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• 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 12-month period. 

 
- 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. 
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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 SSP 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.  

 
- Direct Deposit - The Worker must provide an enrollment brochure and 

explain the following about direct deposit: 
 

• The advantages of receiving WV WORKS, child support pass-
through, and Child Support Incentive (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. 
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• 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.   

 
- 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 WV 
WORKS benefit and any WV WORKS and CSI supplemental 
benefits go in the EBT account. 
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• When the first card will be received  

 
• The cardholder must call the EBT hotline to create a PIN and 

activate their card prior to use. 
 
• When the benefits will be available in the account 

 
NOTE:  The Worker must determine if there is an existing EBT 
account and reactivate expunged accounts.  He must also inform 
the client of the availability date of any balance remaining in the 
account. 

 
• The importance of choosing an authorized cardholder who can also 

access the EBT account 
 
NOTE:  For EBT, the AG may have an authorized cardholder to 
spend benefits from the AG’s EBT account.  There is not a 
separate case or EBT account, but the authorized cardholder has a 
separate EBT card with his own PIN and uses the card to spend 
benefits from the AG’s EBT account in the same manner as the 
AG’s payee.  The authorized cardholder, authorized representative, 
and the information provider may be the same or different 
individuals at the discretion of the AG. 

 
• The importance of choosing an authorized cardholder who can also 

access the EBT account 
 

• Services are available by calling the Interactive Voice Response 
Unit (IVRU) or by talking with a Customer Service Representative 
(CSR).  These services include, but are not limited to, activation of 
a new card, replacing a lost/stolen/damaged EBT card, obtaining a 
new or different PIN, cancellation of an authorized cardholder and 
checking an account balance(s). 

 
• That EBT WV WORKS or TANF funds must not be used or 

accessed in adult entertainment establishments, casinos, gaming 
establishments, or liquor stores.  This provision applies only to 
establishments which primarily or exclusively sell these products 
and does not include grocery stores or other establishments which 
also offer gaming activities or sell these products in addition to 
other goods 

 




