CHAPTER 1

WV INCOME MAINTENANCE MANUAL
1.2
Application/Redetermination Process

make contacts with a domestic violence agency or the Division of Children
and Adult Services in conjunction with a temporary exemption from work
requirements for WV WORKS, the information must be maintained in a
separate file which is secured and available only to Supervisors.
Information maintained in a separate file regarding domestic violence may
be presented as evidence at a Fair Hearing, so long as the client agrees
to use of the information for such purpose.

Ensure that information about available community resources addressing
domestic violence is available to all persons who request it, or who, in the
Worker’s judgment, may benefit from it. In addition, the Worker must make
an immediate referral to the appropriate domestic violence or community
agency when the client requests such assistance. When possible, the
referral must be made the same day. If the agency cannot make
arrangements to see the client the same day, a referral to the Division of
Children and Adult Services must be made the same day, if possible.

Inform the client that he is authorized to receive information and referral
services about TANF and other programs offered by the WV DHHR.

A voter registration application and declination form must be provided at any
point a client engages in an application, recertification, or reports a change
of address. See Section 1.2,A to assure compliance with this procedure.

CLIENT RESPONSIBILITY

The client's responsibility is to provide information about his circumstances so the
Worker is able to make a correct decision about his eligibility. When the client is
not able to provide the required verification, the Worker must assist him. The
client must be instructed that his failure to fulfill his obligation may result in one or
more of the following actions:

Denial of the application
Closure of the active AG
Removal of the individual from the AG

Repayment of benefits
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NOTE: Counting months for which benefits were prorated toward the 3-
month limit, is an option for each state. If the client’s previous state of
residence includes a month of prorated benefits, the Worker asks only for
the number of whole months of receipt. Therefore, regardless of the
option chosen by the other state, the Worker must not count a prorated
month.

If he is residing in an ILC, eligibility must be determined according to
Section 9.1,A. If he is residing in an NILC, the time limit does not apply,
but he retains the 36-month period which began in the other state.

Whether or not the client owes a repayment to any Program

Each Program has specific requirements related to receipt of benefits from other
states. Refer to Date of Application under each Program section below.

CONTINUATION OF THE CASE NUMBER AND TRANSFER OF A CLOSED
CASE

Prior to data system entry for disposition of another application, the Worker must
determine if there is an existing case number for the client.

When an existing case number is found in another county, the Worker must
request immediate data system transfer to the client's new county of residence.
The case record must be mailed to the new county of residence within 10
working days. The request may be accomplished by memorandum, electronic
mail release or by telephone.

WHEN APPLICATION IS MADE OR RECEIVED IN THE INCORRECT COUNTY
OFFICE

1. Applications Made In Person Or By Malil

The following procedures are used when an applicant mails or makes his
application in the office of a county in which he does not reside.

- When a mail-in application is received in the incorrect county office,
it must be mailed to the correct county office the same day it is
received. In addition, the correct county office must be notified the
same day by electronic mail that the form is being mailed.

- If the client visits the incorrect office to apply, the application must
be accepted and an intake interview completed. The Worker must
complete a system transfer to the correct county office on the date
the application is made. The correct county office must be notified
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