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801.1 PURPOSE 
 
The diversionary assistance program was established by HB 2001, passed by the 1995 General 
Assembly.  Authorized by Section 63.2-617 of the Code of Virginia, this program is intended to prevent 
potential TANF recipients from becoming ongoing TANF recipients.  If immediate intervention with 
short-term aid will resolve a one-time emergency or crisis situation and prevent the need for ongoing 
TANF, the assistance unit may be granted diversionary assistance. 
 
It is anticipated that the applicant’s emergency or crisis situation will be related to basic needs such as 
food, shelter, medical expenses, child care expenses or the costs associated with getting or keeping 
employment, including transportation costs.  Local agencies shall strive to provide the most cost 
effective, appropriate solution to the one-time crisis or emergency situation.  (This may include 
referrals to other community organizations for assistance when the receipt of diversionary assistance 
will not resolve the situation.) 
 
 
801.2 SCREENING 
 
The worker must explain the diversionary assistance program to all TANF applicants.  The worker 
must screen all TANF applicants for eligibility for diversionary assistance at the time of application.  
The applicant will declare if she has a one-time emergency or crisis situation.  The worker will 
determine whether diversionary assistance can resolve it. 
 
 
801.3 VOLUNTARY 
 
The eligibility worker and the applicant must discuss the appropriateness of diversionary assistance to 
the applicant's situation.  If the applicant meets the eligibility factors for diversionary assistance, he may 
decide whether or not to receive diversionary assistance rather than TANF.  Receipt of diversionary 
assistance is voluntary and in every case requires the written consent of the applicant.  A signed 
Acceptance of Terms of Issuance of Diversionary Assistance will serve as written consent. All 
applicants for diversionary assistance must first sign the Acceptance of Terms before the application 
can be approved. 
 
 
801.4 ELIGIBILITY DETERMINATION PERIOD 
 
Local social services agencies must determine eligibility for diversionary assistance within five 
working days of the receipt of the final verification that substantiates eligibility, or within 30 calendar 
days following the date of receipt of the signed application, whichever occurs first.  If the applicant fails 
to provide all needed verifications and/or sign the Acceptance of Terms by the 30th calendar day after 
application, the application will be denied.  (Note: When the 30th calendar day falls on a weekend or 
holiday, the worker must provide a decision on the application on the last working day prior to the 30th 
day.)  The applicant may file a new application for TANF or diversionary assistance at a future date. 
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801.5 ELIGIBILITY FACTORS 
 
Only applicants may be approved for DA.  Current recipients of TANF are not eligible.  Additionally, a 
recipient who chose to receive TANF at the time of application may not close her TANF case after approval 
and become eligible for DA based on her circumstances at the time the TANF application was approved.  
Example: client applies for TANF on March 15 due to her spouse’s incarceration (his wages were the only 
income for the household). She chooses to receive TANF assistance and is approved for March. On April 18, 
client requests her TANF case be closed. On May 1, client reapplies for assistance and requests DA based on 
the loss of income when her husband became incarcerated in March. The client is not eligible for DA. 
 
Receipt of DA will not count toward either the 24 or 60-month limit on the receipt of TANF.  However, an 
assistance unit that is in a period of ineligibility for TANF due to either the 24 or 60-month limit on the 
receipt of TANF will also be ineligible for DA.  The applicant must verify all of the following factors and the 
worker must document the case record accordingly before an assistance unit can receive DA: 
 
A. The assistance unit is eligible to receive TANF.  A child is eligible for TANF by meeting the TANF 

requirements in Section 201.1.A (categorical requirements of age, relationship/living arrangements, 
residency, citizenship/alien status, and financial need). 

 
The following conditions of eligibility in 201.1.B (complying with the school attendance  
requirement, signing the VIEW APR or participating in VIEW, cooperating with DCSE) do not 
have to be met to be eligible for DA, but citizenship or alien status of each applicant or other adult 
who will be included in the assistance unit for DA must be verified prior to case approval.  (Note: 
The legal presence provision that allows up to 90 days for an applicant age 19 and over to verify his 
status (201.7.D) does not apply to DA.) 

 
The caretaker shall be eligible for TANF unless one of the exceptions specified in 302.7. D or E is 
applicable.  The caretaker does not have to meet the conditions of eligibility (including VIEW 
participation and cooperation with DCSE).  However, if the caretaker has been referred for or is in a 
VIEW sanction or if the TANF case was previously closed due to DCSE noncooperation and the 
caretaker is not in good standing with DCSE at the time of the DA application, the entire assistance unit 
is ineligible for DA.  The client cannot “cure” the sanction, or begin to cooperate with DCSE, in order 
to become eligible for DA.  Note: Case closure due to failure to sign the Agreement of Personal 
Responsibility (APR) is not a VIEW sanction.  Therefore, a DA case may be approved after a TANF 
case was closed for failure to sign the APR. 
 
The “Do You Have a Disability?” form (032-03-0670) must be completed for a DA application.  The 
Notice of Personal Responsibility for the TANF Program (032-03-0750), the Notice of Cooperation and 
Good Cause (032-03-0036), and the Notice of Intentional Program Violations and Penalties (032-03-
0646) forms are not required for a DA application. 
 

B. The assistance unit meets TANF income limits based on DA guidelines for the treatment of terminated 
and anticipated income at 801.6; 
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C. The assistance unit has: 
• experienced a loss of income in the six months prior to the date of

application which has resulted in the current emergency, or 
• experienced a reduction in income in the six months prior to the date

of application which has resulted in the current emergency, or 
• a delay in starting to receive income resulting in the current

emergency.  (The income must be scheduled to start within 60 days following 
the date of application.) 

The income that is lost or reduced must be the earned or unearned income of the applicant or 
other adult household member who would be part of the assistance unit for TANF purposes or 
whose income would be considered available to the assistance unit.  (See 302.7)  Income from 
child support payments made on behalf of a child in the household will be considered 
income of the applicant or other adult household member. 

Income cannot have been voluntarily lost or reduced in order to qualify for Diversionary 
Assistance.  The lost or reduced income cannot be the income of a minor child or the income 
of an individual who cannot be included in the assistance unit.  The lost or reduced income 
cannot have been received by the household as a gift.  The lost or reduced income cannot 
be from TANF or Refugee Cash Assistance. 

The loss or reduction of income requirement will not be met if the loss or reduction of earned 
income is due to a voluntary quit without good cause.  Good cause includes circumstances 
beyond the applicant’s control, such as but not limited to, loss of child care, transportation, 
illness of the applicant or a family member, or another emergency situation. 

D. The worker must have verification of the loss of income, reduction in income, or the anticipated 
start date of new income. 

E. The worker must determine that diversionary assistance will resolve the one-time emergency or 
crisis situation. 

F. The emergency or crisis situation does not result from debts owed as a result of receipt of TANF 
assistance in any state (including Virginia).  This will include all previous TANF overpayments, 
overpayments for services, and debts incurred for child support.  Note: Diversionary Assistance 
funds cannot be used to pay for debts owed as a result of the receipt of TANF assistance in any 
state. 

801.6 DETERMINING THE AMOUNT OF THE PAYMENT 

The exact amount of the diversionary assistance payment will be the maximum TANF amount for four 
months or the amount of the applicant’s needs, whichever is less.  The payment cannot exceed the total 
TANF payments that the recipient would otherwise be eligible to receive in four months.  The 
diversionary assistance payment for applicants reapplying for TANF with four or less months remaining 
on the VIEW clock or the TANF 60 month clock will be calculated following the same guidelines as for 
other applicants. 

In determining the applicant’s need for assistance, consider the applicant’s immediate ongoing income 
only.  Do not include terminated income or anticipated income in determining the applicant’s need.  Do 
not enter terminated or TANF anticipated income in ADAPT.  Follow these steps to determine the 
amount of the diversionary assistance payment: 
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A. Calculate a maximum DA amount - Compute the monthly grant amount for the assistance unit.  

Any ongoing income, such as social security income, will be counted. (Income from a 
terminated source, or income that has not started, is not considered ongoing income for DA 
purposes.) Multiply the monthly grant amount by four. 

 
B. Determine the basic needs (as described in 801.1) of the assistance unit - The DA amount can 

cover more than one basic need and can include items such as shelter payments, utility 
payments, and transportation assistance.  (Note: When the need is vehicle repair, the vehicle 
must be registered - either solely or jointly - in the name of at least one of the household 
members applying for assistance.)  Document the case as to the needs that will be covered and 
the verified cost of providing for each need.  The case record must contain copies of documents 
(such as bills, cut-off notices, rental agreements, and automobile repair estimates) that verify 
each need. 

 
Choose the most cost-effective, appropriate solution to the applicant's needs.  For example, if 
the emergency has created a need for transportation, the agency may calculate the cost of bus 
tickets versus the price of repairing the car. 

 
C. Compare the amounts in A and B - The lesser amount of A and B is the amount of the DA 

payment. 
 

Example:   Ms. Z applies for DA for herself and two children.  Her car broke down, and she is 
unable to get to work.  As there is no countable income, the maximum she can receive is 
$1,280 ($320 x 4 = $1,280).  There is no other transportation available, and Ms. Z needs her car 
to get to work.  Ms. Z provides verification that the repairs to her car will cost $900.  Since 
$900 is less than the maximum available DA payment amount of $1280 and Ms. Z did not 
report any additional needs, the DA amount would be $900. 
 

D.  Supervisory approval is required for all DA payments.  It is the responsibility of the 
supervisor to ensure that the payment is made by a check to the vendor, or when that is 
not possible, by a check to the client.  In no case is a DA payment to be made by debit 
card.  

 
801.7 PERIOD OF INELIGIBILITY 
 
A. If an assistance unit receives a DA payment, it shall be ineligible for TANF for up to 160 

calendar days beginning with the date that the DA is issued.  To determine the period of 
ineligibility follow these steps: 

 
1. Determine the monthly amount of TANF for which the applicant is eligible.  If an 

Intentional Program Violation (IPV) has been committed, exclude the disqualified 
individual’s needs from the monthly grant amount.  Follow IPV procedures in Section 
102.3.A.  Note: To determine how many months will be counted as months of 
disqualification to be deducted from the individual’s IPV penalty period, divide the 
number of days that are covered in the payment amount (as determined in step 3 
below) by 30.  Round up to the next whole number. 

 
2. Divide the amount determined in Step 1 by 30.  This is the daily amount of assistance. 
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3. Divide the diversionary payment amount by the daily amount determined in Step 2 to 
determine how many days are covered in the payment amount.  Round up to the next 
whole number. 

 
4. Determine the number of days of ineligibility by multiplying the number of days 

determined in Step 3 by 1.33.  Round up to the next whole number.  This number 
cannot exceed 160 days. 

 
5. Using the number of days determined in Step 4, determine the date that the period of 

ineligibility ends.  Note: this date is automatically calculated by ADAPT and pre-filled 
on the AESANC screen. 

 
B. An assistance unit which has received DA is not eligible for TANF again until the period of 

ineligibility expires.  During this period of ineligibility, the case will be considered a public 
assistance (PA) case for SNAP purposes.  Any AU member that is in a POI for DA is not 
eligible to receive TANF in any assistance unit until the POI has ended. 

 
Example:   Mr. Raymond received DA in one AU.  He is now in a POI for DA.  He moves to 
another AU.  Mr. Raymond is not eligible to receive TANF in that AU until his POI for DA 
has ended. 

 
C. A child(ren) born to a client who is in a period of ineligibility for TANF due to receipt of a DA 

payment is not eligible for TANF until the period of ineligibility expires. 
 
D. An assistance unit can receive DA only once in a twelve- month period. 
 
 
801.8 VENDOR PAYMENTS 
 
DA payments are to be made in the form of vendor payments whenever possible in order to ensure that 
the specific emergency or crisis situation is resolved.  These payments are issued as TANF 
supplemental checks to be sent directly to the vendor and are entered in ADAPT on the BATASC 
screen.  The account number, and name on the account, if different from the case name, must be 
entered on the “secondary line” so the payment can be correctly credited by the vendor.  The client 
should be instructed to contact the vendor when DA has been approved and advise the vendor to expect 
the check from the Virginia Department of Social Services.  The EW should include a reminder about 
this on the Notice of Action. 
 
Note:  If the worker cannot issue a vendor payment due to systems limitations, or if a vendor payment 
is not appropriate based on the circumstances of the case, a payment may be made directly to the 
recipient.  The recipient should be advised that she is expected to use the payment to pay the vendor. 
 
Prior to beginning the process to reissue a check when a vendor reports non-receipt of a DA check, the 
worker should review the Check Actions Due Listing in ADAPT.  If the check does not appear on the 
list, the worker should contact the Fiscal Processing Unit at Home Office to confirm that the check has 
not already been cashed. 
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DIVERSIONARY ASSISTANCE EXAMPLES 
 
EXAMPLE #1: 
Ms. Elliott applied for diversionary assistance on June 1st  for herself and two children.  She had been 
working full time but was laid off on May 24th.  She will receive her final paycheck on June 4th in the 
amount of $403.  She also has a part time job working 15 hours a week at $8 an hour. 
 
Ms. Elliott is requesting assistance in paying off a $1200 medical bill. She is no longer able to make 
payments on it since she lost her full time job and has been threatened with court action.  Her situation 
meets the Diversionary Assistance requirement of a crisis or emergency situation which can be solved by 
short-term aid. 
 
Because the final check Ms. Elliott will receive is from a terminated source, that income will not be 
considered in determining her eligibility for diversionary assistance and will not be entered on the income 
grid.  (Note: If the amount of the final paycheck is entered, it will be counted in determining eligibility 
even though it is from a terminated source.)  Ms. Elliott has monthly income from her part time job of 
$516 ($8 per hour x 15 hours per week x 4.3 = $516). That income is ongoing and will be counted in 
determining DA eligibility. 
 
Ms. Elliott’s monthly income of $516 is less than the $622 maximum family income for a family of 3 in a 
Group II locality and the case passes the 185% income screen.  The Standard of Assistance for her family 
size is $336, but the case is eligible for only $47 per month based on Ms. Elliott’s income. The total 
diversionary assistance amount available to the family is $188. Ms. Elliott agreed that this amount would 
not help her situation.  She needed a minimum of $600 to forestall court action.  She decided to proceed 
with an application for TANF instead of diversionary assistance. 
 
Earned Income    $  516.00      (ongoing income)  

Standard Deduction for 3  -   155.00 
Sub Total    $   361.00 

20% Reduction   -     72.20  
Total Grant Reduction  $   288.80 

 
Grant Amount    $     47.00   (Group II, SOA for 3 = $336; 

        $336 - $288.80 = $47.20) 
Maximum DA period  x  4   months Total Diversionary Allowable 
     $    188.00 

 
Applicant Need    $  1200.00      (medical bill) 
 
Diversionary Issued   None, based on client’s decision to apply for TANF 
 
EXAMPLE #2: 
Ms. Ortiz applies for diversionary assistance on November 2nd for herself and her two nieces.  She works 
at a large retail nursery supplying herbs and produce to restaurants and grocery stores in the eastern states.  
The nursery closes from November 1st to February 28th each year. 
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Ms. Ortiz works between 25 and 40 hours a week and earns $8 per hour. She worked 30 hours the last 
week in October and will receive her final paycheck on November 9th.  That paycheck, for gross income 
of $240, will be the only income, earned or unearned, that she and the children will receive for 
November.  Ms. Ortiz states that she is optimistic that she will find a job in the next week or so, but does 
not have enough money to pay her November car payment of $325, her rent of $900 and her utility bill, 
including arrears, of $163. 
 
Ms. Ortiz’s situation meets the Diversionary Assistance requirement of a crisis situation which can be 
solved by short-term aid, and she meets TANF income and other eligibility criteria. 
 
While Ms. Ortiz has $240 in earned income for November, the income is not counted in determining the 
amount of assistance since it is from a terminated source.  The income is not entered on the income grid.  
Her needs total $1388 which exceeds the maximum diversionary assistance payment of $1344. The 
diversionary assistance granted is the maximum payment of 1344.  Ms. Ortiz’s sister agrees to give her 
$44 to combine with the maximum diversionary amount so that the crisis situation can be resolved. 
 
The household has no countable income. 
 
Grant Amount    $  336.00     (Group II, SOA for 3 = $336)  

Maximum DA period  x 4     months 
Total Diversionary Allowable  $ 1344.00 
 
Applicant Need    $ 1388.00     ($325.00 car payment + $900.00 

          rent + $163.00 utility bill) 
Diversionary Issued   $ 1344.00  
 
EXAMPLE #3: 
Mr. and Mrs. Carter apply for diversionary assistance on July 25th for themselves and their three young 
children.  Mr. Carter’s employer, a small manufacturer supplying the automobile industry, closed 
abruptly on March 20th.  The employees were given no notice and no severance pay.  Mr. Carter received 
his last paycheck, which included his wages through the day the plant closed, in the mail the next week. 
Since then, the family has survived with the help of family and friends, and a hardship withdrawal of 
$12,000 from his small 401k.  The balance in the 401k is now $2,000 and Mr. Carter is hesitant to use it 
since the family will then be destitute.  The family is requesting help with August rent and utilities. 
 
Since the Mr. Carter’s employment income from March is from a terminated source and since the loss of 
income occurred within the six month preceding the application date, it is not considered in determining 
eligibility for Diversionary Assistance and is not entered on the income grid.  The family has no other 
income and the case passes the 185% screen. 
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The Carter family’s need for rental and utility assistance meets the Diversionary Assistance requirement 
of a crisis or emergency situation which can be solved by short-term aid.  However, the family did not 
have copies of the children’s birth certificates at the time of application so the agency was unable to 
immediately establish relationship and approve the DA application. 
 
Mr. Carter returned to the agency on August 11th with the children’s birth certificates and the agency 
was able to establish relationship.  Mr. Carter told the agency at that time that his wife had begun caring 
for a neighbor’s child after school and would be making $50 a week through the end of the school year. 
She was paid $50 for one week of work on August 9th. 
 
Since the agency had not yet approved the DA application, and since Mrs. Carter has received income 
which will be ongoing, the agency must re-determine the family’s eligibility for assistance. 
 
Mrs. Carter’s monthly income of $215 is less than the $1043 maximum family income for a family of 5 
in a Group III locality and the case passes the 185% income screen.  The standard of assistance for a 
family of 5 in a Group III locality is $564.  After the earned income disregards are applied to Mrs. 
Carter’s income, the grant amount is reduced to $549.  The maximum diversionary assistance payment 
is determined by multiplying the grant amount by 4, the number of assistance payments the family 
could receive in a 4 month period.  The actual diversionary payment is the maximum amount, or the 
eligible needs of the applicant, whichever is less. 
 
Earned Income    $  215.00 (ongoing income)  
Standard Deduction for 5  - 197.00 
Sub Total    $    18.00 
20% Reduction    -       3.60 
Total Grant Reduction   $     14.40 
 
Grant Amount    $   549.00 (Group III, SOA for 5 = $564; 

$564 – $14.40 = $549.60) 
Maximum DA period   x  4 months 
Total Diversionary Allowable  $ 2196.00 
 

  Applicant Need    $ 1225.00 ($875.00 rent + $350 utilities) 
 
Diversionary Issued   $ 1225.00 
 
EXAMPLE #4: 
Mr. Lawrence, a former VIEW participant with 22 months on the 24-month VIEW clock, applied for 
diversionary assistance on March 28th for himself and one child.  He had not been working steadily for 
some time but found what he believes to be secure employment one week before he applied for 
assistance.  He makes $12 an hour and will receive his first paycheck in two weeks.  He has been living 
with friends, but has been asked to leave now that he has income.  He has located an apartment but 
needs help in paying the rent and security deposit of $575 each.  His situation meets the Diversionary 
Assistance requirement of a crisis or emergency situation which can be solved by short-term aid. 
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Because Mr. Lawrence’s income has not yet started, the income will not be considered in determining 
his eligibility for diversionary assistance.  The delay in the receipt of income will meet the Diversionary 
Assistance guidance requirement.  His anticipated income will not be entered on the income grid. 
 
The Standard of Assistance for a family of two in a Group III locality is $339.  The maximum 
diversionary assistance payment is $1356.  (Note: The number of months used to calculate the 
maximum diversionary assistance amount is always 4 without regard to the number of months on the 
VIEW clock or 60-month clock at application). 
 
Grant Amount    $   339.00 (Group III, SOA for 2) 
Maximum DA period   x   4 months 
Total Diversionary Allowable  $ 1356.00 
 

  Applicant Need    $ 1150.00 ($575.00 rent + $575.00  
security deposit) 

 
Diversionary Issued   $ 1150.00  
 
EXAMPLE #5: 
Ms. Clark applied for Diversionary Assistance on August 15th after her boyfriend, Mr. Lawrence, 
moved out earlier in the month.  They had lived together for four years and he is the father of her two 
children.  He had been the sole support of the family.  Ms. Clark has an AS degree in Business but has 
not worked since her youngest child was born two years ago. 
 
Mr. Lawrence did not pay the $827 mortgage on their home which was due August 1st, or the telephone 
and electric bills which total $125, or make the $235 car payment on Ms. Clark’s car.  Ms. Clark began 
looking for employment as soon as she realized that Mr. Lawrence had left permanently and has found 
full time employment at $11.20 an hour beginning August 20th.  Her first paycheck for one week’s pay 
will be received on September 3rd. 
 
Because Ms. Clark has found employment and will be able to support her family in the future, the loss 
of income (from Mr. Lawrence) can be considered a temporary loss as required by Diversionary 
Assistance guidance.  She meets the other criteria for Diversionary Assistance. 
 
Grant Amount    $   409.00 (Group III, SOA for 3)  
Maximum DA period   x 4 months 
Total Diversionary Allowable  $ 1636.00 
 

  Applicant Need    $ 1187.00 ($125.00 utilities + $235.00  
car payment + $827.00 mortgage) 

 
Diversionary Issued   $ 1187.00  
 
EXAMPLE #6: 
Mrs. Noel applied for diversionary assistance on December 3rd for herself and four children. She has 
been employed by the same company for three years, working 30 hours per week, but has just received  
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notification that all employees would be cut back to 18 hours per week at least until February.  The 
employer hopes to return all employees to their regular hours and pay at that time.  Mrs. Noel makes 
$8an hour and received her last full pay check on November 28th in the amount of $240. 
 
Ms. Noel is concerned that she will be unable to make her mortgage payments for December and 
January, and possibly February, and still keep up with her other bills.  Ms. Noel has been purchasing 
her Habitat for Humanity Home for three years. Her mortgage payment of $483 per month is due on the 
15th. 
 
Mrs. Noel’s income for December will be $619.20 ($8 per hour x 18 hours per week x 4.3 = $619.20) 
which is less than the $812 maximum family income for a family of 5 in a Group I agency. The case 
passes the 185% income screen. 
 
Her situation meets the Diversionary Assistance requirement of a crisis or emergency situation which 
can be solved by short-term aid, and she meets TANF income and other eligibility criteria. 
 
The standard of assistance for a family of 5 in a Group I locality is $439 but the case is eligible for only 
$101 per month based on Mrs. Noel’s income.  The total diversionary assistance amount available to 
the family is $404.  Mrs. Noel decided to rely on her family for help with her mortgage for December 
and January.  The $404 will not really help her with her mortgage payments, and she does not want to 
jeopardize her TANF eligibility in case her employer has to lay off employees in the future. 
 
Earned Income    $ 619.20 (ongoing income)  
Standard Deduction for 5  -  197.00 
Sub Total    $ 422.20 
20% Reduction    - 84.44 
Total Grant Reduction   $ 337.76 
 
Grant Amount    $101.00  (Group I, SOA for 5 = $439; 

$439 - $337.76 = $101.24) 
Maximum DA period   x         4  months 
Total Diversionary Allowable   $404.00 
 
Applicant Need    $1449.00 (mortgage - $483 per month x 3 months) 
 
Diversionary Issued   None, based on client’s decision. 
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	200.pdf
	(201.1, 201.8)
	Note: the EW will have to delete the AESANC screen with the 60-month POI information for each child. The EW should copy the screen prior to deleting it as the screen should be re-entered if the father’s case closes.
	(Note: The Virginia Department of Education (DOE) provides the following guidance regarding truancy to local school systems: “In the absence of a legal definition, the Virginia Department of Education is using a proxy measure to report truancy: the nu...
	*** Improving School Attendance: A Resource Guide for Virginia Schools, 2005. http://www.doe.virginia.gov/support/prevention/dropout_truancy/improving_school_attendance.pdf
	TANF  Transmittal 51
	Guide for School Systems can be accessed on SPARK under TANF/VIEW Training. The Guide provides detailed information for the school system in identifying truant children who are TANF recipients and in sharing that information with the local agency.
	• Genetic testing document identifying relationship based on DNA match
	A father, not married to the child’s mother, who does not have one of the documents listed above at the time of application, will be given a Referral to Division of Child Support Enforcement From Local DSS form (032-03-0431-00)and will be referred to ...
	Exception: A newborn may be added to the AU as of his date of birth even if he remains in the hospital.  If the newborn is still in the hospital 60 days after his birth, he will be removed from the AU.  The child may be added back to the AU when he en...
	The actual physical address of the applicant/recipient must not be entered into any of the department’s automated systems.  The mailing address for the ACP (PO Box 1133, Richmond, Virginia, 23218-1133) should be used.
	* 45 CFR 233.50
	*** 1997 Acts of Assembly
	* Public Law 96-442
	At the time of each renewal, the eligibility worker is to ask the client to provide information on each noncustodial parent.  If the client continues to be unable to provide the name and at least three pieces of identifying information on a noncustodi...
	2) The grant must be reduced by 25 percent if the caretaker’s needs are not currently included on the grant because
	a. the caretaker is categorically ineligible (e.g., receives SSI, is an ineligible alien, etc.);
	Example 4: Continuing the the previous example, Ms. Solos closes her case effective March 31st, 2008.  Ms. Solos reapplies for TANF on May 5th, 2008.  She is approved for TANF on May 10th.  As she did not reapply for (or receive) TANF assistance in Ap...
	DOCUMENTATION FOR QUALIFIED ALIENS BY ALIEN GROUP
	 Principal Iraqi applicant
	 Spouse of Principal Iraqi Applicant Adjusting Status in U.S.
	Client statement cannot be used to establish citizenship and identity.
	NOTE: Medicaid enrollees who do not provide proof of citizenship at application but whose citizenship is subsequently verified by the Social Security Administration (SSA) will automatically be coded “CV” in ADAPT on the AEDEM5 screen.  In the case of ...
	$ 86.00
	$282.00  Actual payment amount
	$427.00  Actual payment amount
	$129.00  Actual payment amount
	$332.00  Actual payment amount
	Example 9
	Example:  On May 2, a TANF household experiences an emergency as a result of a fire.  The household sought emergency housing and other necessary items. An application was submitted for the emergency assistance program.  The emergency needs of $500 exc...
	3 201.3 pg. 4a-LD.pdf
	Guide for School Systems can be accessed on SPARK under TANF/VIEW Training. The Guide provides detailed information for the school system in identifying truant children who are TANF recipients and in sharing that information with the local agency.

	4 201.5, p. 1a LD.pdf
	• Genetic testing document identifying relationship based on DNA match
	A father, not married to the child’s mother, who does not have one of the documents listed above at the time of application, will be given a Referral to Division of Child Support Enforcement From Local DSS form (032-03-0431-00)and will be referred to ...

	6 201.8, p.2a LD.pdf
	At the time of each renewal, the eligibility worker is to ask the client to provide information on each noncustodial parent.  If the client continues to be unable to provide the name and at least three pieces of identifying information on a noncustodi...


	300.pdf
	(Pages 28 – 32 deleted effective 7/04)
	condition of eligibility at reapplication. (See 901.5C).  Also, when a case has been closed for non-cooperation with DCSE, a new application must be denied unless good cause for the non-cooperation can be determined, the applicant has cooperated, or t...
	Note: In some situations, it may be difficult to determine if family members live together or live separately but in the same dwelling.  For example, a mother and her two children may live in the downstairs portion of a home while her ex-husband, his ...
	17. The putative father except in the following situations:
	• when a court has ruled that a legal father is not the father of the child and both the putative father and the child’s mother have signed an Acknowledgement of Paternity. See Section 201.10A.
	An assistance unit in which the minor parent is included as the only child on the case, but which does not include the minor parent’s child, will be closed effective the month following the month the minor parent turns 18 (unless the case must be clos...
	303   –   RESOURCES AFFECTING ELIGIBILITY   –   Repealed effective December 1, 2003.
	TANF Match Payments   –   Removed Effective July 1, 2011
	NEED AND PAYMENT STANDARDS
	NEED AND PAYMENT STANDARDS
	If an individual has a disability that limits his ability to provide verification, the worker must inform such individual that the worker can help obtain any necessary verification, and if the individual requests help, or help was needed but not offer...
	G.  Timely Reporting Examples
	B.    If an individual receives income or benefits such as, but not limited to, RR Retirement, other retirement benefits, Unemployment Compensation, Veterans’ benefits, or Social Security benefits, the actual amount of the income or benefit received b...
	Example 1:
	Note: If an individual who was self-employed incorporates his business, either by himself or with another individual, he is no longer considered self-employed.  His wages or salary will be paid by the corporation and will be considered regular earned ...
	4.    20% Deduction of the Remaining Earned Income***   -   After applying the disregards in items 1-3, deduct 20% of the remaining earned income, including profit produced by self-employment.
	*** 22 VAC 40-295-60
	The child care expenses can be incurred when an employed VIEW participant pays the difference in the above market rate and the amount paid by VIEW child care, or when an employed TANF applicant/recipient is paying her own child care costs. If the reci...
	Adult care expenses can be incurred when the applicant/recipient pays a provider to care for the incapacitated adult.
	C. Lump Sum Payments   –   A lump sum is a nonrecurring payment which is received by a member of the assistance unit, or by an individual such as a stepparent or a parent of a minor caretaker, whose income must be considered in determining the eligibi...
	A lump sum payment which exceeds 130% of the federal poverty level for the household (AU plus other required members; see 401.2), or which causes the total income for the household to exceed 130%, must be counted as income.  If the amount of the lump ...
	A lump sum received in the month of application is treated as income for that month.  A case which is denied due to excess income based on the lump sum payment may be eligible in the second month.
	Example 3:  A TANF applicant reports lottery winnings of $2,000 during March, the month of application.  She has no other income, but the lottery winnings exceed 130% of the federal poverty level for the household.  Her application is denied for March...
	PAGES 28 – 32 INTENTIONALLY LEFT BLANK
	D. Sponsored Aliens   –   For the purposes of determining eligibility, the income of any person who sponsors an alien’s entry into the United States on or after December 19, 1997, shall be considered to be the unearned income of the alien.
	(c) Deduct 20% of the remainder of the gross income.*
	* 22 VAC 40-295-60
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	400.pdf
	401.1
	If the application is made by a minor parent who is single, separated, or divorced and who is living with a parent or relative, or with an individual standing in loco parentis, the application must also be signed by the parent or relative or individua...
	401.2
	401.2
	Assistance units must report the changes listed above within 10 calendar days from the date the unit knows of the change, but the report is timely if reported by the tenth of the following month.  The 10-day period begins the day the change becomes kn...
	401.5 - 401.9

	500.pdf
	4. Support Disregard Payments are issued to the custodial parent (CP) by the ADAPT system based on support collection information received from the DCSE automated system, APECS.  These payments are issued the week after the NCP pays the support when:
	TANF MANUAL                                                     7/11                                                                        Page 5
	Support disregard payments that have to be reissued require the EW to cancel the payment in ADAPT then the DCSE worker to complete a manual adjustment in APECS.  After both of these actions have been completed, the replacement payment will be issued b...
	To assure continued Medicaid coverage, the transferring locality must follow instructions in the Medicaid Manual at Volume XIII, M1520.600.
	503.3 PERIOD SUBJECT TO REPAYMENT    Overpayments and payments to ineligible individuals which must be repaid to the state will be assessed monthly.  See the VDSS Finance Guidelines Manual for Local Departments of Social Services, Section 3.45, for th...
	When an overpayment is keyed in ADAPT, the FIPS entered must always represent the originating locality.  The originating locality is the locality in which the overpayment occurred.  An agency entering a claim in ADAPT, where the overpayment occurred i...
	When a TANF recipient declares bankruptcy and the court decides that the TANF debt will be part of the waived debts for the individual, the TANF overpayment will be waived.
	LDSS •  When the payee is a vendor who reports nonreceipt of a Diversionary Assistance check, the EW will contact the Fiscal Processing Unit at Home Office to confirm the status of the check prior to taking any steps to reissue the check.
	• Furnish the police report to the Fraud unit upon request.
	101 Greystone Blvd., 1st Floor
	BY SIGNING BELOW, YOU—THE PAYEE—IS MAKING THE FOLLOWING DECLARATIONS:
	 The statement(s) indicated above are true.
	I declare under the penalty of perjury that the above stated is true.
	PAYEE/ENDORSER SIGNATURE   (FORGED ENDORSEMENT CLAIMS ONLY)
	Form needs to be notarized once completed. (If affiant located outside U.S., foreign notarized document must be “authenticated” at U.S. Consulate.)
	Subscribed and sworn before me this__________ day of _______________, (year) _______
	INSTRUCTIONS FOR PREPARATION OF AFFIDAVIT ON CHECK ENDORSEMENT
	INSTRUCTIONS FOR PREPARATION OF AFFIDAVIT OF CHECK FRAUD BY PAYEE FORGED ENDORSEMENT
	DIRECT DEPOSIT INFORMATION AND PROCEDURES
	C. How to Process a Direct Deposit Request
	The EW is to mail the client the Direct Deposit Closed Account/Incorrect Information letter (032-03- 674).  This letter is sent to the agency printer by ADAPT.   The EW is to check the appropriate box on the letter for the reason the direct deposit di...
	C. How to Process a Debit Card Request
	the reason why the request for the debit card failed.  The individual will contact the local agency if the EW needs to take any action. The individual will also take the appropriate action to resubmit the request to ACS.  When the request is approved,...
	F. How to Change the Benefit Issuance Method from Check to Debit Card
	request process will begin.  If the client already has a debit card account, another card will not be requested. ADAPT will enter the pre-existing account number on CUDDEP.
	Note: Funds received by debit card may be used to repay a previous overpayment.  The cardholder will have to obtain the funds from the card and provide the funds to DSS as a cash payment.


	600.pdf
	When a child is removed from an existing case because he becomes ineligible, or leaves the household, the information will be communicated electronically from ADAPT to the DCSE automated system.
	DCSE District offices information can be accessed at www.dss.virginia.gov/family/dcseoffices.cgi, or http://localagency.dss.virginia.gov/divisions/dcse/contacts.cgi

	800.pdf
	Example:   Mr. Raymond received Diversionary Assistance in one AU.  He is now in a POI for Diversionary Assistance.  He moves to another AU.  Mr. Raymond is not eligible to receive TANF in that AU until his POI for Diversionary Assistance has ended.
	EXAMPLE #1:
	EXAMPLE #2:
	EXAMPLE #4:

	900.pdf
	The eligibility worker must provide all applicants/recipients who have a permanent incapacity with information about services provided by the Department of Rehabilitation Services (DRS) to assist SSI/SSDI recipients in finding employment.  This inform...
	901.2
	Unless otherwise exempt, a parent who is a court convicted offender serving a sentence while still living in the home should be referred to VIEW if he is allowed by the court to leave home to work or attend education/training activities.
	E. Provide to persons with an incapacity, information from the Department of Rehabilitation Services (DRS) that explains employment services provided by DRS. The information is available at www.vadrs.org/downloads/drsflyer.pdf.
	In the case of a recipient who has become employed and wants to volunteer for VIEW in order to receive the VIEW enhanced disregards, the EW will advise the individual to contact the VIEW Worker to schedule the VIEW initial assessment appointment.
	 No Countable Earnings
	is entered, the case will be approved with a “GR”.  (The EW will then go back to the AEGNFS screen and enter the “VV” and the date the APR was signed.  After running ED/BC, the EW will enter a “GV” on the AEAUTA screen.)  If a “VA” is entered, the EW ...
	Exception: In the case of a TANF-UP household, when one parent is participating in a FEP placement and the VIEW sanction is the result of non-compliance by the other parent, the ESW will advise the EW to delay imposition of the sanction until the mont...
	2. If the fixed sanction period passed while the client was on assistance, but she did not cure the sanction, the TANF case will be approved in a suspended status if she applies for assistance again.

	901.10
	A. A VIEW participant, and all other adults and children in the assistance unit at the time of TANF case closure due to receipt of twenty-four months of assistance, is ineligible for TANF (including Diversionary Assistance) for a period of twenty-four...
	Note:  If the only eligible child(ren) in the home at the time the TANF case closed reaches the age of 18 (or has already reached the age of 18 but had remained eligible for TANF because he/she was scheduled to graduate before reaching age 19 and he/s...
	Note: If the VTP closes for any of these reasons, a notice is not required prior to case closure. If the VTP closes per client request, a notice is required.
	STEP 5: Subtract any penalties from the TANF payment.
	-219.00 Standard Deduction for 6
	-162.20
	$1072.00

	13a 901.13, page 11a  LD.pdf
	Note:  If the only eligible child(ren) in the home at the time the TANF case closed reaches the age of 18 (or has already reached the age of 18 but had remained eligible for TANF because he/she was scheduled to graduate before reaching age 19 and he/s...
	Note: If the VTP closes for any of these reasons, a notice is not required prior to case closure. If the VTP closes per client request, a notice is required.

	14 900, Appendix 2, pages 1-5-BGA.pdf
	- 221.00 Standard Deduction for 6
	- 162.20
	$1072.00


	1000a.pdf
	TRANSMITTAL 47
	TRANSMITTAL 47
	VIEW DEFINITIONS
	TRANSMITTAL 47
	Reasonable Distance – for VIEW placements, a reasonable distance is considered to be no more than one hour travel time each way from the participant’s place of residence to the site of the activity.
	Note: Refugee families receiving TANF or TANF-UP payments are subject to VIEW participation requirements. (Refugee families who are not eligible for TANF or TANF-UP, but who receive Refugee Cash Assistance (RCA), are not eligible to participate in VIEW.)
	(1) The number of two-parent families receiving TANF assistance that include two individuals who are engaged in a work activity for the appropriate number of hours for the month (i.e., the numerator), divided by,
	Federal Work Participation Rate Examples

	TRANSMITTAL 48
	Note: The local agency may choose to submit the complete VIEW Annual Plan by July 1 of each year.
	1. Standard Operating Procedures
	(Note: The agency should be aware that an assignment to Job Search/ Job Readiness activities will not count toward the TANF Work Participation Rate if the client has already completed the maximum number of hours in Job Search/ Job Readiness activities...
	b) she is assigned to an active component (this will also apply if she is assigned to an active component at any time during the month AND was already enrolled in VIEW but not assigned to Inactive on the first day of the month);
	1. The ESW will assess the participant within 10 calendar days if possible after assignment to the queue, but in all cases within 30 calendar days of assignment.
	4. to notify the eligibility worker of changes as indicated on the Change Report form and the consequences for withholding or giving false information.
	Note: The Activity and Service Plan developed at the initial assessment will include any assignments for the month of the assessment (which may be a partial month), and the next three full months. The ESW will explain to the client that the assignment...
	2) Agency or individual public conveyance sellers; or
	b. In some circumstances, the initial assignment to job search and/or job readiness may be waived. See c. below and 1000.4C.

	TRANSMITTAL 39
	be assigned to a concurrent program activity so that the concurrent activity and the part-time employment assignment meet the participation requirement.
	28.97
	18 +1 = 19 days employed during the month
	b. The work site must be within a reasonable distance from the participant's home.
	d. The Economic Assistance and Employment Unit of the Division of Benefit Programs at VDSS must:
	Hours for distance learning classes will be counted as participation if attendance and  participation are documented on an Education and Training Activities Attendance Report which is signed by the instructor. It is the responsibility of the worker to...
	Hours for distance learning classes will be counted as participation if attendance and  participation are documented on an Education and Training Activities Attendance Report which is signed by the instructor. It is the responsibility of the worker to...
	Hours for distance learning classes will be counted as participation if attendance and participation are documented on an Education and Training Activities Attendance Report which is signed by the instructor. It is the responsibility of the worker to ...
	Up to one hour of unsupervised study or homework time can be counted as education below post-secondary for each hour of scheduled class time. The need for unsupervised homework/study time must be confirmed by the education or training program. Supervi...
	C. Assignments to Inactive stop the VIEW clock and should be considered when the situation is not the result of the client’s action or inaction.
	Example: A new VIEW participant has a 14-month old child and needs child care in order to participate in the program. The client has been unable to find a child care provider. The only child care center in the community that accepts infants
	Example: A new VIEW participant has a 14-month old child and needs child care in order to participate in the program. She has interviewed several child care providers who usually have openings, but she insists on waiting so she can place her child at ...
	In all cases, in order to ensure that the participant understands the mandatory nature of the program and has an opportunity to explain the reason for noncompliance, the VIEW worker will attempt to contact the client by telephone or by personal contac...

	TRANSMITTAL 43
	c) not require travel time from the participant’s home to the jobsite that exceeds one hour each way, based on the transportation available to the participant.
	4) If the participant requests that the TANF case be closed following the referral of the case for sanctioning, the EW will enter the sanction in ADAPT prior to closing the case.
	Additionally, when a participant provides verification that he has become exempt after the fixed sanction period has ended, the ESW will notify the EW to lift the sanction as  of the date the exemption was verified. When a participant complies after t...

	Mom later leaves the home, the TANF case will be reinstated for the remaining household members the following month after the sanction month and Dad will continue to participate in VIEW.
	10) Beginning 1/1/12, participation in the SNAP Employment and Training program (SNAPET) is voluntary. If an individual fails to participate in the SNAPET program, the household’s SNAP benefits will not be reduced the SNAPET enrollment will simply be ...

	A TANF-UP case that is referred for sanction or in a sanction may not switch the individual who is participating in VIEW to avoid or cure the sanction. Once the sanction is cured, and the recipients wish to change the VIEW participant, they may do so ...
	F. The 60-month clock continues to advance.
	If the appeal is of a VIEW sanction and the TANF grant is reinstated, the months which pass while awaiting the appeal decision must be added to the 24-month clock. These months will remain on the clock regardless of the appeal decision (105.2). Additi...
	A financial arrangement between a local social service agency and any other entity for the provision of VIEW activities and services is a contractual relationship and can be entered into only if the standard contract format in Appendix B is used. No o...
	E. Payment and Reimbursement
	d) Explanation of the agency’s responsibility in monitoring contract and terminating if necessary;

	Appendix A (VIEW Forms) removed 2/1/12. VIEW forms can be accessed at
	VIEW BROCHURES

	MEDICAL ASSISTANCE/CHILDREN’S HEALTH INSURANCE
	ASSISTANCE WITH CHILD SUPPORT
	•  Medical Assistance/Children’s Health Insurance (doctor visits, medicine, hospital care, and checkups)
	• Child Care Assistance
	Families who get off of welfare because of work may still get family health coverage for parents and children for up to 1 year! It’s called Extended Medicaid.
	Example: In 2010, a mother with two children under age 19 can have income of $2,823 a month and still get health insurance coverage for her children.
	✓ parents live in the home.
	To get the extra money in advance with each paycheck, the employee must file Form W-5 with their employer. Employees can get Form W-5 from their employer
	Example: In 2010, a family with one or more children with gross income less than $35,535 a year could receive up to $3,050 in extra EITC money. The family could get the $3,050 when they filed their federal tax return or they could get $152.50 per mont...


	Assistance with child care may be available.
	To learn more about benefits available for low income working families, call your local Department of Social Services or visit us on the Internet at www.dss.virginia.gov/benefit/.


	•  Medical Assistance/Children’s Health Insurance (doctor visits, medicine, hospital care, and checkups)
	• Child Care Assistance
	Families who get off of welfare because of work may still get family health coverage for parents and children for up to 1 year! It’s called Extended Medicaid.
	Example: In 2010, a mother with two children under age 19 can have income of $2,823 a month and still get health insurance coverage for her children.
	✓ parents live in the home.

	To get the extra money in advance with each paycheck, the employee must file Form W-5 with their employer. Employees can get Form W-5 from their employer. (The advance does not cost the employer any money because it is taken out of the employee's fed...
	Example: In 2010, a family with one or more children with gross income less than $35,535 a year could receive up to $3,050 in extra EITC money. The family could get the $3,050 when they filed their federal tax return or they could get $152.50 per mont...
	• EITC Cash • Child Care • Medical Assistance/Children’s Health Insurance
	Virginia Department of Social Services
	All of the above information is correct to the best of my knowledge.
	* 45 CFR 261.70 (a)
	Barriers To Employment


	Examples of Possible Assignments
	Unsubsidized Employment – Part time
	Unsubsidized Employment – Self Employment

	Examples of Possible Assignments
	Vocational Education and Training

	Examples of Possible Assignments
	Community Work Experience (CWEP)

	Examples of Possible Assignments
	Type of Work Activity
	Examples of Possible Assignments
	Examples of Possible Assignments
	Should not be assigned until client has already been assigned to required hours in Core and/ or Non-Core Work Activities.

	Non- Active Assignments
	Pending
	Inactive


	17 1000.11, p. 29 LD.pdf
	Note: The Activity and Service Plan developed at the initial assessment will include any assignments for the month of the assessment (which may be a partial month), and the next three full months. The ESW will explain to the client that the assignment...

	18 1000.13, pages 52, 54, 55 & 56 CJR.pdf
	d. The Economic Assistance and Employment Unit of the Division of Benefit Programs at VDSS must:

	18 1000.13, pages 52, 54, 55 & 56 CJR.pdf
	d. The Economic Assistance and Employment Unit of the Division of Benefit Programs at VDSS must:

	22 1000-Appendix H, p.7 LD.doc.pdf
	Examples of Possible Assignments
	Vocational Education and Training
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