3.6.1.15 What happens when an adult reeipientapplicant parent states
they qualify for a time limit extension after we-elese-their case_is closed?

An adutt-applicant recipientparentmay reapply at any time for cash assistance after termination
of benefits due to time limits, including when they have new evidence or a change of

circumstance (e.g., a new, serious medical condition) that may qualify them for a time limit
extension.

All needy applicants/reeipients at or over 60 months of TANF/SFA cash assistance must have a
Time Limit Extension (TLE) review completed by WorkFirst Sstaffwith-a-Case PlanneroraWFSSS.
TLEimetimit reviews for TANF applicants require a number of communications between Case
Managers and financial staff, Ssee CSD Procedure Handbook “Processing a Request for TANF
Cash when Household Exceeds 60 months,” for additional details on the procedure of completing
the TLE. The goalis to help the applicant explore their needs with-the FLE-hardship-exemptions
avaitable-and if eligible for a TLE, extend their aid.

If the applicant states they believe they meet-a TLE criteriahardship, WorkFirst staff would explore
the applicant’s needs and complete the TLE tool in eJAS. WorkFirst staff need to reference the
Time L|m|t Hardshlp Extensions Chart to determine if the appllcant meets anv of the TLE crlterla

diseuss—the—ﬁaﬁwcv—srﬂuaﬂeﬁ—Aopllcant s may meet more than one TLE criteria ha%d%lﬁﬁﬁ mclude
all that apply to theat applicant.

See TLE hardship examples below:

Disability Determination:

Kai is over their 60 months and reapplied for TANF/SFA due to losing their job. Kai stated they
have a disability that keeps them from eempletingparticipating in employment related activities;
andactivities and needs care fromrem family members to complete daily activities of living. Kai is
finding challenges getting into a provider and doesn’t have objective medical evidence at this
time. Kai has been out of work now for over 6 months and has exhausted their unemployment
benefits. Kai believes their medical condition is a disability. The Case Manager looks in the ECR
and ifthey-den’tdoesn’t find objective medical evidence. andHn-thiscaseandinthisease-Kai
doesn’t have an established provider.-£ The Case Manager wottd-refers Kai to the Disability
Specialist to complete the Disability Determination through the Sequential Evaluation Process-er
(SEP process:) to determine if Kai meets aFtE-hardshipunderthe “Disabled Adult” TLE
criteriahardship-categery. The Disability Specialist will complete the SEP process and
communicate back to the Case Manager the determination. See CSD Procedure Handbook



https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/Time%20Limit%20Hardship%20Extensions%20Chart%202023.pdf

“Processing a Request for TANF cash when Household Exceeds 60 months” for steps the-process
to complete this process.

Infant, Toddler or Post-Partum:

Kate is reapplying for TANF cash assistance and sshe has already used her 60 months of
assistance. Kate just had a baby a week ago, and-can’t return to employment and doesn’t have
any medical leave from her place of employment. Kate reports she meets no other TLE
criteriaategeries, she has exhausted her IE/TE days, and will return to work after her post-partum
weeks have ended. Kate is approved for a post-partum TLE hardship-until her 12 weeks are
exhausted.

Family violence & homeless:

Mavy is applying for TANF cash assistance and has exhausted their 60 months. They have been in
an on and off again relationship with a partner, not the father of the child. May needs to see a
family violence advocate to discuss family violence services now that they have left the home
they shared with their abuser. May and their child are homeless, living in their car and need
resources and connection withto their local Coordinated Entry provider in their county. Due to
the CSO not having an en-siteonsite Family Violence Advocate;the Secial Service Specialist
completes, a Case Manager completes a family violence service plan (FVSP) with May to
connect with an advocate within 90 days to develop a more concrete FVSP. May develops an
IRP with the Case Manager to connect with a fFamily ¥Violence aAdvocate and connect with their
local Coordinated Entry provider for housing needs. The Case Manager approves the-FH-EasKatie

meetsthe family violence and-homelessnessiTLE categoryies.

3 —Some applicants
may be able to provide verification at the time of the interview, allowing for and-their TLE may-to
be completed on the spot-thephone-orinpersonatthe timeofinterview. Other applicants might
need to provide more verification, which could require anéd-the caseemayneed to be pended
until further verification is received by the Department. See CSD Procedure “Processing a
Request for TANF cash when Household Exceeds 60 months” for the precessrocedure to
complete thise TLE approval process.
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At the TLE appeintment meeting with anthe adult recipient-applicant, -WorkFirst staff
the Case Managercompletes the following actions:

1. Explains the TANF/SFA time limit policy_ and the TLE kardship-categories to the adult
2. Reviews the adult+eeipient's TANF/SFA months for accuracy, including the adult
reeipient's out of state or tribal TANF months.

4-3.Uses the Time Limit Hardship Extension Chart to determine whether the adult-reeipient
qualifies for one or more extensions.

5:4.Makes the TLE decision based on the evidence avaitable;-andavailable and requests any
additional necessary evidence for a TLE using an IRP.

e Ifthe adult meets TLE criteria,te approve the TLE by answering 'Yes' to question

#5 efin the eJAS TLE tool. Fhisapprevesan-extensionforthecaseandcompletes
theeJASFH-Etool-

If the adult doesn't meet TLE criteria, answer 'No' to question #5 efin the eJAS TLE tool, enters
the start-date of the following month when the TLE will close efextersien-and selects save.

F—Clicks okay on the A-pop-up in eJAS-displays, stating the case-goeses to a
supervisor/designee for review ofw/and-erapprevat efthe denial. Fhe-Case-Manager

5.
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8-—The TLER goes into pending status and-the-stpervisor/adesigneesees the case appears inon
the TLE Decision Report in eJAS for the supervisor/designee to review. to-make-the

6.

8-—Documentss using the TLE note type; that the TLE is pending for a supervisor/designee
decision-prior to termination/denial of benefits.

7.

Note: The Supervisor/Designee’s role is crucial in the TLE process to be sure all time-limit
extensionTLE denial decisions-hardships are reviewed.

To review and-approeve/deny TLE denial decisions, the supervisor or designee:

1. Reviews the TLE Decision Report in eJAS to find pending cases needing a TLE
hardship-review.

2. Usesthe Time Limit Hardship Extension Chart to review the case to determine if there are
any barriers or needs that might support a TLE approval.

3. Looks in the ECR for medical evidence, returned mail, or further correspondence to frem

the-adultrecipientfineligible parentthatmight-determine if the applicantpartieipant is

eligible for a TLE approval.

4. Reviews to ensure the applicantparticipant isn't eligible for the high unemployment rate
TLE-eategery. This includes checking ACES to verify if the applicant elientreceived TANF
during high unemployment rate months (April 2020 and onward.)

Reminder: You-wittreed-toreeord-Eeach TANF benefit month_needs to be recorded in
eJAS to approve this-the High Unemployment Rate timetimitextensionTLE.

If the supervisor/designee agrees with the TLENe-Extension denial decision they:

1. In the TLE Decision section; within the eJAS TLE tool, reviewss and checkss all of the boxes
below in agreement:

o Letters sent timely

e Correct canned textin the letter

e No mail was returned

e No medical evidence in ECR within the last 12 months
e No Family Violence issues have been determined

e Equal Access Plan has been followed
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o Ifscreened and no plan needed, supervisor/designee checks this box in
agreement.

e Comprehensive Evaluation E-created/updated within the last 12 months

o Iftheindividualparticipant didn’t show for the Comprehensive Evaluation-€E,
supervisor/designee checks this box in agreement.

e Social Service Assessment has been completed

o Iftheindividualparticipant didn’t show for an assessment, supervisor/designee
checks this box in agreement.

o ApplicantParticipant does not meet any TLE hardship-categories

2. Adds notes in the "comments" section at the bottom of the tool, stating the TLE has been
reviewed and they agree with the-ne TLE denial.extension resulting in ferterminationtdenial of
benefits.

a. Selects the "agree" button and-seleet "ok" on the pop-up that follows.

b—

e.—When 'ok' is selected the case-witt appears on the CLMR section #2- TLE No
Extension Rreport for the Case Manager to complete the final actions on the case.

‘.U

Note: The TLER status changes from 'pending' to 'agree-print letter' in the TLE tool for the
Case Manager to complete.



If the supervisor/designee agrees with the TLE denial,terminationfdenial; the Case
Manager:

1. Looks toUtilizes the CLMR section #2 TLE No Extension Report, Decision column for
'agree-print letter' decisions.

2. Selects a date in the Created Date column - The letter only generates when dates are added

3. Selects the 'Print Time Limit Extension letter'

a. Selects 'Preview'

b. Selects 'Save Print'

Note: The letter must be printed from the TLERTLE -tool and sent to the adult recipient
parent to terminate/deny the TLE. Printing prompts the systems to deny benefits.

e Hits the back button while in the Time Limit Extension Determination letter before
printing the letter,

e Goesbackto home, or-

e Goes tothe main screen.,

e The letter will not print and a decision will generate regardless, denying TANF/SFA
for No Extension without proper notice.

Printi s &4 terms to denyel the benefits.

See CSD Procedure Handbook “Processing a Request for TANF Cash when Household Exceeds 60
months,” for additional details to complete the TLE.

If the supervisor/designee disagrees with the denial, the supervisor/designee:

In the TLE Decision Section in eJAS, within the TLE tool, reviews and checks applicable boxes:




o Checks the "disagree" button

o Ifthe denialisn’t approved, the box/es left "unchecked" is the reason(s) the
supervisor/designee disagrees with the denial.

o Adds a case note stating the TLE denial has been reviewed and disagrees with the
termination decision in eJAS.

Note: The supervisor/designee's decision reason is indicated by the unchecked boxes in the eJAS
TLE tool, stating what was missed in the TLE review process. For exampleexample, if the following
boxes were left unchecked, they need to be followed up on by the Case Manager:

e Letters sent timely

e Correct canned text in the letter

e No mail was returned

e No medical evidence in the ECR within the last 12 months
e No Family Violence issues have been determined

e Equal Access Plan has been followed

e Comprehensive EvaluationE created/updated within the last 12 months

e Social Service Assessment has been completed

e Participant does not meet any TLERardship categories

If the supervisor/designee disagrees with the TLE denial, the Case Manager:




1. Looksto the CLMR section #2 TLE No Extension Report, Decision column for 'disagree’
decisions.

2. Selects date of the Created Date column

3. Goes to the TLE tool for the specific case and reviews the decision made by the
supervisor/designee.

4. Determines next steps:

a. Approvesthe TLE or,

b. Schedules an appointment with the adult applicant to address what was missed in
the TLE review process.

See CSD Procedure Handbook “Processing a Request for TANF Cash when Household Exceeds 60
months,” for additional details.

After the Fime LimitExtensionTLE interview/appointment, if the applicant er+eeipientshares
with the-Case-ManagerWorkFirst staff they have a- health issue(s) that interferes with their ability
to do work related activitiesdisabiity,: the-Case PlannerWorkFirst Sstaff-witt follow the CSD
procedure “Processing a Request for TANF Cash When Household Exceeds 60 Months, ” section
(e-) When the Case Planner can’t determine that the TLE can be approved or denied. the

: ial luati (SEP)- A he Ti .. .
interview/appoeintmentifthelf an applicantrecipient -sharess they have a health issue(s)
that interferes with their ability to do work related activities -during the TLE interview, the

Case Manager-willcomplete thefollowingactions:

1. Refers the adult applicant reeipientto a disability specialist for a TLE disability evaluation
when available medical evidence doesn't meet the severity or duration requirements for
the disabled adult WorkFirstFANF/SFA exemption. See CSD procedure “Processing a
Request for TANF Cash when Household Exceeds 60 Months;” for further information. -{i}
If the TLE cannot be approved due to insufficient or not enough medical evidence ef
enough-evideneeto prove the eustemerapplicant has a disability, the SSSCase Manager
witbcompletes the Sequential Evaluation Process (SEP)SEP-process, or refers to the
Disability Specialist for a SEP decision.

a. Thedisability specialist follows the Disability Determination Process -through the
SeqguentiatEvatuationProcessor{SEPprocess;) (see Social Service Manual =—foer
reference-section TANF Sequential Evaluation Process SEP); to determine eligibility
and communicates the determination to WorkFirst Staff.



https://www.dshs.wa.gov/node/493/

b. Ifthe disability specialist determines the adult reeipient’s-applicant’s condition
doesn't meet ABD criteria, WorkFirst Staffstaff complete the eJAS TLE tool and
submits itrefers to the supervisor/designee if a denial is recommended. Please see
the steps above for the denial process.

c. Ifthe disability specialist determines the adult reeipient’s-applicant’s condition
does meet ABD criteria, WorkFirst Staff-staff approves the TLE, updating the TLE
tool, usirg-choosing the Disabled Adult TLE categoryhardshipXxBreason-code.

2. DFheCase-ManagerdbBocuments evidence used to make the decision in the free form text
box efin the eJAS TLE tool, using language from the eJAS Time Limit Extension Denial
Letter time timitFE-denialtettertemplate or the Time Limit Hardship Extension chart if
the adult reeipientfapplicant doesn't qualify for a TLE-timetimitextension.

2-3.Saves the letter.

4. Fornon-English speaking applicants, the Case Manager Saves-saves-thetetterin-edAS, p:

Orfornon-English-letters;prints, translates, and holds (without imaging in DMS) the
Time Limit Beeisien-Extension Denial Letter.in eJAS. If the adult reeipientapplicant

doesn't qualify for aﬂe*teﬁﬁena TLE: —eﬁASer—e%eFthem#eHmaﬂeineheAGESiFWEP

When receiving a Barcode tlckle for Time Limit Extension Denlal Letteril'-l:Ee*teﬂs'reﬂdemal
letters-needing translation, the Case Manager:

o Sends a copy of the translated Time Limit Extension-eJAS-deniat Ltetter for
imaging.

o Translates the ACES termination notice if it’s in a non-supported language.

o Locally prints and mails the translated ACES and eJAS letters to the adult
recipientfineligibleapplicant-parent in one envelope.

o Documents that the letters were sent in the eJAS time limit note type.

o Clearsthe Barcode tickle.

Refers to the procedureforACES processing Procedure “Processing a Request for TANF Cash
when Household Exceeds 60 months-” for additional information.
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Resources

Related WorkFirst Handbook Chapters

e 3.2.1 Comprehensive Evaluation
e 33.1IRP

e 6.1 Resolving Issues - Overview
e 6.5 Family Violence

e 6.8 Exemptions

Forms & Other Resources

e Domestic Violence Hotline for genreratpubliepublic 1-800-562-6025
e EA-Z Manual -TANF/SFA Time Limits
e EA-ZManual - Time Limits Overview

e Family Violence Technical Assistance for all staff working with WorkFirst participants
Monday-Friday 9:00 am-5:00 pm 360) 586-1022 Ext 102 or 104

e Letters Process for TANF Time Limit Extension Reviews, Terminations, Reapplications,
Denials and Approvals


https://www.dshs.wa.gov/esa/chapter-3-tools/321-comprehensive-evaluation
https://www.dshs.wa.gov/esa/chapter-3-tools/331-individual-responsibility-plan-and-stacking-activities
https://www.dshs.wa.gov/esa/workfirst-handbook/chapter-6-resolving-issues
https://www.dshs.wa.gov/esa/chapter-6-resolving-issues/65-family-violence
https://www.dshs.wa.gov/esa/chapter-6-resolving-issues/68-exemptions
https://www.dshs.wa.gov/esa/eligibility-z-manual-ea-z/tanfsfa-time-limits
https://www.dshs.wa.gov/esa/tanfsfa-time-limits
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/Letter%20Process.pdf
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/Letter%20Process.pdf

e Pregnant Women Assistance (PWA) Flow Chart

e Social Services Manual - Good Cause

o SecialServicesManual—Medical Evidence ReguirementsSocial Services Manual- TANF

Sequential Evaluation Process (SEP)

e Time Limit Hardship Extensions Chart

ot C ot Evatuat SEP) S il € -

Usine theS L Evatuation F (SER) for TANF-TLE Desk Aid-for Disabili
Cpeciali

e Flyer, Transitioning off TANF

e TLE High Unemployment Rate- Desk Aid


https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/PWA%20Flow%20Chart.pdf
https://www.dshs.wa.gov/esa/social-services-manual/division-child-support-dcs-good-cause
https://www.dshs.wa.gov/esa/social-services-manual/tanf-sequential-evaluation-process-sep
https://www.dshs.wa.gov/esa/social-services-manual/tanf-sequential-evaluation-process-sep
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/Time%20Limit%20Hardship%20Extensions%20Chart%202023.pdf
https://www.dshs.wa.gov/os/publications-library?combine&field_program_topic_value=All&field_job__value=22-1586&field_language_available_value=All
https://csd.esa.dshs.wa.lcl/training/jobcoaches/CSD%20Desk%20Aids/TLE%20High%20Unemployment%20Rate.pdf

