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(Employed Persons with Disabilities program)

	Effective Date: 4/1/11
	Revision Date: 6/3/11


	Applies to:      FORMCHECKBOX 
Leadership      FORMCHECKBOX 
Children’s Medical      FORMCHECKBOX 
Mother’s Care      FORMCHECKBOX 
HSS1                                  

                                 FORMCHECKBOX 
HSS3              FORMCHECKBOX 
PSR3


	TOPIC:   

	Transmittals: 


	Family Service Manual:  N/A
Other Resources: OSIP Prg Manual – WG 11


	Special Information

	This is the process for applicants and recipients who claim a disability on their Medical application or DHS945 AND are working. 

	Procedures

	· Person must be receiving SSDI or claim a disability that will last/has lasted 12 months. (SSI working people get D4)
· This SAME person must be working.
· If client’s own earned income is below $4625 monthly
If client meets all three criteria then worker must refer to area SPD branch for EPD program 

EXCEPTION: if a recertification is due the next month OR a DHS945 has been received, do not transfer.  Process here and refer case to SPD Branch for EPD after eligibility has been determined. If this is a re-certification and the client is no longer eligible for the medical program they are currently enrolled in, you must BED date the case to hold it open while the EPD worker is determining client’s EPD eligibility.  (D4 cases will not accept a BED date – move the review date forward instead.)

Send the client the 462C series and GSOSPIR notices. 
1. Locate the appropriate SPD office where the application will be transferred to.  Use the DHS Zip Code Directory to determine which local office to send the application to: DHS Zip Code Directory . Use the Service Area field to enter the zip code. (use Multiservice Offices-MSO or SPD offices-DSO only)
2. Code appropriately on Mainframe:

· Locate client in DHS Mainframe by name, or SS#.  

a. If client can be located and has an open medical case, transfer case online to the SPD office the application is referred to. 
b. If client is new to DHS or doesn’t have an open medical case, assign a Prime# if necessary and narrate under that person’s prime#.

3. If applicant has been selected from the Standard Reservation List and the DOR is within 45 days of the selection OR mail date, code LST for all adults sharing an LST number. If they do not have a case, you may need to set up a pending case (either brand new or from archive) at the SPD branch office. If each adult has a separate LST number and both are selected, code LST with their individual numbers.  Update reservation list appropriately.
· If another adult(s) is sharing the same LST number, add that person to the database as person 2 and/or 3.
· Update the Race and Ethnicity for all persons sharing the LST number and/or all persons who have been selected.
· Apply the transfer information onto the Application Info part of the database.

For further assistance in navigating through and updating fields on the SRL website, see the OHP Standard Reservation List Guide.
4. The appropriate contact is located by using SPD Branch Case Transfer email address in GroupWise. (Example “2818 SPD/DSO CaseTransfers”) 
5.  Make a TRACS entry for the case transfer.
· Your narrative should include:

a. Case# or prime# or SSN

b. Date of Request 
c. Date Application Received

d. Client Name 

e. LST # if pulled from the Standard Reservation List

f. SPD office application is being transferred to.
· Follow the procedure “Making a referral” shown below.

Making a referral (Print PDF)

1) In imaging, highlight and reserve all documents in the appropriate folder.

2) Right click and select the Print/Fax/Email option.

3) Select the “local print” check box, and selected PDF Creator from the drop down list. 

4) Select “Imaged Pages” check box. 

5) Click “OK”
6) A window will pop up for PDF Creator; choose the “Save” button.

7) Save the document in I:\OHP Special Project\Pends under your designated folder named as your load code, using the format below. DO NOT save where the PDF Creator defaults.

a) Lastname_mm_dd_yy

8) Open a new email in Groupwise and attach the appropriate PDF document you saved in I:\OHP Special Project\Pends in your designated folder. 
9) Send the referral the appropriate contact email address. Follow the directions below when entering information in the “Subject” line.  Do not use client names or other individually identifiable information in the Subject line.
· The subject line should read “EPD Referral from 5503”.  
· Copy and paste your TRACs narrative into the body of your email.
· Attach the PDF file you created and saved in your PENDS folder 

· Send
10) Index appropriately:

a) If you did not complete a recertification, code application status to “ET” for electronic transfer and change the branch code to the SPD/AAA branch you are sending the EPD application to and use the appropriate case status.
b) If you did complete a recertification, index as you would normally.

c) Send to Default.
 


