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Because approval depends upon making the application, attending orientation, 
and negotiating a PRC, as well as providing verifications, all of which may not be 
available to the client on the date of application, form DFA-RFA-1 is available to 
protect the date of application for proration purposes.  There must be a full 
application made subsequent to each DFA-RFA-1.  If the client fails to follow 
through with the application, a RAPIDS entry must be made to withdraw the 
DFA-RFA-1. 

  
The DFA-RFA-1 may only be used when an OFS-2 is not completed at the time 
the client expresses an intent to apply for WV WORKS. 

 
D. INTERVIEW REQUIRED 

 
  A face-to-face interview is required. 
 

E. WHO MUST BE INTERVIEWED 
 

NOTE:  Information in this item applies only to the intake interview.  While it is 
possible to have only one parent participate in the intake interview, it will usually 
be necessary for both parents to be interviewed about the PRC and other WV 
WORKS requirements.  A representative of the specified relative may participate 
in the intake interview, but the specified relative must be interviewed about the 
PRC and other WV WORKS requirements.  
 
The specified relative with whom the child lives must participate in the intake 
interview. 
 
If the child is living with both parents or a parent and a stepparent, both must be 
interviewed unless: 

 
- One parent or stepparent is hospitalized; or 
 
- One parent or stepparent is employed and his working hours preclude 

participation in the interview during the agency's normal working hours. 
 

When the specified relative with whom the child lives has a legal committee, the 
committee must be interviewed. 

 
If the child is living with only one specified relative who is unable to participate in 
the interview, a representative may participate in the intake interview.  A written 
statement, signed by the specified relative, who gives the representative 
authority to apply on his behalf, is required.   
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F. WHO MUST SIGN 
 

The individual(s) who is interviewed must sign the OFS-2.  If the child(ren) lives 
with both parents or a parent and a stepparent, both must sign, even if separate 
interviews are conducted. 

 
G. CONTENT OF THE INTERVIEW  

 
In addition to the requirements outlined in Section 1.2, the following specific 
requirements apply. 

 
- BCSE - Explain redirection requirements, good cause, penalties for failure 

to cooperate without good cause, possible referral to BCSE for signature 
of paternity acknowledgment, and obtain the signature on the OFS-AP-1 
of the relative with whom the child lives. 

 
- Non-recipient Work-Eligible Individuals - Explain that non-recipient Work-

Eligible Individuals living in the household with an eligible child must 
complete the PRC, orientation, and be enrolled in a work activity and meet 
all other program requirements or the AG is ineligible for WV WORKS. 

     
- Work Requirements - Explain the purpose of WV WORKS; DCA 

payments, if appropriate; TM, child care assistance and job placement. 
 

- Explain that participation in a work activity is an eligibility 
requirement. 

 
- Personal Responsibility Contract (PRC) - Explanation and completion of 

the PRC is not required to be part of the intake interview, but it may be 
done at the same time.  See item T below for details about the PRC 
requirements.  

 
- Repayments - Discuss any outstanding repayments.  See item L below. 
 
- Eligibility - Explain beginning date of eligibility and the importance of 

establishing eligibility as soon as possible. 
 

- WV WORKS post-employment options – Discuss the 2 types of 
employment support payments: 

 
• Option 1 – Up to a 6-month period during which the former WV 

WORKS participant may be eligible for continued support 
payments and services; or 

 
• Option 2 - The West Virginia Employment Assistance Program 

which allows the employed former TANF recipient to continue 
to receive the TANF payment he received prior to becoming 
employed for up to a 6-month period. 
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- Medicaid - Explain that Medicaid eligibility is a separate determination and 

how and when the medical card is issued, if appropriate. 
     
- Lump Sum - If the client indicates he may be receiving a lump sum 

payment, explain the lump sum policy. 
 
- Pregnancy - Explain the need for the client to report immediately when 

anyone in the AG or a non-recipient Work-Eligible Individual becomes 
pregnant. 

 
- Caretaker Relative Option 

 
NOTE:   When a parent(s) is included with his own child(ren),  the      
OFS-WVW-10 must not be signed.  When the AG includes a parent(s), his 
child(ren) and other children for whom the parent is a specified relative, 
the parent is required to be included and form OFS-WVW-10 must not be 
signed.  The form is used only when a caretaker relative receives cash 
assistance only for children to whom he is not a parent. 
 
For cases in which the caretaker relative is not a natural or adoptive 
parent, form OFS-WVW-10 must be explained.  The form must be signed 
and completed prior to approval, but not necessarily during the intake 
interview.  The Worker must explain the option of being included or 
excluded from the AG and answer the client’s questions about the 
consequences of each choice.  Refusal, or other failure, of the caretaker 
relative to sign the form results in denial of eligibility for the caretaker 
relative for at least 12 months.  Eligibility continues to be denied beyond 
12 months, for as long as the caretaker fails to choose.  The original form 
must be filed in the case record and the client must be given a copy.  See 
Section 9.21 for details about the limited choice for the caretaker. 

    
- Domestic Violence - Explain that information is available throughout the 

office and from the Worker regarding domestic violence and that this 
subject is discussed with all clients.  No individual is specifically targeted 
to receive the information.  Disclosure of domestic violence may have an 
affect on any PRC, work requirements or time limits the client is expected 
to meet while a WV WORKS recipient.  A referral to the appropriate 
community resource or domestic violence program must be made to 
develop a plan to assist the client in meeting any WV WORKS 
requirements.  See Sections 13.8 for temporary exemptions to the        
WV WORKS work requirements and Sections 15.6 and 15.7 for            
WV WORKS time limits.  

 
- Earned Income Tax Credit (EITC) - Briefly explain that this is a tax credit 

for people who work or have worked and had earned income under a 
specified amount.  Pamphlets should be in the local offices to explain the 
EITC in more detail.  
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- Direct Deposit - The Worker must provide an enrollment brochure and 

explain the following about direct deposit: 
 

• The advantages of receiving the WV WORKS and CSI benefits by 
direct deposit and that enrollment is optional.  The client uses a 
bank of his choice and once the benefit is deposited, the client is 
responsible for all dealings with his bank and for all fees and 
penalties associated with his own bank account.  The WV WORKS 
benefit is deposited on the last State work day of the month prior to 
the month the benefit is due.  The CSI benefit is available on 
approximately the 20th calendar day of the month. 

 
• That the client can choose between direct deposit and EBT. 
 
• How to enroll and dis-enroll in direct deposit 
 
• That the effective date of the first direct deposit is dependent upon 

the date of submission for the enrollment form and the accuracy of 
the information provided and is the responsibility of the Auditor’s 
Office.  It is generally the month following the month of enrollment.  
The client will continue to receive the WV WORKS and CSI by EBT 
until direct deposit is effective.  He may contact his bank or the 
Auditor’s Office to determine when the benefit has been deposited.  
After the initial WV WORKS benefit, only the monthly WV WORKS 
and CSI benefits are direct deposited. 

 
Once the client chooses direct deposit, this choice continues 
until the client cancels it with the Auditor’s Office.  This is true 
even if the case is closed and later reopened.  

 
• Information which must be reported to the State Auditor’s Office 

after enrollment 
 
• When the benefit cannot be deposited into a bank account after 

enrollment, benefits will be deposited into an EBT account and the 
client must re-enroll in direct deposit.  Until the client submits 
updated information to re-enroll, benefits will be deposited into an 
EBT account and accessed with an EBT card. 

 
• The Treasure’s Office e-mail address at which the client may obtain 

information about banks in the area in which he lives which provide 
no- or low-cost services.  The Worker may access the information 
for the client. 
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- Explain the following about EBT: 

   
• That the WV WORKS, DCA and CSI cash benefits will be 

deposited into an EBT account and accessed with an EBT card.  If 
the WV WORKS and CSI benefits are direct deposited, the initial 
WV WORKS benefit and any WV WORKS and CSI supplemental 
benefits go in the EBT account. 

 
• When the first card and PIN will be received and that the first card 

must be activated prior to use. 
 
• When the benefits will be available in the account 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




