacitated or is caring for a very young child, age 3 or younger, for whom the parents owe a joint legal responsibility.

DCSE considers noncustodial parents and custodial parents who receive K-TAP to be voluntarily unemployed or underemployed unless they are physically or mentally incapacitated or are caring for a child of the parties age three or younger.

If a K-TAP recipient is physically or mentally incapacitated or is caring for a child of the age 3 or younger, actual income is used to determine the support obligation.  Actual income may be zero income.

Cases in which the noncustodial parent receives K-TAP benefits are treated as workable cases when there is a valid support order.  This includes taking enforcement action if necessary.]
Unable to locate cases in which the father is known but there is insufficient information to refer the case to SPLS are also placed in unworkable status and kept open for three years.  If no information which will allow action to be taken is received during these three years, the case is closed.

Cases that are placed in unworkable status because the noncustodial parent is in prison but is eligible for parole before the child is 18 [or before completion of the school year in which the child turns 19] must have a tickler established for the parole date.  A SELF worklist item is created for the parole date.  [However, cases in which the noncustodial parent is currently in prison are not considered unworkable if the noncustodial parent has income or assets which can be levied or attached.]
A case is not placed in unworkable status if it has been referred for judicial action.  Subsection 20.080 gives information on outstanding referrals.

KRS 403.212(2)(b) and KRS 403.212(4) require that cases for which a current support obligation does not exist because the noncustodial parent’s only income is SSI benefits or because the noncustodial parent has zero income must have a support obligation established based on the Guideline.  Only the courts are allowed the discretion of deviating from the Guideline.

Paternity and child support cases in which the alleged father or noncustodial parent receives SSI benefits and there is a good address for the alleged father or noncustodial parent are considered workable cases.

SDX Inquiry (Function B) can be used to verify whether a noncustodial parent is currently receiving SSI benefits in Kentucky.  It can also be used to verify the SSI benefit amount.  A noncustodial parent who receives SSI benefits may qualify under one of three categories -- aged, blind, or disabled.

Cases which are currently in unworkable status (USSI) due to the noncustodial parent’s receipt of SSI benefits are to be placed in a workable status as they are identified through normal review.

Support order cases in which the noncustodial parent’s only income is SSI benefits are subject to enforcement action.  A noncustodial parent’s SSI benefit payments cannot be garnished from the Social Security Administration prior to payment.  However, once the benefit payment has been disbursed to the noncustodial parent, other enforcement actions can be taken to collect unpaid support.

Consequently, support order cases in which the noncustodial parent receives SSI benefits are no longer placed in unworkable status or closed.  These cases are to have a Notice of Assignment or Authority to Collect (NAR) completed.  If an arrearage accrues, enforcement action (excluding wage withholding) is taken to collect current support plus the arrearage.

If a noncustodial parent wishes, he/she may request a review of the support order to determine whether the obligation needs to change.   Child support obligations are to be reviewed and modified in accordance with the Guideline using the Worksheet for Monthly Child Support Obligation (Form CS-71).

For cases in which enforcement attempts have been unsuccessful, at the time an attempt to enforce the order fails, the IV-D agency must examine the reason the enforcement failed.  The IV-D agency also must determine when it will be appropriate to take an enforcement action in the future in accordance with 45 CFR § 303.6.  See Subsection 20.020 for further explanation of 45 CFR § 303.6.

[On KASES, caseworkers must enter an enforcement failure code in the WORK/ENF field on the Create/Update Case screen (ASEC8C) when enforcement attempts have been unsuccessful.  

The system defaults to a review date of 90 to 180 days in the future when one of the enforcement failure codes is entered in the WORK/ENF field on the Create/Update Case screen (ASEC8C).  This WORK/ENF REVIEW DATE can be updated if the worker needs to review the case prior to the system default date.

NOTE:  A worklist item is generated to the responsible worker on the enforcement review date stating that enforcement action is necessary and includes the enforcement failure code in the description.  The worker is responsible for determining if additional enforcement is appropriate.]
An unworkable case can be certified for federal and/or state tax refund intercept if all the following criteria are met:

-
the noncustodial parent’s social security number is known,

-
a support order exists, and

-
an arrearage is owed to CFC, [non-K-TAP arrears are payable through CFC, and/or current support is payable to CFC.]
The following actions are taken when a IV-D case is classified as unworkable.
1.
Enter OPEN as the case status code on the Create Case screen (ASEC8C) or on the Update Case screen (ASEC8C).  Also enter the unworkable reason code which describes why the case is unworkable in the WORK/ENF field.  A list of unworkable reason codes can be found beginning on Page 16 of this Manual Section.

[Calculate arrearages and create/adjust the appropriate extension.  Enter the case note, case note date, and last audit date.]
2.
Generate a CS-31 and send it to the custodial parent unless it is a FC case or a [putative father case.]  When generating the CS-31, indicate that the case has been placed in an unworkable status.  The system automatically enters the reason the case was placed in an unworkable status based on the unworkable reason code which was entered into the system.

For a FC case, manually complete a CS-31A and [attach it to a DCSE Transmittal (Form CS-15)] and send it to the Children’s Benefits Worker.  This is necessary because forms generated on KASES for FC cases list the Kentucky Foster Care System Account as the custodial parent instead of the Children’s Benefits Worker.  See the end of Manual Section 31.000, Foster Care, for a list of Children’s Benefits Workers.  In addition, generate a CS-31 on KASES.  On the Document Generation Confirmation screen (ASEDGB), enter a zero (0) in the “NUMBER TO PRINT” field.  This allows only an event to be created.

[For a putative father case, caseworkers must send a letter to the putative father advising that the case has been placed in an unworkable status because DCSE has been unable to obtain a good address for the custodial parent.  A SELF event is created to document that the letter was sent to the putative father advising that the case is presently unworkable because DCSE has been unable to locate the custodial parent.]

3.
For a K-TAP or MA Only case, send a CS-15 to the local public assistance office.  Attach a copy of the CS-31 or CS-31A.

For a TCC case, send a CS-15 with an attached copy of the CS-31 or CS-31A to:  Department for Social Services, Child Care Services Branch, 6W. CHR Building, 275 East Main Street, Frankfort, KY  40621, ATTN:  Tom Johnson.

4.
Create a SELF event and attach notes.  Describe all actions taken and list all forms which were not generated on KASES.  Note the reason for placing the case in unworkable status.

20.070 CLOSED CASES
Closed cases are those in which there is little or no potential for successfully completing action now or in the future.

Effective October 1, 1990, 45 CFR § 303.11 established criteria for closing cases with no workable potential.  These criteria are listed in Subsection 20.020, Regulatory Requirements.

The following is a list of the case closure codes and the corresponding closure reason for each code.  This list includes the 12 federal criteria for case closure listed in Subsection 20.020, Regulatory Requirements, and additional DCSE criteria for case closure.
CLOSURE CODE
CLOSURE REASON
CDIE
Noncustodial parent is deceased.  The noncustodial parent or putative father is deceased and no further action, including a levy against the estate, can be taken.

CDIS
IV-D services discontinued.  No arrearages assigned to CFC.  This includes cases in which the noncustodial parent has returned to the home when no arrearages are assigned to CFC.

CDUP
Case closed; Duplicate case.  (These cases are removed periodically from KASES by a purge program.)
CEMC
Child is 18 or older.  Support action is inappropriate.  The child is at least 18 years old and action to establish paternity and/or a support obligation is barred by the statute of limitations.

CGCA
Good cause exists (determined by IV-A).  A determination that the custodial parent has good cause for not cooperating in child support 

CLOSURE CODE
CLOSURE REASON
CGCA (Continued)
activities has been made by the IV-A, IV-E, or Medicaid agency.  No action will be taken.

CGCD
Good cause exists (determined by IV-D).  A determination has been made in a putative father case by the IV-D agency that it would not be in the best interests of the child to establish paternity because the child was conceived as a result of incest or forcible rape, or legal proceedings for the child’s adoption are pending.  No action will be taken.

CINC
Noncustodial parent is in prison.  The noncustodial parent cannot pay support for the duration of the child’s minority because he/she is in prison with no chance of parole, and the noncustodial parent has no income or assets which can be levied or attached.  [This does not apply to cases in which there is an order for support. If paternity has not been established, it must be established prior to case closure.]
CINF
There is a lack of information for the  noncustodial parent.  Three years have passed since the case was placed in an unworkable status and no identifying information which will allow action to be taken has been received.

NOTE:  These are cases for which there was insufficient information to refer the case to SPLS.  This also includes cases that were referred to SPLS but SPLS discontinued location efforts because there was no longer a good location lead.  Location attempts for these cases consisted of the automated system review and the automated generation of the CS-31 to the custodial parent.  

CINS
Noncustodial parent is institutionalized.  The noncustodial parent cannot pay support for the duration of the child’s minority because he/she is institutionalized in a psychiatric facility and has no income or assets which can be levied or attached.

CLOC
Location was successful for a locate only case.  THIS CODE IS USED ONLY BY SPLS CASEWORKERS when a locate only case is closed and location was successful.

CMED
Noncustodial parent has a medically-verified permanent and total disability with no evidence of support potential.  The noncustodial parent cannot pay support for the duration of the child’s minority because he/she has a medically-verified, total and permanent disability with no evidence of support potential and has no income or assets which can be levied or attached.  (For example, a noncustodial parent who is permanently confined to a nursing home and who has no assets or income which can be levied or attached).  This does not apply to paternity cases and cases in which the noncustodial parent has income or assets which can be levied or attached.
CNOA
Child has reached the age of majority, no current support order exists, and arrearages are under $500 or unenforceable under state law.

CNON
The non-K-TAP custodial parent did not cooperate and documentation shows that cooperation by the custodial parent is essential for the next step in providing IV-D services.

CNRE
Noncustodial parent lives in nonreciprocal country.  The noncustodial parent is a citizen of and lives in a foreign country with which Kentucky has not established reciprocity, does not work for the United States government or a 

CLOSURE CODE
CLOSURE REASON
CNRE (Continued)
company with headquarters or offices in the United States, and has no reachable domestic income or assets.

COTH
Other.  (The custodial parent is advised to contact his/her caseworker for additional information).

CPAT
Noncustodial parent is not the father.  Paternity cannot be established because a genetic test or judicial order has excluded the alleged father as being the father and no other alleged father can be identified.

NOTE:  When there are multiple alleged fathers for a child born out of wedlock, A CS-137 is not sent to the custodial parent until the last possible alleged father has been adjudged not to be the father and no other alleged father can be identified.

CPRT
Noncustodial parent’s parental rights terminated.  No arrearages assigned to CFC.

CREQ
Non-K-TAP custodial parent requests discontinuance.  No arrearage owed to CFC.  The custodial parent in a non-K-TAP or former K-TAP, MA Only, TCC or FC case requests that the case be closed and there are no arrearages assigned to CFC.

CULO
Unable to locate noncustodial parent or custodial parent in putative father case.  The noncustodial parent’s location is unknown despite DCSE having made regular attempts using multiple sources to locate the noncustodial parent over a three year period.

CLOSURE CODE
CLOSURE REASON
CULO (Continued)
NOTE:  These are cases for which there was a pursuable location lead and SPLS conducted quarterly location attempts for a three year period.

CUNC
Contact with custodial parent lost.  DCSE has been unable to contact the non-K-TAP custodial parent for at least 30 calendar days despite attempts to contact the custodial parent by telephone and letter, including at least one certified letter.  Also, the custodial parent has not responded within 60 calendar days of being notified of DCSE’s intent to close the case.
CUNE
There is no order; age of minority.  The child is not 18 years old [or has not completed the school year in which the child turns 19, or otherwise emancipated,] there is no longer a current support order, and arrearages are under $500 or unenforceable under state law.  (For example, the case cannot be certified for federal and/or state tax refund intercept.)

CUNK
Noncustodial parent is unknown.  Three years have passed since the case was placed in unworkable status and no information as to the identity of the noncustodial parent has been forthcoming.  This includes cases in which the custodial parent “refused” to name the noncustodial parent and good cause was not an issue.
[CSSI]
[THIS CODE IS NO LONGER USED.  Use CMED.  It may be seen in case history and means noncustodial parent receives SSI.]
According to information received from the Office of Child Support Enforcement (OCSE), a support order case cannot be closed if the only reason for closing the case is that the noncustodial parent is unemployed and has no other income or attachable assets.  In this situation, the IV-D agency must repeat attempts to locate any sources of income or assets of the noncustodial parent.

[45 CFR § 303.3(b)(5) requires that “repeat location attempts in cases in which previous attempts to locate absent parents or sources of income and/or assets have failed, but adequate identifying and other information exists to meet requirements for submittal for location, either quarterly or immediately upon receipt of new information which may aid in location, whichever occurs sooner.”]
45 CFR § 303.11(c) requires that the custodial parent be notified in writing of DCSE’s intent to discontinue IV-D services 60 calendar days prior to discontinuing services.  This provides the custodial parent an opportunity to supply information which might allow action to be taken for the case.

A CS-137 is used to notify a custodial parent of DCSE’s intent to discontinue IV-D services and the reason this action is being taken.  The CS-137 is sent 60 calendar days before discontinuing IV-D services to the custodial parent. 

[The CS-137 is generated on KASES except for FC cases.  For a FC case, a CS-137 must be manually completed.  This is done because forms generated on KASES list the Kentucky Foster Care System Account as the custodial parent instead of the Children’s Benefits Worker.]
An automated CS-137 is system generated if the case is in an OPEN status and the IV-A/IV-D interface shows that K-TAP/MA has been discontinued and the discontinuance code is 101, 141, 142, or 174 on KYIMS or is 523, 544, 548, or 560 on KAMES-IM Inquiry.  See page 11 for the reason of each discontinuance code.

NOTE:  A CS-137 is sent in the above situations because DCSE intends to discontinue IV-D services to the custodial parent.  However, the case is not closed in these situations unless it meets a case closure criterion.  The IV-D case may remain open as an arrearage-only case if a K-TAP/FC arrearage is owed.

[For a putative father case, a letter written by the caseworker is sent to the putative father advising of DCSE’s intent to discontinue IV-D services.  It is sent 60 calendar days before discontinuing   IV-D services.  The CS-137 is not appropriate for putative father cases.  A SELF event is created on the Create Event Record screen (ASEAEB) to document that a notice of intent to discontinue IV-D services was sent to the putative father.  A SELF worklist item is created for 60 days from the date of the letter.  If the putative father does not respond within this 60 day period with a good address for the custodial parent or with new location leads, appropriate action is taken to discontinue IV-D services.]
For purposes of case closure, OCSE looks at a child support case as a unit consisting of a custodial parent and one or more children for whom child support services are being provided.  This case unit is not closed until services can no longer be provided for the child(ren).  Because DCSE creates a separate “case” for each alleged father, there is likely to be a cluster of alleged father “cases” associated with the case unit.  The CS-137 is sent to a custodial parent only when the last possible alleged father is excluded and no other alleged father can be identified.  Only then can the custodial parent be notified of DCSE’s intent to discontinue IV-D services (the case unit) as services are no longer possible.

The CS-137 is sent only for the alleged father’s case that is worked last after the caseworker learns that no other alleged father can be identified.

When an alleged father is adjudged not to be the child’s father, caseworkers are to follow the procedures outlined in Subsection 16.160, Judicial Action Completed - Paternity Not Established.

A CS-137 is sent only when IV-D services to the custodial parent are being discontinued.  Although the IV-D services to the custodial parent are discontinued, the IV-D case remains open unless it meets a case closure criterion.

If the case remains open as an arrearage-only case because a K-TAP/FC arrearage is owed, a second CS-137 is not sent when the K-TAP/FC arrearage has been collected and the arrearage-only case is closed.  This is because the action taken to collect the K-TAP/FC arrearage was taken on behalf of CFC, not the custodial parent.

However, if the only child in a non-K-TAP case becomes emancipated and action to collect current support is discontinued but action to collect a non-K-TAP arrearage is continued, a CS-137 is not sent to the custodial parent until the case is closed because the non-K-TAP arrearage has been collected.  In this example, DCSE is still providing IV-D services (collection of past-due support) to the custodial parent.  

A closed case is reopened if the custodial parent requests at a later date that the case be reopened because of a change in circumstances which will allow DCSE to take action.  Subsection 20.100 outlines procedures for reopening a closed case.  45 CFR Part 74, Section D requires DCSE to keep all records for closed cases for a minimum of three years.

Cases that can be certified for tax refund intercept are not closed unless good cause exists or arrearages are less than $500.  On KASES, the federal and state tax refund intercept indicators on the Update Subaccount Indicators screen (ASEFSC) must be set to N for any arrearage extension if good cause exists.  See KASES Handbook Subsection 7.100, Update Subaccount Indicators, for procedures to follow to update the federal and state tax refund intercept indicators.

If a good cause determination is made after a case has been certified for tax refund intercept, a MAIL worklist item must be sent to the IPS section supervisor advising that good cause exists and that the case needs to be deleted from the certification listing.  

A case is not placed in closed status by the DCSE caseworker if it has been referred for judicial action.  [However, if either of the following situations occur, the contracting official to whom the case was referred is advised so that the official can initiate the case closure process:]
-
a good cause determination has been made, or

-
a non-K-TAP custodial parent requests that IV-D services be    discontinued and there are no K-TAP/FC arrearages owed to CFC.

Cases in which a noncustodial parent’s parental rights have been terminated are not closed when arrearages are owed unless the court order prohibits collection of arrearages.  Action is taken to collect any arrearage that accrued up to the date parental rights were terminated.

If a child is 18 or [has not completed the school year in which the child turns 19], or otherwise emancipated, arrearages can still be collected by CFC.  However, IV-D action to establish a support obligation after a child has become emancipated is inappropriate.

If a noncustodial parent is deceased, a claim against the parent’s estate must be filed within six months of the noncustodial parent’s death.  Otherwise, the estate will have been divided among the noncustodial parent’s heirs and creditors.  The case is not closed until the procedures described in Manual Subsection 19.140 or Manual Subsection 35.130 have been completed.

A noncustodial parent’s death must be verified.  If DCSE is informed by the IV-A or IV-E agency or by the contracting official of the noncustodial parent’s death, the death is considered verified.  If DCSE is advised of the noncustodial parent’s death by another source, the death may be verified by contacting Vital Statistics at (502) 564-4212 if the noncustodial parent lives in Kentucky.  The death may also be verified by requesting that the informant provide a newspaper clipping of the noncustodial parent’s obituary or a memorial obituary card from the funeral home.

[If Vital Statistics is used to verify a noncustodial parent’s death, a $5 processing fee plus a $6 fee for each certified copy of the death certificate being requested is required.

Also, the following information must be provided when requesting a copy of a death certificate by telephone:

- full name of the deceased;

- month, date, and year of death;

- name and address where certificate is to be mailed;

- number of copies ordered;

- method of delivery - First Class Mail; and

- Request that the bill for services be sent to:  Operations         Support Branch, 275 East Main Street, Frankfort, KY  40621.

For cases in which the noncustodial parent is deceased and no further action can be taken, the caseworker is responsible for verifying the noncustodial parent’s death before closing the case.]

In accordance with 45 CFR § 303.11(b)(11), if the following requirement is met, non-K-TAP cases can be closed if IV-D staff has been unable to contact the non-K-TAP recipient over at least a 30 calendar day period.  Documentation must show that attempts by IV-D staff to contact the non-K-TAP recipient by both telephone and letter, including at least one certified letter, were made during this time period but were unsuccessful.  SELF worklist items are created by the caseworker to determine when attempts have spanned 30 days.

For example, a caseworker makes unsuccessful attempts to contact a non-K-TAP recipient by telephone over a ten day period.  The caseworker then sends a Non-AFDC Action/Information Letter (Form CS-55) by certified mail requesting that the recipient contact DCSE within 20 days.  If the caseworker is unable to contact the non-K-TAP recipient within the required 30 days, the case meets a case closure criteria.

All attempts to contact the non-K-TAP recipient, the results of each attempt, and the time frame allotted for each attempt within the 30 days must be carefully documented in the case record.  On KASES, SELF events are created to record when telephone contacts are attempted, the results of the attempts, and when the CS-55 is sent to the custodial parent.

In accordance with 45 CFR § 303.11(b)(12), a non-K-TAP case can be closed if the non-K-TAP applicant fails to cooperate in child support activities and the case has been documented to show the following:

-
the circumstances of the noncooperation, and

-
that action by the custodial parent is essential for the next    step in providing support enforcement services.

If caseworkers learn from a source other than the non-K-TAP custodial parent that the noncustodial parent has returned to the home, a CS-137 and [a Client Termination Affidavit (Form CS-109)] are sent to the custodial parent advising that DCSE intends to discontinue IV-D services.  Unless the custodial parent contacts DCSE within 60 calendar days advising that the noncustodial parent is no longer in the home, action is taken to close the case.

It is not necessary to send a CS-137 and wait the 60 calendar days if the non-K-TAP custodial parent advises DCSE that the noncustodial parent has returned to the home and requests that services be discontinued.  [In this instance, a CS-109 is sent.  Upon receipt of the CS-109, action is taken to close the case.  Manual Subsection 30.100, Discontinuance of Non-AFDC Services at Custodial Parent’s Request, provides additional information concerning case closure when a non-K-TAP recipient requests discontinuance of services.]
The following actions are completed by caseworkers when a case meets a case closure criterion.
1.
Confirm that the case is in an OPEN case status by referring to the Display Case Information screen (ASEC6A) on KASES.

2.
Generate a CS-137 and send it to the custodial parent unless the case is closed for one of the following reasons:

-
the only IV-D service requested was location and SPLS has completed location services;

-
the non-K-TAP applicant or former K-TAP, MA Only, TCC, or FC custodial parent requests closure of the case; or

NOTE:  If the non-K-TAP custodial parent requests discontinuance of IV-D services refer to Manual Subsection 30.100 for detailed procedures to follow to discontinue IV-D services.

-
a finding of good cause has been made by the IV-A, IV-E, or Medicaid agency and it has been determined that support  enforcement may harm the child or caretaker relative.

Generating a CS-137 on KASES automatically creates a 60 calendar day worklist item for the responsible worker.

For a FC case, [generate a CS-15] and manually complete a CS-137 and send the forms to the Children’s Benefits Worker if the child is still receiving IV-E benefits.  This is necessary because forms generated on KASES for FC cases list the Kentucky Foster Care System Account as the custodial parent instead of the Children’s Benefits Worker.   [Attach a copy of any order which may have been entered as a result of judicial action taken.  See the end of Manual Subsection 31.000, Foster Care, for a list of the Children’s Benefits Workers.  In addition, generate a CS-137 on KASES and on the Document Generation Confirmation screen (ASEDGB), complete the “NUMBER TO PRINT” field by entering a zero (0).  This allows  an event to be created without printing the form.]
[For a putative father case, caseworkers are responsible for writing a letter and sending it to the putative father advising of DCSE’s intent to discontinue IV-D services because the CS-137 is not appropriate for a putative father case.  Create a SELF event on the Create Event Record screen (ASEAEB) to document that a notice to discontinue IV-D services was sent to the putative father.  A SELF worklist item for 60 days from the date of the letter is created.]  

3.
Generate a CS-137 and send it to a non-K-TAP custodial parent when the noncustodial parent has returned to the home.  Send the CS-137 even though the custodial parent has not requested discontinuance of IV-D services.  In addition, take the following actions.

a.If a K-TAP/FC arrearage is not owed, leave the IV-D status as NPA and leave the current support order extension open so any collections received will continue to be sent to the family as current support.

b.If a K-TAP/FC arrearage is owed, do not close the case.  DCSE intends to discontinue IV-D services to the custodial parent but the case will remain open as an arrearage-only case.  Change the IV-D status on the Update Case screen (ASEC8C) from NPA to ARRP and KASES will automatically change the current support status to “CLOSED.”

4.
Change the IV-D status on the Update Case screen (ASEC8C) to ARRP if an obligation to pay current support no longer exists and the case is being closed for one of the following reasons:

-
parental rights have been terminated,

-
the last child is now emancipated,

-
the custodial parent and noncustodial parent have remarried each other, or

-
the only child is deceased.

NOTE:  Changing the IV-D status to ARRP automatically changes the current support extension status from OPEN to CLSD (closed).

This will allow any collections received after the CS-137 is sent to be applied to arrearages if an arrearage is owed.

5.
Create a SELF event and attach notes.  Describe what prompted the action, list all actions taken, and list any forms that were not generated on KASES.

If within 60 calendar days the custodial parent or putative father does not supply any information necessary to take action or, in the case of a non-K-TAP recipient, does not cooperate or reestablish contact with DCSE, the following actions are taken to close the case.

1.
Change the case status from OPEN to CLSD on the Update Case screen (ASEC8C) unless K-TAP/FC arrearages are owed to CFC.  Enter the closed reason code that describes why the case is being closed and press PF9, Update Case.  KASES displays the Refer Case screen (ASECRA).  [Press PF-4 to return to the submenu.]
NOTE:  When a CS-137 is sent to the custodial parent because IV-D services are being discontinued, leave the case status OPEN on the Update Case screen (ASEC8C) if K-TAP/FC arrearages are owed to CFC.  If a response which will result in continuation of IV-D services to the custodial parent is not received at the end of 60 calendar days, a Notice Modifying Prior Notice (VN) is completed to end CFC’s collection of current support.  

2.
Generate and send a CS-31 to the custodial parent unless K-TAP/FC arrearages are owed or it is a FC case.  Select “CLOSED” as the option on the Caseworker Document Generation screen (ASEGE6). 

The system automatically prints on the CS-31 that the case has been closed and gives the reason for closure based on the closed code that was entered on the Update Case screen (ASEC8C).  

Since a CS-31 cannot be system generated when the case status is OPEN and a CLSD Reason Code has not been entered, such

as in situations where K-TAP/FC arrearages are owed, manually complete a CS-31A and send it to the custodial parent.

Also, create a SELF worklist item to change the IV-D case status to ARRP for the effective date of the order which redirects current support to the children.  Establish a SELF worklist tickler based on the period of time needed to obtain the order.

Once the arrearage has been paid, change the case status on the Update Case screen (ASEC8C) from OPEN to CLSD.  Do not send a  second CS-137 and CS-31 because IV-D services were previously stopped.

For FC cases, manually complete and send a CS-31A attached to a CS-15 to the Children’s Benefits Worker if the child is still receiving IV-E benefits.  This is necessary because forms generated on KASES for FC cases list the Kentucky Foster Care System Account as the custodial parent.  In addition, generate a CS-31 on KASES.  On the Document Generation Confirmation screen (ASEDGB), enter a zero (0) in the NUMBER TO PRINT field.  This allows only an event to be created without printing the form.

NOTE:  Do not send a CS-31A or CS-31 to a non-K-TAP custodial parent who requests that IV-D services be discontinued.

[For a putative father case, caseworkers are responsible for writing a letter advising the putative father that the case has been closed and providing the reason for the closure.]
3.
For a non-K-TAP case that is being closed due to the noncustodial parent’s return to the home, take the following actions if a current support obligation still exists, DCSE is payee for 

current support, and neither K-TAP nor FC arrearages are owed.  If K-TAP or FC arrearages are owed, leave the case open as a K-TAP/FC arrearage-only case.

a.
If support is payable through CFC, complete a VN to make support payable on behalf of the child(ren).

b.
Send a Noncustodial Parent Notice to Contact Court (Form CS-142) to the noncustodial parent.  The CS-142 advises the noncustodial parent that the current support obligation remains in effect until he/she petitions the court to change the order.

c.
If an Unemployment Insurance Agreement (Form CS-76) or a Notice of Claim (NOC) is in effect, notify the Division of Unemployment Insurance (DUI) that the case is being closed.  This is done by generating a CS-15 and faxing a copy of the CS-15 to Elaine Masters of DUI at 502/564-2480.

d.
If an Order to Withhold Earnings (Form CS-89) or a Change in Order to Withhold Earnings (Form CS-90) is in effect, complete a CS-90 to redirect current support to the child(ren).

e.
Enter CDIS as the case closure code and change the case status from OPEN to CLSD on the Update Case screen (ASEC8C).

4.
Create a SELF event and attach notes.  Explain what prompted action, describe all actions taken and list all forms which were not generated on KASES.  Note the reason for closing the case.

20.080 OUTSTANDING REFERRALS
Outstanding Referral to Contracting Officials
A IV-D case in which the custodial parent is receiving public assistance is not placed in unworkable status or closed when it has been referred for judicial action.  If an unworkable status or closed condition arises after a public assistance case has been referred to 

a contracting official, the official is advised of the new circumstance.

[The contracting official determines whether the case will be categorized as unworkable or closed and initiates action accordingly.]
Any time a non-K-TAP or former K-TAP, MA Only, TCC, or FC custodial parent requests that IV-D services be discontinued and there are no arrearages assigned to the state, [caseworkers advise the contracting official of the parent’s request to discontinue services.  The official then initiates the case closure process.]
Outstanding Referrals to SPLS
If a case has been referred to SPLS and action is being discontinued because the case meets an unworkable criterion,  the following actions are taken.

If the case is in a location process status, a MAIL worklist item is sent to the appropriate location worker.  The worker is advised that the case meets an unworkable or closed criterion.  SPLS is asked to close location activity and to refer the case back to the area caseworker so appropriate action can be taken for the case.

If the case meets an unworkable criterion, the procedures outlined in Subsection 20.060 are followed.  If the case is to be closed, the procedures outlined in Subsection 20.070 are followed.

20.090 PROCEDURES FOR CLOSING FOSTER CARE CASES
Effective February 26, 1991, 45 CFR § 302.33(a)(1)(iii) was revised to include former IV-E FC recipients as being eligible to receive continuation of IV-D services.

45 CFR § 302.33(a)(2) was revised to include former IV-E FC recipients as being eligible to receive continuation of IV-D services without an application or application fee being required.

45 CFR § 302.33(a)(4) was revised to require DCSE to notify a family that is no longer eligible to receive public assistance under the K-TAP, IV-E FC, and Medicaid programs that child support services will be continued unless the family notifies DCSE otherwise.  DCSE is required to inform the family within five working days of notification of the discontinuance that IV-D services will be continued unless the family requests that services not be continued.

When IV-E benefits are discontinued, it is usually for one of the following reasons:

-
the child has returned to a K-TAP family (and is eligible to receive IV-D services as a part of that family),

-
the child has attained majority, or

-
the child has been adopted (and there is no longer a current support order).

When IV-E benefits are discontinued for one of these reasons, a notice stating IV-D services will be continued is not sent to the family.  A notice of continuation of services is not sent because the child is either receiving IV-D services as part of a K-TAP household or continuation of services is not appropriate because there is no longer a current support obligation.

Cases are closed when IV-E benefits are discontinued for one of the reasons which does not permit continuation of IV-D services and there are no assigned arrearages owed to CFC.

If IV-E benefits are discontinued, IV-D services are not continued, and a FC arrearage is owed, the case is not closed but remains open as an arrearage-only case.

20.100 REOPENING A CLOSED CASE
A closed case is reopened if a custodial parent requests that the case be reopened because of a change in circumstances which will allow DCSE to pursue action.  Also, cases previously closed as a result of a good cause determination are reopened if either parent in such a case requests a review of the order for possible modification.  [If either parent requests a review of the order, a redetermination as to whether good cause exists must be done.  The case may again be closed if the IV-A, IV-E, or Medicaid agency determines that it would 

not be in the best interest of the child to proceed with the modification review.]
If a non-K-TAP case was previously closed for one of the following reasons, the custodial parent must submit a new application and pay another non-K-TAP application fee before the IV-D case can be reopened:

-
the custodial parent asked that IV-D services be discontinued,

-
the custodial parent failed to cooperate, or

-
the custodial parent failed to contact DCSE and repeated attempts by DCSE to contact the custodial parent were unsuccessful.

However, if a non-K-TAP custodial parent requests that the case be reopened due to a change in the noncustodial parent’s circumstances and the case was not previously closed for one of the reasons listed above, the non-K-TAP custodial parent is not required to pay another application fee.

The following actions are taken to reopen a closed case.
1.
Select option 06, Update Case/Participant Data, from the Case Management Menu screen (ASEMAA).  Update any data that may have changed for a participant.  Select option PF-2, Complete Case, and update the case by changing the case status from CLSD to OPEN on the Update Case screen (ASEC8C).  Update any other case data that needs changing.  For example, it may be necessary to change the IV-D type and the process status.

2.
Complete whatever other actions are needed for the case.

3.
Create a SELF event and attach notes.  Describe what prompted the action, describe all actions taken, and list all forms that were not generated on KASES.

20.110 CONTRACTING OFFICIAL REQUESTS
If a contracting official requests information on a case that has been placed in an unworkable status or has been closed, the 

contracting official is contacted to determine if he/she plans to pursue action on the case.

If the official has additional information and intends to pursue action, the case is reactivated and the official’s request is answered as soon as possible.  The workable status is changed from  unworkable to workable on the Create/Update Case screen (ASEC8C) and the case is referred to the contracting official.  If the case was closed, the case status is changed from CLSD to OPEN on the Update Case screen (ASEC8C) and the case is referred to the contracting official.

20.120 QUARTERLY REVIEW OF UNABLE TO LOCATE CASES WITH A LOCATION LEAD

Cases in which a noncustodial parent’s current address is unknown or is incomplete are referred to SPLS when at least one location lead exists.  Referrals sent to SPLS remain there until the noncustodial parent is either located or the case meets a case closure criterion.  Cases in which the noncustodial parent cannot be located must be reviewed quarterly.

If a MAIL address for the noncustodial parent is not present and paternity is not an issue for the child(ren), KASES automatically suggests location (LOCT) as the process status, SPLS as the referral unit, and a location worker to whom the case is to referred.  To actually refer the case to SPLS, the caseworker must press PF2-Complete Case on the Refer Case screen (ASECRA).  Manual Section 28.000 provides location leads and detailed procedures for referring cases to SPLS.  KASES Network Memo No. 6 also provides information for referring cases to SPLS.  

If a MAIL address for the noncustodial parent is not present and paternity is an issue, the system suggests paternity establishment (PAT) as the process status, PAT as the referral unit, and a judicial worker to whom the case is to be referred.

[NOTE:  Prior to referring a case to location or to a contracting official, the hard copy case record is pulled and reviewed.  If there is information that has not been added to KASES which may aide in 

locating the noncustodial parent, KASES is updated to include this information.]
In accordance with 45 CFR § 303.3(b)(3), SPLS must, within 75 calendar days of receipt of the initial referral, access all appropriate location sources.  This includes accessing the Federal Parent Locator Service (FPLS), if appropriate.  SPLS must also ensure that location information obtained is sufficient for action to be taken on the case.

When a referral is received, SPLS caseworkers review the referral and use all appropriate sources available to locate the noncustodial parent.  Subsection 28.060 lists resources used by SPLS in their attempt to locate a noncustodial parent.

The following actions are completed by SPLS caseworkers if location is successful for a case.
1.
Record all location activity and the results -- positive or negative -- by creating events associated with the noncustodial parent’s MPI number.  Select Option 05, SPLS Event Maintenance, from the SPLS Functions Menu screen (ASEMAP) to create an event.  Create a SELF event for all location sources accessed except FPLS.  If information was requested from FPLS, enter FPLS as the event type and the system automatically enters AP REFERRED TO FPLS as the event description.

2.
When an address for the noncustodial parent is found using one of the location sources available to SPLS, select Option 03, AP Address Maintenance, from the SPLS Functions Menu screen (ASEMAP) and enter the unverified address as an OLD address type on the Update Participant Address screen (ASEAAE).  Complete the WHERE OBTAINED field on the Update Participant Address screen (ASEAAE) to indicate where the address was obtained.  On the NOTES screen (ASEUNA) associated with the Update Participant Address screen, enter the location source of the new address.

NOTE:  When multiple addresses are found for a noncustodial parent, enter each address found on the Update Participant Address screen (ASEAAE) as an OLD address.  On the NOTES screen 

associated with each address, make notations as to the source of the address.

3.
[Generate] a Postal Check (Form CS-47) to verify whether the address considered to be the most current is a good address.

4.
If the postal check is returned and the address is verified as a good address, change the address type from OLD to MAIL and enter the date the address was verified as a good address on the Update Participant Address screen (ASEAAE).  On the NOTES screen associated with the good address, annotate that the postal check was positive and enter any remarks provided by the post office.

5.
Close location activity by selecting Option 07, Close SPLS Activity, from the SPLS Functions Menu screen (ASEMAP).  Enter the appropriate locate disposition code on the Close Locate Activity screen (ASEAP1).

Once this code has been entered, the system automatically suggests that the case be referred to what it considers to be the next appropriate worker.  If the suggested referral is not correct, override the system by changing the referral entries.

The following actions are taken by SPLS caseworkers if location is unsuccessful for a case.

1.
If an address for the noncustodial parent cannot be found using one of the location sources available to SPLS or an address is found but the postal check comes back negative, create events associated with the noncustodial parent’s MPI number to record all location sources checked and the results.  Select Option 05, SPLS Event Maintenance, from the SPLS Functions Menu screen (ASEMAP) to create SPLS events.

2.
If the postal check comes back negative, annotate that the address is negative on the NOTES screen associated with the address.  Enter any explanation provided by the post office as to why the noncustodial parent’s mail could not be delivered; for example, “Addressee moved, no forwarding address available.”

3.
Generate and send a CS-31 to the custodial parent.  For a FC case, manually complete and send a CS-31A to the Children’s Benefits Worker.  See the end of Manual Section 31.000, Foster Care, for a list of Children’s Benefits Workers.

NOTE:  KASES will create a case event only for the case for which the SPLS caseworker is responsible rather than on the MPI level where all other SPLS events are contained.

4.
Close location activity by selecting Option 07, Close SPLS Activity, from the SPLS Functions Menu and enter REIN in the case disposition code field on the Close Locate Activity screen (ASEAP1).  Once this code has been entered, the system automatically sets up a 90-day tickler and worklist item so location efforts can be reattempted for the quarterly review.  Also, an event is automatically created by the system.

Quarterly location attempts may be limited to accessing programs on IMS Inquiry and KAMES-IM Inquiry but must include accessing New Wage Records (Program 48) if the noncustodial parent’s social security number is available.  Location attempts must occur quarterly unless new location information is received from the custodial parent, an attorney, or another source.  SPLS must use all available resources in their attempt to locate the noncustodial parent when new location information is received.  Caseworkers are to inform SPLS any time new information which may aid in locating the noncustodial parent is received.

In accordance with 45 CFR § 303.3(b)(3), all appropriate location sources, including FPLS (if appropriate), must be accessed during initial location attempts.  When doing quarterly location attempts, SPLS caseworkers need to resubmit the case to FPLS at least annually if location information needed to proceed with the next appropriate action cannot be obtained using other available location sources.

Before a case can be submitted to FPLS, either the noncustodial parent’s social security number or the following information about the noncustodial parent must be known:

-
date of birth;

-
place of birth;

-
mother’s name (including maiden name); and

-
father’s name, if known.

The following actions are taken when the case appears on the SPLS caseworker’s worklist in 90 days.

1.
Check all appropriate location programs and resources.

2.
Create events associated with the noncustodial parent’s MPI number to record all location sources checked and the results.

3.
If location is successful, follow the procedures outlined on pages 42 and 43.

4.
If attempts to locate the noncustodial parent are unsuccessful but the three year review requirement has not been met, close locate activity by entering REIN as the case disposition code on the Close Locate Activity screen (ASEAP1).  This automatically creates another SPLS Reinquiry worklist item for 90 days.  It also automatically creates an event in the event history.  Delete the current SPLS Reinquiry worklist item from the worklist.

5.
If the three year quarterly review requirement has been met and location is unsuccessful, close location activity by entering ULOC as the case disposition code on the Close Locate Activity screen (ASEAP1).  This automatically creates an event in the event history.  When location activity is closed unsuccessfully, KASES automatically suggests that the case be referred to the previous worker and process status.

SPLS caseworkers may send an Other Location Request (Form CS-46B) to  obtain new information about a noncustodial parent any time a quarterly review is being conducted.  The CS-46B is sent to the noncustodial parent’s relatives, friends, or to anyone else who may be able to provide information about the noncustodial parent.

The following actions are taken by area caseworkers when location is successful and the referral is returned to them.
1.
Take whatever action is needed for the case.

2.
Update the case record to show all actions taken.  KASES  automatically displays the noncustodial parent’s current mailing address entered by SPLS as the MAIL type address.  Also, KASES automatically displays the case’s current process status.  Caseworkers will need to update KASES only if action is taken for which a SELF event or SELF worklist item needs to be created to document the case record.

If the three year quarterly review requirement has been met, location was unsuccessful, and the referral is returned, area caseworkers initiate case closure activity according to the procedures outlined in Subsection 20.070.

20.130 KASES SEMIANNUAL REVIEW OF UNWORKABLE CASES
An automated review of cases which have been placed in an unworkable status (i.e., UINC, UINS, UUNK, or UADD) occurs semiannually on KASES.

Placing a case in an unworkable status causes KASES to create a record containing the following identifying information about the noncustodial parent:

-
social security number,

-
name,

-
birthdate,

-
MPI number,

-
IV-D number,

-
race, and

-
sex.

If there is a valid social security number for the noncustodial parent and the case has been in an unworkable status for at least 180 days, the noncustodial parent record is added to an extract tape which is submitted to the following four state programs and is run against their databases:

-
unemployment insurance,

-
wage records,

-
SDX (Supplemental Security Income), and

-
K-TAP

The initial review does not occur until the case has been in an unworkable status for at least 180 days.
The state programs listed above are responsible for running the extract tape against their databases and for returning to DCSE any records which have matched the noncustodial parent’s social security number or other identifying data.

If the program returns a match, a priority 1 worklist item (REVM) with a 0 tickler date is generated for the responsible worker.  If the program returns a no match, the system automatically generates a CS-31 to the custodial parent.  An event is generated by the system to document that a CS-31 was sent to the custodial parent.

As long as the case remains unworkable, the noncustodial parent’s extract file will continue to be submitted on a 180-day cycle up to the fifth submission.  When the case is submitted for the fifth time, the submission program writes a 180-day review worklist (REVU) to prompt the caseworker to initiate case closure activity.

                             Page 17

