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Chapter 2: Case Set Up

Section 2.000: ldentifying Case Types

This section presents an overview of the different types of DCS cases.

Contents

Laws 45 CFR 302.33, 45 CFR 303.2 applications/case set up

RCW 74.20.330 receiving public assistance assigns rights

WAC 388-14A-2000 eligibility for DCS services

WAC 388-14A-2000, 2010, 2015 qualifications for DCS services
WAC 388-14A-2000 Medical Enforcement Only (MEO) requirements

Policy Set up a case for applicants who are eligible and who qualify to receive DCS services
within 20 days of receiving a referral or an application for services.

|Procedure ||Review the application or referral to determine what type of case to set up. |
[Visual Aids I |
Automated Actions The case type field on BC drives the enforcement services offered for the case.

Auto-eval EV does not run on case type 5 (non-1V-D) or subro type 5 (paternity related).
|SEMS Screens || |
[Forms Used ||14-057, 14-341, 18-078, 09-793 |

Hearing and Conference
Board Rights

Personal Notes You have not added any notes to this handbook section.
[Add a note]
|See Also ||17.035 Determining Where a Case Belongs
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Chart - Overview of Case Types

Case Type Name SEMSCase Type

Information

Public Assistance 1

Receipt of assistance authorizes full collection
services.

Some children on a referral may require a
separate type of DCS case. The type of public
assistance provided or IV-D service may vary
between children in the same household.

Set up all good cause cases.

Nonassistance 2

Non-TANF Arrears

Any lawful physical custodian of a dependent
child in need of support.

A child or custodian owed court-ordered post-
secondary support.

A former custodian owed support under an
order for a time he/she had physical custody
of child.

An SSI child removed from a TANF grant but
still in the household.

Tribal TANF for each NCP associated with
referral.

Nonassistance arrears only case.

Foster Care 3 TANF FC may be either federally funded (FC-TANF)
4 SO or state-funded (FC-SO).
Central Services receives & processes all
referrals
PSO 5 PSO - a WA order directs payments through
(Payment Services Only)/ WSSR and DCS is not providing child support
Non-1V-D IV-D collection services.

Non-compliance fine cases. See Section
12.025 for set up instructions.

Incoming Transmittal #3 interstate requests
for limited services.

Special project cases.

Employer Initiated cases.

Receivables cases set up solely for
receivables collection.

Spousal Support Only cases.

Federal Case Registry (FCR) cases
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MAO (Medicaid)

Z

MAO (Medicaid) applicants receive full
collection services unless MEO (medical
enforcement only) chosen on 09-793 or in
writing.

A child receiving categorically needy FO6
medical assistance.

Interstate

1 Public Assistance
(including FC)

2 Non-Assistance
(including MAO)

Can be either assistance or nonassistance.
Can be either initiating (WA sends case to
another state) or responding (WA receives
case from another state).

Central Services receives, acknowledges &
sets up all responding interstate cases.
In-rem cases

Paternity Establishment
Only

1 TANF

2 NA

Unwed parents request IV-A services but
refuse to sign a Paternity Acknowledgement.
Set up case and transfer to appropriate field
office to refer to Prosecutor.

Nonassistance NCP requests paternity
establishment.

Responding Tribal (Tribal
TANF)

2 NA (includes Tribal
TANF)

Receipt of Tribal TANF and referral to DCS
for each associated NCP.

A new NA case set up for each NCP
associated with the Tribal TANF referral.

DCS and each Indian tribe with a TANF
program work together to establish a protocol
or negotiate an agreement or memorandum of
understanding.

Subro Cases (Types vary)

0 Case Type
1 TANF

2 FC- TANF
3 FC-SO

4 Medical

5 Paternity

Subro only.

Support arrears assigned to DSHS.

Support arrears owed for FC child.

Support arrears owed for FC child.
Judgment for birth costs owed to DSHS.
Judgments for costs of establishing paternity,
awarded to DSHS
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Chapter 2: Case Set Up

Section 2.005: Identifying Applications for Services and Other Sources of Cases

This section identifies applications for services and lists other sources of cases..

Contents
Laws 45 CFR 302.33, 45 CFR 303.2 applications/case set up
RCW 74.20.330 receipt of public assistance assigns rights
WAC 388-14A-2000, 2010, 2015 qualifications for DCS services
WAC 388-14A-4300, 4301 hearing for recovery of excess day care/special
child rearing expenses as application for services
Policy Open a IV-D case for custodial parents (CPs) applying directly from another
state only if they attest that the children do not receive public assistance or
IV-D services from another state.
Open a case when the noncustodial parent (NCP) applies for services and
there is no active case.
Open a 1V-D case upon receipt of any of the following:
1. WSSR court order where either party signed the line to request
services.
2. A Washington State TANF, Medicaid, or foster care referral.
3. A signed application for nonassistance services from an
eligible individual.
4. A transmittal from another child support agency.
5. A referral from an Indian tribe with a TANF program.
Open a full enforcement case by operation of law if DCS discovers a child is
receiving medical or cash assistance in Washington if the NCP is not in the
household and DCS has no case. If the case is a good cause case, take
appropriate action.
If an application is unacceptable (see Section 2.025), DCS does not have to
follow case closure procedures to close a case.
Procedure Open cases based on applications, referrals, interstate requests, tribal
requests, and operation of law. The case must meet established criteria.
Case set up staff opens a case even when the case will belong in another
field office.
[Visual Aids I

|Automated Actions

|SEMS Screens

|Forms Used

14-057, 14-341, 18-078, 09-793, 18-368

Hearing and Conference
Board Rights
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Personal Notes You have not added any notes to this handbook section.

[Add a note]

http://www.dcs.dshs.wa.gov/cgi-bin/printchapter.pl ?chapter=02 (12 of 67)11/6/2006 1:38:20 PM



http://www.dcs.dshs.wa.gov/cgi-bin/printchapter. pl 2chapter=02

Procedures

1. What applications come from people who do not receive public assistance?

1. A person who wants nonassistance services must apply in writing and sign the request. Applications
include:

1. An Application for Nonassistance Support Enforcement Services, DSHS 18-078 from the
CP;

2. A Responsible Parent Child Support Enforcement Application, DSHS 14-057b from the
NCP;

3. An Application for Full Collection Services, DSHS 14-341 from the CP or NCP;

4. A DSHS 14-057 and a DSHS 18-078 or a DSHS 14-341 from the child who is the payee for
court-ordered post secondary support;

5. A Washington State Support Registry (WSSR) order entered after September 1, 1991 where
either party signed the line to apply for full support enforcement services or to request full
collection services;

6. A signed letter from the CP or NCP requesting full collection services on an existing PSO
case; or

7. AWSSR order received from January 1, 1988, through August 31, 1991.
Note: An application was not required to open a case when DCS received a WSSR order from
January 1, 1988 through August 31, 1991. DCS opened a case automatically.
2. In some cases, DCS may need more information to open the case.
1. Set up the case.

2. Send a Nonassistance Application Rejection Letter, DSHS 18-368, with the reason DCS
rejected the application. Tell the applicant what they need to do to receive services. See
Section 2.025.

2. What applications come from people who receive some types of public
assistance?

1. Applications include:

1. An electronic referral from the public assistance office showing the family is eligible for state,
tribal, or federally funded public assistance, or medical assistance.

2. An electronic foster care referral received and processed through Central Services.

2. DCS opens a case without a referral packet when we learn that any child in a household receives
public assistance, medical aid, or foster care. This is opening a case by operation of law.

3. The CSO sends a referral packet for unwed parents who apply for public assistance but refuse to sign
a paternity acknowledgment. DCS sets up a paternity establishment only case for referral to
Prosecutor. Note: If the paternity establishment case is returned from the Prosecutor and paternity
is established, and the parents are living together, begin the case closure process if no judgement
was entered. If the paternity establishment case is returned from the Prosecutor and paternity was
established, and the parents do not live together, convert the case to an enforcement case.
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= DCS cannot require an application to continue services when public assistance or Medicaid
stops, but continues to provide services at the same level.

3. How do applications come from other states?

o Another state asks DCS to establish, enforce or modify an order, via:

1. Child Support Enforcement Network (CSENet): Initial request is electronic, followed by the
necessary paperwork; or

2. Interstate: Federally approved interstate transmittals per the Uniform Family Support Act
(UIFSA).

4. How do we handle redirect requests from other states?

1. Another state may ask Washington to "redirect” funds to that state when DCS is already collecting on
a case with the same parties. Send these cases to Central Services for initial handling.

2. If an existing case has ever been TANF:
= Central Services staff:

1. Set up a new case with the redirected payment address;

2. Make a case comment CC to the case giving redirect information to the Responsible Support
Enforcement Officer (RSEO);

3. Transfer the new case to the field office; and

4. Send the acknowledgement form to the initiating state to inform them that DCS needs a full
interstate transmittal within one month or we will close the case and stop sending payments to
the initiating jurisdiction (1J).

3. If an existing case has never been TANF:
« Central Services staff:

1. Make a case comment CC to the case giving redirect information to the RSEO;
Note: Central Services does not set up a new case.

2. Send the acknowledgement form to the initiating state to inform them that DCS needs a full
interstate transmittal within one month or we will stop sending payments to the initiating
jurisdiction (1J);

3. If a full transmittal is not received by the date requested, Washington State will return to
sending payments directly to the CP; and

4. If a full transmittal is received, Central Services staff sets up a new responding jurisdiction
(RJ) interstate case.
4. When the field office receives the new case from Central Services:

1. Review the case types on the new case and all associated cases to make sure they are
correct;

2. Verify that the CP is not receiving public assistance in Washington State;

3. Set CF on both cases; and
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4. Set a review to check for the transmittal.

5. If a request for redirect is received but Washington is not receiving any payments, the Central
Services Redirect Coordinator returns the request for redirect and requests that the 1J provide a full
referral so that Washington can initiate enforcement actions.

5. How do | handle applications from Indian Tribes?

o An Indian tribe with a TANF or child support program may ask DCS to establish, enforce or modify an
order via the terms negotiated in a state/tribal protocol, Memorandum of Understanding, or

cooperative agreement. After case set up, transfer the case to the appropriate field office Tribal
Liaison.

6. What are some other sources of newly opened cases?

1. A hearing decision may result in a case opening or reopening without an application.

2. Another Washington State agency may receive a direct withhold from out-of-state and that agency
may ask DCS to set up a case to process payments. See Section 2.070.

3. If the NCP requests an administrative hearing for recovery of excess day care or special child rearing
expenses due under a court or administrative order, consider the hearing request as an application for
full support enforcement services if there is no existing full collection case.

Revised 7/14/2006
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Chapter 2: Case Set Up

Section 02.010: Responding to Requests for Applications

This section describes when and how to respond to requests for applications and how to document the

Contents

Laws 45 CFR 303.2(2) response time for applications
WAC 388-14A-2030, 2035, 2036 eligibility for DCS services

Policy Provide a nonassistance application on the date of request if made in
person or within 5 days of request if made by mail or phone.
Document each nonassistance application request and retain documentation
for audit purposes.

Procedure Respond to and document all requests for applications for services.
Complete the online nonassistance request log on the date of the request.
Mail the Application for Full Collection Services, DSHS 14-341 to a requester who
has a PSO case. Do not use the online process.
Refer Washington State employers who are requesting a case to the employer initiated
coordinator. Do not use the online process.

[Visual Aids I

Automated Actions

Support Enforcement Management System (SEMS) uses the Online
Nonassistance Request Log to automatically mail applications to clients.

|SEMS Screens

l4s, CR, CC, AL

Forms Used

14-057, 14-057b, 16-072, 16-107, 18-078, 18-607, 14-341, Use the online
Nonassistance Application Request Form for applications for full services.

Hearing and Conference
Board Rights

Personal Notes

[Add a note]

You have not added any notes to this handbook section.

|See Also

Personal Notes
[Add a note]

You have not added any notes to this handbook section.
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Procedures

1. What do 1 do when | get a request for an application?

o Document all requests for applications for services.

1. If the requester does not have a case on SEMS (computerized Support Enforcement
Management System), enter the information in the Nonassistance Application Request Log.
SEMS notifies centralized printing to send the application.

2. If the requester has a case on SEMS enter the information in the Nonassistance Application
Request Log and also enter a case comment CC that the online log was completed. SEMS
notifies centralized printing to send the application.

2. How soon do | have to respond to a request for an application?

1. Give in-person requesters an application packet immediately and enter the request information in the
Nonassistance Application Log on the day the request was received. Select "pick up" instead of "mail
out."

2. For mail or phone requests, enter the request information in the Nonassistance Application Log on the
day the request was received. Headquarters staff and centralized printing will send the application.

3. What is sent to the person who requests an application?

1. The following forms are sent to a CP who requests an application: the Application for
Nonassistance Support Enforcement Services, DSHS 18-078, the Child Support Enforcement
Referral, DSHS 14-057, the Nonassistance Support Enforcement Information, DSHS 16-072, the
Declaration of Support Payments, DSHS 18-433, and the Child Care Verification, DSHS 18-607.

2. The following forms are sent to an NCP who requests an application: the Responsible Parent Child
Support Enforcement Application, 14-057b, and the Noncustodial Parent's Rights and
Responsibilities, DSHS 16-107.

3. If the person has a PSO case, send an Application for Full Collection Services, DSHS 14-341. Do
not use the online process above.

4. If the requester is a Washington State agency employer, ask the employer to fax the withhold to the
employer initiated coordinator so a case can be set up. The fax number is 360-586-3274.

4. What if the applicant lives out of state?

o Send an application using the processes above. The applicant does not have to live in the state of
Washington.

Revised May 17, 2005
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Chapter 2: Case Set Up

Section 2.015: Identifying Eligible Nonassistance Applicants
This section describes who may apply for nonassistance services and what conditions there are, if any,

to applying.
Contents
Laws 45 CFR 302.31 requires paternity establishment
45 CFR 302.33 applications
RCW 26.23.035(2) lawful custody and payee notification
WAC 388-14A-1025(f) former custodian with support order
WAC 388-14A-1030, 2000 DCS services
WAC 388-14A-2010(5) lawful custodian
WAC 388-14A-2015 non-resident applications
Policy Open a nonassistance case with the receipt of a signed application from
eligible applicants.
Accept applications from non-custodial mothers who want paternity
established.
Do not provide full-collection services to any non-parent non-payee CP who
does not provide DCS with a signed Declaration of Lawful Custody DSHS
09-693.
|Procedure ||Open a nonassistance case when the application meets certain conditions.
[Visual Aids I

|Automated Actions

|SEMS Screens

|Forms Used

||14-057, 14-057b, 18-078, 09-693

Hearing and Conference
Board Rights

Personal Notes

[Add a note]

You have not added any notes to this handbook section.

[See Also

||6.180 Determining When Not to Enforce Current Support
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Procedures

1. Who can apply for nonassistance services?

1. The physical custodian of a child, whether parent or non-parent.

2. Former custodians who are owed support for a period when the child lived with them. The support
debt must be based on an order for child support;

3. An alleged father or a non-custodial mother requesting paternity establishment; and,
4. A person to whom a court order directs payment of postsecondary educational expenses.

1. If a court order directs payment to the child, the child may apply for services. Set up a case
with the child as both the custodial parent (CP) and the child on the BC screen.

Note: Assign different Bl#s for the CP and the child.

2. Do not accept an application if the educational institution is the payee on the order.

5. Out-of-state CPs who verify all of the following:

1. Another state or authority is not supplying support enforcement services;

2. That the CP has/had physical custody of the children when support accrued;
3. That the CP has/had lawful custody of the children; and
4

. That the children do not receive public assistance.
« If all parties live out of state, and there is no tie to Washington, you may reject the
application. See Section 2.025.

6. A noncustodial parent (NCP) if the children are not receiving child support services from Washington
or any other state;
= An NCP must verify that no other state is providing support enforcement services.

7. Another state IV-D agency asking for spousal support only (SSO) under Uniform Interstate Family
Support Act (UIFSA) laws. Spousal support is also called maintenance or alimony. See Section 2.075.

2. Who receives full collection nonassistance services without an application?

o The recipient of medical assistance (Medicaid/MAO). DCS provides full-collection services
automatically, unless the custodial parent (CP) elects medical enforcement only (MEQ) services. See
Section 2.055.

3. What do | do if the applicant is not a parent or the payee on the child's support
order?

1. If there is an existing child support order, do not distribute any support to the non-payee CP until you
follow the procedures for notification of the payee. See Section 6.140.

2. Send a Declaration of Lawful Custody, DSHS 09-693 to the non-payee CP when one of the
following occurs:

1. DCS receives a nonassistance or MAO (Medicaid) application; or
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2. The child's TANF grant terminates. See Section 14.000.
Exception: Do not require a DSHS 09-693 if the payee on the order is deceased. See
Section 6.180 B.1.

3. If the case is MAO (Medicaid) and the CP does not return the DSHS 09-693, provide medical
enforcement only (MEO) services even though the CP has not signed the waiver of full services.

pril 6, 2005

http://www.dcs.dshs.wa.gov/cgi-bin/printchapter.pl ?chapter=02 (20 of 67)11/6/2006 1:38:20 PM



http://www.dcs.dshs.wa.gov/cgi-bin/printchapter. pl 2chapter=02

Chapter 2: Case Set Up

Section 2.020: Meeting Case Set Up Time Frames

This section identifies when you must set up a case after receiving and reviewing an application.

Contents

Laws

45 CFR 303.2 (3)(b) open case within 20 days

45 CFR 303.7 interstate Central registry time frames
45 CFR 303.100 (b)(1), (e)(2) immediate withholding
RCW 26.44.030(4) sexual misconduct report

Policy

Set up a case within 20 calendar days of receipt of a referral/application.

Central Services sets up a case and images copies of orders with immediate
wage withholding language within two days of receipt.

Central Services sets up a case and takes the first case action within ten
working days of receipt of an interstate request for services.

If appropriate, DCS must send a sexual misconduct report to local law
enforcement within 72 hours of receiving a referral.

Procedure

Set up a case in a given period of time according to certain conditions on the case.

Case set up staff review dates of birth for cases where one of the parents was less
than 16 years old at the approximate date of conception of the child. SEOs should also
review all new cases for this kind of situation.

Headquarters staff also review a biweekly report produced by SEMS and make the
misconduct report to the appropriate law enforcement agency.

Visual Aids

Automated Actions

Event Status becomes CS (Case Setup) when a referral processes into the
SEMS system, when a PSO case changes to any other type, or when case
status changes from closed to open or to referral.

Event Status stays as CS for 15 days after the referral received date. RSEO
may type GO in Action Code field to start Auto Eval EV before 15 days.

|SEMS Screens

llcc, cRr, BC, sX, RP

|Forms Used

||14-057, 14-057b, 14-057c, 18-078, 09-793, 09-859

Hearing and Conference
Board Rights

Personal Notes

[Add a note]

You have not added any notes to this handbook section.

See Also

5.020(D) Responding to Family or Domestic Issues
Sexual Misconduct Calculator
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Procedures

Time Line - Federal Time Frames for Actions

Staff date stamp all applications and referrals when they receive them.
The date stamp begins the federal time frames:

Within 2 working days

Central Services sets up a case with an IWW order, images the order,
and sets a review code 81 for the RSEO.

Field Office takes collection action on an IWW order.

Within 10 working days

Central Services sets up an interstate case and takes the first action.

Within 20 calendar days

Field Office set up staff set up a non-IWW case and take the first
action. This applies even when the case will belong in another field
office.

Revised April 6, 2005

DCS Home Director Field Ops Policy / Legal Central Services SEMS MAPS Fiscal Ops

Communications /CRU Training Personnel Tribal Facilities

Seattle Tacoma Everett Yakima Spokane Olympia Wenatchee Vancouver Fife Kennewick
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Chapter 2: Case Set up

Section 2.025: Identifying Unacceptable Applications
This section describes how to identify applications that DCS cannot accept as the basis for a case and

what to do with them.
Contents
Laws 45 CFR 302.33 applications
WAC 388-14A-1025, 1030, 2000, 2005 services DCS provides
WAC 388-14A-2000 eligibility for DCS services
WAC 388-14A-2000, 2010, 2015 qualifications for DCS services
WAC 388-14A-2020 reasons to deny an application
Policy Send a rejection letter to return an unacceptable nonassistance application
within five working days after receiving the request.
Set up a case on SEMS before sending a rejection letter or closing the case
if the application is unacceptable.
Accept an application from a child with no known CP if the child receives
FO6 categorically needy children’s medical.
Procedure Send the rejection notice stating the reason DCS rejected the application. If
possible, tell the applicant what they need to do in order to receive services.
|Visual Aids ||

|Automated Actions

ISEMS Screens

|IBC, CC, BI, CR, SX, 4S

|Forms Used

||18-078, 18-368

Hearing and Conference
Board Rights

Applicant has the right to an Administrative Hearing to appeal a denied
application.

Personal Notes
[Add a note]

You have not added any notes to this handbook section.

|See Also

||18.000 Identifying a Case for Closure or Termination of Services
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Procedures

1. What is an unacceptable application?

An application is unacceptable if it does not meet the requirements to set up a case. This includes any
application that is:

1. Unsigned;
2. From a noncustodial parent (NCP) for anything less than full enforcement services;

3. From a child;

Exception: Accept applications from a child who is the payee on a post-secondary support order. See
Section 6.065. Accept applications from a child who is the payee on a categorically needy children's
medical FO6 grant.

4. For MEO when the children are not on Medicaid;

5. For spousal support only (SSO) when it is based on a Washington State order;

Exception: Uniform Interstate Family Support Act (UIFSA) requires that DCS accept applications
from other states for spousal support only. See Sections 2.075 and 2.080.

6. For nonassistance child care only; or

7. From an educational institution.

2. What do | do with an unacceptable application?

1. Set up a case on SEMS before sending a rejection letter or closing the case if the application is
unacceptable, so that SEMS has a record of the rejection and any subsequent hearing.

2. Within five working days of receipt, send a copy of the unacceptable application to the requester with
a Nonassistance Application Rejection Letter, 18-368. If the applicant can make the application
acceptable (such as by sending documents or giving information), tell them what they need to do.

3. Does the rejected applicant have any options?
o The applicant may ask for an administrative hearing to contest the rejection.
4. Do direct out-of-state applications have the same criteria?
There are additional criteria for direct out-of-state applications:

1. You cannot accept an application received directly from an out-of-state CP or NCP unless he or she
signs and dates the Application for Nonassistance Support Enforcement Services DSHS 18-078,
which includes a statement under oath that says:

1. The CP is not receiving or asking for support enforcement services from another state or
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authority;

2. The CP has physical custody of the children or had physical custody of the children for the
time when the support debt occurred;

3. The CP did not wrongfully deprive the legal physical custodian of custody of the children; and

4. The CP is not receiving public assistance funds for the children.

2. All other reasons in Section A also apply to out-of-state applications.

3. The applicant or the other party must have a tie to Washington State. See Section 15.000 for personal
jurisdiction information.

4. You cannot accept an application if DCS already has an open case for the applicant from another
state.

April 6, 2005
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Chapter 2: Case Set Up

Section 2.030: Cross-referencing Applications and Referrals to Set up a Case
This section describes how to cross-reference applications and referrals. This is so you can determine if

there is an existing case or if you need to set up a new case.

Contents

|Laws || |
Policy Check child support and public assistance records for existing cases before

setting up a new DCS case.
|Procedure ||Cross-reference all applications to see if there is a case already set up. |
|Visua| Aids || |
|Automated Actions || |
[SEMS Screens |ISX, CR, BI, BC, 4X, 4S, 4A, 4F, 4C, 4R, CX |
[Forms Used ||14-057B, 14-057C, 18-078, 09-793 |
Hearing and Conference
Board Rights
Personal Notes You have not added any notes to this handbook section.
[Add a note]
|See Also ||

http://www.dcs.dshs.wa.gov/cgi-bin/printchapter. pl 2chapter=02 (26 of 67)11/6/2006 1:38:20 PM



http://www.dcs.dshs.wa.gov/cgi-bin/printchapter. pl 2chapter=02

Procedures

1. How do | cross-reference a new application or referral?

1. When you receive an application or referral, cross-reference all people on the application. Check
ACES and SEMS databases for an existing case.

2. Cross-reference in ACES using name, SSN, and client ID # to find the AU#.

3. You may also cross-reference in SEMS using these screens:

|% ||Cross—reference by SSN. |
|C_R ||Cross—reference by name. |
|ﬂ ||Cross—reference existing cases for personal information on Basic Individual. |
lax ||Cross-reference for public assistance (IV-A) and child support (IV-D) interface information. |

To identify and correct alternate AU numbers. (Pass-off using an SSN or AU #).
Shows other AU #s associated with ACES Program types.

£ Shows the IV-D Term date. (This shows when TANF money stopped).

An asterisk next to a SSN indicates an active recipient.
laA ||Shows information on each ACES AU# on 4X. |
laF ||Shows which AU# has current public assistance payments |

|4C, 4R |[Shows recipients and grant periods |

Note: To link multiple AU#s, e-mail a Cash Service Request to State Office. If you have a question
about linked AU#s, e-mail your question in a Cash Service Request to State Office.

2. What do | do next?

1. If you find an existing case with the same parties that are on the application or referral, add the
referral to the existing open case. See Section 2.035.
« If the existing case is closed, reopen the case if the original reason for closure no longer
exists. See Section 2.040.

2. If you find no existing case with the same parties and you need to set up a new case, see Section
2.045 for instructions on how to set up a new case.

3. If you know that there is a good cause claim on the public assistance application, see Section 5.010.
Follow local office procedure for handling good cause cases.

Revised April 6, 2005
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Chapter 2: Case Set Up

Section 2.035: Associating an Application, Referral, or Interstate Transmittal with an
Existing Open Case
This section describes how to determine when an application, referral, or interstate transmittal goes

with an existing open case.

Contents
[Laws |\WAC 388-14A-7100, 7200 interstate cases |
[Policy I |
Procedure Look at any existing case to see if the application should go with that case.
Use the same custodial parent (CP) Bl# on all the CP's cases
Visual Aids Set up WSSR Case flow chart

Set up Non-WSSR Case flow chart

Bl guide chart

IWW chart
|Automated Actions || |
[SEMS Screens ISR, SX, BC, 1A, B, CC, RC, OR |
[Forms Used ||14-057, 14-057b, 14-057c, 18-570, 18-078, 09-793 |
Hearing and Conference
Board Rights
Personal Notes You have not added any notes to this handbook section.
[Add a note]
See Also 15.020 Responding to an Interstate Case

17.035 Determining Where a Case Belongs
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Procedures

1. When do | associate an application or public assistance referral with an existing
open case?

1. Associate an application or public assistance referral with an existing open case if:
1. The custodial parent (CP) and noncustodial parent (NCP) are the same, and
2. All household members receive the same child support services, and
3. Any of the following conditions described in numbers 2 - 4 are true:
2. The CP's application shows an address from the same state that the existing responding interstate
case is from.
1. Refer to a Support Enforcement Officer (SEO) for review.
2. The SEO contacts the initiating jurisdiction (1J) with the new information that the CP is

applying directly to the Division of Child Support (DCS) for services.

3. You receive a Medical Assistance Only - Election of Support Enforcement Services (MAQO)
application, DSHS 09-793, and the existing case is Temporary Assistance for Needy Families
(TANF) subro only.

1. Open the case as Medicaid (with full enforcement services) with an existing TANF subro if the
CP checks box 2b or box 4 (full enforcement services).

2. If the CP declines collection services in writing (if the CP checks box 1, 2a, or 3), show
enforcement services as Medical Enforcement Only (MEO).
« Continue to collect the subro debt.

3. If the NCP has an existing Payment Services Only (PSO) case and an existing arrears-only
TANF case, associate the full collection application with the arrears-only case.
« The SEO then closes the PSO case.
4. You receive an application for full collection services and the existing case is PSO.
1. The case becomes a collection case. See Section 2.050 G.
2. If the NCP has multiple cases:

1. The NCPs PSO BI# is merged with the NCPs Bl# for the NCPs full enforcement case
or cases.

2. Any other NCP cases that are PSO will retain their separate NCP Bl#s.

Exception: If the referral is from an Indian Tribe with a TANF and/or child support program, set the
case up as a nonassistance case and refer it to the field office Tribal Liaison.

2. What do | do next?
1. Update the Support Enforcement Management System (SEMS) screens with new information from

the application or referral.

2. Review the following screens:
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1. IA (individual address) screen
2. Bl (basic individual) screen

1. If multiple BI numbers exist:
« Merging a Bl into another Bl causes loss of one Bl's information on
associated screens.
« Either Bl may contain current information.

2. Check both the MI (medical insurance) and IA screens under each Bl to avoid loss of
information.
« Note the information that will be lost, and
« After merger, update the IA and MI screens with the current data.

3. Check information on the Bl screen such as additional social security numbers
(SSNs), CAMIS #s, FORS #s, AKAs (also known as), and update the surviving Bl
screen with this information.

3. OR screen

4. BC (basic case) screen:
Case status
CP cooperation status
Changes to household
Changes to paternity status
Enforcement services code
Medicaid number
Public assistance number (AU#)
Registry source code

3. What do | do if either the new or existing case is aresponding interstate and the
parties are the same?

1. If the existing case is from a different state than the new interstate transmittal, set up a new case in
SEMS using the existing CP Bl number.
= See Bl chart for information on selection of Bl numbers.

Exception: If the referral is from South Carolina, do not use the CPs existing Bl number.

1. This is because South Carolina does not currently use the electronic funds transfer (EFT)
process for the payments we send to them.

2. Set up a new case for responding interstate cases for South Carolina.
2. If there is an existing California responding case and the new interstate transmittal is from a different
California county, do not create a new case in SEMS.
1. Case set up staff take the following actions.
1. Associate and index the transmittal with the existing case;
2. Change the BC FIPS code;
3. Update the CPs IA;
4

. Document receipt of the transmittal on the CC; and,
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5. Set an RC (review code) for the Responsible Support Enforcement Officer (RSEO).

2. The RSEO reviews the transmittal and takes the following actions:
1. Amends collection actions as appropriate; and

2. Notifies the "non-survivor" county of the status of the case.

Example of notification: "DCS received a transmittal from Shasta County, CA, for Jane (CP)
and John (NCP) Doe on September 1, 2004.

This transmittal duplicates our responding case, D#0000000 with your county for these parties.
Beginning immediately, per California's CSS Letter 02-18, dated September 2, 2002, DCS will
distribute all child support owed between these two parties to Shasta County. Please contact
Shasta County to coordinate your need for ongoing IV-D services from DCS for these parties."

Revised September 26, 2006

DCS Home Director Field Ops Policy / Legal Central Services SEMS MAPS Fiscal Ops
Communications /CRU Training Personnel Tribal Facilities
Seattle Tacoma Everett Yakima Spokane Olympia Wenatchee Vancouver Fife Kennewick

http://www.dcs.dshs.wa.gov/cgi-bin/printchapter. pl 2chapter=02 (31 of 67)11/6/2006 1:38:20 PM



http://www.dcs.dshs.wa.gov/cgi-bin/printchapter. pl 2chapter=02

Chapter 2: Case Set Up

Section 2.040: Reopening a Closed or Archived Case

This section describes what to do when you get a referral on an existing case that is closed or archived.

Contents

Laws 45 CFR 302.33 Nonassistance Application

45 CFR 303.11 Case Closure

RCW 74.20.330 Public Assistance Assignment

RCW 26.44.034 (4) Reporting suspected sexual abuse
WAC 388-14A-2080 Case Closure

Policy If DCS receives a new referral or application on a case that has been
previously closed or archived, DCS reviews the case for reopening.

DCS reopens a case if the reason for case closure no longer exists and
there is no other reason the case should remain closed.

As appropriate, DCS must send a sexual misconduct report to local law
enforcement within 72 hours of receiving a referral.

Procedure Review all new information carefully before reopening a closed or archived
case.

Complete a debt calculation on all cases where support was due during the
period the case was closed and correct the CF. Post all debt calculations to
CC using code 33.

Send the NCP a Notice to Resume Child Support Payments DSHS 09-
694, if DCS starts to enforce an order again.

Send the CP an Information About Your Child Support Case DSHS 18-
636, to tell the CP that DCS has resumed enforcement of the CP's case if
we are reopening a TANF or TANF subro case, and the reopening is not
based on a new application or referral.

Case set up staff review dates of birth for cases where one of the parents
was less than 16 years old at the approximate date of conception of the
child. SEOs should also review all new cases for this kind of situation.

Headquarters staff also review a biweekly report produced by SEMS and
make the misconduct report to the appropriate law enforcement agency.

Visual Aids Set up WSSR Case flow chart

Set up Non-WSSR Case flow chart
Bl guide chart

IWW chart
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Automated Actions EV does not evaluate a closed case.

When staff reopen a closed case, normal EV actions begin.

Event status becomes CS when a closed case reopens.

ISEMS Screens llcR, SX, BC, 1A, CC, OR, CF, FT, 4S

[Forms Used ||l18-078, 09-793, 18-636, 18-368, 18-440, 09-694

Hearing and Conference |[Conference Board on 09-694.
Board Rights

Hearing on rejected application.

Personal Notes You have not added any notes to this handbook section.
[Add a note]
See Also 5.010 Types of good cause

5.020(D) Responding to Family or Domestic Issues
6.170 Resuming a child support obligation
17.030(C) Transferring a case from R (CARS) to FO
17.035 Determining Where a Case Belongs

Sexual Misconduct Calculator
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Procedures

1. When do | reopen a closed or archived case?

1. If, after reviewing a new referral or application, the original reason for closure no longer exists and
there is no other reason a case should remain closed.

2. If you receive a request for full collection services on a closed Payment Services Only (PSO) case
and there are no other cases for the same parties, convert the PSO case to an open full collection
services case. See Section 2.035 for further information on updating the Support Enforcement
Management System (SEMS).

3. If the case was closed because the child was not yet born, reopen the case if the newborn was added
to the grant or the new referral is for the newborn. Update the BC and Bl screens to show the child's
new information.

4. If, in the normal course of business, you come across a public assistance case that was closed in
error and there is no reason the case should remain closed, reopen the case.

5. If you get an interstate referral from the same state where DCS was previously the responding state,
reopen the case. See Section 2.035 C.
« If you get an interstate referral from a different state, open a new case.

6. If you get a hearing decision that determines a case must be reopened, reopen the case. You do not
need a new application or referral.

2. When do | not reopen a case?

1. Do not reopen any case when you do not have new information that will lead to the establishment or
enforcement of an order.

Example: The case was closed under reason code 45 for "no locate" and the new referral does not
provide any new locate information. Do not reopen the case. There is no new information that will lead
to establishment or enforcement of an order.

2. Post a case comment (CC) 13 that the case has been reviewed and the reason(s) why you are not
reopening a closed case.
» Return a rejected nonassistance application to the applicant with a Nonassistance
Application Rejection Letter, DSHS 18-368. See Section 2.025.

3. How do | apply cash or change the debt of a closed or archived case?

1. Transfer the case on SEMS from R to your field office if the case is an archived case. See Section
17.030 C.

2. Reopen a closed case for administrative purposes to apply one-time cash payments or to change
debts. Change the case status code on the BC screen from "closed” to "open."

Example: If you have a one time payment such as a payment from another state or a one time payoff
to be applied to this closed case, then you would want to re-open the case to apply the money.

3. Note the original BC codes and dates before you change the case status to open.
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= This is so you can re-enter the codes when you change the status back to closed.

Change the case status codes on BC, turn the CF payment indicator to Y, and post a case comment
on the CC screen.

Clearly document in the CC the reason the case is being reopened, the action taken, and make a
reference to the original closure reason and date.

Complete the appropriate action and type GO in action field to allow for SEMS to re-close the case.

. When re-closing, use reason code 62, "administrative purposes only."

Re-enter the original BC codes to re-close the case. Transfer the case back to R. If there are payment
record documents, forward those to Imaging. See Section 17.030.

4. What do |1 do if DCS discovers that a collection action was not released before a
case was closed?

2.

You may re-open the case to release the overlooked collection action if the case is paid in full and the
NCP does not owe a debt on another case. Clearly document in the CC the reason the case is being
reopened, the action taken, and make a reference to the original closure reason and date.

When re-closing, use reason code 62, "administrative purposes only."

5. How do | reopen a case?

1. If the case is archived (R), transfer the case on SEMS to your field office. See Section 17.030.
2. Update the NCP's IA and BI with any new information.

B,
4

Update the BC, OR, and CF screens. and other appropriate screens as needed.

. If no order exists and current support needs to be established, serve the NCP with an administrative

order.

If paternity needs to be established, refer the case to the prosecutor. See Section 3.000 E. Note: If
you find that one of the parents was less than 16 years old at the time of conception, send the Sexual
Misconduct Report DSHS 09-859 DSHS 09-859 if appropriate. See Section 5.020 C and Section
5.020 D.

Initiate modification if appropriate. Section 16.005.

Example: DCS set a zero order for the noncustodial parent (NCP) because the NCP was
incarcerated. The NCP is no longer incarcerated and is now employed. Proceed with modification.

6. How do | notify the parties that | have reopened a case?

il

2.

Send the custodial parent (CP) an Information About Your Case, DSHS 18-636 , when reopening a
temporary assistance for needy families (TANF) or TANF-subro case for a reason other than a new
referral.

1. This is a courtesy letter that tells the CP that DCS has reopened and is actively working the
case.

2. The letter reminds the CP of the right to claim good cause.

Send the NCP a Notice to Resume child Child Support Payments DSHS 09-694 , DSHS 09-694,
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when current support is due under the order again and the NCP has reason to believe that DCS
stopped enforcing current support. See Section 6.170.

3. Send the CP the Custodial Parent Introduction to the Registry DSHS 18-440 if the order includes
medical support.
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Chapter 2: Case Set Up

Section 2.045: Setting up a New Case

This section describes how to determine if you need a new case.

Contents

Laws 45 CFR 303.2(b) case set up

45 CFR 303.7 case set up responding interstate
RCW 26.44.030(4) suspected sexual abuse
WAC 388-400-005 eligibility for TANF

Policy Set up separate cases to identify: 1) child support debts owed to different
custodians or 1V-D agencies; 2) different public assistance or 1V-D services
provided to different people within the same household; and 3) different
NCPs or alleged fathers.

As appropriate, DCS must send a sexual misconduct report to local law
enforcement within 72 hours of receiving a referral.

Procedure If both the applicant and NCP live out of state, open a case only if the case
meets criteria listed in Section 2.015 (A)(6) and Section 2.025(D).

Case set up staff review dates of birth for cases where one of the parents
was less than 16 years old at the approximate date of conception of the
child in order to determine if a law enforcement referral is necessary. SEOs
should also review all new cases for this kind of situation.

Headquarters staff also review a biweekly report produced by SEMS and
make the misconduct report to the appropriate law enforcement agency.

Visual Aids Set up WSSR Case flow chart
Set up Non-WSSR Case flow chart
Bl guide chart

IWW chart

Automated Actions Event Status is CS (Case Set up) for 15 days on a new case. An SEO may
type GO in the Action Code field to begin Auto Eval before the 15 days
passes.

[SEMS Screens IR, SX, BC, 1A, CC, RP, BI |

[Forms Used ||14-057, 18-078, 09-793 |

Hearing and Conference

Board Rights

Personal Notes You have not added any notes to this handbook section.

[Add a note]
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5.010 Cooperation & Good Cause

5.020(D) Responding to Family or Domestic Issues

13.015 Establishing a Tribal TANF Case

17.035 Determining Where a Case Belongs

Sexual Misconduct Calculator

Eligibility A-Z Manual (EA-Z Manual): Family Medical Program
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Procedures

1. When do | need to set up a new case?

1. When the noncustodial parent (NCP) is different from the NCP on any existing case.
2. When the custodial parent (CP) is different from the CP on any existing case.

3. When the children receive different types of public assistance through the Community Service Office
(CSO) (e.g., one child on Temporary Assistance for Needy Families (TANF), one child receiving SSI).

4. When the same family receives different child support services.

5. When the existing case has no paternity issues to determine, but paternity is in question for an
additional child on the application. Set up a new case for only the child with paternity issues. See
Section 3.000.

6. When the Medicaid referral adds a new child to a case receiving full collection services, and the CP
requests medical enforcement only (MEO) for that child.

7. When the existing case is responding interstate and the CP's address on the application is not from
the originating state.
» Refer to a Support Enforcement Officer (SEO) for review. The SEO will probably contact the
initiating jurisdiction (1J).

8. When the Medicaid referral shows the child as payee and the child does not live at home with an
adult.

1. Set up a case Medicaid with medical enforcement only (MEO) services with the child as both
the custodial parent (CP) and the child.

2. If the child's parents live together, set up a case with the parents as joint NCPs.

3. If the child's parents do not live together, set up a new case for each parent as the NCP.

9. When the referral is from an Indian tribe with a TANF or child support program, set up the case.

Note: Assign the case to the Field Office Tribal Liaison.

2. How do | set up a new case”?

1. Search for the parties in SEMS using SX and CR screens.
2. Use existing Bl numbers when parties are in SEMS as appropriate. See Bl chart.

3. Using RP screen, set up the case.

3. Who sets up aretained support case?

o The Central Services unit sets up the retained support case on SEMS. A case is set up for a retained
support debt of more than $50. Once the CP's retained support case equals or exceeds $500,
establish and enforce. The case is then closed as reason code 41 if the retained support is less than
$500.

Note: Once the CP's retained support case equals or exceeds $500, the Central Services unit
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reopens the case and begins establishment and enforcement.

ho sets up areceivable case?

o When the Notice to Recover a Child Support Payment, DSHS 09-700, is received from the field office,
Central Services staff sets up a receivable case on SEMS.

ow do | set up a noncompliance or medical noncompliance fine case?

o See Section 12.025 on how to set up a noncompliance fine case.

eptember 5, 2006
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Chapter 2: Case Set Up

Section 2.046: Setting up a Case for an Unborn Child
This section describes how to cross-reference IV-A referrals for pregnant women and how to set up the

case in SEMS.

Contents
Laws RCW 26.44.030(4) Suspected sexual abuse
WAC 388-14A-2000, 2005, 2010 qualification for DCS services
Policy Check child support and public assistance records for existing cases. Cases
for unborn children do not qualify for child support services under current

federal law.

As appropriate, DCS must send a sexual misconduct report to local law enforcement
within 72 hours of receiving a referral.

Procedure Set up a new case when a referral or a non-assistance application is
received for a pregnant woman. This is an infrequent situation because
many Community Services Offices (CSOs) are not sending a referral until
the child is born.

Set a review code for the month the child is due, and then close the case.

Case set up staff review all parties dates of birth for cases where one of the parents
was less than 16 years old at the approximate date of conception of the child. SEOs
should also review all new cases for this kind of situation.

Headquarters staff also review a biweekly report produced by SEMS and make the
misconduct report to the appropriate law enforcement agency.

[Visual Aids l |
|Automated Actions || |
|SEMS Screens |[sx, CR, BC, 4X, CX, 4S |
[Forms Used |[14-057, 09-793 |

Hearing and Conference
Board Rights

Personal Notes You have not added any notes to this handbook section.
[Add a note]
See Also 5.020(D) Responding to Family or Domestic Violence Issues

Sexual Misconduct Calculator
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Procedures

1. What do 1 do when | receive a public assistance referral, or a nonassistance
application on an unborn child?

1. Cross-reference the pregnant woman's existing case(s), if any. See Section 2.030.

2. Setup a new case.

« If the pregnant woman has an existing case, use the same Bl number. See Section 2.035 (B)
if multiple Bl numbers exist and there is the possibility of losing current information by merging
to the lowest Bl number. Note: Be sure to transfer existing information to the surviving Bl
number.

2. How do | set up the case?

1. Set up a new case for the pregnant woman as outlined in Section 2.045 except:
1. Setcase type to 5 - Non IV-D.

2. Set enforcement services to 11 Employer/third party.

2. List the unborn using the pregnant woman's last name, and the first name as unborn.

3. Suppress the Responsible Parent Introduction to the Registry, DSHS 18-439 and Custodial
Parent Introduction to the Registry, DSHS 18-440. These cases are set up for monitoring purposes
only.

4. Set a non-RSEO review code 13 for the month the child is due. In most field offices, the staff member
setting up the case will set the review code for their own employee number. Other field offices set the
review code for the office generic number.

5. Close the case using closure reason 62.
1. Do not delete the non-RSEO review.

2. Because the case is non-IV-D, federal requirements do not require a Full Collection
Services Closure Letter, DSHS 18-370.

3. How do | monitor the case for the birth of the child?
1. When the non-RSEO review date comes up, check ACES for the birth of the child.

2. If the child has been added to the grant, reopen case and proceed with paternity establishment per
Section 3.000.
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Chapter 2: Case Set Up

Section 2.050: Setting

up and Converting PSO Cases

This section describes PSO cases how to set them up, and how to convert to or from "Payment

Services Only" (PSO) status.

Contents

Laws |lWAC 388-14A-2000 Payment Services Only

Policy Set up Payment Services Only (PSO) cases when a court order directs the
noncustodial (NCP) to make child support payments through the support registry
(WSSR), but the Division of Child Support (DCS) has no existing case for the parties or
no application for services from either party.
A Washington order for spousal support only (SSO), where spousal support is payable
through WSSR, is set up as a PSO case.
DCS maintains separate cases for PSO when the parties have a medical enforcement
only (MEO) or a subro-only case.
If any children on a PSO order receive Medicaid, change the case to a Medicaid MEO
case.

Procedure Determine if you need a PSO case.
Central Registry sets the CF screen to show monthly order amount and current support
due on new PSO cases, and then transfer the case to the appropriate field office.
When the party who applied for full collection services requests in writing
that the case be changed to PSO, and the case has a WSSR court order,
convert the case to PSO.

Visual Aids Set up WSSR Case flow chart
Set up Non-WSSR Case flow chart
Bl guide chart
IWW chart

Automated Actions Case type 5 and Enf Svcs code 5 on BC stop Auto Eval (EV) from running on PSO
cases.
No automated printouts have arrears amount and no billing statements are sent on
new PSO cases.

|SEMS Screens

ICR, SX, BC, 1A, 4X, 4A, 4S, BI

|Forms Used

|loo-888, 18-370, 18-474, 18-615, 18-650

Hearing and Conference
Board Rights

Custodial parent (CP) has the right to request a hearing to contest the
transfer of the case to PSO.
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Personal Notes You have not added any notes to this handbook section.

[Add a note]

||18.035 Converting a Case to Payment Services Only (PSO)
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Procedures

1. What is a PSO case?

1. Payment Services Only (PSO) cases are for payment processing services only. Division of Child
Support (DCS) does not take locate, collection, or enforcement actions on these cases.

2. PSO cases are set up when a court order directs the noncustodial parent (NCP) to make child support
payments through the Washington State Support Registry (WSSR) but the application for services line
is not signed by either party.

3. PSO cases differ from full collection cases, in which DCS provides establishment and enforcement
services for the child support obligation.

4. PSO cases also differ from Federal Case Registry cases, in which DCS only maintains a record of the
order and provides information about the order to the Federal Registry.

2. When does DCS set up a PSO case?

1. Set up a PSO case when we receive a WSSR order from a county clerk and we have no application
for full collection services.

2. Set up a PSO case when you get a Washington order for spousal support only and the spousal
support is payable through WSSR. See Section 2.075 C.1

3. How does DCS set up a PSO case?

1. Central Services staff cross-reference the parties on SEMS for an existing case.

2. Staff set up a new PSO case, transfer the case to the appropriate field office, and set a review code
80 for the field office generic RSEO number when all of the following conditions apply:

1. No case exists;

The court order states payment is through WSSR;

There is no open case on SEMS with the same parties;

There is no temporary assistance for needy families (TANF) assistance being paid;

There are no Medicaid benefits being provided; and,

© o M W N

Neither party applied in writing for enforcement services.

3. If a PSO case already exists, staff set a next day review code 80 for the Responsible Support
Enforcement Officer (RSEO). The RSEO accesses the new order through the Court Order imaging
system.

4. If a full collection case exists for the parties, staff image the document and set a next day review for
the RSEO.

5. Central Services enters C in the billing statement field of CF for new PSO cases to prevent SEMS
from generating a bill.

6. Central Services enters the monthly order amount and the current support due on the CF screen on
new PSO case. Note: Central Services does not set case arrears on the CF screen. The RSEO must
review the CF screen for accuracy.
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4. How does DCS distribute PSO cases?

Y.

If the NCP lives in Washington, the case resides in the field office that handles the NCP's address.

If the NCP lives outside Washington, but the CP lives in Washington, the case resides in the field
office that handles the CP's address.

If both parties live outside Washington, the case resides in the Olympia field office.

5. When does DCS convert a nonassistance (NA) case to a PSO case?

il

2.

8.

When the party who applied for full collection services requests in writing that the case be changed to
PSO, and the case has a WSSR court order, convert the case to PSO.

When DCS receives a new court order that implies the nonassistance parties want DCS to stop
providing full support enforcement services, send the Response to New Support Order DSHS 09-
888 to the parties and continue enforcement unless both parties to the support order want DCS to
stop enforcement.

When the nonassistance CP on an existing case requests in writing that DCS stop collection services,
do the following.

1. If there is no subro or MEO, change the Case Type from 2 (NA) to 5 (Non-1V-D) and change
Enforcement Services to 5 (PSO) services. Exception: If the NCP has multiple cases, use RP
to set up a new PSO case with a new NCP BI#.

2. If there is a subro debt or medical enforcement only (MEO):
1. Continue enforcement services on the subro or MEO case.

2. Setup a new PSO case for current and future support with a new NCP BI#.

3. In all situations where a new PSO case is set up:
1. Do not merge the new NCP BI# with any other NCP Bl #s.

2. Transfer current support and all temporary and non-assistance arrears to the PSO
case.

3. Set Sl for 60 days to give the NCP time to learn his/her new BIl# and specify
payments for the PSO case.

6. How does DCS notify the parties and adjust enforcement actions when converting
a case to PSO?

Send a Full Collection Services Closure Letter, DSHS 18-370 to the CP and mark paragraph 1.

Send the Responsible Parent Payment Services Only Transition Letter, DSHS 18-474 to the
NCP.

Use AUD in E-Oscar to correct the report at the credit bureaus. PSO cases are not included in the
bimonthly tapes sent to the bureaus. See Section 10.130.

Review wage withholding and medical enrollment for appropriate releases or adjustments. Continue
necessary collection actions on any other NCP collection cases.

7. When does DCS convert a PSO case to an NA case?
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o When either party on an existing PSO case makes a written request for full collection services and the
parties have no existing enforcement case:

Change the case type to a collection case.

Change the enforcement services screen to the appropriate type.
Update the registry source screen to CP or NCP as appropriate.
Transfer the case to the appropriate field office.

Send the NCP a Noncustodial Parent Collection Services Transition Letter, DSHS 18-650.

TR I S

Refer to Section 6.010B to determine whether immediate collection enforcement of the order is
authorized without serving the NCP. If DCS can enforce the order as entered without serving the
NCP, immediately begin enforcement.

8. How long do we keep a PSO case open?

1. Keep the case open for six months or as long as we receive payments.

2. If we do not receive payments on a PSO case for six months, SEMS automatically closes the case.

9. How much contact should | have with parties on a PSO case?

1. Do not initiate contact with parties except to process payments.

2. Answer questions for PSO customers in the same way you would answer questions from callers
without a case. If the customer wants more services, offer them an application for full collection
services.

3. Without a request for full collection services, the SEO assigned to the PSO case may not take locate,
collection, or enforcement actions such as phone calls to the NCP.

4. If a CP complains that there are no payments, explain full collection services and offer an application
for full collection services.

Revised December 8, 2005

DCS Home Director Field Ops Policy / Legal Central Services SEMS MAPS Fiscal Ops
Communications /CRU Training Personnel Tribal Facilities
Seattle Tacoma Everett Yakima Spokane Olympia Wenatchee Vancouver Fife Kennewick
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Chapter 2: Case Set Up

Section 2.055: Setting up Medical Enforcement Only (MEQO) Cases
This section defines medical enforcement only cases and when to set them up.

Contents

Laws 45 CFR 302.33 (5), 45 CFR 303.2 eligibility/applications
WAC 388-14A-2000 eligibility
WAC 388-14A-2010 qualifications

Policy Set up a DCS case for applicants who are eligible and who qualify to receive DCS
services.

Provide MEO (Medical Enforcement Only) services based on the medical assistance
only (MAO) custodial parent’s (CP's ) written request waiving full enforcement services.

Upon receiving a Washington State Support Registry(WSSR ) order where the child is
receiving Medicaid, open a Medicaid case with full enforcement services.

|Procedure || |

|Visual Aids || |

Automated Actions Case remains in CS (Case Setup) for 15 days unless the Support
Enforcement Officer (SEO) types GO in the Action Code field to begin the
Auto Eval process.

|SEMS Screens |lSX, CR, BC, 4X, 48, CX |

[Forms Used ||14-057, 18-078, 09-793 |

Hearing and Conference
Board Rights

Personal Notes You have not added any notes to this handbook section.
[Add a note]
|See Also ||17.035 Determining Where a Case Belongs
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Procedures

1. What is a medical establishment only (MEO) case?

o If a medical assistance only (MAO - Medicaid) recipient declines full collection services in writing and
elects medical enforcement only, DCS sets up a Medicaid case with enforcement services code 03
(Medical Only). This is an MEO case. The custodial parent (CP) selects services on a Medical
Assistance Only - Election of Support Enforcement Services, DSHS 09-793.

2. What if the MAO CP is not a parent?

1. If the MAO (Medicaid) recipient is a child who does not live at home, set up a case where the child is
both the CP and the child. Division of Child Support (DCS) sets up a Medicaid case with medical
enforcement only (MEO).

2. If the MAO (Medicaid) CP is someone other than a parent or the payee on the order, set up a
Medicaid (with full enforcement services) case if the CP has returned a completed Declaration of
Lawful Custody, DSHS 09-693. See Section 2.015 C.

3. How do | set up an MEO case?

1. Follow normal cross-reference procedures when setting up an MEO case.
2. Show Enforcement services as Medical Only on the BC.

3. Be sure to cross-reference the children. Not all the children in the home may be on the medical
program. The referral will be for the medical recipient(s) only. The services the CP selects apply only
to the child on the referral.

4. What happens when the CP selected medical enforcement only and medical
assistance stops?

1. DCS continues to provide services when Medicaid (MAO) stops. The case remains MEO unless the
CP requests full collection services. See Section 14.000.

2. If the CP asks DCS to close the case after Medicaid (MAQO) stops, they cannot ask for MEO services
at a later time unless Medicaid reopens.

5. What if the NCP on a Medicaid (MAO) case is a tribal member from a tribe residing
within Washington State boundaries?

1. Open a Medicaid (MAO) case and refer the case to the Field Office Tribal Liaison.

DCS Home Director Field Ops Policy / Legal Central Services SEMS MAPS Fiscal Ops
Communications /CRU Training Personnel Tribal Facilities
Seattle Tacoma Everett Yakima Spokane Olympia Wenatchee Vancouver Fife Kennewick
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Chapter 2: Case Set Up

Section 2.060: Setting Up Joint NCP Cases

This section describes joint NCP cases and how to set them up.

Contents

Laws RCW 26.16.205 liability for family support
RCW 74.20A.030 - collection authority
WAC 388-14A-3200, 3205, 3400 calculation of income

Policy Because Washington is a community property state, married parents have a
joint and several obligation to support their children. However, after the
Harmon decision, DCS stopped establishing new administrative child
support orders for stepparents.

Procedure Set up a case with joint noncustodial parents (NCPs) when the child's
parents are married to each other, live together, and are liable for the
support obligation.

Visual Aids I

Automated Actions Case remains in CS (Case Setup) for 15 days unless the RSEO types GO in
the Action Code field to begin Auto Eval EV.

|SEMS Screens lcr, sX, 1A |

|Forms Used || |

Hearing and Conference ||Administrative hearing on debt notice.
Board Rights

Personal Notes You have not added any notes to this handbook section.
[Add a note]
See Also 2.030 Cross-referencing Applications and Referrals

6.100 Serving a Notice and Establishing Support on Joint NCPs
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Procedures

1. What is a joint NCP case?

o Joint NCP cases show two parents as noncustodial parents (NCPs) because both parents have a
responsibility to support the child when the child is not living with the parents.. The primary NCP
shows in the NCP field on BC. The secondary NCP shows just under the NCP field on BC.

2. When would | set up ajoint NCP case?

o In order to be joint NCPs on a DCS case, the parents must:

1. Be biological or adoptive parents who are married; and
2. Be living in the same home when an order establishes the child support obligation; and

3. Not have an established child support obligation with either a separate administrative or court
order. See Section 6.100 for information on how to establish a joint NCP obligation.

3. How do | set up ajoint NCP case?

1. The primary NCP is the parent with the most recent earnings/employment on the ES/SD screens. If
earnings are equivalent, either parent may be primary.

2. If parent A is already an NCP in the Support Enforcement Management System (SEMS) while parent
B is in SEMS only as a CP, setup staff should make parent A the primary parent.

4. What happens when the joint NCPs separate?

1. If there is an established administrative order for support and only one parent has the ability to pay
support, leave the case together with joint NCPs.

2. If there is an established administrative order for support and both parents have the ability to pay
support, remove the second NCP from the joint NCP case and set up a case for that parent as NCP.

3. The responsible Support Enforcement Officer (RSEO) monitors both cases to ensure that collections
do not exceed the amount of net debt or current support on the combined cases.

4. If there is not an established order for joint NCPs who are now separated, the RSEO should establish
an administrative obligation for each NCP separately on separate cases.

5. What do | do when I receive a referral for a closed joint NCP case?

o Refer to Section 2.040, Associating an Application With a Closed Case.

DCS Home Director Field Ops Policy / Legal Central Services SEMS MAPS Fiscal Ops
Communications /CRU Training Personnel Tribal Facilities
Seattle Tacoma Everett Yakima Spokane Olympia Wenatchee Vancouver Fife Kennewick
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Chapter 2: Case Set-Up

Section 2.065: Setting Up Subro Cases

This section describes when and how to set up subro cases.

Contents

Laws

Policy Establish a separate case for birth costs judgments established before
3/1/91, and for paternity related judgments assigned or awarded to the
state of Washington.

Procedure Set up separate subro cases for birth costs judgments established before
3/1/91 and for paternity related costs.

Visual Aids

Automated Actions All subro case types except 5 (paternity) are included in Auto Eval EV
processes.

SEMS Screens CR, SX

Forms Used

Hearing and Conference

Board Rights

See Also
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PROCEDURES

1. What is a subro case?

o "Subro" is DCS's term for DSHS arrears. Subrogated (subro) cases are support cases maintained for
the collection of support arrears assigned to DSHS.

2. What kinds of subro cases are there?

1. DSHS arrears: Support arrears assigned to DSHS (SEMS case type 1).

2. FC-TANF Support arrears assigned to DSHS, owed for a child in a
arrears: foster care program that is all or partially funded by the
federal government (SEMS case type 2).

3. FC-SO: Support arrears assigned to DSHS, owed for a child in a
foster care program that is state-funded. (SEMS case type
3).

4. Medical: A money judgment established before 3/1/91 awarded to the state

of Washington (DSHS) for birth costs that public assistance funds
paid. (SEMS case type 4.

Note: Washington State courts do not currently award these
judgments. Some judgments prepared before 3/1/91 and not filed
until after 3/1/91 are collectible. Consult with your Claims Officer if
you have questions about whether a judgment is collectible.

5. Paternity: A money judgment awarded to the state of Washington
(DSHS) for the costs of establishing paternity. This
includes genetic test costs, guardian ad litem fees, and
state attorney fees. (SEMS case type 5).

3. Who is the NCP on subro cases?

1. In the case of support arrears, the noncustodial parent (NCP) is the same person who owed the
current support that accrued and resulted in these arrears.

2. In the case of medical or paternity judgments, the NCP is the person named in the court order as the
debtor/obligor. This can be either the NCP or the custodial parent (CP), or both.
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4. How do | set up the subro case when the CP is to pay paternity related costs?

1. If the CP does not receive public assistance, set up the case with the CP as the NCP and Washington
State as the CP.

1. Case type is 5 (non-IV-D), subro type is 5 (paternity related), and enforcement services is 5
(PSO).

2. Make a CC on each of the CPs cases indicating that there is a paternity related subro case.
3. Post the arrears field on the CF screen.

4, Post the CP address as follows:

DSHS/DCS

ATTN: A. Nguyen GAL-ER 9475
PO Box 9162

OLYMPIA, WA 98507-9162

5. Transfer the case to the appropriate field office.

2. If a CP who receives public assistance must pay paternity-related costs:

1. Set up a case with the public assistance recipient as the NCP and Washington State as the
CP. Case type, subro type, and enforcement services are 5.

2. Make a CC on each case associated with the public assistance recipient indicating that there
is a PSO paternity-related subro case.

3. Post the arrears field on the CF.

4. Post the CP address as follows:

DSHS/DCS

ATTN: S.Holler GAL-ER 9475
PO Box 9162

OLYMPIA, WA 98507-9162

5. After setting up the case, change status to 3 (closed) with reason 62 Administrative Closure

Revised April 6, 2005
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Chapter 2: Case Set-Up

Section 2.070: Setting Up Employer Initiated Cases

This section describes when and how DCS sets up an employer-initiated case.

Contents
Laws ||
Policy As a service to Washington State government payroll departments, DCS
processes child support payments owed by Washington State employees to
other state IV-D agencies.
Procedure The Employer Initiated Cases Coordinator sets up a case to process child
support payments when requested to do so by a Washington State
employer.
|Visual Aids ||Flow chart - Employer Initiated Cases (.pdf) |
|Automated Actions ||Enforce Services 11 prevents Auto Eval (EV) from running on the case. |
|SEMS Screens |lBC, CcC, CF, 1A |
|Forms Used || |
Hearing and Conference
Board Rights
Personal Notes You have not added any notes to this handbook section.
[Add a note]
|See Also ||
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Procedures

1. What is an employer initiated case?

o When a Washington State agency receives a Uniform Interstate Family Support Act (UIFSA) wage-
withholding order from another state, the agency can ask DCS to set up a non-1V-D case to process
payments to the other state. This process allows an agency to send all child support payments
withheld to just one place: the Washington State Support Registry (WSSR).

2. How does DCS set up these cases ?

1. The Employer Initiated Case Coordinator, located in DCS Headquarters, sets up these cases. The
first step is to cross-reference on the Support Enforcement Management System (SEMS) for any
existing cases.

1. If no case exists, the coordinator sets up a new employer initiated case.

2. If there is a closed case with the same parties from the same initiating jurisdiction (1J) and
there is no collectible debt, the coordinator sets up a new employer initiated case.

3. If there is an open case, or a closed case with a collectible debt for the same parties, the
coordinator sets up a new employer initiated case. The coordinator also contacts the I1J to
request a full interstate referral to simplify the payment process. Note: If a full interstate
referral is received, DCS attempts to establish collection on the new case so that DCS can
take collection action on both cases and use the payment algorithm to distribute payments.

2. The coordinator merges the NCP's Bl number with any closed case where there is no collectible debt.
In all other cases, a new Bl number is assigned.
3. The coordinator sets up an employer initiated case as follows:
1. Case type 5 (non IV-D)
. Registry source code 10 (other)
. Enforcement Services 11(employer/3rd party)

2

3

4. Interstate code 2(responding)

5. The noncustodial parent's (NCP's) name is the obligor on the wage withholding order.
6

. The custodial parent's (CP's) name is the other state's IV-D agency or tribunal named as the
payee on the withholding order. Leave all other CP information blank.

~

Child name is "Empl Init Case." All other child information is blank.

8. Post the CP name and the childs name on the whiteboard (WB) screen for reference use in
Central Services.

9. Send the documents for the case to imaging.
10. Only address on case is CP code 14(Interstate).
4. The coordinator posts a CC code 13 that this is an Employer Initiated Case set up to process
payments for a Washington State government payroll department.

5. The coordinator sets CF for the amount expected from the employer each month. No arrears posted
even if arrears show on the wage withhold.
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6. The coordinator sends a response to the payroll office of the employer that requested WSSR services
advising them of the BI#.

7. If the employer sends no payments in 90 days, the coordinator closes the case with code 62.

8. If employer wants a credit or refund of funds remitted in error, contact the Employer Initiated Case
Coordinator for assistance in correcting the error or in contacting the other state.

Flow Chart - Employer Initiated Cases (.pdf)

DCS Home Director Field Ops Policy / Legal Central Services SEMS MAPS Fiscal Ops
Communications /CRU Training Personnel Tribal Facilities
eattle Tacoma Everett Yakima Spokane Olympia Wenatchee Vancouver Fife Kennewick
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Chapter 2: Case Set Up

Section 2.075: Setting

up Spousal Support Only (SSO) Cases

This section presents information on how to set up Spousal Support Only collection cases when the

court order either never contained child support or child support is no longer owed.

Contents

Laws

WAC 388-14A-2015 qualifications for Division of Child Support (DCS)
services

RCW 26.21.205(2)(c) Enforcement of spousal support orders under the
Uniform Interstate Family Support Act (UIFSA)

Policy

DCS accepts applications for the enforcement of spousal support under an out-of-state
order, if child support was included in the same action.

There must be a valid court order for spousal support in order for DCS to provide
spousal support collection services.

DCS accepts applications for spousal support only services when the custodial parent

DCS does not assist an applicant in getting a court order for spousal support.

DCS does not attempt to establish an administrative order for spousal support.

(CP) does not reside in Washington and seeks enforcement of a non-Washington order.

Procedure

The applicant must submit a completed and signed Application for
Nonassistance Support Enforcement Services, DSHS 18-078 and Child
Support Referral DSHS 14-057.

The applicant must submit all other documentation necessary to calculate
any debt, serve the notice, and enforce the obligation.

If DCS receives the application from a person who lives out of state, the
applicant must provide a statement that he/she has not requested
enforcement from any other IV-D agency.

If the request is from another jurisdiction, the initiating jurisdiction must
verify the total amount of spousal support arrearages owed.

[Visual Aids

|Automated Actions

[SEMS Screens

|lBC, cc, BI, OR, CF,

|Forms Used

||18-078, 14-057, 18-433, 16-072, 09-272, 18-623

Hearing and Conference
Board Rights

Noncustodial parent (NCP) has right to a conference board to dispute
arrears on a DSHS 09-272.

CP has right to a hearing if CP disagrees with the amount shown on the
DSHS 09-272.
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Personal Notes You have not added any notes to this handbook section.
[Add a note]
See Also 2.080 Rejecting a Spousal Support Only Application

9.080 Limitations to Spousal Support Services
14.005 Continuation of Services after Current Child Support Stops on a
Combination Child Support and Spousal Case
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Procedures

1. Who can apply for spousal support only services?

1. Division of Child Support (DCS) accepts applications for spousal support only (SSO) services from
any person with a valid non-Washington court order setting a spousal support obligation, provided that
the custodial parent (CP) does not reside in Washington State.

Example: If CP lives outside of Washington and has a non-Washington State court order requiring the
payment of spousal support, DCS provides services. But if the CP and noncustodial parent (NCP) live
in Washington State, even if it is not a Washington State court order, DCS does not provide SSO
services.

2. DCS accepts applications for spousal support only (SSO) services from another jurisdiction on behalf
of a payee under a valid non-Washington court order setting a spousal support obligation, provided
that the CP does not reside in Washington State.

3. Anindividual cannot apply for administrative establishment of spousal support or ask DCS to assist
them in getting a court order for spousal support.

4. Washington orders for spousal support only payable through the Washington State Support Registry
(WSSR) are set up as a Payment Service Only (PSO) cases. See Section 2.050.

2. When do | set up a spousal support only (SSO) case?

1. Setup an SSO case when current child support ends on a responding interstate case with a non-
Washington court order, if the initiating jurisdiction has asked DCS to continue enforcing the spousal
support on the case. See Section 14.005 C (5).

2. Set up an SSO case if current child support is not due and you receive an Application for
Nonassistance Support Enforcement Services, DSHS 18-078, signed by the payee on the spousal
support court order.

Note: Even though the SSO cases are non IV-D cases, we still refer to the payee as the CP.

1. The CP or CPs attorney may submit the application. Even if the attorney submits the
application, the payee on the spousal support order is the CP on the case.

2. The CP must reside outside Washington State.

3. The applicant must provide a copy of the valid non-Washington spousal support court order,
including any modifications of the order and any related documents.

4. The CP must provide a written statement that:

« No other current application exists for the same parties in another state.

= No other state or entity is collecting current or past due child support contained in the
same spousal support order(s) WA is requested to enforce.
Note: Without these statements the application is not valid. However, the additional
statements are unnecessary if the CP was a Washington resident when the CP
applied for services. If the application was accepted and the case has remained open
for services, Washington must continue to provide services even if neither party
resides here now.

3. Set up an SSO case when you receive an interstate transmittal from another state's I1V-D agency
asking for spousal support only that is due under a valid court order.

3. How do | set up the SSO case?
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1. Setthe case as a non-IV-D case, Case Type 5 and use Enforcement Code 11, Employer/Third Party.
Set the childs name as Spousal Support Only.

2. Set any review code manually on the case because the EV tracking system and the use of the forms
table does not operate on a non-1V-D case.

3. Turn the IRS certification to N on the CF screen if the out-of-state CP applied directly to DCS for
services. This avoids certifying any debt to the IRS when the case type is changed for generating a
DCS form.

4. Do not report spousal support only cases to the credit bureaus.

4. How do I notify the NCP of a new spousal support only case?

1. On all new SSO cases, send the NCP the Notice of Support Debt and Demand for Payment,
DSHS 09-272, with blanks for spousal maintenance completed.

2. Follow the procedures and time frames for serving the DSHS 09-272, including negotiations,
agreements, conference boards and enforcement. See Section 6.045.

3. If the new SSO case arises from an existing combination case, there is no need to serve a new DSHS
09-272, but you should send the Spousal Support Letter, DSHS 18-623 to both parties by regular
mail.

1. Change the case to Type 2 (Non-Assistance) to generate the form.
2. Enter the amount of the spousal support only debt reported by the IJ on the DSHS 18-623.

3. After you generate the form, change the case back to Type 5 (non IV-D). Note: Until SEMS
makes the 18-623 available on FG, you will need to print the 18-623 from DCS Intranet forms
and fill in the blanks.

Revised December 8, 2005
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Chapter 2: Case Set Up

Section 2.080: Circumstances for Rejecting a Spousal Support Only Enforcement Application
This section explains procedures for the use of the Nonassistance Application Rejection Letter, DSHS

18-368.

Contents
Laws ||WAC 388-14A-2000 Who can receive services
Policy Reject applications for spousal support only (SSO) services for any of the following

reasons:

. The noncustodial parent (NCP) has no minimum contacts with Washington.

. The custodial parent (CP) lives in Washington.

. An out-of-state applicant does not provide a statement that no other child
support agency is providing services.

. The NCP is deceased at the time of the application.

. The application (DSHS 18-078) is unsigned.

. The applicant applies for services and the court order award for spousal
support only provides for something other than cash support, such as a
requirement to make the mortgage payments.

. The Washington court order is for spousal support only or the applicant applied
for services after the last child in the support order emancipated.

|Procedure ||Send a rejection notice, noting the reason DCS rejected the application. |
|Visua| Aids || |
|Automated Actions || |
|SEMS Screens llcc |

|

|Forms Used ||

Hearing and Conference ||Applicant may request a hearing if application rejected.
Board Rights

Personal Notes You have not added any notes to this handbook section.
[Add a note]
|See Also ||2.025 Identifying Unacceptable Applications
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Procedures

1. When and how would | reject an application for spousal support only services?

1. Reject an application for spousal support only (SSO) services if the CP/applicant resides in
Washington State.

2. Reject an out of state applicant’s application for SSO services for any of the following reasons:
1. The NCP has no minimum contacts with Washington State.

2. An out-of-state applicant does not provide a statement that no other 1V-D agency is providing
services.

3. The NCP is deceased at the time of the application.

4. The CP on the spousal support order does not sign the Application for Nonassistance
Support Enforcement Services, DSHS 18-078.

5. The applicant applies for services and the court order award for spousal support provides for
something other than cash support. For example, the order states that the NCP is to pay the
CP's monthly house payment as spousal support, but does not include any monetary spousal
support payment.

6. The Washington court order is for spousal support only or the applicant applied for services
after the last child in the support order emancipated.
3. Reject an application for SSO services when there is no existing valid spousal support order.

4. Reject an application for SSO services when the CP is not entitled to receive spousal support under
the laws of the issuing state.

5. Send a Nonassistance Application Rejection Letter DSHS 18-368 to reject and return the
application to a nonassistance applicant. Use box #7 to note the reason DCS rejected the application.
= Set up a case before sending the 18-368, in case the party requests an administrative hearing
on the rejection notice.
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Chapter 2: Case Set Up

Section 2.085: Foster Care Case Set Up

This section explains procedures for the set up of foster care cases.

Contents
Laws ||RCW 74.20A.030 authorizes collection of support for foster care children
Policy Provide DCS full collection services for children receiving foster care.

If appropriate, DCS must send a sexual misconduct report to local law
enforcement within 72 hours of receiving a referral.

Procedure Central Services staff receive electronic foster care referrals and set up new
foster care cases.

Central Services staff transfer foster care cases to the field office as soon as possible
after they receive the referral from Children’s Administration.

Central Services staff may reopen previously closed foster care cases due to new
referrals and new information on NCP employment, release from incarceration, or new
locate information.

Field Office staff may set up a new foster care case based on information received in
the field office.

Case set up staff review dates of birth for all parties on cases where one of the parents
was less than 16 years old at the approximate date of conception of the child. SEOs
should also review all new cases for this kind of situation.

Headquarters staff review a biweekly report produced by SEMS and make
the misconduct report to the appropriate law enforcement agency.

[Visual Aids I |
|Automated Actions || |
|
|

|SEMS Screens |BI, cC, sX, CR, BC

|Forms Used ||

Hearing and Conference
Board Rights

See Also 2.060 Setting Up Joint NCP Cases
4.005 Foster Care
Sexual Misconduct Calculator
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