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Applications, reapplications and recertifications that do not involve potential Kentucky Works Program (KWP) participation may be completed by telephone. 

KTAP/KWP applications can be initiated by telephone; however, the individual must come into the office to complete the assessment and TAA segment of the application with a case manager.  If the individual is unable to come to the office due to a physical or mental condition, the interview may be conducted at an alternate site that accommodates the individual.  The interview can also be completed during a home visit or at the local office with a designated representative chosen by the individual.  

[Full Family Sanction applications MUST be taken during an in person interview.  Refer to MS 2015 for information regarding full family sanctions.

For KTAP/KWP recertifications, the interview can be completed by telephone. However, if the KWP assessment has not been completed, the individual must come into the office to complete the assessment and TAA segment of the application with a case manager.]

The recertification is completed every 12 months for KTAP.  The 12 month period begins the application month.  The interviews can be completed prior to the beginning of the month recertification is due.  

During the application/recertification interview, ask the individual each question from the application and discuss any answers which need clarification or seem inconsistent.  Do not ask for information concerning a noncitizen who is not applying for benefits if the information is not needed to determine eligibility for the KTAP benefit group.

Ensure that the following information is discussed with the individual:

A.	Explain the 60 month time limit for receipt of KTAP benefits.  

[bookmark: _Hlt65393160]B.	Obtain social security numbers for all members applying for benefits.  Assist any member who does not have or who cannot provide a social security number to initiate an enumeration application.  Refer to MS 2332.  

C.	Explain the Kentucky Works Program and provide form KW-219, Kentucky Works Process.  For work eligible individuals, complete the KWP assessment and the TAA at each application and recertification.  Refer to MS 2322 for the definition of a work eligible individual.

[bookmark: _Hlt62437766]Explain supportive services including the Child Care Assistance Program (CCAP), transportation payments, Relocation Assistance, Work Incentive (WIN) reimbursements, and other supportive services provided under KWP.

Explain when an individual receives a payment but does not pay outstanding bills, it is NOT the responsibility of the worker to issue payment to the vendor.  The settlement of the debt is between the individual and vendor.

D.	Explain the requirements of the child support program in cases of voluntary absence.  Complete a referral for child support activities if applicable.    

E.	Explain all changes must be reported within 10 calendar days of the date of change, as well as any changes which occur prior to processing the application.  Explain if the child is expected to be out of the home for more than 30 days, the individual must report this change within 5 days.  Provide form PA-17, Responsibilities for Reporting Changes.

F.	Explain the effects of lump sum income.  

G.	Explain the individual’s right to fair hearing to appeal any adverse decision. 

H.	Explain the individual’s rights under the Civil Rights Act and the Americans with Disabilities Act (ADA).  Review form PAFS-600, Do You Know?, the ADA fact sheet, with the individual and give the form to the individual.  Annotate the case record with any accommodation that is needed for the individual to access benefits and comply with program requirements.

I.	Explain claim policy.

	1.	Determine if there is an outstanding claim.

	2.	Discuss with the applicant/recipient repayment of any claim.

J.	Explain proration of benefits for the month of application.

K.	If a member of the assistance unit appears to have a disabling health condition, e.g., quadriplegia, head injury, etc., refer the individual to the Social Security Administration utilizing form PAFS-5.1, Report or Referral to the District Social Security Office, to apply for SSI/RSDI benefits.  The individual's KTAP application is NOT delayed pending a determination of the individual's RSDI or SSI entitlement.

[bookmark: _Hlt68404738][bookmark: _Hlt97108958]L.	Explain the voter registration process and complete form PAFS-706, Voter Registration Rights and Declination, for the applicant/head of household.  See Volume I, MS 0640 and MS 0650. 

M. 	Explain the use of Electronic Benefit Transfer (EBT) to access benefits.  See Volume I, MS 0270.  The KTAP and Kinship Care monthly benefit is accessible from the EBT account on the first day of the month whether issued at first or second issuance.

N.	Obtain a nearby telephone number, if available, for an individual who does not have a telephone. 

O.	[Provide the individual with a request for information (RFI) or verification needed to process the application/recertification that indicates the date the information/verification must be returned.  Explain that the individual may request additional time to obtain the verification if needed.] 
