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1.
Identify cases approaching month fifty-eight.

2. Use the approved standard letter to schedule the appointment for the exit interview.

3. Send the appointment letter at least ten days before the scheduled appointment.

4. Send the standard reminder letter (L079, L080) five days before the scheduled appointment.

5. Place a telephone call one working day before the interview appointment to remind the participant of his or her appointment.

6. If the client appears, conduct interview.  Use form W-1081 as a guide and checklist to ensure that you cover all the appropriate areas:

· explain the purpose of the interview and;

· explain that the participant is reaching sixty months of TFA eligibility and cannot continue to receive benefits without an exemption or hardship (if the participant disagrees with the counter, review the case file to ensure that the case has been coded correctly so that the counter is correct) and;

· review extension criteria and have the client sign a form W-1084 and;

· redetermine eligibility for any other programs that may be due for review and;

· inform the participant of programs and services for which he or she may be eligible and;

· complete the checklist and have the participant sign and date it and;

· provide the participant with any appropriate referrals and the resource information packet.

7. If the client does not appear, send a second appointment letter (L085, L086).  

· Send the letter no later than the end of month fifty-nine.

· Schedule the appointment no later than the beginning of month sixty.

· If the client responds to the appointment letter and informs the Department that he or she does not wish to come to the appointment, the worker should note this in the case narrative on EMS.  No further follow up is necessary.

8. Place a reminder call one working day before the interview appointment.

9. If the client appears, complete the review as directed in step six (6).
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10.
If the client does not appear for the second appointment, send a home visit appointment letter (L081, L082).  Whenever possible, a FIRep and Social Worker should conduct the visit together.

11. Place a reminder call one working day before the home visit appointment.

12. If the client is at home at the time of the visit, complete the interview as directed in step six (6) as long as the client agrees and the FIRep and Social Worker feel that the environment is conducive to interviewing.  Otherwise, schedule an in-office appointment with the client.

13. Also explore the following:

· the reasons that the client has not attended previous appointments;

· determining the existence of barriers or hardship.

14. If the client is not at home or does not answer the door, leave the information packet as close to the door as possible.

15. Document the EMS narrative on the following points:

· date and time of visit;

· whether or not client was home;

· content of the interview relative to reasons the client did not appear for first two interviews;

· barriers that exist for the client and his or her family;

· any other information that the client shares regarding eligibility;

· the need, if any, for a follow up appointment.

