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Supplemental Nutrition Assistance Program (SNAP)
CHAPTER 1: Introduction and Right to Apply

A. Introduction

The Family Assistance Manual of the Tennessee Department of Human Services contains the
official guidelines for staff responsible for the implementation of the policies and procedures
governing the administration of the Supplemental Nutrition Assistance Program (SNAP),
formerly known as the Food Stamp program.

The manual content details the eligibility policies which govern SNAP. These policies have been
written to cover the majority of case situations which come to the attention of the agency.
However, it is recognized that certain individual situations will be presented which are not
covered in the present policy material. In the absence of specific policy statements, the county
office should reach a decision based on the principles of eligibility as stated in the manual and
with assistance, as necessary, from the regional and state supervisory staff.

This manual provides the caseworker with standard policy for:

9 certification procedures;

9 procedures by which the application for benefits is accepted and processed, as well as the
office procedures to be followed in record keeping and case management;

9 client rights and responsibilities;

9 adescription of special coverage groups which differ from the usual in either eligibility policy
or procedure;

1 an explanation of the functions and uses of other divisions within the Department, such as
Quiality Control, Fraud and Overpayment, Administrative Review, Investigative Services, and
Social Services.
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B. Purpose of SNAP

SNAP is designated to promote the general welfare and to safeguard the health and well-being
of the Nation's population by raising the levels of nutrition among low-income households.

Section 2 of the Food Stamp Act of 1977 states
food purchasing power of low-income households contributes to hunger and malnutrition among
members of such households". To alleviate such hunger and malnutrition, a Food Stamp

Program is herein authorized which will permit low-income households to obtain a more

nutritious diet through normal channels of trade by increasing food purchasing power to all
eligible households who apply for participatio

C. Legal Basis of Administration of SNAP

SNAP is authorized by the Food Stamp Act of 1977 (Title XIlI, P.L. 95-113). Regulations issued
pursuant to the Act are contained in 7 CFR Parts 270-282. The Tennessee Department of
Human Services is empowered by Tennessee Code Annotated, Section 14-2204 to comply with
any requirement that may be imposed, or opportunity presented, by federal law or regulation for
the provision of SNAPb enef i t s t o SNAR applieastsamdrécipients.

The provisions of Title 18 of the United State
counterfeiting, misuse and alteration of obligations of the United States are applicable to any
instrument used to issue SNAP benefits. Any unauthorized issuance, use, transfer, acquisition,
alteration, possession, or presentation of benefits may subject any individual, partnership,

corporation, or other legal entity to prosecution under Sections 15(b) and (c) of the Food Stamp

Act or under any other Federal, State, or local law, regulation or ordinance. Penalties for

obtaining and/or redeeming benefits without authority are contained in Tennessee Code

Annotated 14-27-114.

D. Right to Apply

1. Any person wishing to do so shall have the opportunity to apply for SNAP without delay. (Refer
toChapt er 2A9Howsehdlds Eligible for Expedited Serviced.

N

Information about the programs of assistance administered by the Department of Human
Services (DHS) shall be provided to any person requesting it.

3. Applications must be filed in the DHS Office in the county of the applicant's residence and must
be on a form prescribed by the agency. The application must be filed by the applicant himself,
his authorized representative or designated agent, or someone acting responsibly for him.

4. An applicant may be assisted by any individual of his choosing in the various aspects of the
application/redetermination of eligibility process. However, it is unlawful for any person/agency
to charge or receive anything of value, either directly or indirectly, for providing such assistance
to a person requesting aid.

o

Eligibility is not required of a person prior to his filing an application.

o

The right to file an application shall not be denied to any person even though it is apparent to
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the worker that eligibility for SNAP benefits does not exist.

E. Assistance Groups

SNAP benefits may be provided to an individual or to a group of people. The people applying for
or receiving SNAP/Families First benefits are referred to as a household in the SNAP Program

and as an aid group in Families First. This has been abbreviated as HH/AG throughout this
manual.

CHAPTER 2: Household Concept

SNAP uses the concept of a household to determine eligibility for benefits.

A. Household Concept Definitions
(a) Household

(b) Sibling

(c) Spouse-Spouse Relationship

(d) Head of Household

(e) Parent-Child Relationship

(f) Parental Control

(g) Absent Wage Earner

B. Household Composition Policy

Prior to establishing eligibility and the SNAP allotment amount, the living constellations and
other factors of all individuals residing together must be explored to determine which of them will
be considered household members.

C. Purchasing and Preparing Meals

To determine which individuals included in the living constellation will be considered to be
household members, the caseworker must evaluate how meals are purchased and prepared.
Unless specific individuals are eligible for separate household status, all persons who purchase
and prepare their meals in common are treated as one household (HH).
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Note: At times, individuals change established living patterns either by choice or by force of
circumstances. When an individual(s) changes a custom or pattern of living to establish a new
pattern, the intent to establish that new pattern has greater importance than the previous
pattern.

An individual(s) may intend to function as a separate household, but cannot do so unless the
SNAP application is approved. Consider the individual(s) as a separate household when such
intent is expressed.

Example:

Mrs. Smith separated from her husband on January 10. She and her child moved into the home
of her aunt, and she currently has no income. Mrs. Smith and her husband were not
participating in SNAP at the time of the separation nor is her aunt a SNAP patrticipant.

Mrs. Smith states that even though she is living with her aunt, she intends to purchase and
prepare her food separately from her aunt. Consider Mrs. Smith and her child as a separate
household based on these circumstances.

D. Separate Household Status

At times, individuals living together will request consideration as separate households.
Individuals who live together but purchase and prepare their meals separately may be eligible
for separate household status:

1. Persons Not Eligible for Separate Household Status

1 A spouse of a member of the household;
1 Children under 22 who are living with their parents; or
9 Children under 18 who are living with someone acting as a parent (parental control).

2. Persons Eligible for Separate Household Status

9 Siblings (not under parental control) who live together and who purchase and prepare

separately;

Children 22 and over who live with their parents and purchase and prepare separately;

Individuals other than parents and siblings who share living quarters with a SNAP

household, but who do not purchase and prepare meals with that household;

1 A person who is too disabled to purchase his or her own food but who has arranged to have
his or her food purchased and prepared separately from those with whom he or she lives.
Even if the person who shops for food or prepares meals for the disabled person lives with
the disabled person, the disabled person may claim separate household status.; or

1 An elderly and disabled individual (and spouse of that individual) living with others when:

T
T

a. the elderly and disabled individual is unable to purchase and prepare his/her own meals
with others; and

b. the combined gross income of the others with whom the elderly and disabled individual
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lives (not including the individual and spouse) does not exceed 165% of the poverty
level

Note: Separate household status can be granted to both the elderly and disabled
individual (and spouse) or the other individual(s) with whom the elderly and disabled
individual lives, if both of the criteria are met.

GUIDES: Bulletin No. 31, FA-06-24

Procedures for Applying the 165% Gross Income Test

Apply the following income calculation procedures to test for eligibility for separate household status
only. Once eligibility for separate household status is determined, consider only the applying
household's circumstances (income, resources, expenses) when determining the allotment amount.

A. Calculate the gross income of the others as if they were applying for SNAP.

B. Do not include the income of the elderly and disabled person and that person's spouse in this
calculation.

C. Use the Gross Monthly Income Eligibility Standards for determining separate HH Status for the
Elderly and Disabled Table in this section to determine the 165% Poverty Level figure.

D. If the others' income exceeds the 165% figure, do not grant separate household status to the
elderly and disabled individual (and spouse). If the other income does not exceed the 165%
figure, grant separate household status.

Gross Monthly Income Eligibility Standards for Determining Separate Household Status for the
Elderly and Disabled

No. of Persons in
Household 1 2 3 4 5 6 7 8

165% of Poverty
1605 2163 2722 3280 3838 4396 4955 5513

For each additional person +559
Verification

An individual wanting separate household status must:

9 obtain the cooperation of the individual(s) with whom she/he lives in providing the
necessary information; and

1 provide (if requested) a physician's statement that the elderly person is disabled as
definedin A Cr i t eri a for Det er mi ni ng whdaocannst el i
purchase and prepare his/her own food.

E. Designating Head of Household
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Every household must designate an individual as the head of household for case control and
issuance purposes.

Certain households must be offered the option of selecting their head of household. The
department shall allow the household to select an adult parent of children in the household as
its head where all adult household members making application agree to the selection. If all
adult members do not agree to the selection or decline to select, the department may designate
the head of household or permit the household to make another selection. For households that
do not consist of adult parents and children, the department shall designate the head of
household or permit the household to do so. When the household declines to designate or
cannot agree who is to be the head of the household, the department will designate the head of
the household.

The household may designate its head of household at application and each time certified for
participation. The household may not change the head of household during a certification period
unless there is a change in the composition of the household.

Do not use the head of household classification to impose special requirements, such as
requiring the head of household to file the application or to appear at the certification interview.

F. Absent Wage Earner

Absent wage earners are included as household members unless the absent wage earner and
the household can establish sufficiently that the absent wage earner is, in fact, a separate
household.

Evaluate each case on its own merit, using focused interviewing techniques.
1 Does the absent wage earner have a separate address?

1 Does he/she pay rent and/or utilities at the address?

1 Where does he/she receive mail?

f How often does he/she receive mail?

1 How often does the absent wage earner come home?

Do not count the absent wage earner as a household member when it is established that he/she
is a separate household.

Example:

A household consists of a husband, wife, and children. The husband works in another city.
Consequently, he leaves for work Monday morning and returns home Friday evening. He still
considers his residence to be the family home.

He is a spouse and is not estranged from his wife and considers the family residence as his
home. Do not grant separate household status to the husband.

G. Individuals Receiving Foster Care Board Payments
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The SNAP household has the option to include or exclude individuals and their income for
whom foster care board payments are made for SNAP purposes. The foster care individuals
may be included (as household members) or excluded from consideration (as boarders), but
cannot participate as separate SNAP households. (Refer to Foster Care Payment and/or
Guardianship Payment).

H. Non-Household Members

Certain individuals residing with a household are not considered household members when
determining the household's eligibility and allotment amount. These non-household members, as
discussed in this section, may participate as separate households, if otherwise eligible.

1. Roomers:

A roomer is an individual to whom a household furnishes lodging, but not meals, for
compensation.

2. Live-In Attendants:

A live-in attendant is an individual who resides with a household to provide medical,
housekeeping, child care, or other similar personal services.

Example: A live-in attendant stays with an elderly couple Monday through Friday to
prepare meals. She returns to her own home on weekends but eats with the couple
while in their home during the week.

The live-in attendant may participate in SNAP as a separate household, if otherwise
eligible.

3. Ineligible Students

An ineligible student is an individual, who is enrolled in an institution of higher education,
but is ineligible because he/she fails to meet the student eligibility criteria.
a.  Definition of a Student
(1) A student is any person who meets all of the following criteria:
9 s at least age 18, but under age 50; and
9 is physically and mentally fit; and
9 is enrolled at least half-time in an institution of higher education.

Note: An institution of higher education is defined as any school, college,
or institute which requires a high school diploma or G.E.D. for admission
or enrollment in the individual's particular curriculum.
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1 Do not consider any of the following individuals as students:
a. individuals age 17 or under, or individuals age 50 or over,
b. physically or mentally disabled individuals;
c. persons attending high school;
d. persons participating in on-the-job training programs;
e. persons not attending school at least half-time; or
f. persons enrolled full time in schools or training programs which
are not institutions of higher education.

b. Student Eligibility Criteria

To be eligible to participate in SNAP a student must meet at least one of the
following criteria:

(1) actually be working an average of 20 hours each week or an average of
80 hours per month.

A If self-employed, actually be working an average of 20 hours per week
or an average of 80 hours per month or receiving monthly earnings of
at least equal to the Federal minimum wage multiplied by 80 hours;

A Students paid or subsidized by Workforce Investment Act (WIA) for
class hours are not considered employed during that time. Such class
attendance does not meet the average of 20 hours a week or average
of 80 hours per month work requirement.

(2) be participating in a State or Federally financed work-study program funded in full
or part by Title 1V, Part C, of the Higher Education Act 1965 (as amended) during
the school year;

Federal Wording: Be participating in a State or federally financed work study
program during the regular school year. - To qualify under this provision, the
student must be approved for work study at the time of application for SNAP, the
work study must be approved for the school term, and the student must
anticipate actually working during that time. The exemption shall begin with the
month in which the school term begins or the month work study is approved,
whichever is later. Once begun, the exemption shall continue until the end of the
month in which the school term ends, or it becomes known that the student has
refused an assignment.

(3) be responsible for the care of a child who is a dependent household member under
the age of six;

Note: The student does not have to personally care for the child all the time. The child
may be in day care while the student is in class.
Note: Apply this exemption to the same individual for work registration exemption

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual
April 2016 Page23



Supplemental Nutrition Assistance Program (SNAP) Policy Manual

purposes.

(4) be responsible for the care of a child who is a dependent household member over
the age of five but under the age of 12, for whom adequate child care is unavailable
to enable the student to attend class, satisfy the 20-hour work requirement of the
Food Stamp Act or participate in a State or Federally financed work study program
during regular school year. Consider adequate child care to exist only when another
responsible person lives in the home that is available and able to care for the child.
When the student must obtain day care outside the home, do not consider adequate
child care to exist.

Example: When a student and her child are the only members of the household,
adequate child care is not available.

Example: Edna Price, a student, and her 8-year old son, Max, live in the home of
Edna's parents. Neither of Edna'’s parents is disabled. Edna’'s mother takes
care of Max before and after school, while Edna is in class. In this situation,
adequate child care is available.

(5) be receiving FF Cash Assistance in his/her own behalf;

(6) be assigned to or placed in an institution of higher education through a program

under the Workforce Investment Act;

(7) If the individual is 50 or above, they do not have to meet the student criteria when

attending institutions of higher education;
(8) Students enrolled in institutions of higher education as a result of participation in an
Employment and Training Program through FF Cash Assistance or SNAP;

(9) Full-time students who are single parents responsible for the care of children under
12 regardless of the availability of adequate child care; or

(10) program under section 236 of the Trade Act of 1974.

c. Enroliment Status

A student's enrollment status begins on the first day of the school term. It continues through
normal periods of class attendance, including vacations and recess when the student intends to
return to school after such vacations and recesses.

The enroliment status ends when the student either:

graduates;

is suspended;
is expelled;
drops out; or

does not intend to register for the next normal school term, not counting summer
school.

=A =4 =4 -8 9
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d. Eligibility during Non-Enrollment Periods

Students who lose their enrollment status or who do not intend to register for the next normal
school session (not including summer school) will lose their student status and be treated as
any other household member.

e. Work Registration

Eligible students are exempt from the work registration/job search requirements.
f. Certification Procedures for Remaining Household Members

Certify the remaining members of a household containing an ineligible student, if otherwise
eligible.

g. Others

Other individuals who live with the household but do not customarily purchase food and
prepare meals with the household are considered non-household members.

Example: A three-person household applies for SNAP. They live with an un-related two-
person household in the same house in order to save on rent. The two families do not
purchase and prepare meals together.

Consider the two-person household as non-household members.
GUIDE: Bulletin 28, FA-10-16

I. Individuals Who Cannot Be Considered Non-Household Members
Do not grant non-household member status to any of the following individuals:
1. Children under 22 who are living with their parents;

2. Children under age 18 who are under the parental control of an adult household
member; and

3. A spouse of a member of the household.

Note: Any individual who is an ineligible student is considered a non-household member
regardless of his/her relationship to other SNAP household members.

J. Treatment of Income, Resources, and Deductible Expenses of Non-Household Members
1. Income

Tennessee Department of Human Services
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Do not count a non-household member's income as available to the remaining
household members.

Consider cash payments made from a non-household member to the household as
income, unless the non-household member is making vendor payments.

Resources
Do not consider a non-household member's resources as available to the household.
Deductible Expenses

Standard Utility Allowance

When the SNAP household has responsibility (receives the bill) for paying all or a portion
of the utility expenses, and it is entitled to and chooses the Standard Utility Allowance
(SUA) based on the number of eligible household members. Do not include any non-
household member.

Other Shelter Expenses

When the non-household member has responsibility for the shelter expenses and the
eligible household members do not contribute toward the expenses, do not allow the
household a shelter expense.

When the deductible expenses are shared by a non-household member and the
household, count only the amount actually paid or contributed by the household as a
household expense.

When the payments or contributions cannot be differentiated prorate the expenses
evenly among the persons actually paying or contributing to the expense. Deduct only
the household's pro rata share.

K. Excluded Household Members

Identifying Excluded Individuals

Certain individuals residing with a household are excluded from participation in the program
either as members of the household or as separate households. These are:

1
2.
3.
4
5.

6.

ineligible aliens or individuals with questionable citizenship;

individuals disqualified because of failure to provide or apply for an SSN;
individuals disqualified for intentional program violation;

individuals disqualified for non-compliance with the work requirements, including
voluntary quit;

individuals convicted of trafficking in SNAP benefits of $500 or more (eff. 11/1/96);

a. individuals who have been convicted of a first violation by a Federal, State or

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual

April 2016

Page26



Supplemental Nutrition Assistance Program (SNAP) Policy Manual

local court of trading coupons for a controlled substance are disqualified for
24months. (eff. 11/1/96);

b. individuals who have been convicted of a second violation by a Federal, State or
local court of trading coupons for a controlled substance (eff. 11/1/96);
7. individuals who have a first violation based upon a finding by a Federal, State or local
court of trading firearms, ammunition, or explosives for coupons (eff. 11/1/96);
8. individuals convicted by a court, ADH hearing, ADH waiver, or a disqualification consent

agreement of having made a fraudulent statement or representation with respect to
identity or residence in order to receive multiple benefits simultaneously (eff. 11/1/96);

9. individual who is a fleeing felon or a probation/parole violator (eff. 11/1/96);
10. ineligible able-bodied adults without dependents;
11. individuals convicted under federal or state law of a felony offense which occurred after

August 22, 1996 and which involved the possession, use, or distribution of a controlled
substance, unless the individual is complying with or has already complied with all
obligations (including any substance abuse treatment requirements) imposed by the
criminal court, and provide proof of one of the following in regards to the most recent
drug-related conviction:

a. is currently participating in a substance abuse treatment program approved by DHS;
or

b. if not actively participating in a substance abuse treatment program approved by
DHS, is currently enrolled in such a program, but is on a waiting list for participation,
and enters the treatment program at the first opportunity; or

c. has satisfactorily completed a substance abuse program approved by DHS; or

d. atreatment provider licensed by the Department of Mental Health and Substance
Abuse Services, has determined that the individual does not need substance abuse
treatment according to TennCare guidelines.

Note: A substance abuse treatment program approved by DHS is defined as one licensed by

the Tennessee Department of Mental Health and Substance Abuse Services. A listing of such
programs may be found on webpage UddeptlzeSubstancetAbusef He a
Treatment Provider Directory.

Other treatment programs not covered in this definition may be considered on a case-by-case
basis by contacting the SNAP Policy Unit in the state office.

If the individual received treatment in a state other than Tennessee, this definition extends to a
substance abuse treatment program licensed or approved by the appropriate state agency where the
individual received treatment. Other treatment programs not covered in this definition may be
considered on a case-by-case basis by contacting the SNAP Policy Unit.

Note: Exemption from disqualification from program participation does not apply to persons
convicted of a Class A drug-related felony (or its equivalent if convicted in another state). For
Class E felony policy in Memo FA-09-24.

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual
April 2016 Page27


http://www.tn.gov/behavioral-health/article/adult-substance-abuse-treatment
http://www.tn.gov/behavioral-health/article/adult-substance-abuse-treatment
http://www.intranet.state.tn.us/dhs/adfam/fa/memos/fa-09-24.pdf

Supplemental Nutrition Assistance Program (SNAP) Policy Manual

GUIDE: Family Assistance Treatment of Income

L. Treatment of Excluded Household Members in Determining Financial Eligibility
1. Ineligible Alien, Questionable Citizenship and Enumeration Disqualification

a. Resources - Count the entire amount of the excluded individual's resources as
available to the remaining household members.

b. Income - Count a pro rata share of the excluded household member's income as
available to the remaining household members.

Use the following procedures to determine the pro rata share:
a. subtract the allowable exclusions from the excluded member's income;

b. divide the remaining countable income evenly among all household
members, including the excluded member; and count all but the excluded
member's share as income available to the remaining household members.

2. Deductible Expenses

a. When the excluded HH member has earned income, prorate the
earned income among all HH members. Apply the 20% earned income deduction

to the portion of the earned income to be considered available to the eligible HH
member.

b. When the excluded HH member is billed or pays all or a portion of the HH's
allowable shelter and/or dependent care expenses, divide the portion paid by the

excluded HH member evenly among all HH members, including the excluded HH
member.

C. If the excluded HH member is the only elderly or disabled HH member, do not
allow the HH a medical deduction or an unlimited excess shelter deduction.

3. Reduction/Termination of Benefits within the Certification Period

Take the following steps when an individual is excluded within a household's certification
period.

a. Using the information available in the case, determine the eligibility or
ineligibility of the remaining HH members;

b. Provide the HH with a Notice of Adverse Action informing the HH of the
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following:

I the reason for the exclusion;
1 the eligibility and benefit level of the remaining HH members; and
I the actions the HH must take to end the exclusion.

4. Intentional Program Violation (IPV) and Work Program Disqualifications

a. Resources - Count the entire amount of the disqualified member's resources
as available to the remaining HH members.

If the HH is composed of two or more persons, and the disqualified
individual is the only elderly person who would have entitled the HH to the
$3250 resource limit, the resource limit applied to the remaining HH
member will be $2250.

b. Income - Count the entire amount of the disqualified member's countable
earned and/or unearned income as available to the remaining HH members.

C. Deductible Expenses -All expenses, including those of the excluded HH member
continue to apply to the remaining HH members. These include:

allowable earned income deduction;

the standard deduction;

medical deduction, if applicable;

dependent care deduction, if applicable; and
excess shelter deduction

= =4 =8 -8 9

d. Computation of the SNAP Budget

The IPV individual is kept in the budget for determining the SUA. The person
disqualified due to work requirements is not kept in the budget for determining
the SUA.

e. Reduction/Termination of Benefits within the Certification Period

Take the following steps when an individual is disqualified within a HH's
certification period:

(1) use the information in the case and determine the eligibility or
ineligibility of the remaining HH members;
(2) notify the remaining HH members of their eligibility and benefit level at

the same time the disqualified member is notified of his/her
disqualification using the Disqualification Notice; and
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3) inform the HH that it may request a fair hearing to contest the reduction
or termination of benefits unless it has already had a fair hearing on the
claim. The HH will receive a Notice of Adverse Action from ACCENT.

Convicted of trafficking in SNAP of $500 or more

First or second violation of a finding by a federal, state or local court of trading of benefits for a
controlled substance; first violation based upon a finding by a federal, state or local court of the
trading of firearms, ammunition or explosives for benefits; convicted of a felony offense which
occurred after August 22, 1996 and involving the possession, use, or distribution of a controlled
substance, except as provided in Chapter 2 under K. Excluded Household Members or
determined to be a fleeing felon or a probation/parole violator.

1. Length of Penalty

Determined to be a fleeing felon or a probation/parole violator (These individuals are
disqualified for the duration of time they are considered fleeing or in violation)

First violation of a finding by a federal, state or local court of trading of benefits for a
controlled substance (These individuals are disqualified for a period of 24 months)

Second violation of a finding by a federal, state or local court of trading of benefits for a
controlled substance; first violation based upon a finding by a federal, state or local court
of the trading of firearms, ammunition or explosives for benefits; convicted of a felony
offense which occurred after August 22, 1996 and involving the possession, use, or
distribution of a controlled substance, except as provided in Chapter 2 K. Excluded
Household Memberso(These individuals are permanently disqualified from receiving
SNAP).

2. Resources and Income

The individual's resources and income are counted in full to the remaining SNAP
household members. No amount is prorated to the ineligible individual.

3. Deductions
The individual is not counted in computing the allotment amount. The entire household's
allowable earned income, standard income, medical, dependent care, child support, and

excess shelter deductions shall continue to apply to the remaining household members.

4. An individual is found to have made a fraudulent statement or representation with
respect to identity or residence in order to receive multiple benefits simultaneously.
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a. Length of Penalty - The individual is disqualified from receiving from receiving
SNAP benefits for ten years.

b. Resources and Income - The income and resources of the disqualified individual
are counted in full to the remaining SNAP household members. No pro rata
share is given to the disqualified individual.

C. Deductions - The disqualified individual is not counted in the household size to
determine the utility standard nor allotment amount.

5. Ineligible Able-Bodied Adults without Dependents (11/22/96)
a. Length of Time - Refer to Chapter 10 under fEligibilitydfor more informationd
b. Resources and Income-Count the entire amount of t
resources as available to the remaining household members. Income should be
prorated and all but ineligible member si

remaining household members.

C. Deductions - Deductions paid by or billed to the ineligible ABAWD individual are
prorated.

DESK GUIDE: Bulletin No. 37, FA-11-26

M. Boarders

Definition of a Boarder

1. A boarder is an individual residing with others to whom he/she is paying reasonable
compensation for lodging and meals.

2. Boarder status can only be granted to the following:

a. Parents living with natural, adopted or step-children or the reverse (children
living with parents) if the children are age 22 or over. For applications, a 22-year
old is eligible for boarder status as of his 22nd birthday. For recertification, a 22-
year old is eligible for boarder status in the first month following his 22nd
birthday.

b. Children under age 18 living with an adult (other than a parent) if the adult is not
acting in a parental role to the child.

C. I ndi viduals who pay fAreasonabl ed compen
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3. Determining Reasonable Compensation

Use only the amount paid for meals to determine if the individual pays reasonable
compensation, provided that the amount paid for meals is distinguishable from the amount paid
for lodging.

Determine reasonable monthly compensation by either one of the following:

a. When the board arrangement is for more than two meals a day, the boarder
must pay an amount equal to or exceeding the Thrifty Food Plan for the
appropriate size of the boarder household.

b. When the board arrangement is for two meals or less per day, the boarder
must pay an amount equal to or exceeding two-thirds of the Thrifty Food Plan

for the appropriate size of the boarder household.

Ineligible as Separate Households

Boarders are ineligible to participate in SNAP separate and apart from the household providing
the room and board.

They may participate as members of the household providing the room and board, only at the
household's request. At this point, they are household members.

Eligibility of Household Providing the Room and Board

The household in which the boarder resides may participate if it meets all of the eligibility
requirements.

Treatment of Income and Resources

Do not count the income and resources of a boarder who is not included as a member of the
household. Consider the amount of payment that the boarder gives the household as self-
employment income.

When the boarder is a household member, count his/her income and resources as available in
their entirety to the household.

N. Residents of Institutions

1. An individual is considered a resident of an institution when the institution provides the
majority (over 50%) of his or her meals as a part of the institution's normal services, and
the institution is not authorized to accept SNAP benefits.
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2. Only the following residents of institutions are eligible to participate in SNAP:

a. Narcotic addicts or alcoholics who reside at a drug or alcoholic treatment
center in order to participate in a treatment program (Refer to Chapter 44,
Special Living Arrangements under fDrug Alcoholic Treatment Centersg.

b. Disabled or blind individuals who are residents of a group living arrangement
and who receive benefits under Title Il (RSDI) or Title XVI (SSI) of the Social
Security Act. (Refer to Chapter 44, Special Living Arrangements, under fiGroup
Living Arrjangement so

3. Residents of shelters for battered women and children (Refer to Chapter 44, Special
Living Arr Sheltee foeBattered PerBons and Childrend.

4, Residents of non-profit shelters that provide meals to the homeless (Refer to Chapter
4 4 Speci al L i v iHomeless MealbPnogidenge nt s f

O. Authorized Representative

Definition

An authorized representative is an individual who has been designated by the household to act on
behalf of the household.

The non-household member must meet the following criteria:

9 be an adult;

1 have been designated in writing by the head of household, the spouse, or
another responsible household member; and

1 Dbe sufficiently aware of relevant household circumstances to act in the
household's behalf.

An authorized representative may act on behalf of the household in any one or all of the following
capacities:

91 apply for the household;
9 obtain the household's SNAP benefits; and/or
9 use the household's SNAP benefits to purchase food for the household.

The authorized representative information must be recorded on the Authorized Representative Screen
(AEFAR) in the ACCENT System. This information will be displayed on the IQAP Screen and
authorized representative (AR) will be shown on the IQCP Screen.

Making Application for the Household
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1. Allow a non-household member, acting as an authorized representative, to apply on
behalf of the household when the head of household or spouse cannot apply.

2. Inform the household that the head of household or spouse should complete or review
the application, whenever possible.

3. Allow the responsible household member or the authorized representative to complete
the work registration and Employment and Training referral for those household
members required to comply.

4. Inform the household it will be held liable for any over issuance resulting from incorrect
information given by the authorized representative, unless the household is participating
in a drug or alcoholic treatment center.

Obtaining the SNAP Benefits
1. The household may designate an authorized representative to obtain its SNAP benefits.

This does not have to be the same individual who was designated to make application
for the household.

2. Advise the household that such designation must be made at the time of certification.

Encourage the household to designate an authorized representative in case of iliness, or
other circumstances, which might result in an inability to obtain SNAP benefits.

3. Procedure

To request a regular authorized representative for obtaining the household's SNAP
benefits, a responsible household member must:

a. be present at the interview and authorize an individual as the household's
authorized representative during the interview; or

b. designate an authorized representative in writing.

Permit the household to alter its designation of an authorized representative at any time.
This must be requested in writing by a responsible household member.

The Caseworker will need to complete the Authorized Representative Screen (AEFAR)
in ACCENT.

Using the SNAP Benefits
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An authorized representative may purchase food items for the household, using its SNAP
benefits. This does not have to be the same individual as previously designated, nor does
designation of this authorized representative have to be in writing.

However, the authorized representative must have the household's EBT card and PIN with the
full knowledge and consent of the household.

When the authorized representative is named on ACCENT and is authorized to use the
benefits, he/she will receive his/her own EBT card and PIN.

Emergency Authorized Representative

An emergency authorized representative is used when neither a responsible household member
nor the household's regular authorized representative is able to obtain the SNAP benefits.

Disqualification of an Authorized Representative
1. The Caseworker will disqualify an authorized representative when evidence is obtained
that the authorized representative has:

a. knowingly misrepresented the household's circumstances and intentionally
provided false information concerning the household; or

b. improperly used the household's SNAP benefits.

Disqualify an authorized representative for any household, other than residents of a drug
or alcoholic treatment center, for up to 1 year.

2. Take the following steps when disqualification occurs:

a. Provide the household and the authorized representative with a written notice of
disqualification.

The notice must contain the following information:

A the proposed action;
A the reason for the disqualification of the authorized representative;
A the right to a fair hearing; and
A the caseworker's telephone number.
b.. Allow the household to designate another individual as its authorized

representative if it so desires.
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Restrictions on Who May Be an Authorized Representative

Do not allow the household to designate any of the following individuals as an authorized
representative:

1. county office employees involved in the certification or issuance process;
2. retailers who are authorized to accept SNAP benefits;
3. individuals currently disqualified for an intentional program violation (IPV). (Once

the disqualification period expires, such individuals may serve again as authorized
representatives.); or

4, homeless meal providers, as described in Chapter 44, Special Living Arrangements,
fHomeless Meal Providerd ) .

If the authorized representative must be either 1 through 3 above, because no one else is
available to assume this role, first obtain the written approval of the District Supervisor or his/her

designee. (Homeless meal providers may not be authorized representatives for households
under any circumstances.)

P. Verification

Verify the household size (hnumber of persons in the household), when gquestionable. This is
done by either a collateral contact or another source of verification that will provide accurate
information regarding the number of persons in the household. Example of when it may be
guestionable: When a child is already active in another case.

GUIDES: Required Verifications
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CHAPTER 3 - Categorical Eligibility for SNAP

This section contains procedures for determining eligibility and processing applications for households
who are categorically eligible for SNAP.

A. Defining Who is Categorically Eligible (CE)
1. Households consisting entirely of Supplemental Security Income (SSI) and/or Families

First (FF) recipients are categorically eligible for SNAP. Consider individuals as SSI or
FF recipients when they are:

a. receiving a Families First or Supplemental Security Income cash assistance; or
b. eligible for FF or SSI payments, but the payments are being recouped or
suspended; or
C. approved for FF, but do not receive a payment because the grant amount is less
than $10.
2. Households consisting entirely of individuals eligible for or receiving Family Focused

Solutions (FFS). CE status on this basis applies as long as the CE individual is eligible
for the Families First extended services. This extended categorical eligibility applies only
when the Families First aid group is closed for cash.

Family Focused Solutions d it is not necessary for the AG to actually receive
FFS services (such as post-employment services). The qualifying factor is that
the AG is eligible to receive FFS after the AG is closed for cash assistance.
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The SNAP household can qualify for CE for either reason if the household members were

included in the Families First grant or were individuals from whom income was deemed and

counted in the grant at the time of the closure. If there was a deeming parent of a minor parent

or a deeming stepparent to a FF aid group prior to the AG's closure, that person will be treated

as i f he/lshe had been an AEAO0O in the FF assist

3. Households containing a combination of individuals eligible under (a) and (b) above.
B. Exceptions to Categorical Eligibility
1. Households
Categorical eligibility does not apply to households who:
a. have a member(s) who is disqualified for an Intentional Program Violation;
b. have an individual receiving SSI benefits for drug addiction and/or alcoholism
(DAA) who is suspended for failure to attend scheduled treatments or to make

progress; or

C. have an individual that is disqualified because of voluntary quit/work
requirements.

d. have a member or members who receive state-funded Families First benefits
because they are aliens who do not meet the PRWORA requirements, but do
meet the requirements previously in effect in the AFDC Program.

e. any member of the household is ineligible by virtue of a conviction for a drug-
related felony.

2. Individuals

The following individuals cannot be included in an otherwise categorically eligible
household:

ineligible aliens;

ineligible students;

individual that is disqualified because of voluntary quit/work requirements; and
institutionalized individuals (except those listed Chapter 2 underii Re s i dfent s
Institutionso .

apow

C. Determining Eligibility for CE Households
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CE households are not subject to the SNAP resource limit or the net and gross income limits.
However, all other SNAP policies and procedures apply to these households. Certify CE
households according to the notice and timeliness standards that apply to all other SNAP
households.

D. Verification Procedures for CE Households

1.

2.

Once a household is determined categorically eligible, it is not necessary to verify:

resources;
social security number;
sponsored alien information; and
residency

apow

All other SNAP verification requirements must be met.

GUIDES: Bulletin No. 13, FA-13-07

Basis of Issuance Chart 1
Basis of Issuance Chart 2

E. Determining Benefit Levels for CE Households

Because the CE households are exempt from the net income limits, the Basis of Issuance (BOI)
chart cannot be used for CE households whose net income exceeds the net income limit for the
corresponding household size. Use the following procedures to determine the allotment.

1.

2.

Determine the household's net income based on normal SNAP policy.

Use the BOI chart to determine the allotment for households whose net income is
at or below the net income limit for other SNAP households of the same size.

When the household's net income is over the net income limit for other SNAP
households of the same size, no allotment will appear in the BOI. Determine the
allotment for such households as follows:

a. Provide a $16 allotment for all such one-and two-person CE households.

b. Use the following formula to determine the allotment for such CE households
with more than two members:

(1) multiply the household's net income by .30 (30%), and round this amount
up to the nearest dollar;
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2) subtract the rounded 30% figure from the Thrifty Food Plan amount for
the appropriate household size. The result is the household's allotment.

If the formula results in a zero allotment, the household is not eligible for benefits. Deny the
household's application (or terminate benefits for active households).

F. Processing Applications for Potential CE Households

Households may apply for SNAP and Families First at the same time, or they may have FF or
SSI applications pending when they apply for SNAP. Thus, they are not CE households on the
day they file their SNAP applications, but may become CE when the SSI or FF applications are
approved.

When this happens, it is not necessary to wait for the FF or SSI approvals before certifying the
household. If the household is eligible under normal SNAP policy and procedures, certify it as a
non-CE household according to normal procedures.

When the potential CE household is not eligible for benefits under normal policies and
procedures, but could be eligible as a CE household (once the FF and/or SSI benefits are
approved), follow these steps.

1. Delay the SNAP determination until the 30th day following application to allow time for
the FF or SSI applications to be approved. At the point the household becomes CE,
certify it according to the policies and procedures for CE households. Prorate benefits
from the date of the SNAP application.

2. If the household still is not CE on the 30th day after the SNAP application was filed, deny
the application. Notify the household to report when the SSl is approved (we will know
when the FF is approved).

3. When you become aware that the pending FF or SSI applications were approved after
the SNAP application was denied, update the SNAP application with any changes that
have occurred since the last interview. Do not require the household to be re-
interviewed.

When changes have occurred, ask the household to initial, re-sign, and date the original
application form. Prorate the household's benefits from the first day FF or SSI benefits are
payable (usually the application date), or the date of the original SNAP application, whichever is
later.

G. Termination of Families First or SSI Benefits

If the CE household's FF or SSI benefits are terminated:
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1. determine the household's continuing eligibility based on the SNAP provisions for non-
CE households; and

2. follow the procedures outinedinCh apt er 4Changes Affecting SNAP
Households Receiving FFoto adjust the SNAP case.

GUIDE: Families First Sanction

CHAPTER 4: Student Status and Educational Income

This section covers the definition of a student for SNAP Purposes, student eligibility criteria, and the
treatment of educational income and resources.

A. Student Status
Definitions

1. Adequate Child Care

2. Deferred Student Loan

3. English as a Second Lanquage (ESL)
4. Enrollment

5. Institution of Higher Education

6. Institution of Post-Secondary Education
7

8

9

1

Mandatory Fees
. Physical or Mental Fitness
. Student
0. Trade or Vocational Technical School

To be eligible for SNAP, persons who are enrolled in school must meet certain criteria. This
section containsthe policies and procedures used to determine
it affects eligibility to be included as a member of a SNAP household.

GUIDE: Am | a Student

B. Student Eligibility Criteria
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I ndividuals enroll ed in schooymeatthe studentdsfinittore r e d
To be eligible to participate in SNAP a student also must meet at least one of the following
Criteria(SeeCh apt er [Qon-bHouskleold Mémbersg.

1. Employmentd an average of 20 hours per week or an average of 80 hours per month

The student must actually work an average of 20 hours each week or an average of 80
hours per month and be paid for such employment. If self-employed, he/she must work
an average of 20 hours each week or an average of 80 hours per month and have
weekly earnings at least equal to the federal minimum wage multiplied by 20 hours.

Students paid or subsidized by WIA for class hours are not considered employed during
that time. Such class attendance does not meet the average of 20 hours a week or
average of 80 hour per month work requirement.

2. Work-Study

Participation, during the school year, in a state or federally financed work-study program
funded in full or in part by Title 1V, Part C, of the Higher Education Act of 1965 (as
amended). The student must actually be working at a job for which he/she receives
earnings or tuition credit. Federal Wording: Be participating in a State or federally
financed work study program during the regular school year.

To qualify under this provision, the student must be approved for work study at the time
of application for SNAP, the work study must be approved for the school term, and the
student must anticipate actually working during that time. The exemption shall begin with
the month in which the school term begins or the month work study is approved,
whichever is later. Once begun, the exemption shall continue until the end of the month
in which the school term ends, or it becomes known that the student has refused an
assignment.

The exemption shall not continue between terms when there is a break of a full month or
longer unless the student is participating in work study during the break.

3. Dependent Child under Age 6
The student is responsible for the care of a child who is a dependent household member
under age six. If more than one adult is in the home, only one adult may claim

responsibility for a child. The household must determine who has this responsibility.

Note: The student does not have to provide care for the child personally at all times. The
child may be in day care while the student is in class.
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4, Child Age 6 or Over, But under Age 12 and Child Care is Unavailable

The student is responsible for the care of a child who is a dependent household member
age 6 or over, but under age 12, for whom adequate child care is unavailable to enable
the student to attend class or satisfy the 20-hour work requirement of the Food Stamp
Act or participate in a State or Federally financed work study program during the regular
school year.

EXAMPLE: When a student and his/her child are the only members of the household,
adequate child care is not available.

Dora Copperfield is a student. She and her son David, age 7, live alone. Adequate child
care is not available for David.

EXAMPLE: Hester Prynne, a student, and her 8-year-old son, Max, live in the home of
Hester's parents and mentally able to care for the child. In this situation, adequate child
care is available.

5. Receipt of TANF Payments
The student is included in a FF assistance unit and is receiving a money payment.

6. Workforce Investment Act

The student is assigned to or placed in an institution of higher education through a
program under WIA.

7. Employment Career Services

Students enrolled in institutions of higher education as a result of participation in
Employment Career Services Programs.

8. Single Parents -- Child Under 12

Full-time students who are single parents responsible for the care of children under 12
regardless of the availability of adequate child care.

9. Employment and Training Program
Students assigned to institutions of higher education by E & T.
10. Trade Act of 1974

A program under section 236 of the Trade Act of 1974.
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GUIDE: Bulletin 28, FA-10-16

C. Ineligible Students

A student who does not meet any of the student eligibility criteria is ineligible to participate in
SNAP. Consider ineligible students as non-household members, regardless of their relationship
to other household members.

GUIDE: SNAP Student Status Guide

D. Changes in Student Status

1.

Students who meet the student definition of student eligibility criteria during the regular
school year remain eligible during the summer months.

Ineligible students may become eligible at any time, including during school vacations, if
they meet one of the eligibility criteria.

Students who lose their enrollment status, or who do not intend to register for the next
normal school session (excluding summer school), lose their student status and are
treated as any other HH member.

Example: Timothy Cratchitt, a freshman at Carlyle University, was awarded college
work study for the school year September, 20086 May, 2009. He received SNAP during
this time because he met one of the student eligibility criteria. Tim will not attend summer
school in June, 2009. However, Tim will retain his eligible student status because he
was an eligible student for the academic year 20086 2009 and is planning to return to
school in the fall. He would continue to be subject to student eligibility criteria.

Example: Tim Cratchitt returned to Carlyle University in September, 2009, but because
of budget cuts, did not receive college work study. He found a job, but could only work
10 hours per week. He has no dependents. Tim's application for SNAP was denied
because he no longer met any of the student eligibility criteria.

Example: In December, 2009, Tim Cratchitt reapplied for SNAP after Carlyle University
closed for the holidays. He was still working only 10 hours per week. However, Tim
verified that he had withdrawn from school due to financial problems and would not
return to Carlyle University. Because he was otherwise eligible and was no longer a
student, Tim was approved for SNAP.

GUIDES: Change Report Form

Important Notice about Reporting Changes

E. Procedures for Establishing Student Status
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1. Determine if the individual meets the student definition.

A Is he/she at least age 18 but under age 50?
A s he/she physically and mentally fit?
A Is he/she enrolled at least half-time in an institution of higher education?

If the person does not meet all of these criteria, do not consider him/her to be a student
and treat the individual like any other household member when determining his/her
eligibility.

2. Verify school enrollmentd if questionable

This must be done through the appropriate school office. Be sure to verify full time or
part time status. (Refer to Chapter 4 under fAcceptable Forms of VerificationQ)

3. Verify a claim of mental or physical disability if the disability is not obvious. If the person
is not mentally or physically fit, he/she does meet the student definition and is treated
like any other household member when determining his/her SNAP eligibility. (Refer to
Chapt er Acceptabtk Earmsidf Verificationa)

4, Determine if the student meets any one of the student eligibility criteria. If the student
meets at least one of the eligibility criteria, include the person as a household member.

5. Exempt an eligible student from work registration requirements.

6. If the individual meets the student definition, but does not meet at least one of the
eligibility criteria, he/she is an ineligible student. Treat the student as a non-household
member.

a. Income and Resources

Do not count either income or resources of an ineligible student when computing
household income or resources. Consider only cash payments, given to the
household by the student, as income available to the household.

b. Standard Utility Allowance
When a SNAP household has responsibility for paying all or a portion of the utility
expenses, and it is entitled to and chooses the Standard Utility Allowance (SUA),
allow the HH the SUA based on the number of eligible household members. Do
not include an ineligible student in the SUA.

C. Other Shelter Expenses

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual
April 2016 Page45



Supplemental Nutrition Assistance Program (SNAP) Policy Manual

When the ineligible student has responsibility for the shelter expenses and the
eligible household members do not contribute toward the expenses, do not allow
the household a shelter expense.

When the deductible expenses are shared by the ineligible student and the
eligible household members, count only the amount actually paid or contributed
by the eligible member as a household expense.

Prorate the expenses evenly among the persons actually paying or contributing
to the expense when the payments or contributions cannot be differentiated.
Deduct only the eligible household members' pro rata share.
F. Treatment of Educational Income
All educational income is excluded. The excluded educational income may be from Title IV, BIA,
non-Title IV, and Federal grants as well as from private sources. It will also include all college
work-study.

GUIDE: Family Assistance Treatment of Income

G. Treatment of Resources

1. Consider an eligible student's resources in the same manner as for any other eligible
household member.

2. Do not deduct educational expenses from resources.

Example: Hester Prynne is a student at Mossy Tech. She has $1000 in a savings
account from her earnings at a summer job. She uses this money to pay tuition and fees
for her first semester, before she is approved for any student aid. Tuition and fees
cannot be deducted from this resource.

3. Exclude as resources those educational funds unless they are retained after the period
of intended use.

Example: Hester now receives non-federal educational grants. Although $1500 is
deposited in Hester's savings account, do not count it as a resource during the school

year. However, if she retains the money after the last of the school year, it must be
counted as a resource at that time.

H. Acceptable Forms of Verification

1. School Enrollment
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The following are examples of acceptable sources to verify school enrollment:

school records

statement from Financial Aid Office
class schedules; or

receipt for tuition and fees

T 3> B D

2. Disability
The following are examples of acceptable sources to verify disability:
A Bendex, SDX, or award letter to prove receipt of temporary or permanent
~ disability benefits from either a governmental or private source;
A a statement from a physician or licensed/certified psychologist; or
A statement of approval for services through Vocational Rehabilitation.

3. Educational Income and Financial Aid

The applicant's/recipient's statement may be accepted as verification of the amount of
unearned educational income including work-study income.
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CHAPTER 5: Residence

A. Residency Requirement

1. As a condition of eligibility to receive benefits in SNAP, the household must reside in
Tennessee.
2. No individual may receive benefits as a member of more than one household or in more

than one county or state within the same month.

Exception: Individuals may participate as members of more than one household if such
persons are residents of a shelter for battered persons and children and were members
of a household containing the person who had subjected them to abuse. (Refer to
Chapt er 4Sheltausrfod Battered Persons and Childrend.

There is no durational residency requirement in SNAP.

GUIDE: Bulletin No. 05, FA-13-02

B. Definition of Resident

A resident is an individual who lives in the state of Tennessee and in the county where they
receive benefits. A permanent dwelling or fixed mailing address is not required. In addition,
residence does not mean intent to reside permanently in the county and a durational

requirement cannot be imposed on the household. However, persons in the county solely for
vacations are not considered residents of that county.

Tennessee Department of Human Services

Supplemental Nutrition Assistance Program (SNAP) Policy Manual

April 2016 Page48


http://www.intranet.state.tn.us/dhs/adfam/fa/Bulletins/fa-13-02.pdf

Supplemental Nutrition Assistance Program (SNAP) Policy Manual

C. Termination of Residence

When a SNAP recipient leaves a county for any place in the United States other than
Tennessee and requests a case transfer, the case must be closed.

SNAP recipients may transfer from county to county within the state and remain eligible for
benefits without interruption. (Refer to Chapter 41 under iWhen a SNAP Household Moves from
County to County0.)

D. Reporting Addresses

The ACCENT screen (AEICI) shows spaces for both a physical address and a mailing address.
If the two are different, the representative of the county should request that both addresses be
given and be recorded on the AEICI screen. A mailing address only, such as post office box,
general delivery, or a rural route, is not sufficient as it does not indicate that the household
resides in the county. If the household is homeless or residing in a migrant camp, document on
the running record (CLRC) about these circumstances. If the address is a rural route, obtain
information to identify the exact location of the home on CLRC screen.

GUIDES: Change Report Form
County to County Transfers
Changes Required Verifications

E. Verification

The county representative will verify residence prior to certification, except in unusual cases
where verification of residency cannot reasonably be accomplished. For example, migrant farm
worker households, homeless households or households newly arrived in a county may not be
able to verify their residency prior to certification. In these cases, the household's statement that
it resides in the county may be the only verification available. Do not deny benefits to these
individuals if they are unable to provide verification of residence.

Verification of residency should be accomplished, to the extent possible, in conjunction with the
verification of other information (such as, but not limited to, rent and mortgage payments, utility
expenses, and identity). If verification cannot be accomplished in conjunction with the
verification of other information, the county representative will use a collateral contact or other
readily available documentary evidence. Documents used to verify other factors of eligibility
normally should suffice to verify residency as well. Any documents or collateral contacts which

reasonably establish the appl i c aordgdirementforsai dency
specific type of verification may be imposed. No durational residency requirement will be
established.

When evidence is necessary to establish residence, documents with the household's address
are the primary source of verification, although collateral contacts and/or home visits may be
used if documentary evidence cannot be obtained. The individual may supply the verification in
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the form of documentati on, such as a driver os
received bill, voter registration card, or similar means.

Do not limit verification to a single document and assist the household in obtaining verification if
assistance is needed.

1. Duplicate Addresses

In addition to valid addresses, the county should be alert to duplicate addresses. While it
is possible for more than one household to occupy a given residence, duplicate
addresses may constitute a questionable circumstance and may require verification.

2. Home Visits

Home visits may be used as verification of residency only if documentary evidence
cannot be obtained and the visit is scheduled in advance with the SNAP household.

3. Collateral Contacts

A collateral contact is a verbal and/or written confirmation of a household's
circumstances by a person outside of the household who is in a position to know the
facts. The collateral contact may be made either in person, over the telephone, or by
correspondence. The acceptability of a collateral contact will not be restricted to a
particular individual, but may be anyone who can be expected to provide an accurate
third party verification of the household's statement.

4, Discrepancies
When information from another source contradicts statements made by the household,
the household will be afforded a reasonable opportunity to resolve the discrepancy prior
to an eligibility determination. If discrepancies cannot be resolved in a reasonable period
of time, benefits will be denied/terminated.

GUIDES: Required Verifications
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CHAPTER 6: Citizenship and Alien Status Requirement

A. Eligibility Requirements

The Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (Public Law 104-
193) made significant changes in eligibility requirements for legally admitted aliens in SNAP.

The eligibility requirements for SNAP for aliens are located in Chapte r 6  (r.rDdseriptioriiof
Eligible Aliensa

Each household member's U.S. citizenship or alien status must be acknowledged at the time of
application and at each recertification. This is done by signing the application form, HS-0169.
The application form has a line for each individual's status to be marked. The individual who

completes the application form affirms that all persons applying for or receiving assistance are
United States citizens or aliens in satisfactory immigration status.

GUIDES: Alien Status Desk Guide

B. Verification of United States Citizenship

An applicant's statement that he and members of the household are U.S. citizens will be verified
only when the statement is inconsistent with other information on the application, on previous
applications, or on other documented information known to the county representative.

Example: Verification will be required when a household member presents an apparently
counterfeit Social Security card, or an employment office report stated that an individual was
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denied a job due to lack of U.S. citizenship, or an individual claimed citizenship but was born
abroad.

GUIDES: Alien Status Desk Guide
Alien Scenarios
Alien Interview Process

C. Method of Verification of United States Citizenship

When an applicant's statement that one or more of the household members are U.S. citizens is
guestionable, the county representative will ask the person to provide acceptable verification of
citizenship. Acceptable forms of verification include birth certificates, religious records, voter
registration cards, certificates of citizenship or naturalization provided by Bureau of Citizenship
and Immigration Services (BCIS), such as ldentification Cards for use of Resident Citizens in
the United States, or United States passports.

GUIDES: Alien Status Desk Guide
Alien Scenarios
Alien Interview Process
D. Promptness of Case Action- Questionable Citizenship

When there is a question as to whether a member of a household is a United States citizen,
take prompt action on the SNAP application as follows:

1. Treat the member whose citizenship is questionable as an ineligible household member
until citizenship is verified,;

2. While awaiting citizenship verification, treat the ineligible member's income (minus his or
her prorated share) as being available to the remaining household members;

3. Treat all of the ineligible member's resources as being available to the remaining
household members; and

4, Treat the ineligible member as an excluded household member, as defined in Chapter 2
u n d @reatnient of Excluded Household Members in Determining Financial Eligibilityd
until citizenship is verified.

GUIDES: Alien Status Desk Guide
Alien Scenarios
Alien Interview Process

E. Eligible Aliens T General Requirements

In addition to United States citizens, aliens who meet certain criteria are eligible to receive
SNAP benefits.
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Prior to approval/certification, determine the alien status of each individual in the household
listed on the application as an alien. BCIS documents presented or secured by the
applicant/recipient are the primary source for verifying alien status. The Systematic Alien
Verification for Entitlements (SAVE) system will be used whenever possible to validate the
alien's documents and status.

GUIDES: Alien Status Desk Guide
Alien Scenarios
Alien Interview Process

F. Description of Eligible Aliens
1. Citizens and eligible aliens

The Department shall allow participation in the program by any person who is a resident
of the United States and one of the following:

a United States citizen

a naturalized citizen

a United States non-citizen national
an otherwise eligible Indian who:

aoop

QD is an American Indian born in Canada to whom the provisions of
section 289 of the Immigration and Nationality Act (8 U.S.C. 1359)
apply [This section gives certain Indians the right to move freely
across the U.S. and Canadian borders, and exempts them from
any immigration restrictions.] or

(2) is a member of an Indian tribe (as defined in section 4(e) of the
Indian Self-Determination and Education Assistance Act (25
U.S.C. 450b(e). [This section applies to any Indian tribe, band,
nation, or other recognized group or community which is
recognized by the Bureau of Indian Affairs (BIA). This includes
Indians who move freely across the borders between the U.S. and
Canada and the U.S. and Mexico.]

Note: If any Indians claim eligibility for SNAP, determine if the tribe, band, etc., is one
recognized by the BIA.

e. certain otherwise eligible Hmong or Highland Laotians as described
below:
f. an individual who is lawfully residing in the United States; and was a

member of a Hmong or Highland Laotian tribe at the time that the tribe
rendered assistance to the United States personnel by taking part in a
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military or rescue operation during the Vietham era (as defined in section
101 of the title 38, United States Code);

g. the spouse, or an unmarried dependent child, of such an individual; or

h. the un-remarried surviving spouse of such an individual who is deceased.

GUIDES: Alien Status Desk Guide

Alien Scenarios
Alien Interview Process

G. Determination of Qualified Alien Status

A determination that an applicant is a qualified alien is the first step in determining if the individual is
SNAP eligible. A qualified alien meets one of the following criteria as determined by BCIS:

1.

2.

Lawfully admitted for permanent residence (LPR) in the United States.

A refugee admitted to the United States under section 207 of the Immigration and
Nationality Act (an alien who meets this condition, who is otherwise eligible, may receive
benefits from the date of entry);

An alien granted asylum under section 208 of the Immigration and Nationality Act (an
alien who meets this condition, who is otherwise eligible, may receive benefits from the
date of entry);

An alien whose deportation is being withheld under section 243(h) or section 241(b)(3)
of the Immigration and Nationality Act (an alien who meets this condition, who is
otherwise eligible, may receive benefits from the date of entry);

An alien granted status as a Cuban or Haitian entrant [as defined in section 501(e) of the
Refugee Education Assistance Act of 1980] (an alien who meets this condition, who is
otherwise eligible, may receive benefits from the date of entry); or

An alien admitted as an Amerasian immigrant under section 584 of the Foreign
Operations, Export Financing, and Related Programs Appropriations Act, 1988 (an alien
who meets this condition, who is otherwise eligible, may receive benefits from the date
of entry).

Iragis and family members were granted special immigrant status through the
Consolidated Appropriations Act of 2008. The effective date of eligibility is based on the
date the special immigrant status is granted not when the household applied. The
Defense Appropriations Act (P.L. 111-118) Section 8120 has stated that these
immigrants will be treated like regular refugees with the same period of eligibility.
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8. Afghanis and family members were granted special immigrant status through the
Consolidated Appropriations Act of 2008. The effective date of eligibility is based on the
date the special immigrant status is granted not when the household applied. The
Defense Appropriations Act (P.L. 111-118) Section 8120 has stated that these
immigrants will be treated like regular refugees with the same period of eligibility.

Note: Individuals initially admitted on the basis of items B - H above continue to be eligible for SNAP
benefits during the first seven years they are admitted or granted the applicable status, if
otherwise eligible. This is true regardless of any later adjustment to another status which leaves
the alien without a qualifying condition under which to be eligible for SNAP. An example of this
is an immigrant initially granted asylum in January 2009 whose status is adjusted by the BCIS to
lawfully admitted for permanent residency (LPR) in January 2010. As an LPR, this immigrant
does not meet criteria to qualify for SNAP; however, he still remains SNAP eligible as an asylee
for seven years or until he meets a qualifying condition which makes him eligible for an
unlimited period. Any time the qualified alien meets a condition specified under Qualified Aliens
Unlimited Eligibility Period, the seven-year limit is no longer applicable.

GUIDES: Alien Status Desk Guide
Bulletin No. 5, FA-10-03
Alien Scenarios

H. Qualified Aliens/Unlimited Eligibility Period

Qualified aliens are eligible to receive benefits for an unlimited period of time provided they
meet one of the following conditions:

1. an individual who has lived in the United States as a qualified alien for five years from
the date of entry (effective April 1, 2003);

2. a blind or disabled (as defined by the Food Stamp Act) individual who is receiving
benefits or assistance for their condition regardless of when the individual entered the
United States;

3. children under 18 years of age regardless of when the child entered the United States
(effective October 1, 2003);

4. an otherwise elderly individual (born no later than August 22, 1931) who was lawfully
residing in the United States on August 22, 1996;

5. an alien who has worked 40 quarters of covered employment under Title 1l of the Social
Security Act, or can be credited with such qualifying quarters. The alien may use the
guarters of a spouse. A child may use the parents' quarters before the date the child
turns age 18. This means the parents' quarters could be worked prior to the child's birth.
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If the spouse is divorced, these quarters cannot count to the other spouse. The quarters
that a spouse has prior to the actual marriage do not count toward the other spouse. A
child's quarters may not count toward a parent.

Note: Beginning January 1, 1997, any quarter in which an alien received any Federal
means-tested public benefit such as SSI, cash assistance under Title IV-A of the Social
Security Act (AFDC, Families First), SNAP, and Medicaid, is not counted as a qualifying
quarter.

6. is a veteran of the United States Armed Forces, who has been honorably discharged for
reasons other than alienage:

a. The veteran must have met the minimum active-duty service requirements of
section 5303A(d) of title 38, United States Code which is 24 months or the period
for which the person was called to active duty.

b. Military personnel who die during active duty service are veterans.

C. Filipinos described in title 107, 38 U.S.C. who served in the Philippine
Commonwealth Army during World War Il or as Philippine Scouts following the
war.

G. is an active duty member of the United States Armed Forces (other than active duty for training);
H. is the spouse or unmarried dependent of an individual described in items F and G above. (The

spouse is eligible if he/she fulfills the requirements of section 1304 of title 38, U.S.C., unless the
spouse gets remarried.)

1. The marriage lasted for at least one year.

2. Was married before the end of a 15-year time span following the end of the period of
military service during which an injury or disease was incurred or aggravated.

3. Was married for any period if a child was born of the marriage or was born before the
marriage.

GUIDES: Alien Status Desk Guide
Alien Scenarios
Alien Interview Process

I. Victims of a Severe Form of Trafficking
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Victims of trafficking who are certified by the U.S. Department of Health and Human Services
are eligible for SNAP to the same extent as refugees. Trafficking Victims Protection Act defines
the severe forms of trafficking in persons as:

1. sex trafficking which is induced by force, fraud or coercion or the person has not reached
18; or
2. recruitment, harboring, transportation, provision, or obtaining of a person for labor or

services, through the use of force, fraud, or coercion for the purpose of subjection to
involuntary servitude, peonage, debt bondage or slavery.

The Office of Refugee Resettlement (ORR) in the U.S. Department of Health and Human
Services has sole responsibility for determining whether an individual is a trafficking victim. The
ORR will issue adult victims a certified letter. Children under 18 do not have to have a certified
letter but will be issued a letter by ORR. The letters have an expiration date and eligibility should
be reviewed at that time. Letters can be re-authorized for victims.

Victims of trafficking do not need to hold a certain immigration status to receive SNAP but must
have certified letters or letters for minors by the ORR. Before victims can receive benefits, the
caseworker must call the toll-free trafficking victim verification line to verify the validity of ORR-
issued letters and also to inform ORR of the benefits for which a victim has applied. The
trafficking victims' verification toll-free number is 1-866-401-5510.

GUIDES: Alien Status Desk Guide
Bulletin No. 35, FA-07-16
Alien Scenarios
Alien Interview Process

J. Battered Immigrants

Quialified alien status can be granted to immigrants who have been subjected to battery or
extreme cruelty in the United States by a family member with whom they reside. The status also
extends to an immigrant whose child has been abused or to an immigrant child whose parent
has been abused. This group is also exempt from deeming requirements for a 12-month period.
(Refer to the Sponsor Section).

In general, these are abused immigrants who are (or were) married to LPRs or U.S. citizens, or
whose parents are LPRs or citizens. The following 4 conditions must exist:

1. The immigrant must show that he/she has been approved or pending petition which
makes a case for immigration status in one of the following categories:

a. A Form 1-130 filed by the spouse or the child's parent;
b. A Form 1-130 petition as a widow(er) of a U.S. citizen;
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C. An approved self-petition under the Violence against Women Act (including those
filed by a parent); or
d. An application for cancellation or suspension of deportation filed as a victim of

domestic violence.

2. The immigrant, the immigrant's child or the immigrant child's parent has been abused in
the United States under the following circumstances:

a. The immigrant has been battered or subjected to extreme cruelty in the U.S. by a
spouse or parent of the immigrant, or by a member of the spouse's or parent's
family residing in the same household.

b. The immigrant's child has been battered or subjected to extreme cruelty in the
U.S. by a spouse or parent of the alien or by a member of the spouse's or
parent's family residing in the same household.

C. The parent of an immigrant child has been battered or subjected to extreme
cruelty in the U.S. by the parent's spouse or by a member of the spouse’s or
parent's family residing in the same household.

3. There is a substantial connection between the battery or extreme cruelty and the need
for SNAP. (Includes, but is not limited to, situations where benefits will help the
immigrant become self-sufficient, enable escape from the abuser, or ensure safety.)

4, The battered immigrant child or parent no longer resides in the same household as the
abuser.

These conditions only establish that the battered immigrant is a qualified alien. A
gualified alien must meet the other conditions. (Refer to Qualified Aliens 8 Unlimited
Eligibility Period for eligibility such as five-year residency or be an LPR with 40 quarters).

GUIDES: Alien Status Desk Guide
Alien Scenarios
Alien Interview Process

K. Eligibility of Sponsored Aliens
New Affidavit Signed by Sponsor

Applications for immigrant visas or for an adjustment of status filed on or after December 19,
1997 will be required to have a new affidavit of support (Form 1-864) signed by the sponsor. The
only exception is for those that enter under the classification for battered spouses and their
children, and widows/widowers. If the applicant had the official interview before this date, the
immigrant is not required to have the new affidavit.
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In determining eligibility and amount of benefits of an alien for any Federal means-tested public
benefits program, the income and resources of the sponsor and the sponsor's spouse must now
be considered if the sponsor has signed a new affidavit of support. This includes:

1. All income and resources of any person who completed a new affidavit of support on
behalf of the alien.

2. The income and resources of the sponsor shall be considered at application or
recertification until the alien becomes a naturalized citizen or has worked 40 qualifying
quarters of coverage.

GUIDES: Alien Status Desk Guide
Bulletin No. 11, FA-09-09
Alien Scenarios
Alien Interview Process

Old Affidavit Signed by Sponsor

If the old affidavit is being used and signed by a sponsor, the treatment of the sponsor's income and
resources would be handled as outlined below. The income and resources of the sponsor and his/her
spouse will be considered for a period of three years after the alien's entry into the United States,
unless the sponsor dies or the household changes sponsors.

1. Income Determination

Determine the gross earned and unearned income of the sponsor and the sponsor's
spouse; apply the earned income deduction to any portion that is earned. Deduct the
SNAP monthly gross income eligibility limit for household size which would include
anyone that the sponsor could claim as a dependent for federal income tax purposes.
The remaining amount is considered as unearned income to the alien.

Do not count money paid to the sponsored alien, unless it exceeds the amount of
deemed income. In that case, count the amount that exceeds the deemed income in
addition to the deemed amount.

2. Resource Determination
Determine the resource amounts of the sponsor and the sponsor's spouse; subtract
$1500 from the countable amount. Add the remaining resource to the alien's countable
resources.

LExceptions to Counting Sponsordés Income and ResoO

The sponsor's income and resources are not considered when:
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1. An alien is sponsored by an organization or group; or

2. An alien demonstrates that during a 12 month period in the United States, he/she has
been battered or subjected to extreme cruelty by a spouse, parent or other household
member. This also applies if the spouse, parent or child has been battered or subjected
to extreme cruelty. The battering/cruelty must be recognized in an order of a judge or a
prior determination by BCIS, and the person responsible for such battery or cruelty shall
no longer reside in the same household; or

3. A sponsored alien has been determined indigent. To determine if a sponsored alien is
indigent, take into account the alien's own income plus cash contributions from the
sponsor and others, plus the value of in-kind contributions, the total of which does not
exceed 130 percent of the poverty income level for the household size. If the alien is
determined indigent, he/she is exempt from sponsor deeming. Only count the actual
amount of cash support provided from the sponsor and others beginning on the date of
such determination and ending 12 months after, regardless of any information that may
be obtained from SAVE on the sponsor within the household's certification period. This
can be renewable for additional 12 month periods. If the county encounters this situation,
notify the state office and include the names of the sponsor and the sponsored alien
involved; or

4, The sponsor lives in the same SNAP household as the alien. Deeming does not apply
because the sponsor's income and resources are already counted. There is no
exemption if the sponsor receives SNAP in another household; or

5. The sponsored alien is ineligible for SNAP because of immigration status. The sponsor's
income is not deemed to other eligible members of the immigrant's household; or

6. Sponsor to immigrant deeming is eliminated for children who are under 18 years of age,
regardless of when they entered the United States. (Beginning October 1, 2003)

GUIDE: Bulletin 11, FA-09-09

M. Ineligible Aliens

All aliens other than those listedinCh a pt er B Dascrigtienrof Efigible Aliensoare
ineligible for SNAP. They shall not be included in an assistance group.

The ineligible alien's income will be prorated evenly among the household and the ineligible
alien's share would not be counted to the remaining household. The ineligible alien's resources
shall be counted in full to the remaining household as showninChap t er 2 Treatmere of 0
Excluded Household Members in Determining Financial Eligibilitydfor SNAP.

If the caseworker is unable to verify immigration status, the alien is ineligible to receive benefits.
If the alien declines or fails to present documentation of immigration status or the caseworker is
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unable to obtain verification of the alien's status, the alien should not be assumed to be an
illegal alien. However, without appropriate documentation, we cannot determine eligibility for
benefits.

Simply declining to provide documentation of immigration status is not a valid reason for referral
to BCIS. An illegal alien would only be referred to BCIS when the alien presents documentation
that he/she is an illegal alien (such as a formal order of deportation).

When the caseworker refers an illegal alien to BCIS, the referral must be in writing with a copy
sent to State Office, SNAP Policy Section. In the referral, the caseworker must document the
reason for the referral, along with the alien's name and address.

GUIDES: Alien Status Desk Guide
Alien Scenarios
Alien Interview Process

N. Verification of Alien Status

Verification of alien status must be presented by the applicant prior to approval or recertification.
When the county office determines that a member of a household requesting SNAP benefits is
in this country illegally, the Department will report that information to the Immigration and
Naturalization Service. (RefertoCh apt er I@eligibke dlensd. A

If an alien is unable to provide a BCIS document that will verify alien status, the caseworker has
no responsibility to contact BCIS on the alien's behalf. When a person indicates inability or
unwillingness to provide documentation of alien status, that person should be classified as an
ineligible alien. The caseworker's responsibility exists only when the alien has a BCIS document
that does not clearly indicate eligible or ineligible status.

1. Systematic Alien Verification for Entitlement (SAVE) System Procedures

Verify immigration status via the web-based SAVE System. The SAVE System is the
process of verifying an alien's immigration status by validating the alien's USCIS
documents through the United States Citizenship and Immigration Services.

2. Documentary Evidence

Documentary evidence should be used whenever possible. The USCIS has several
types of documents that an alien might have to verify his/her status. Some of these
documents are:

a. Form 1-151 or I-551 -- Alien Registration or a Re-entry Permit; or
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b. Form 1-94 -- Arrival/Departure Record. This record should be annotated
with the specific term such as refugee, asylum or paroled; or

C. Passport booklets sometimes are stamped with the annotation
i Pr oc e s s5eldTerhporary Bvidence of Lawful Admission for
Per manent R&si denceo;

d. Form 1-688 -- Temporary Resident Card means that amnesty has been
approved for temporary residence. This would probably show section
210; or

Forms I-688A (Employment Authorization Card) and [-689 show that an
alien has applied for admission. They are not acceptable documents. Also
I-181B is not acceptable; or

e. Form G-641 -- Application for Verification of Information from United
States Citizenship and Immigration Services. This form may be used
when properly annotated at the bottom by a USCIS representative that
the alien was admitted lawfully for permanent residence or paroled for
humanitarian reasons; or

f. A court order stating that documentation has been withheld pursuant to
Section 243(h) of the Immigration and Nationality Act; or

g. A U.S. Passport Card issued by the Department of Homeland Security,
which is an alternative to a traditional passport book. The Passport Card
is acceptable documentation for citizenship and identity of the bearer.

The alien may contact USCIS or otherwise obtain the necessary
verification. If the household does not wish to contact USCIS, give the
household the option of withdrawing the application or participating
without the ineligible alien(s).

C. Written Correspondence to United States Citizenship and Immigration Services (USCIS)
Form G-845S is used to contact the BCIS office when doing so in writing. This should be
done when the county is unable to contact them through SAVE, the alien is in a category
that is not recorded in the SAVE file, documentation is questionable, a discrepancy
exists, or the alien's documented status cannot be validated any other way.

1. Complete Form G-845S for each applicant who is not a U.S. citizen.

2. Copy the verification used to establish satisfactory immigration status.
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3. Attach a copy of the verification to the form by stapling in the upper left-hand corner
using only one staple.

4, Submit the verification and form to USCIS at the address below:
U.S. Citizenship and Immigration Services (USCIS)
10 Fountain Plaza, 3rd Floor

Buffalo, N.Y. 14202-2200
Attn: Immigration Status Verification Unit

5. Review returned form and information to ensure that the correct status exists for
eligibility and take the appropriate action.

D. Information on Homeland Security

The United States Citizenship and Immigration Services has a website at www.uscis.gov and
their national toll free number is 1-800-375-5283.

Forms such as the SAVE form and instructions may be found on the website at
http://www.uscis.gov/forms. Click on the Immigration Forms subtitle which will give you a list of
all INS forms.

The office in Memphis should be contacted for all other matters.

Department of Homeland Security

USCIS

Attention: Immigration Status Verifier

842 Virginia Run Cove

Memphis, TN 38122

Phone: (901) 333-1502 (not a public number)

GUIDES: Alien Status Desk Guide
Bulletin No. 41, FA-09-20
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CHAPTER 7: Enumeration

The purpose of this chapter is to set forth the policies and procedures relating to the eligibility

requirements of furnishing to the Department a Social Security account number. This requirement is
mandatory for SNAP.

A. Social Security Enumeration Requirements

Enumeration is the procedure by which the Social Security Administration (SSA), in cooperation
with the Department, assigns and/or verifies Social Security numbers (SSN) for SNAP

applicants/recipients. The SSN will be used by this Department only in administration of the
Families First/SNAP programs.

GUIDE: Required Verifications

B. Enumeration
Enumeration is looked at:

1. As a condition of eligibility to receive SNAP, each applicant/recipient included in the
household must:

a. furnish to the Department a Social Security account number (SSN) or numbers if
more than one has been issued, or
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b. if an individual's SSN number is unknown or one has not been issued to him/her,
apply for an SSN prior to approval/certification by completing Social Security
form SS-5.

This eligibility requirement applies to each SNAP household member. A person who
does not furnish or apply for a Social Security number is not eligible to receive SNAP.
However, if an individual does furnish or apply for an SSN, (s)he may be eligible for
SNAP.

2. Informing Requirement

a. Federal law and regulations require that each applicant and/or recipient be
advised of the regulation requiring that (s)he furnish a Social Security number to
this Department and how the number is to be used. In addition to the verbal
explanation by a representative of the county office at the time of application or
review of circumstances, each individual will be given the pamphlet regarding the
Privacy Act. One pamphlet is to be provided per household.

The verbal explanation to be given the household member is to include the
following information:

(2) This is a Federal law and regulation.

(2) The furnishing of Social Security numbers is a condition of eligibility.
Failure to furnish or apply for a Social Security number within the
prescribed time limits will cause the individual to be ineligible for
assistance.

3) The Social Security number will be used in the administration of SNAP. At
this time, the Social Security number will be used as a means of
identification in securing information essential to the determination of
eligibility.

b. If, after the explanation is given, individual(s) who are required to furnish or apply
for a Social Security number and refuse to do so, shall be ineligible to participate
in SNAP.

C. Mandatory Verification
Social Security numbers shall be verified. Matching a reported Social Security number with
information supplied by the Social Security Administration (SSA) such as BENDEX or SDX
computer programs or printouts is an acceptable method of verifying a SSN.

D. Enumeration Procedures

1. Complete an Application for Social Security Number (SS-5) through Section 14.
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Note: Under this procedure, the SSA will complete the section reserved for their use
except for the NPN section. The DHS representative is responsible for annotating the
individual's identification number in the NPN section. All SS-5's transmitted to the SSA
must contain the individual's identification number.

2. Review the SS-5 with the individual for correctness.

3. Place the individual's SS-5 and evidence of identity, age, and citizenship or alien status
in a secure envelope with the person's name and address written on it. A separate
envelope is required for each SS-5 and evidence.

Note: Only the original documents, not photocopies, are acceptable. Refer to the
Enumeration Manual for types of acceptable evidence.

4, Complete an Enumeration Transmittal Sheet and copy for each SS-5.

5. File the copy of the SS-5, copies of evidence, and the Enumeration Transmittal Sheet
and document on AEIIA.

6. Staple the envelope containing the SS-5 and the original documents to the Enumeration
Transmittal Sheet and route them through the county's designated central control point.

7. Record each Enumeration Transmittal Sheet with identifying information on a central

control log. The log will serve as the county's record of SS-5's submitted and certified by
the SSA. Each county is responsible for developing its own log.

8. Transmit all SS-5's and evidence daily via the Enumeration Transmittal Sheet to the SSA
District Office which serves the county.

E. Enumeration Requirements
1. Individuals with a Social Security Card

When the individual's Social Security card is viewed by the representative and there is
evidence of the individual dés identity, t he
will be considered a verified Social Security number and will be entered on the AEIID

screen along with the type of verification. Observing the SNAP household's Social

Security card or any official document from the Social Security Administration containing

the SSN shall be sufficient for SNAP purposes.

Once a Social Security number has been verified, it shall be reverified if the identity of
the individual or the SSN becomes questionable. No further action is required.

2. Individuals with Unverified Social Security Numbers

Every effort should be made to verify all Social Security numbers. If the individual's
Social Security number is unverified, the caseworker should use the State On-line Query
System (SOLQ). The system gives the caseworker access to Social Security numbers
and possible verification of the individual's number. If SOLQ is unable to verify,
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additional contact with Social Security would be needed. The individual would continue
to be eligible for benefits until Social Security completes a review to verify the number.

3. Individuals without Social Security Numbers

The enumeration requirement for SNAP is met when the SS-5 is signed and the verifying
documents have been provided. Households who have met this requirement may be
certified before the Enumeration Transmittal Sheet is received from the SSA.

4, Individuals Who Request to Apply at the Social Security Office

The representative should encourage the individual to complete the enumeration
process at the county office. For those unwilling to complete the enumeration process at
the county office (i.e., will not or cannot leave original documents), application for a
Social Security number may be made at the Social Security office with DHS assisting the
individual using the following procedure.

a. Complete an SS-5 through section 14.
Note: The individual's identification number must be annotated in the NPN
section.

b. Complete an Enumeration Transmittal Sheet and copy for each SS-5 and staple
the original Transmittal Sheet to the back of the SS-5.

C. Inform the individual of what evidence is required to complete the enumeration
process.

d. File the copy of the Transmittal Sheet in a central file and document in running
record (CLRC).

e. Instruct the individual to carry or mail the SS-5, Transmittal Sheet, and the

original evidence to the SSA office for certification.

If the enumeration documents are acceptable to the SSA, they will complete Part Il of the
Transmittal Sheet and return it to the appropriate county office. The completed Transmittal
Sheet will be accepted as proof that the individual applied for a Social Security number at the
Social Security Office and that the enumeration requirement has been met. It also eliminates the
need to use Form SSA-5028, Receipt for Application for a Social Security Number.

Note: In the event that the individual applies for a Social Security number prior to applying
SNAP and provides the SSA-5028, this receipt may be accepted as proof that the enumeration
requirement has been met.

Social Security will not complete Part Il of the Transmittal Sheet and return it to DHS until they
have certified the individual's enumeration documents. If Social Security determines the SS-5 or
the evidence is unacceptable, they will return all enumeration documents and the Transmittal
Sheet to the individual with an explanation regarding what additional information is required for
certification.
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The enumeration process cannot be completed until the individual obtains the necessary
information and returns the SS-5, evidence and Transmittal Sheet to the Social Security for
certification. The enumeration requirement is nhot met until DHS receives the completed
Transmittal Sheet when the individual chooses to apply at the Social Security Office.

F. Good Cause for Failure to Comply

The SNAP regulations state that a household member who cannot comply with the enumeration
requirement within the application processing timeframe may participate in SNAP as long as
he/she can show good cause for the non-compliance. Good cause must be shown monthly for a
household member to continue to participate.

Good cause exists when a household member provides proof (either documentary or collateral)
that he/she has made every effort to supply SSA or DHS with the information necessary to
complete an application for a Social Security number. Good cause does not include delays due
to illness, lack of transportation or temporary absences.

G. Failure to Obtain a Social Security Number

If a household member who has applied for an SSN has not received it by the end of the
certification period, the worker shall complete another Form SS-5 at recertification. The
household member without the SSN will be recertified, and may continue to participate in the
Program as long as all other eligibility requirements are satisfied.

H. Refusal to Provide or Apply for a Social Security Number

If the household member(s) refuses to apply for the SSN at the county office, the individual(s)
shall be disqualified until the SSN is provided, or until he or she applies for one at the county
office. During the disqualification period, the affected member(s) shall be excluded from the
household and his/her income and resources, shall be treated in accordance with Chapter 2
u n d @reatnient of Excluded Household Members in Determining Financial Eligibilitya
Exclusion applies only to the individual who is disqualified because he or she refuses to
provide/apply for the SSN at the county office, and not to the entire household.

I. Social Security Number Cannot Be Verified By Social Security

When the caseworker is unable to verify the individual's SSN through State On-line Query
(SOLQ) or contacting the Social Security office, the household must be contacted within 10
days by the DHS caseworker. The individual must be notified in writing of the information
received from Social Security and asked to report within 10 days. If the household fails to
respond within 10 days by providing information that resolves the discrepancy or provides
verification that the household has contacted SSA to resolve the problem, the caseworker will
send a notice of adverse action to disqualify the individual whose SSN could not be verified.
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If the household received an over issuance due to an incorrect SSN for a household member, a
claim would need to be established and would go back to the date this person started receiving

benefits. If the household intentionally gave incorrect information, the case would be referred for
an administrative disqualification hearing.

J. Recording and Documentation
The ACCENT case should reflect in the running record that the enumeration requirement was
discussed. The running record (CLRC) should also indicate the method of verification such as

SOLQ or contact with Social Security. The appropriate screen would need to reflect that each
individual has either furnished or applied for a SSN and the date on which that occurred.

CHAPTER 8: Age and School Attendance

This chapter covers age and school attendance requirements.

A. Age Requirements

1. There is no requirement regarding age for SNAP eligibility purposes.

2. There are other eligibility requirements in which age is a related factor. See Manual
sections on Resources, Work Registration, Household Concept and Income.

3. At any time that a factor of eligibility is questionable, verification of the

applicant's/recipient's statement is to be requested. Guides for acceptable age
verification (which is not all inclusive) for SNAP purposes are:

a. Birth certificates or birth certificate information (This should be available on every
child born in Tennessee after 1914.);

b. Delayed birth certificate;

C. Hospital birth records or records of the physician or mid-wife in attendance at the

person's birth;

Baptismal certificate;

School records which show the person's age or date of birth;
Insurance policies which show the person's age or date of birth;
Census Bureau Records; or

Unaltered family Bible records.

S ~oo
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GUIDE: Required Verifications

B. School Attendance
1. There is no eligibility requirement regarding school attendance for SNAP purposes.
2. There is a requirement that in order to be considered a student a person must attend

school at least half-time and that such student between the ages of 18 and 50 must
meet the criteriainCh apt er [Qon-bonsgleid Mdmbersa

3. A child's earnings may be disregarded if the child is under age 18, is at least a half-time
student, and meets the other criteria as outinedinCh apt er ZE&amingsnad e r
Childrena

State of Tennessee
Department of Human Services

Administrative Policies and Procedures: 24.00

(Replaces Chapters 9 and 10)

Subject SNAP Work Requirements

Approval Date: 4/14/2016
Approved by Charles Bryson, Assistant Commissioner (Interim) .

Effective Date: 4/15/2016
Authority 7 CFR 273.7; 7 CFR 273.24
Application All DHS employees and Contractors

Policy Statement

Adults receiving Supplemental Nutrition Assistance Program (SNAP) are required to either meet a specific work
requirement or meet the criteria for an exemption.

Purpose
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The purpose of this policy is to identify SNAP beneficiaries who have to register for work, who have work
requirements, who are exempt from work registration and work requirements, and the procedures when a
customer doesndét compl y.

Procedures

A. Work Registration 1. Each household member who is not otherwise exempt from work registration
requirements must register for employment prior to certification for SNAP and
once a year thereafter.

2. Persons losing their exemption due to a change that is required to be reported by
the household must register for work as a condition of continued eligibility for
SNAP.

3. Registration is accomplished when a SNAP application is signed. The adult who
signs the application registers for work all adults in the SNAP unit who are
required to register for work.

B. Work Registration The caseworker must take the following steps to complete the work registration
Requirements process.

1. Explain to the household:
a. the statement on the application concerning Employment & Training (E & T);
b. the work requirements;
c. the rights and responsibilities of the registrants; and
d. the consequences of failure to comply.

2. The work program (AEIWP) screen in ACCENT must be documented to reflect:
a. the review date for SNAP Employment &Training Program;

b. the work registration date and referral date for the individual along with the
type of verification; and

C. de-registration information when the individual became employed,
sanctioned, ineligible, exempt, or is no longer in the case.

C. Exemptions from Individuals are exempt from work registration if they meet the criteria for any of the
Work Registration categories below: (Note these are federal exemptions. They are exempt from both
E&T and Abled Bodied Adults Without Dependents (ABAWD)).

1. Individuals younger than age 16 or age 60 or older are exempt. (Code 04/05) If a
child becomes age 16 within the certification period, he/she will be required to
fulfill the work registration requirements at recertification, unless the child qualifies
for another exemption.

2. Age 16 or 17 (code 06)
A person age 16 or 17 is exempt from work registration if the individual:

a. is not the head of the household; or
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b.

C.

is attending school; or

is enrolled in an employment training program on at least a half-time
basis.

3. Physically or mentally unfit for employment. (Code 07/20)

Individuals who are either physically or mentally unfit for employment are exempt.
Verification of Unfitness: Acceptable verification includes, but is not limited to:

a.

c.
d.

a receipt of temporary or permanent disability benefits issued by
governmental or private sources (i.e., SSI, SSA disability payments,
workmen's compensation, etc.);

a statement from a physician or a licensed or certified psychologist which
indicates the length of disability;

an approval for vocational rehabilitation services; or

a verified application for SSI (a federal exemption).

4. Families First Work Registrant (code 09)

If the recipient is mandatory for Families First work component and is compliant,
he/she will be exempt from work registration.

5. Caretaker (code 10/08)

a.

Exempt a parent or other household member who is responsible for the
care of a dependent child under age 6 or for the care of an incapacitated
person.

If the child becomes age 6 during the certification period, the household
member must register at recertification, unless the individual qualifies for
another exemption.

1 Note: If a parent and another household member claim to be
responsible for the care of the same dependent child or incapacitated
person, the worker must discuss the responsibility with the applicant
and determine who is actually responsible for providing the care.
Only one person may claim the caretaker exemption for a dependent.
If more than one dependent person is cared for, then more than one
person may be responsible. (The care does not have to be provided
to a household member. The person can live in another residence.)

6. Applicants or recipients of Unemployment Compensation (Code 13)

a.

A person who receives unemployment compensation is exempt. Persons
who have applied for unemployment compensation are exempt if they
were required to register for work with the local Department of Labor and
Workforce Development (DLWD) office as part of the unemployment
compensation application process. Verify the exemption with the
appropriate DLWD office, if questionable.

Verification - The individual's notice of approval for unemployment
compensation benefits, the Tennessee Clearinghouse System or DEUC
screen on ACCENT may be used to verify the receipt of benefits.
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7. Addicts or Alcoholics (Code 15)

a. Regular participants in drug addiction or alcoholic treatment and
rehabilitation programs either on a resident or non-resident basis.

b. Verification - The regular participation of an addict or alcoholic in a
treatment and rehabilitation program may be verified through the
organization or institution operating the program.

8. Employed and Self-Employed (Code 16)
Employed/self-employed individuals are exempt as follows:

a. persons who are employed or self-employed and work a minimum of
thirty (30) hours weekly; or

b. persons who are employed/self-employed and receiving weekly earnings
at least equal to the federal minimum wage multiplied by 30 hours or is a
youth under age 20 receiving a training wage mandated by the Fair Labor
Standards Act of 1989 (Limited to 90 day period): or

1) persons who have fluctuating work hours but work an average of
thirty (30) hours per week or receive average weekly earnings at
least equal to the federal minimum wage multiplied by 30 hours; or

Note: The average should be based on the information used
to compute the budget income.

2) migrant and seasonal farm workers, if they are under contract or
similar agreement with an employer or crew chief to begin
employment within 30 days. (Code 17); or

Note: There are some conditions that could prevent migrants
with secured employment from starting work. Examples of
these are inclement weather, delays in crops, etc. Such
conditions do not affect the person's exemption from work
registration

Verification of Employment - When the employment status is questionable, the
amount of income received from employment may be used to establish the work
registration exemption. The amount must be consistent with wages paid for a 30-
hour workweek, based on the general conditions prevailing in the community.

Verification of Self-Employment - When income does not conclusively reflect 30
hours a week employment, and the applicant still claims to be self-employed,
establish the following:

a) thatthe income received from the self-employment enterprise is at least
sufficient to be consistent with wages for a 30-hour work week, based on
the general conditions prevailing in the community; and

b) that the volume of work claimed justifies a determination that the self-
employment enterprise is a full-time job for the purposes of this
exemption. The household must cooperate in providing adequate
documentation to substantiate the claim that someone is self-employed.

9. Students (Code 18)
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a. Eligible students enrolled at least half-time in any recognized school
(including high school), training program, or institutions of higher
education are exempt from work registration.

b. These students will remain exempt during normal periods of class
attendance, recesses and vacations, provided that they intend to return
to school when the recess or vacation is over.

c. If the student graduates, is suspended, expelled, drops out, or does not
intend to register for the next normal school term (excluding summer),
he/she no longer qualifies for this exemption.

D. Barriers to Barriers that can exempt you from E&T exist if the customer meets the criteria for any
Employment & of the categories below: (Note; these are not federal exemptions. They are only
Training Work barriers to E&T.)

Components 1. Temporary illness or injury- an illness or injury of the individual that is temporary

in nature and is obvious or verified; (obvious but unverified use state code 24,
verified use federal code 20)

2. Temporary disability- disability is temporary in nature and is obvious or verified; (if
verified disability use federal code 07, if obvious but unverified use state code 24)

3. Temporary emergency- may be a family emergency, such as illness or disaster,
or an emergency related to the job; ( Code 25)

4. Oncalli back to job- such as a temporary layoff or plant shutdown for vacation;
(Code 26)

5. No access to transportation the individual does not have a reliable vehicle, there
is no public transportation available, or the individual does not have the resources
to use public transportation or buy gas; (Code 27)

6. Other exemptions approved by State office (Code 31)
a. Non-Funded E&T County
b. Homeless, without a fixed residence

Homeless individuals who do not have a fixed residence are considered
to have a barrier that prohibits their participation in E & T Program,
however they can still volunteer to participate.

c. ifyou arein a voluntary E&T county and the customer does not meet an
exemption, a barrier, or does not volunteer to go to DLWD.

E. Caseworkers At application, recertification, and when an individual is registered for work during the
Responsibilities certification period, the caseworker will explain the work requirements to the client,
including the household's rights and responsibilities and the consequences of failure
to comply.

1. The individual will be appropriately coded on the work program screen (AEIWP).

2. The caseworker will complete a referral to the Department of Labor and
Workforce Development (DLWD) for the voluntary and/or mandatory participant
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at least once every twelve months.

Appropriate action and documentation will be completed upon receipt of
information from DLWD regarding the participant.

The caseworker must deregister an individual from work registration when the
individual:

a. was registered but later the application was actually denied; or

b. has a work program sanction or fails to comply with a work program
requirement; or

c. obtains a job working 30 hours a week or earnings equal to federal
minimum wage times 30; or

d. leaves assistance; or

e. becomes exempt.

F.Wor k Re gi sMandatory work registrants must:

Responsibilities 1

participate in an employment and training program if assigned to mandatory E&T
by the department;

2. respond to a request for supplemental information regarding employment status
or availability for work;
3. report to an employer to whom referred by the DLWD as long as the potential
empl oyment meets the suitability tamqu
4. accept a bona fide offer of employment unless the employment is unsuitable (See
Section G).
G. Unsuitable Any employment will be considered unsuitable if:
Employment 1. the wage offered is less than the applicable federal minimum wage (or 80% of the
federal minimum wage, if the federal minimum wage is not applicable);or
Note: The training wage shall be substituted for the minimum wage for
persons under age 20 receiving the training wage mandated by the Fair
Labor Standards Act of 1989. (Limited to 90-day period.)
2. the employment offered is on a piece-rate basis, and the average hourly yield the

6.

employee reasonably can expect to earn is less than the applicable hourly wages
specified under (a) above; or

the household member is required to join, resign from, or refrain from joining any
legitimate labor organization; or

the work offered is at a site subject to a strike or lockout at the time of the offer,
unless the strike has been enjoined under Section 208 of the Labor-Management
Relations Act (commonly known as the Taft-Hartley Act), or unless an injunction
has been issued under Section 10 of the Railway Labor Act; or

the risk to health and safety is unreasonable; or

the household member is physically or mentally unfit to perform the employment.
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Document the medical evidence or reliable information from other sources; or

7. the employment offered within the first 30 days of registration is not in the
registrant's major field of experience. Offers after 30 days must be accepted; or

8. the distance from the registrant's home to the place of employment is
unreasonable, such as:

a. daily commuting exceeds two hours per day, not including the
transportation of a child to and from a child care facility;

b. public and private transportation is unavailable and the distance to the
place of employment is too far to walk; or

c. the cost of transportation to the job site is excessive based on the
expected wage. or

9. the working hours or nature of the employment interferes with the household
member's religious observance, convictions, or beliefs. For example, a
Sabbatarian could refuse to work on the Sabbath and not affect the household's
eligibility; or

10. other good reasons that justify a conclusion that employment is unsuitable.

The determination of unsuitable employment will be based on the above listed criteria
and any additional criteria established in the SNAP Employment & Training Program.

H. Deregistration The caseworker must be sure to deregister an individual when appropriate. The
individuals should be deregistered when the person:

1. was registered but later the application was actually denied; or

2. has a work program sanction or fails to comply with a work program
requirement; or

3. obtains a job working 30 hours a week or earnings equal to federal minimum
wage times 30; or

4. leaves assistance; or

becomes exempt.

I. Employment & Each work registrant will be reviewed. Mandatory work registrants and volunteers
Training may be assigned or exempted from work components. The E & T Program has seven
Components components that will be offered to participants in the funded counties. All counties will

not have the same component because the number of participants will vary due to
county size.

J. Failureto Comply 1. Disqualify the individual for the appropriate period when the individual refuses or
with Work fails to comply, without good cause, with any of the following work requirements:

Components a. registration for employment at application and every 12 months thereafter; or
b. accepting an offer of employment; or

c. providing one department with sufficient information to allow us to determine
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the employment status or the job availability of the individual; or

d. voluntarily quits a job or reduces work effort to less than 30 hours per week.
(See Chapter 12 for further explanation of Voluntary Quit).

When a person in a mandatory SNAP E&T county is exempt from the SNAP work
requirement because of participation in a FF work component or unemployment
compensation work requirement fails to comply with the FF work requirements,
the caseworker must evaluate the individual for SNAP E&T. If the person is not
otherwise exempt from the SNAP E&T requirement, then he/she is non-compliant
and must be sanctioned.

If the individual fails to comply with a FF work requirement but does not have a
SNAP work requirement, he/she is not subject to a SNAP sanction. However,
since the individual did fail to comply with the FF requirement, the SNAP
allotment will be reduced by 10% as a penalty.

Note: The SNAP sanctions for E&T non-compliance only apply to mandatory E&T
participants. (See Chapter 11)

K. Able-Bodied Adults Adult SNAP household members without a dependent child must meet special
Without eligibility requirements. The work requirements apply to able-bodied adults who:

Dependent 1.

Children (ABAWD)

Are at least age 18 but not yet 50 years of age.

2. Do not have children under 18 in the SNAP household.
3. Are not otherwise exempt from work registration.
L. ABAWD Able-bodied adults are exempt from the ABAWD work requirement in the following
Exemptions circumstances::
1. Under age 18 or age 50 or above (Code A)
a. under age 18 (Note: The child does not have to be in school. The month the
person turns 18 is not a countable month.); or
b. age 50 or above (Note: The month the person turns 50 is not a countable
month.).
2. Unfit for employment or work programs (Code D)
unfit based upon the eligibility wo
mentally unfit) . Aotrkquicet ibabservable and it deene
not have to be for a specific length of time or a client can be medically
certified as physically or mentally unfit for employment by providing a
statement from a qualified professional. This should be documented in the
running record.
3. Dependent children under 18 in the SNAP household (Code P)

All adults in the SNAP household are exempt from the ABAWD requirement if
there is a child under 18 in SNAP household. The child does not have to be
related to the adult being exempted. (The child must be in the same
sequence. The adult can claim this exemption even if the child is not eligible
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for benefits.)

4. Pregnancy (Code Y)

Pregnancy in any month temporarily exempts the person from this work
requirement. This does not have to be verified for SNAP. Do not complete the
AEIIM screen unless the details have been verified. AEIIT can still be coded
with a Y without verification. Pregnancy needs to be documented in CLRC.

5. Individual working 80 hours per month (Code W)

Individual working 80 hours per month (20 hours a week average monthly).
This can be paid, volunteer, or in-kind.

6. Individual participating in a component through DLWD for 80 hours per month or
Workfare (Code E)

Individual participating in a component through DLWD for 80 hours per
month. They must be working with DLWD in order to receive this exemption.
A referral is not cause for an exemption (would still be coded a C until
participating).

7. Individuals are also exempt from ABAWD if they are otherwise federally exempt
from the SNAP work registration requirement:

a.
b.

C.

person under 16 or over 59 (Code A)
person physically or mentally unfit for employment (Code D)

member subject to & complying with a Families First work requirement (Code
0)

responsible for care of a dependent child under 6 (Code P)
an incapacitated person (Code O)
applied for or receiving unemployment compensation (Code O)

regular participant in a drug addiction or alcoholic treatment program (Code
0)

employed
1) working 30 hours per week (Code W) or
2) earning minimum wage times 30 hours (Code W)

student enrolled at least half-time in any recognized school, training program,
or institution of higher education (Code O)

8. In cases where individual exemptions are not appropriate the following county
exemptions may be used:

a.
b.

Labor Surplus Area (LSA) (Code L)
Greater than 10% Unemployment (Code G) (Not in use at this time)

M. ABAWD Eligibility  An able-bodied adult with no dependents, who does not meet an ABAWD exemption,
may be eligible to receive three months of SNAP benefits in a 36 month period.
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N. Maintaining An individual, who has received his/her initial three month period of participation
Eligibility within the current thirty-six month fixed period, can become exempt from the ABAWD
requirement, or he/she can maintain eligibility by:

1. Working 80 hours per month or more

If an individual would have worked an average of 20 hours per week but missed
some work for good cause, the individual shall be considered to have met the
work requirement if the absence from work is temporary and the individual retains
his or her job (new employment projected hours may be used from date of
application): or

2. completing volunteer work or work for benefits in lieu of wages or a combination
of the types of work for at least 20 hours per week; or

3. participating in and complying with a Job Training and Partnership Act Program,
Trade Adjustment Act Program, or Employment and Training Program (other than
Job Search or Job Search training program) for 80 hours per month or more; or

4. participating in and complying with a state-approved work experience program for
80 hours or more per month; or

5. participating in a Workfare Program through DLWD (hours are based on

allotment).
O. Regaining 1. When an individual becomes exempt from the ABAWD 20 hour work requirement
Eligibility (either by a county exemption or personal exemption) or complies with a

requirement for 30 days an individual can regain eligibility. The person will remain
eligible as long as an exemption exists or requirement is met.

2. An individual that became ABAWD ineligible, that is not otherwise exempt, shall
regain eligibility to participate in SNAP if, as determined by the State agency,
during any 30 consecutive days, he or she:

a. worked 80 or more hours; or

b. participated in and complied with the requirements of a work program for
80 or more hours; or

c. any combination of work and participation in a work program for a total of
80 hours; or

d. participated in and complied with a workfare program.

Note: There is no limit on how many times an individual may regain eligibility
and subsequently maintain eligibility by meeting the work requirement.

3. If the individual has used the original three months in the 36 month period, has
regained eligibility and subsequently loses employment or stops working or
participating in training or a work experience program, the individual is eligible for
up to three consecutive months (beginning the date the county is notified that
work activity has ended). Once initiated, this three-month period must be
consecutive. The individual is only eligible for one consecutive three-month
period during the 36 months.

4. After the individual has received the months of entitled eligibility and is not

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual
April 2016 Page79



Supplemental Nutrition Assistance Program (SNAP) Policy Manual

exempt or meeting the work requirements, he/she is ineligible for SNAP benefits.
The able-bodied individual's resources are counted in their entirety to the
remaining SNAP household members. The ineligible ABAWD's income is
prorated among all SNAP household members and the ineligible ABAWD
member's portion is not counted. The ABAWD individual is not counted in
computing the utility standard.

P. ABAWDO s Wo When an individual is exempt from the ABAWD work requirement due to being

Hours Decrease

Q. Good Cause
Determination

R. Non-Compliant
ABAWD

S. Closure

Forms

Collateral Documents

employed 20 hours per week and the hours decrease, the caseworker will look at the
circumstances. Good cause will be determined. The ABAWD shall be considered to
have met the work requirement if the absence is temporary and the job is retained.

If an individual would have worked an average of 20 hours per week but missed
some work for good cause, the individual shall be considered to have met the work
requirement if the absence from work is temporary and the individual retains his or
her job. Good cause shall include circumstances beyond the individual's control,
such as, but not limited to, illness, illness of another household member requiring the
presence of the member, a household emergency, or the unavailability of
transportation.

When an ABAWD does not follow through with an appointment or no longer wishes to
volunteer in an E & T component as a participant:

1. If the individual has no countable months left and has no other exemptions,
he/she is ineligible and must be removed.

2. If anindividual is ABAWD only with countable months remaining, no E&T
penalty would be applied, however the code would need to be updated to
reflect current ABAWD status based on the current circumstances.

The ACCENT reason code 654 must be used to authorize the adverse action so that
the household will receive the appropriate notice.

N/A

SNAP Work Requirement Flow Chart

ABAWD Flow Chart

ABAWD Handout

SNAP Work Codes

Timeframes for Filing an Appeal

ABAWD and E&T Exempt Counties Desk Guide

PUN 24.01-16.00 Expansion of Employment & Training Services in Tennessee
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Retention of Records

Supersedes

Glossary

Term
ABAWD

Non-Compliant ABAWD

Pending

SNAP Policy Manual, April 2015, Chapters 9 and 10
Bulletin No. 10, FA-10-04

PUN 24.12-15.01 SNAP ABAWD Implementation Process
Bulletin No. 39, FA-08-29

Definition
Able-Bodied Adults without Dependent Children

ABAWD that does not follow through with an appointment or component.
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CHAPTER 11: Failure to Comply with Work Requirements

Use the following procedures to identify who has failed to comply with the work requirements and the
appropriate sanction. The non-compliance must have occurred during the time the household was
certified.

A. Non-Compliance by a Household Member

Disqualify the individual for the appropriate period when the individual refuses or fails to comply,
without good cause, with the work requirements (work registration or E&T components). Treat

the individual as an excluded household member as describedinCh apt er R. Excladdde r
Household Membersband Ch a pt er  2CBnsidematior of Indome Belonging to Particular
Individualsd. The person could refuse any of the listed work components:

to register for employment at application and every 12 months thereafter;

to participate in an employment and/or training program;

to accept an offer of employment;

to provide one department with sufficient information to allow us to determine the
employment status or the job availability of the individual; or

voluntarily quits a job or reduces work effort to less than 30 hours per week.

To o o To To

GUIDES: SNAP Work Requirements
Families First Sanctions That Cause A Penalty in SNAP
B. Non-Compliance with Work Requirements in Families First

When a person in a SNAP E&T county who is exempt from the SNAP work requirement
because of participation in a FF work component or unemployment compensation work
requirement fails to comply with the FF work requirements, the caseworker must evaluate the
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individual for SNAP E&T. If the person is not otherwise exempt from the SNAP E&T
requirement, then he/she is non-compliant and must be sanctioned.

If the participant fails to comply with the FF requirement and does not meet an exemption in the
SNAP E&T Program, the participant will be sanctioned and removed from the budget in the
SNAP Program. A 10% penalty would not be applied when the sanction applies.

If the individual fails to comply with a FF work requirement but the individual does not have a
SNAP work requirement, he/she is not subject to a SNAP sanction. However, since the
individual did fail to comply with the FF requirement, the SNAP allotment will be reduced by
10% as a penalty.

The FF household who does not comply with work will never have both a SNAP sanction and a
SNAP 10% penalty. If the individual is exempt from work requirements or residing in a non-E&T
county for SNAP, apply the 10% penalty to the SNAP allotment. If the individual is not exempt
from work in the SNAP program and lives in an E&T county, apply the SNAP work requirement
penalty, disqualifying the individual.

GUIDES: SNAP Work Requirements
Families First Sanctions That Cause A Penalty in SNAP

C. Determining Good Cause

When a mandatory SNAP E&T registrant fails to comply with his/her work requirement, the
caseworker must determine whether good cause exists. Within 10 days of establishing that
good cause does not exist, a notice of adverse action should be sent informing the individual of
the penalty for non-compliance. The caseworker must contact the household and determine
whether good cause exists. Good cause for failure to comply includes circumstances beyond
the household member's control, such as, but not limited to:

1. the individual's illness, or iliness of another household member which requires the
individual's presence;

2. household emergencies;

3. lack of transportation;

4. the household did not receive natification to appear for an interview, provide employment
information, etc.; or

5. an individual cannot make satisfactory progress in an education program according to

the ABE teacher and does not appear capable of earning an acceptable wage.

The notice of adverse action must contain the specific act of non-compliance the individual
committed and the proposed period of disqualification. The individual must also be told that they
can re-apply after the disqualification period is over. The notice must be sent even if the
disqualification begins after the certification period has expired and the household has not been
recertified.

GUIDES: Bulletin No. 16, FA-09-11

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual
April 2016 Page83


http://www.intranet.state.tn.us/dhs/adfam/fa/train/toolbox/snap/WORKREGISTRATIONFLOWCHART.pdf
http://intranet.state.tn.us/dhs/adfam/fa/train/toolbox/ts/top/fs/Families%20First%20Sanctions%20That%20Cause%20A%20Penalty%20in%20SNAP%20(Food%20Stamp).pdf
http://www.intranet.state.tn.us/dhs/adfam/fa/Bulletins/fa-09-11.pdf

Supplemental Nutrition Assistance Program (SNAP) Policy Manual

SNAP Work Requirements
Families First Sanctions That Cause A Penalty in SNAP

D. Disqualification
This should be handled as follows:

1. When an individual who does not have good cause fails to cooperate with the SNAP
work requirements, he/she should be disqualified. The caseworker will disqualify the
individual by using the AEOIE screen in ACCENT. The appropriate dates and reason
codes should be used. ACCENT provides a notice of disqualification to the household
based upon the reason code given. ACCENT will also send a notice to the household
when the disqualification has been completed.

2. The disqualification period shall begin with the first month following the expiration of the
notice period, unless a fair hearing is requested. The sanctions for the disqualification
are as follows:

a. First Violation - one month or until compliance, whichever is later.
b. Second Violation - three months or until compliance, whichever is later.
C. Third and Subsequent Violations - six months or until compliance whichever is
later.
3. Before applying the appropriate penalty, review the circumstances to determine if good

cause exists, using the criteriainCh a pt er  1Dktermimirg) &ood Gauseo If good
cause exists the individual continues to be eligible. If the individual does not have good
cause, the penalty should be authorized. The ACCENT system will issue a Notice of
Adverse Action to the household notifying them of the penalty.

GUIDES: SNAP Work Requirements

Applying for SNAP sanction when Families First closes because of sanction for non-
compliance with any FF work component

E. Ending the Disqualification

An individual shall be disqualified for the appropriate time period. If an individual has failed to
comply at the end of the minimum disqualification period, the disqualification shall continue
until the individual cures the disqualification or becomes exempt from work registration
requirements.

1. To cure the disqualification, the member must comply with a work requirement. The
minimum period of the disqualification must be served, even if the individual complies
before the time period expires.

2. The disqualification will end, regardless of whether the minimum disqualification period
has been served, when the individual meets one of the following exemptions found at:
Chapter 9 under fExemptions from Work Registrationo .

GUIDES: SNAP Work Requirements
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Applying for SNAP sanction when Families First closes because of sanction for non-
compliance with any FF work component

CHAPTER 12: Voluntary Quit

This chapter details the voluntary quit provision for SNAP.

A. Voluntary Quit Determination

No individual who voluntarily quits his/her most recent job of at least 30 hours per week or
voluntarily reduces his/her work hours to less than 30 hours per week will be eligible to
participate in SNAP, unless there is a good cause reason. When the household files an
application, or when a participating household reports a job loss or reduction in the number of

hours, the caseworker must determine whether this is a voluntary quit or voluntary reduction in
hours.

B. The Voluntary Quit Provision Does NotAppl y t o an I ndividual Whené
1. a voluntary quit or voluntary reduction for an applicant household occurred more than
sixty days prior to the date of application, unless the household was receiving benefits at

the time of the quit or reduction, and the Department did not learn about it until
reapplication;

2. the individual was on leave from a paid position of employment pursuant to the
provisions of the Family Medical Leave Act of 1993, unless the individual does not return
to work at the end of the period of leave;

3. an involuntary reduction of work hours is imposed,

4, the individual terminates a self-employment enterprise;
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5. the individual resigns from a job at the demand of the employer;

6. the household member who quit his/her job secures new employment at comparable
wages or hours and is then laid off, or through no fault of his own loses the new job. In
this instance the earlier quit will not require his/her disqualification;

Note: Consideration must be given to new employment which might entail fewer hours
or a lower salary, but which offers greater opportunities to improve job skills or for future

advancement.
7. it is determined that the individual quit or reduced his/her hours with good cause; or
8. the individual is exempt from the work registration provisions at the time of the quit,

which are listed in Chapter 9 under fExemptions from Work Registrationo

C. The Voluntary Quit Provision Applies Wh e n é

1. The employment was for 30 hours or more per week, or provided weekly earnings at
least equal to the federal minimum wage multiplied by 30 hours.

2. The voluntary reduction of hours caused employment to be less than 30 hours per week
by the individual.

3. For applicant households, the quit or reduction of hours occurred within 60 days prior to
the date of application or anytime thereafter prior to the disposition of the case.

4, For participating households, the quit or reduction occurred while the individual was
participating in the program.

D. Good Cause

Good Cause for quitting a job or reducing the hours of employment includes, but is not limited

to:

1. The job is determined to be unsuitable, as describedinCh apt er Unsuitabld e r
Employmentq

2. Circumstances beyond the individual's control, such as iliness, illness of another
household member which requires the individual's presence, a household emergency, or
unavailability of transportation;

3. Discrimination by an employer based on age, sex, race, color, handicap, religious

beliefs, national origin, or political beliefs;

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual
April 2016 Page86



Supplemental Nutrition Assistance Program (SNAP) Policy Manual

4, Work demands or conditions that render continued employment unreasonable, such as
working without being paid on schedule;

5. Enroliment at least half-time in any recognized school, training program or institution of
higher learning that requires the household member to leave employment or reduce
work hours;

6. Another household member has accepted employment or enrolled at least half-time in a

recognized school, training program, or institution of higher education in another county,
which requires the household to relocate;

7. Resignation by a person under age 60 which is recognized by the employer as
retirement;
8. The individual accepted a bona fide offer of employment of more than 30 hours a week

or in which the weekly earnings are equivalent to the Federal minimum wage multiplied
by 30 hours. However, because of circumstances beyond the person's control, the new
job does not materialize or results in employment of less than 30 hours a week or weekly
earnings of less than 30 times the Federal minimum wage; or

9. The individual left a job in connection with patterns of employment in which workers
frequently move from one employer to another, such as migrant farm labor or
construction work. The household may apply for SNAP between jobs, particularly when
work is not available at the new job site. In such instances, the individual will be
considered to have quit for good cause if this is a normal pattern of that type of
employment.

E. Federal, State, or Local Government Employees
An employee who participates in a strike against such government, and is dismissed from
his/her job because of participation in the strike, shall be considered to have voluntarily quit
his/her job without good cause.

F. Verification of Voluntary Quit/Reduction in Hours and Good Cause Determination

1. The household has the primary responsibility for providing verification of questionable
information related to the voluntary quit/reduction and good cause determination.

When it is difficult or impossible for the household to obtain evidence in a timely manner,
the county will offer to assist the household. Acceptable sources of verification include
but are not limited to:

a. the previous or current employer;

b. employee associations;

C. union representatives;

d. grievance committees and organizations; and

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual
April 2016 Page87



Supplemental Nutrition Assistance Program (SNAP) Policy Manual

e. when documentary evidence cannot be obtained, the caseworker is responsible
for obtaining verification from acceptable collateral contact provided by the
household.

2. When the circumstances of the quit/reduction cannot be verified for good reasons, the

individual member will not be denied participation in the program. Examples of good
reasons are resignation from employment due to discriminatory practices or
unreasonable demands by the employer, or because the employer cannot be located.
G. Implementing a Voluntary Quit/Reduction of Work Hours Disqualification
1. Applicant Households

When a determination is made that good cause did not exist for the voluntary quit or
reduction, the individual will be disqualified from participating in SNAP, as follows:

a. First Violation - one month;
b. Second Violation - three months;
C. Third and Subsequent Violationsd six months.

The ACCENT system will issue the household a notice of denial explaining the proposed
period of disqualification and the right to a fair hearing.
2. Participating Households

When a determination is made that good cause did not exist for the voluntary quit or
reduction, the individual will be disqualified from participating in SNAP, effective the
month following the expiration of the notice of adverse action.

a. First Violation - one month;
b. Second Violation - three months;
C. Third and Subsequent Violations & six months.

The ACCENT system will issue the household a termination notice explaining the
proposed period of disqualification and the right to a fair hearing. When a patrticipating
household requests a fair hearing, with benefits to continue, and the Department's action
is upheld, the disqualification will begin the first month after the decision is rendered.

3. When a disqualified individual joins another household, the sanction will follow the
individual who caused the disqualification, and the remainder of the sanction period will
apply to the individual. His income and resources will be counted as available to the new
household members.

H. Ending the Disqualification

Disqualification of an individual shall be applied for the appropriate time period. To become
exempt from the disqualification, the member must meet one of the following exemptions:
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becomes subject to and complies with a work registration requirement under FF or
Unemployment Compensation;

becomes a parent or other member of a household with responsibility for a dependent
child under six or for an incapacitated person;

becomes a student enrolled at least half-time in any recognized school, training program
or institution of higher education;

becomes a regular participant in a drug addiction or alcoholic treatment and
rehabilitation program;

becomes employed a minimum of 30 hours per week or receives weekly earnings which
will equal the minimum hourly wage rate multiplied by 30 hours; or

is between the ages of sixteen and eighteen and who is not head of a household or is
attending school or enrolled in an employment training program at least half-time.

Note: When an individual becomes exempt, the individual who meets other eligibility
requirements is once again eligible for SNAP, regardless of whether the minimum
disqualification period has been served.
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CHAPTER 13: Financial Eligibility Requirements

This chapter describes resource and income factors that the case manager must consider when
determining SNAP eligibility and benefit levels.

A. Consideration of Resources and Income
Prior to determining a household's financial eligibility, the non-financial criteria should be
considered. If the household is ineligible based on non-financial criteria, the application may be
denied for SNAP without a determination of financial eligibility for the program.

GUIDES: Family Assistance Standards
Family Assistance Treatment of Income

B. Categorically Eligible Households

Certain households are considered categorically eligible for SNAP, without regard to the SNAP
financial eligibility criteria, if all individuals included in the household are:

A SSI recipients or authorized to receive SSI benefits, and/or
A FF Cash Assistance recipients or those authorized to receive these benefits, and/or
A Eligible for Family Services Counseling following closure of the Families First cash case.

RefertoChapt er BefiningWhe is Cdtegorically Eligibleofor further information.

C. Mixed Households

Certain households in which one or more member(s), but not all HH members, receive or are
authorized to receive Families First, Families First extended services (Family
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Focused Solutions), and/or SSI. These households are considered mixed CE households.

SNAP excludes resources of the categorically eligible individual (Families First/Families First
extended services/SSI recipient). The person is considered categorically resource eligible.
Resources of the non-categorically eligible individuals must be considered. The household must
meet the gross and net income standards for the appropriate household size to be eligible.

CHAPTER 14: Resources

A. Resource Eligibility Standards

Regardless of household size eligibility exists if the equity value of non-exempt resources, both
liquid and non-liquid assets, for the household does not exceed:

1. Households containing an elderly or disabled member

The resource limit is $3,250 for all SNAP households, regardless of the household size,
containing:

A an elderly or
A a disabled member.

2. All other households
The resource limit is $2,250 for all other SNAP households.
GUIDES: Bulletin No. 37, FA-11-26

Family Assistance Standards
Required Verifications

B. Application of Resource Limits

The household must report all resources at the time of interview and recertification. The
household's resources at the time of the interview and at each recertification will be used to
determine if the household's resources meet the eligibility standard.
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C. Verification
Documentary evidence is the primary source of verification although collateral contacts (e.g.,
banks, car dealers, or real estate firms) may also be resources for verification if written
verification is unavailable.

The caseworker will verify resource information if it is questionable.

GUIDES: Required Verifications

CHAPTER 15: Exempt Resources

Certain resources are not considered when determining eligibility. Such resources include those that
are exempt by program policies and federal regulations, those determined to be inaccessible to the
household, and those which are excluded by law. In determining the resources of a household, the
following are exempt:

A. Home and Lot

The home, its outbuildings, and surrounding property which is not separated from the home by
intervening property owned by others are exempt. Public rights of way, such as roads which run
through the surrounding property and separate it from the home, will not affect the exemption of
the property. Outbuildings are structures such as barns, garages, sheds, etc., that are
considered a part of the household's residence. Other structures on the property, such as
stores, houses and trailers, that are clearly not a part of the residence are resources unless
exempt for some other reason.

The home, outbuildings, and surrounding property (regardless of location) will remain exempt
when temporarily unoccupied for reasons of employment, training for future employment, illness
or is uninhabitable caused by casualty or natural disaster if the household intends to return. If
the household does not already own a home, the value of a lot purchased to build a home on is
excluded. If the new home is partially completed, the value of it is excluded.

B. Household Good and Personal Effects
The value of household goods and personal effects are exempt.

C. Insurance Policies
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Cash value of life insurance policies is not considered in determining eligibility or benefit level.

D. Exempt Vehicles

See Chapter flreatment of vehiclesoregarding exempt vehicles.

E. Burial Policies, Burial Agreements, and Burial Plots

Burial policies, burial agreements, and burial plots are considered exempt for resources.

Note: A burial policy, which is different from a burial agreement, is usually purchased from a
funeral home for a certain premium per week or month. These policies pay only for burial costs
at the death of the person named on the policy and have no cash value.

GUIDE: Bulletin No. 39, FA-08-29

F. Pension Funds

Retirement accounts established under Section 401(a), 403(b), 408, 408A, 457(b), and
501(c)(18) of the Internal Revenue Code of 1986 and the value of funds in a Federal Thrift
Savings Plan account (Section 8439, Title 5, USC) are excluded as a resource.

A nonexclusive list of types of retirement savings and pension plans are excluded includes:

A

Too oo Too Too Too To Too Too T o To To I

Pension or traditionally defined-benefit plan [Section 401(a) of the Internal Revenue
Code]

401(k) plans [Section 401(a) of the Internal Revenue Code]

SIMPLE 401 (k) [Section 401(a) of the Internal Revenue Code]

Section 501(c)(18) plans (retirement plans for union members consisting of employee
contributions to certain trusts that must have been established before June 1959)
403 (b) plan under the Internal Revenue Code

457 plan under the Internal Revenue Code

Federal Employee Thrift Savings plan [Section 8439 of Title 5 of the US Code]
Keogh plan [Section 401(a) of the Internal Revenue Code]

Individual Retirement Account (IRA) [Section 408 of the Internal Revenue Code]
Roth IRA [Section 408(A) of the Internal Revenue Code]

SIMPLE IRA [Section 408 of the Internal Revenue Code]

Simplified Employer Plan [Section 408 of the Internal Revenue Code]

Profit Sharing Plan [Section 401(a) of the Internal Revenue Code]

Cash Balance Plans [Section 401(a) of the Internal Revenue Code]

GUIDE: Bulletin No. 39, FA-08-29

G. Income Producing Property
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1. Definitions
a. property which annually produces income consistent with other similar property in
the area, with the same fair market value, even if only used on a seasonal basis
b. property such as farm land which is essential to the employment or the self-
employment of a household member
C. rental homes and vacation homes (including unattached trailers or mobile homes

not being used as the home place) which may be used by the household for
vacation purposes at some time during the year but which annually produce
income consistent with the prevailing rate of return for similar property in the
area. If not income producing, the equity value is counted.

d. wor k related equipment, such as a trade:
which is essentialtoahous ehol d member 6 s -empoymeytment
e. installment contracts for the sale of land or building(s), if the contract or

agreement is producing income consistent with the prevailing rate of return for
similar property. This exclusion also applies to the value of the property sold
under contract or held as security in exchange for a purchase price consistent
with the selling price of a similar property in the area;

f. Farm property including land, equipment and supplies may be excluded for one
year beginning with the date self-employment farming ceases.

2. Determining If Property Is Income Producing
a. When it is necessary to determine if property is producing income consistent with
the same fair market value, the caseworker may contact local realtors, county
trusteeds office, the Small Business Ad]

Administration, or similar sources to determine the prevailing rate of return (e.g.,
square foot rental for similar usage of real property) in the area.
b. If the caseworker determines that the property is not producing income
consistent with similar property in the area (for instance, the property is being
leased for a token payment), such property will be counted as a resource.
C. Property exempt as essential to employment need not be producing income
consistent with its fair market value. |
his employment; a good or bad crop would not affect the exemption of such a
property as a resource.

Note: All findings must be documented thoroughly in the running record (CLRC) on
ACCENT.

GUIDE: Family Assistance Treatment of Income

H. Inaccessible Resources

The cash values of resources which are not accessible to the household or which cannot be
brought to a condition of current availability are exempt.
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For example:

security deposits on rental property or utilities;

property in probate;

jointly owned resources determined to be inaccessible;

real property which the household is making a good faith effort to sell at a reasonable

price, but which has not been sold. (Verification of the effort to sell the property may be
obtained through a collateral contact or documentation, such as a public advertisement

that the property is for sale. It must be determined that the household has not declined a
reasonable offer.)

5. a resource which is unlikely to produce any significant amount of funds for the support of

the HH if sold or disposed of in any other manner is considered inaccessible. A resource
that the AG is unable to sell for any significant return becausethe HH6 s i nt er est
relatively slight or because the costs of selingthe HH6s i nt er est woul d b
is also considered inaccessible.

PwbPE

Note: Significant return is any return, after estimating costs of sale or disposition, and taking
into account the ownership interest of the household, that the State agency determines
are more than $1,500. Significant amount of funds is an amount more than $1,500.

Exceptions: Financial instruments such as stocks, bonds and negotiable financial instruments.
Resources that are inaccessible, such as those listed below, are excluded.

1. Irrevocable Trust Funds

Any funds in a trust or transferred to a trust, and the income produced by that trust to the
extent it is not available to the household will be considered inaccessible if:

a. the trust arrangement is not likely to cease during the certification period, and no
household member has the power to revoke the trust arrangement or change the
name of the beneficiary during the certification period: and

b. trust investments made on behalf of the trust do not directly involve or assist any
business or corporation under the control, direction, or influence of a household
member; and

C. the funds held in irrevocable trusts are either:

T established from the househol débés own
solely to make investments on behalf of the trust or to pay the educational
or medical expenses of any person named by the household creating the

trust: or
i established from non-household funds by a non-household member; and
d. the trustee administering funds is either:

1 acourt, or an institution, corporation, or organization which is not under
the direction or ownership of any household member; or
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9 an individual appointed by the court who has court imposed limitations
placed on his/her use of the funds which meet the requirements of the
provision above.

Non-Liquid Assets Used as Collateral for Business Loans

When the household places a lien against a non-liquid asset to obtain a business loan,
consider the asset as inaccessible if the lien agreement specifically prohibits the
household from selling it.

Money in ACafeteria Planso

Money set aside in a fiCafeteria Plano is
the employer from the household member ds
member. This set aside money is used to pay certain expenses such as medical costs or
child care costs and is paid as a vendor payment by the employer. The household will
lose the money at the end of the year if any is left over. The household is unable to
withdraw this money that has been set aside and, therefore, the money is inaccessible.

I. Resources Excluded By Law

Mixed SNAP Households -- Have one or more member(s) receiving or authorized to receive
Cash Assistance and/or SSI but not all household members receive these benefits. SNAP will
exclude resources of these individuals. If identified, these resources cannot be included when a
household's total resources are calculated. The household member is categorically resource
eligible for SNAP.

The following types of payments are excluded by law from consideration as resources in the
determination of eligibility/level of benefits:

1.

Relocation Assistance Payments

Relocation payments received under Title 1l of the Uniform Relocation Assistance and
Real Property Acquisition Policies Act of 1970:

a. payments to person displaced as a result of the acquisition of real property;

b. relocation payments to a displaced homeowner toward the purchase of a
replacement dwelling. Such payments are made only to a displaced owner who
purchases and occupies a dwelling within one (1) year following displacement;
and

C. replacement housing payments to displaced persons are eligible for a
homeowner's payment.

Alaska Native Claims Payments and Sac and Fox Indian Claim Payments. Payments
received under the Alaska Native Claims Settlements Act P.L. 920203, Section 21(a)
and the Sac and Fox Indian Claims Agreement P.L. 94-189.
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10.

Payments for Certain Indian Tribes Payments

These payments are derived from certain sub marginal lands of the United States which
are held in trust for certain Indian tribes.

Workforce Investment Act

Payments received from the Workforce Investment Act (WIA).

Payments from Disposition of Funds of Ottawa Indians

Payments made to the Grand River Band of Ottawa Indians under P.L. 94-540.
Payments under Title IV of the Higher Education Act

Federal Assistance provided by a program funded in whole or in part under Title IV of
the Higher Education Act. Such payments include Pell Grants, Supplemental Education
Opportunity (SEOG) Grants, PLUS Program Grants, National Direct Student Loans
(NDSL), Byrd Honor Scholarships, and college work study funds.

Energy Assistance Payments

Do not count payments made under any federal laws for the purpose of energy
assistance. These payments must be clearly identified as energy assistance by the
legislative body authorizing the program or providing the funds. Payments made through
state or local funding are counted. Among the federal payments that would be excluded
are energy assistance payments provided through the Department of Health and Human
Services, Low Income Energy Assistance Program and the Community Service
Administrations' Energy Crisis Assistance and Crisis Intervention Programs. HUD
Section 8 payments and FMHA are also excluded because they are identified as federal
energy assistance.

HUD Retroactive Tax and Utility Cost Subsidy Payments
Payments issued pursuant to settlement of Underwood vs. Harris (Civil No. 78-04 69
D.D.C. against HUD) for the month for which payment was received and for the following

month.

Payments of Relocation Assistance to Members of the Navajo and Hopi Tribes under
P.L. 93-531.

Benefits from Food Program

Do not count the following benefits from the food programs:
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a. WIC (special supplemental food program for Women, Infants, and Children);
b. value of SNAP;
C. value of school lunches or other school food programs.

11. Earned Income Tax Credits
Monthly or lump sum EITC payments are excluded as a resource for 12 months from
receipt if the individual was a SNAP participant at the time of receipt and continues to
participate (with breaks of a month or less).

12. Nazi Persecution Payments

Payments made to individuals because of their status as victims of Nazi persecution are
to be excluded as a resource.

13. Compensation under the Crime Act of 1984

Compensation made under the Crime Act of 1984 to crime victims is excluded as a
resource as stated in Section 230202 of P.L. 103-322.

14. Filipino Veterans Equity Compensation Fund Payments
Lump sum payments made to certain veterans and the spouses of veterans who served
in the military of the Government of the Commonwealth of the Philippines during World
War Il is excluded as a resource.

15. Federal Tax Refunds

The American Taxpayer Relief Act of 2012 excludes Federal tax refunds, received after
December 31, 2012, for a period of 12 months from receipt.

16. Achieving a Better Life Experience (ABLE) accounts

Per section 103(a) of the Tax Increase Prevertairof 2014 ABLE accounts should be an excluded
resources for the purposes of determining SNAP eligibility.

GUIDES: Bulletin No. 33 FA-09-19
Bulletin No. 2 FA-13-01

J. Resources of Non-Household Members
Do not count the resources belonging to non-HH members except for the following:

1. Ineligible Aliens/Individuals with Questionable Citizenship
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Individuals who do not meet the citizenship or eligible alien status. Count the resources
of these individuals in their entirety.

2. SSN Disqualified

Individuals disqualified from participation in the program for failure to provide or apply for
a SSN. Count the resources of these individuals in their entirety.

3. Employment & Training Disqualified or IPV Disqualification.

Resources of individuals disqualified because of an intentional program violation or an
Employment and Training program sanction count in their entirety to the remaining AG
members.

4, Able Bodied Adults without Dependent Children
Resources of ABAWDS that are ineligible within a thirty-six month period are counted in
their entirety to the remaining household members.

5. Convicted of Trafficking in Food Stamps of $500 or More (eff. 11/1/96); Second Violation
of a Finding by a Federal, State or local Court of Trading of Coupons for a Controlled
Substance (eff. 11/1/96); First Violation Based Upon a Finding by a Federal, State or
local Court of the Trading of Firearms, Ammunition or Explosives for Coupons (eff.
11/1/96); Fleeing Felon or a Probation/Parole Violator (eff. 11/1/96); or Convicted (under
Federal or State Law) of a Felony Offense Which Occurred after 8-22-96 Which has an
Element the Possession, Use, or Distribution of a Controlled Substance (eff. 7/1/97).

Resources of individuals disqualified for the above reasons are counted in their entirety
to the remaining household members.

K. Agent Orange Settlement Payments

Payments are excluded as income and resources for SNAP. Veterans who are eligible under
the program receive disability payments each year they are disabled during the life of the
program. Lump sum payments received by survivors of deceased veterans are also excluded.

L. Allowances Paid to Children of Vietnam Veterans Born with Spina Bifida

These allowances are to be excluded from income and resources in determining eligibility for or
the amount of benefits under SNAP.

M. Individual Development Account (IDA)

Families First participants enrolled in the IDA program can have a special savings account.
Participants' earnings deposited into an IDA account are matched by a not-for-profit or
government agency. IDAs are operated by local non-profit organizations. These funds (savings,
matching funds and interest) are disregarded in SNAP as long as the money stays in the IDA. If
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the money is paid out directly to the individual or any interest is paid directly to the individual,
the exclusion would not apply.

Individual contributions and interest payments to an IDA which receives matching funds from
the Assets for Independence Act (AFIA) are excluded as a resource. IDAs under the AFIA
provide federal funds to match the amount of earnings that low-income working individuals put
into savings.

NADedi cated Accountso for SS| Chil dren

These accounts are set up for past due monthly benefits from Supplemental Security Income at
a financial institution. The account should be set up in the child's name by the Payee's name as
the representative payee or trustee. These funds are to be used for specific purposes such as
medical treatment and education or job skills training and services such as special equipment,
therapy or special needs. The accounts are not counted as resources.

O. Earmarked Resources

1. Exempt any governmental payments which are designated for the restoration of a home
damaged in a disaster, if the household is subject to a legal sanction if the funds are not
used as intended. Such funds include those made by the Department of Housing and
Urban Development through the Individual and Family Grant Program or disaster loans
or grants made by the Small Business Administration.

2. Payments made under the National Flood Insurance Program (NFIP) for flood mitigation
activities shall not be counted as income or resources of the property owner. The
Federal Emergency Management Agency awards grants to States and communities,
which distribute the funds to individuals and businesses for activities that reduce the risk
of repetitive flood damage.
P. Prorated Income
Exempt monies, such as those of students or self-employed persons, which have been
prorated and counted as income. (The same funds may not be counted as both income and
resources for the same period of time.)
Q. Indian Lands

Exempt Indian lands held jointly with the tribe, or land that can be sold only with the approval
of the Bureau of Indian Affairs.

R. Livestock and Poultry
Livestock and Poultry are exempt when consumed as home produce.

S. Handling of Excluded Funds
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Excluded liquid assets kept in a separate account, and not commingled in an account
with non-excluded funds, retain their resource exclusion for an unlimited period of time.

Resources which have been excluded as prorated income but are commingled in an
account with non-excluded funds, will retain their exclusion for the period of time over
which they have been prorated. (They will not be counted as both income and resources
during the same period of time.)

All other excluded monies which are commingled with non-excluded funds will retain
their exemption for six months from the date they are commingled. After six months, all
funds in the commingled account, are counted as a resource.

T. Educational Accounts (Effective 10-1-08)

Two types of education savings accounts that currently receive tax-preferred status under the
federal tax code are shown below. These accounts are exempt resources for SNAP.

A
A

Section 529 qualified tuition programs, which allow owners to prepay a student's
education expenses or to contribute to an account to pay those expenses, and
Coverdell education savings accounts (Section 530), an IRA type of account designed to
pay a student's education expenses.

GUIDE: Bulletin 39 FA-08-29

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual

April 2016

PagelOl


http://www.intranet.state.tn.us/dhs/adfam/fa/Bulletins/fa-08-29.pdf

Supplemental Nutrition Assistance Program (SNAP) Policy Manual

CHAPTER 16: Countable Resources

The equity value of non-exempt liquid and non-liquid resources is used to determine the total
countable resources available to the household. (Equity is determined by deducting the
amount of encumbrances from the fair market value.)

A. Countable Liquid Resources

1. Cash on hand
2. Checking or savings account in a bank or other savings institution including credit union

Note: Do not include as a resource the monthly amount which has been counted
as income in the period under consideration. Please refer to Chapter 15 under
fResources Excluded by Lawo .

Savings certificates

Stocks or bonds

Proceeds from sale of property received as a lump sum

Proceeds from estate settlement received as a lump sum

Pension plans not coveredinCh apt er 1PBnsionrFdndsn A

Noo,rw

If the cash value of an excluded type of plan is rolled over into a countable resource, the
cash value loses its exclusion and becomes an included resource.

8. Non-Recurring Lump Sum/Retroactive Payments
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Lump sum liquid resources such as the following are considered a resource in the month
received, unless specifically excluded from consideration as a resource by other federal
laws:

a. Retroactive payments such as RSDI, VA, Unemployment benefits, and
Workman's Compensation;

Windfalls, cash gifts, prizes, and awards;

Income tax refunds (if retained after 12 month exclusionary period);

Tax rebates and credits;

Refunds of security deposits on rental property or utilities;

Vacation, sick, longevity and bonus pay received in a lump sum payment by an
employee whose employment has been terminated; and

~®Pa00T

Note: If the employee chooses not to withdraw the pay, count the value as a resource
beginning the month the layoff or termination is effective. (Refer to Unearned Income
Section for such payments received in installments after employment is terminated.)

gross monthly earned income tax credits or lump sum EITC payments for new
households, new assistance group members and individuals off the program more than
30 days are counted in the second month after receipt. Also, any amount of EITC
remaining after the 12 month exclusion must be considered for persons receiving SNAP
benefits at the time of receipt.

GUIDES: Bulletin 39, FA-08-29

Bulletin 2, FA-13-01

B. Countable Non-Liquid Resources

Unless otherwise exempt, count the equity in all non-liquid resources as a resource. Examples are as

follows:

PwpdE

non-exempt buildings;

non-exempt land;

recreational properties; and

property such as boats, vacation homes, and mobile homes.

Note: Equity in real property is determined by subtracting encumbrances from fair market value
of the property.
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CHAPTER 17: Documentation

This chapter describes how to document the case record when verification is required and actions a
caseworker should take when a household receives a one-time lump sum payment.

A. Verification of a Resource

If verification was required because of questionable information, the caseworker must document
what verifications were used to resolve the questions in CLRC.

GUIDES: Verifying Resources

B. Actions on Cases Receiving Lump Sum Payments

1. Case Review

Upon obtaining information that the certified household has received a one-time
payment, the caseworker shall review the case in order to determine if the amount

received, in addition to the amount of resources listed on the application, will exceed the
resource limitation for the particular household.

2. If Resources Do Not Exceed Limits

Tennessee Department of Human Services

Supplemental Nutrition Assistance Program (SNAP) Policy Manual

April 2016 Pagel04


http://intranet.state.tn.us/dhs/adfam/fa/train/toolbox/Policy%20Skills/Policy%20Training%20Menu%20Files/Verifying%20Resources.pdf

Supplemental Nutrition Assistance Program (SNAP) Policy Manual

If countable resources, including the lump sum, do not exceed the limitation the running
record should be annotated to document the information received and the household
should be notified in accordance with the procedures for reported changes.

3. If Resources Exceed Limits
If the total amount exceeds the allowable resource limitation, the household should be
given an opportunity to update its entire resource statement. If it declines to do so or the

amount of resources still exceeds the limit, the caseworker shall take action to terminate
the househol dbdés certification.

CHAPTER 18: Special Resource Situation

This chapter describes special resources situations including how to treat jointly owned and
inaccessible resources.

A. Jointly Owned Resources (Real or Personal Property)

Resources owned jointly with any other person(s) outside the household will be considered
available in their entirety to that person and to the household unless it can be demonstrated that
the resources are inaccessible to the household. When the household can demonstrate that
resources are not accessible in their entirety, only the portion of the resource to which the
household has access will be counted toward its resource level.

Note: The fact that a household member's name appears on a joint bank account with that of a
non-household member does not concl usi vedThe me an
household member must be given the opportunity to prove that he/she does not, in fact, have

any ownership rights in the funds. The key to determination of ownership lies in the written

language or oral understanding surrounding the creation of the joint bank account or other

jointly named asset. Consider the source of the funds or asset and for whom the use and benefit

of the funds in such an account are intended and used. This may occur, for example, where a
household member's name is listed on a joint checking account in which all of the funds belong

to an elderly or disabled relative so that the household member can assist with his/her banking
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transactions, and the household member does not use any funds for his/her own personal use.
In any case, the burden is on the household member to prove that he/she has no ownership in
the funds.

1. Inaccessible Resources
Resources are considered inaccessible to the household if they cannot be practically
subdivided and access to their value is dependent on the agreement of the joint owner
who refuses to comply.

Resources are considered inaccessible to persons residing in shelters for battered

person if:

a. the resources are jointly owned by such persons and by members of their former
household; AND

b. the shelter resident's access to the value of the resource is dependent on the

agreement of a joint owner who still resides in the former household.

2. Real property that the household demonstrates it cannot sell if the property cannot be
sold because it only has a life estate, use rights, lifetime occupancy, or dower rights,
shall also be considered inaccessible to the household.

Note: Ownership of a life estate entitles the individual to any income from the property.
When deter mining t helevelocansidehthelredofirsesafe s o ur «
Excluded Household Members as definedinCh apt er BExcludedder A
Household Membersa

GUIDE: Bulletin 5, FA-13-02

B. Victims Compensation Awards
1. Victims Compensation Awards paid on Behalf of Minors
These payments will be treated as irrevocable trusts in SNAP PROVIDED:

a. the minor's parent, other caretaker relative or guardian entered into an
agreement with the State Claims Commission as to the uses to be made of the
funds and signed such an agreement, and

b. the funds are deposited in accordance with the agreement, and

C. the funds remain on deposit or are used only according to the terms of the
agreement. Any funds withdrawn and used for goods/services not specified in the
agreement will be treated as income in the month received.

2. Victims Compensation Awards Paid to Adults (Age 18 or Older)
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Compensation paid to the adults in their own behalf will continue to be treated as non-
recurring lump sums.

C. Establishing Ownership of Property through Legal Title

When there is a question of ownership, it is normally presumed that the title holder of the
property is the owner; therefore, the property is considered a resource to the owner.
Occasionally, one person pays the purchase price of the property, but title to the property is
placed in another's name. This type of ownership is called an equitable trust or a resulting trust.
The title to the property is being held in trust for the benefit of the owner. In these situations, the
property would not be considered a resource for the title holder.

D. Treatment of Vehicles

All licensed and unlicensed vehicles used for family transportation are exempt as a resource in
SNAP. The caseworker must continue to record all vehicles for the household for informational
purposes in SNAP and eligibility determination for other Family Assistance programs. Exempt
vehicles wildl be coded as OFW6 on the AERVH
purposes rather than everyday transportation, such as RVs, snowmobiles, boats, trailers, ATVs
and personal watercraft must be considered as a resource

CHAPTER 19: Transfer of Resources

This chapter describes the SNAP transfer of resource penalty.

A. Transfers Resulting in Disqualification
At the time of application, the household shall be asked to provide information regarding any
resources which any household member (or ineligible alien or disqualified person whose
resources are being considered available to the household) had transferred within the three
month period immediately preceding the date of application. This includes resources which are
transferred between members of the same household (including ineligible aliens or disqualified
persons whose resources are being considered available to the household).
Households which have transferred resources knowingly for the purpose of qualifying or
attempting to qualify for SNAP are disqualified from participation in the program for up to one
year from the date of discovery of the transfer. This disqualification period shall be applied if the
resources are transferred knowingly in the three month period prior to application or if they are
transferred knowingly after the household is determined eligible for benefits.

B. Transfers Not Resulting in Disqualification
Eligibility for SNAP will not be affected by transfers of resources:
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1. which would not otherwise affect eligibility; for example, excluded personal property such
as furniture, or money that when added to other non-exempt resources was less than
the allowable limits at the time of the transfer;

2. which are sold or traded at or near fair market value;
3. which are transferred between members of the same household; and
4. which are transferred for reasons other than qualifying or attempting to qualify for SNAP

benefits; for example, a parent placing funds in an inaccessible educational trust fund.

C. Period of Disqualification

The length of the disqualification period is based on the amount by which the transferred
resource, when added to other countable resources, exceeded resource limits.

The following chart will be used to determine the period of disqualification:

Amount in Excess of Period of the
the Resource Limit Disqualification
$0.00 to $249.99 1 month
$250.00 to $999.99 3 months
$1,000.00 to $2,999.99 6 months
$3,000.00 to $4,999.99 9 months
$5,000.00 and up 12 months

Example: A one-person household with $1,250 in a bank transferred ownership of non-exempt
land worth $1350 to a relative. The $1,350 would be applied toward the resource limit of $2250.
All countable resources are $2600 ($1250 + $1350). Only $350 of that transfer would be
considered. The one-person household would be disqualified for 3 months based upon the chart
shown above.

D. Disqualifying a Household

In the event the caseworker establishes that an applicant/recipient household knowingly
transferred resources for the purpose of qualifying or attempting to qualify for SNAP benefits,
the caseworker sends the household a notice of denial explaining the reason for and length of
the disqualification. The disqualification shall begin in the month of application.

If the household is participating at the time of the discovery of the transfer, a notice of
disposition explaining the reason for and length of the disqualification is sent. The period of
disqualification is effective with the first allotment issued after the adverse notice period has
expired, unless the household requested a fair hearing and continued benefits.
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CHAPTER 20: Income

This section describes the treatment of income and budgeting procedures determining eligibility and
level of benefits.

All sources of income must be explored and the gross countable income from all sources must be
verified prior to approval or continuation of benefits, except when a SNAP household qualifies for
expedited service. The applicant/recipient has primary responsibility for providing acceptable income
verification. If he/she is unable to secure/provide acceptable verification, the caseworker will give
assistance in securing the required information.

GUIDES: Changes
Required Verifications
Income Calculator

A. Income Eligibility Standards
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The gross and net income eligibility standards are used in determining the eligibility of

households applying for SNAP. Certain households are subject to one standard only. Other
households are subject to both.

1. Households containing neither an elderly nor disabled member are subject to both the
gross and net income standards.

2. Households containing an elderly or disabled member are subject to the net income
standard only.

GUIDES: Changes
Required Verifications
Income Calculator

B. Definition of Income

Household income shall mean all monies from whatever source, earned or unearned, except
listedinChapt er 2Payments/@Benefits Bxcluded in Eligibility Determinationo .

C. Earned Income

Earned income is money derived from an individual's work efforts, such as wages, salaries,
commissions, or as profits from a self-employment enterprise, including farming, carried on
either alone or jointly. It includes pay received from jury duty, bonuses, vacation pay, maternity
leave pay, and sick pay received by an individual while still employed. Garnished or diverted
wages also are considered to be earned income:

1. Wages, salaries, commissions
2. Profit from self-employment enterprises such as the following:
a. Farming
b. small business enterprises
C. roomer/boarders
d. rental receipts

Note: If an owner of rental property is actively engaged in the rental, maintenance,

management of property at least 20 hours per week, the income from the property is
earned.

e. total gains of any capital goods or equipment related to the business, excluding
the costs of doing business.

3. Training and Rehabilitation Allowances

Count as earned income any training allowances from vocational and rehabilitative
programs sponsored by federal, state, or local governments (such as the Employment &
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Training Program) unless the allowances are excluded as reimbursements. (Except for
WIA training allowances which are excluded.)

4, College Work Study Program
Income from college work study employment is excluded in its entirety.

5. Vacation, Sick, Longevity and Bonus Pay When Employment Continues
Such payments received by an individual while still employed are considered earned
income. When the payment is received in a lump sum, the household has the option to
count the payment in the month received or have it averaged over the certification
period. (Refer to Unearned Income Section for payments received after employment is
terminated.)

6. On-The-Job Training Programs

Consider as earned income all monies received through the Workforce Investment Act
(WIA), Americorps, and Youthbuild On-The-Job Training Programs, unless the WIA
participant is under age 19 and under parental control of another adult member.

Note: On-the-job training payments received under the Summer Youth Employment and
Training Programs are excluded.

GUIDE: Earned Income Tips
Family Assistance Standards

D. Unearned Income

Unearned income is any income which does not meet the definition of earned income. No
earned income exclusions or work expense deductions may be applied to unearned income, as
defined.

GUIDE: Family Assistance Standards
Unearned Income Types
E.Unhempl oyment Compensation and Workmenbés Compensa

Count unemployment and workmen's compensation as unearned income.

GUIDE: Unearned Income Types

F. Strike Benefits

Count strike benefits as unearned income.
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Note: Strikers are eligible to participate in the program if they meet all eligibility requirements
prior to the strike. For specific information regarding strikers, refertoCh apt er 45., AStr

GUIDE: Unearned Income Types

G. Vacation, Sick, Longevity and Bonus Pay as Unearned Income

Vacation, sick, longevity, and bonus payments received in installments by an individual who has
been laid off or whose employment has terminated is considered unearned income.

Vacation, sick, longevity, and bonus payments received as lump sum, rather than in
installments, are considered resources, when employment has been terminated. (Refer to the
Resource Section.)

GUIDE: Unearned Income Types

H. Certain Rental Income

If an owner of rental property is actively engaged in the rental, maintenance, or management of
property at least 20 hours per week, the income from the property is earned. If he/she is actively
engaged less than 20 hours per week, the income is unearned. In either case, costs of doing
business are deducted from gross income and the remainder is counted.

GUIDE: Unearned Income Types

I. Interest Payments, Dividends, and Royalties Income

These payments and all other such direct money payments, which can be construed to be a
gain or benefit, are considered unearned income. Convert such payments to monthly amounts if
received on a weekly, bi-weekly or semi-monthly basis.

Note: Interest income would only be counted if in excess of $60 quarterly. If less, it would be
exempt.

Consider these payments as currently available regular income. If such payments are received
guarterly, prorate them over three months; semi-annually, prorate over six months; annually,
prorate over twelve months.

GUIDE: Unearned Income Types

J. Assistance Payments

Consider general assistance payments, pensions or other countable needs based assistance
payments, unless excluded, as unearned income. (Consider FF and SSI payments as unearned
income.)

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual
April 2016 Pagell?


https://admincms.tn.gov/assets/entities/humanservices/attachments/Unearned_Income_Types.pdf
https://admincms.tn.gov/assets/entities/humanservices/attachments/Unearned_Income_Types.pdf
https://admincms.tn.gov/assets/entities/humanservices/attachments/Unearned_Income_Types.pdf
https://admincms.tn.gov/assets/entities/humanservices/attachments/Unearned_Income_Types.pdf
https://admincms.tn.gov/assets/entities/humanservices/attachments/Unearned_Income_Types.pdf
https://admincms.tn.gov/assets/entities/humanservices/attachments/Unearned_Income_Types.pdf
https://admincms.tn.gov/assets/entities/humanservices/attachments/Unearned_Income_Types.pdf

Supplemental Nutrition Assistance Program (SNAP) Policy Manual

When a Federal, state or local needs-based payment (such as SSI or FF) is reduced because of
a household member's failure to comply with the requirements of that program while the
household was receiving SNAP, the household may not receive an increase in SNAP benefits
because of this decrease in income.

Note: SSI will not be considered a means tested program as it relates to the penalty. The gross
SSI amount less the recovery amount would be shown in ACCENT on the AEFMI screen.

1. The SNAP allotment of the household shall be reduced by 10% so long as the needs-
based program's reduction is in effect. If the penalty in FF is due to a work requirement
and SNAP has the same component and the individual is mandatory, then the
appropriate penalty would be applied and not the 10% penalty (Refer to Chapter 11
fFailure to Comply with Work Componentsofor more information on this.)

2. If the needs-based payment case is closed due to the recipient's failure to comply, the
SNAP allotment shall be reduced by 10% for a three month period.

3. Regardless of the number of violations in other needs-based programs, only one 10%
reduction is applied to the SNAP allotment at one time.

GUIDE: Unearned Income Types

K. Pensions and Benefits

Count annuities, pensions, retirement, veterans or disability benefits, Social Security benefits,
military and Job Corps allotments, and other such pensions and benefits as unearned income.

Note: A monthly fee collected from SSI payments by an organizational representative payee is
legally obligated to the payee and is not counted as income to the recipient for SNAP. The
organization must be a community based nonprofit social service agency.

Note: Social Security disability and Supplemental Security income payments based on drug
addiction and/or alcoholism must be received through a representative payee and are subject to
a fee for this service. The amount of the fee that is withheld from the funds is not counted as
income to the Social Security/SSI recipient. Retroactive installment payments which are made
for two or more months are counted as income.

GUIDE: Unearned Income Types

L. Support and Alimony

Count child support or alimony payments from non-household members made directly to the
household and not transferred to the IV-D agency, as unearned income.
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GUIDE: Unearned Income Types

M. Contributions

Count any regular cash contribution made to the household as unearned income.

Note: Exclude as income charitable contributions received from private non-profit organizations
(up to $300 per quarter). A quarter is defined as a Federal Fiscal quarter (i.e., January-March,
April-June, etc.).

GUIDE: Unearned Income Types

N. Monies Received From Trust Funds

In some instances, money received from trust funds is excluded as a resource. (Refer to
Section 1240-1-4-.15 for specific examples.). When trust fund money has been excluded as a
resource, count it as unearned income in the month it is received or becomes available to the
household, unless it is exempt for other reasons.

The above instructions apply in the following situations:

1.
2.
3

When money is withdrawn from the trust fund;

When dividends on the trust fund are received; and

When dividends become available to the household, but the household elects to reinvest
them in the trust fund. In this situation, count the dividend amount as unearned income
during the month it becomes available to the household.

GUIDE: Unearned Income Types

O. Income of Excluded or Ineligible Members

1.

Ineligible Aliens, Individuals Whaose Citizenship is Questionable, and Individuals
Disqualified for Failure to Comply with Enumeration:

Continue to count earned and unearned income of such members as income to the
remaining household members, less a pro rata share for the excluded individual.

Note: When considering SSA, SSI, and/or VA monies paid to an excluded household
member on behalf of eligible household members, continue to count the entire income
as available to the eligible household members. If the income is considered as belonging
to the excluded payee, count it as available to the eligible HH members, less a pro rata
share for the excluded member.

When considering child support payments, if the support is paid to the excluded HH
member for the support of children who are eligible HH members, count it as available to
the children, if the children are identified in the court order.
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If the court order does not stipulate for which children the child support is being paid,
consider the income as belonging to the excluded payee, and not the children. Thus, all
but the excluded individual's pro rata share would be counted as income to the eligible
members.

2. Individuals Disqualified for Intentional Program Violations

Count earned and unearned income of such members in their entirety to the remaining
household members.

3. Convicted of Trafficking in Food Stamps of $500 or More(11/1/96); First Violation of a
Finding by a Federal, State or local Court of Trading of Coupons for a Controlled
Substance disqualified for 24 months (11/1/96); Second Violation of a Finding by a
Federal, State or local Court of Trading of Coupons for a Controlled Substance
(11/1/96); First Violation Based Upon a Finding by a Federal, State or local Court of the
Trading of Firearms, Ammunition or Explosives for Coupons (11/1/96); Fleeing Felon or
a Probation/Parole Violator (11/1/96); or Convicted (under Federal or State Law) of a
Felony Which Occurred on or after 8-22-96 Which has an Element the Possession, Use,
or Distribution of a Controlled Substance (7/1/97).

Count earned and unearned income of such members in their entirety to the remaining
household members.

GUIDE: Unearned Income Types

P. Foster Care Payments and/or Guardianship Payments

A SNAP household has the option to include or exclude individuals receiving these type
payments. If the option to include the individual is chosen, the payments are treated as
unearned income. Any other income the individual might have must also be considered. If the
option is chosen to exclude these individuals (as boarders) neither their income nor the payment
is considered as income to the household.

GUIDE: Unearned Income Types

Q. Severance Pay

Severance pay is considered unearned income when received subsequent to termination of
employment.

GUIDE: Unearned Income Types
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CHAPTER 21: Payments/Benefits Excluded in Eligibility Determination

Certain payments and benefits which might ordinarily be considered income are excluded under
federal law or regulation from consideration as income for eligibility purposes. This means that
these payments are not counted when applying the Gross Income Test or when computing FF
or SNAP benefits. This chapter lists some exclusions.

A. Relocation Assistance Payments

Relocation payments received under Title 1l of the Uniform Relocation Assistance and Real
Property Acquisition Policies Act of 1970.

B. Funds Held in Trust for Members of Indian Tribes

Exclude any funds distributed per capita to or held in trust for members of any Indian tribe under
P.L. 92-254, P.L. 93-134, or P.L. 94-540.

C. Payments Received Under the Alaska Native Claims Settlement Act
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Exclude payments received under the Alaska Native Claims Settlement Act. (P.L. 92-203,
Section 21 (a); payments by the Indian Claims Commission to the Confederated Tribes and
Bands of the Yakima Indian Nation or the Apache Tribe of the Mescalera Reservation (P.L. 95-
443); payments to the Passamaquoddy Tribe and the Penobscot Nation or any of their
members received pursuant to the Maine Indian Claims Settlement Act of 1980 (P.L. 96-420,
Section 5); payments of relocation assistance to members of the Navajo and Hopi Tribes (P.L.
93-531).

D. Receipts distributed to members of certain Indian tribes

Exclude receipts distributed to members of certain Indian tribes referred to in Section 6, P.L. 94-
114.

E. Benefits Received From Programs under the Older Americans Act of 1965
Exclude benefits received from Programs under the Older Americans Act of 1965; including:

1. Payments from the Senior Community Service Employment Programs (Title V)
2. Payments from the Nutrition Programs for the Elderly (Title VII).

F. The Value of Supplemental Food Assistance Received Under the Child Nutrition Act of 1966
Exclude the value of supplemental food assistance received under the Child Nutrition Act of
1966, (WIC), as amended, and the special food service program for children under the National
School Lunch Act, as amended.

GUIDE: Unearned Income Types

G. Payments for Support Services and Reimbursements of Out-of-Pocket Expenses
Exclude payments for support services and reimbursements of out-of-pocket expenses made to
individual volunteers serving as health aids, senior companions, R.S.V.P., Foster grandparents
and any other programs under Title Il pursuant to Section 418 of P.L. 93-113.

GUIDE: Unearned Income Types

H. Payments under the Domestic Volunteer Service Act of 1973

1. Payments to volunteers under Title | of the Domestic Volunteer Service Act of 1973 (P.L.
93-113 as amended) will be excluded when the volunteers meet either of the following
conditions:

a. the individuals were receiving SNAP or FF at the time they joined the Title |
program; or
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b. the individuals were receiving the Title | subsistence allowance prior to March 1,

1979. This exclusion will apply for the length of the volunteer contract in effect as
of March 1, 1979.

2. Payments to volunteers under Title Il of the Domestic Volunteer Service Act of 1973
(P.L. 93-113, as amended) are excluded.

I. Workforce Investment Act (WIA) Income
1. WIA On-the-Job-Training Programs

Earnings for WIA on-the-job training programs are excluded only for individuals under
age 19 who are under the parental control of an adult household member.

Note: On-the-job training payments received under the Summer Youth Employment and
Training Program are excluded.

2. Other WIA Programs
All income (earned or unearned) from other WIA programs is excluded.
J. Experimental Housing Allowance Program Payments

Payments made under annual contribution contracts entered into prior to January 1, 1975,
under Section 23 of the U.S. Housing Act of 1937, as amended are excluded.

K. Nazi Persecution Payments

Payments made to individuals because of their status as victims of Nazi persecution are to be
excluded as income.

L.Educati onal Loans, Grant s, Schol arships, Fell ows

All educational income is excluded. The excluded income may be from Title IV, non-Title IV,

BIA, or Federal grants, as well as private sources. Also excluded will be college work-study
programs.

M. Energy Assistance Payments

Payments or allowances made under any federal laws for the purpose of energy assistance are
excluded. These payments or allowances must be identified clearly as energy assistance by the
legislative body authorizing the program or providing the funds. Among the federal payments
that are excluded are energy assistance payments provided through:

1. Department of Health and Human Servicesodo Lo
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2. Community Services Administrationdés Energy
Programs;

3. HUD:; or

4. Farmers Home Administration.

GUIDE: Utility Allowance Chart

Payments made through state or local funding are not excluded. Refer to Chapter 20,

Assistance Payments to determine shelter costs for households receiving energy assistance
payments.

N. Agent Orange Settlement Payments
These payments are excluded as income and resources. Payments are for veterans who are
eligible under the program to receive disability payments each year they are disabled during the
life of the program. Lump sum payments are made to survivors of deceased veterans.

O. Earned Income Tax Credit (EITC)
Earned Income Tax Credits are excluded as income.

P. Compensation Received Under Crime Act of 1984

Compensation made under the Crime Act of 1984 to crime victims is excluded from income as
stated in Section 230202 of P.L. 103-322.

Q. Earnings of Children

Do not count the earned income of a household member under age 18 when:

1. that person is a student at least half-time in elementary, high school or classes to obtain
a General Equivalency Diploma (GED); and

2. lives with a natural or adoptive parent or stepparent, or

3. is under the control of a household member other than a parent
I f the childés earnings or the amount of
of other household members, prorate the total earnings among the working members.
Donotcountthechi | dés pro rata share.
Continue to apply this exclusion during temporary interruptions in school attendance
(i.e., semester or vacation breaks), provided the child will return to school following the

break.

R. Cost of Producing Self-Employment Income
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Do not count the allowable costs of producing self-employment income. These include but are

not limitedtot hose | i st ed i nTréatmanpd lecomedrém SelEneloymdnta

1. identifiabl e costs of | abor (salaries, employer ds
2. stock, raw materials, seed and fertilizer feed for livestock;

3. rent and costs of building maintenance; and

4, business telephone costs

S. Irregular Income

Do not count any income received too infrequently or irregularly to be reasonably anticipated.
The amount must not exceed $30 in a three-month period.

T. Loans
Do not count loans, including loans from private individuals, as well as commercial institutions.

This does not include educational loans on which repayment is deferred.
To be considered excludable income from a loan:

1. There must be a document signed by both parties with an agreement to repay; and
2 The obligation to repay the amount is unconditional.

Also:

3. The lending party can be an individual or an institution;

4. The document does not need to be notarized; and

5. The worker does not need to verify if actually being paid.

Note: If there is not a signed document or the repayment agreement is based upon a
condition (such as gaining employment), the payment would not be considered as a loan
but would instead be counted as income.

GUIDE: Bulletin No. 07 FA-13-04

U. Income of Non-Household Members

1. Do not count the income of non-household members who have not been disqualified.
This includes ineligible students, live-in attendants, roomers, and boarders who are not
considered household members.

If a non-household member receives SSA, SSI and/or VA benefits on behalf of an
eligible HH member, consider the income as available to the eligible HH member(s).

If a non-household member receives child support payments for the support of children
who are eligible HH members, count the support payment as available to the children, if
the children are identified in the court order.

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual
April 2016 Pagel20


https://admincms.tn.gov/assets/entities/humanservices/attachments/Bulletin_No_07_FA-13-04.pdf

Supplemental Nutrition Assistance Program (SNAP) Policy Manual

If the court order does not stipulate for which children the child support is being paid,
consider the income as belonging to the payee, and not to the children.

2. Do not count monies received and used for the care and maintenance of a third party
who is a non-household member. If the intended beneficiaries of a single payment are
both HH and non-household members, do not count any identifiable portion of the
payment intended and used for the care and maintenance of the non-household
member. If the non-household member's portion cannot be readily identifiable, prorate
the payment evenly among intended beneficiaries

V. Non-Recurring Lump Sum Payments

Do not count non-recurring lump sum payments. This includes, but is not limited to, income tax
refunds, rebates, or credits; retroactive lump sum Social Security, SSI, Cash Assistance,
railroad retirement pensions, or other payments; retroactive lump sum insurance settlements, or
refunds of security deposits on rental property or utilities. Count these payments as resources in
the month received, unless specifically excluded as a resource by other federal laws.

Also included is the Veterans Administration Disability Pension Payment Annual Adjustment. VA
does not consider this as a medical reimbursement.

W. Recoupments

Do not count the portion of the household's income which is either withheld by the provider, or
returned to the provider by the recipient to repay a prior overpayment.

This would include Social Security and SSI. If the repayment is to pay for an overpayment in
that particular program, the net income would be counted.

Exceptions:

1. monies withheld from assistance payments (Families First) to repay an overpayment
caused by intentionally failing to comply with the other Program's requirements;

2. monies withheld for bankruptcy;

3. monies withheld for wage earner plan purposes; or

4, monies withheld either voluntarily or involuntarily, for any purposes, except to repay a

prior overpayment.
Example: Social Security and/or SSI repayment benefits that are due to an overpayment in
another program (such as school loan or tax debt) would be counted as income.

GUIDE: Bulletin No. 20, FA-12-12

X. Reimbursements

1. Definition of Excluded Reimbursements
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Reimbursements for past or future expenses other than normal living costs are excluded to the
extent they do not exceed actual expenses and do not represent a gain or benefit to the
household. When a reimbursement, including a flat allowance, covers multiple expenses, each
expense does have to be separately identified as long as none of the reimbursements cover
normal living expenses. Reimbursements for normal living expenses of the household, such as
rent or mortgage, personal clothing, or food eaten at home, are a gain or benefit and therefore
are not excluded. To be excluded, these payments must be provided specifically for an
identified expense, other than normal living expenses, and used for the purpose intended.
Excluded reimbursements include the following payments:

a. Reimbursements received to pay for services provided by Title XX of the Social Security
Act.

b. Reimbursements for out-of-pocket expenses of volunteers incurred in the course of their
work.

C. Dependent care or medical reimbursements. Direct payments made to a household to

cover the costs associated with the upkeep of animals specially trained to provide
service to the disabled are to be excluded as a medical reimbursement.

d. Non-federal reimbursements or allowances to students for specific education expenses,
such as travel or books, but not allowances for normal living expenses such as food,
rent, or clothing. Portions of a general grant, loan, or scholarship must be specifically
earmarked by the grantor for education expenses, rather than living expenses, to be
excluded as a reimbursement.

e. Rent subsidy payments, known as STRAP (State of Tennessee Rental Assistance
Payments) made as part of the settlement agreement in People First of Tennessee, et
al. v. Clover Bottom Developmental Center, et al. These are needs-based payments to
developmentally disabled people who are making the transition from institutionalization
to community-based living arrangements.

2. Non-Excluded Reimbursements

When the household claims that a reimbursement exceeds the actual expense, consider the
amount by which it exceeds the actual incurred expense as income.

Y. Support Payments
Exclude support payments received by a household but transferred to the IV-D agency.

Z. Vendor Payments
Money payments that are not payable directly to the household but are paid to a third-party for
the household's expenses are vendor payments and are excluded. If any employer, agency,
former spouse, or other person makes payments for household expenses to a third-party from
funds that are not owed to the household, these payments must be excluded as vendor

payments.

Exception:
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Monies that are legally obligated and otherwise payable to the household, but which are
diverted by the provider of the payment to a third-party for a household expense are counted as
income and are not excluded as vendor payments. The distinction is whether the person or
organization making the payment on behalf of a household is using funds that otherwise would
have to be paid to a household. These funds include any wages earned by a household
member, support and alimony payments which legally must be paid to a household, educational
loans on which payment is deferred, grants, scholarships, etc., which are paid to a third-party for
living expenses.

Example: Wages earned by a household member that are garnished or diverted by an
employer, and paid to a third-party for a household's expenses or debt, such as rent, are
considered as income. However, if the employer pays a household's rent directly to the landlord
in addition to paying the household its regular wages, exclude this rent payment as a vendor
payment. In addition, if the employer provides housing to an employee, exclude the value of the
housing from the income determination.

Example: Payments specified by a court order or other legally binding agreement to go directly
to a third-party, rather than to the HH, and voluntary support payments which are paid to a third-
party, rather than the HH, are excluded as vendor payments, even if the HH agrees to the
arrangement.

Example: Garnishments include all or part of a cash assistance grant which would normally be
provided in money payment to the household, but which is diverted to third-parties or to a
protective payee for purposes such as managing a household. However, payments by the
Department that would not normally be provided as a money payment to the household, and
that are over and above normal cash assistance grants, are excluded as vendor payments if
they are made directly to a third-party for a household expense. This rule applies even if the
household has the option of receiving a direct cash payment.

AA. Pass Accounts

Money from any source deposited into a Plan for Achieving Self Support (PASS) Account under
Title XVI of the Social Security Act is excluded as income.

BB. AmeriCorps
1. AmeriCorps On-The-Job Training Program

Earnings for AmeriCorps on-the-job training programs are excluded only for individuals
under age 19 who are under the parental control of an adult household member.

2. AmeriCorps VISTA

All VISTA income is authorized under Domestic Volunteer Services Act. This would be
treated like other VISTA income.
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a. Payments through VISTA will be excluded for those individuals receiving FF or
SNAP at the time he/she joined the program. Temporary interruptions in SNAP
shall not alter the exclusion once the initial determination has been made.
b. New applicants who were not receiving FF or SNAP at the time he/she joined
VISTA shall have these payments included as earned income which would be
subject to the earned income deduction.
3. Other AmeriCorps Programs
All income (earned or unearned) from other AmeriCorps Programs is excluded.
CC. Allowances Paid to Children of Vietnam Veterans

These allowances are to be excluded from income and resources in determining eligibility for or
the amount of benefits.

1 Benefits paid based upon the birth defect of spina bifida to children suffering from spina
bifida if their mother or father served in Vietnam. (P.L. 104-204).

2. The Vietnam Benefits and Health Care improvement Act of 2000 (Section 401) is
authorized to provide benefits to children with certain birth defects born to female
Vietnam veterans. The payments are disregarded and were approved back to 12/1/01.

DD. SSI Lump Sum Installment Payments

Payments of large retroactive SSI benefit amounts are now required to be paid in installment to
the SSI recipient. The payments are to be paid in not more than 3 installments and will be paid
at 6-month intervals. These installment payments are to be excluded as income.

EE. YouthBuild Program Payments

The Housing and Community Development Act of 1992, Sec. 456(e) provides that payments
made under this program are to be treated like Workforce Investment Act (WIA) payments.

1. On-The-Job Training

Earnings for on-the-job training programs are excluded only for individuals under the age
of 19 who are under the parental control of an adult household member.

2. Other Programs
All income (earned or unearned) from the other YouthBuild Programs is excluded.

FF. Non-Cash ltems
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Exclude any gain or benefit not in the form of money payable directly to the household, such as
meals, clothing, garden produce, public housing, or other in-kind benefits.

GG. Payments under Title |

Title I (VISTA, University Year for Action, etc.) are under the Domestic Volunteer Service Act of
1973 (P.L. 93-113 Stat. as amended).

1. Payments through VISTA will be excluded for those individuals receiving FF or SNAP at
the time he/she joined the program. Temporary interruptions in SNAP shall not alter the
exclusion once the initial determination has been made.

2. New applicants who were not receiving Families First or SNAP at the time he/she joined
VISTA shall have these payments included as earned income which would be subject to
the earned income deduction.

HH. Disaster Income

1. Exempt any governmental payments that are designated for the restoration of a home
damaged in a disaster, if the household is subject to a legal sanction if the funds are not
used as intended. Such funds include those made by the Department of Housing and
Urban Development through the Individual and Family Grant Program or disaster loans
or grants made by the Small Business Administration.

2. Payments made under the National Flood Insurance Program (NFIP) for flood mitigation
activities shall not be counted as income or resources of the property owner. The
Federal Emergency Management Agency awards grants to States and communities,
which distribute the funds to individuals and businesses for activities that reduce the risk
of repetitive flood damage.

II. Military Combat Pay

Additional pay received by military personnel as a result of deployment to a combat zone is to
be excluded from income. This is a result of the Consolidated Appropriations Act of 2005, Public
Law 108-447. The absent member is not included as a household member in the SNAP group.
Regardless of the pay arrangement (directly deposited in a bank account or an allotment made
by the enlisted person), only the money that is actually made available to the applicant or
participating household is counted as income for SNAP purposes.

Processing:

The caseworker must determine if any of the service person's income made available to the
household is a result of being deployed to a combat zone.

1. Establish the amount of the military person's pay that was actually available to the
household prior to deployment to a designated combat zone.
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a. If the military person was a part of the SNAP household prior to the deployment,
the amount would be his/her pay prior to the combat supplement.
b. If the military person was not a part of the SNAP household prior to the

deployment, the amount would be what the person made available to the family
before deployment to the combat zone.

2. Determine the amount of pay that the absent member deployed to a designated combat
zone is making available to the household.

3. Compare the amount of income available to the household prior to deployment with the
amount available to them after deployment to the combat zone.
a. If the amount of pay available is equal to or less than the amount the household

was receiving from the military person prior to deployment, all of the allotment
would be counted as income to the household.

b. Any portion of the amount that exceeds what they received prior to deployment to
a combat zone will be excluded when determining the household's income for
SNAP.

JJLFilipino Veteranbs Equity Compensation Payments
Lump sum payments made to certain veterans and the spouses of veterans who served in the
Military of the Government of the Commonwealth of the Philippines during World War 1l is

excluded as a resource.

GUIDE: Bulletin No. 33, FA-09-19

KK. Income Included in Eligibility Determination

Except for the payments/benefits specifically excluded in 1240-1-4-.15, all other payments
received by HH members are treated as income in the determination of eligibility and level of
benefits in SNAP.

LL. Achieving a Better Life Experience (ABLE) accounts

Per section 103(a) of the Tax Increase Prevention Act of 2014 ABLE accounts should be an
excluded income for the purposes of determining SNAP eligibility.
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CHAPTER 22: Treatment of Income

A. Determination of Available Income

The amount of income available to meet food/maintenance needs is to be determined in
establishing eligibility for benefits in accordance with definitions given previously and in
accordance with the instructions given in Chapter 22 Treatment of Income through Chapter 28
Treatment of Income- Standard. Currently available income as defined (except that specifically

excluded, disregarded, or deducted), is considered in the determination of eligibility and level of
benefit in SNAP.

B. Projecting Income

In SNAP a prospective method of determining eligibility and payment is used.

At the time of case action, a decision is made as to the amount of income to be considered
available for a future period. To the extent possible, any fluctuations in income are to be
Tennessee Department of Human Services
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handled to permit the longest SNAP certification period permissible. The worker anticipates
monthly income the household will have in the coming months and uses this figure to calculate
the amount of benefits for SNAP.

In fluctuating income cases the caseworker must determine what is representative income for
the prospective period based on earnings from the prior period. Pay patterns must be
established. Ideally at least two months or 8 weeks of known income, or one month of income
that is known and can be reasonably anticipated to be representative, is needed to determine
average income. Thiscouldtak e mor e than a two month period |
pay patterns. However due to changes in income, date started, or other reasons, the worker
might be unable to obtain the suggested number of pay periods. The worker might have to use
less depending on available information. Checks may be disregarded if they are not
representative for the future period. The justification for this procedure and the number of
checks used must be fully documented on CLRC screen. The worker must offer to help in
obtaining additional information if necessary.

GUIDE: Bulletin 40, FA-11-28
Earned Income Tips

1. Anticipating Income

At the time of application/recertification a household may expect changes in
circumstances to occur in the future; in particular, changes relating to the receipt of
income. However, only currently available income will be used to project the amount of
ongoing available income unless the amount and date of receipt of expected income is
known with reasonable certainty or unless some change has occurred. If the exact
amount/month of receipt of the income is not known, only that portion of it which can be
reasonably anticipated shall be considered as income.

When any change in the household circumstances is expected, including a change in
income, the household is required to report the change within 10 days of the change.

Example: A family who applies for SNAP receives SS benefits. There is every reason to
believe these benefits will continue and will be received on the third of each month. This
income will be counted as available ongoing income.

Example: A family has applied for SNAP and Families First. There is no income from
earnings or other sources. In determining SNAP eligibility and benefit amount, it can be
anticipated with reasonable certainty that a Families First grant will be received once the
grant is approved. If the SNAP and FF are approved after cut-off, the FF grant will have
to be entered on AEFMI for SNAP only for the next month, with a beginning and ending
date, so that it will be counted in the SNAP budget.

The Families First grant must also be entered on AEFMI with a beginning and ending
date when the FF case is closed, but then reopened before the effective date of closure.
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a. Counting Anticipated Income in Month Received

Income anticipated with reasonable certainty during the period under
consideration shall be counted as income only in the month(s) it is expected to
be received, unless the income is averaged.

b. Income in Past 30 Days

Income received during the past thirty days shall be used as an indicator of
anticipated income. However, past income shall not be used for any month in
which a change in income has occurred or can be anticipated.

If income fluctuates to the extent that a 30-day period alone cannot provide an

accurate indication of anticipated income, the caseworker and the household

may use a longer period of past time if it will provide an accurate indication of
anticipated fluctuations in future incol
fluctuates seasonally, it may be appropriate to use the most recent season

comparable to the certification period, rather than the last 30 days, as one

indicator of income for the certification period.

In no event shall the caseworker automatically attribute to the household the
amounts of any past income. Past income shall not be used as an indicator of
anticipated income when changes in income have occurred or are anticipated.

C. Cases of Steady Employment

In cases where the wage earner is steadily employed, income from previous

months is usually a good indicator of the amount of income that can be

anticipated in the month of application and subsequent months. If information

supplied by the household or a collateral contact indicates that future income will

di ffer substantially from tshworkggwilbuge ous |
such information to make a reasonable estimate.

d. Assistance Payments

Households receiving state or federal assistance payments, such as Families
First, SSI benefits, or Social Security payments, on a recurring monthly basis
shall not have their monthly income from these sources varied merely because
mailing cycles may cause two payments to be received in one calendar month
and one in the next month.

e. Withheld Wages
Wages held at the request of the employee shall be considered income to the HH

in the month the wages would otherwise have been paid by the employer. Wages
held by the employer as a general practice, even if in violation of law, are not
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counted as income to the HH, unless a HH anticipates that it will ask for and
receive an advance, or a HH anticipates that it will receive income from
previously withheld wages not previously counted as income. Advances on
wages shall only count as income if reasonably anticipated.

2. Averaging Income

Unless a HH specifically requests consideration of income as actually received and
consequent adjustments in benefits during the certification period (variable allotments),
the projected average monthly income will be considered in the determination of
eligibility and amount of benefit.

a. To average income, t he caseworker shal/l
fluctuations over the certification period. The number of months used to arrive at
the average income need not be the same as the number of months in the
certification period.

b. When a full mont hés income i s expneekly,ed |
or semi-weekly amounts, or is annual income, the income will be converted to a
monthly amount.

C. Income must not be averaged for a destitute household during the first
certification period month since averaging would result in assigning to the month
of application income from future periods which is not actually available to the
family that month.

C. Converting Income to Monthly Amounts
Since need determination and level of benefit calculation are made on a monthly basis, income
and expenses available to a HH must be stated in monthly amounts. The following methods
shall be used to convert income to monthly amounts for purposes of determining prospective
eligibility and benefit amounts on active cases.
1. Hourly or Piece Work Wages

Estimate the amount of income to be expect e
hours/days produced. Use the weekly earnings figure to determine monthly amount.

2. Weekly Income
Multiply weekly income by 4.3 to determine monthly income.
3. Bi-Weekly Income

Multiply amount received each two weeks by 2.15 to determine monthly income.
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4, Semi-Monthly Income
Add the two amounts received to determine monthly income.
5. Monthly Income

When a wage earner is employed and paid on a regular monthly basis, accept his/her
verified monthly wage/salary as monthly income.

6. Annual Income
Divide annual income by 12 to determine monthly income.

a. Households which, by contract or self-employment, derive their annual income
either once annually or over a period of time shorter than one year shall have the
income annualized over a 12-month period. That is, income will be anticipated for
and averaged over the full 12 months. Such groups include farmers, certain
school employees employed on a contractual basis, sharecroppers, and other
self-employed persons. This does not apply to migrants, seasonal farm workers,
persons who receive income on an hourly or piece work basis. In these latter
instances, income is counted in the months received. If a person is under
contract, the 12-month period should begin the first month the person receives
payment under contract. If the self-employment income is received once
annually, the income would be averaged over a 12-month period beginning with
the month the income is received.

Example: An individual applied for benefits in December with annual income,
which was received in September. The annual income would be averaged for
September through August and shown in the SNAP budget for December
through August.

b. Income which is received annually, or which is an integral part of annual income,
will be totaled and prorated over 12 months. Such income is usually earned
income and derived from farming or other self-employment enterprise. Income
which, by contract or otherwise, could be generally considered as annual income,
but which is received in a shorter period of time will be considered as income in
the months during which it is intended to cover. An estimated average income
from migrant labor, seasonal farm work, or other seasonal employment will be
considered during the months such income is received.

GUIDE: Income Calculator

D. Rounding Truncating Procedures

Cents for all types of income will be truncated in the budget calculations for SNAP.
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Cents for all types of expenses will be included in the budget calculations and then dropped in
the final budget step for SNAP.

Hourly wages will not be rounded prior to converting to gross weekly or gross monthly income.
Use cents when computing the gross income. The ACCENT System will do the truncating
procedure.

Example: Client comes in with 8 paychecks.

232.44 289.67
222.66 212.32
198.33 199.78
210.54 205.89

for a total of $1771.63 divided by 8 = $221.45
$221.45 x 4.3 = $952.23

The amount entered on AEIEI or AEISE would be 952.23. The cent amount should always be
entered into the ACCENT System.

E. Income at Application
1. Income in Application Month

Base the eligibility and benefit level for the HH submitting an initial application on its
circumstances for the entire calendar month in which the application is filed. Use the
income received by the HH members during the application month (i.e., income already
received by the day of application plus any that is anticipated, with reasonable certainty,
to be received in that month) to determine initial eligibility and benefit level.

Note:l f t he householdbés income is averagec
month of the certification period, including the application month. (This does not

apply to income from a new source when it was not received during the entire
application month.)

When an active Families First recipient applies for SNAP benefits, the caseworker will
need to consider the child support pass through payments already received by the
household and any anticipated payments the household is reasonably certain will be
received during the certification period to determine the anticipated monthly amount. Use
these amounts to project the monthly amount of child support pass through income to be
counted.

GUIDE: Family Assistance Standards
Bulletin No. 4, FA-10-02
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2. Effects of Changes during the Application Processing Period

A household may be eligible in the application month based on circumstances existing in
that month, but ineligible in the subsequent month because of changes which occur. The
household is entitled to benefits for the application month even when the processing of
the application results in benefits not being issued/paid in the subsequent month.

Example: A family applied for FF/SNAP on the 20th of the month. Income was from
earnings the first week of the month. The wage earner has been temporarily laid off and
does not know when she will be called back to work. Based on income, eligibility for the
application month exists. During the application processing, the wage earner is called
back to work and one child leaves the home. Projected ongoing earnings cause
ineligibility of the remaining household members. Benefits are to be granted for the
application month even though they are paid in the subsequent month.

Similarly, a household may be ineligible in the application month based on
circumstances existing in that month, but eligible in the subsequent month because of
changes which occur. A new application is not required even though the request for
assistance for the first month is denied.

Example: A family applies for SNAP on the 20th of the month. Income already received
in that month causes ineligibility. However, the applicant presents an official notice that
employment has been terminated effective the first of the next month. There is no other
income available. The request for benefits in the application month is denied, but
benefits are granted for the subsequent month without the completion of a new
application.

Ongoing income from any and all sources is considered available to meet maintenance
needs until such time as the recipient reports, or the agency discovers a change.

F. Anticipated Changes and Benefit Amount

1. As a result of anti ci paSNARglotmdntdantheenwonthof he h c
application may differ from its allotment in subsequent months. The certification period
established by the Caseworker should be for the longest possible period over which
changes in the household circumstances can be reasonably anticipated. The
householdbs all otment shall wvary month to n
changes anticipated at the time of certification, unless the household elects the
averaging techniques. If the recipient elects to average income, a change back to
monthly adjustments cannot be made during a certification period.

For initial certification and ongoing Families First cases, child support pass through

payments will be budgeted prospectively. If the household is receiving child support,
caseworkers must determine if the household is eligible for child support pass-through
payments based uponthehouseh ol dés unmet need in the Fam
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unmet need is determined by subtracting the
Families First grant amount from the Consolidated Need Standard.

I f the househol dbés un methehousehald isielgiblgforetdld er t F
support pass-through payments. The amount of the child support pass-through payment
is the anticipated monthly amount of child support up to the unmet need amount.

GUIDE: Change Report Form

Changes in Income
Steps for Doing a Change
Memo FS-15-01 Simplified Reporting And  Acting On All Changes

When changes in income are reported, great care must be taken to coordinate the action
taken in SNAP and Families First. It must be carefully explained to the recipient that any

change reported may affect the FF grant, which in turn, may affect the amount of his/her
SNAP allotment.

G. Income at Recertification

SNAP eligibility and the level of benefits for recertification shall be based on circumstances
anticipated for the certification period starting the month following the expiration of the current
certification period. If an application for recertification has expired, the month of application
shall be the month in which the application was filed, as for an initial application.

GUIDE: Family Assistance Standards

H. Consideration of Income Belonging to Particular Individuals

The income of all persons who share a living arrangement must be explored, but all individuals
income may or may not be considered in the determination of eligibility and level of benefit as
described below:

1. Individuals Whose Income IS to be Considered
a. Household Members

The non-excluded income for all household members must be considered totally
available to the household when determining eligibility and level of benefits. None
of it may be diverted to ineligible individuals in, or outside of, the household.

b. Excluded Household Members

(Referto Chapter2underiil dent i fying Excluded I ndivi
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D Ineligible Aliens; Individuals Whose Citizenship is Questionable;
Individuals Disqualified for Failure to Provide or Apply for SSN
The earned and/or unearned income of these household members will
continue to be counted as income to the remaining household members,
less a pro rata share for the excluded member(s). The pro rata share is
calcuate d by dividing the excluded membe
among the household members, including the excluded members. All but
the excluded memberés share is count
household members.

2) Individuals Disqualified for Intentional Program Violations; Non-
Compliance with the Work Requirements including Voluntary Quit;
Convicted of Trafficking in Food Stamps of $500 or More (eff. 11/1/96);
First Violation of a Finding by a Federal, State or local Court of Trading of
Coupons for a Controlled Substance disqualified for 24 months (eff.
11/1/96); Second Violation of a Finding by a Federal, State or local Court
of Trading of Coupons for a Controlled Substance (eff. 11/1/96); First
Violation Based Upon a Finding by a Federal, State or local Court of the
Trading of Firearms, Ammunition, or Explosives for Coupons (eff.
11/1/96); Individual Found to Have Made a Fraudulent Statement or
Representation with Respect to Identity or Residence in Order to Receive
Multiple Benefits Simultaneously (eff. 11/1/96); or Convicted (under
Federal or State law) of a Felony Offense Which Occurred after August
22, 1996 Which has an Element the Possession, Use, or Distribution of a
Controlled Substance (eff. 7/1/97);

The earned and/or unearned income of these members will continue to
count in its entirety to the remaining SNAP household members.

2. Individuals whose income is not to be considered for SNAP
a. Ineligible Students

The income of individuals who are not eligible because of student eligibility
criteria.

b. Individuals Living Outside the Household

The income of any individual who does not actually live with the household,
regardless of legal relationship to members of the household.

Exception:An i ndi vi dual S p o mcsnee massbe eononted s pou s e
toward the alien whom he/she is sponsoring if the new affidavit is signed. (Refer
to Chapter 6 under K. Eligibility of Sponsored Aliensa

C. Children Under Age 18 Who are at Least Half-Time Students
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The earned income of children under age 18 when the person:

D is a student at least half-time in elementary school, high school, or
classes to obtain a General Equivalency Diploma (GED); and
(2) lives with a natural or adoptive parent or stepparent, or

3) is under the control of a household member other than a parent.
d. Boarders

Only the amount paid for room/board is considered as income to the household,
unless the household has requested the boarder to be considered as a
household member.

e. Foster Child or Foster Adult

The SNAP household has the option of whether to consider the foster child or

foster adult as a household member. If the household requests that the foster
individualnotbe counted as a household member
not be counted toward the household. If the individual is considered as a
household member, then the individual 6s
SNAP household.

CHAPTER 23: Deductions from Income

This chapter describes the procedure for calculating net income.
A. Limitations on Deductions

Deductible expenses include only those costs described in this section.

B. Types of Expenses Not Allowed As Deductions

Expenses may be deducted only if the service is provided by someone outside the household
and the household makes a money payment for the service. For example, a dependent care
deduction is not allowed if another household member provides the care.
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Househol dbds e x pagthsoegh antexcladed reimbersement or vendor payment
may not be allowed as a deduction for the household, except for utility expenses paid by the
Low Income Home Energy Assistance Program (LIHEAP).

Example:Mr s. Al bert 6 s el e c tPrShecheatsiwithlelectrigty. Mra. iAldertisy L |
eligible to receive the standard utility allowance for the appropriate number in her household. If

she does not want the SUA, she may claim her entire actual costs, including those expenses

paid by LIHEAP.

Example: Mr. Harmon heats and cools his home with gas. His son, who is not in the HH, pays
his gas bill directly to the utility company every month. Mr. Harmon is not entitled to the standard
utility allowance because his heating and cooling expense is paid through a vendor payment.
Also, he may not claim actual heating and cooling expenses because the vendor payment
covers the entire expense.

C. Billed Expenses Deducted in Month Due

Exceptas providedinChapt er ZFRctuatingdExpenséisdo a Anticipéiting Expensesq a
deduction is allowed in the month the expense is billed or otherwise becomes due, regardless of
when the household intends to pay the expense. Amounts carried forward from past billing
periods are not deductible, even if included with the most recent billing and paid by the
household.

D. Fluctuating Expenses

Households may elect to have fluctuating expenses averaged. They also may choose to have
expenses which are billed less often than monthly averaged forward over the interval between
scheduled billings. If there is no scheduled interval, average forward over the period the
expense is intended to cover.

Example: If a household received a single fuel bill in February which covers a three-month
supply of oil, the bill may be averaged over February, March and April.

Households reporting one-time only expenses during their certification period may elect to either
have a one-time deduction in the month the change would become effective, or to have the
expense averaged over the remaining months in the certification period. Averaging would begin
the month the change would become effective.

E. Anticipating Expenses

A h o u s e hperisek are caleuated based on the expenses for which the household expects
to be billed during the certification period. Anticipation of the expenses is based on the most
recent monthos bills, unless the houo&irol d i
Changes may be anticipated during the certif
same period updated by overall price increases.

S
i c
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If only the most recent bill is available, utility cost increases or decreases over the months of the
certification period may be based on utility company estimates for the type of dwelling and
utilities used by the household. Past expenses will not be averaged (such as utility bills for the
past several months) as a method of anticipating utility costs for the certification period.

F. Types of Expenses Allowed As Deductions

Al l ow deductions for the following expenses
income:

. Earned Income Deduction

. Standard Deduction

. Excess Medical Deduction

. Dependent Care

. Shelter Costs

. Child Support Payments Deduction

. Deduction for a Representative Payee

No o, wWNE

G. Earned Income Deduction

Deduct 20% of gross earned income. Do not allow any additional deductions (i.e., taxes,
pensions, union dues, and the like) except for costs of self-employment. Excluded earned
income is not subject to this deduction. Households that willfully and fraudulently fail to report
earnings, and, thus, commit an Intentional Program Violation, are not entitled to the 20%
deduction in the over issuance determination. Once the earnings are discovered and counted in
the ongoing SNAP budget, the household is entitled to the 20% deduction.

GUIDE: Family Assistance Standards

H. Standard Deduction
Apply the appropriate standard deduction to each household regardless of its income.

GUIDE: Family Assistance Standards

|. Excess Medical Deduction

Refer to the Medical Deduction Supplement for information on medical expenses.

GUIDE: SNAP Medical Deductions
SNAP Medical Deductions Helpful Reminders

J. Dependent Care

Allow payments for the actual costs for the care of a child or other dependents when necessary
for a household member to accept or continue employment, seek employment in compliance
with an E & T component (or an equivalent effort by those not subject to E&T), or attend training

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual
April 2016 Pagel38


http://www.intranet.state.tn.us/dhs/adfam/fa/dg/desk-guide.pdf
http://www.intranet.state.tn.us/dhs/adfam/fa/dg/desk-guide.pdf
https://admincms.tn.gov/assets/entities/humanservices/attachments/SNAP_Medical_Deductions_Helpful_Reminders.pdf
http://intranet.state.tn.us/dhs/adfam/fa/train/toolbox/snap/MEDDEDUCTHELPFULREMINDER.pdf

Supplemental Nutrition Assistance Program (SNAP) Policy Manual

or education preparatory to employment. Maximum amounts are established for this deduction
and are subject to change annually.

K. Shelter Costs

1. Monthly shelter costsaret he amount iin excess of 50% of
all deductions have been allowed. The shelter deduction cannot exceed the maximum
unless the household contains a member who is elderly or disabled. These households
will receive an excess shelter deduction for the monthly cost that exceeds 50% of the
househol dbs monthly income after all applic
deduction is subject to change annually. Shelter costs include only the following.

a. Continuing charges for the shelter occupied by the household, including rent,
mortgage, condominium fees, homeowners association dues or other continuing
charges leading to the ownership of shelter, such as loan repayments for the
purchase of a mobile home, including interests on such payments.

If a recipient takes a second mortgage or loan, in which the loan is secured by a
lien on the homestead property by the lender, payments on these secured loans
meet the criteria of continuing charges for the shelter and are considered shelter
costs. This is true regardless of what the loan is actually for. Payments made on
unsecured or personal loans are not considered shelter costs.

b. Property taxes, state and local assessments, and insurance on the structure
itself, but not separate costs for insuring furniture or personal belongings.
C. Charges for heating, cooling, and cooking fuel; electricity; water and sewer;

garbage and trash collection fees; the standard telephone allowance; and fees
charged by the utility provider for initial installation of utility cost.

d. The above shelter (I - 1ll) costs for the home if not actually occupied by the
household because of employment away from home, illness or abandonment of
the home due to natural disaster or casualty loss. For the costs of a vacated
home to be included in shelter costs, the household must intend to return to the
home; the current occupants of the home, if any, cannot be claiming the shelter
costs during the absence of the household; and the home must not be leased or
rentedinthehous ehol dés absence. Househol ds cl a
unoccupied homes must verify the actual expenses and the standard utility
allowance cannot be substituted.

e. Charges for the repair of the home which was substantially damaged or
destroyed due to a natural disaster such as fire or flood. Shelter costs cannot
include charges for repair of the home that have been or will be reimbursed by
private or public relief agencies such as insurance agencies or from any other
source.

2. Payments NOT Included in Shelter Costs Are:
1 fees charged for one-time deposits on utilities;

9 separate costs for insuring furniture or personal belongings;
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1 repairs or replacement of any appliance, well, septic tank, or any portion of the home
due to wear and tear or mechanical problems;

9 any costs related to housing not actually occupied by the household, except as specified
in above;

1 down payments, closing costs, discount points, and other costs incidental to purchase

and the closing of a mortgage;

costs of drilling a well or installing a septic tank; or

site preparation to locate a mobile home.

= =4

3. Homeless Households Shelter Standard

Homeless households that incur or expect to incur shelter costs during the month shall
be eligible for a homeless household shelter standard. Households which receive free
housing and utilities throughout the month would not be eligible.

A homeless household which uses the special standard is not entitled to the standard
utility allowance since average utility costs are included in the estimate.

Homeless households with shelter costs higher than the HH standard would be able to
claim these costs if they can be reasonably verified. If there is no such verification the
homeless household standard would be used.

The caseworker shall use prudent judgment in determining if verification obtained is
adequate. Once there is a noticeable patter
the certification period can be adjusted accordingly. The household is still required to

report changes in their circumstances, including shelter costs.

4, Standard Utility Allowance (SUA)

The standard utility allowance (SUA) is used in calculating the shelter costs of those
households which directly incur heating or cooling expenses on a regular basis separate
and apart from their rent or mortgage payment. This is including residents of rental
housing who are billed on a monthly basis by their landlords for actual usage as
determined through individual metering or who are charged a flat rate separately from
their rent.

5. Standard Telephone Allowance
A standard telephone allowance is to be used in calculating the shelter costs for
households which incur a separate telephone expense, but are not entitled to any other

utility allowance.

6. Actual Utility Expenses
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Actual utility costs may be deducted if the household can verify these costs, and it can
be reasonably anticipated that the costs will continue for the length of the certification
period.

A household living in public housing or other rental housing which has central utility
meters and charges the household only for excess heating or cooling costs cannot be
permitted to use the SUA, unless eligible for it based on LIHEAP policy. These
households may elect to have their excess utility costs allowed in the billing month, or
have the excess averaged forward over the interval between scheduled billings. (The
household may use the BUA if eligible.)

If a household wishes to claim utility expenses for an unoccupied home, the household
must provide verification of the actual utility expenses for the unoccupied home. The
SUA cannot be used for unoccupied homes.

7. Househol dds Option

At the time of certification, explain to the household that it may deduct its actual utility
costs rather than the SUA throughout the certification period, if the household can verify
these costs. The household may switch between the SUA and actual costs at
recertification only.

The limit on the number of times a household may switch between actual costs and the
SUA applies only to those times it actually has a choice. It does not apply when the
household must switch from the SUA to actual expenses because it is no longer eligible
for the SUA (i.e., the household no longer incurs heating or cooling expenses).

8. When the Standard Utility Allowance can be used
The standard utility allowance (SUA) may be used:

a. When the household is billed on a regular basis for heating or cooling expenses
separate and apart from its rent or mortgage. The standard allowance includes
the cost of heating and/or cooling, cooking fuel, electricity, the basic service fee
for one telephone, water, sewage, and garbage and trash collection. A cooling
cost is a verifiable utility expense relating to the operation of air conditioning
systems or room air conditioners. Only households which directly incur a heating
or cooling expense on a regular basis separate and apart from their rent or
mortgage are entitled to the standard utility allowance.

Exceptions:
A household billed less often than monthly for its heating/cooling costs, if
otherwise eligible to use the standard allowance between billing months.

A household that has received LIHEAP payments of greater than $20 in the
current or preceding 12 months at their current residence is entitled to the
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standard utility allowance even if they do not incur regular heating or cooling
costs separate from rent.

b. When there is no rent or mortgage payment, such as when there is free use of a
house or mobile home, or when the home mortgage is fully paid, if the household
is otherwise eligible to use the standard utility allowance.

C. When two or more households share a common residence and contribute to the
common heating or cooling expense for the residence. Each household would be
eligible to receive the SUA for the number of individuals in its respective
household.

Example: A three-person SNAP household shares a residence and common
utility costs (including heating and cooling) with a two-person SNAP household.
While the actual utility bill comes to the head of the three-person household, the
head of the two-person household has provided verification of actual utility
payments.

The three-person household may be allowed the standard utility allowance (SUA)
for 3 and the two-person household may be allowed the SUA for 2.

d. When the Standard Allowance for Utilities is not to be used:

8} the household has no utility expense such as when all utilities are
furnished as in-kind benefit;

(2) the household wishes to claim expenses for an unoccupied home;

3) households are charged only for water, garbage and trash collection,
sewage, telephone, cooking fuel, or any combination of these expenses.
To be eligible for the standard allowance, the household must be directly
billed on a regular basis for its heating and/or cooling costs;

4) a household lives in a public housing unit or other rental housing unit. The
household is charged only for excess utility costs, regardless of whether
the unit is individually or centrally metered.

Example: A household is billed for water and electricity. However it has no air
conditioners and cuts its own firewood for heating. Its only expense is gasoline
for a chain saw and matches for lighting the fire. This household would not be

entitled to the SUA.

Example: A household rents an apartment where the gas heat is included in the
rent payment. There is no air conditioning in the apartment. During the winter, the
household runs a blower fan with electricity, even though it heats with gas. This
household is not entitled to the SUA because its heating expense is provided in
the rent payment and it does not incur a heating or cooling expense.
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e. Eligibility for the Standard Utility Allowance for Households Receiving Energy
Assistance or Other Vendor Payments for Utilities
An fAenergy assistanced0 payment is any p:
company, which is earmarked specificall\

These may be paid from federal, state, or local programs, private agencies, etc.

To determine how to count energy assistance payments, refer to Chapter 15
u n d &kesouices Excludedbylawd and Chapt ARelddionunder T
Assistance Paymentsa

1 Low Income Home Energy Assistance Act (LIHEAP)

LIHEAA payments made directly to the household or provider do not
affect the househol didossehmltsiag entitied i t vy
to the SUA even if the expense is totally covered by a LIHEAP

payment.

1 HUD and FmHA Utility Reimbursements

Households receiving HUD and FmHA reimbursements are entitled to
the SUA if they incur heating or cooling costs that exceed the amount
of the excluded payment.

9 State and Local Energy Assistance and Other Vendor Payments

Energy assistance payments made directly to the household do not
affect the householdbés eligibility
otherwise entitled to it.

Consider energy assistance payments (other than LIHEAP payments) as
vendor payments when they are made directly to the utility company
(including checks made jointly to the household and the utility company).

To determi ne a hou the3UAwhked \wnder bayrmgentd i | i
are made to the utility company, follow the procedures outlined below.

D) Determine the period the vendor payment is intended to cover
(i.e., a month, a year, the heating or cooling season) and prorate
the payment over that period.

(2) When the vendor does not specify the months the payment is to
cover, consider the heating season as October through March,
and the cooling season as April through September.

3) Based on the prorated vendor payment, anticipate whether the
household will have out-of-pocket heating or cooling expenses
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during the certification period over and above the costs covered
by the vendor payment.

(4) If you anticipate that the household will have out-of-pocket heating
or cooling expenses for any month of the certification period, allow
the SUA (as shown in the example below).

(5) If you do not anticipate the household will have out-of-pocket
heating or cooling expenses during any month of the certification
period, do not allow the SUA.

(6) When the SUA is not allowed, but the household reports and
verifies out-of-pocket expenses later in the certification period,
allow the SUA at that point.

Example: Mr . Newmands family applied for SNAP i
months, ending January 31. They own their home and are responsible for the heating
expenses. Mr. Newman reports that HUD (Section 8) pays $50 each month directly to
theutilityc ompany f or his househol dds expenses.
monthly in the summer and early fall. However, they are as high as $100 per month

during the late fall and winter.

Because we can anticipate that the household will have out-of-pocket heating expenses
during at least one month during the certification period, we can allow the household the
SUA for the entire certification period.

Example: Mrs. Woodard lives in an apartment and is responsible for heating and cooling
expenses. She is elderly and was certified for a year as a one-person household
beginning March, at which time she chose to use the SUA. The following November 5,
she reported that a church deposited $600 with the utility company for her fall and winter
heating costs.

The church did not specify the exact period the vendor payment was intended to cover.
Therefore, it will be prorated over the entire heating season.

$600 divided by 6 (Oct. - March) = $100 month

Mrs. Woodard states that her heating costs never exceed $100 a month. Therefore, we
cannot anticipate that she will have heating or cooling costs during any month remaining
in the certification period (the certification ends 2/28). However, because she was
responsible for paying her heating and cooling costs during at least one month of her
certification period, Mrs. Woodard continues to be eligible for the SUA during the entire
certification period.

Example: Mr . Redfordés family is certified for
directly for heating and air conditioning. At certification, Mr. Redford provided verification

that a county-funded energy assistance program paid $500 directly to the utility company

for his winter heating costs. The program specified that the payment was to cover the

familyds utility expenses for November through
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$500 divided by 4 (Nov. - Feb.) = $125 per month

Mr. Redford states that his heating costs never exceed $125 per month. Although the
vendor payment will pay the homethsfe Whldis
is intended, the family again will have to pay its own heating and/or cooling expenses in
March and April. (Consider the vendor payment as covering expenses only during the
months for which it is intended, even when the payment exceeds the total expenses for
this period.)

Because the household will have out-of-pocket heating or cooling costs during at least

one month of the certification period, the SUA may be allowed for the entire certification
period.

9. Basic Utility Allowance

The basic utility allowance (BUA) is an option for a SNAP household that incurs a
utility expense including electricity and fuel for purposes other than heating or
cooling, water, sewerage, well and septic tank installation and maintenance,
telephone, and garbage or trash collection. The BUA must include expenses for
at least two utilities.

NOTE: A household lives in a public housing unit or other rental housing unit.
The household is charged only for excess utility costs, regardless of whether the
unit is individually or centrally metered. They are eligible for the BUA.

L. Child Support Payment Deduction

Court ordered child support payments paid by a SNAP household member to or for an individual
living outside the household are allowed as a deduction.

M. Deduction for a Representative Payee

A monthly fee collected from SSI payments by an organizational representative payee is legally
obligated to the payee and is not counted as income to the recipient for SNAP. The organization
must be a community based nonprofit social service agency.

Title XVI Supplemental Security Income (SSI) and Title Il Social Security Insurance (SSDI)
Payments to individuals whose disability is based on drug addiction and/or alcoholism (DAA)
are required to be paid through a representative payee. The amount of the fee, which the
representative payee withholds from the funds received on behalf of the recipient, is not counted
as income to the household for SNAP purposes.

N. Types of Expenses Allowed for Excluded Household Members
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1. Ineligible Aliens, Individuals Whose Citizenship is Questionable and Individuals
Disqualified for Failure to Provide or Apply for SSN

Apply the earned income deduction to that ¢
income which is attributedt o t he househol d. That portion
child support payment deduction, shelter and dependent care expenses which is either

paid by or billed to the excluded members will be divided evenly among the household
members, includingtheexc | uded members. Count all but t
as a deductible expense for the remaining household members. No deduction is allowed

for the excluded member ds medi cal expenses.

2. Individuals Disqualified for Intentional Program Violations or Failure to Comply with Work
Requirements

The entire householdés all owabl e earned i nc
support payment deduction, medical dependent care and excess shelter deductions,

including those of the disqualified person, continue to apply to the remaining household
members.

CHAPTER 24: Treatment of Earned and Unearned Income

This chapter defines how to treat earned and unearned income when determining SNAP eligibility.
A. Treatment of Unearned Income

Unearned income is money which is received for reasons other than the current work efforts of
an individual. No earned income exclusions or work expense deductions may be applied to
unearned income as defined. In SNAP, the standard deductions and dependent care, child
support, shelter, and medical deductions are to be applied to unearned income is money which
is received for reasons other than the current work efforts of an individual. No earned income
exclusions or work expense deductions may be applied to unearned income as defined. In
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SNAP, the standard deductions and dependent care, child support, shelter, and medical
deductions are to be applied to unearned income as appropriate.

Refer to Chapters below:

Chapter 23 - Standard Deduction
Chapter 25 - Medical Deduction
Chapter 23 - Dependent Care
Chapter 23 - Shelter Costs

Chapter 23 - Child Support

Unearned income is considered available to meet food needs as described in previous sections.
B. Treatment of Earned Income

1. Earned income is defined as that total income which a household earns by its own work
efforts, either salary, wages, or commissions paid to the household as an employee, or
profits from self-employment in an enterprise (including farming) which it may carry on
independently or jointly with another person or persons. It includes earnings over a
period of time for which settlement is made at one given time. It also includes paid
annual leave, vacation time, sick leave, pay while on maternity leave, and bonuses when
they are subject to income tax and FICA.

When a member of the household is actively engaged in the management of rental
property at least an average of 20 hours per week, income from rental property is
earned. It does not include any income such as pensions or benefits accruing as
compensation or reward for service or compensation for lack of employment; for
example, RSDI benefits, VA benefits, Unemployment Compensation, etc., not military
allotments, allotments from Job Corps participants, or return from capital investments.

2. All gross income which is received or expected to be received during a SNAP
certification period is considered currently available with two exceptions:

a. when income is excluded or disregarded as defined; or
b. when income is so infrequent or irregular that it cannot reasonably be
anticipated, but not in excess of $30 per quarter.
C. Policies Regarding Determination of Net Income

Net income determines the amount of allotment per household size.

1. Generally, net earned income is considered to be gross earnings minus a 20% earned
income deduction, and, if income is from self-employment, minus cost of doing business.

2. Adjusted monthly income is gross earned and unearned income less all appropriate
deductions.
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Refer to Chapter 23 for appropriate deductions:

Earned Income Deduction

Standard Deduction

Excess Medical Deduction
Dependent Care

Shelter Costs

Child Support Payment Deduction
Deduction for a Representative Payee

CHAPTER 25: What is a Medical Deduction?

Medical Deduction Supplement
A. Definitions

Medical Expense

A medical expense is an identifiable medical cost incurred by a household member who meets
one of the criteria given in Section B.

Allowable medical costs are:
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1. medical and dental care, including psychotherapy and rehabilitation services, provided
by a licensed practitioner authorized by state law, of other qualified health professional;
2. hospitalization or outpatient treatment, nursing care, and nursing home payments by the

household for an individual who was a household member immediately prior to entering
a hospital or nursing home licensed (or recognized) by the state;

3. prescription drugs when prescribed by a licensed practitioner authorized under state law,
and over the counter medication (including insulin) when approved by a licensed
practitioner or other qualified health professional; in addition, costs of medical supplies,
sickroom equipment (including rental) or other prescribed equipment are deductible;

4, health and hospitalization insurance policy premiums;

5. Medicare premiums related to coverage under Title XVIII of the Social Security Act; and
cost-sharing or spend-down expenses incurred by Medicaid recipients;

0. dentures, hearing aids and prosthetics;

7 costs of securing and maintaining an animal specially trained to provide service to the

disabled including the cost of food and veterinarian bills. Costs over and above that
covered by a reimbursement constitute an allowable deduction;

8. eyeglasses or contact lenses, prescribed by a physician skilled in eye disease or by an
optometrist;
9. reasonable cost of transportation and lodging to obtain medical treatment/services;

10. monthly telephone fees for amplifiers and warning signals for handicapped persons;

11. costs of typewriter equipment for the deaf;

12. special diets that require a prescription and must be obtained from a pharmacist (do not
count other special diets); and

13. costs of maintaining an attendant, homemaker, home health aid, child care services, or
housekeeper that are necessary due to age, infirmity, or illness. In addition, deduct an
amount equal to the one-person coupon allotment if the household furnishes the majority
of the attendant 6s thismdalselateddeductieniwil lwetthaténnt f or
effect at the time of initial certification. Update the allotment amount at the next
scheduled recertification.

GUIDE: SNAP Medical Deductions Helpful Reminders

A medical deduction is the non-reimbursable portion of an allowable medical cost that
exceeds $35 per month.

Disability

An individual is considered disabled if he/she meets any of the following criteria (also see
Definition Section for Disability):

1. receives payments for disability or blindness under Titles I, I, X, XIV or XVI of the Social
Security Act;

2. receives federally or state administered supplemental benefits under section 212 (a) of
Public Law 93-66;

3. receives disability retirement benefits from a governmental agency because of a

disability considered permanent under Section 221 (i) of the Social Security Act;
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10.

11.

receives an annuity payment under Section 2 (a)(l)(iv) of Railroad Retirement Act of
1984 and is determined to be eligible to receive Medicare by the Railroad Retirement
Board;

receives an annuity payment under Section 2 (a)(i)(v) of the Railroad Retirement Act of
1984 and is determined to be disabled based on the criteria used under Title XVI of the
Social Security Act (SSI);

receives interim or presumptive assistance payments pending receipt of SSI;

receives medical assistance based on disability under Title XIX (Medicaid);

is a veteran receiving VA benefits for a service or non-service connected disability rated
or paid as total or is considered by VA standards to be in need of regular aid and
attendance or considered permanently housebound;

is a disabled surviving spouse of a veteran and is considered by VA standards to be in
need of regular aid and attendance or is permanently housebound;

is a disabled surviving child of a veteran and is considered by VA standards to be
permanently incapable of self-support;

is a surviving spouse or child of a veteran and entitled to VA compensation for a service-
connected death or VA pension benefit for a non-service-connected death and has a
disability considered permanent under the Social Security Act.

Entitled (in relation to disability)

AENtitl edo ref er s tlwchidrersalveterang who gre recgiving the an d
compensation or benefits stated in the Disability definition, or have been approved for such
payments but are not yet receiving them.

Health & Hospitalization Insurance Policies

A health and hospitalization insurance policy pays for medical services, either on
an out-patient basis (major medical), or due to hospitalization. The payment is
normally made directly to the medical service provider or as a reimbursement to
the insured.

Do not consider the following:

1. the cost of fAhealth and accidento
settlement for death or dismemberment;

2. the cost of income maintenance policies that continue mortgage or loan
payments while the beneficiary is disabled; or

3. the entire amount of a health or insurance premium if it includes coverage

for household members not entitled to a medical deduction.

Allow only that portion of a health or hospitalization insurance premium assigned
to a HH member eligible for a medical deduction. If specific information is not
available on what portion of the premium is for the eligible member, pro rate the
premium to determine the allowable amount for the eligible HH member.
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One Time Medical Expenses

One time medical expenses are medical expenses that are not recurring, either
on a stable or fluctuating basis.

Examples are:

A a hospital bill;

A a doctor bill for a temporary illness or a minor surgical procedure done in
the doctorodés office;

A bills for the purchase of prescription eye glasses or contact lens; or

A bills for the purchase of hearing aids.

Recurring Medical Expenses

Recurring medical expenses are those expenses that occur again and again over
a period of time. They may be stable or fluctuating.

Generally, insurance premiums and attendant care costs are stable, while
prescriptions, doctor bills, and transportation costs are fluctuating.

As a rule, a medical expense recurring at regular intervals, and with a constant
cost per occurrence, would be considered stable. An expense which recurs at
irregular intervals, or with a changing cost, would be considered fluctuating.

B. Criteria for Determining Who is Eligible for a Medical Deduction
1. General

In order to be eligible for a medical deduction, a household member must be either age
60 or older, or disabled.

Only household members who meet at least one of the eligibility criteria may receive the
medical deduction.

If a person becomes age 60 during the initial month of certification, the medical
expenses can be allowed beginning that month. If a person becomes age 60 later in the
certification period, the medical expenses may be considered at that time.

If a household member is eligible for a medical deduction but does not claim any,
document the case record that no medical expenses were claimed or subsequently
reported.

2. SSI Essential Persons

Spouses and dependents who receive SSI benefits as SSI essential persons are not
eligible for a medical deduction. They are, however, included in the household.
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3. When an Application for SSI or Social Security Disability Has Been Made
A member of a currently certified household who is not age 60 or older may apply for
SSI or Social Security disability. Do not allow a medical deduction until the individual
actually receives an SSI or SSA disability check.

4. State Supplement

Individuals who receive State Supplement payments are not eligible for a medical
deduction unless they also receive an SSI check.

5. Termination of SSI, SSA, or VA Benefits

Whenever SSI, SSA, or VA benefits are terminated, the household member is no longer
entitled to the medical deduction unless he/she meets one of the other criteria.

If such benefits are resumed later, the individual will be entitled to the medical deduction
again.

C. Consideration of Medical Expenses
1. General
The total non-reimbursable medical cost exceeds $35 per month. Apply the $35
exclusion to the household, not to individuals. The $35 is deducted for each month a
medical deduction is allowed. The balance, in excess of the monthly $35 exclusion, is

counted as a medical expense.

GUIDE: SNAP Medical Deductions Helpful Reminder

2. Age of the Medical Expense
When considering a one-time medical expense, the following criteria apply:
a. do not consider how old the expense is or when it was incurred,;
b. establish that the medical expense still exists;
C. establish whether it has previously been considered (if it has been considered in
the SNAP budget before, it cannot be considered again); and
d. establish the current balance. Only the existing balance can be considered.
3. Verification

Verify all medical expenses prior to allowing them as deductions. Do not provide a
deduction if the expense cannot be verified. If the household subsequently provides the
verification, re-determine benefits at that time.

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual
April 2016 Pagel52


https://admincms.tn.gov/assets/entities/humanservices/attachments/SNAP_Medical_Deductions_Helpful_Reminders.pdf

Supplemental Nutrition Assistance Program (SNAP) Policy Manual

Provide increased benefits, if any, according to established procedures for processing
reported changes.

4, Responsibility for Medical Expenses of a Non-Household Member

At times, the SNAP household is responsible foranon-hous ehol d member 0s
expenses. This normally occurs when an individual dies or enters a nursing home.

The individual must have been an eligible HH member, and eligible for a medical
deduction, immediately prior to entering the hospital or nursing home, or prior to death.

Consider only the following:

a. hospitalization;
b. out-patient care; and
C. nursing home care.

D. Reimbursements
1. General

Allow medical expenses only after reimbursements have been determined. Possible
reimbursements for a medical expense exist anytime the individual has Medicare, or
health or hospitalization insurance.

2. When Reimbursements Cannot Be Established

Do not allow the medical expense if the amount of the reimbursement cannot be
established.

Allow the medical expense only when the client is able to verify the amount of
reimbursement, even if it is at a later day.

For a one-time expense, allow only the currently existing balance still owed at the time
the amount of reimbursement is verified.

Example: Mrs. Jones, who is 68, reports a one-time medical expense of $200 on
March 7. The EW establishes that a portion of the expense is reimbursable, but
the amount of the reimbursement cannot be established at this time.

In May, Mrs. Jones provides verification that the insurance company will
reimburse $100 of the expense.

She has already paid $60 on the one-time expense. Thus, the balance owed is
$40 ($200 8 $160 = $40).

Consider only $40 balance as a one-time medical expense.
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3. Verification and Documentation

Accept the househol dés statement that no r e
guestionable.

Example:A cl i entds statement that no reimburse
guestionable if it is known that his employer provides a group medical insurance plan, or
if the client is a Medicaid or Medicare participant.

Verify reimbursements by using theclientd s i nsurance policy, pay.i
actual reimbursement check, or by contactin
agent.

Document the case record, stating that reimbursements were discussed with the
household, whether or not the possibility of reimbursement exists, the amount and
expected date of the reimbursement, and how it was verified.

E. Repayment Plans for Medical Plans

1. Many times a household has established a billing or repayment arrangement with a
medical services provider prior to application. This may be either a verbal or written
agreement and is normally for payment on a one-time medical expense.

2. Verify a repayment plan only if questionable. Document the case record giving the
amount of the one-time expense, the name and address of the provider, and the length
and terms of the repayment plan.

How to Consider Monthly Payments
a. Monthly Installments

Consider monthly installment payments on a one time medical expense in the
month they are due.

Count monthly installment payments for the entire length of the payment plan,
even when it spans several certification periods.

When a household establishes a repayment plan after certification, count the
monthly installment payments for the entire length of the payment plan only if the
medical expense has not previously been considered.

Example: Mrs. Clark receives Social Security Disability. She is paying off some
old debts under Chapter 13 (bankruptcy). She sends her lawyer $150 per month
which he distributes among the people she owes. Some of the bills that are being
paid are old doctor and hospital bills. $100 of the $150 goes towards medical
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bills, as verified by her lawyer. None of these bills have been previously
considered. Therefore, Mrs. Clark may be allowed a $65 medical deduction per
month ($100 - $35 exclusion). $100 is keyed on AEFME. ACCENT will deduct
the $35.

b. Loans

Consider monthly payments on a loan that a household received to pay a one-
time only medical expense as a medical deduction. Verify that the loan, etc., is in
fact for a medical expense.

Note: Normally, additional charges are added on to a loan or charge account.
This is usually in the form of interest or finance charges, etc. Do not include
these additional charges as part of the medical expense.

C. Charge Accounts

Once in a while, a household pays on a one time medical bill through a charge
account, VISA, etc.

Consider the one-time medical expense as billed when the household receives
the first charge account statement. At that time, give the household the option of
treating the one-time medical expense as:

A a one-time medical deduction; or
A prorating the one-time expense over the remainder of the certification
period.

Do not consider payment of a one-time medical expense through a charge

account as a repayment plan. This is due to the fact that there is no means of
establishing what portionof t he i ndi vi dual 6s mont hly
account is actually credited towards the medical expense, as opposed to other

items that were also charged on the same account.

F. One-time Expenses
1. Consideration of a One-Time Expense
a. Initial Applications

Consider only the existing balance still owed in the month of application. Do not
allow any portion paid prior to the month of application.

Example: Mr. Jones, who is eligible for a medical deduction, pays $100 on a
$500 hospital bill on February 2. He applies for SNAP on February 15. Consider
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the total $500 as a one-time medical expense because this was the amount
owed in the month of February.

Example: Mr. Fred, who is eligible for a medical deduction, pays $150 on a $600
surgical bill on March 30. He applies for SNAP on April 1. Consider only $450 as
a one-time medical expense because $150 was paid prior to the application
month.

b. Reported After Initial Certification

Consider only the existing balance still owed on a one-time expense at the time it
is reported. Do not allow any portion of the expense paid prior to reporting it.

Example: A currently certified household reported a $300 one-time medical
expense on April 20. The household had already paid $50 on the bill, prior to
reporting it. Consider only $250 of the one-time expense.

2. One-Time Deduction vs Proration of a One-Time Expense

a. Households reporting a one-time only medical expense, when a repayment plan
has not been established, have the option of:

(2) considering the expense as a one-time deduction; or

2) having the expense prorated over the certification period (if it is reported
at the time of application), or prorated over the remainder of the
certification period (if it is reported as a change during the certification
period.)

b. Households reporting a one-time only medical expense when a repayment plan
has been established, have the option of:

(2) considering the expense as a one-time deduction; or
(2) having the repayment plan considered over the length of the repayment
agreement.

Note: Do not prorate a one-time medical expense over the certification period when a
repayment plan has already been established.

C. Fully explain to the household the following, to assist it with making a decision:

(1) the difference in benefits, based on the various options available;

(2) that a one-time expense may be considered only once, even if it remains
unpaid or there is a balance still owing at a later date; and

3) that if a repayment plan already exists, it may be counted the entire
length of the agreement. However, if the HH establishes a repayment
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plan after the one-time expense has been counted, it cannot be
considered again.

3. One-Time Deduction

If the household elects a one-time deduction, the EW must:

a. establish whether the individual is entitled to a reimbursement for the medical
expense, and if so, how much; and

b. establish whether any portion of the medical expense has already been paid by
the individual.

Once the one-time medical expense has been allowed, do not allow it again, even if
there is still a balance owing on the bill.

Example: Mr. Bruce reported and received consideration for a $560 hospital bill as a
one-time medical deduction in March.

When Mr. Bruce applied for recertification in June, he reported that he still owed $300 on
the bill. Do not count this because it has already been considered.

Example: Mrs. Black brings in verification of a one-time medical expense on December
30, after cut-off. She is currently certified through the following October.

Because the medical expense is not large enough to count if prorated over the
remainder of her certification period, she chooses to receive a one-time deduction. Since
it is too late to allow the deduction for January, allow the one-time medical expense
deduction for February.

The one-time medical deduction would be removed from the budget effective March.

4, Proration of the One-Time Expense
a. When the household elects to have the one-time medical expense prorated, they
must:

D establish whether the household has a repayment plan; and
2) establish whether the individual is entitled to a reimbursement and the
amount of the reimbursement.

b. Prorating One-Time Medical Expense at Application
If the expense is reported and verified during the application processing period,
divide the amount of the countable expense by the number of months in the
certification period to obtain a monthly figure.
Example: Mrs. Long reports a $2,500 hospital bill at application. She has not
made arrangements to pay on the bill, but provides verification that her
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hospitalization insurance will pay $1,000 of the bill. She wants the$1,500 balance
prorated over her 12-month certification period ($125 per month).

After allowing the $35 per month exclusion, the EW allows Mrs. Long a $90 per
month medical deduction ($125 - $35 = $90).

C. Prorating One-Time Medical Expenses during the Certification Period

If the expense is reported during the certification period, divide the amount of the
countable expense by the number of months remaining in the current certification
period, based on when the expenses was verified and when the change can be
effected to obtain a monthly figure.

Example: Mr. Reaves reports a $1,500 doctor bill on March 18. He is currently
certified from January through June. Mr. Reaves provides verification of the bill
and an insurance reimbursement of $100, on March 30. He wants the $1,400
balance prorated.

Revise Mr. Reaves SNAP budget, effective with his May issuance, allowing him a
$665 medical deduction for May and June ($1,400 8 2 = $700 minus $35
monthly exclusion = $665).

G. Recurring Medical Expenses
1. Averaging vs. Actual Medical Bills
When an individual has recurring medical expenses, he/she has an option to:
a. bring in the medical bills each month for a month by month deduction; or
b. have the medical expenses averaged.
To assist the client in making a choice, provide him/her with sufficient information
to make an informed decision.
2. Averaging Recurring Medical Bills
If the client has a predictable pattern of medical expenses each month and/or has
approximately the same amount of expenses each month it may be less cumbersome
for the client if we average the expenses rather than consider them on a month by month

basis.

In order to obtain an accurate average, have the household provide adequate
verification of medical expense for the past three months, as a rule.

However, some medical expenses occur less frequently than monthly, but frequent
enough to be averaged (ie. a prescription that is filled every 4 months). In these cases,
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verification for a longer period of time will be appropriate (4-6 months) in order to
accurately average the expense.

3. Using Actual Expenses

The household has the option of using actual medical expenses on a month-by-month

basis. Using the actual expenses may be more beneficial when the client is billed less
often than monthly for an expense. This ma
medical expense is a health insurance premium paid once every three months, or if the
individual goes to the doctor only once every so many months. If the bills were
averaged, the expense may be less than $35.00 per month, resulting in no deduction.

Note: Once an expense has been allowed, it cannot be allowed again, regardless of
whether the household actually paid it.

Example: Mrs. Clark is eligible for a medical deduction, but the only medical expense
she has is hospitalization insurance which is paid every 3 months. The insurance
payment is not enough for a deduction if averaged monthly. In order to count the
premium payment, she chooses to have the premium amount counted in the month the
premium is billed.

H. Changes
1. Applications

A change may occur during the application processing period which affects an
individual 6s eligibility for a medical dedL
h o u s e hSNARIafilosment beginning with the initial month of the certification period.

If the household anticipates a medical expense several months into the certification
period and provides adequate verification at application the household may elect to have
the expense averaged over the entire certification period.

When a household reports an anticipated medical expense at the time of application but
is unable to provide the verification at that time, do not allow until the verification is
provided.

2. Active Cases
Households are required to report and verify all medical expenses at the time of
application and at reapplication. They may report changes in their medical expenses

during the certification period but are not required to do so.

When a household voluntarily reports a change, it should be acted upon within the
normal timeframes for handling changes.
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When a change in medical expenses is discovered from a source other than the
household, the change would be acted upon if the change is considered verified and no
further information is needed. If the change that was reported from another source would
require a contact of the household, the change would not be acted upon during the
certification period.

3. Death of the Eligible Household Member
1. One-Time Medical Expenses

Continue to count the medical expense throughout the remainder of the
certification period when:

a. the household member who is eligible for the medical deduction dies; and
b. the one-time medical expense was prorated over the certification period.
4, Recurring Medical Expenses

Terminate the medical deduction within the normal criteria concerning changes which
reduce benefits when:

a. the household member who is eligible for the medical deduction dies; and
b. the HH is receiving a medical deduction for recurring medical expenses
(either averaged over the certification period or actual expenses).

Example: A three-person household consists of a husband, wife and child. The wife
receives SSI and the household has chosen to have her recurring medical expenses
averaged.

On June 3, the household reports that the wife has died. Because the household
member eligible for the medical deduction has died, and the medical deduction was
based on recurring medical expenses, the budget is revised to delete the medical
deduction, effective with the July allotment.

5. Expenses of a Non-Household Member

Sometimes the SNAP household is responsible foranon-househol d member 6
expenses.

The individual must have been an eligible HH member, and eligible for a medical
deduction, immediately prior to entering the hospital or nursing home, or prior to death.

Allow only the following expenses:

A hospitalization;
A outpatient care; and
A nursing home care.
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This applies, even if none of the remaining household members are age 60 or disabled.

Example: A household consists of a husband (age 50), his wife (age 49), and their
disabled son who receives SSI benefits. They are currently certified from January 1
through June 30.

Their son has a hospital bill that was prorated over their certification period, allowing
them a monthly medical deduction.

On March 10, they report that their son has passed away. Even though the son will be
removed from the household effective April, continue to allow the HH the medical
deduction for April through June.

Changes Reported in the Last Month of the Certification Period

A household may report and verify an allowable one-time medical expense during the
last month of the certification period.

a. Household Remains Eligible at Recertification

If the household continues to be eligible at recertification, allow only the currently
existing non-reimbursable balance owed at the time. The household has the
same options available to it, as discussed under Treatment of Medical Expenses,
based on whether or not it has established a repayment plan.

Example: Mr. Jones reports a $200 one-time medical expense in July, which is
the last month of his current certification period. He reports this during his July 10
recertification interview. The EW may consider the one-time expense for his new
certification period.

Example: Mr. Hurt reports a $600 one-time medical expense in May. His
certification period expires July 31. He provides verification of a $150
reimbursement on the bill from his health insurance during the July 8
recertification interview. At the time of recertification, the EW may consider the
remaining $450 balance as an allowable medical expense.

b. Ineligible at Recertification

If the household is determined ineligible at certification, no further action is
required. If the HH reapplies at a later date, and is determined eligible, verify
whether the expense is reimbursable and the amount of the reimbursement.

Allow only the currently existing balance owed on the one-time expense at the
time the HH reapplies and is determined eligible. Do not allow recurring
expenses that have been brought forward from previous billing periods.
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CHAPTER 26: Treatment of Income i Budgeting

The calculation of the net income and budget benefit levels is done by the ACCENT System. The

calculations are reflected on AEBFN and AEBFB screens. The method of computation is outlined in this
section.

A. Net Monthly Income

To determine a householdés net monthly income

1. Add the gross monthly income earned income by all household members minus earned

i ncome exclusi ons, to determine the househo
Subtract 20% from the total gross earnings to determine the net monthly earned income.
Tennessee Department of Human Services
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3. Add the total monthly unearned income of all household members, minus income
exclusions to net monthly earned income.

4, Subtract the standard deduction.

5. If the household is entitled to an excess medical deduction, determine if total medical

expenses exceed $35 per month. If so, subtract that portion which exceeds $35.

6. Subtract monthly dependent care expenses, if any, up to the maximum amount allowed.

7. Subtract the monthly child support deduction, if any

8. Total the allowable shelter expenses to determine shelter costs. Subtract 50% of the
househol dbés monthly income after all the ab
total shelter cost. The remaining amount, if any, is the excess shelter costs. Subtract the
excess shelter cost from up to the maximumamount. The result s the h
monthly income, unless the household is entitled to the full amount of its excess shelter
expense.

9. Subtract the excess shelter cost up to the maximum amount allowed (unless the
household is entitled to the full amount of its excess shelter expenses) from the
househol dbds monthly income after all other
subject to the shelter standard will have the full amount exceeding 50% of their net
income subtracted after all the above deductions have been subtracted. The
househol dbébs net monthly income has been det

10. Compare the net monthly income to the appropriate household size to determine
eligibility for the month in accordance with SNAP Net Income Standards.

11. Except as provided in subparagraph (3) of t

househol dbés monthly allotment is equal t
in accordance with the Basis of Coupon Issuance Tables.

No benefits under $10.00 will be issued for the initial month.

GUIDE: SNAP Monthly Budget Sheet

Example: The Johnsons are a family of four with income consisting of $210 in earnings and a $207
Families First grant. Their expenses are $180 shelter costs and $40 child care.

Total earned income: 210.00
Total unearned income: + 207.00
Total Income: 417.00
Minus 20% of earned income: -42.00

375.00
Minus 134 standard: -134.00

241.00
Minus Dependent Care: - 40.00
Adj. Income: 201.00

(Adj. Inc. Divided by 2 = 100.50)

Total Shelter Costs: 180.00
Minus 50% of Adj. Income - 100.50
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Excess Shelter: 79.50
Adj. Income: 201.00
Excess Shelter: - 79.50
Adj. Net Monthly Inc.: 121.00

Refer to the Basis of Issuance Chart for 4 people

Example: A household consists of two elderly individuals. Their total income is 300 monthly SSA
benefits. Their monthly medical costs are 75 and their shelter costs are $235.

Total earned income: 300.00
Minus 134 standard: -134.00
166.00
Excess medical expense (75-35) -40.00
Adj. Income: 126.00
Total Shelter Costs: 235.00
Minus 50% of Adj. Income - 63.00
Excess Shelter: 172.00
Adj. Income: 126.00
Excess Shelter: - 172.00
Adj. Net Monthly Inc.: 0.00

Refer to the Basis of Issuance Chart for 2 people

B.Prorating Initial Mont héds Benef it
1. General Information

a. Al nitial mont hdo means the first month f
SNAP following any period during which the household was not certified.

b. Al househol dsd initial mont hds benefit:
are based on the householdsd applicatio

C. Using the calendar mont h, h ous enatedfrdns 6 i
the application date to the end of the month.

d. When initial mont hds benefits (before o

household will receive no benefits for that month.
2. Procedures for Determining Initial Mont hés

a. Establish whether the household meets the net income eligibility standard.
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b. Based on the househol ddéds net income and
Issuance chart to determine the unprorated allotment.
C. Calculate the prorated amount by using the following formula in sequences of the

steps listed below.

Formula:
Ful | mo. 6s benfs. x-adpindate) of days in mo. + 1
No. of days in the month = Allotment
d. Example: Mr. Smith applied on April 10 and is eligible. The full allotment for a
month is $200.
$200 x (30 + 1 - 10) = $200 x 21 = 4200/ 30 = $140
Mr. Smithodos prorated allotment for April
e. When prorated benefits for the initial month are less than $10.00, the household
will receive no benefits for that month.
f. The proration calculator at http://prorate.dhs.tn.gov/ may be used to calculate the
initial mont hds benefits when the casew
3. Initial month benefits for households certified using expedited service standards are
subject to proration.
4, If the application for recertification is not received until after the certification period

expired, then that application shall be considered an initial application and benefits for
that month shall be prorated. Anyone applying after the expiration of the certification
period will have their initial month benefits prorated.

5. Eligible households which are entitled to no benefits shall be denied on the basis that net
income exceeds the level below which no benefits are issued.

Eligible households which are entitled to no benefits in their initial month of application,
but are entitled to benefits in subsequent months, shall be certified beginning with the
month of application.
C. Treatment of Income from Self-Employment
When the household includes a person(s) who receives income from self-employment,
instructions in the following sections should be used to arrive at the monthly amount of gross
profit which is used to calculate countable income.
D. Determining Self-Employment Income
Situations for Averaging Income

1. When Income Is for a Year
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Annualize self-employment income which represents an annual support over a 12-month
period, even if the income is received in only a short period of time or if the household

receives income from other sources in addition to self-employment. If self-employment

income is received once annually, average the income over a 12-month period

beginning with the month the income is received. If a person is under contract, begin the
12-month period with the first month the person receives payment under the contract. If

the prorated amount does not accurately ref
because of substantial increases or decreases in business, calculate the self-

employment income based on anticipated changes.

2. When Self-Employment Income Is Received Monthly

Self-employment income which is received on a monthly basis, but which represents a
househol dbs annual support, nrmantmetiod.y If thei | | b
averaged amount does not ac c uualzitcenstgncesef | ect
because the household has experienced a substantial increase or decrease in business,
calculate the self-employment income based on anticipated earnings.

3. When Self-Employment Income Is Only Part of Total Income

When self-employmenti ncome i s intended to meet the h
of the year, average the income over the period of time it is intended to cover.

4, Income from New Business

I f a hous-emhpoymerd enterpresd Has been in existence for less than a year,
average the income from the self-employment enterprise over the period of time the
business has been in operation and project the monthly amount for the coming year. If
the business has been in operation for such a short time that there is insufficient
information to make a reasonable projection, the household may be certified for SNAP
for less than a year, until the business has been in operation long enough to establish a
pattern of average income.

E. Special Income Consideration
1. Rental Property

Income from rental property always has the cost of doing business deducted. If a
member of a household is actively engaged in the management of the property at least
an average of 20 hours per week, the 20% earned income deduction may be allowed.
The income would be considered earned income. If the 20 hours per week criterion is
not met, the net income is considered unearned.

2. Capital Gains

The proceeds from the sale of capital goods or equipment are calculated in the same
manner as a capital gain for federal income tax purposes. Even if only 50% of the
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proceeds from the sale of capital goods or equipment is taxed for federal income tax
purposes, the caseworker shall count the full amount of the capital gain as income.

3. Internal Revenue Service Publications

IRS Publications 17, 334 and 533 provide detail on taxing self-employment income.
They are available from IRS information offices.

F. Cost of Producing Self-Employment Income

1. When a member of the household receives income from self-employment, he/she shall
be required to keep a record of expenses incurred in the production of this income.

2. Expenses
a. Allowable costs of producing self-employment income include, but are not limited
to:
D Identifiablecost s of | abor (salaries, employ

etc.);

2) Stock, raw materials, seed and fertilizer, feed for livestock;

3) Rent and cost of building maintenance;

(4) Business telephone costs;

(5) Costs of operating a motor vehicle when required in connection with the
operation of the business;

(6) Interest paid to purchase income producing property;

@) Insurance premiums and taxes paid on income producing property;

(8) Costs of feed for work stock; or

(9) Costs of meals and equipment for children for whom day care is provided
in the applicant/recipientds home.

b. Unallowable Deductions

The following items are not considered as a cost of producing self-employment
income:

D Payments on the principal of the purchase price of income producing real
estate and capital assets, equipment, machinery, and other durable
goods;

2) Net losses from previous periods;

3) Federal, state, and local income taxes, money set aside for retirement
purposes, and other work related personal expenses (such as
transportation to and from work). These expenses are accounted for with
the 20% earned income deduction in SNAP;

4) Costs of producing home produce intended for family consumption;

(5) Family living expenses; or

Tennessee Department of Human Services
Supplemental Nutrition Assistance Program (SNAP) Policy Manual
April 2016 Pagel67



Supplemental Nutrition Assistance Program (SNAP) Policy Manual

(6) Depreciation.
G. Determining Monthly Income When Averaged

For the period of time over which self-employment is determined, add all gross self-employment
income (including capital gains), exclude the costs of producing the self-employment income,
and divide the self-employment income by the number of months over which the income will be
averaged.

If a self-employment farm enterprise has received at least $1,000 in gross annual proceeds and

its costs of producing the self-employment income exceeded the gross proceeds, deduct these
excess costs from the househol dds other gross
of excess costs to be excluded as follows:

1. Subtract the costs of producing the farm income from the gross farm proceeds;

2. Divide the excess costs (loss) by the number of months over which the income would
have been averaged. The result is the monthly amount of excess costs to be excluded
fromthe househol ddéds other income.

3. If the household has self-employment income from farming and another type of self-

employment enterprise, compute these incomes separately, since the excess costs of
producing non-farm self-employment income cannot be excluded from other household
income.

Example: Mr. Green is a self-employed farmer, who applied for SNAP for his four-

person household in July, 1997. Mr. Green made $2,000 from his farming enterprise

during the last year. His costs of producing that income were $2,720 for that same time
period. Mr. Gr eenos -timeaharesthwamteausd,earns 832Kkper par t
month. Determine the gross monthly income as follows:

Mr .  Gr e e n 6 sEmfoymmentd-ar8 mdorhe: 2,000.00
Costs of Producing Farm Income: - 2,720.00
Excess Costs (Loss) - 720.00

Annualize the excess costs: $720 divided by 12 = $60 monthly loss

Jamesd6 Ear ni n3e.00

Monthly Loss - __60.00
Gross Monthly Income 260.00
When comput i n@SNARbudgeGapmyahe éasned income deduction to
James6 total gr oexdudiegdhe excessgasts.pr i or t o
James6 Earnings: $320 x 20% = $64 Earned ir

In this situation, the budget will show $260.00 gross earnings with a $64.00 earned
income deduction.
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Example: Mr. Brown is a self-employed farmer. His gross proceeds for the preceding
year were $5,000.00, but his costs of producing this income were $6,200.00. Mr.
Brownds mot her , Anni e Brown, who i s a house
SSA. Compute Mr.Brown 6 s mont hly excess costs as foll
Self-Employment Farm Income 5,000.00

Costs of Producing Income: - 6,200.00

Excess Costs (Loss) - 1,200.00
Annualize the excess costs: $1,200.00 divided by 12 = $100 .00 monthly loss

Anni e Br own6s 305.80A
Monthly Loss -100.00
Gross Unearned Income to be used in budget 205.00

There will be $0 Gross Earnings and $0 Earned Income Deduction
H. Determining Monthly Income When Anticipated

For those households whose self-employment income is not averaged, but instead is calculated
on an anticipated basis, add any capital gains the household anticipates it will receive in the
next 12 months (starting with the date the application is filed). Divide this amount by 12. Use this
amount in successive certification periods/months during the next 12 months, unless the
anticipated amount of capital gains changes. Add the anticipated monthly amount of capital
gains to the anticipated monthly self-employment income and subtract the cost of producing the
self-employment income. Except for depreciation, calculate the cost of producing the self-
employment income by anticipating the monthly allowable costs of producing the self-
employment income.

If the household anticipates that it will receive at least $1,000 gross proceeds from a self-

employment farming enterprise during the next 12 months, and it anticipates that the costs of
producing this income will exceed the income produced, exclude these excess costs from the
househol dbés other i ncome. Determine the mont hl

1. Subtract the anticipated costs of doing business for the next 12 months from the gross
anticipated farm income for the same period;

2. Divide the result by 12. This amount is the monthly excess costs (loss) to be excluded
from the househol dds other monthly income;

3. If the household has income from more than one self-employment enterprise, compute
the farm income and excess cost separately, because the non-farm losses cannot be
deducted from other income.

. Households with Boarders
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1. Households that take in boarders or that operate commercial boarding houses are considered
self-employed. Identifiable expenses are allowed as costs of doing business, as in any self-
employment.

2. Determining Income for Household
a. Income from Boarder

The income from boarders (self-employment income) includes all direct payments to the
household for room and meal s, including cor
expenses. Shelter expenses paid directly by boarders to someone outside of the

household are not counted as income to the household.

b. Cost of Doing Business

After determining the income received from the boarders, exclude that portion of the
boarder payment which is a cost of doing business. The cost of doing business is equal
to one of the following, provided that the amount allowed as the cost of doing business
does not exceed the payment the household received from the boarder for lodging and
meals:
8} the cost of the Thrifty Food Plan for a household size that is equal to the
number of boarders; or
(2) the actual documented cost of providing room and meals if applicant
claims actual costs exceeding the Thrifty Food Plan. If actual costs are
used, the only separate and identifiable costs of providing room and
board to the boarder are excluded.

C. Deductible Expense

The net income from self-employment is added to other earned income and the earned
income deduction is applied to the total.

d. Shelter Costs
Shelter costs the household actually incurs, even if the boarder contributed to the
household for part of t he houtedihdeterohivesithe hel t
household will receive a shelter deduction. However, the shelter costs cannot include
any shelter expenses directly paid by the boarder to a third party, such as the landlord or
utility company.

Note: A boarder is not eligible as a SNAP household in his/her own right.
However, the boarder can be a household member at the request of the
household providing the boarder service.
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CHAPTER 27: Treatment of Income- Income of Resident Farm Laborers,
Migrant Households, School Employees and Other Contractual Employees

A. Resident Farm Laborers
1. Stable Income - Single Employer
Farm Laborers whose primary source of income is from regular farm employment with
the same employer are normally employed for the entire year and receive a regular

monthly salary.

When the income is regular and does not vary from month to month, the monthly income
figure will be used to determine the benefit level for the entire certification period.
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2. Irregular Income - Single Employer

In some instances, the laborer is paid for work done only during the work season, but

resides year round on the farm and may receive advance or deferred payments,
(someti mes known as i{work seasanhSome,difficlty mayrbg t h e
experienced in assigning an income figure to the farm worker whose income is high

during the work season and correspondingly low during the non-work season when

income is only from advance or deferred payments.

3. Regular or Irregular - Multiple Employers

When a farmer laborer works regularly for more than one employer, the total income
from all employers must be determined and then it is treated in the same manner as that
received from a single employer. If work for multiple employers is irregular, the SNAP
certification period should reflect actual income or a variable basis of issuance should be
assigned.

B. Migrant Farm Laborers
1. Expedited Service

Migrant farm laborers usually have little or no income when entering an area and may
qualify for expedited services

2. Resources

It must be determined whether migrants have out-of-state resources or income from real
property in the home base area. A migrant family is permitted one home and lot as an
exemption from resources, as any other household.

Example: If the applicant has a home and lot in Texas and does not own a residence in
Tennessee, the Texas home will be exempted as a resource. It must be determined
whether out-of-state real property is being rented or is producing income. If such
property is producing income, such income must be added to all other household income
in determining eligibility and basis of issuance for SNAP.

3. Employment and Training

Employable members of migrant households who are not employed at least 30 hours a
week or receiving weekly earnings equal to the federal minimum wage multiplied by 30
hours must register for and accept suitable employment in the same manner as other
persons.
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Migrants who have a contract for work (whether written or verbal commitment) are
considered employed and are exempt from registering for work if the minimum 30 hours
per week requirement is met.

There are some conditions that could prevent migrants with employment secured from
being able to start working; such as inclement weather, delay in crops, etc. As these
conditions change, they will be able to start working. Migrants in this situation should be
considered employed and working as specified in Administrative Policies and
Procedures: 24.00.

4, Income of Children in Migrant Households

The earned income of a student under 18 years of age is exempt and must be

di fferentiated from the rest of t hédenkifiedus e hoc
as being earned specifically by a student, the total income shall be prorated equally

among the number of household members working and exclude that portion allotted to

the student. This provision applies to students who are currently attending school and

those who plan to return to school after academic breaks. Individuals are considered

children for purposes of this provision if they are under the parental control of another
household member.

C. School Employees
1. General Provisions for Income Averaging

Households that derive their annual income in a period of time shorter than one year
shall have that income averaged over a 12-month period, provided the income is not
received on an hourly or piece-work basis. This provision includes teachers and other
school employees who are under a contract which is renewable on an annual basis.
Such members will be considered to be receiving compensation for an entire year even
though predetermined non-work periods are involved or actual compensation is
scheduled for payment during the work periods only.

2. Contract Renewal
The renewal process may involve a signing of a new contract each year; be
automatically renewable; or, in cases of school tenure, rehire rights may be implied and
thus preclude the use of a written contract altogether.

3. Work-Non-Work Cycle
The fact that such a contract is in effect for an entire year does not necessarily mean
that the contract will stipulate work every month of the year. There may be certain

predictable non-work periods or vacations.

4, Income
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Income from such a contract will be considered as compensation for a full year
regardless of the frequency of compensation as stipulated in the terms of the contract,
as determined at the convenience of the employer, or as determined at the wish of the
employee.

5. Determination of Eligibility, Basis of Issuance, and Certification Periods

The annual income household members received from contractual employment

described above shall be averaged over a 12-monthper i od t o det er mi ne
average monthly income. To determine the ho
income from other household members will be added to this average monthly income

and income exclusions and deductions applied in the normal manner.

6. Exception

Policy as stated in Section Determination of Eligibility, Basis of Issuance, and
Cetrtification Periods above, does not apply to recipients of emergency SNAP assistance
issued under an FNS declared disaster. In case of emergency SNAP assistance, special
rules apply which are dictated at the time of the emergency.

CHAPTER 28: Treatment of Income i Standards

This section discusses the standard of need and income in the SNAP Program.
A. SNAP Gross Monthly Income Standard
The gross monthly income standard is used only as an eligibility limiting factor; it is not used to

determine the actual amount of the allotment. This standard does not apply to households which
contain an elderly or disabled member.
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I f the householdés gross monthly i ncome
standard for the number of persons in the household, the household is not eligible for
SNAP.

I f the househol doés (bgforeodeductionsg) is egndl ty or iess thanrthe
gross income standard for the number of persons in the household, the household may
be income as instructed below i Net Monthly Income Standard.

B. Net Monthly Income Standard

The net monthly income standard is used to determine whether a household is eligible. It is not
used to determine the actual amount of the SNAP allotment. This standard applies to all
households.

1.

I f a househol dng &fteaexcusidnsaand dedudtiong) exceeds the net
monthly income standard for the number of persons in the household, a household is not
eligible for SNAP.

I f a househol ddés available income (after

than the appropriate net monthly income standard for the number of persons in the
household, the household is eligible for SNAP allotment.

C. Basis of Coupon Issuance i Value of Thrifty Food Plan

The Thrifty Food Plan shows the maximum SNAP allotment that can be authorized for a
household of

any given size, and is used to determine the actual amount of the SNAP allotment for which the
household qualifies.

D. SNAP Deductions

SNAP deductions include:

1.
2.
3.

Standard deduction

Dependent care deduction

Shelter deduction

E. SNAP Utility Allowance

The standard utility allowance is used for households that incur a major heating or cooling
expense.

The Basic utility allowance standard is used for households that are not eligible for the SUA but
do incur utility costs such as electricity, water/sewage, garbage, etc. The BUA must include
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expenses for at least 2 utilities. The household would not be eligible for the BUA if a telephone

was the only utility expense.

F. SNAP Standard Telephone Allowance

The Standard Telephone Allowance Table is used for households not eligible to claim the

regular utility standard, but wish to claim telephone expenses.

G. Homeless Household Shelter Standard

The Homeless Shelter Standard table provides an estimate is to be used for homeless

households which incur or expect to incur shelter costs during the month. The Homeless Shelter

Standard is $143 for all HH sizes.

H. Information for Computing SNAP Allotments

To det er mi ne SNAMallomemr hsing tile@asis of Issuance Tables:

1. Calculate the househol dds net monthly incon

2. Compare the househol dds net monthly income
income standard, Column C, below.

3. I f the househol doé slanger than the figurenshoywn in @oturamCe thei
household is ineligible.

4, I f the householdbés net monthly income i s sn

Column C, the household is eligible. Find the allotment by reading in the table down to

the appropriate household size.

Maximum Gross Monthly Income
Elderly/Disabled

Separate Household*

165% of Poverty

HH Size |Column A
1 1,605
2 2,163
3 2,722
4 3,280

Maximum Gross
Monthly Income*
130% of Poverty

Column B
1,265
1,705
2,144
2,584

Maximum Net
Monthly Income
100% of Poverty

Column C
973
1,311
1,650
1,988
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3,838
4,396
4,955
5,513
Each Add. + 559

00N O Ol

3,024
3,464
3,904
4,344
+440

2,326
2,665
3,003
3,341
+339

*Maximum Gross and Net Monthly Income figures are used to determine eligibility, only.

GUIDES: Basis of Issuance Chart 1
Basis of Issuance Chart 2
Memo FS-13-06

CHAPTER 29: Expedited Households

This section discusses the special application processing procedures and treatment of income for

certain types of households.

A. Households Eligible for Expedited Service

The following householdsdé eligibility wil!/ be
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1. households with less than $150 in countable monthly gross income and whose total
liquid resources do not exceed $100;

2. migrant and seasonal farmworker households who are destitute as defined in Chapter
30, Definitions of Destitute Migrant or Seasonal Farmworker Households, and whose
total liquid resources do not exceed $100;

3. eligible households whose monthly rent or mortgage costs, together with its utilities,
based upon actual costs or the standard utility allowances, exceed the combination of
the householdds | iquid resources and léets gr
under SNAP rules.

B. Prescreening

The county officebs application prsoreem)hlir es mus
households eligible for expedited service at the time the household requests assistance. To

meet this requirement, the receptionist, volunteer, intake worker, or other employee will be

responsible for screening applications when they are filed in the county office or when

individuals request application information by telephone.

1. Pre-Screening Process

The person conducting the pre-screening interview will inform the individual of his/her
rights as a SNAP applicant and will provide him/her with an application form. When the
household contacts the wrong office, the receptionist will refer the household and
forward the application to the correct office using the forwarding instructions outline in
Chapt er 3FbingamAgpdicationd .

2. Documentation of Pre-Screening

Document each initial contact made (telephone, in person, or by mail) on the application
form. Indicate the action taken as a result of each contact (i.e., application mailed or
given, appointment date scheduled, or household referred to a worker).

Once the receptionist (or anyone responsible for screening contacts) identifies a
household who may be eligible for expedited service, if an application is filed, an
eligibility counselor will interview the household. If the household identified as being
eligible for expedited service is a migrant or seasonal farmworker household, the
counselor will determine if the destitute criteria apply. (Refer to Chapter 28 under
Destitute Migrant & Seasonal Farmworker Households.) If the household has filed an
application, schedule the interview as soon as possible so that eligibility may be
determined and the benefits received by the household on or before the seventh
calendar day following the application date.
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If the household has filed an application in person, determine if they are able to stay for
an interview.

3. Incomplete Application Forms

In some instances, the county may receive an incomplete application form by mail, and
will be unable to determine eligibility for expedited service. In those instances, the county
office should contact the household. If the county office is unable to contact the
household to determine that the household is eligible for expedited service, follow
normal certification procedures.

4. Complete Application Forms

If the application received by mail, online, fax or other electronic transmission is
complete, prescreen it for expedited service entitlement according to items (1) and (2)
above. If there is sufficient information to determine entitlement to expedited service,
contact the household by telephone and interview them as soon as possible; so that the
benefits will be received by the household on or before the seventh calendar day
following the application date.

C. Monitoring

1. The front-line supervisor is responsible for designating an employee to perform the initial
pre-screening task and must ensure that pre-screening is applied to every SNAP inquiry.

2. The first-line supervisor will ensure that all households filing an application and qualifying
for expedited service are processed within the timeliness standards outlined in
Processing Standards below. When the application is received, it must be date stamped
and procedures established to ensure that it is processed timely. District Directors will
review each countybs expedited processing p
where non-compliance with pre-screening procedures is noted, corrective actions must
be taken immediately.

D. Processing Standards

For households entitled to expedited service, the county office will determine eligibility timely
enough for the household to receive the benefits on or before the seventh (7th) calendar day
following the application date. Expedited service timeliness standards do not begin until the
household files an application.

Note: If they do not have an EBT card then the application would need to be completed on or
before the 4th calendar day to ensure that the card and benefits would be received by the 7th
calendar day.

E. Late Determinations
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When the pre-screener (Refer to Chapter 29 Prescreening) fails to identify a household as
eligible for expedited service, and the eligibility counselor subsequently discovers that the
household is entitled to expedited service, the household must receive benefits on or before the
seventh day following the date of discovery.

F. Determining Income for Expedited Service Household
1. Non-Destitute Expedited Service Households

Determine eligibility and calculate benefit levels for all non-destitute households eligible
for expedited service in the same manner as for any other household.

2. Destitute Migrant and Seasonal Farmworker Households

a. Determine eligibility and calculate benefit levels for households meeting the
terminated income source criteriashowninChapt er 30 under ATe
| nc ome Sforthe ap@ication month by considering only income received
between the first of the month and the application date.

b. Disregard any income received after the application date for households meeting
the new income source criteriainCh apt er 30 under fANew Sol
C. For households meeting both source criteria, i nChapt er 30 under @A

S o u r_ccensider the income if it is received between the first of the month and
the application date; disregard any income received after the application date.

Exceptiond Travel Advances

Someemployers provide travel advances to cover n
new employees must travel to the new employment location. To the extent that travel

advances are excluded as reimbursements, they will not be considered as income and

will not affect the destitute household determination. However, travel advances

designated by written contract as a wage advance, to be subtracted from wages earned

later by the employee, must be considered as income. In addition, the receipt of a wage
advance for a new employeeds travel costs v
subsequent payments from the employer are from a new source of income, or whether a
household is considered destitute.

Example: Mr. Johnson applies on May 10 and has received a $50 advance for travel
from his new employer on May 1, which by written contract is an advance on wages. He
will not receive any other wages from the employer until May 30, and his household has
no other source of income. Consider the household destitute. Disregard the May 30
payment, but count the wage advance received prior to the date of application.

3. The income procedures for destitute households apply to initial application and at
recertification, but only for the first month of each certification period. At recertification,
disregard income from a new source in the first month of the new certification period if
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income of more than $25 will not be received from this new source by the 10th calendar
day after the householdds nor mal i ssuance o

Example:At recertification on June 5, the migr
only source of income from an apple grower was terminated on June 4 and the last

paycheck was received on that date. The household expects to receive a check from a

new grower on July 16, which is more than 1
Disregard the check from the new source in July.

G. Expedited Procedures for Households Applying through the 15" of the Month

1. Expedited SNAP applications, with all required verifications for ongoing eligibility and
determined eligible are issued benefits for the month of application, given a normal
reapplication (recertification) period, and will receive future benefits in the staggered
issuance cycle.

2. Expedited SNAP applications without verifications required for ongoing eligibility, but
eligible according to expedited criteria are issued benefits for the month of application
and given a normal reapplication period. Issuance is set for the month of application
only. Future issuances are withheld pending required verification.

a. When verifications are provided before cut-off in the month of application and the
case continues to be eligible, the secol
staggered cycle.

b. When the verification is provided aftercut-of f , t he second month

occurs in the first daily batch after the verification is entered.
H. Expedited Procedures for Households Applying After the 15" of the Month
Expedited SNAP applications determined eligible, with or without all the verifications required for

ongoing benefits are issued benefits for the prorated application month and the first recurring
month at the same time. The case is given a normal issuance cycle.

1. Applicants that provide all the required verifications prior to cut off of the second
month, the third monthés benefits (eecul
cycle.

2. For applicants that are interviewed and provide all the required verifications after
cut off of the second month, the third 1

working day of the third month.

3. For applicants that fail to be interviewed or provide all the required verifications
within the initial or following month, the system will automatically close the
assistance group.
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4, For applicants that have an outstanding SNAP claim and recoupment is
appropriate, recoupment will begin-the
and-a-half issuance. (Refer to Chapter 29 under Optional Certification Periods)
for special postponed verification procedures.)

5. When receipt of the verification is postponed from sources within the state for
migrant households follow procedures in (3) above.

6. When the verification is postponed from out-of-state sources for migrant
households:
a. i ssue their prorated initial mont hos
timeframe;
b. i ssue their second mont hds bel
of the second calendar month; and
C. i ssue their third mont lgdaysfronetheef i t s wi

receipt of the postponed out-of-state verification, or on the first actual
working day of the third month, whichever is later.

I. When Expedited Procedures Apply

Expedited procedures apply at initial application only for the first month of the certification
period. Households that reapply for SNAP during the last month of their certification period for
the following month are not entitled to expedited services at reapplication.

J. Verification for Expedited Service
1. Required Verification

The househol dds identity must be verified t
documentary evidence. The hous ewhodompetdthed e nt
application. Examples of acceptable documentary evidence which the household may

provide include, but are not limited to:

a driveroés Ilicense

work or school ID

voter registration card; or

: birth certificate

The worker must verify factors other than identity provided that verification can be
accomplished within expedited processing.

coop

Note: If we interview someone other than the person who completed the application,
their statement of name, date of birth and social security number can be compared with
current or previous ACCENT records, but we need to confirm who are talking to and
document that we have done so.
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2. Social Security Numbers

Households entitled to expedited service are not required to furnish or apply for a social
security number prior to certification. However, these households must furnish or apply
for a social security number at the county office for each household member prior to their
second issuance. Those households who must apply for social security numbers will
remain eligible to participate while awaiting receipt of the social security number.

3. Income and Residency

Al reasonable efforts wildl be made to veri
residency and other factors of eligibility through a collateral contact or readily available
documentary evidence, provided it can be done in sufficient time to meet the expedited
processing standards. However, benefits must not be delayed beyond the delivery

standard described in Chapter 29 under Processing Standards solely because income or
residency has not been verified.

4. Resources

Households entitled to expedited service must meet the resource criteria in Chapter 14
under Resource Eligibility Standards, although verification of resources may be
postponed as discussed below under Postponed Verification.

5. Work Registration

Work registration requirements must be satisfied for those persons required to register
for work (Chapter 9 Work Registration) prior to certification under the expedited service
criteria.

6. Postponed Verification

Other than the factors discussed in Chapter 29 under J. Verification for Expedited
Serviceda n dncdine and Re s i d dseec#$ above), all other verification may be
postponed to expedite certification. However, verification should be completed if the
household is able to provide all needed verification in time to meet the expedited
processing standard.

Non-Migrant households who are certified for more than one month must provide all
postponed verification within 30 days of the application date to receive the second
mo nt h 6 s -gang, denefits.

Migrant households who are certified for more than one month must provide postponed
verifcat i on from sources within the state befo
issued. They must provide all verification from out-of-state sources before the third

mont hds benefits can be issued.
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Migrants are entitled to postpone out-of-state verification only once each season. If a
migrant household requests expedited service during the current season, out-of-state
verification can be postponed only for the

K. Certification Periods
1. Normal Certification Periods
Assign normal certification periods to households that have been interviewed, are

certified on an expedited basis and have provided all necessary verification required in
Chapter 38 Verification Procedures, prior to certification.

2. Applications after the 15th of a Month

Assign at least a two-month certification period to eligible households who apply after
the 15th of the month.

3. Optional Certification Periods 8 Postponed Verification
a. Assign the HH a certification period using the following options:

(2) Certify the household only for the month of application, unless the
application was filed after the 15th of the month;
2) When the HH apples after the 15th of the month, certify the household for
at least two months (month of application and the following month);
3) Assign a normal <certification period
would otherwise warrant it. Do not issue benefits for the second month
until after all postponed verification is provided.

b. When receipt of verification is postponed, provide the household with a notice
indicating the following:

(2) Benefits have been approved, however, verification must be provided or
no further benefits will be issued;

(2) If verification is postponed, what verification is needed and that
no further benefits will be issued until the postponed verification is
provided;

3) That in cases where the household has been assigned a certification
period longer than one month, the household has thirty (30) days from the
application date to provide the postponed verification; and

4) That if the verification results in
benefit amount, the change will be made without advance notice of
adverse action.

(5) Special Instruction for Migrant Households:
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When assigning a certification period longer than one month, migrant
households eligible for expedited service and applying after the 15th of a
month will be notified in writing that:

A they must provide postponed verification from sources
within the state before a secc
issued;

A they must provide all verification from out-of-state sources
before being issued benefits for the third month; and

A if the verificatonre sul t s in a change in
eligibility or benefit amount, the change will be made
without advance notice of adverse action.

C. Do not issue ongoing benefits until all postponed verification is provided. Once
the verification is provided, authorize benefits either:

8} within five (5) working days from receipt of the verification; or
2) by the first working day of the ongoing month, whichever is later.

d. There is no limit to the number of times a household may be certified under the
expedited procedures, so long as, prior to each expedited certification, the
household either:

8} completes the verification requirements that were postponed expedited
certification; or

(2) was certified under normal processing standards since the last expedited
certification.

Example: A household was certified under the expedited procedures in February. The
household again requests expedited services in March. I't must provide F
verification first, or be certified under normal standards. If the household did not request
expedited service until September, it could be eligible for expedited if it:

Aprovides Februarybs postponed verif
A has been certified under the normal certification procedures in the
interim.

Note: If neither of these circumstances occurred, the household is not
entitled to expedited services.

4. Ineligible for Expedited Service
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Process applications according to normal standards for households requesting, but not
entitled to, expedited service.

Chapter 30: Destitute Migrant or Seasonal Farmworker Households

A. Definitions of Destitute Migrant or Seasonal Farmworker Households

Migrant or seasonal farmworker households may have little or no income at the time of application and
may need immediate food assistance, even though they receive income at some other time during the
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month of application. Such households are considered destitute when their resources do not exceed
$100 and:

1. their only income for the application month is received from a terminated source prior to
the application date: or

2. their only income for the application month is from a new source and not more than $25
from the new income source will be received by the 10th calendar day after the
application date; or

3. their only income for the application month is received both from a terminated and a new
source as described above.

B. Source of Income Defined
A migrant or seasonal farm workero6s source of inc
migrant is working at a particular point in time, and not the crew chief. A migrant who moves from one

grower to another is considered to have moved from a terminated to a new income source.

C. Terminated Income Source

1. Terminated income source is defined as follows:
a. income that was received prior to the date of application from a terminated
source; and
b. income that is received monthly or more frequently, but will not be received again

from the same source in the month of application or in the month following
application; or

C. income that is normally received less often than monthly, but will not be received
in the month the next payment is normally received.

2. Destitute households to whom terminated income source provisions apply include
migrant households which have received their last wages from a grower, or seasonal
farmworkers who have received their last wages for a crop season. Such households
are provided expedited services because they may be without income for some time,
and may not be able to wait as long as 30 days for food assistance.

Example: A mi grant far mworker househol dds only
peaches for a grower. The household has no liquid resources and receives its last check
from the peach grower in the amount of $270.00 on July 10, when the job is completed.

The household applies for SNAP on July 12. The members will not be returning to work

for this grower during the application month or the following month. The household is
destitute and eligible for expedited service.
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Note: When determining whether the household will receive more income from the same source
during the balance of the application month or during the following month, follow the guidelines
in Chapter 22 Treatment of Income: F. Anticipated Changes and Benefit Amount.

D. New Source

1.

Definition
Il ncome is considered to be from a Anew

a. income of more than $25 will not be received from the new source by the 10th
calendar day following the date of application; and

b. the income normally is received on a monthly basis or more frequently, and no
more than $25 has been received from that source within 30 days prior to the
date the application was filed; or

C. the income normally is received less often than monthly, and no more than $25
was received within the last normal interval between payments.

Destitute households may expect to start receiving income from a new employer, but
may be totally without income for a number of weeks before the new income begins.
Therefore, they may be unable to meet their current food needs and are eligible for
expedited service processing.

Example: A household applies for SNAP on July 15. The family has no liquid resources
and their sole source of income wil/| be
harvesting corn for his new employer. He will begin work on July 20 and will not receive
his first pay until July 29. The family will have no other income from the new source
within 10 days from the date of application. This is a destitute household and eligible for
expedited service.

E. Both Sources

Households may receive income both from a terminated source prior to the date of application
and/or from a new source after the date of application. Such households are considered
destitute if they receive no other income in the month and income of more than $25 from the
new source will not be received by the 10th day after the date of application.

CHAPTER 31: Periods of Eligibility

This section outlines Departmental policies concerning the establishment of periods of eligibility for
households requesting SNAP from the Department of Human Services.

sour

t
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A. Establishing Certification Periods

The period of eligibility for a SNAP household is its certification period. Definite periods of time
are established within which a household shall be eligible to receive benefits. At the expiration
of each certification period, entitlement to SNAP benefits ends. Benefits shall not be continued
beyond the end of a certification period without a new determination of eligibility, even if the
household has requested a fair hearing of an adverse action.

SNAP certification periods shall conform to calendar months. The month of application shall
generally be the first month of the certification period for initial applications if the household is
eligible for benefits the month of application even if the benefits prorate to zero and even if the
householdbs eligibility is determined in a
certification period will begin with the month following the last month of the previous certification
period.

Example: A household submits an initial application in January and the application is not
processed until February. If the household is eligible for January, a twelve-month certification
period would include January through December.

B. Determining Length of Certification Periods for SNAP Households
Households shall be assigned the longest certification periods possible based on the
predictability of the householdbds circumst a
specified otherwise is 12 months.

All cases can be certified for 12 months unless the caseworker determines that a shorter

sub

nce

certification is warranted based on the househ

months can be considered simplified reporting households unless self-employment is the only
earned income in the case. Simplified reporting households certified more than 6 months, other
than households whose only adult members are elderly or disabled with no earned income,
must satisfy interim/periodic reporting requirements to receive benefits beyond the 6th month.

GUIDE: Bulletin27 FA-11-16
Bulletin 14 FA-09-10

1. As a result of anticipated changes, the

h ou

application may differ from its entitlement

allotment will vary from month to month within the certification period to reflect changes
anticipated at the time of certification, unless the household elects the averaging
techniguesinChapter 22 under fADetermination of

2. Certification Periods

a. Non-Simplified Reporting Cases.
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Cases certified 1-3 months are not considered simplified reporting and must
report all required changes within 10 days. Households consisting of ABAWD
individuals may be given a certification period based on their remaining months
of eligibility.

Households that have Self-Employment Income as the only earnings may be
certified for 12 months. They are not considered simplified reporting cases and
must report all required changes within 10 days.

b. Simplified Reporting Cases

Cases certified at least 4 months other than cases with only self-employment
income are considered simplified reporting cases. Simplified reporting cases are
only required to report if their income goes over the gross income limit of the
household size that existed at the time of its most recent certification or
recertification; and if an employed ABAWD members hours go below an average
of 20 per week/averaged monthly or 80 per month- if their employment is what
was exempting them from the ABAWD time limit. The maximum certification
period, unless specified otherwise, is 12 months.

Simplified reporting cases certified for more than 6 months, other than those

whose only adult household members are elderly or disabled without earned

income, have a simplified reporting form completion requirement. (A partial

mont hds benefit is considered a month e
Simplified reporting households with a simplified reporting form completion

requirement will be notified of the requirement to provide the form, attach

required verification, and return this information to the county office as requested.

Households whose only adult members are elderly or disabled household
members without earnings will be considered as being simplified reporting but
will be treated differently from all other simplified reporting cases. The treatment
of these households will be as follows:

D These households may be certified for 12 months without having to
complete a simplified reporting form during the 6th month.

2) Reporting requirements

Households whose gross monthly income is over the gross income
standard (but not the net income standard), at the time of the most recent
action, have no further reporting requirements until renewal.

Example: A two person household (husband is 65 and wife is disabled) apply

for benefits. The wife receives $579 SSA and the husband receives $400 in SSA

and $1000 in retirement benefits. The |
$1979 which is over the gross income standard of $1705 for a two person
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household. The household is subject to the net income standard only. If after
the budget is worked and the household is eligible, the household would not have
any reporting requirements until renewal.

Households with income at or below the gross income limit, at the time of the
most recent action, must report if their income goes over 130% of the poverty
level for their household size. Once the worker acts on the change, if the
household remains eligible, there is no further reporting requirement until
renewal.

Example: Anindividual, age 64, applies for benefits. At application the only
household income is SSA of $800 a month. If otherwise eligible, the household
is assigned a twelve month certification period and placed in SR. As the
househol dbs countable gross monthly inc:
for a one person household ($1265), the household is required to report when
their gross monthly income exceeds the 130% standard. Two months into the
certification period, the household reports the receipt of a $400 monthly private
retirement benefit. The total income for the household is now $1200 a month
which is over the 130% standard of $1265. After the budget is worked and the
household remains eligible, the household has no further reporting requirement
until renewal.

C. Special Circumstances

D If an active SNAP SR household applies for another program (like FF)
during the certification period, we can recertify (if all information
necessary is provided) the FS case at that time. The worker would give
the household a twelve month certification period at renewal, which
makes them continue to be SR and subject to those requirements. The
case is actively certified when the household applies for the other
program and we cannot require the household to be recertified at that
time if the household chooses not to do so nor can we penalize the
household by closing the case. Any reported changes must be acted
upon.

(2) If a household has a one-time medical expense that could be prorated
over the certification period, the certification period that allows the
individual to be eligible should be approved. In some cases it would not
be beneficial to the household to have a 12 month certification period; but
a lesser certification period would make the household eligible. The case
worker would give the lesser certification period.

3) I f a householdbds circumstances warra
household loses the reporting criteria for SR.
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Note: If a household no longer qualifies as a SR case during the
certification period, the household will retain the SR status through the
certification period.

CHAPTER 32: Transitional SNAP benefits

This section outlines the eligibility requirements for Transitional SNAP benefits, formerly known as
Transitional Food Stamp (TFS) benefits.

A. Eligibility Requirements
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A Families First group with earnings whose case is closed because their income exceeds the
Families First income standards may be eligible for five months of Transitional SNAP (TFS) if
they are part of a currently certified SNAP case. The Families First closure may be because of
new or increased earnings or because other changes within the Families First case may cause
the current earned income shown in the FF budget to be over the FF standards.

Example: FF case has 3 people with earned income. A child was removed from the FF grant
due to age. The income stayed the same but due to the decrease in the number in the grant;
the income was over the standard. The child continues to be in the SNAP household.

1. Transitional benefits begin the first month following closure of the Families First case, or
as soon as is administratively feasible, and continue for a maximum of five months.
2. A household member who leaves the Transitional SNAP household during receipt of

Transitional benefits must re-apply for regular SNAP benefits in order to regain SNAP
eligibility. He/she may not continue to receive Transitional SNAP benefits in a separate

household.

3. Transitional benefits continue throughout the five-month period unless the household re-
applies and is approved for Families First or re-applies for regular SNAP benefits.

4, Only eligible SNAP household members are eligible for Transitional SNAP; i.e., ineligible
or disqualified individuals are not eligible for Transitional benefits.

5. All SNAP household members do not have to have been receiving Families First to be
eligible for transitional benefits.

6. If there is an open Families First case remaining within the SNAP household, the SNAP

household is not eligible for Transitional benefits.

GUIDE: Bulletin No. 14, FA-12-06

Example-Client has an open FF case for herself and her 3 children. Client also has a
child only FF case open for her 2 nephews. Client goes to work and the income exceeds
the GIS for her and her 3 children. Since her income does not count, the child only case
remains open. Since the child only open case remains open, no TFS will be issued.

B. Determining the Transitional SNAP Benefit

1. Determine the Transitional SNAP allotment by using the earned and unearned income
that was in the SNAP budget prior to Families First closure and removing only the
Families First grant. The transitional benefits budget is frozen and would contain all
other income that was in the budget prior to the closure, even if the worker knows that
another source of income has ended.

GUIDE: Bulletin No. 14, FA-12-06

Example: Recipient receives Families First and SNAP. FF case closes due to
empl oyment earnings as a better job was obt
have the FF grant removed and the old income from previous job would remain.
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2. Assign the household a new certification period that conforms with the five-month
transitional period.

C. Changes

1. A Transitional SNAP household is not required to report changes during the five-month
period.

2. The TFS household may apply to be recertified for the regular SNAP Program at any
time while receiving Transitional SNAP.

3. A TFS household that wishes to increase the level of SNAP benefits because of
changes that have occurred must re-apply for recertification through the regular SNAP
Program. This includes changes such as an increase or decrease in household size or
loss of earnings or other income.

4, When someone leaves a TFS household, do not remove the individual or change the
TFS benefit unless the individual who left either re-applies for SNAP on his/her own or is
added to another SNAP household. When that person leaves his/her income would be
removed and the TFS budget would be adjusted.

5. If the Transitional SNAP household reports any changes in household circumstances to

the worker during the five months of TFS.

a. Record the changed information on CLRC.

b. Take no action on the Transitional SNAP case unless the client wants the case
closed or re-applies for the regular SNAP Program and/or Families First and is
approved.

C. Apply the change to the regular SNAP benefits following the TFS period, when a
new SNAP certification period is authorized.

d. If the information reported is relevant to other program benefits received (e.g.,
TennCare Medicaid) apply the change to thatprogr amés el i gi bi l ity
e. If a household member is disqualified for an Intentional Program Violation during

the TFS period, impose the disqualification on the individual and adjust the
benefits accordingly.
f. If a claim is established for the SNAP household, apply the appropriate allotment
reduction.
GUIDE: Bulletin No. 14, FA-12-06

D. Recertification for Regular SNAP Benefits
1. A household may apply for regular SNAP at any time during the TFS period.

a. If a household applies for recertification during the transitional period but does
not follow through with the application or is determined to be ineligible for regular
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SNAP, advise the household and continue the transitional benefits for the
remainder of the five-month period.

D If the household applies for regular benefits during the transitional period
and is determined eligible but is entitled to a benefit amount lower than its
transitional benefit, encourage the household to withdraw its application
and continue to receive transitional benefits.

(2) If the household chooses not to withdraw its application, complete the
recertification process and authorize the lower benefit beginning with the
first month of the new certification period.

b. If the household applies for regular SNAP and is found eligible for benefits higher
than its transitional benefits and the TFS benefits have already been issued for
the first month of regular SNAP eligibility, authorize the approval and issue the
household a supplement for the difference.

C. Follow normal application processing guidelines for applications for
recertification, Section 1240-1-19-.01, that are submitted in the final month of the
transitional period.

E. Ending Transitional SNAP Benefits

1. Transitional SNAP households will be sent an appointment notice for recertification the
month before the end of the five-month certification period. Follow normal SNAP policy
and procedures to complete the interview and determine eligibility.

2. If a household does not respond to the appointment letter, the Transitional SNAP
certification will expire and the case will be automatically closed.

CHAPTER 33: Rights and Responsibilities

A. Introduction

This section is concerned with the Departmental policies as they relate to the rights of those
who are applicants/recipients of the services available through the Family Assistance Section
of the Tennessee Department of Human Services. It also outlines staff responsibilities to
insure these rights are being upheld.
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B. Nondiscrimination
1. Compliance Provision

The Tennessee Department of Human Services, at all administrative levels, shall not
discriminate against any applicant or participant, in any program aspect, for reasons of age,
race, color, sex, handicap, religious creed, national origin, or political belief. Discrimination in
any aspect of program administration is prohibited by the Food Stamp Act of 1977 (Title XIllI, P.
95-113), The Age Discrimination Act of 1975 (P.L. 94-135), The Rehabilitation Act of 1973 (P.L.
93-112, sec. 504), and Title VI of the Civil Rights Act of 1964 (42 U.S.C. sec. 2000d.).
Enforcement may be brought under any applicable Federal Law.

2. Filing Discrimination Complaints

Individuals who believe that they have been subjected to discrimination for reasons of age, race,
color, sex, handicap, religious creed, national origin, or political beliefs, may file a written
complaint with the USDA by writing to: USDA, Director, Office of Civil Rights, Room 326-W,
Whitten Building, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410, or by calling
(202) 720-5964 (voice and TDD). Staff members should explain the FNS complaint system to
each individual who expresses an interest in filing a discrimination complaint and advise the
individual of his right to file either in the Federal or the State System or in both systems.

a. FNS Discrimination Requirements

The complaint must contain the following information in order to facilitate the
investigation:

D The name, address, and telephone number or other means of contacting
the person alleging discrimination.

2) The location and name of the organization or office which is accused of
discriminatory practices.

3 The nature of the incident or action or the aspect of program
administration that led the person to allege discrimination.

(4) The reason for the alleged discrimination (age, race, color, etc).

(5) The names and titles (if appropriate), and the addresses of persons who
may have knowledge of the alleged discriminatory acts.

(6) The dates, or date, on which the alleged discriminatory action occurred.

3. State Requirements for Discrimination Complaints in SNAP

a. Receipt of Discriminatory Complaint
Discrimination complaints may be addressed to the appropriate county
supervisor or may be forwarded to the DHS Title VI Coordinator, 400 Deaderick
Street, Citizens Plaza Building, Nashville, Tn. 37248-2000.
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b. A Title VI complaint must be in writing, and must be signed and filed within 180
days of the date of the alleged discrimination. The complaint may be filed by an
individual, a class, or by a third party (including friend, attorney, and relative). If a
third party submits the complaint, the relationship to the complainant must be
included. The complaint must include:

T the compl ainantds name, address a
1 the name and address of the institution the complainant believes
discriminated against him or her; and
1 the reason for the alleged discrimination, including names, dates,
and as much background information as possible.

C. If the complainant refuses to file an official written complaint, the facts will simply
be recorded in detail.

d. Upon receipt of a written complaint, a complete investigation shall be made
promptly. When it is found that discrimination has occurred, corrective action
shall be planned immediately. In any instance, a written report of the
investigation must be made within 30 calendar days after the date the complaint
is filed.

e. Complaints of discrimination will be registered and processed through the same
system as the Fair Hearing process.

f. When the complaint applies to discriminatory actions on the part of contracting
agencies, individuals, or institutions from which assistance or service, is
purchased or secured by the Department, the complainant will be interviewed to
secure as much information as possible concerning the nature of the complaint,
circumstances which precipitated it, and the date the alleged act occurred. The
information will be recorded and forwarded to the Commissioner through the

District Office.
4, Public Notification of Nondiscrimination Compliance
a. A leaflet outlining the complaint procedure will be available in each county office
and is to be handed or mailed to any inquirer upon request.
b. All Tennessee Department of Human Services Offices will prominently display

the nondiscrimination poster provided by FNS.

C. The Department shall insure that recipients and other low-income households
shall have access to information regarding nondiscrimination statues and
policies, complaint procedures and rights of participants, within ten (10) days of
the date of request.

5. Data Collection on Households by Racial/Ethnic Category
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Categories

Data shall be collected on all applicant/participant households by racial/ethnic category
as specified and required by the USDA. This data shall be gathered through the
following methods:

a. The applicant may be requested to identify voluntarily their race or ethnicity on
the application form. The application shall clearly indicate that the information is
to assure that program benefits are distributed without regard to race, color or
national origin.
b. When the information on racial/ethnic data is not voluntarily provided by the
household on the application form the worker at the intake interview must make
this determination by observation. A notation that this determination was made
by workerd6s observation should be made
the worker.

C. Availability of Information
1. Public Information
a. Official Policy Instructions

Tennessee Department of Human Services Family Assistance Manual and
supplemental instructions issued for use in serving households applying for
SNAP shall be issued to all staff involved in the determination of eligibility for
such assistance and shall be maintained in the county and state offices of DHS
for examination by the public on regular work days during regular office hours.

b. Availability of State and Federal Instructions to the Public

Copies of the Family Assistance Manual may be made by public custodians, at
their own expense, who (1) request the manual for use by the public, (2) are
centrally located and publicly accessible to a substantial number of the recipient
population, and (3) agree to accept responsibility for filing all amendments and
changes forwarded to them by DHS.

Other groups, agencies or individuals serving a substantial recipient population

who wish to copy the manual, agree to file all amendments and changes

forwarded to them by DHS, and who commit themselves to using the manual for
informational purposes (i.e. not attempt
for assistance or determining appropriate action for DHS) may do so at the

discretion of the Commissioner or his designee at their own expense.

Upon request, specific policy materials necessary for an applicant/recipient, or his
representative, to determine whether a fair hearing should be requested or to prepare for
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a hearing will be made available to the applicant/recipient and/or his representative
without charge.

Up to date copies of the Family Assistance Manual are maintained in the county, district
and state DHS offices. These manuals will be made available to persons to read in the
office as they have need to do so on regular workdays during normal office hours.
Copies of portions of the manual will be made available to students, researchers, other
agencies and so on, either at a charge related to the cost of reproduction or at no charge
depending upon the amount of material needed.

Regulations, plans of operation, and federal procedures which affect the public shall be
maintained in the local and state offices. In addition copies of the aforementioned may
be obtained by writing or contacting the Superintendent of Documents, United States
Government Printing Office, Washington, D.C. 20402, or by calling toll free (866) 512-
2250, or on the internet at bookstore.gpo.gov.

C. Other Printed Materials

The Tennessee Department of Human Services will provide other printed materials,
such as brochures, pamphlets, leaflets, etc. that clearly describe basic financial and
nonfinancial eligibility criteria, the application process, and participants rights and
responsibilities. This written information shall be made available to local social security
offices, Department of Labor and Workforce offices, and other agencies and
organizations assisting in the State Outreach Program.

2. Family Assistance Help Line

The Tennessee Department of Human Services will operate a Family Assistance toll-free help
line service, which will provide the following:

arwdE

Information about program requirements and procedures,

Information about complaint and fair hearing procedures,

Completing the necessary complaint forms,

Telephone numbers and addresses of the local county DHS offices, and
Application forms and informational pamphlets, upon request.

The help line service number (1-888-863-6178) will be posted in all DHS offices and will be
included on printed material. News media throughout the state will publicize the number.

D. Uses for SNAP Benefits

1.

SNAP benefits are designed for use by participants to purchase eligible foods, including
seeds and plants, for home consumption and use. Other persons may be designated by
the household to purchase food. Households are not required to have cooking facilities
or access to cooking facilities to participate in the program.
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2. Special Uses

Although benefits were originally intended for use by eligible households to purchase
food for home consumption, certain households have been authorized to use their
benefits to obtain prepared meals or to facilitate their obtaining food. These authorized
special uses are:

a. Communal Dining

Eligible household members, 60 years of age or over, or SSI recipients,
homeless, and their spouses, may use benefits issued to them to purchase
meals prepared especially for them at communal dining facilities authorized by
FNS for that purpose.

Communal dining facilities include senior citizen centers, apartment buildings
occupied primarily by elderly people or SSI households, public or private non-
profit establishments (eating or otherwise) that feed elderly persons or SSI
recipients, and federally subsidized housing for the elderly at which meals are
prepared for and served to the residents. It shall also include private
establishment that contract with an appropriate State or local agency to offer
meals at concessional prices to elderly persons, homeless, or SSI recipients.

b. Meals-On-Wheels

Eligible household members 60 years of age or over, or members who are
housebound, feeble, physically handicapped, or otherwise disabled to the extent
that they are unable to adequately prepare all their meals, and their spouses may
use all or any part of the benefits issued to them to purchase meals from a non-
profit meal delivery service authorized by FNS.

Meal delivery service means a political sub-division, a private non-profit
organization, or a private establishment with which the State or local agency has
contracted for the preparation and delivery of meals at a concessional price to
the people listed above and which is authorized by FNS.

C. Addicts and Alcoholics in Treatment Programs

Members of eligible households who are narcotic addicts or alcoholics, and who
are participating regularly in a drug or alcoholic treatment and rehabilitation
program, may use all or part of the benefits issued to them during the course of
such programs to purchase meals prepared for them by a private non-profit
organization or institution. Such institution or organization must be approved by
the Tennessee Department of Mental Health and Substance Abuse Services or
by FNS if the center wishes to redeem benefits as a retailer. (Refer to Chapter
44: Drug and Alcoholic Treatment Centers) for certification procedures for
residents of drug and alcoholic treatment centers.)
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d. Group Living Arrangement

A public or private non-profit residential setting that serves no more than sixteen
(16) residents and that is certified by the Department of Mental Health and
Substance Abuse Services. To be eligible for SNAP benefits, a resident of such a
group living arrangement must be blind or disabled and receiving benefit under
Title 11 or Title XVI of the Social Security Act.

E. SNAP Benefits as Income

The benefit allotment provided any eligible household shall not be considered income or
resources for any purpose under federal, state, or local laws, including but not limited to laws on
taxation, in SNAP. In TANF, Tennessee has opted to exclude SNAP benefits as income.

F. No Aid Reduction Because of SNAP Participation

No participating state or political subdivision shall decrease any assistance otherwise provided
an individual or individuals because of the receipt of SNAP for SNAP purposes.

G. Complaint Procedures for Program Matters
1. Federal Level Responsibility

Persons or agencies desiring program information or wishing to file a complaint may contact the
FNS Regional Office at this address:

United States Department of Agriculture

Southeast Regional Office, Food and Nutrition Services
61 Forsyth Street, Suite 8T36

Atlanta, Georgia 30309

2. State Level Responsibility
a. Formal Complaints

The Tennessee Department of Human Services will provide a fair hearing to any person
or household aggrieved by any action, which affects their eligibility, level of benefit, or
participation in the Family Assistance Programs.

b. Informal Complaints

C. Persons or agencies desiring program information or wishing to file a complaint may
contact any or all of the following:

(2) Field Management Director of the local county office of the Tennessee
Department of Human Services. Telephone number and address may be found
in the telephone directory for the town designated as county seat.

(2) Family Assistance Service Center
Tennessee Department of Human Services
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Citizens Plaza Building

400 Deaderick Street

Nashville, Tennessee 37243
1-866-311-4287 (toll free number)

3 Director, Adult and Family Services
Tennessee Department of Human Services
Citizens Plaza Building
400 Deaderick St.

Nashville, Tennessee 37243

(4) Commissioner
Tennessee Department of Human Services
Citizens Plaza Building
400 Deaderick St.
Nashville, Tennessee 37243

CHAPTER 34: General Administrative Procedures

A. Management of Case Records

Information in the case must be accurate, up-to-date, and pertinent to eligibility. All sources of
information and verification should be clearly indicated. Individuals who give information are to
be identified. Factual information must be clearly distinguished from expressions of opinion.

B. Confidentiality of Case Records
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The Department of Human Services in Tennessee, in accordance with the laws of this State and
the Federal statutes pertaining to this subject, has adopted the policy of maintaining the
confidential nature of Family Assistance information. This same policy applies to all case
records, whether Family Assistance or otherwise. The regulations of the Department are
directed to the objectives of:

1. Developing a relationship of confidence between the Department and the
Applicant/Recipient.

2. Defining and protecting the rights of applicants through safeguards against:
a. Identification of such individuals as a special group.
b. Exploitation of this group for commercial, personal or political purposes.

C. Making information available solely as a basis for prosecution and other
proceedings or at the direction of the

3. Providing a basis for recognition by the Court of the right of the Department to protect its
records.

4. Developing a relationship of confidence between the Department and the public at large,
by protecting information made available to the Department by representatives of the
public and utilizing such information only for the purpose of the proper functioning of the

Department s progr ams.
C. Information Considered Confidential

In general, the information listed below will be considered as confidential, and access to this
information will be monitored as previously noted. Confidential information consists of:

1. Case records

2. Lists of Family Assistance recipients

3. Reports of investigations and medical investigations

4, Names and addresses of Family Assistance recipients

5. All other information known to the agency in connection with Family Assistance and

other services
6. Information contained on applications and on various forms
D. Exceptions to Confidential Information

1. Release to law enforcement officials to assist in prosecuting fraud against the
Department or child abuse, where otherwise required by federal law.

2. Release to appropriate agencies assisting in collection of child support in the TANF
program.

3. Release to service providers, such as mental health professionals, providing services to

abusive or neglectful parents.
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4, Release to the Department of Labor and Workforce Development for work registration
and other employment and training requirements.

Rel ease to the chil doés g¢guandglardianshipaghses i t em i r
Total expenditure of funds

Number of recipients and other statistical information

Social data contained in general studies

© © N o O

Reports on surveys

E. Release of Information to the Applicant/Recipient or His Representative

Federal regulations require that information in SNAP case be made available upon written

request to a responsible member of the SNAP household;t he househol dbés curr
representative or a person acting SblAP casdraustibe us e
made available for inspection by authorized persons during all normal business hours. If the

person seeking to inspect the case is not a member of the household, the current authorized
representative, or a licensed attorney representing the household, written authorization from the
household for the person to act on its behalf is required.

A staff member will remain with an (applicant/recipient) A/R, a claimant, or his/her

representative who is reviewing a case or is copying material. While an A/R or his/her

representative cannot be denied access to any portion of the case, at times there is information

in the case which could be damaging to the person. This is particularly true of
medical/psychiatric/psychological reports. Also, some materia | is |l abeled AConf
provider. When such circumstances exist and the person is represented by an attorney, the

attorney will be asked to consider the advisability of his/her having access to the documents but
withholding them from the A/R. However, this decision must be made by the attorney/claimant

and not by DHS staff.

Staff will make no effort to interpret or explain forms, documents, or other information contained
in a case folder being reviewed by an A/R or his/her representative.

A/ Rdb their representatives are to be permitted to obtain copies of any pertinent information
which they are allowed to see. Upon an appella
portions of the case relevant to the fair hearing/fraud hearing will be furnished free of charge.

When copying equipment is available, copies of other case record material may be furnished to
an A/R, or an appellant, or an A/ RO6s/ appel-l ant
9-1-.05 Rule.

F. Release of Information to Persons Other Than the Recipient or Someone Acting on his Behalf

Except as specified below, no information from a case record is to be released to anyone

outside this Department other than the applicant/recipient or his representative. Such release
would be in violation of state and federal reg
right to privacy. The exceptions to this policy are:
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1. Use or disclosure of any information obtained from SNAP applicant households,
exclusively for SNAP, is restricted to the following persons:

a. Persons directly connected with the administration of enforcement of the
provisions of the Food Stamp Act or regulations, other federal assistance
programs, or federally-assisted state programs which provide assistance, on a
means-tested basis, to low income individuals;

b. Empl oyees of the Comptroller General s
examination authorization by any other provision of law; and

C. Local, state, or federal law enforcement officials, upon their written request, for
the purpose of investigating an alleged violation of the Food Stamp Act or
regulations. The written request must include the following:

A the identity of the individual requesting the information;
A his/her authority to do so;
A the violation being investigated; and
A the identity of the person on whom the information is requested.
d. Local, state, or federal law enforcement officials may receive the address, social

security number and (if available) photograph of a SNAP recipient if the officer
furnishes the recipientds name and not i

A is fleeing to avoid prosecution, custody or confinement for a felony, or
A is violating a condition of parole or probation, or
A has information on a household member necessary for the officer to

conduct an official duty related to a felony/parole violation.
2. Release Pursuant to a Valid Subpoena or Court Order

The Department will comply with a valid subpoena or court order for the release of
information. If it appears the only basis of the subpoena is to give the attorney the
opportunity to plow through our records, the court will be asked to limit the scope of
discovery.

3. Other Requests for Information

All other requests for information received by the Department or any of its divisions, such
as request for list of names and addresses, should be referred through channels to the
appropriate Director of the program involved.

G. Applications by Department Employees, Their Relatives or Other Individuals Who are Known
to the Employee

To avoid conflict of interest and insure privacy, special handling is given to Tennessee
Department of Human Services employees and their relatives who apply for and receive Family
Assistance benefits.
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Theeli gi bility counselor shall not have a fAcl ose
applicant/ recipient or members of the applican
personal relationship, the eligibility counselor shall disqualify her/himself from the eligibility

process.

ACl ose personal relationshipso include, but ar
A Dating or co-habiting relationships;

A Relationships in which business transactions are regularly conducted; and

A Personal friendships that transcend a casual acquaintance, such as:

A a person whose home is frequently visited by the employee, or vice-versa

A a person with whom the-oeompeé@dyer @orce@ll arshb

The process will be:

1. The eligibility counselor shall immediately notify their supervisor of the need to disqualify
her/himself from the eligibility process. The supervisor shall assign the case to a
confidential caseload. In situations where a close personal relationship exists, the case
should always be assigned to a confidential caseload.

2. The District Director must be made aware of applications, recertification or case reviews
for Family Assistance from an employee of t
mother, father, grandparent s, br ot her, sister, aunt, unc |

household or someone that the employee has a close personal relationship with.

3. To assure the privacy and the integrity of those cases, each county should develop a
plan for limited access to these cases by other staff members and the employee himself.
Such cases may be assigned to a special caseload number in the ACCENT System.

GUIDE: Bulletin 35, FA-10-18

CHAPTER 35: Application process

The application process for SNAP begins with a request for an application form and ends with
notification of the householdbés eligibilitynsas: i n

(1) Making applications available
(2) Assisting in completion of the application

(3) Interviewing the appropriate household member
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(4) Obtaining necessary verification

(5) Authorizing action to be taken

(6) Notifying applicant of determination made
A. Voluntary Withdrawal

The household may voluntarily withdraw its application at any time prior to the determination of
eligibility. The caseworker shall document or record on the CLRC screen the reason for the
withdrawal, if any, and that contact was made with the household to confirm the withdrawal. The
household shall be advised of its right to reapply at any time.

B. Promptness

The household must be given an opportunity to participate no later than thirty (30) days after an
application is filed. Expedited service (RefertoCh apt er 2A9Houwsehdlds Eligible for
Expedited Service) shall be available to a household that meets these criteria. Benefits must be
provided retroactively to the day of the month the application was filed for a household that has
completed the application process and been determined eligible.

C. Filing an Application

An application is a signed document submitted to the Department of Human Services on which

the household has requested assistance for SNAP and/or Families First. Applications can be
filed in person, by an authorized representat:i
conservator in Families First only), by mail, online, by FAX or other electronic transmission.
Applications shall be made in the county of residence.

The application file date will be the date the application is received in the county office, either by

mail, online, in person, FAX or other electronic transmission. The file date for an online, FAXED

or other electronic transmission application includes holidays and weekends. Online, FAXED or
other electronic transmission applications tha
handwritten signature are acceptable. Receipt of an original application in addition to the online,
FAXED or other electronic transmission application is not required.

GUIDE: Bulletin No. 6, FA-09-05

1. Same Day Filing

Any person inquiring about making application for SNAP, FF, shall have the right of
same-day filing.

The county shall provide an application to anyone requesting one. If an application is
filed, the date of application shall be recorded on the application form. The applicant
shall also be advised that he/she does not have to be interviewed before filing an
application. For SNAP an incomplete application may be filed as long as the form

containstheappl i cant 6s name, address, and the si gl
member of the household or the househol dos
2. Mailing Applications
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If the household has contacted the county office by telephone but does not wish to come
to the office to file the application that same day and instead prefers receiving an
application through the mail, the county shall mail an application form to the household
on the same day the written request or telephone call is received.

Applications will be mailed to SNAP households when benefit renewal appointments are
scheduled. The completed application must be returned to the county office before the
client can be interviewed to re-determine eligibility. If the household does not return the
application and does not keep the scheduled appointment; allow the SNAP case to close
automatically at the end of the certification period.

3. Contacting the Wrong Office.

1. If a county has designated certification offices to serve specific areas of the
county, applicants may at times contact (in person or by phone) the wrong office.
If so, the wrong office must still assist the applicant as follows:

a. Advise the applicant of same-day filing and mailing of an application.
b. Give the applicant the address and telephone number of the correct or
appropriate office
C. Of fer to forward the applicantbés app
same day if the applicant has completed enough information on the form
to submit it.
2. The applicant must be informed that the application is considered filed and the

processing standards begin the date the application has been received in a
county office.

If an application is mailed to the wrong office, that office shall fax/mail the
application to the appropriate office the same day it is received.

4. SNAP Applications

The county office shall conduct a single interview at initial and subsequent applications.
Families First applicants also applying for SNAP shall be interviewed by one caseworker
for both types of assistance. However, eligibility and benefit levels shall be based on
SNAP criteria for SNAP and Families First criteria for Families First. Certification shall
also be in accordance with notice and procedural requirements of the SNAP regulations
and Families First regulations accordingly.

D. Prescreening

The countybés application procedures shall be d
expedited service at the time they request assistance. For detailed instructions on pre-screening
referto (RefertoCh apt er 2A9Househdlds [Eligilile for Expedited Service).

E. Disposition of Application
An application continues in the application stage until action is taken. This action consists of:
1. Approval of application or
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2. Denial or rejection of application due to death, withdrawal of application, loss of contact,
failure to provide or obtain information necessary to determine eligibility or ineligibility
based on program regulations.

3. Pending of application due to county caused delay (RefertoChapt er 39 wunder
to Meet Timeliness Standardd.

F. Approval or Denial of Application

1. Approval
If it is determined that the applicant is eligible for assistance, the caseworker shall:
a. Record documentation information on the CLRC screen
b. Complete the case and authorize on ACCENT.
2. Denial

In some instances it will be obvious during the intake interview that an applicant is ineligible.
When this occurs the caseworker should explain the reason for denial to the applicant and
document in the case notes, then authorize the denial.

If it is determined late in the process that the applicant is ineligible for assistance, the
caseworker shall complete the necessary screens in the case management system, document
in case notes, and authorize the denial.

When an application for initial benefits has been filed and the eligibility interview is not
completed as required, the agency must notify the household in writing of the missed interview
and that it is the clients responsibility to reschedule. If the client has not rescheduled, the
application shall be denied on the 30th day (next business day if the 30th day falls on a
weekend or holiday).

When an application has been mailed to the county office for a renewal appointment and the
client does not keep the appointment;

a. Enter the application in the case management system with the sign date being
the date the application was received, if the application is received within the
month of the appointment. If the application is received prior to the first day of the
last month of eligibility, the sign date should be the first day of the last month of
eligibility.

b. Document in case notes the date the appointment was scheduled and that a free
from form notice was sent to notify the client that the appointment was missed.

C. The application will be held pending until the end of the month (filed by the 15th)
or for 30 days (filed after the 15th). If the client does not contact the county
during the pending period, authorize the denial.

d. Deny the application with code 495 to generate a notice informing the client that
the appointment was missed and that the appointment must be rescheduled if
SNAP benefits are wanted.

GUIDE: Bulletin 6, FA-09-05
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G. Procedures for Determining Eligibility

If a determination of eligibility cannot be made at intake, the caseworker should make a decision
as to whether the applicant is eligible or ineligible for SNAP benefits as soon as possible. The
caseworker must:

1. Provide the client with a written request of any verifications needed and the due date,
ask the client if any assistance is needed and provide assistance if needed

Make whatever collateral contacts are necessary
Determine all elements of eligibility
Refer to Chapter 38: Verification Procedures for methods of verification.

a > w D

Record information on the CLRC screen regarding actions taken and information
gathered through the office interview, home visit, collateral contacts, or other verification
at time of action or ASAP.

6. Allow the customer at least 10 days from the written request to provide requested
verification even if this results in processing the case after the 30th day.

Make a determination and approve or deny the application.

8. Document the notice to the customer clearly regarding the reason for negative action if
the case is denied/closed or sanctioned or if any individual is ineligible for any period of
time.

9. Document the notice if the case is denied for lack of verification to explain what
verification is needed. If denial is prior to 30th day explain that verifications may be
provided by the 30th day with benefits still prorated from the application date if eligible.

10. Authorize benefits if the case was denied for lack of verification and verifications are
provided by the 60th day if eligibility exists without requiring a new application
(authorization is from the date verifications are provided if provided day 31-60.).

H. Actions Based on Eligibility

Households found eligible after consideration of the non-financial criteria found in CHAPTER 5:
Residence through CHAPTER 12: Voluntary Quit, should have their countable income
compared to the monthly income eligibility standards for the appropriate household size to
determine if the household is eligible based on financial criteria.

Households, which do not contain a member who is elderly or disabled, are subject to a
gross income limit of 130 percent of the poverty level income standard. To determine
this limit, nonexempt gross income will be added together, and this sum must be
compared to the eligibility limit for the appropriate household size. If the monthly income
exceeds the amount for the appropriate household size, the household is ineligible. If the
monthly income is less than or equal to the gross income limit, normal procedures
allowing deductions will be followed and then the net income must be subject to the net
monthly income guidelines. Guidelines for the gross and net monthly income standards
aregiveninChapt er 2S8APuGnodsevionthiy Income Standarda

1. Determining the Monthly Allotment
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