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A.
Agency Responsibilities





The Department gives or mails application materials to anyone who requests assistance on the day that assistance is requested.




B.
Who Can File an Application--General Principles




1.
Any individual regardless of age, sex, or other consideration is allowed to request assistance from the Department and file an application, unless the person has been declared incompetent by a court of competent jurisdiction.





2.
A person declared incompetent, as described in 1, above, may have an application filed on his or her behalf by a fiduciary.





3.
Applicants may apply for and be granted assistance on their own behalf or, under certain conditions, be represented by other qualified individuals who act responsibly for them.





4.
The Department recognizes the right of an applicant to be represented by a responsible individual, but maintains the authority to determine whether or not the person is acting responsibly on behalf of the assistance unit prior to granting assistance.





5.
Applicants may be assisted, if so desired, by individuals of their choice in various aspects of the eligibility process.  They may be accompanied by such individuals in contact with the Department, and when so accompanied may also be represented by them.




C.
Filing Application Form




1.
All applicants are required to complete an application form.  The formal request must be made in writing on the application form.  At a minimum, the following information must be presented:






a.
the full name and address of the applicant; and






b.
the signature of the applicant, caretaker relative or other individual who is requesting assistance on behalf of the applicant.
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C.
Filing an Application Form
(continued)





2.
The application may be submitted in person or by mail.





3.
Telephone contacts or other requests for aid which are not written or are not made on the prescribed application form are considered inquiries and do not constitute an application.





4.
Individuals who appear in person to request assistance must be given an opportunity to file an application for any desired program on the day they personally appear.





5.
The Department has designated Regional Offices which serve as contact sites for specific geographical regions of the State.  Each Regional Office is responsible for applications made by individuals that reside in the geographic region served by such office.





6.
The date of application is considered to be the date that a signed application form is received by any office of the Department.




D.
Completing the Application Form





Applicants who fail to complete the application form within a reasonable time, are denied assistance.




E.
Interviewing the Applicant




1.
A face-to-face interview is required as described below:






a.
A face-to-face office interview is conducted as a condition of eligibility, unless waived by the Department.






b.
At the Department's discretion, face-to-face, office interviews are waived by the Department when factors exist which prevent the assistance unit from appearing for an office interview.  Such factors may include a client being homebound.






c.
When the Department waives an office interview, a home interview, telephone interview, or mail interview may be required.  If an office interview is waived, alternative methods of contact may be used, as determined by the Department.
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E.
Interviewing the Applicant  (continued)





2.
Applicants must appear at the appropriate Regional Office, or subdivision of that office which serves their town of residence, to complete the office interview.





3.
The purpose of the application interview is to review the application form and any other relevant information or documents for accuracy and completeness and to ascertain pertinent information relating to the current circumstances of the assistance unit. 





4.
The Department conducts an interview on the same date the application is filed or within a reasonable period of time, as determined by the Department.





5.
The Department schedules a second interview only if requested by the applicant.




F.
Application Processing Standards





1.
Prompt Action





a.
The Department processes applications within a standard period of time as follows:







(1)
The standard of promptness for applications for an extension made during receipt of TFA during the time limit or an extension is thirty (30) days from the application date, except as described in F. 2, below;







(2)
The standard of promptness for all other applications of TFA is forty-five (45) days of the application date, except as described in F. 2, below.






b.
The first day of the processing begins on the day following the date of application.   





2.
Use of the Standard of Promptness





a.
The Department determines eligibility within the standard of promptness unless verification needed to establish eligibility is delayed due to the action or inaction of the client and there was good cause for the client’s delay in supplying the requested verification.  
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F.
2.
Use of the Standard of Promptness  (continued)





b.
An assistance unit may request a Fair Hearing if the Department exceeds the standard of promptness.  If it has been determined that the Department has exceeded the standard of promptness, it will be directed to take prompt action to determine eligibility.  Assistance units are not automatically determined to be eligible based solely on the Department's failure to determine eligibility within the standard of promptness.




G.
Eligibility Determinations




1.
The Department determines eligibility when enough information has been supplied by the assistance unit to allow the Department to make a judgment regarding eligibility.





2.
A  Fraud Early Detection (FRED) investigation is done on TFA applications that meet an error prone profile.  Conditions that would cause a case to meet this profile include, but are not limited to:






a.
a previous fraud overpayment;






b.
children under the age of six;






c.
the household is suspected of living above its means;






d.
the case was denied or closed within three months;






e.
application is inconsistent with prior case history;






f.
questionable absent parent information;






g.
no income for two consecutive months;






h.
questionable verification;
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G.
Eligibility Determinations (cont.)




2.
i.
living in Connecticut for less than three months;






j.
household composition appears different than reported;






k.
assets appear to be greater than reported.





3.
The Department may require verification and information from assistance units within designated time periods necessary to process the application within the standard of promptness.  





4.
When an applicant does not provide required verification without good cause by the designated date, described in 2, above, a penalty is imposed as described at 8520.40.





5.
Except when an applicant has good cause for the delay, verification received after the date that an incomplete application is processed:






a.
is used only with respect to future case actions; and






b.
is not used retroactively to change an action that was correctly taken based on the information that was available to the Department at that time.

6. Eligibility determinations are not delayed pending confirmation of Social Security numbers unless there is a discrepancy between a Social Security number given for an assistance unit member and information from a source used by the Department which raises a question of identity.
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G.
Eligibility Determinations  (continued)

7. Within the eligibility processing standards, as described in F, above, eligibility determinations are not made until the Department has determined whether or not the applicant has cooperated in securing child support as described in 8540.65.





8.
Eligibility determinations are not delayed beyond the standard of promptness pending the attendance at the Jobs First Employment Services (JFES) assessment interview and participation in the development of the employment services plan if the department failed to schedule an appointment for the JFES assessment interview by the tenth business day after the application for TFA. (cross reference 8520.05 F)




H.
Good Cause





Good cause is considered to exist when circumstances beyond the control of the client reasonably prevent him or her from complying with a Department requirement.

