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Department of Indigenous Services Canada Definitions

Definitions
November 2015

General Principle

The definitions contained in this glossary apply only to the income assistance,
disability assistance, hardship assistance or a supplement.

Definitions

Department of Indigenous Services Canada

[formerly Indigenous and Northern Affairs Canada (INAC), Aboriginal Affairs and Northern
Development Canada (AANDC), Indian and Northern Affairs Canada (INAC), or Department of
Indian Affairs and Northern Development (DIAND)]

Aboriginal Skills and Employment Training Strategy (ASETS) Agreement Holder means an
organization funded by the Government of Canada under the Aboriginal Skills and Employment
Training Strategy program to provide employment services to Aboriginal Peoples.

Abuse (from the Family Law Act) Abuse includes:

(a) physical abuse of a spouse or family member, including forced
confinement or deprivation of the necessities of life, but not including the
use of reasonable force to protect oneself or others from harm,

(b) sexual abuse of a spouse or family member,
(c) attempts to physically or sexually abuse a spouse or family member,

(d) psychological or emotional abuse of a spouse or family member,
including

(i) intimidation, harassment, coercion or threats, including
threats respecting other persons, pets or property,

(i) unreasonable restrictions on, or prevention of, a spouse or
family member's financial or personal autonomy,

(iif)  stalking or following of a spouse or family member, and
(iv) intentional damage to property, and

(e) inthe case of a child, direct or indirect exposure to violence
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Definitions

Administering Authority means the band, association of bands (tribal council)
or other organization that is authorized by a funding agreement with Canada to
administer the Social Development Program.

Annual Pass means an annual pass to use a public passenger transportation
system in a transit service area established under section 25 of the British
Columbia Transit Act.

Appellant means the person who commences an appeal under Chapter 2.7
Reconsiderations and 2.8 Appeals under DISC's Social Development Policy
and Procedures Handbook, Vol 1, BC Region.

Applicant means the person in a family unit who applies, under DISC's Social
Development Policy and Procedures Handbook, Vol 1, BC Region, for income
assistance, disability assistance, hardship assistance or a supplement on behalf
of the family unit, and includes:

e the person's spouse, if the spouse is a dependent, and
¢ the person's adult dependents.

PWD "Applicant" means a person who is applying for Income Assistance for
Persons with Disabilities (PWD) and who:

(a) is 18 years of age at the time of applying for Income Assistance for
PWD, and meets the financial eligibility requirements for Income
Assistance for PWD in accordance with DIAND’s policy handbook; or

(b) is a person under 18 years of age who completes an Application for
Social Assistance for PWD up to four months before his or her 18th
birthday, and who is likely to be eligible for Social Assistance for PWD in
accordance with DIAND’s policy handbook at the time of completing the
Application and on his or her 18th birthday.

Assets refers to:
(a) cash (see cash assets)
(b) equity in property

(c) equity in investments or other financial instruments

(d) equity in trust where the applicant or recipient has control over
disbursements

.2 Social Development Policy and Procedures Handbook Vol. 1 (381261 v16) Nov 2015



Definitions

Assistance Income assistance, disability assistance, hardship assistance, or a
supplement.

Assistive device means a device designed to enable a person to perform a daily
living activity that, because of a severe mental or physical impairment, the person
is unable to perform.

Assistance month refers to the month for which the assistance is issued (i.e.,
assistance for May is issued near the last day of April).

At Home Program Respite Benefits refers to the Ministry of Children and
Family Development program providing a range of medical supplies and services

that can be accessed by At Home Program participants.
http://www.mcf.gov.bc.ca/at home/med benefits.htm

At Home Program Respite Benefits refers to the Ministry of Children and
Family Development program allowing parents to choose appropriate care

options for their child and family.
http://www.mcf.qov.bc.ca/at home/respite benefits.htm

Band Social Development Worker (BSDW) means a person employed by an
Administering Authority for the purpose of administering DISC’s Social Development
Program on reserve.

British Columbia Aboriginal Network on Disability Society (BCANDS
means the non-profit society that is authorized via a funding agreement with
Canada to adjudicate the PWD Designation Application (SA 301) and the
Monthly Nutritional Supplement Application (SA 401) on behalf of DISC starting
July 1, 2015.

BC Basic Family Bonus (BCBFB)

BC Earned Income Benefit (BCEIB)

BC Family Bonus (BCFB)

Business Day means a day other than Saturday, Sunday, or a statutory holiday.
Calendar month refers to the month in which a change in circumstance occurs
and which the recipient is obligated to report. The calendar month is measured
from the 1st of the month to the last day of month (30th or 31st).

Canada Child Benefit (CCB is a payment that includes the following: the

Universal Child Care Benefit (UCCB), the Basic Child Tax Benefit; the National
Child Benefit Supplement; The Child
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Disability Benefit, which is payable to families caring for a child under the age of
18, who has severe and prolonged mental or physical impairment.

Canada Pension Plan (CPP)
Canada Revenue Agency (CRA)
Cash Assets in relation to a person means:
(a) money in the possession of the person or the person’s dependant

(b) money standing to the credit of the person or the dependant with

a. a savings institution, or
b. a third party

that must pay it to the application or dependant on demand,

(c) the amount of a money order payable to the applicant or dependant,
or

(d) The amount of any immediately negotiable cheque payable to the
person or dependant.

Child means an unmarried person under 19 years of age.

Child Services Benefits means a Ministry of Children and Family Development
program which provides children and youth with special needs, who require
significant additional educational, medical/health and social/environmental
support, programs and services through MCFD until they are 19 years of age.

Citizenship and Immigration Canada (CIC)
Client is an applicant or recipient.

Client Employability Profile An employment planning tool used to examine
clients' personal barriers and to establish the nature and severity of each to
determine how each may be addressed.

Collapsible Discretionary Trust is a discretionary trust where the beneficiary
can collapse the trust and gain control of the assets. The administering authority
shall treat these trusts in the same way as a Non-Discretionary Trust.
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Definitions

Community Living British Columbia (CLBC) is an independent Authority
responsible for delivery of services and supports for individuals with
developmental disabilities.

Crime Victim Assistance (CVA) is governed by the Crime Victim Assistance Act
and the Regulations. Under the Act, victims injured as a result of certain crimes,
immediate family members of an injured or deceased victim and some witnesses
may be eligible for financial assistance or certain benefits.

Criminal Injury Compensation Act (CICA) The Criminal Injury Compensation
Act was replaced by the Crime Victim Assistance Act on June 30, 2002.

Daily living activity means the following:

e in relation to a person who has a severe physical impairment or a severe
mental impairment, means the following activities:

- prepare own meals

manage personal finances

shop for personal needs

use public or personal transportation facilities

perform housework to maintain the person’s place of residence in
acceptable sanitary condition

- move about indoors and outdoors
- perform personal hygiene and self-care
- manage personal medication

e in relation to a person who has a severe mental impairment, includes the
following activities:

- make decisions about personal activities, care, or finances
- relate to, communicate, or interact with others effectively

Dependant - in relation to another person - means anyone who resides with the
person and who:

e is the spouse of the person,
e is the dependent child of the person, or
¢ indicates a parental responsibility for the person’s dependent child.

Dependent Child means a child under the age of 19 who resides in the parents’
place of residence for more than 50% of each month and relies on that parent for
the necessities of life. A dependent child does not include a child who is 18
years of age and is a person who has been found eligible for income assistance
for persons with disabilities, (See Chapter 8.1, Persons with Disabilities).
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Definitions

Recipients who identify that they have a child(ren) residing with them must
indicate on the Application for Social Assistance (901-27) form the percentage of
time the child(ren) resides with them.

Where parents state that they have sole custody or more than 50 percent
custody of the child, there is no requirement for the parents to produce a legal
document, unless both parents are claiming the child(ren) as a dependent
child(ren) or one of them is also claiming the Shared Parenting Assistance (SPA)
[For more information, see chapter 4.4 Family Unit].

Dietitian means a registrant of the College of Dietitians of British Columbia.

Disability assistance means an amount for shelter and support provided under
DISC’s Social Development Policy and Procedures Handbook, Volume 1, BC
Region.

Discretionary trust is a trust in which the trustee has absolute authority over
payments of capital and income from the trust.

Employment Insurance (El

Equity refers to the value of an asset over and above the indebtedness against
it.

Family unit means an applicant or a recipient and his or her dependants who
are:

e married; or
e any persons living in a marriage-like or dependant relationship, with or without
dependent children. [For more information, see chapter 4.4, Family Unit]

Fleeing Abuse refers to escaping or being urgently in need of gaining
independence from any situation as defined under "Abuse".

Funding/Field Services Officer (FSO) means an officer at Indigenous
Services Canada that represents the Minister of the Department of Indigenous
Services Canada (DISC). An FSO's primary function is to manage Funding
Agreements between the DISC and the Administering Authority.

Funeral services means all services related to burial, cremation and other
funerary practices.

Guaranteed Income Supplement (GIS)
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Definitions

Guide Animal means a registered guide animal certified under the Guide Animal
Act

Health Assistance Branch (HAB

Hardship Assistance is provided on a temporary basis, for only one month at a
time. Eligibility for hardship assistance must be re-established each month. The
benefit issued may be repaid, see details in DISC's Social Development Policy
and Procedures Handbook, Volume 1, BC Region.

Health Canada means the department of the federal government of Canada
responsible for national public health.

Health professional means a person who is authorized under an enactment in
British Columbia to practice one of the following professions:

e medical practitioner

e registered psychologist

e registered nurse or registered psychiatric nurse
e occupational therapist

¢ physical therapist

e social worker

Health Authority means a public body mandated under the Health Authorities
Act to govern, manage, and deliver health services within a defined geographical
area.

Home visit is an official visit by an administering authority to a client’s residence
for the purpose of providing assistance or assessing eligibility pursuant to the
Social Development Policy and Procedures Handbook, Volume 1, BC Region.
Human Resources and Skills Development Canada (HRSDC

Identification (ID, means proof of identity

Income assistance means an amount for shelter and support provided under
DISC's Social Development Policy and Procedures Handbook, Volume 1, BC
Region.

Incorporated means duly incorporated as a business under provincial or federal
legislation.
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Definitions

Legal Representative means the legal representative is responsible for making
decisions (such as burial or cremation) related to the funeral arrangements and
arranging for payment of the costs. The legal representative, usually the nearest
relative, is determined according to Section 5 (1) of the Province of British
Columbia’s Cremation, Internment and Funeral Services Act. [See Policy]

Legitimate Mitigating Circumstances means the temporary circumstances
beyond the client's control, which may interfere with a client's ability to comply
with conditions of their client employability profile. Examples may include: family
emergencies, documented health crises, attendance at court, temporary lack of
childcare etc.

Living cost means the cost of accommodation and meals.

Medical practitioner means a member of the College of Physicians and
Surgeons of British Columbia who is entitled to practice under the Health
Professions Act.

Medical Services Plan (MSP)

Midwife means a registrant of the College of Midwives of British Columbia.
Ministry of Health (MoH)

MSDPR means the BC provincial Ministry of Social Development and Poverty

Reduction. It is formerly known as the Ministry of Social Development and Social
Innovation (MSDSI).

Monthly Nutritional Supplement (MNS)

Moving cost is the cost of moving a family unit and its personal effects from one
place to another.

MSP Premium Assistance is provided under the Medicare Protection Act
through the Ministry of Health.

Necessary funeral costs means items or services included within Schedule F
of the Province of British Columbia’s Cremation, Internment and Funeral
Services Act that are necessary and appropriate.

Non-Discretionary Trust is a trust in which the trustee does not have absolute
authority over payments of capital and income from the trust. The beneficiary
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Definitions

may have some control, or the trustee may be required to make certain
payments.

Nurse practitioner means a member of the College of Registered Nurses of
British Columbia who is entitled to practice under the Health Professions Act.

Old Age Security (OAS)
Occupational therapist (OT)

Ophthalmologist is a medical practitioner who practises ophthalmology.

Parenting dependent child is a dependent child who is the parent of a
dependent child.

Patient as defined by the Patients Property Act is a person who is described as
one who is, because of mental infirmity arising from disease, age or otherwise,
incapable of managing his or her affairs, in a certificate signed by the director of
a Provincial mental health facility or psychiatric unit as defined in the Mental
Health Act, or a person who is declared under the (Patients Property Act) by a
judge to be: incapable of managing his or her affairs; incapable of managing
himself or herself; or incapable of managing himself or herself or his or her
affairs.

Pacific Blue Cross (PBC)

Personal barriers mean barriers that meet all of the following descriptions: are
beyond a person’s control; exist after all interventions and training have been
exhausted; directly prevent the person from maintaining employment now or in
the foreseeable future.

Persons with Disabilities (PWD) designation means a designation provided to
persons who have reached 18 years of age and have a severe mental (including
a mental disorder) or physical impairment that meets all of the following criteria:

e in the opinion of a medical practitioner, the impairment is likely to continue
for at least two years

e in the opinion of a prescribed professional, the impairment directly and
significantly restricts the person’s ability to perform daily living activities
either continuously or periodically for extended periods

e as a result of those restrictions, the person requires an assistive device, the
significant help or supervision of another person, or the services of an
assistance animal to perform daily living activities.

Person with Persistent Multiple Barriers (PPMB)
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Definitions

Personal Health Number (PHN) [found on CareCard]

Physical therapist (PT)

Prescribed professional means a person who is authorized under an
enactment to practice the profession of:

e medical practitioner

e registered psychologist

e registered nurse or registered psychiatric nurse
e occupational therapist

e physical therapist

e social worker

e chiropractor, or

e nurse practitioner

Premium assistance is provided under the Medicare Protection Act through the
Ministry of Health.

Private hospital is a private hospital licensed under the Hospital Act.

Reachback client means an unemployed person who meets either of the
following criteria:
e has had an El claim in the three years before he or she applied for
assistance
¢ has received maternity or parental benefits in a period that began no more
than five years before he or she applied for assistance

Recipient means the person in a family unit to or for whom income assistance,
disability assistance, hardship assistance or a supplement is provided under the
Social Development Policy and Procedures Handbook, Vol 1, BC Region, for the
use or benefit of someone in the family unit, and includes:

e the person's spouse, if the spouse is a dependant, and

e the person's adult dependants.

Registered Disability Savings Plan (RDSP)
Registered Education Savings Plan (RESP)
Registered Retirement Savings Plan (RRSP)

Reporting period refers to the three-month cycle beginning with the calendar
month in which a change in circumstances occurred, the following month in
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Definitions

which the change is reported, and the third month that is affected by the change
of circumstance (the amount of assistance the recipient is eligible to receive).

Residency verification is an official visit by an administering authority to a
client's residence for the purpose of verifying information pertinent to the
recipient’s eligibility.
Responsible Persons means, in respect of a deceased person:

a) a spouse of the person,

b) in the case of a minor, a parent of the person, or

c) in the case of a person sponsored to immigrate to Canada, a sponsor.

The costs of the funeral are to be paid for by the responsible person(s).
Respiratory therapist (RT)

Funeral Service Provider means anyone providing funeral services, for
example: a funeral home (funeral provider), a cemetery, a crematorium.

Shared parenting assistance (SPA)

Shelter allowance is the portion of assistance rates issued for a person's place
of residence, for the actual cost of any of the following:

e rent

e mortgage payments, house insurance, property taxes, and pre-approved
home maintenance and repairs, if the residence is owned by a person in the
family unit

o utilities

SIN means Social Insurance Number issued by Human Resources and Skills
Development Canada

Social Development Canada (SDC)

Spouse is defined as two persons, including persons of the same gender, are
spouses of each other if they are married to each other, or they reside together
and acknowledge they are residing together in a marriage-like relationship, or
they have resided together in a marriage-like relationship for at least 3
consecutive months or 9 out of the previous 12 months and the relationship
demonstrates both financial and social familial characteristics consistent with a
marriage-like relationship.
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Special Care Facility is:
a) an adult community care facility licensed under the Community Care and
Assisted Living (CCAL) Act, including:

e a residential care facility
e an alcohol or drug residential treatment facility

e a community living services facility

b) certain specialized adult residential care settings that are not licensed
under the Community Care and Assisted Living (CCAL) Act, including:

e a family care home contracted by a health authority

e a community living residential resource contracted by Community
Living British Columbia

e an alcohol or drug residential treatment facility contracted by a
health authority

Sponsor means a sponsor or co-sponsor of a person sponsored to immigrate to
Canada under the Immigration Act (Canada) or the Immigration and Refugee
Protection Act (Canada), if the undertaking given or co-signed by the sponsor is
still in effect.

StudentAid BC is a program administered by the Ministry of Advanced
Education and Labour Market Development that provides financial assistance to
students.

Suitable employment means available employment, which the person is able to
perform, that pays at least the minimum wage.

Support allowance means the portion of assistance rates provided for monthly
expenses other than shelter.

Trusted Third Party means a person or agency authorized, through an
agreement with the Ministry of Social Development and Social Innovation, to
provide services to clients on behalf of the ministry.

Universal Child Care Benefit (UCCB)

Veterans Affairs Canada (VAC)

Voluntary Participation Plan (VPP) A planning tool that outlines the activities,
including participation in programs and services, that clients with no employment-
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Definitions

related obligations agree to follow in order to move toward employment, or to
increase employability.

WorkBC Employment Services Centre (ESC) refers to the storefront location
that the Employment Program of British Columbia (EPBC) service provider uses
to deliver EPBC services, and may also refer to alternative channels,
arrangements or means of service delivery.

WorkSafeBC formerly Workers' Compensation Board (WCB)
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Department of Indigenous Services Canada

Contacts and Resources

Chapters 1-7

DISC BSDW Policy Support Line*

The BSDW Policy Support line provides policy clarification and support services to the
Band Social Development Workers of BC, as it relates to Social Development and
Income Assistance.

Department of Indigenous Services Canada (DISC)

BC Region

Toll free 1-888-440-4080

Email: aadnc.tsdbsoutien-bsdwsupport-bc.aandc@sac-isc.gc.ca

DISC Website**
Provides users with forms for Recipient Reporting, forms for
Proposals/Applications/Workplans as well as relevant Manuals and Guidelines

Reporting Guide - http://www.aadnc-aandc.gc.ca/eng/1385559716700/1385559777677
National Programs Manual:
https://www.aadnc-aandc.gc.ca/eng/1484941779222/1484941844596

The DISC BSDW Policy Support Line and DISC website can provide you with or
direct you to the following information:

DISC Program Guide**

Essential program and budget information intended for First Nations
administrators, program managers, and Department of Indigenous
Services Canada (DISC) staff

Social Development Policy and Procedures Manual Vol 1* Income
Assistance policy and program information
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Contacts and Resources

Chapter 5

Canada Mortgage Housing Corporation (CMHC)

For On-Reserve

Offers programs, innovative financing techniques, training tools and information to
increase building capacity and address housing needs in First Nations communities.

http://www.cmhc-schl.gc.ca/en/ab/onre/index.cfm

BC Hydro Account Inquiries for Band Administration, Housing Representatives
and BSDWs

1-866-266-6366

businessaccountservices@bchydro.com

Account Inquiries for individual clients:

1-800-224-9736

Chapter 8

BC Aboriginal Network on Disability

A provincial, non-profit and charitable organization serving the health and disability
resource and client service needs of the First Nation and Aboriginal population of British
Columbia

http://www.bcands.bc.ca

BC Coalition of People with Disabilities

An organization that champions issues impacting the lives of people with disabilities
through our direct services, community partnerships, advocacy, research and
publications

http://www.bccpd.bc.ca

BC Ministry of Children and Family Development (MCFD)

Provides programs and services to ensure that healthy children and responsible families
are living in safe, caring and inclusive communities
http://www.mcf.gov.gc.ca

At Home Benefits Program

At Home Program assists parents with some of the extraordinary costs of caring for a
child with severe disabilities at home through a range of health supports and services.
http://www.mcf.gov.bc.ca/at home/

Children and Youth with Special Needs
Services for youth and children with special needs
http://www.mcf.gov.bc.ca/spec_needs/
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Contacts and Resources

BC Employment and Assistance
A list of additional assistance for British Columbians in need
http://www.mhr.gov.bc.ca/programs/other.htm

BC Health Assistance Branch
Contact for information for the Persons with Disabilities designation when a PWD client
has moved on-reserve

Health Assistance Branch

PO Box 9971 STN PROV GOVT
Victoria BC VBW 9R5

Tel: (250)387-5664 or 1-888-221-7711
Fax: (250)356-7290

PWD Consent to Release Information SAMPLE form HSD 3125 Updated June 2010
Sample of the form to be used when a PWD client moves off-reserve
http://www.hsd.gov.bc.ca/forms/pdf/HR3125.pdf

Minister’s Council on Employment for Persons with Disabilities -

In spring 2012, an extensive planning process culminated in an Action Plan Framework
for increasing employment for working-age people with disabilities in our province
http://www.eia.gov.bc.ca/pwd/ministers-council/index.htm

First Nations Health Council

Supports First Nations to determine and achieve their own health outcomes and works
to implement the Tripartite First Nations Health Plan

http://fnhc.ca/

First Nations Inuit and Aboriginal Health

The Health Canada Branch that supports the delivery of public health and health
promotion services on-reserve and in Inuit communities. It also provides drug, dental
and ancillary health services to First Nations and Inuit people regardless of residence.

The Branch also provides primary care services on-reserve in remote and isolated
areas, where there are no provincial services readily available.
http://www.hc-sc.gc.ca/fniah-spnia/index-eng.php

Chapter 10

First Nations Inuit and Aboriginal Health

The Health Canada Branch that supports the delivery of public health and health
promotion services on-reserve and in Inuit communities. It also provides drug, dental
and ancillary health services to First Nations and Inuit people regardless of residence.
The Branch also provides primary care services on-reserve in remote and isolated
areas, where there are no provincial services readily available.
http://www.hc-sc.gc.cal/fniah-spnia/index-eng.php
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Contacts and Resources

First Nations Health Authority

The BC First Nations Health Authority (FNHA) is the first province-wide health authority
of its kind in Canada. FNHA assumes the programs, services, and responsibilities
currently handled by Health Canada's First Nations Inuit Health Branch — Pacific
Region. The vision is to transform the health and well-being of BC's First Nations and
Aboriginal people by dramatically changing healthcare for the better.
http://www.fnha.ca/

info@fnha.ca

General Benefits Support Questions: 1-855-550-5454
General Inquiries: 1-866-913-0033

Health Benefits: 1-800-317-7878

Chapter 11

BC Ministry of Social Development

Annual Bus Passes
To inquire on how to apply for a bus pass or request a replacement pass
http://www.sd.qgov.bc.ca/programs/bus-pass.html

Ministry of Social Development
BC Bus Pass Program

PO Box 9985 Stn Prov Govt
Victoria BC V8W 9R6

General Enquiries - 1-866-866-0800

Cremation, Interment and Funeral Services Act
To view the Cremation, Interment and Funeral Services Act
http://www.gov.bc.ca/meia/online resource/general supplements/funeral/policy.html

Ministry Assistance with Funeral Costs

Brochure with information for clients about the funeral arrangements for a deceased
person.

http://www.hsd.gov.bc.ca/publicat/bcea/Funerals.htm

BC Transit

Provides public transportation services primarily outside the Greater Vancouver
Regional District

http://www.transitbc.com
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Department of Indigenous Services Canada 1.1

Introduction to This Handbook

Welcome to the Social Development Policy and Procedures Handbook which has
been divided into four binders, the Income Assistance Program under Volume 1,
the Assisted Living Program under Volume 2

These handbooks are designed for those involved in administering the Social
Development Program in BC. The program is administered by the federal
Department of Indigenous Services Canada (DISC), which is also known as
Indigenous and Northern Affairs Canada (INAC) and provides financial support to
eligible individuals living on-reserve. The handbook may also be useful to others
involved in the delivery of socio-economic programs on-reserve.

Online Version of BC Region Handbooks

Electronic copies of these handbooks are available through the BC Region Band
Social Development Worker Policy Support Line.

aadnc.tsdbsoutien-bsdwsupport-bc.aandc@sac-isc.gc.ca

Handbook Amendments

Registered handbook holders are workers that are directly involved in administering
the DISC Social Development Program in BC. All registered handbook holders
will receive regular amendments or updates to the handbook.

Workers who receive a handbook amendment are expected to read the cover letter
describing the changes; then remove the old sections and insert the new ones
with the changes marked on each page.

Each handbook amendment package also includes a new table of contents and
index. Workers are expected to check and ensure that the handbook contains all
the sections listed on the table of contents, and that the date printed on the

bottom of each section matches the date shown on the table of contents. The
CIDM number and Version number at the bottom of each page refer to the
Comprehensive Integrated Document Management (CIDM) System that is used by
DISC.
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Introduction to This Handbook

Handbook Administrator

Contact the handbook administrator if:

e The update packages are going to the wrong person.
e A worker is not getting update packages.

e There are missing sections of the handbook, or some of the sections are out of
date.

e A worker has found errors in the handbook and is forwarding findings.

Income Assistance

Programs and Partnerships

Department of Indigenous Services Canada
#600-1138 Melville Street

Vancouver, BC, V6E 4S3

What This Handbook Contains

Income Assistance Program, Volume One

The Income Assistance Program handbook, volume 1 is divided into a table of
contents, index and12 chapters. Each chapter is divided into a series of
sections.

Table of Contents — provides heading for each chapter and section with current
policy issue date.

perinitions

Contacts and Resources — provides information on how to access policy
handbook on-line, DISC Social Development Reporting forms, and related
provincial and tederal program information.

Chapter 1, Introduction — serves as an introduction to the policies and procedures
that are to be followed in the administration of the Social
Development Program in the British Columbia Region.

Chapter 2, Program Administration — covers administration of the program
including handling files, recovering overpayments, investigating fraud, appeals, and
program monitoring and review.
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1.1 Introduction to This Handbook

Chapter 3, Application and Assessment — contains procedures for applying for
and assessing eligibility for benefits, including the time frame, forms required and
other documentation and identification needed.

Chapter 4, Eligibility — covers the assessment of eligibility including basic
eligibility, residency and citizenship, minors, waiting periods, assets, unearned
income and exemption eligibility, Persons with Persistent Multiple Barriers, and
the rate table.

Chapter 5, Shelter Allowances — outlines allowances for shelter, including
utilities, room and board, rent and mortgage payments, home maintenance and
repairs, minimum shelter allowance and the National Housing Act.

Chapter 6, Children Out of the Parental Home — covers MCFD screening
check process, financial assistance to children placed in the home of a relative
on-reserve by their parents who have been approved by MCFD, including
application and eligibility for assistance, parental responsibility, time frame,
required screening check during case review and the rate table.

Chapter 7, Hardship Assistance — covers eligibility for hardship assistance,
including awaiting other benefits, income or assets in excess of allowable limits,
loss of employment, identification not established, transient applicants, and the
rate table.

Chapter 8, Persons with Disabilities Assistance — covers Social Assistance
for Persons with Disabilities, including application and eligibility for assistance,
adjudication and review procedures, fees and the rate table.

Chapter 9, Special Allowances — covers special allowances, including
incentive, special needs, natal, diet, camp fees, school start-up, work clothes and
transportation, work force entry, moving costs, special transportation, and guide
dogs.

Chapter 10, Non-Status Health Benefits — covers health benefits, including
insured or non-insured benefits, dental, orthodontia, optical, health-related travel,
medical equipment and supplies, and Hepatitis C Settlement Agreement
compensation.

Chapter 11, Other Benefits — covers non-health benefits, including child
benefits, family bonus top-up allowance, old age security pension, recipients in
special care facility, December supplementary allowance, annual bus pass natal
supplement, diet supplements, short-term nutritional supplement, monthly
nutritional supplement, tube feed supplement and funeral costs.

Chapter 12, Transition to Employment Programs — covers the Work
Opportunity Program.
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Department of Indigenous Services Canada 1.2

Policy Overview

This chapter serves as an introduction to the policy and procedures which
are to be followed in the administration of the Social Development
Program in British Columbia Region.

General Principle

Individuals and families are responsible for managing their own affairs and
maintaining themselves to the extent that their resources permit. The
Social Development Program provides financial support to eligible adults
and their dependents who are unable to meet their basic needs.

Introduction

The federal government believes that First Nations people should benefit
from non-federal social services programs, but because these are not
always available to residents on reserve the Department of Indigenous
Services Canada (DISC) has implemented the Social Development
Program (income assistance and social support services) designed to
meet certain needs.

The Social Development Program is governed by various federal
authorities. The principal authority for the provision of social development
programs on-reserve permits DISC to adopt provincial standards and
procedures. Thus, the policies and procedures contained in this handbook
reflect current British Columbia Provincial Government policies and
procedures in the administration of the Social Development Program.
However, where possible and permissible, certain provisions exist to
reflect the differing circumstances of persons resident on Indigenous
reserve land.

The resources to provide these services are secured each year through
the Canadian parliament.

Although administrative responsibility for the Social Development
Program may be transferred, DISC remains accountable to the
Government of Canada and to First Nation communities for ensuring that
the social development procedures have been adhered to and that
assistance, at authorized rates, is provided to those determined eligible
under the Social Development Policy and Procedures Handbook.

Social Development Policies and Procedures Handbook March 2022
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1.2 Policy Overview

Program Objectives

The broad objectives of the Social Development Program are:
e to assist persons living on reserves in maintaining a basic standard
of living

e to prevent dependency by developing individual and family
strengths

e to assist recipients to access services that will enhance their ability
to assume primary responsibility for their own affairs

2 Chapter 1, Introduction
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Department of Indigenous Services Canada 1.3

Program Administration

General Principle

The Social Development Program provides financial benefits and services
to individuals and families, resident on reserve, who are in need. Need is
determined by the application of a means-test, and other applicable
eligibility requirements.

In British Columbia an understanding exists between the provincial
Ministry of Social Development and Poverty Reduction (MSDPR) and the
Departmentof Indigenous Services Canada (DISC) whereby
administrative and financial responsibility for social assistance and social
support services tolndigenous and non-Indigenous individuals living off-
reserve will be assumed by the province, and responsibility for social
assistance and social support services to Indigenous and non-Indigenous
living on- reserve will fall to DISC and the bands or tribal councils and
organizationsthat have assumed responsibility for administration of the
program.

Band and Tribal Council Administration

A band council or an association of bands (tribal council) may be
authorized by a funding agreement to administer the Social Development
Program. This body responsible for administration of the program, whether
it be band, tribal council or organization is referred to as the administering
authority. Under such an agreement the administering authority
undertakes to ensure that:

e the program is administered in accordance with the DISC Social
Development Policy and Procedures Handbook

e acompetent staff is employed to administer the Social Development
Program

e assistance is provided to all persons on the reserve who meet
eligibility requirements, without regard to membership status in the
band

e all records, forms, and documents that are required by the funding
agreement or Social Development Policy and Procedures Handbook
are maintained and are available to DISC for program reviews and
financial audits

Social Development Policy and Procedures Handbook March 2022
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1.3 Program Administration

e DISC is provided with statistical and other documentation as
required by the funding arrangement

e social development staff are encouraged to participate in available
training programs that are designed to enhance administrative and
service-delivery skills

e other conditions as agreed upon are observed

When a band or tribal council is granted authority to administer the Social
Development Program on behalf of DISC, the Chief and Council of the
band or tribal council shall appoint a qualified band social development
worker and, if provided for in the funding agreement, other social
development staff who shall be responsible for administering the Social
Development Program on behalf of the administering authority.

The administering authority shall provide the band social development
worker and other social development staff with a written statement of
current personnel policies and practices and written job descriptions.

Community Based Welfare Committee

Where a band or tribal council has established a welfare committee, its
terms of reference and powers should be defined clearly by the
administering authority and may include responsibilities such as program
review, development, and other service functions.

A welfare committee has no power to change the Social Development
Policy and Procedures Handbook and shall not relieve the administering
authority, band social development worker, or other social development
staff of any direct or assigned duties or responsibilities for administering
the Social Development Program on behalf of the administering authority.

Members of a welfare committee serve on voluntary basis and receive no
financial compensation under the Social Development Program.

2 Chapter 1, Introduction March 2022
GCDOCS # 101882188



Department of Indigenous Services Canada 1.4

Funding Arrangements

General Principle

A funding arrangement is a document containing terms and conditions by
which a transfer payment is made by the Government of Canada through
the Department of Indigenous Services Canada (DISC) for the delivery of
programs and services by First Nations. Funding authorities are the rules
set by the Treasury Board of Canada that DISC must follow when
providing funding for a particular program or service.

Funding is provided by either Comprehensive Funding Arrangement
(CFA) or Canada/First Nation Funding Agreement (CFNFA).

Comprehensive Funding Arrangement

A band council or an association of bands (tribal council) or organization,
may be authorized under a CFA to administer the Social Development
Program. First Nations who have signed a CFA with DISC must use the
BC Region, First Nations National Reporting Guide in meeting the terms
and conditions associated with program reporting, and the policies and
procedures of the Social Development Policy and Procedures Handbook.

The CFA is the basic funding arrangement and may contain one or more
funding authorities, such as a contribution or a flexible transfer payment
(FTP).

Contributions are allocations subjected to detailed terms and conditions
that stipulate the service to be provided, to whom, and what expenses
are eligible for reimbursement. Any unspent balance must be returned to
DISC.

FTPs, similar to contributions, provide for delivery of specific services of
programs, but funding is based on fixed amount (arrived at by the
application of funding formulas) rather than the reimbursement of eligible
expenses. Program surpluses may be reallocated at the discretion of the
recipient. For example, in certain cases unspent balances for capital
projects can be applied to other approved projects.
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1.4 Funding Arrangements

Canada/First Nation Funding Agreement

A band council or an association of bands (tribal council) or organization,
may be authorized under a CFNFA to administer the Social Development
Program in accordance with the terms and conditions of this agreement
including the delivery standards.

The CFENFA is the successor of the pilot Financial Transfer Agreement
(FTA) and Federal Transfer Agreement (FedTA). The CFNFA builds upon
input received from First Nations and First Nation organizations.

The CFNFA represents the next step in building the foundation to
consolidate federal funding into a one window agreement to streamline
auditing and reporting, and to reduce red tape.

The CFNFA is based on the following principles:

e standardized common federal terms in the agreement body

e unique departmental terms and conditions in separate schedules of
the agreement

e ability to contain multi-year block funding
e ability to contain annual targeted programs

e ability to add other federal departments as schedules (with block or
targeted programs)

First Nations who have signed a CFNFA with DISC must use the BC
Region, First Nations National Reporting Guide in meeting the terms and
conditions associated with program reporting.
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Department of Indigenous Services Canada 1.5

Rights and Responsibilities of
Applicants and Recipients

General Principle

Every person applying for or receiving social assistance has certain rights
and responsibilities.

Rights
Applicants and recipients have the following rights:

¢ to make application when they believe they are in need

e to be given the information and assistance needed for them to
make proper application for the program

¢ to have all personal information treated as private and confidential

e to be free of any consideration of race, gender, colour, creed, or
political affiliation in the administration of this program

e to receive prompt, courteous, efficient, and fair treatment

e to have their eligibility determined on the basis of objective
evidence as required by program policy

¢ to receive all assistance and benefits for which they qualify under
the policy and procedures established in this handbook

e to be informed of eligibility entitlement in writing if they so request

e to appeal decisions concerning an application for, or provision of a
benefit

e to be informed of their responsibilities regarding initial and
continuing eligibility

Responsibilities

The responsibilities of applicants and recipients are:

e to disclose any information that is required under the policy and
procedures established in this handbook
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1.5

Rights and Responsibilities of Applicants and Recipients

to complete all required eligibility forms in a proper manner

to take maximum personal responsibility for achieving increased or
complete independence

to, if required by policy, seek work at all times, and to be available
for all work for which they are qualified

to, if employable, participate in employability programs that may be
available

to use all available resources and income to support themselves as
the preferred alternative to social assistance

to inform the administering authority promptly of changes in their
circumstances that may affect eligibility

2
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Department of Indigenous Services Canada 2.1

Income Assistance Files

General Principle

Individual and family income assistance records are the property of the administering
authority. It is important that they be secured and kept current because they contain
confidential information relating to applicants and/or recipients, substantiate
expenditures of public funds, and are essential to provide counselling and other
services to clients.

The administering authority must ensure the confidentiality of personal records of its
clientele by restricting access to such records to authorize:
¢ Department of Indigenous Services Canada (DISC) staff and

¢ Band social development employees.

Policy

The administering authority shall establish a file for each family or individual in receipt of
income assistance.

The file shall be kept up-to-date, and shall contain relevant income assistance
documents as follows, and not limited to:

e Application for Social Assistance (901-27)

e Budget and Decision Form (901-25)

¢ Social Assistance Monthly Renewal Declaration (901-28)

e Consent to Release of Information (901-23)

e PWD Designation and or MNS Approval letter

¢ Medical Report for Persons With Persistent Multiple Barriers (SA 116)

¢ Persons with Persistent Multiple Barriers Checklist and Decision Form
(SA117)

¢ Non-Status Health Benefits Request & Authorization (SA 205)
¢ Nutritional Supplements Request & Authorization (SA 200)
e Bus Pass Eligibility (SA 312)

e any report containing information obtained from Immigration Canada
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Income Assistance Files

e any report containing information obtained from Service Canada

e any correspondence, report or other materials containing information from
Ministry of Social Development (MSD)

e any report from the local Aboriginal Skills and Employment Training Strategy
(ASETS),

e Canada Customs and Revenue Agency Child Tax Benefit notice, and BC
Family Bonus entitlement (Child Benefits Cheque notice)

e copies of Request for Administrative Review (SA 140) and other material
relating to a review

e correspondence, file notes, interview records, receipts, and other materials
related to the case

e rental agreement form
e other shelter documentation (i.e., BC Hydro, oil, propane, wood, etc.)
e identification for each person in the family unit

e Form: General consent for disclosure of client information related to CCB
and adjustment to income assistance

e Form requesting end of care related to COPH (see An Information Guide for
First Nations Administration, June 1998)
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2.1 Income Assistance Files

Security Guidelines for Income Assistance Files

All income assistance files must adhere to the security guidelines at all times, as
outlined below:

DESIGNATED INFORMATION/ ASSETS

(Means the unauthorized release could cause injury to an individual, organization or

department)

Protected “A” Protected “B”

Injury: Low Injury: Serious
Loss of privacy/embarrassment, Loss of reputation, competitive edge or prejudicial
such as: treatment, examples:

- date of birth, - criminal/ethnic/religious/political/performance

- home address, records,

- telephone number, - evaluation,

- S.ILN., - contractual negotiations,

- etc. - advice,

- adoption papers,

- health documents,

- PWD application and documents,
Document Standards: - etc.

Marking: Protected A — on top Document Standards:
right corner
Marking: Protected B — on top right corner
Storage: Approved security
container with approved key lock | Storage: Approved security container with approved
in operations zone combination padlock in operations zone

Disposal: Commercial shredder Disposal: Approved shredder

Transportation/Mailing Standards for Protected “A” & Protected “B”

Within building: One unmarked envelope — transport discreetly by hand or using internal
mail service

Outside: Single sealed envelope, no security marking, return address — transport
discreetly by hand or using trusted mail services (first class)

The handling of Persons with Disabilities (PWD) information and files must adhere to
Protected “B” guidelines at all times.
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2.1 Income Assistance Files
Procedures
Program Eligibility Forms & Documents Required
¢ Application for Social Assistance (901-27)
Income Depends on | e Budget and Decision Form (901-25)
Assistance | (e benefit | o sqocial Assistance Monthly Renewal Declaration (901-28)
applied for .
by the e Consent to Release of Information (901-23)
Disability applicant ¢ Persons with Disabilities (PWD) Designation Letter
Assistance | and recipient | ¢ Medical Report (SA 116)
in order to ¢ Persons with Persistent Multiple Barriers Checklist &
. meet Decision (SA 117)
Hardship eligibility . o
Assistance | criteria for « Child Out of the Parental Home Application (COPH 01)
the specified | * Child Out of the Parental Home Screening Consent (COPH 02)
benefit. e Correspondence from MCFD regarding results of
& screening check for COPH
¢ Any employment report from the local Aboriginal
All other Skills and Employment Training Strategy (ASETS),
benefits and e Canada Customs and Revenue Agency Canada
supplement Child Benefit notice, and BC Family Bonus
allowances. entitlement (Child Benefits Cheque notice)

Correspondence, file notes, interview records,
receipts, and other material related to the case

Appropriate shelter documentation (i.e., BC Hydro)
Rental agreement

Identification for each person in the family unit

All other required income assistance documents

All required documentation (i.e., prescriptions and invoices) are to be attached to
the Budget and Decision (901-25) form.

The BSDW shall date-stamp all accompanying documentation (i.e., prescriptions,
receipts, etc.) at the time they were received. This will ensure time lines are
maintained.

Ensure payments are processed according to type of benefit requested (i.e.,
health supplement and equipment payments must be made directly to the
supplier and not to the recipient).
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Department of Indigenous Services Canada 2.2

Payment of Benefits

General Principle

Policy

The band social development worker (BSDW) on behalf of the
administering authority shall issue monthly social assistance to applicants
meeting eligibility requirements and social assistance is granted from the
date on which eligibility was established.

Under no circumstances is payment to be made for any period that pre-
dates the application.

In exceptional circumstances, payments may be made retroactively to the
date on which the social assistance application was received at the local
office, if in the opinion of the administering authority such issuance would
alleviate hardship.

Social assistance will usually be paid by cheque issued in the name of the
recipient, with the following exceptions:

e assisted management of benefits
e partial administration of benefits

e third-party administration of benefits

For auditing purposes, there needs to be a clear separation of
administration duties and accounting duties (i.e., the person who signs the
cheque for the Social Development Program is not the same person who
determines eligibility, sets up the case, or calculates the budget and
requests payment).

The Budget and Decision Form (901-25) is used to document all applicant
resources and monthly requirements to determine whether the applicant is
financially eligible for social assistance and the amount of eligibility.
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2.2 Payment of Benefits

Prorating of Support Allowance

In the month of application, the monthly support allowance is pro-rated
based on the number of days remaining in that month, beginning with the
day the applicant completes the application process and eligibility is
determined.

Assisted Management of Benefits

Recipients of social assistance have the right and responsibility to manage
their own affairs. However, if for any reason social assistance is not used
for the purposes for which it was issued, help in managing allowances
may be offered as follows:

e social assistance may be issued in the name of the spouse of the
recipient

e social assistance may be issued on a weekly or bimonthly basis,
rather than monthly

Staff Administration of Benefits

If the methods described in Assisted Management of Benefits above are
not effective in assisting the recipient to manage benefits, partial
administration of the social assistance may be necessary.

Partial administration of social assistance by the administering authority
ensures that essential goods and services are available to the individual or
family unit.

Under administration of benefits, the administering authority may issue
part of the client's benefits by cheque or purchase order that is:

e payable on behalf of the client, to the supplier of goods or services
(e.g., rent, electrical service, fuel, food, clothing, or items approved
as special needs)

e payable to both client and supplier

The balance of the client’s entittement would be issued by separate
cheque to the client.
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2.2 Payment of Benefits

Administration of benefits should be limited to areas in which recipients
are having severe problems so that they maintain the maximum
responsibility for their own affairs.

Staff should never cash a recipient’s cheque or voucher, nor should they
make cheques payable to themselves on behalf of a client.

Third Party Administration of Benefits
July 1, 2019

Clients who are unable to manage their benefits may have those benefits
administered by appointment of a third-party administrator.

Third-party administration should be considered only in the most extreme
cases, because it completely removes the client’s control of income, and
eliminates any opportunity to develop money management skills.

Under third-party administration, social assistance benefits are issued in
full by cheque, payable in the name of the third party administrator for the
recipient (e.g., “John Smith on behalf of Joe Jones”).

Care must be taken in the selection of a third party administrator.

The third party must be acceptable to the client and not have any other
financial relationship with him.

To protect both recipient and administrator a Third-party Administration
Agreement (901-19) is to be signed.

The administrator must maintain receipts and records relating to
expenditures and must report on the situation every month to the
administering authority.

The intent of Third Party Administration is to provide a physically and
emotionally safe environment for staff and clients within administering
authorities offices. Clients who have shown a pattern of unacceptable
behaviour, who pose a serious risk to themselves and others, or who may
have a legal reason preventing them from attending an administering
authority office may have their assistance administered through an
agreement with a third party.

Reasons for Third Party Administration
Reasons for administering a client through third party include, but are not limited

to, a pattern of:
e unacceptable behaviour,
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Payment of Benefits

e verbal and/or physical threats or intimidation,
¢ violence towards staff and/or other clients, or
¢ legal restrictions on access to offices

The decision to refer a client to a third party administrator is at the discretion of
the administering authority.

In most cases, clients will be given a warning that they will be referred to a third
party administration if their behaviour does not improve.

Referral to Third Party Administrators (TPA)

TPAs can be an individual or agency, such as a local non-profit or community
organization. The administering authority can refer a client to a TPA or the client
may make their own arrangements.

Third party arrangements must not include administering authority employees or
any person with whom a conflict of interest may arise. If a third party expresses
an interest in managing a client’s personal and financial affairs, the administering
authority may suggest the client consult a lawyer in order to ensure the client
understands how this may affect her/his rights.

When a decision has been made by the administering authority to third party
administer a client, the client will be advised in writing. The client is to be advised
when a review of the third party administration will be conducted.

Third party arrangements may be made with individuals or agencies on a
voluntary basis or fee-for-service basis. If no appropriate individual or agency is
available to volunteer to administer a recipient’s assistance, a fee-for-service
arrangement may be considered. The maximum fee is $25 per month per family
unit.

Provision of Service to Clients with Third Party Arrangements

Clients who are Third Party Administered will access service through a Third
Party Administrator. While access may vary for Third Party Administered clients,
clients will be able to obtain an equivalent level of service from the administering
authority through alternate channels. Client who have been Third Party
Administered may not be able to contact in person or through the phone. Clients
who are Third Party Administered will have their requests forwarded to the
administering authority by their Third Party Administrator. If the client is eligible
for assistance, the administering authority will continue to make payments to the
client through direct deposit (if income assistance is issued in this manner), a
cheque mailed to the client, or a cheque to be picked up in person by the Third
Party Administrator to provide to the client.

4
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The interaction of any client who has been third party administered should be
monitored on a routine basis, with the band social development worker
documenting interactions on file, this can include interactions with the Third Party
Administrator as well as the client. This would include interactions that
demonstrate an improvement or behaviour that indicates a need for the third
party arrangement to continue.

Reviews should be completed to determine if a removal, continuation, or
modification in third party arrangements is required.

Appeals for Third Party Administered Cases

If a client disagrees with an administering authority decision to be third party
administered, the appeals process is followed [For more information, see
Chapter 2.7 Appeals].

Third Party Administered Clients Reapplying for Assistance

For third party administered clients who no longer receive assistance, and are re-
applying, the administering authority should assess the applicant’s
circumstances. This may include the length of time since they last received
assistance, the severity of the behaviour which led to the client being third party
administered and other information from the client’s previous case.

Reasons for Third Party Administration

In making the decision to third party administer a client, the administering
authority will consider a pattern of behaviour as well as severity of each incident.
Reasons for administering a client through a third party may include, but are not
limited to:

e unacceptable interactions,

¢ verbal and/or physical threats or intimidation,

¢ violence towards staff, contractors and/or other clients, or

¢ legal restrictions on access to band offices

Examples of unacceptable interactions include, but are not limited to:
e EXxcessive swearing
e Verbal abuse (yelling, unacceptable language, intimidation, etc.).
e Intoxication

Examples of intimidation include, but are not limited to:
e Harassing staff

Excessive verbal abuse

Making racial or sexist comments

Refusal to leave building when asked

Intimidating other clients

5
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e Physical intimidation (shaking fist, pounding on counter, etc.)

Examples of verbal and/or physical threats include, but are not limited to:
e Threats to staff/family
o Direct —“l am going to kill you”
o Veiled/Indirect — “Bad things happen to people like you”
o Conditional — “If you don’t give me my money | will blow up this
office”
e Threats could be towards property, for example “I am going to burn this
place down”
e Stalking (refers to behaviours such as unwanted or obsessive attention by
an individual or group toward another person, and may include actions
such as following the individual in person or monitoring them)

Examples of violence towards staff and/or other clients include, but are not
limited to:

¢ Physical violence towards staff
Client to client physical violence
Spitting on staff/contractors
Damaging property
Brandishing a weapon
Throwing objects

Progressive steps towards Third Party Administration

In cases where a client has behaved inappropriately and the administering
authority is considering requiring them to interact with the administering
authority through a third party, staff should follow these progressive steps:

1. If a direct threat or physical assault occurs in person, advise the client to
leave the office immediately and notify the police.

2. If there is no in-person threat, provide an initial verbal warning
a. The initial verbal warning should include a documented conversation
with the client to explain how their behaviour was unacceptable and why.
b. Clients should be made aware that continued unacceptable behaviour
could lead to a warning letter and eventually a referral to third party
administration.
c. A note should be made on the file indicating that a verbal warning has
been given and should indicate the date, location and description of the
unacceptable behaviour of the client.

3. Advise client of potential third party referral in writing. The note should also
include the date the letter was provided to the client and the method of
delivery (in person, emailed, mailed).

6
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In cases where a client was directed to leave the office immediately due to
violence or a threat of violence, the administering authority will follow up
by contacting the client and providing the required verbal or written
warnings, or notification of referral to a Third Party Administrator, as
applicable.

The method for providing a warning may vary depending on the method
the client uses to contact the administering authority. All warnings are to
be documented. If no warning is provided due to severity of incident, make
a note of this on the file. Discretion may be used when determining
whether or not to provide a written (or second) warning if the unacceptable
behaviour occurs again. Factors such as: time, severity of incident and
individual situation may be considered.

However, in cases where there is a serious health and safety incident, the
administering authority may immediately refer a client to a third party
agreement without advance notice due to the severity of the incident.

Additional steps may be taken prior to referring a client to a third party
agreement depending on the situation. The administering authority has a
duty to accommodate clients based on their individual needs. This should
be taken into account when dealing with individuals who may have
physical or mental disabilities or addictions issues and who may be
displaying unacceptable behaviour in their interactions with the
administering authority. In some cases, the unacceptable behaviour could
be dealt with by specifying the way in which the client may access the
administering authority (least restrictive manner).

For example, an individual may have difficulty with face to face
interactions in the office; however, they may interact in a more acceptable
way over the telephone.

Notifying Client of Third Party Administration

When a decision has been made by the administering authority to refer a
Client to Third Party Administration, staff should provide the client a letter
including:
e A summary of the specific reasons for the third party arrangement
(i.e. behavioural, trouble managing funds)

o This should include the dates, locations, actions displayed
by client which led to the referral to a Third Party
Administrator.

0 This should also include a summary of the warning provided
to the client and the method used to deliver the warning
(verbal or written)

e The date the client’s third party arrangement will be reviewed
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e The process the client can follow if they have complaints regarding
their third party administration (i.e. appeals)

Note: If no appropriate individual or agency is available to volunteer to
administer a recipient’s assistance, a fee-for-service arrangement can be
considered. The maximum fee is $25 per month per family unit.

This will be charged to your basic needs budget.
Provision of Service to Clients with Third Party Arrangements
Requests for Services from Third Party Contractors/Authorized Representatives

e The administering authority will accept requests for service from an
individual who is a third party contractor or authorized
representative for the client.

e Once the request has been processed the administering authority
will contact the third party contractor/ authorized representative to
inform them of the decision and any related next steps (i.e. pick up
cheque, request for appeal, etc.).

Conducting a Third Party Administration Review

The ongoing behaviour and interactions of any client who has been third
party administered should be reviewed on a routine basis. This review is
to occur yearly unless the client contacts the administering authority to
request a review of their third party administration, in which case the
review may occur earlier.

The BSDW will review all third party administration arrangements. All
documentation related to the client’s behaviour is reviewed. In addition,
the client will be given the opportunity to provide their input. This could
include their viewpoint, any changes that have occurred, or any other
details that the client may want the administering authority to consider as
part of the review.

Following the review, a decision will be made to modify, continue or end
the third party administration arrangement. The outcome of the review
must be documented in the client’s case by the administering authority
and communicated to the client in writing. The outcome of the review
should be communicated to the client and the third party administrator.

If the third party administration arrangement is to be removed, continued,
or modified, the client should be advised in writing, with notes on the client
file including:
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2.2 Payment of Benefits

e Reason(s) for altering, continuing, or modifying the third party
administration arrangement

¢ Information about appeals
If applicable, the date the next review will be conducted

Third Party Administered Clients Reapplying for Assistance

For third party administered clients who no longer receive assistance, and
are re-applying, the administering authority should assess the applicant’s
circumstances, which includes:

e Reviewing the applicant’s previous case(s) and assessing the
severity of the behaviour/incidents that led to their previous third
party arrangement

o |f the behaviour/incidents were severe in nature and there are still
concerns about the client interacting with administering authority
staff, the applicant will be immediately referred to an authorized
representative to interact with the band on the client’s behalf.

o If the behaviour/incidents were less severe, administering authority
staff may determine that a third party agreement is not required to
process the application but will advise the applicant that all
interactions will be documented throughout the application process
and throughout future interactions with the band.

e The client may choose an authorized representative to contact the
administering authority on the client’s behalf.

e If required, the administering authority will assist the client to make
other arrangement as needed.

Client Responsibility

Administration of benefits assists the client to manage funds to ensure that
basic needs are met.

Administration of a client’s social assistance, whether partial or full, should
be limited to that period of time during which a need for such help is
evident.

Clients must be given every opportunity and assistance to develop the

skills for money management so they may resume responsibility and
control over their own affairs.

Termination of Benefits

Reasonable Attempts Prior to Cheque Signalling
September 2009
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To be eligible for income assistance, clients must continue to satisfy the
condition of eligibility. In many cases where eligibility issues arise, a client
may be required to provide information or documentation before further
assistance can be issued. Eligibility issues may result from but are not
limited to a change in family status, change in income or employment
status.

Examples of some common eligibility issues are:
e Shelter receipts / confirmation
e Verification of income
o Failure to participate in employment-related activities

Where additional information or documentation is required to establish or
confirm eligibility, staff are expected to make reasonable attempts to
contact a client, either by telephone, email, or by mail. Staff must
document client contact and staff actions.

When all other attempts to reach a client have failed and eligibility for
assistance cannot be determined, a client's cheque may be signalled.
Staff should attempt to resolve signals before cheque issue. If the
administering authority is unable to receive the necessary information or
documentation to resolve the eligibility issue, assistance may be withheld
until the information is received in order to determine eligibility.

Cheque signalling and withholding of assistance are only permitted where
eligibility is in question.

Whenever a decision is made to terminate the client’s benefits, the client
has the right to appeal the decision.

File Closure

Should applicants or recipients cease to be eligible for social assistance,
the BSDW may close their case file.

The BSDW must use file recordings to indicate:

e reasons
e date
e signature of BSDW

10
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Department of Indigenous Services Canada 2.3

Overpayments and Recoveries

General Principle

In certain circumstances, social assistance benefits may be recovered
from clients by the band social development worker (BSDW) on behalf of
the administering authority. Recovery of benefits is required where
benefits are issued that the client is not entitled to, or while the client is
awaiting other income or benefits.

Client-initiated Overpayment

Where the BSDW becomes aware that clients have initiated an
overpayment, and are therefore receiving benefits to which they are not
entitled, the following procedures apply:

e The client must be contacted immediately.

e The BSDW must discuss the nature of the overpayment and
request an explanation from the client.

e Depending upon the client’s explanation and the BSDW’s
knowledge of the situation, the BSDW may conclude that a fraud
has occurred or that the overpayment was not deliberately intended
by the client. If the BSDW believes that a fraud has occurred, refer
to section 2.5, Fraud.

e Where the BSDW believes that the client’s actions were
unintentional, pertinent procedures should be reviewed with the
client, and the client cautioned as to the legal nature of these
procedures. Advise the client of how to proceed in future to avoid
overpayment.

e Unintended client-initiated overpayments must be recorded on the
client file and recovered by completing a repayment agreement.
Discuss with the client a suitable plan of recovery of funds. If the
client refuses to enter into a voluntary plan for repayment, recovery
may be effected by reducing any allowance payable to the client, or
by proceedings in a court of competent jurisdiction to recover the
funds. For more information, see section 2.5, Fraud.
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2.3 Overpayments and Recoveries

e Reimbursement payments should be made to the BSDW.

e BSDW must record the amount of a reimbursement payment and
the date on which the payment is made on the client file.

¢ Deductions made from allowances for recovery of overpayments
must be noted on the Budget and Decision Form (901-25), until
such time as the overpayment is recovered in full.

Office-initiated Overpayment

Where an overpayment has been made to a client due to an error by the
BSDW, the following procedures apply:

e The client must be contacted.

e The BSDW must explain to the client the nature of the office error,
and the amount of overpayment. The client’s correct entitiement
should be re-established, and noted on file and on the Budget and
Decision Form (901-25).

e Office-initiated overpayments must be recovered.
e The above must be explained to the client.

e The BSDW and the client negotiate the best method of recovery
(i.e., cheque or money order, or deduction from assistance).

e The BSDW and the client complete a repayment agreement.

e If the client has spent the overpaid funds on essential items such as
food, clothing, or furniture, and receipts are provided, the BSDW
may decide to waive recovery if the client would suffer hardship as
the result of a reduced allowance. Where such a decision is made,
the specific circumstances of the situation, and the reasons for the
decision must be recorded on the client’s file for auditing purposes.

e The client has the right to appeal a decision that reduces benefits.
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Department of Indigenous Services Canada 2.4

Repayment Agreements

General Principle

In addition to repayments that result from client or office-initiated overpayments,
repayment agreements must be signed as described below. For circumstances
that require repayment of benefits received under hardship assistance, see
Chapter 7, Hardship Assistance.

Policy

Repayment agreements may be waived by the Band Social Development Worker
(BSDW) in cases where the client has been the victim of family violence, and
where the pursuit of repayment would result in the client being placed at risk of
further family violence.

A debt cannot be transferred from one file to another.

A repayment agreement is in effect, and recovery will continue until such time as
the funds are repaid in full.

Repayments

A repayment agreement is a contract between the administering authority and
the client, where the client acknowledges the debt and agrees to commence to
repay that debt, and the deduction amount is included in the agreement. An
obligation to repay assistance arises in three ways:

1. Where assistance has been issued, and the client has subsequently been
deemed ineligible due to non-disclosure of information, false representation,
or error.

2. When a client is issued repayable categories of hardship assistance (see
Chapter 7, Hardship Assistance).

3. Where a repayable benefit has been issued.

Hardship Assistance

A repayment agreement is to be completed each time a repayable category of
hardship assistance is issued.

A repayment agreement is to be completed when the file is converted to regular
social assistance benefits or disability benefits.
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Monthly deductions will commence, or full repayment of the debt will be obtained,
when the client is no longer receiving hardship assistance.

Non-repayable hardship benefits are identified in Chapter 7, Hardship
Assistance.

Awaiting Other Benefits

Where a client is granted hardship assistance benefits while awaiting receipt of
benefits or settlements from Old Age Security, Workers Compensation Board,
Canada Pension Plan, the Department of Veteran’s Affairs, the Insurance
Corporation of British Columbia, or Employment Insurance benefits, the
administering authority shall require the client to sign a repayment agreement.

Recovery shall occur as soon as the benefits or settlements are received.

Repayment agreements shall only be signed if the anticipated benefit is
retroactive to any period for which social assistance benefits are paid.

Lost or Stolen, Unendorsed Child Benefit Cheque

To issue a repayable advance if an unendorsed Child Benefits cheque has been
lost or stolen with the maximum amount of the advance being limited to that
portion attributed to the BC Family Bonus and National Child Benefit Supplement
only.

e The clientis to be directed to contact the local Canada Customs and
Revenue Agency (CCRA) office and apply for a replacement Child Benefits
cheque.

e Arecoverable amount of up to the maximum value of the family bonus portion
(NCBS plus BCFB) of the unendorsed lost cheque for the eligible children in
the family unit may be issued to meet the basic needs of the family.

e No replacement is issued for a client who refuses to pursue a replacement
through CCRA.

« The BSDW must complete, and have the recipient sign, a repayment
agreement for the amount issued in accordance with the above.

e The recipient must be notified that the entire amount is to be recovered from
the next month’s social assistance entitlement. If not fully recovered, the
balance will be recovered from subsequent social assistance entitlement or
must be repaid by the recipient.

« There is no replacement for a lost or stolen Child Benefits cheque attributed
to a child for whom Children Out of the Parental Home Assistance are being
paid.
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Lost or Stolen Social Assistance Cheques or Supplier Cheques

Where a social assistance client reports an unendorsed, social assistance
cheque or supplier cheque has been lost, stolen or not received.

e There is no replacement for lost social assistance cheque that has been
endorsed by the payee (client).

« BSDWSs must place a stop payment on endorsed cheques that are lost,
although no replacement will be issued.

e Lost or stolen social assistance cheques should not be replaced prior to the
date noted on the cheque issued.

e Lost or stolen social assistance cheques should not be replaced until two
days after the loss or theft is reported. The BSDW may wave the two-day
waiting period if it is determined that the recipient would suffer hardship.

e Supplier cheques reported lost or stolen by the recipient must not be stopped
or replaced unless the signature of the supplier can be obtained. Confirmation
in writing from the supplier (e.g., BC Hydro), indicating that they have not
received the cheque, will suffice to support a replacement cheque and/or
stop-payment for a lost/stolen cheque.

e In the situations to avoid undue hardship to a new suppler the BSDW may
issue a cheque to a new supplier before the original cheque made out to the
previous supplier has been recovered.

e The BSDW must ensure the following is completed:

Have client sign declaration that states the cheque has been lost or stolen
and was endorsed or unendorsed.

Check the status of the cheque as being cashed or not through the
administering authorities Finance department or local bank.

If the cheque has not been cashed:

. issue areplacement cheque, and

« issue a stop payment on the missing cheque.
If the cheque has been cashed:

. If the client is suspected of cashing the cheque the BSDW must
request a copy of the client’s signature from the back of the cheque
and compare signatures.

. Ifthe BSDW is satisfied that the client did not cash the cheque, a
replacement cheque may be issued.

. Ifthe BSDW is not satisfied that the client did not cash the cheque then
no replacement can be made until the cheque has been recovered.
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« If the client admits to the BSDW at a later date that he or she endorsed or
cashed the cheque, after receiving a replacement cheque from the BSDW,
the BSDW must complete a repayment agreement with the client.

e The recipient must be notified that the entire amount is to be recovered from
the next month’s social assistance entitlement. If not fully recovered, the
balance will be recovered from subsequent social assistance entitlement.

Social Development Policy and Procedures HandbookVol. 1 #21559083 February 2010 « 4
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Department of Indigenous Services Canada 2.5

Fraud

General Principle

Applicants or recipients of income assistance who knowingly make false
declaration by signing documents such as the Application for Social Assistance
(901-27) or Social Assistance Monthly Renewal Declaration (901-28) that contain
incomplete or incorrect information misrepresenting their situation in order to
obtain social assistance, are liable to prosecution under the Criminal Code of
Canada.

Procedures

Where a band social development worker (BSDW) believes a fraud has been
committed the client is to be informed of the allegation.

An “information” may be laid before a Crown attorney alleging the commission of
a crime. Whether or not the “information” is acted upon is a matter of discretion of
the Crown attorney.

Voluntary reimbursement of the Social Development Program must never be
considered where prosecution is contemplated (that is, after a referral is made to
the Crown attorney). Such action would prejudice legal proceedings.

Income assistance benefits may be terminated when a BSDW believes that fraud
has occurred.

The client may re-establish eligibility only by completing a new application, and
providing proper supportive documentation.

If the BSDW still finds the client is not eligible, then assistance would be denied.
The client has the right to appeal the decision.
The most common types of social assistance fraud are:

failure to declare income or assets

collecting duplicate social assistance

collecting unemployment insurance and social assistance

failure to declare change in status, especially employment or family
composition
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Department of Indigenous Services Canada 2.6

Investigation and Prevention

General Principle

The band social development worker (BSDW) must inform clients of their rights
and responsibilities with regard to income assistance benefits.

Policy

Informing clients of their rights and responsibilities will assist them to receive the
benefits to which they are entitled, while not incurring overpayments.

At the time of application or annual reviews, the BSDW should remind the client
that by signing documents such as the Application for Social Assistance (901-27)
or the Social Assistance Monthly Renewal Declaration (901-28) they make the
documents legally binding, and that the information contained in them is subject
to verification.

A false declaration on the application or monthly renewal form is an offense
under the Criminal Code of Canada.

The BSDW should explain to eligible clients, at the time of application or annual
reviews, their responsibilities with regard to on-going eligibility for benefits.

Recipients are required to report monthly any change in circumstances that affect
eligibility.

The BSDW must investigate and follow up all matters pertaining to suspected or
alleged fraud or overpayment of income assistance.
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Department of Indigenous Services Canada 2.7

Appeals Overview

General Principle

Policy

Individuals have the right to have their circumstances assessed objectively
in accordance with the Social Development Program policies and
procedures, and to have a forum for reconsideration and redress when
disputes arise.

Applicants or recipients of social assistance must be informed of the
reason(s) for a decision, and if applicable, of their right to appeal.

An applicant or a recipient (client) may request an Administrative Review
of a decision made by the Administering Authority on the grounds of:

e refusal to grant an allowance or service

e reduction of an allowance or service

e cancellation or suspension of an allowance or service

If the client is not satisfied with the decision resulting from the
Administrative Review, the client may request that the case be heard by
an Appeals Committee.

Where there is no discretion in the policy to make a decision, there is NO
decision that is open to appeal.

The following are examples of some non-discretionary issues:

¢ General eligibility requirement such as requirements to complete an
application and notify the Administering Authority of the changes in
circumstances

e Amount of assistance rates

e Rate change resulting from a policy change

Social Development Policy and Procedures Manual July 20151
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2.7 Appeals Overview

Procedures

Request for Administrative Reviews

1) Clients requesting an Administrative Review shall be provided with a Request for
Administrative Review (SA140) form:

. For decisions concerning social assistance and other services, the
Administering Authority shall complete Section 1 “Decision to be Reviewed” of
the form.

. For decisions concerning the denial of the Persons with Disabilities (PWD)
designation, the decision statement is the PWD adjudicator stated reason(s) for
determining that the applicant fails to meet the PWD Designation eligibility
requirements that is in the initial decision letter.

2) The client shall complete Section 2 “Request for Administrative Review and
Reasons for Request” which may also include providing new information that is
relevant to the original decision.

3) The completed form and all supporting documents must be mailed or delivered to
the Administering Authority within 20 business days of the client being notified of the
decision that is to be reviewed.

4) The decision to refuse to grant an allowance, a service or the PWD designation shall
stand during the Administrative Review and appeal processes, until it is overturned
by the Administrative Review decision or the final decision made with respect to the
recommendation of the Appeals Committee.

5) Upon receipt of a completed Request for Administrative Review (SA140) form, the
reduction, cancellation or suspension of an allowance or service shall be reinstated
at the rate prior to the decision being appealed, and shall not be varied during the
review or appeal process, subject to the recipient continuing to meet the conditions
of the Administrative Review and appeal processes and all other eligibility
requirements.

6) The Administering Authority shall mail the completed form and supporting
documentation to Indigenous Services Canada (ISC) or BC Aboriginal Network on
Disability Society (BCANDS) for decisions concerning Persons with Disability and
Monthly Nutritional Supplement.
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Review

Income Assistance

Upon receipt of the Request for Administrative Review (SA140) form, an ISC Funding
Services Officer who was not party to the original decision will conduct a review on all
the information provided by the client and the original decision maker and come to a
decision respecting the matter within 20 business days.

Attention: Funding Services

600-1138 Melville Street
Vancouver, BC V6E 4S3

Persons with Disabilities Designation/Monthly Nutritional Supplement

Upon receipt of the Request for Administrative Review (SA140) form the BC Aboriginal
Network on Disability Society, will assign a reviewer, who was not party to the original
decision to conduct a review on all the information provided by the client and the original
adjudicator and come to a decision respecting the matter within 20 business days.

Attention: British Columbia Aboriginal Network on Disability Society (BCANDS)
PWD - Social Development Program
1179 Kosapsum Cresent
Victoria, BC V9A 7K7

Decision

1) The decision of the Administrative Review may be to:

. deny the request for Administrative Review or appeal on the grounds that the
matter is not appealable

. confirm the decision
. revise the decision

2) The reviewer shall complete Section 1 and Section 2 of the Administrative
Review Decision and the Request for Appeals Committee Hearing (SA 142)
form.

3) The decision of the Administrative Review shall be recorded in Section 2 of the
form, with detail explanation and clear reference made to the policy upon which
the decision is made.

4) The reviewer shall mail the original copy of the completed form to the client.

5) The reviewer shall mail a copy of the completed form to the Administering
Authority. This copy shall be placed on the client’s income assistance file.
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6) ISC shall keep a copy of the completed form for records.

7) If the Administrative Review decision is acceptable to the client, any necessary
action shall be taken, and the matter considered concluded.

8) Clients who wish to dispute the Administrative Review decision must:

. complete Section 3 “Request for Appeals Committee Hearing”of the
Administrative Review Decision and the Request for Appeals Committee
Hearing (SA 142) form

9) return the form within 7 business days of the date the applicant or recipient
received the notice of the decision being reviewed to the Administering
Authority

10)Upon receipt of Request for Appeals Hearing, the Administering Authority will
place the matter, provided that it is open to appeal, before an Appeals
Committee.
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Department of Indigenous Services Canada 2.8

Appeals Committee

General Principle

To provide an accessible process during which individuals who wish to
dispute an Administrative Review decision may present their case to an
Appeals Committee and have their circumstances assessed by
independent third parties that do not have a conflict of interest with the
individual, the Administering Authority nor the Department of
Indigenous Services Canada (DISC).

Composition
The Appeals Committee shall comprise of the following members:

1. A person nominated by the appellant (the individual who has filed a
request for an Appeals Committee Hearing) in Section 3 of the
Administrative Review Decision and the Request for Appeals
Committee Hearing (SA 142) form. This person must not be related
to the appellant.

2. A person nominated by the Administering Authority within 7
business day after the date of receipt of the Administrative Review
Decision and the Request for Appeals Committee Hearing (SA 142)
form. This person must not be an employee of the
Administering Authority nor DISC.

3. A chairperson selected jointly by the nominees of the appellant and
the Administering Authority within 7 business days after the date
the person is nominated by the Administering Authority.

Note: If the appellant’s nominee and the Administering Authority’s
nominee are unable to agree upon a chairperson, the chief of the

band in whose community the appellant resides, and the
Manager, DISC, shall jointly select a chairperson.

Functions of Chairperson

The chairperson shall:

e convene the Appeals Committee hearing within 10 business days
of the chairperson’s nomination

. Social Development Policy and Procedures Handbook #19944481 January 2005« 1



2.8

Appeals Committee

notify in writing the appellant, Manager, DISC and the band Chief
and Council of the time, date, and place of the hearing at least 2
business days before the hearing is to take place

carry out the responsibilities of a chairperson at the hearing,
ensuring that the proceedings are conducted and recorded in an
appropriate manner

inform all persons present in the Appeals Hearing that all
information shared and collected during the proceedings are
confidential

submit a completed Recommendation of the Appeals Hearing
Committee (SA 144) form and all relevant documentation (including
the appellant’s statement of designation of their representative, if
applicable) presented in the hearing to the Manager, DISC within
10 business days of the conclusion of the hearing

inform the appellant of the recommendation of the Appeals
Committee

Appeals Committee Hearings

The Appeals Committee may proceed with an Appeals Hearing subject to
the following:

all three members of the Appeals Committee are present,

the appellant, or in cases where the appellant is unable to attend,
an individual who has been designated by the appellant as their
representative to attend the Appeals Hearing, is present. The
designation must be in the form of a written statement dated and
signed by the appellant; and

a representative of the Administering Authority is present.

Note: The signed statement must be attached to the Recommendation of

the Appeals Hearing Committee (SA 144) form

Appellants may also attend the Appeals Hearing together with a
representative of their choosing.

In situations where neither the appellant nor the duly-appointed
representative is present at the scheduled Appeals Hearing:

the chairperson will contact the appellant immediately to enquire
whether they intend to proceed with the matter

2
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2.8 Appeals Committee

e the appellant must resubmit the request for an Appeals Hearing
within 10 business days if they intend to proceed

¢ this would be the appellant’s final opportunity to appeal

Appeals Hearing Process

The Appeals Hearing may be held at the office of the Administering
Authority, or at a suitable location in or near the appellant's community of
residence.

The Administering Authority shall provide the Appeals Committee with
copies of the following documents:

e Request for Administrative Review (SA 140) form

e Administrative Review Decision and the Request for Appeals
Committee Hearing (SA 142) form

o all related forms, information, records or testimony that are
attached to the above forms

Note: DISC shall provide related documentation, information or testimony
for Persons with Disabilities designation appeals.

The Administering Authority may withhold sensitive materials
(i.e., information relating to fraud, child protection situations, or third
parties).

Documents provided to the Appeals Committee remain the property of DISC.

The Appeals Committee may only consider and examine information,
records or testimony that are attached to and included in the appellant’s
request for Request for Administrative Review (SA 140) form submitted to
dispute the initial decision.

The Appeals Committee may examine the Social Development Policy and
Procedures Handbook BC Region, and any directives or statements of
policy and procedures relating to the Social Development Program.

Representatives for the Administering Authority and the appellant may be
called upon to identify and explain any documents that are examined by the
Appeals Committee.
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2.8 Appeals Committee

Appellants, or their representatives, have the right to explain fully their
position with respect to the decision being appealed, to produce witnesses
who can provide relevant information.

Representatives for the Administering Authority will be required to explain
the decision on the matter in the context of the Social Development Policy
and Procedures Handbook BC Region and may produce withesses who can
provide relevant information.

The Appeals Committee may question any person present at the Appeals
Hearing. Witnesses called upon to give evidence may be present only
while giving evidence.

The Appeals Committee may consult or seek information from any
individual who can assist in providing relevant information.

When the Appeals Committee is unable to complete the hearing of an
appeal, the case may be adjourned for a period not exceeding 20
business days.

Disposition of Appeals

Recommendations of the Appeals Committee shall be determined by
majority vote. An Appeals Committee may dispose of an appeal as
follows:

e dismiss the appeal in the case of non-appearance of the appellant
or duly-appointed representative

e make a recommendation consistent with the policy and procedures
of the program with respect to the matter being appealed

¢ identify and make recommendations respecting policy and
procedures which require review

Report of Appeals Committee

Social Assistance

The chairperson shall submit a completed Recommendation of the
Appeals Hearing Committee (SA 144) form and all relevant documentation
presented in the Appeals Hearing to the Manager, Field/Funding Services,
DISC by courier.
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2.8 Appeals Committee

The proceedings of the Appeals Committee are confidential.

Persons with Disabilities Designation

The chairperson shall submit a completed Recommendation of the
Appeals Hearing Committee (SA 144) form and all relevant documentation
presented in the Appeals Hearing to the Manager, Social Development
Unit, Intergovernmental Affairs, DISC by courier.

The proceedings of the Appeals Committee are confidential.

Implementation of Recommendations
Recommendations in accordance with policy

If the recommendations is in accordance with Social Development
Program policy and procedures, it will be implemented.

Recommendations not in accordance with policy

If the recommendation appears not to be in accordance with Social
Development Program policy and procedures, a meeting between the
Manager, DISC and the chairperson will be held to identify and resolve the
conflict.

Final Decision

The Manager, DISC shall advise the Appeals Committee chairperson
and the appellant of the final decision with respect to the
recommendation.

Travel Allowances

DISC shall reimburse the Appeals Committee members for their actual
costs of travel, accommodations, and meal allowances in accordance with
prevailing treasury board travel regulations, with funds from BC Region.
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Department of Indigenous Services Canada 3.1

Application Process

General Principle
Effective: July 2019

The Band Social Development Worker (BSDW), on behalf of the Administering
Authority, shall develop a consistent procedure to collect all relevant information
from an applicant in order to determine eligibility for assistance.

All individuals have the right to apply for income assistance, and to receive a
written decision, if they so request, concerning their eligibility.

Definitions
Effective: July 2019

See Definitions section, under DISC's Social Development Policy and
Procedures Handbook, Vol 1, BC Region, for income assistance, disability
assistance, hardship assistance or a supplement.

Policy
Effective: January 11, 2021

Applicants for income assistance must apply at the office of the Administering
Authority for the reserve on which they are living.

Applicants and recipients must meet all eligibility requirements (i.e., residency,
citizenship, etc.).

The following approved forms must be used in the application process:

¢ Application for Social Assistance (901-27)

¢ Children Out of the Parental Home Assistance Application Financial
Assistance (COPH-001)

e Persons with Disabilities Designation Application (SA 301)

e Budget and Decision Form (901-25)

e Employment Insurance Information Form (BCSA 11)

e Consent to Release Information (901-23)

e Social Assistance Monthly Renewal Declaration (901-28)

e All other required forms

Social Development Policy and Procedures Handbook Vol.1 January 2021 1
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Department of Indigenous Services Canada 2.9

Program Monitoring and Review

General Principle

The Department of Indigenous Services Canada (DISC) is responsible for
monitoring and reviewing the administration of the Income Assistance Program.

BC Region staff monitor the program by verifying financial and statistical
reports submitted by First Nation administering authorities and by conducting
on-site program compliance reviews.

For on-site program compliance reviews, the BC Region follows the Income
Assistance On Site Compliance Review Directive provided in the DISC Income
Assistance Program National Manual.

Purpose

The Income Assistance On Site Compliance Review provides national direction
to assist the regions and their staff with the conduct of Income Assistance (I1A)
Compliance Reviews.

This directive helps fulfill the Department of Indigenous Services Canada’s
(DISC/ the department) accountability requirements to Parliament as well as its
obligations under the Financial Administration Act (FAA). It provides guidance
to departmental staff on the expenditure of public monies, an essential
managerial responsibility (e.g., section 34, FAA).

Objective

The objective of IA Compliance Reviews is to determine compliance with rates
and conditions as set out in the department’s regional Social
Development/Assistance Policy and Procedures Handbooks. This includes
providing support to First Nations administering authorities in the effective and
efficient operation of IA by promoting the utilization of the applicable
provincial/territorial rates and conditions for 1A, and by identifying the source of
non-compliance to ascertain measures that can be taken to eliminate such
problems in the future.

. Social Development Policy and Procedures Handbook Vol. 1 #21559106 August 2009 - 1
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Department of Indigenous Services Canada 3.1

Application Process

General Principle
Effective: July 2019

The Band Social Development Worker (BSDW), on behalf of the Administering
Authority, shall develop a consistent procedure to collect all relevant information
from an applicant in order to determine eligibility for assistance.

All individuals have the right to apply for income assistance, and to receive a
written decision, if they so request, concerning their eligibility.

Definitions
Effective: July 2019

See Definitions section, under DISC's Social Development Policy and
Procedures Handbook, Vol 1, BC Region, for income assistance, disability
assistance, hardship assistance or a supplement.

Policy
Effective: January 11, 2021

Applicants for income assistance must apply at the office of the Administering
Authority for the reserve on which they are living.

Applicants and recipients must meet all eligibility requirements (i.e., residency,
citizenship, etc.).

The following approved forms must be used in the application process:

¢ Application for Social Assistance (901-27)

e Children Out of the Parental Home Assistance Application Financial
Assistance (COPH-001)

¢ Persons with Disabilities Designation Application (SA 301)

¢ Budget and Decision Form (901-25)

e Employment Insurance Information Form (BCSA 11)

e Consent to Release Information (901-23)

¢ Social Assistance Monthly Renewal Declaration (901-28)

e All other required forms

Social Development Policy and Procedures Handbook Vol.1 January 2021- 1
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3.1 Application Process

The purpose of income assistance is to ensure that recipients receive the
necessary support to become independent. To assist in this, applicants’ or
recipients’ circumstances may be reviewed at any time to ensure that:

e all eligibility requirements are met
e when required, applicants or recipients seek alternative sources of
income

Information provided by the applicant or recipient will be subject to a verification
process as set out by the BSDW.

Until the information has been verified by the BSDW, applicants have not been
determined eligible for income assistance and are not entitled to income
assistance, with the following exception:

e When the health and welfare of the applicant or dependent children may
be at stake, the BSDW may assess the applicant’s application for
assistance as presented and subsequently determine eligibility for
income assistance or hardship assistance (see Chapter 7, Hardship
Assistance).

The Administering Authority must be committed to ensure that applicants or
recipients comprehend the importance of the declaration.

The Administering Authority staff must not sign documents on behalf of an
applicant.

Application - Stage 1 — Prospecting
Effective: January 11, 2021

Overview

The application process includes two stages. During the first stage, applicants are
assessed as to whether they have already completed a satisfactory work search or are
required to complete a work search or if they are exempt from this requirement.
Applicants who are not exempt must complete a reasonable work search before their
eligibility for assistance can be determined.

All new applicants, and former recipients reapplying for assistance, are required to
complete or demonstrate that they have completed a satisfactory work search lasting
three weeks.

Applicants who are exempt from this initial work search requirement can proceed
directly to the Stage 2 — Eligibility Interview of the application process. (see chapter 4.2
Employment Obligations and Eligibility).

2 Chapter 3, Application and Assessment Vol. 1 January 2021



3.1 Application Process

Applicants assessed as having an immediate need can proceed directly to the Stage 2
— Eligibility Interview of the application process and will be assessed for hardship
assistance while they complete their work search as required.

Applicants who disclose they are fleeing abuse on the application or during the interview
are given critical priority.

Policy
Effective: January 11, 2021

During the application process, the Band Social Development Worker must assess the
circumstances of all applicants to determine whether they have already completed a
satisfactory work search, or must complete a three-week work or if they are exempt
from their requirement. Applicants who are not exempt must complete a reasonable
work search.

Applicants are assessed as to whether they have already completed a satisfactory work
search or are required to complete a work search or if they are exempt from this
requirement. If they have not already completed a satisfactory work search, the work
search period begins on the day that the applicant submits a completed application for
assistance.

If an applicant has a dependent spouse, the BSDW must assess the circumstances of
the spouse to determine whether he or she already completed a satisfactory work
search, or must complete a work search or if he or she is exempt from this requirement.
If only one spouse meets the exemption criteria, the other spouse is required to
complete the work search. The family unit cannot proceed to Stage 2 until a reasonable
work search is completed.

EXCEPTIONS: In cases where an applicant or any person in the family unit has an
immediate need for food, shelter, or urgent medical attention, the family unit is not
required to complete the work search prior to proceeding to Stage 2 of the application
process. Family units who have not completed their work search and have been
determined to have an immediate need will be assessed for eligibility for hardship
assistance. Eligible family units will be provided with hardship assistance while they
complete the three-week work search.

In addition, if any member of the family unit has the Persons with Disabilities (PWD)
designation at the time of application, the entire family unit is exempt from the work
search and must proceed directly to Stage 2 of the application process.

An applicant must be exempt from the work search requirement if the applicant:

e Demonstrates that they have completed their three weeks of active work search
within the period immediate prior to the date of the Stage 1 application and
provide information and verification of their search for employment

e Person has reached 65 years of age
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3.1 Application Process

e Sole recipient with dependent child under three years old

e Sole recipient with dependent child with physical or mental condition

e Sole recipient with Child out of Parental Home (COPH) under three years old
e Sole recipient with COPH with physical or mental condition

e Sole recipient with foster child under three years old

e Sole recipient with foster child with a physical or mental condition

e Sole recipient providing care for a child under three years in an out-of-care living
arrangement under the Child, Family and Community Service Act or Delegated
Aboriginal Authority

e Sole recipient providing care for a child with a physical or mental condition that
precludes the caregiver from leaving home for employment. This exemption does
not apply to 2 parent families where only one parent is precluded from leaving
home for employment.

e Person residing in special care facility or hospital

e Person admitted to hospital because they require extended care

e Person residing with and caring for spouse with a physical or mental condition
e Person participating in treatment or rehabilitation program

e Person separated from abusive spouse / relative within previous six months

e Person qualified as Persons with Persistent Multiple Barriers (PPMB)

e Persons not described in chapter 3.4 (Citizenship) Sole applicant or recipient
who qualifies for an exemption from citizenship requirements

The Band Social Development Worker should be aware that, while they may
conclude that none of the exemptions apply and a person is required to conduct the
work search, a person’s circumstances may change to warrant a reassessment.

Procedures
Effective: July 2019

Eligibility Documentation and Forms

Budget and Decision Form (901-25)

Application for Social Assistance (901-27)

Social Assistance Monthly Renewal Declaration (901-28)
Copies of required identification

Income Assistance Report (DCI #455897)

All other required income assistance documents

Applicant
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3.1 Application Process
® |Income Assistance Report (DCI #455897) and Income Assistance forms
¢ Recipient Reporting Guide
RESOUICES o https://www.sac-isc.gc.ca/eng/1573764124180/1573764143080 Ministry of Social Development web

site content for Eligibility

http://wwwz2.gov.bc.ca/gov/content/governments/policies-for-government/bcea-policy-and-procedure-
manual/eligibility

Review existing files and documentation.

Identify information that may be lacking or requires clarification.

Interview Process
Effective: July 2019

Use a consistent procedure to review or complete all sections of the
application form with the applicant, and ensure that the information is
accurate.

If a subsequent occasion arises where the administering authority staff must
present evidence in court, staff will be able to testify to an invariable
procedure, though the specific details may not be recalled, thereby
strengthening the administering authority’s position.

Ensure that applicants, recipients, and dependants understand both of the
following:

e the content of the application and declaration
e rights and responsibilities of all parties

Review all required documentation with applicants and recipients, and make
copies for the file.

Ensure all copies of documents are either of the following:

e initialled and dated by the applicant or recipient, and staff
e stamped “certified true copy” and signed by the applicant or recipient

Explain to the signatories that the declaration makes the application form a
legal document, and that it makes the signatories liable for the accuracy of its
contents, and that false statements could lead to charges under the Criminal
Code of Canada. Ensure that this is understood.

. All forms should be completed by the applicant, and every section on the

forms must be answered. Any questions which are not applicable to the
applicant’s situation must be marked N/A.

Chapter 3, Application and Assessment Vol. 1 January 2021
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3.1

Application Process

8. The BSDW and the applicant or recipient are to initial all changes made to the
information on the forms.

9. Observe the signing of the declaration of the applicant and applicable
parties—the BSDW signs the declaration as a witness and on behalf of the
administering authority.

10.The BSDW must sign all approved forms on behalf of the administering
authority.

11.The BSDW will explain to the eligible applicants or recipients how and when
assistance will be provided (i.e., when the monthly renewal is due, explain
how the client will be issued continued assistance and when the client will
receive assistance each month).

12.The Budget and Decision Form (901-25) is used to document all applicant
resources and monthly requirements to determine whether the applicant is
financially eligible for income assistance, and the amount of that eligibility.

13.The applicant has a right to be informed of the decision, and for this purpose
should be given the client’s copy of the Budget and Decision Form (901-25)
which includes information about the appeal process. If applicants disagree
with the decision they must be informed of the right to appeal the decision.

14.Explain how the Social Development Monthly Renewal Declaration (901-28)
form must be placed in each client file along with other required
documentation and forms that are used to determine continued eligibility.

15. Explain how changes reported on the Social Development Monthly Renewal
Declaration (901-28) form must be noted, and any required documentation
placed on the file. Some changes may require the completion of a new
application (i.e., recipient reunites with spouse or the recipient has
employment income, etc.).

16.Any changes in the amount of eligibility require a recalculation using the
Budget and Decision Form (901-25).

17.Refer the applicant or dependant to suitable services or resources.

18.The administering authority staff must never sign documents on behalf of an
applicant or recipient.

19.File recordings showing the date of the application or annual review,
decisions made with rationale for decisions, type of contact made to do
application or annual review, issues, requests, or concerns raised by client
during application or annual review. [For more Annual Review Policy and
Procedures see Chapter 3.4, Annual Reviews]

Chapter 3, Application and Assessment Vol. 1 January 2021



Department of Indigenous Services Canada 3.2

Time Frame and Forms Required

General Principle

All applications for income assistance, hardship assistance and disability assistance
must undergo periodic and regular annual reviews, and appropriate documentation
must be maintained on all client files, and in accordance with the criteria set out in the
Social Development Policies and Procedures Handbook, Volume 1, BC Region.

All recipients are required to report accurately and completely when required to do so.
Awareness of obligations will reduce overpayments in cases where inaccurate or
incomplete reporting resulted in an overpayment.

Definitions

See the Definitions chapter, under DISC’s Social Development Policy and
Procedures Handbook, Vol 1, BC Region.

Policy

Time Frame

Applicants and recipients are required to provide shelter, financial, identification, and
any other required documents to verify their information and ensure that they continue
to be financially eligible for assistance. The following forms are to be used to determine
eligibility for assistance, including all other forms and documents as required.

The Application for Social Assistance (901-27) form must be completed:
« atthe initial application [For more information, see chapter 3.1 Application Process]
e once every 12 months [For more information, see chapter 3.5 Annual Reviews]
e if a significant change has occurred [For more information, see chapter 4 Eligibility]
e at reapplication for assistance

The Budget & Decision Form (901-25) must be completed:

« atthe initial application [For more information, see chapter 3.1 Application Process]

e once every 12 months [For more information, see chapter 3.5 Annual Reviews]

« if a significant change has occurred [For more information, see chapter 4 Eligibility]
e at reapplication for assistance

. Social Development Policy and Procedures Handbook Vol. 1 #16386478 June 20151



3.2 Time Frame and Forms Required

The Social Assistance Monthly Renewal Declaration (901-28) form must be completed:

e every month

e due by the cheque cut-off day as determined by the administering authority,
as a condition of ongoing eligibility (i.e., due 5th of each month)

e provided by the cheque day as determined by the administering authority, as
a condition of ongoing eligibility (i.e., last Wednesday of each month)

Ensure all copies of documents and forms are either of the following:

e initialled and dated by the applicant or recipient, and staff

e stamped “certified true copy” and signed by the applicant or recipient

e inaccurate, incomplete or failure to report changes may result in an
overpayment and requirement to repay.

Assessment of Social Assistance Monthly Renewal Declaration (901-28)

Reporting Requirements

Recipients of income assistance, disability assistance and hardship assistance are
required to report all or and any employment income or other money received and any
changes in their circumstances in addition to requesting further assistance each month.

Changes that MUST be reported

Recipients of income assistance, disability assistance and hardship assistance are
required to report changes in their circumstances such as address, shelter/utility costs,
number of dependents, changes in employability status, whether they are attending
school, and any changes in assets.

They are also required to report all employment income and any other earned or
unearned money they received. It must be clearly and completely reported on the 901-
28 form and submitted to the administering authority by the established due date or by
the end of the calendar month (i.e., paystub provided after established due date).

Clients must report all changes that occurred during the calendar month [For more
information, see the Definitions chapter].

The 901-28 will be submitted to the Band Social Development Worker (BSDW) by the
cheque cut-off date as determined by the administering authority. The BSDW will review
the 901-28 to determine eligibility for next month assistance. For example, changes
between January 1 and January 31 must be reported and submitted by the cheque cut-
off date [See Policy - Timeframe] [For more information, see Definition section for Assistance
Month, Calendar Month and Reporting Period].

When cheques are issued, attach a “blank” 901-28 form or provide the 901-28 form in
accordance to the established process by the administering authority.

+ Chapter 3, Application and Assessment  #16386478 June 2015+ 2
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3.2 Time Frame and Forms Required

Inaccurate, incomplete or failure to report changes may result in an overpayment and
requirement to repay.

Reporting Requirement Content

The Band Social Development Worker (BSDW) will review all reported changes and
update case file information before payment is generated for the next month. If
necessary, the BSDW will assess eligibility for an earnings exemption.

The BSDW will review all 901-28 forms and action any changes prior to the next
assistance month payment being generated [For more information, see Definition section for
Assistance Month, Calendar Month and Reporting Period].

The BDSW must review the 901-28 form each month to ensure that it is completed in
full and signed by both applicant and spouse. The applicants’ spouse can sign
anywhere on the form, for example, above or underneath the applicants’ signature.
The 901-28 form is a declaration of further need.

In addition, recipients are required to report all income and any changes in
circumstances on the 901-28 every month.

Inaccurate, incomplete or failure to report changes may result in an overpayment and
requirement to repay.

Chapter 3, Application and Assessment  #16386478 June 2015+ 3



3.2 Time Frame and Forms Required

Procedures

Eligibility Documentation and Forms

Application for Social Assistance (901-27)

Social Assistance Monthly Renewal Declaration (901-28)

Budget and Decision Form (901-25)

Income Assistance Report (DCI #455897)

Consent to Release of Information (901-23)

All other forms and documentation as required to determine eligibility must be placed
in a client’s file

¢ Income Assistance Report (DCI #455897)

http://www.aadnc-aandc.gc.ca/DAM/DAM-INTER-HQ-AI/STAGING/texte-text/dci2016-17_455897_1449254914911_eng.pdf

Applicant
or
Recipient

¢ Recipient Reporting Guidehttp://www.aadnc-aandc.gc.ca/
Resources eng/1385559716700/1385559777677
¢ Ministry of Social Development web site content for Monthly reporting requirements

dated 2014
http://www.gov.bc.ca/meia/online_resource/verification _and_eligibility/mrr/policy.html

Assessing the client information reported on the Social Assistance Monthly
Renewal Declaration (901-28)

1. Before the cheque issue date the 901-28 forms are gathered and date stamped,
or initialed and dated by Social Development program staff.

2. The BSDW is to ensure the following when reviewing the Social Assistance
Monthly Renewal Declaration (901-28):

Client (Applicant 1) and spouse (Applicant 2) signatures completed
Date completed

Questions 1 to 6 completed

Explanations provided if any changes indicated

® 2 0 T o

Columns pertaining to the declaration of income for the client and spouse
to be completed

f. Proof of declaration of income attached if applicable (i.e., payslips,
receipts and any other supporting documentation)

g. Review and action any changes to address or shelter costs.

The BSDW will review the 901-28 to assess eligibility for assistance based on
current Social Development Policy and Procedures Handbook, Vol 1, BC Region.

3. The BSDW wiill:

a. Update the client file with any changes reported on the 901-28.

b. Record all income, earned and unearned, on the Budget and Decision
Form (901-25).

Chapter 3, Application and Assessment  #16386478 June 2015 < 4
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3.2 Time Frame and Forms Required

e For example, if a client attaches a payslip to their 901-28, the notes
on the 901-25 should indicate the name of the employer, amount of
income received and applicable dates of pay.

c. Note any changes in assets, trusts, or any other kind of money or value
received on the 901-25 [For more information, see chapter 4.7 Assets and
chapter 4.8 Unearned Income].

4. If an incomplete 901-28 is received, the BSDW will return it to the client. The
BSDW will explain what information is missing on the 901-28, and instruct the
client to return the completed form to the office along with any required
documentation.

Budget and Decision Form (901-25)

The Budget and Decision Form (B&D) (901-25) is to be completed in full to document
the decision to issue, or not issue, the benefit as follows:

1. Under the Comment section — indicate:
a. The “Monthly Reporting Requirements”
b. The type of need being provided (i.e., IA benefits, PWD benefits, PPMB
benefits)
c. The amount of shared shelter and show the family unit portion for each
eligible item [For more information, see chapter 5.1 Shelter Allowances
Overview].

2. Under Monthly Requirements section — enter the amount for each benefit and sub-
total each category:
a. (A) Basic, (B) Shelter, and (D) Special only

b. Items not applicable write N/A or put a strikethrough to show you have
reviewed

3. Under the Resources section - enter the amount of each item in categories (1)
Earned Income, (2) Income from Self-Employment (3) Unearned Income (4)
Recovery. Total all items under (5) Total Monthly Deductions to determine the
monthly deduction amount:

a. Items not applicable write N/A or put a strikethrough to show you have
reviewed

b. Enter the amount of (5) from Resource section to Less Deductions under
Monthly Requirements

c. Monthly Entitlement amount to be issued.

4. Under the Temporary Allowance Issued by Administering Authority section - enter:

a. the unit size (i.e., family unit size)
b. the amount entitled
c. the from and to dated (i.e., April 1, 2015 to March 31, 2016).
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3.2 Time Frame and Forms Required

5. Any section not applicable like Transfer to Band Work Project section, enter N/A or
put a strikethrough to show you have reviewed.

6. Signatures of both the recipient and Administering Authority required.
7. If the ‘From and To’ date are for entire fiscal year. A new B&D Form (901-25) needs

to be prepared only when a change occurs as:

a. the Social Assistance Monthly Renewal Declaration (901-28) form must be
provided each month and describe all changes (i.e., copy of paystub or new
utility bill) [see chapter 3 Application and Assessment].

8. All expenditures must have the required documentation attached to the B&D form.

DCI # 455897 — INCOME ASSISTANCE REPORT
The Administering Authority is to report all expenditures and caseload information by
completing:

1. Pages 1-4, Section 1 caseload details for applicant/recipient;
and

2. Pages 5-6, Section 2 Financial Management Report sections:
e Income Assistance Expenditures,
e Shelter Information,
e Children Out of Parental Home, and

e Declaration.
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Department of Indigenous Services Canada 3.3

Identification Requirements

General Principle
Effective: August 1, 2014

To be eligible for income assistance or disability assistance, applicants and recipients
must meet identification requirements. The identity of each member of the family unit
must be established, including verification of the Social Insurance Number (SIN) of each
applicant.

Policy

Eligibility
Effective: August 1, 2014

ID requirements consist of both of the following:

o proof of identity for all family members
e asocial insurance number for all adult family members

To establish proof of identity, the applicant must provide the original documents at the
time of application or there must be copies already on the case file where there is an
existing case file. Where a former client reapplies and staff are able to view previously
copied documents, that in the Band Social Development Worker’s opinion establish the
applicant’s identity, the identification requirements are considered satisfied. [See Policy
— ID on Existing File]

An applicant can meet the requirement to provide a social insurance number by
providing an original document or other information which verifies the SIN provided by
the applicant. [See Policy — Verification of SIN]

In cases where a couple, with or without dependent children, applies for assistance,
only the primary applicant in the family unit must meet the ID requirements to be
considered eligible for income assistance or disability assistance. The other family
members must meet the ID requirements as soon as possible.

Proof of Identity
Effective: May 26, 2020

At the time of application for assistance, each applicant must provide two pieces of
identification (ID). One must be a photo ID from the list of primary ID, and the second
may be selected from either the primary or secondary ID list. For each dependent child,
at the time of application for assistance or when a dependent child is added to an
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3.3

Identification Requirements

existing case, one piece of ID from either the primary or secondary ID list is required. A
birth certificate is the preferred proof of ID for a dependent child. See Policy — Table:
Primary and Secondary ID.

Photo ID documents are required for all ID in the list of primary ID. Interim documents
(for example, interim driver’s licence) are not to be accepted as primary ID. In cases
where a photo ID has expired, it is acceptable as primary ID as long as the Band Social
Development Worker is satisfied that the photo resembles the applicant and therefore
proves the applicant’s identity.

Table: Primary and Secondary ID

Primary ID (Photo ID)

BC Driver’s Licence and Services Card
(Combined Card)

BC Services Card (Photo Card)
BC ldentification (BCID) card
Canadian driver’s licence
Passport

Secure Certificate of Indian Status
(SCIS) issued by Aboriginal Affairs and
Northern Development Canada
(AANDC)

Original Citizenship papers or
immigration documents with photo—
for example Canadian Citizenship
Certificate issued prior to February 1,
2012 (wallet sized card issued and
includes photo)

Offender identification card issued by
Correctional Service Canada

Secondary ID

BC Services Card (Non-Photo Card)
Birth certificate

Citizenship papers or immigration
documents (without photo)

Older versions of the Certificate of
Indian Status (CIS) issued by AANDC
(Laminated Certificate of Indian Status,
Certificate of Indian Status "All-in-One,"
or Certificate of Indian Status "Pilot
Project")

Other documents that, by themselves
or in conjunction with other documents,
would be considered acceptable
identification for cheque cashing
purposes at banks or other financial
institutions

Other acceptable proof of ID for a
dependent child

Note: All persons holding the Sponsorship Undertaking: Confirmation of Permanent
Residence (IMM5292) automatically receive the Permanent Resident Card. There is a
$50 fee for the card and the card expires every five years. [See Policy — ID
Requirements not Met]

Note: Children receive their own Permanent Resident Card.

Note: The SCIS card is acceptable as primary ID, while the older versions of the CIS
care are only acceptable as secondary ID. The CIS cards cannot be used as secondary
ID when the SCIS is used as primary ID. The toll-free number may be used to verify the
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3.3 Identification Requirements

validity of the card in questionable circumstances, or if the photo does not match the
applicant. If a call to the automated system indicates that the card’s serial number is
invalid, return the card to the applicant and inform them to contact AANDC.

Following is an example of the Secure Certificate of Indian Status card.

. &> l Indian and Northern  Affaires indiennes CERTIFICATE OF INDIAN STATUS
Affairs Canada et du Nord Canada CERTIFICAT DE STATUT INDIEN
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Verification of Social Insurance Number
Effective: May 31, 2021

All applicants and adult dependents are required to have a verified and valid Social
Insurance Number (SIN). Documents that may be used for verification of a SIN consist
of:

A valid SIN card

A copy of a valid SIN card on the client’s existing case

Previous verification of SIN on the client’s existing case

A SIN (paper version) issued by Service Canada.

« An original Notice of Assessment from Canada Revenue Agency (CRA)
containing SIN and name, or a copy of this document on the client’s existing
case.

o Other original formal documentation from the Government of Canada that
contains social insurance number and name, or a copy of this documentation on
the client’s existing case.

Note: A valid SIN refers to a Social Insurance Number (card or paper version) issued by
Service Canada. Metal cards that have Government of Canada printed on them are not
valid SIN cards.

When an applicant or adult dependent provides a valid SIN, but is unable to provide a
verifying document, an additional method of verification may be available. At the
discretion of the Administering Authority, and following consent of the applicant, the
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3.3 Identification Requirements

Administering Authority may attempt to verify a SIN directly with the CRA. However, if a
SIN cannot be verified by this process, documentation will still be required.

Assuming all other eligibility requirements are met, clients may be eligible for hardship
assistance SIN required, while they await documentation to verify their SIN. [For more
information, see Related Links — Hardship Assistance — SIN Required]

The following applicants and recipients are exempt from meeting the Social Insurance
Number (SIN) requirement when determining eligibility for income assistance or
disability assistance:

« Refugee claimants or persons applying for protection,
e Temporary Resident Permit holders,

e Applicants who have applied for a Temporary Residence Permit as a victim of
family violence,

« Those with permanent resident status waiting to receive a Social Insurance
Number

ID on Existing File
Effective: August 1, 2014

Where a former client reapplies and staff are able to view previous copies of ID or SIN
documents on the case file and in the Band Social Development Worker’s opinion the
copies establish the applicant’s identity, the identification requirements are considered
satisfied.

Exceptions
Effective May 26, 2020

The following are exceptions to ID requirements:

« For newborn infants, a copy of the registration of live birth, application for a birth
certificate or ankle bracelet from the hospital is sufficient for identification
purposes for a three-month period.

e For Grandparented Children out of Parental Home (COPH) recipients, one piece
of identification from either the primary or secondary ID list, plus a photograph of
the Grandparented COPH child is sufficient for identification purposes.

« Where a client is incapable of managing his or her normal daily responsibilities
due to health issues beyond his/her control and is therefore unable to obtain ID
or a SIN, a third party can assist them in obtaining the documents needed to
meet the ID requirements.

« For applicants who are refugee claimants or persons applying for protection or
Temporary Resident Permit holders, the Acknowledgement of Claim and Notice
to Return for Interview (AOC) form or the IMM1442 (Refugee Protection Claimant
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3.3 Identification Requirements

Document, Temporary Resident Permit) immigration document is acceptable as
primary identification and as the sole identification required from this client group
while waiting to receive secondary documentation. For applicants in this
situation, please contact the BSDW line for assistance with verification.]

e Where an applicant or recipient is unable to provide one piece of ID for a
dependent child from either the primary or secondary ID list (because the ID
does not exist or is not legally accessible), a Band Social Development Worker
has authority to accept other proof of identity.

Examples of other acceptable proof of identity include:

e asigned letter from medical personnel (e.g., physician, nurse, nurse-practitioner,
registered midwife, or hospital social worker) who attended the birth of the child
(for a newborn).

e asigned letter from an authority (e.g., a social worker from the Ministry of
Children and Family Development or a Delegated Aboriginal Agency) regarding
the identity and residence of the child.

ID Requirements not Met:
Effective August 1, 2014

Until the required identification documents are received, the family unit is not eligible for
regular income assistance or disability assistance. Assuming all other eligibility
requirements are met, clients may be eligible for Hardship Assistance while they apply
for replacement ID. [For more information, see Hardship Assistance, Chapter 7.9
Identification Not Established]

The Band Social Development Worker may issue an ID supplement to assist recipients
in obtaining the required ID, with the exception of immigration documents. [For more
information, see Chapter 9, Special Allowances]

If it is established that the client has been attempting to obtain the documentation but for
reasons outside his/her control has not been successful, an extension may be given
with case notes on file. The Band Social Development Worker should assist the client
in obtaining identification documents and consider eligibility for an ID supplement as
needed. [For more information, see Chapter 9, Special Allowances]

If the client does not produce the required identification documents within six months,
their case file must be reviewed to determine continued Hardship Assistance. The
client must reapply every month for Hardship Assistance and demonstrate monthly
need.

If it has been established that the client has not been pursuing the required identification
documents, the requirements for continued eligibility for income assistance are not
being met and further assistance should be denied.
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3.3 Identification Requirements

Procedures
Effective May 26, 2020

Eligibility DocumentationandForms _______ ___________________
¢ Budget and Decision Form (901-25)

¢ Social Assistance Monthly Renewal Declaration (901-28)

Applicant _ e
or e Copies of required identification
Recipient ¢ Income Assistance Report (DCI #455897)

¢ All other required income assistance documents

¢ Income Assistance Report (DCI #455897)

http://www.fnsds.org/wp/wp-content/uploads/2013/09/2013-2014-INCOME-
ASSISTANCE-REPORT-DCI455897-v1-02.pdf

Immigration, Refugees and Citizenship
Resources Canadahttps://www.canada.ca/en/immigration-refugees-
citizenship.html

¢ Recipient Reporting Guide
http://www.aadnc-aandc.gc.ca/dci/dcilog_e.asp

Establishing Proof of Identity:
Effective: May 31, 2021

Collection of identification:
1. Obtain required identification documents for each member of the family unit.

Note: If a former recipient reapplies and staff are able to view previous copies of
ID or SIN documents on the case file, or previous CRA verification on the case
file that in the Band Social Development Worker’s opinion establishes the
applicant’s identity, the identification requirements are considered satisfied.

2.  Where identification is questionable or appears altered, do not accept the
documentation for any member of the family unit that this applies. [For more
information, see Chapter 7.9, Identification Not Established]

3. Applicants who have not provided a SIN or where it cannot be verified will be
considered for Identification Supplement. [For more information, see Chapter
9, Special Allowances]

4. Clients may be assisted in obtaining identification documents. [For more
information, see Chapter 9, Special Allowances]
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3.3 Identification Requirements

5. If the client does not produce the required identification within six months,
review their Hardship Assistance.

Replacing Immigration ID
Effective: May 26, 2020

If a client loses their immigration documents, Immigration, Refugees and Citizenship
Canada (IRCC) will replace the documents for a fee. The Administering Authority will
not pay to replace immigration documents even if the documents are required for the
purposes of determining eligibility for assistance.

Budget and Decision Form (901-25)
Effective: August 1, 2014

The Budget and Decision Form (901-25) is to be completed in full and document the
approved ldentification Requirement as follows:

1. Comment section - indicate “type of need being provided” and calculate the family
units portion for each eligible item if shared shelter;

2. Under Monthly Requirements section —write the amount and sub-total each column
A, B, C, and D (Special) and;
a. For Hardship or Identification Supplement — no recovery required.
b. Under Resources, enter amount of number 5 in Less Deductions.
c. Indicate start and end date.

3. Signatures of both the recipient and Administering Authority.

Prepare a new Budget and Decision Form (901-25) when number of persons occupying
the home change or there is a change in family unit (see Chapter 4, Eligibility).

All expenditures must have the required documentation attached to the form (See
“Eligibility, Documentation & Forms” table above for examples of documentation).
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3.3 Identification Requirements

DCI # 455897 — INCOME ASSISTANCE REPORT
Effective: August 1, 2014

The Administering Authority is to report all expenditures and caseload information by
completing:

1. Pages 1-4, Part A caseload details for applicant/recipient; and
2. Pages 5-6, Part B Financial Management Report sections:

e 14. Income Assistance Expenditures,

e 15. Shelter Information,

e 16. Children Out of Parental Home, and

e Declaration.
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Department of Indigenous Services Canada 3.4

Citizenship

General Principle
August 2004

Canadian residency and the citizenship or immigration status of the applicant and
adult dependant in a family unit are factors in determining eligibility for income
assistance or disability assistance.

Definitions

See Definitions section, under DISC's Social Development Policy and Procedures Handbook
Vol 1, BC Region, for income assistance, disability assistance, hardship
assistance or a supplement.

Policy

Eligibility
August 2004

For a family unit to be eligible for income assistance or disability assistance, one
of the following requirements must be met:

e each applicant in the family unit is one of the following:
o a Canadian citizen
o apermanent resident

o a protected person (Convention refugee or person in need of
protection)

o in Canada on a Temporary Resident Permit
o arefugee claimant [see Policy — Refugee Claimants]

o under a removal order that has been stayed or cannot be executed;
for example, the person's home country no longer exists making it
impossible for the person to return, or the person cannot obtain
travel documents.

o a dependent child

In general, the citizenship status of a dependent child does not affect the family unit's
eligibility.
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3.4

Citizenship

Exemption from Citizenship Requirements
April 2015

The Administering Authority is responsible for determining whether a family unit
qualifies for an exemption from citizenship requirements. Sole applicant or recipient
family units may be exempt from citizenship requirements in certain circumstances. To
qualify for exemption, the sole applicant or recipient family unit must meet all of the
following criteria:

CRITERION

GUIDELINE

The applicant or recipient has one or more
dependent children who are Canadian
citizens.

The applicant or recipient should provide evidence that
confirms that at least one child in the family unit is a
Canadian Citizen (e.g. birth certificate, passport).

The applicant or recipient has separated
from an abusive spouse.

The abuse experienced by the applicant or recipient
may be one or more types of family violence defined by
the Family Law Act (see Definitions section).

The applicant or recipient has applied for
status as a permanent resident under the
Immigration and Refugee Protection Act
(Canada).

The applicant or recipient should provide evidence that
demonstrates that they have applied for permanent
resident status (e.g. proof of application fee payment). If
documentation is not available, written confirmation from
the applicant’s lawyer or advocate is sufficient proof to
determine eligibility.

The applicant or recipient cannot readily
leave British Columbia with the dependent
children because:

e A court order, agreement or other
arrangement with respect to one or
more of the dependent children
provides custody, guardianship or
access rights to another person who
resides in British Columbia and leaving
British Columbia with the dependent
children would likely contravene the
provisions of the court order,
agreement or other arrangement,

= Another person who resides in British
Columbia is claiming custody,
guardianship, or access rights with
respect to one or more of the
dependent children and the person’s
claims have not yet been resolved, or

= The applicant or recipient, or a
dependent child of the applicant or
recipient, is being treated for a medical
condition and leaving British Columbia
would result in imminent danger to the
physical health of the applicant,
recipient, or dependent child.

With regard to custody, the Administering Authority
determines whether this criterion has been met by
examining the available evidence, which includes
information provided by the applicant, their lawyer, or
advocate (examples of evidence include court orders,
private agreements or proof of other arrangements). If
documentation is not available, verbal confirmation is
sufficient proof to determine eligibility.

A medical practitioner or other prescribed professional
should provide evidence to help determine whether
leaving British Columbia would result in imminent
danger to the physical health to a member of the family
unit.
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3.4

Citizenship

Provided that other eligibility criteria are met, families that qualify for this
exemption are to be provided with income assistance or disability assistance on
account of the applicant and any dependent children in the family unit, regardless
of the citizenship status of the children. If a family unit qualifies for an exemption
from citizenship requirements, their circumstances must be reviewed every 6
months to determine if the exemption still applies.

Refugee Claimants
April 2015

Refugee claimants include persons who:
e Have made a claim for refugee protection with the Refugee Protection
Division of the Immigration and Refugee Board (IRB)
e Have been denied protected person status by the IRB (Convention refugee
and person in need of protection) and are appealing
¢ Are requesting a Pre-Removal Risk Assessment (PRRA) by CIC or are
applying for judicial review by the Federal Court of Canada. This includes:
o PRRA applicants who have exhausted appeals for refugee protection
through IRB
o Refugee claimants whose claim was refused, withdrawn, or
abandoned, and
o Refugee claimants who are inadmissible for referral to the IRB but may
still qualify for protection through PRRA or the judicial review by the
Federal Court of Canada
e Are subject to a removal order issued by CIC when the order has been
stayed or cannot be executed (i.e. no travel documents)

Applicants who are refugee claimants, Temporary Resident Permit holders, and
persons under a removal order that cannot be executed must provide the
Citizenship and Immigration Canada (CIC) immigration document IMM 1442 that
specifies they are in Canada under these categories when applying for income
assistance and disability assistance. The Department of Indigenous Services
Canada (DISC) recognizes the IMM 1442 document as primary identification
and as the sole piece of identification required from this client group while
waiting to receive secondary identification (see ldentification Requirements —
Proof of Identity). This status should be verified with CIC.

The following applicants and recipients are exempt from meeting the Social

Insurance Number (SIN) requirement when determining eligibility for income

assistance or disability assistance:

e Refugee claimants

e Temporary Resident Permit holders

e Those who qualify for an exemption from citizenship requirements

e Those with permanent resident status waiting to receive a Social Insurance
Number
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3.4 Citizenship

Ineligible Person
April 2015

The entire family unit is ineligible for income assistance or disability assistance
where all adults in a family unit are:

e Visitors, foreign students, and temporary workers who do not have a
Temporary Residency Permit

e Persons in Canada illegally

e Persons whose immigration status has not been confirmed by Citizenship and
Immigration Canada

e Persons who are subject to removal order that is in force and can be
executed.

Note: This policy does not apply to a family unit that qualifies for an exemption. [See
Policy — Exemption from Citizenship requirements]

Ineligible Family Member
April 2015

In a family unit where only one applicant meets the citizenship requirements for
income assistance, hardship assistance, or disability assistance, and the other
applicant does not, assistance may only be issued for the family member
who meets the citizenship requirements. However, the excluded family
members’ income and assets must be included in the income and assets of the
family unit for the purposes of determining whether the family unit is eligible for
assistance.

Scenario 1
A two parent family with two children applies for income assistance.
The father is a permanent resident.
The mother and children do not have status in Canada.

If all eligibility criteria are met, except the mother does not meet the citizenship
requirements, the family unit is eligible for income assistance.

The dependent children would be considered to have their father’s permanent residence
status.

Issue income assistance based on the family unit size of 3.

Both adults are required to complete and sign the Social Assistance Monthly Renewal
Declaration (901-28).

Note: This policy does not apply to a family unit that qualifies for an exemption
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3.4 Citizenship

Procedures

Requirement Documentation and Forms

« Application for Social Assistance (901-27)
Identification for each family member
Proof of immigration status (as per policy)

E“ggmty « All shelter documentation, rental agreement, utilities, etc.
Application « Budget and Decision Form (901-25)
« Social Assistance Monthly Renewal Declaration (901-28)
« Social Development Financial and Statistical Report (DCI#455895)
« All other required income assistance documents
Resources e Income Assistance Policy handbooks and resources

o Recipient Reporting Guide — IA Report (DCI #455897)
http://www.aadnc-aandc.gc.ca/eng/1385559716700/1385559777677

e Ministry of Social Development web site content for Citizenship dated 2013
http://www.gov.bc.ca/meia/online_resource/verification_and_eligibility/citreq/index.html

e Canadian Immigration and Citizenship
http://www.cic.gc.ca/english/citizenship/proof.asp

Proof of Status in Canada Requirements
August 2004

To prove their status in Canada, clients must provide one of the following:

1. Confirmation of Permanent Residence (IMM5292/IMM5688) or Permanent
Resident Card or prior to June 28, 2002: Record of Landing (IMM21000)
Canadian Citizenship Certificate (including certificates issued prior to February 1, 2012)
Canadian passport
Temporary Resident Permit (IMM1442)
documentation of claim for refugee protection with the Refugee Protection
Division of the Immigration and Refugee Board (IRB) (IMM1442) [see
Identification Requirements-Proof of Identity]
documentation of claim with CIC's Pre-Removal Risk Assessment (PRRA)
documentation from the Federal Court of Canada to place the client's removal
order on hold until it decides whether to review the PRRA's decision.
documentation of stay of removal order issued by CIC
documentation of protected person status (Convention refugee or person in
need of protection)

abrwn
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A person that is subject to a removal order that has been stayed or cannot be executed
may not have any documents. This status should be verified with CIC.

The status of protected persons who are not landed must be reviewed at least
annually to determine if they have been granted permanent resident status (landed).
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3.4 Citizenship

When they have been landed, a copy of the IMM5292/IMM5688 and Permanent
Resident Card (prior to June 28, 2002: IMM1000) will be required and the immigration
category code updated.

Note: A Social Insurance Number alone is not proof of a person's status in Canada, it
only verifies a person is authorized to work in Canada. If there are concerns or
guestions about a person's status in Canada please verify the client information. [see
Procedures — Verifying Client Information]

It is mandatory to verify all client information prior to determining eligibility.

First Nations people should not automatically be deemed to have permanent residency
in Canada. Although they may possess a Canadian Native Status Card, only those
cards issued by the Department of Indigenous Services Canada (DISC) confer the
official status in Canada when registered in Ottawa. If the status card was issued by a
local band office, the applicant should be asked to provide official evidence of legal
status in Canada. The applicant should be asked to provide official evidence if the
status card appears altered (for example, confirmation from Band the individual’s
status number matches). All other identification requirements apply.

After receiving proof of residency, copies of all CIC immigration documents are to be
scanned to the file.

**Special attention is required to read IMM1442 form. CIC uses the same form —
IMM1442 for different purposes, including claim for refugee protection, Temporary
Resident Permit (Minister's Permit), Study Permit, Visitor Visa, Work Permit, etc.
Income assistance or disability assistance is provided to applicants whose IMM1442 is
issued as a Refugee Protection Claimant, or Temporary Resident Permit class, which
is clearly labelled in the header of the form. The status of clients with the IMM1442
should be verified with CIC.

Verifying Client Information
April 2015

Verification should be conducted in the following circumstances:

1. applicant is living in Canada under a current sponsorship agreement

2. applicant is presenting the IMM1442 Refugee Protection Claimant document.
(Administering Authority to obtain confirmation from CIC that the applicant has not been
excluded from making a refugee claim, or that their claim has not already been denied)

3. applicant is a Temporary Resident Permit holder

4. applicant is unable to provide proof of immigration status or immigration status is
unclear (e.g., unable to determine if the applicant's removal order is in effect

5. immigration documents are expired or appear to be altered

6. immigration documents are unfamiliar

Note: Applicants who are assessed for the exemption from citizenship requirements
and who have indicated that they have applied for status as a permanent resident under
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the Immigration and Refugee Protection Act (Canada), should provide evidence that
they have applied for permanent residence status.

Examples include: proof of application fee payment, confirmation from CIC or written
confirmation from the applicant's lawyer or advocate. [For more information on
assessing criteria for an exemption from citizenship requirements, see Policy —
Exemption from Citizenship Requirements — Assessment Guidelines.] [For further
information on steps to follow for those applicants or recipients who qualify for the
exemption from citizenship requirements, see Procedures — Exemption from Citizenship
Requirements.]

Exemption from Citizenship Requirements
April 2015

Provided that all other eligibility criteria are met, families that qualify for this exemption
are to be provided with income assistance or disability assistance on account of the
applicant and any dependent children in the family unit, regardless of the citizenship
status of the children [see Policy — Payment of Assistance].

If a sole applicant parent with a dependent child does not have citizenship status, staff
follow these steps to determine if the family unit may qualify for an exemption from
citizenship requirements [see Policy — Exemption from Citizenship Requirements].

1. Administering Authority updates the client’s file.

2. Administering Authority is responsible for determining whether a family unit
qualifies for an exemption from citizenship requirements [see Authorities and
Responsibilities].

3. In assessing criteria for an exemption from citizenship requirements, the
Administering Authority should consider the assessment guidelines [see Policy —
Exemption from Citizenship Requirements — Assessment Guidelines].

4. If the Administering Authority found the family unit qualifies for an exemption from
citizenship requirements, their circumstances must be reviewed every 6 months
to determine if the exemption still applies.

5. Administering Authority approves exemption from citizenship requirements.
6. BSDW shall notify the family unit to review the case in six months.

If there are any changes in circumstance such as obtaining status in Canada or if
a child is removed from the case, Administering Authority update the client’s file
(i.e., person without status no longer fleeing abuse or person without status no
longer has Canadian child on file).
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Citizenship Requirements and Type of Assistance
April 2015

The following table summarizes the types of assistance that should be considered
based on the citizenship status of each applicant in the family unit.

Applicants who are refugee claimants or Temporary Resident Permit holders must
provide immigration document IMM1442 that specifies they are in Canada under these
categories when applying for income assistance and disability assistance. The status of
clients with the IMM1442 should be verified with CIC.

DISC recognizes the IMM1442 document as primary identification and as the sole
piece of identification required from this client group while waiting to receive secondary
identification [see Related Links — Identification Requirements-Proof of Identity].

Refugee claimants, Temporary Resident Permit holders, and those with permanent
resident status waiting to receive a Social Insurance Number (SIN) are exempt from
meeting the SIN requirement when determining eligibility for income assistance or
disability assistance. Applicants and clients are required to pursue a SIN and secondary
identification when eligible.

Table: Citizenship Status and Type of Assistance

Category A Category B
o (Citizen e Visitor Visa holders
e Permanent resident e  Study Permit holders
e Protected person (Convention e Work Permit holders without
refugee or person in need of a Temporary Resident
protection) Permit or Refugee Protection
e Person with a Temporary Resident Claimant document
Category of Permit e persons in Canada illegally
each adult e Refugee claimant e persons whose immigration
e Person under a removal order that status has not been
has been stayed or cannot be confirmed by Citizenship and
executed (i.e. without travel Immigration Canada
documents)

e Applicants or recipients who
qualify for an exemption from
citizenship requirements

Family Unit Eligible for

Regular Assistance X

Family Unit is Not
Eligible for Assistance
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3.4 Citizenship

Assessing Eligibility for Family Units with an Ineligible Family Member
April 2015

For a family unit with two applicants, one of whom does not meet the citizenship
requirements, follow these steps:

1. Complete all relevant documentation listing both adults.

2. Use the income and assets of both adults to determine eligibility for assistance.

3. Calculate and issue assistance based on the eligible family members.

4. Open the case and remove the ineligible contact. Income & assets from the
ineligible contact will need to be manually added to the primary applicant.
Have both recipients complete and sign the Monthly Renewal Declaration (901-
28) form each month, when continuing assistance is requested.

o

Scenario 1

The family unit has two parents and two children, and one parent is a visitor or foreign
student.

Visitors and foreign students are ineligible for assistance.

The income and asset levels would be considered as a unit 4 family (two parents/two
children).

The ineligible spouse’s income and assets would continue to be considered every time the
case is reviewed. They will need to be manually added as records on the key player.

The Monthly Renewal Declaration (901-28) form would be completed and signed by the
eligible adult and the excluded family member.

Anytime the family unit changes, eligibility must be reassessed and all criteria must be met,
including the citizenship requirements.

9 Chapter 3, Application and Assessment #21428242 April 2015



3.4 Citizenship

Budget and Decision Form (901-25)

The Budget and Decision Form (901-25) is to document the head of household,
classification of need, amount of basic support, amount of documented shelter costs,
supplements, special needs, and all other income assistance expenditures for a family
unit as follows:

1. Family Composition section — indicate all members of the family unit
including status and non-status,

2. Comment section — write notes based on eligibility or ineligibility and
case notes,

3. Under Monthly Requirements, for Current Month — write amount of
basic support, documented shelter costs and deduct any income or
pro-rate appropriate benefit amounts for the family unit,

4. Under Monthly Requirements, for Continuing Allowance — write amount
of recipients full entitlement for regular income assistance for basic and
shelter for all future months (if necessary deduct income received),

5. Under Temporary Allowance Issued by Administering Authority
section, write the month in which the expenditure is paid, expiry date,
and signatures of both the recipient and Administering Authority,

6. Prepare new Budget and Decision Form when a significant change
occurs and adjust current and continuing allowance sections.

All required documentation (i.e., identification, rental agreement, utilities, etc. and
appropriate case notes) are to be attached to the form.

DCI # 455897 — INCOME ASSISTANCE REPORT

The Administering Authority is to report all expenditures and caseload information by
completing:

1. Pages 1-4, Section 1 caseload details:
e Recipient Information, and
e Applicant/recipient caseload details.

2. Pages 5-6, Section 2: Financial Management Report
sections:
¢ Income Assistance Expenditures,
e Shelter Information,
e Children Out of Parental Home, and
e Declaration.
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Department of Indigenous Services Canada 3.5

Annual Reviews

General Principle
May 1, 2015

To be eligible for income assistance or disability assistance, each person in the family
unit must continue to satisfy the conditions of an annual review. Annual reviews may be
conducted annually, or for Persons with Disabilities (PWD) or adults in Special Care
Facilities, every two years. They may also be completed when family situations change
or when there are questions related to the family unit's eligibility.

In addition to applicable reporting requirements, the scheduled annual review confirms
recipients' continued financial eligibility by focusing on a review of the following:

e the family unit's income and assets
e the recipient's efforts to pursue all other sources of income, assets, or support
e the recipient's employment status, obligations (where applicable), and progress

e other eligibility-related factors (e.g. residency, post-secondary enrollment,
dependents, etc.)

Band Social Development Worker (BSDW) shall conduct annual reviews based on the
Social Development Policy and Procedures Handbook, Vol 1, BC Region. Completion of
an annual review is mandatory.

Recipients who fail to complete an annual review when required by the administering
authority cease to be eligible for income assistance, disability assistance or adults in
special care facility.

Definitions

See Definitions section, under DISC's Social Development Policy and Procedures Handbook
Vol 1, BC Region, for income assistance, disability assistance, hardship
assistance or a supplement.

Policy

Eligibility Review
May 1, 2015

An annual review is an administrative process to determine the accuracy of information
used to determine current and past eligibility. An annual review updates the information
on the recipient's case file. It includes examining and analyzing information on a
recipient's case file and comparing it to the information obtained from third-party checks
and documents provided by the recipient, gathering additional information, recording

. Social Development Policy and Procedures Handbook Vol. 1 #24911214 May 20151
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3.5 Annual Reviews

outcomes, and if necessary, adjusting the amount of assistance and/or identifying,
calculating, and recording overpayments. Recipients are notified of any changes or
debts.

Annual reviews are conducted in accordance with the principles of administrative
fairness to ensure the recipient is made aware of eligibility issues and has an
opportunity to respond to identified issues. The administering authority may determine
whether the client is required to complete the review:

1. "in person® in the office,

2. over the telephone, or

3. by the client completing the annual review documents and submitting them to

the administering authority office.

Recipients are required to provide shelter, financial, identification, and any other
required documents to verify their information and ensure that they continue to be
financially eligible for assistance.

At each interview with a recipient, including an annual review, the BSDW should review
all aspects of the recipient's case file, including their employment status, obligations,
and progress (if applicable).

A follow-up interview may be required to review an Employment Plan or develop a
voluntary participation plan if time scheduled for the annual review is insufficient (if plan
is applicable).

A voluntary participation plan is developed with the administering authority or
employment service provider like the Aboriginal Skills and Employment Training
Strategy (ASETS) holder. Employable recipients who are participating in the enhanced
service delivery program will have a signed action plan with a service provider outlining
their agreed-to commitment to work with the service provider.

Condition for Continued Eligibility
May 1, 2015

The requirement to complete an annual review when requested is a condition of
continued eligibility and is not appealable.

A family unit ceases to be eligible for assistance if the recipient and dependent spouse
where applicable, fail to attend the annual review when required or to provide necessary
documentation when requested.

Frequency of Annual Reviews

May 1, 2015

Annual reviews must be conducted:
e Annually for income assistance recipients.
e Once every two years for Persons with Disabilities (PWD) assistance.
e Once every two years for adults in special care facilities.
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3.5 Annual Reviews

In addition, annual reviews must be conducted when a spouse is added to a case.
Annual reviews may also be conducted in other situations where the BSDW may have
guestions about a recipient's eligibility, such as when a person moves to a different
address on the reserve.

Where a recipient's prior eligibility for a period of more than three months is in question
or fraud is suspected, assess current eligibility and complete an annual review.

Recipients are required to provide shelter, financial, identification, and any other
required documents to verify their information and ensure that they continue to be
financially eligible for assistance.

Verification
May 1, 2015

At the annual review, documents and information provided by the recipient are to be
verified for accuracy. This may require further documentation from the recipient or
through third party checks.

Third-party checks must not be run unless valid consent is on the case. If consent is on
the case, they are run after the recipient submits documents, but prior to the interview. If
consent is not on the case, they are run after the Application for Social Assistance (901-
27) form is signed.

Mandatory verification checks for all annual reviews require copies:

Canada Revenue Agency — an income tax return, Canada Child Benefit

Utility bill — with name and/or address of residence

Rental Agreement — if current agreement has expired

Occupancy Agreement — if current agreement is outdated

Private Ownership - verify private landlord as defined in chapter 5

Identification — if current ID has expired

Pay stubs — current pay stub

PWD approval — letter from AANDC, BCANDS, or Health Assistance Branch

Action Plan — for employable recipients participating in the enhanced service

delivery program

e COPH approval — screening checks completed or MCFD After-Hours
confirmation documents received and prior eligibility before April 1, 2012

e PPMB approval — if current SA 116 and SA 117 have expired

e Other documents as required for recipients benefits.

Note: Some recipients may not have filed an income tax return for previous years.
Filing an income tax return is not a condition of eligibility. However, recipients
should be encouraged to file an income tax return annually in order to receive
exempt tax credits and benefits, such as the Family Bonus, GST Credit, BC Low
Income Climate Action Tax Credit, BC Sales Tax Credit, BC Earned Income
Benefit and Working Income Tax Benefit.
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3.5 Annual Reviews

Procedures

Eligibility Documentation and Forms

e Budget and Decision Form (901-25)

o Application for Social Assistance (901-27)
Applicant e Social Assistance Monthly Renewal Declaration (901-28)
or e Copies of required identification
Recipient ¢ Income Assistance Report (DCI #455897)

L]

L]

Request for Administration Review (SA 140)

All other required income assistance documents

¢ Income Assistance Report (DCI #455897)
http://www.aadnc-aandc.gc.ca/DAM/DAM-INTER-HQ-AI/STAGING/texte-text/dci2016-17_455897_1449254914911_eng.pdf

¢ Recipient Reporting Guide

Resources http://www.aadnc-aandc.gc.ca/eng/1385559716700/1385559777677

e Ministry of Social Development web site content for Eligibility Reviews dated 2015

http://www.gov.bc.ca/meia/online_resource/verification_and_eligibility/er/

Annual Review Process

Annual review interviews may be completed:

1. "in person" in the office, or

2. over the telephone, or

3. by the client completing the annual review documents and submitting them to
the administering authority office.

Recipient case files may be selected for annual review based on various factors,
including but not limited to:

e Annual Review list (previous date on the application 901-27)
e Adding a Spouse to the case file
« Information or an allegation is received that may affect current eligibility

e Any other situation that leads the BSDW to determine that an annual review is
needed

To initiate the annual review the BSDW may:
e create and send an annual review notification letter.

« determine what documents must be verified, renewed and any areas of
concerns.

« allow the client 2-3 weeks (3-4 weeks for remote locations) to provide the
documents.

« telephone the recipient in advance of sending the annual review notification letter
to arrange the date and time of the appointment, but the phone call must be
followed by a letter in order to give the recipient a written record of the
appointment.

A general guideline is to allow 2-3 weeks for documents for persons who reside in
urban/suburban areas, 3-4 weeks for persons who reside in rural areas. Adjust as
needed to avoid having the document’s due date during cheque issue week.

+ Chapter 3, Application and Assessment  #24911214 May 2015+ 4
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3.5 Annual Reviews

o Exception: If there is a clear eligibility issue (for example, report that client is
receiving El and they haven'’t provided a copy of El Report), possible undeclared
income, no further assistance may be issued until eligibility has been re-
established.

If the recipient does not respond to the first request for documents, attempt to contact
the recipient by phone to discuss the request, and send a second request following the
same timelines as for the first letter before discontinuing assistance.

When the recipient has difficulty obtaining the documents the BSDW:

e may offer assistance to gather documents

« should assist the client with obtaining documentation where possible, as an
alternative to denial for not providing information

« should issue the recipient a second request if no response to the first

« should issue the recipient with letter stating they are no longer eligible for
assistance if necessary documents cannot be provided or haven’t responded to
second request. [See Procedures — Annual Review — Non Attendance.]

When the recipient provides the annual review documents the BSDW should:

o Copy each document to the client file
e Review documents for completeness

« Ensure signatures of family unit, withess and administering authority are
complete

« Interview the recipient and spouse to complete annual review documentation

When the recipient does not respond to the annual review notification letter, the BSDW
should:

o offered the recipient an opportunity to reschedule

e issue a second annual review notification letter and state non-compliance will
result in their file being closed

e attempt to contact the recipient by telephone to arrange the date and time, but
the phone call must be followed by the letter in order to give the recipient a
written record of the appointment.

Annual Review — Preparing for the Interview

Review all information provided by the recipient and obtained from third-party checks
(Note: if consent is not on the case, the third-party checks cannot be run until after the
interview has been completed and the Application for Social Assistance (901-27)
signed).

Review case information and identify any issues to discuss with the recipient, including
but not limited to:

e Questions or anomalies resulting from documentation
e Questions or anomalies resulting from third-party checks, or case information
e Action Plan or Voluntary Participation Plan (if required)
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3.5

Annual Reviews

Annual Review — Conducting the Interview

To conduct an annual review - In-Person-Appointment, complete the following steps:

1. Update case/contact information:

Review and update case file, the contact information, address and other
relevant information

Review all ongoing supplements to confirm eligibility

Ensure appropriate documents to verify all case and contact information, and
eligibility for supplements, is on the case (obtain from recipient if needed)

2. Completeness of the Application for Social Assistance (901-27) - In-Person
Appointment:

Ask all relevant questions, including question on assets, bank accounts,
residence, marital status, family unit composition, citizenship/immigration
status, and income, assets, address and shelter expenses, personal
information such as spelling of names, AKAs, date of birth, SIN.

Check documentation provided and forms to ensure each question is
captured and verified (do not leave fields blank on any forms). Update all
assets, including bank names and all account numbers. If no bank account is
declared, enter "no bank acct" in the bank name field on the form. (This
confirms the question was verified).

Explain the rights and responsibilities, including Monthly Renewal Declaration
(901-28) responsibilities, to the recipient and record on the case file that this
was done.

Explain the consents, notifications, and privacy information.

Explain the use of the Monthly Renewal Declaration (901-28) to notify any
significant changes.

3. Obtain recipient signature on the Application for Social Assistance (901-27) - In-
Person Appointment:

If the appointment is in person, obtain the recipient's (and spouse's, if
applicable) signatures on each place in the general consent

Copy all necessary documentation to keep file up-to-date (e.g., CRA income
tax, child tax benefit documents, utility bills, etc.). Ensure the location (city)
and the dates are current residence.

Witness all applicable places on the form.

4. Advise recipient of changes:

Notify the recipient in writing if assistance is reduced or discontinued, or if an
overpayment is calculated
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3.5

Annual Reviews

Include a copy of the Budget and Decision Form (901-25) highlighting the
Appeal Instructions attach a copy of Request for Administration Review
(SA 140) form

To conduct an annual review — Telephone Appointment or Client Completing the annual
review documents, complete the following steps:

1. Update case/contact information:

Review and update case file, the contact information, address and other
relevant information

Review all ongoing supplements to confirm eligibility

Ensure appropriate documents to verify all case and contact information, and
eligibility for supplements, is on the case (obtain from recipient if needed).

2. Completeness of the Application for Social Assistance (901-27) - Telephone
Appointment or Client Completing the annual review documents:

Ask all relevant questions, including question on assets, bank accounts,
residence, marital status, family unit composition, citizenship/immigration
status, and income, assets, address and shelter expenses, personal
information such as spelling of names, AKAs, date of birth, SIN.

Check documentation provided and forms to ensure each question is
captured and verified (do not leave fields blank on any forms). Update all
assets, including bank names and all account numbers. If no bank account is
declared, enter "no bank acct" in the bank name field on the form. (This
confirms the question was verified).

Explain the rights and responsibilities, including Monthly Renewal Declaration
(901-28) responsibilities, to the recipient and record on the case file that this
was done.

Explain the consents, notifications, and privacy information.

Explain the use of the Monthly Renewal Declaration (901-28) to notify any
significant changes.

3. Obtain recipient signature on the Application for Social Assistance (901-27) —
Telephone Appointment or Client Completing the annual review documents:

If the appointment is on the phone, arrange for the recipient to sign the
Application for Social Assistance (901-27), either later in the office, or with a
Trusted Third Party (TTP) who is a prescribed professional. In exceptional
circumstances, where a recipient is unable to attend appointment at the
office, the administering authority may accept witness signatures from:

o Other Band staff, or

o Prescribed professionals as TTP (see ‘Definition chapter at the

beginning of this handbook).

Ensure the Application for Social Assistance (901-27) is signed and returned
within 20 business days.
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3.5

Annual Reviews

The role of the TTP or other non-BSDW witness is solely to verify the
person's identity and witness their signature. In cases where the Application
for Social Assistance (901-27) is completed by phone, the BSDW, not the
TTP or other witness, is responsible to advise the recipient of the information
contained in the form, and explain their rights and responsibilities.

4. Advise recipient of changes

Notify the recipient in writing if assistance is reduced or discontinued, or if an
overpayment is calculated

Include a copy of the Budget and Decision Form (901-25) highlighting the
Appeal Instructions attach a copy of Request for Administration Review

(SA 140) form

Eligibility Review — Non-attendance

Recipients who do not complete an annual review when required will cease to be
eligible for assistance.

If a recipient or their spouse does not provide required documents, does not attend the
interview, or does not sign the Application for Social Assistance (901-27) or other
documents:

Notify the recipient in writing that they are no longer eligible for income
assistance, disability assistance or any other benefits

Provide a copy of the Budget and Decision Form (901-25) highlighting the
Appeal Instructions attach a copy of Request for Administration Review
(SA 140) form

Cancel all outstanding cheques and prepare to close the client file
Set a reminder to review after the reconsideration period:

o urban area recipients allow 4 business days for mailing plus 20
business days for the Request for Administration Review (SA 140)
form returned, or

o rural area recipients allow 7 business days mailing plus 20 business
days for Request for Administration Review (SA 140) form returned.

If no contact from the recipient by the final date of the reconsideration period,
close the case file using one of the close case reasons:

"Non-Comply Annual Review"
"Non-comply Info Request"
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3.5 Annual Reviews

Budget and Decision Form (901-25)

The Budget and Decision Form (901-25) is to be completed in full and document the
benefit decision as follows:

1. Comment section — indicate:
a. The “annual review completed”
b. The type of need being provided (i.e., PWD benefits, PPMB benefits)
c. The amount of shared shelter and show the family units portion for each
eligible item (see chapter 5.1 Shelter Allowances Overview)

2. Under Monthly Requirements section —write the amount for each benefit and sub-
total each category:

a. (A) Basic, (B) Shelter, and (D) Special

I. Items not applicable write N/A or put a strike through to show
reviewed

b. Under Resources, enter the amount of each item in categories (1) Earned
Income, (2) Income from Self-Employment (3) Unearned Income (4)
Recovery and total all items to determine the total monthly deduction
amount (5)

I. Items not applicable write N/A or put a strike through to show
reviewed

c. Enter the amount of (5) from Resource section to Less Deductions under
Monthly Requirements

d. Monthly Entittement amount to be issued
3. Under Temporary Allowance Issued by Administering Authority section enter:

a. the unit size (i.e., family unit size)
b. the amount entitled
c. the from and to dated (i.e., April 1, 2015 to March 31, 2016).

Any section not applicable like Transfer to Band Work Project (i.e., WOP)

»

a. write N/A or put a strike through to show reviewed

o

Signatures of both the recipient and Administering Authority required.

[o2]

. If the ‘From and To’ date are for entire fiscal year. A new B&D Form (901-25) needs
to be prepared only when a change occurs as:

a. the Monthly Renewal Declaration (901-28) must be provided each month and
describe all changes (i.e., copy of paystub or new utility bill) [see chapter 3
Application and Assessment].

~

All expenditures must have the required documentation attached to the B&D form.
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3.5 Annual Reviews

DCI # 455897 — INCOME ASSISTANCE REPORT
The Administering Authority is to report all expenditures and caseload information by
completing:

1. Pages 1-4, Section 1 caseload details for applicant/recipient;
and

2. Pages 5-6, Section 2: Financial Management Report sections:
¢ Income Assistance Expenditures,
e Shelter Information,
e Children Out of Parental Home, and

e Declaration.
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Department of Indigenous Services Canada 3.6

Applicant Work Search
July 2019

General Principle

During the application process, applicants are assessed as to whether they have
already completed a satisfactory work search or are required to complete a work
search or if they are exempt from this requirement. The intent of this requirement
is to encourage labour market attachment and improve employment outcomes
for applicants before coming on to income assistance.

This requirement applies to applicants under the Social Development Policy and
Procedures Handbook, Vol 1, BC Region, for income assistance, unless one of
the exemptions in this chapter applies.

Definitions

See Definitions section, under ISC's Social Development Policy and Procedures
Handbook, Vol 1, BC Region, for income assistance, disability assistance,
hardship assistance or a supplement.

Policy

During the application process, applicants are assessed as to whether they have
already completed a satisfactory work search or are required to complete a work
search or if they are exempt from this requirement.

To be eligible for income assistance, hardship assistance, or disability
assistance, unless they meet one of the exemption criteria, applicants must:

e Complete an active three-week work search for the appropriate length of
time during the application process

e Demonstrate that they have completed an active work search satisfactory
to the Administering Authority lasting three weeks within the 30-day period
prior to the date of the application, and

e Provide information and verification of their search for employment

At the time of the application, all applicants who do not meet one of the
exemption criteria must be made aware of these requirements.

Social Development Policy and Procedures Handbook Vol.1 July 2019 - 1
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3.6

Applicant Work Search

If the applicant has a spouse, both the applicant and spouse will be assessed to
determine if they are requirement to complete the three-week work search. If
only one spouse meets the exemption criteria, the other spouse is still required
to complete the work search. The family unit cannot proceed with their
application until a reasonable work search is completed.

EXCEPTION: In cases where an applicant or any person in the family unit has an
immediate need for food, shelter, or urgent medical attention, the family unit is
not required to complete the work search prior to proceeding with the application
process. Family units who have not completed their work search and have been
determined to have an immediate need will be assessed for hardship assistance
[see Chapter 7.5 — Immediate Need — Work Search Required].

In addition, if an applicant or any member of the family unit has the Persons with
Disabilities (PWD) designation at the time of application, the entire family unit
is exempt from the work search.

Underage applicants between 16 and 19 years of age must also satisfy the three-
week reasonable work search requirement unless they meet one of the
exemption criteria. This includes 17-year-olds who are applying for PWD
designation up to six months prior to their 18" birthday [see Chapter 4.5 —
Eligibility and Under Nineteen Years of Age].

Duration of Work Search

All clients are required to complete or demonstrate that they have completed a
satisfactory work search lasting three weeks.

This includes new applicants who have never been in receipt of income assistance,
disability assistance or hardship assistance, and former recipients who have previously
received income assistance, disability assistance, or hardship assistance and who are
now reapplying for assistance.

Reasonable Work Search Activities

Reasonable work search activities include, but are not limited to, the following:

Preparing a resume

Searching for job openings

Telephone inquiries to and face-to-face contact with potential employers about
openings

Submitting applications or resumes for jobs

Responding to advertisements

Conducting information interviews and establishing new contacts with potential
employers

2
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3.6

Applicant Work Search

Accessing employment services or other public or private employment services.
This may include but is not limited to: temporary employment agencies,
organizations providing federally funded employment services and programming
(e.g., Indigenous Skills and Employment Training Strategy or “ISETS”, Pre-
Employment Supports Program or “PES”, organizations delivering provincially
funded employment services administered by other ministries like the Ministry of
Jobs, Trade and Technology, Labour Market Development Agreement
programming)

Attending job search sessions or job fairs

Attending relevant union halls to determine available employment

Actively networking with friends, relatives, neighbours, previous employers and
others to generate and pursue job leads

Pursuing job shadowing opportunities

Researching and assessing availability of jobs in the local community

Assessing whether skills match available opportunities; if not, investigating
alternate occupations at the current skill level or alternate geographic locations
Attending workshops on employment search

Employment interviews

Volunteer activities

Exemptions

An applicant must be exempt from the three-week work search if the applicant:

Is fleeing an abusive spouse or relative
Is a sole applicant
o With a dependent child, or
o Provides care to a child out of the parental home (COPH), a foster child or
a child in their care under an agreement referred to in sections 8 or 93
(1)(9)(11) of the Child, Family and Community Service Act, if the child
has not reached 3 years of age.
Has a physical or mental condition that precludes the applicant from completing a
search for employment (i.e., incapacitated due to the nature of medical
treatment, incapacitated in hospital, late stages of terminal illness or pregnancy)
Or any person in the family unit is a person with disabilities (PWD)
Cannot legally work in Canada (e.g., the applicant is a person seeking refugee
protection status who does not have a work permit). However, if one of the adult
applicants in a family unit is entitled to work in Canada, the three-week work
search criteria must be met before the family is eligible to apply for assistance
Has reached 65 years of age or
Is applying for medical equipment, medical supplies, or medical transportation
and is otherwise not eligible for assistance, but is facing a direct and imminent
life-threatening health need
Is in a hospital or continuing care facility and is receiving a comforts allowance
and needs to apply for regular assistance because they are leaving the facility

3
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Applicant Work Search

[For applicants assessed as having an immediate need, please refer to Chapter 7.5
— Immediate Need — Work Search Required]

Note: Applicants in the following circumstances may also be exempt from the work
search as they are considered to meet the above exemption — incapacitated due to
the nature of medical treatment:

e Those who have been ordered by the court to enter a supportive recovery
home or an alcohol or drug facility, and the applicant’s ability to enter the
recovery home or facility depends on the applicant being in receipt of
assistance

e Those who have voluntarily chosen or have been recommended by a
medical professional to attend, and have been accepted into, an alcohol or
drug treatment or rehabilitation centre, and the applicant’s ability to attend
depends on being in receipt of assistance

The Administering Authority must assess all applicants and be proactive in determining
if they meet one of the exemption criteria, as not all applicants will identify themselves
as having an exemption.

Applicants who qualify for an exemption to the work search will proceed with the
application process. Applicants who have an immediate need or are fleeing
abuse must be given an urgent eligibility interview at the first possible
opportunity. If an eligibility interview cannot be completed in time to meet the
immediate need, then staff must ensure the applicant’s immediate need is
addressed within the same business day. Applicants who are otherwise exempt
form the work search may also have an immediate need, in which case the
immediate need takes precedence in determining priority for an eligibility
interview.

Where applicants have both the PWD designation and a physical or mental
condition which precludes them from completing a search for employment, the
PWD designation takes precedence.

The Administering Authority should be aware that, while they may conclude that
none of the exemptions apply and a person is required to complete a three-week
work search, while receiving hardship assistance.

Note: If staff are unable to determine whether an applicant’s mental or physical
condition precludes a search for employment, then staff may request an
applicant provide documentation from a medical practitioner explaining the
severity of the applicant’s condition and type of treatment.

4
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3.6 Applicant Work Search

Work Search for Applicants Who Have an Immediate Need

If it has been determined that the applicant or any person in the family unit has
an immediate need for food, shelter or urgent medical attention, the family unit
will proceed directly with the application process. However, as a requirement for
eligibility for income or disability assistance, the family unit is still required to
either:
e Complete the appropriate length work search, as directed by the Minister,
or
e Provide proof they have conducted an active work search prior to the
application

[see Chapter 7.5 — Immediate Need — Work Search Required]

If the family unit can demonstrate they have completed the required work search
prior, they will proceed and be assessed for either income or disability
assistance.

If the family unit has not completed the required work search, they will proceed
directly with the application process and be assessed for hardship assistance.
Once the family unit has been determined eligible for Hardship Assistance —
Immediate Needs — Work Search Required, the recipient and souse will be
required to complete a three-week work search while receiving hardship
assistance.

Work Search and Reapplications

Recipients of hardship assistance — Immediate Needs — Work Search Required
who do not complete their required work search, within 3 months, are found
ineligible for continued hardship assistance and will have their case closed. After
the recipient’s case has been closed, they are able to reapply for assistance if
still in need. If they reapply for assistance, they will begin at the application
process and will be required to meet the work search requirements.

All former recipients who have previously received income assistance, disability
assistance or hardship assistance are required to complete a three-week work
search.

Clients who are found ineligible for assistance (for example, because they have
not complied with their employment plan), and then reapply are required to
complete another work search during the application process.

Clients who had their PWD designation rescinded and are reapplying for
assistance are required to complete the work search. However, if they meet any
of the other exemption criteria the applicant must be exempt from the work
search.
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3.6 Applicant Work Search

Special Circumstances

Marital/Spousal Breakdown — When a spouse is removed from a case because
of marital or spousal breakdown and the former spouse reapplies for assistance
on his or her own, neither spouse is required to complete the work search.

Adding a Spouse —When a spouse is added to a case, that person is not
required to satisfy the work search requirement before receiving income
assistance. Ongoing eligibility may depend upon the spouse entering into an
Employment Plan (EP), if required.

Applicant is a Pre-release Prisoner — As part of pre-release planning, prisoners
will be assessed as having an immediate need upon release. The applicant will
proceed directly with the application process and be assessed for hardship
assistance — Immediate Needs — Work Search Required. Once eligibility is
determined, a date should be set to review the work search requirements with
the recipient to ensure it is completed within 3 months.

Applicant is a 17-Year-Old Applying for PWD — Underage applicants applying
for a PWD designation can complete their three-week work search at any time
prior to proceeding with the application process. If the applicant has a physical or
mental condition that precludes looking for work, the applicant is not required to
complete the work search. Otherwise, if their efforts are limited by their disability,
they should be advised to indicate this. The Administering Authority will
determine whether applicants’ efforts are reasonable based on the individual
circumstances of each case. If the applicant’'s PWD designation has been
approved, this will also be taken into account when the work search is reviewed.

Proof of Reasonable Work Search

Before ministry staff can proceed to Stage 2 of the application process, applicants are
required to provide proof they have conducted an active work search of appropriate
duration in the period immediately prior to the application.

Note: This does not apply if applicants are exempt from completing the work search. In
addition, applicants assessed as having an immediate need will proceed and be
assessed for hardship assistance while they complete their work search requirement.

For Applicants completing a Work Search prior to Stage 1 application

General questions about what work search activities the applicant has been conducting
may include:

e Methods they used to search for work
¢ Kinds of work they have been looking for
e Employers they have met with recently
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3.6 Applicant Work Search

e Future employment interviews they have scheduled

e Internet sites they used to search for work (examples include WorkBC and the
National Job Bank)

e Their use of resources such as WorkBC Employment Services (ES) and any
other local employment services, including those funded by the federal
government and other provincial ministries (e.g. ISETS, Pre-Employment
Supports).

Information regarding the applicant’s work search efforts (if applicable), or their
reasons for not seeking work should be recorded on the client file.

Determining If Work Search is Reasonable

Administering Authorities should not draw any conclusions at the application process
about the likelihood of work search success for any applicant, and instead should
assess each applicant’s work search taking into account the factors that contribute to
the type and scope of that person’s work search efforts. It is generally accepted that
looking for work is a full time job in itself. The work search should demonstrate regular
and ongoing attempts to secure employment. Work search efforts are not restricted to a
specific or narrow job category or wage range.

Individual experience, capabilities and limited work opportunities in areas with limited
accessibility will affect the degree and quality of the work search. The work search
conducted by applicants who live in a community with relatively few employers should
not be expected to include 20 to 30 employers, while a work search in a strong and
large labour market should have a higher number of employer contacts. The presence
of an apparent disability may have an effect on the work search of an individual. Except
where a physical or mental condition precludes any search for employment, none of
these factors in and of themselves would exempt a person from the requirement to
conduct a work search, but should be considered in determining what is a reasonable
work search.

Prior Work Search is Not Satisfactory

If it is determined that an applicant has not conducted a reasonable work search, the
applicant is required to complete it.

Additional Work Search Days Required

If it is determined an applicant has not conducted a reasonable work search, additional
work search days may be required. Discretion should be applied to determine the
number of additional work search days the applicant may be required to complete to
demonstrate an adequate work search, taking into account the degree to which the
applicant’s search failed to meet the test of reasonableness.
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3.6 Applicant Work Search

Right to Appeal
If a decision is made to deny an application based on the reasonable work search

requirement, applicants must be advised of their right to appeal. [see Chapter 2.7 —
Appeals Overview]

Procedures

Eligibility Documentation and Forms

Budget and Decision Form (901-25)
Application for Social Assistance (901-27)
Applicant | Social Assistance Monthly Renewal Declaration (901-28)
Copies of required identification
Income Assistance Report (DCI #455897)
All other required income assistance documents
¢ Income Assistance Report (DCI #455897) and Income Assistance forms
¢ Recipient Reporting Guide
https://www.aadnc-
aandc.gc.ca/eng/1385559716700/1385559777677?utm_source=reportingguide&utm_medium=url
e Ministry of Social Development web site content for Eligibility
http://mwww2.gov.bc.ca/gov/content/governments/policies-for-government/bcea-policy-and-
procedure-manual/eligibility

Resources

Assessing a Work Search
To assess an applicant’s work search, follow these steps:

1. Ensure that the applicant has had an orientation (i.e. gone through Rights
and Responsibilities under the program and requirements for eligibility)

2. Indicate on the file if the applicant has completed work search activities. If
not, discuss the reasons. If so, have notes and documentation on file.

3. If applicable, make notes on any lack of resources or employment
opportunities in the community that would impede an effective work search.

4. If applicable, discuss and note any reasons why the applicant may not have
been able to make reasonable efforts to search for work.

5. If applicable, indicate if the client satisfied the work search requirement.

Note: As the decision on a reasonable work search may be reconsidered,
make sure to note factual, objective, non-judgmental information.
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3.6 Applicant Work Search

6. If the applicant satisfies the work search requirement, the application can
proceed (all other eligibility requirements withstanding). If the applicant has
not satisfied the work search requirement:

= Explain to the applicant a reasonable work search has not been
conducted prior to application, and that the applicant is required to
complete a reasonable work search for the application process.

» Reiterate that an application cannot proceed until a reasonable work
search has been completed and reviewed.

= Encourage the applicant to access resources available in their local
area (e.g. ASETS/ISETS, Pre-Employment Supports)

= Advise the applicant of the right to appeal [Chapter 2.7 — Appeals
Overview]

= Update the file to show a work search is being completed

7. If the applicant still does not satisfy the work search requirement after
additional days, repeat the process until a reasonable work search has been
completed.

Frequently Asked Questions

Question: Are applicants who have exhausted their El benefits automatically
exempt from proving they have conducted a reasonable work search?

Answer: No. Applicants will need to provide information and verification about their
work search activities.

Question: Are Band Social Development Workers (BSDW) required to routinely
verify applicants’ or clients’ work search with employers?

Answer: No. BSDWs are not expected to routinely verify information on the work search
activities. BSDWS should exercise discretion and sound judgment when reviewing and
may opt to verify information, when needed to make a decision.

Question: If applicants have confirmed employment, are they required to complete
awork search?

Answer: All applicants are expected to complete a work search, unless a BSDW
determines that the applicant meets one of the exemption criteria. Clients who qualify
for an exemption can proceed with the rest of the application process.
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Department of Indigenous Services Canada 4.0

Rate Table for
Income Assistance

General Principle
Effective: April 2019

The support and shelter allowances rates of DISC Income Assistance Program mirror
the income assistance and disabilities assistance rates of the provincial Ministry of
Social Development and Poverty Reduction (MSDPR) program.

Policy
Effective: April 2019

Amount of Monthly Income Assistance - Calculation

The amount of monthly income assistance that may be provided to or for a family is
calculated as follows:

« the total amount of support and shelter allowances stated in the Income Assistance
Rates Table, minus

« the total amount of non-exempt assets and income determined under Chapter 4.7
Assets, Chapter 4.8 Unearned Income and Chapter 4.9 Income and Exemption
Eligibility.

Rate Tables for Other Programs

For income assistance recipients receiving room and board, see Chapter 5.3, Room
and Board.

For income assistance for Grandparented Children Out of the Parental Home
Assistance, see Chapter 6.2, Rate Table for Grandparented Children Out of the
Parental Home (COPH) Assistance.

For income assistance recipients receiving hardship assistance, see Chapter 7.11, Rate
Table for Hardship Assistance.

For income assistance recipients with persons with disabilities designation, see Chapter
8.4, Rate Table for Persons with Disabilities.

For income assistance recipients receiving accommodation, comforts allowance and
clothing allowance while in a special care facility see Chapter 11, Other Benefits.

For income assistance recipients receiving old age security pension, see Chapter 11.3,
Seniors Supplement.

Social Development Policy and Procedures Handbook Vol.1 October 2021- 1
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4.0

Rate Table for Income Assistance

Income Assistance Rates - Support and Shelter
Effective: October 2021

The following table contains the monthly support rates for recipients in independent
living situations and not receiving room and board.

A Rates for employable singles, couples, and two-parent families where all adults are_under 65
years of age.
B  Rates for singles, couples, and two-parent families where all adults are eligible for Persons with
Persistent Multiple Barriers (PPMB) and all are under 65.
C Rates for employable one-parent families under 65 years of age.
D Rates for singles couples and two-parent families where_one adult is aged 65 years or older.
E Rates for couples, and two-parent families where both adults are aged 65 years or older.
F  Rates for one-parent families where the parent is aged 65 years or older.
G Rates for one-parent families where the parent is eligible for Persons with Persistent Multiple
Barriers (PPMB) and is under 65.
H Rates for couples and two-parent families where one adult meets the Persons with Persistent
Multiple Barriers (PPMB) and all are under 65 years of age.
U.nit A B C D E F G H
size
1 $560 $610 N/A $860 N/A N/A N/A N/A $375
2 $955 $1,055 $710 $1,255 $1,505 $1,010 $760 $1,005 $570
3 $1,055 $1,155 $710 $1,355 $1,605 $1,010 $760 $1,105 $665
4 $1,055 $1,155 $710 $1,355 $1,605 $1,010 $760 $1,105 $715
5 $1,055 $1,155 $710 $1,355 $1,605 $1,010 $760 $1,105 $765
6 $1,055 $1,155 $710 $1,355 $1,605 $1,010 $760 $1,105 $815
7 $1,055 $1,155 $710 $1,355 $1,605 $1,010 $760 $1,105 $865

*Add up to an additional $50 per month shelter maximum for each family member in excess of a unit size of seven.

**Effective October 2021

Chapter 4, Eligibility
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4.0 Rate Table for Income Assistance

Procedures

Effective: April 2019

Eligibility Documentation and Forms

Budget and Decision Form (901-25)

Application for Social Assistance (901-27)

Social Assistance Monthly Renewal Declaration (901-28)
Copies of required identification

[ ]
Applicant :
[ ]
¢ Income Assistance Report (DCI #455897)
[ )
[ )
[ )

or
Recipient

All other required income assistance documents

Income Assistance Report (DCI #455897)

Recipient Reporting Guide
https://www.aadnc-aandc.gc.ca/eng/1385559716700/1385559777677

Resources ¢ Ministry of Social Development and Poverty Reduction web site content for Rate Tables
dated 2019
http://www2.gov.bc.ca/gov/content/governments/policies-for-government/bcea-policy-and-
procedure-manual/bc-employment-and-assistance-rate-tables/income-assistance-rate-table

Amount of Monthly Income Assistance — Calculation

1) All rates are monthly.

2) On-going need must be documented by the recipient each month using the
Social Assistance Monthly Renewal Declaration (901-28) [see Chapter 3,
Application and Assessment].

3) Shelter increments continue to increase by an additional $50 for each additional
dependant after unit size 7 [see Chapter 5, Shelter Allowances].

4) In addition to the support allowance, families receive a monthly payment for each
child under 19 years of age. For more information, see Chapter 11.2, Child
Benefits Top-up Supplement.

5) Families of two or more that include someone on Old Age Security (OAS) are
entitled to a maximum shelter rate for the family size [see Chapter 11.3, Seniors
Supplement].

6) In cases where the family unit consists of a couple where one adult only receives
OAS/GIS/allowance and the Seniors Supplement (through the province of BC)
and the family receives a top up as IA clients, those payments should be
deducted by the worker. Deductions are first taken from the family’s support
portion, then the shelter portion. (i.e. OAS/GIS/CPP/Seniors Supplement go
directly against a client’s benefits)

7) Ensure the client file contains the Budget and Decision Form (901-25) and all
supporting documentation are completed in full.

Chapter 4, Eligibility October 2021 - 3

GCDOCS # 16183219


https://www.aadnc-aandc.gc.ca/eng/1385559716700/1385559777677
http://www2.gov.bc.ca/gov/content/governments/policies-for-government/bcea-policy-and-procedure-manual/bc-employment-and-assistance-rate-tables/income-assistance-rate-table
http://www2.gov.bc.ca/gov/content/governments/policies-for-government/bcea-policy-and-procedure-manual/bc-employment-and-assistance-rate-tables/income-assistance-rate-table

4.0 Rate Table for Income Assistance

Budget and Decision Form (901-25)
Effective: April 2019

The Budget and Decision Form (901-25) is to be completed in full and document the
benefit decision as follows:

1. Comment section — indicate:
a. The “the type of support” being provided (i.e., PWD benefits)
b. The type of need being provided (i.e., PWD benefits, PPMB benefits)
c. The amount of shared shelter and show the family units portion for each
eligible item (see chapter 5.1 Shelter Allowances Overview)

2. Under Monthly Requirements section —write the amount for each benefit and sub-
total each category:

a. (A) Basic, (B) Shelter, and (D) Special

i. Items not applicable write N/A or put a strike through to show
reviewed

b. Under Resources, enter the amount of each item in categories (1) Earned
Income, (2) Income from Self-Employment (3) Unearned Income (4)
Recovery and total all items to determine the total monthly deduction
amount (5)

i. Items not applicable write N/A or put a strike through to show
reviewed

c. Enter the amount of (5) from Resource section to Less Deductions under
Monthly Requirements

d. Monthly Entittement amount to be issued
3. Under Temporary Allowance Issued by Administering Authority section enter:

a. the unit size (i.e., family unit size)
b. the amount entitled
c. the from and to dated (i.e., April 1, 2015 to March 31, 2016).

4. Any section not applicable like Transfer to Band Work Project (i.e., WOP)
a. write N/A or put a strike through to show reviewed
5. Signatures of both the recipient and Administering Authority required.

6. If the ‘From and To’ date are for entire fiscal year. A new B&D Form (901-25) needs
to be prepared only when a change occurs as:

a. the Monthly Renewal Declaration (901-28) must be provided each month and
describe all changes (i.e., copy of paystub or new utility bill) [see chapter 3
Application and Assessment].

. All expenditures must have the required documentation attached to the B&D form.
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Department of Indigenous Services Canada 4.1

Basic Support Allowance Eligibility

General Principle

Once eligibility has been established, social assistance and benefits may
be issued up to the prescribed rates after deducting non-exempt income
and assets of the applicant or recipient, and all dependents. The rates,
policies, and procedures ensure that consistent objective criteria are
applied in all situations.

Basic Support Allowance

Support allowances are those amounts granted to eligible recipients to
provide for the essential needs of food, clothing, and personal living
expenses.

The proper support allowance amount is established by the rate table
contained in Chapter 4.11, Rate Table for Social Assistance, according to
unit size, employability status, and family type.

Social Development Policy and Procedures Handbook #16161057 September 2006 * 1



Department of Indigenous Services Canada 4.2

Employment Obligations and Eligibility

General Principle
Effective: January 11, 2021

Income Assistance recipients are to search for, accept and continue in
employment. However, recipients who meet certain criteria detailed in this chapter
may be temporarily exempt from this requirement. These recipients are
considered to have no employment-related obligations.

This topic also addresses clients who continue to have employment obligations
while they have a temporary medical condition.

Definitions
Effective: January 11, 2021

See Definitions section, under DISC's Social Development Policy and Procedures
Handbook, Vol 1, BC Region, for income assistance, disability assistance,
hardship assistance or a supplement.

Definition of Employable Person

Employable person means a person who is not:
e a dependent child

e a person who does not qualify as a Person with Persistent Multiple Barriers
(PPMB)

e Sixty-five or more years of age

Policy
Effective: January 11, 2021

Exemptions from Employment-Related Obligations

The Department of Indigenous Services Canada expects employable clients to search
for, accept and continue in employment. Clients in special circumstances who meet
specific criteria may be temporarily exempt from these employment-related obligations.
The following clients are considered to have No Employment-related Obligations (NEO):

o Demonstrates that they have completed their three weeks of active work
search within the period immediate prior to the date of the Income Assistance

Social Development Policy and Procedures Handbook Vol. 1 January 2021 < 1
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4.2 Employment Obligations and Eligibility

application and provide information and verification of their search for
employment

e Person has reached 65 years of age

e Sole recipient with dependent child under three years old

e Sole recipient with dependent child with physical or mental condition

e Sole recipient with Child out of Parental Home (COPH) under three years old
e Sole recipient with COPH with physical or mental condition

e Sole recipient with foster child under three years old

e Sole recipient with foster child with a physical or mental condition

e Sole recipient providing care for a child under three years in an out-of-care
living arrangement under the Child, Family and Community Service Act or
Delegated Aboriginal Authority

e Sole recipient providing care for a child with a physical or mental condition
that precludes the caregiver from leaving home for employment. This
exemption does not apply to 2 parent families where only one parent is
precluded from leaving home for employment.

e Person residing in special care facility or hospital

e Person admitted to hospital because they require extended care

e Person residing with and caring for spouse with a physical or mental condition
e Person participating in treatment or rehabilitation program

e Person separated from abusive spouse / relative within previous six months

e Person qualified as Persons with Persistent Multiple Barriers (PPMB)

e Persons not described in chapter 3.4 (Citizenship) Sole applicant or recipient
who qualifies for an exemption from citizenship requirements

2 Chapter 4, Eligibility January 2021

GCDOCS # 91779441



4.2 Employment Obligations and Eligibility

Note: Person(s) separated from abusive spouse / relative within previous six months do
not need to provide verification of abuse.

It is the client's responsibility to provide information regarding any circumstances that
interfere with their ability to meet employment-related obligations. Clients are assumed
to have employment obligations until their condition or circumstance has been verified
and a determination has been made that the client meets NEO criteria.

Where clients disagree with the decision of the Department of Indigenous Services
Canada, they should be advised of their right to request reconsideration of the decision.

Exemptions from employment-related obligations should be determined on a case-by-
case basis.

If, at any time, the client no longer meets the criteria for an exemption from
Employment-related obligations, the client must be contact and reassessed.

Expected to Work Clients who have a Temporary Medical Condition
Effective: January 11, 2021

Persons with temporary medical conditions are considered Expected to Work — Medical
Condition (ETW-MC) if their condition interferes to the extent of obstructing, impeding or
preventing their ability to participate in employment, including part-time work (i.e.,
minimum 10 hours per week). These clients still have employment-related obligations
and their employment plans will include activities which will improve their employability.
These clients may be referred to or voluntarily access WorkBC Employment Services
(ES).

Seasonal Employment
Effective: February 2007

Self-employed persons whose employment or business activities are seasonal are
required to seek and accept other employment during off-seasons.

Temporarily Excused
Effective: February 2007

A recipient who is employable, but unable to look for work for a short period of time
due to illness or personal circumstances may be temporarily excused from job
search activities.
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4.2

Employment Obligations and Eligibility

The recipient is still considered employable, and receives assistance at
employable rates.

There is no requirement for a recipient who has been designated as PPMB to seek
work or participate in employment-related activities during the period when the
person qualifies as a PPMB.

Verification of illness, using the Medical Report (For Persons with Persistent
Multiple Barriers) SA 116 and Persons With Persistent Multiple Barriers Checklist
& Decision Form SA 117, or other circumstances must be documented on the
recipient’s file with a date when they are able to resume seeking work.

Proof of Effort
Effective: February 2007

The administering authority may request employable applicants and spouses to
prove they are available for and actively seeking work.

Documentation Requirements
Effective: January 11, 2021

Information to be documented includes:

e Circumstances that warrant No Employment-related Obligations (NEO)
status

e Duration of the circumstances
Impact of circumstances on client’'s employability

¢ Review date for NEO status if exemption is approved

Non-Eligibility
Effective: February 2007

Employable persons who quit work, are fired for cause, or refuse work that is in
accordance with provincial labour laws, are not eligible for social assistance.

Employable persons who are disqualified from receiving employment insurance
(El) benefits due to quitting work, being fired for cause, or for refusing work, are not
eligible for basic social assistance.

Employable persons awaiting El benefits, or who have been disqualified for failing
to submit federal El program report cards on time are not eligible for basic social
assistance.

Employable persons who quit work for health reasons must provide supporting
documentation from a physician in order to establish eligibility for basic social
assistance.

4
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4.2 Employment Obligations and Eligibility

Employable persons are not eligible for social assistance for a period of 30 days,
beginning with the date the employable person or any adult dependant:

o failed to accept suitable employment
e voluntarily left employment without just cause

e was dismissed from employment for just cause

The above does not apply if:

1.) the applicant is a single parents with a dependent under three years of age or
a dependent under 19 years of age who has a mental or physical condition
that results in the parent being unable to leave the home.

2.) the applicant or adult dependants whose conduct would otherwise have
caused the applicant to be ineligible:

is designated as a qualified PPMB
- is 65 or more years of age

- has separated from an abusive spouse within the previous 6 months and
is in a condition that interferes with his or her ability to accept or continue
in employment

- is in a condition that interferes with his or her ability to accept or continue
in employment

- isreceiving or received accommodation and care in a special care facility
or private hospital

- is admitted to hospital because he or she requires extended care

- has a drug or alcohol problem or a mental health condition or a temporary
medical condition that interferes with his or her ability to accept or
continue in employment.

Procedures
Effective: January 11, 2021

Eligibility Documentation and Forms

Budget and Decision Form (901-25)

Application for Social Assistance (901-27)

Social Assistance Monthly Renewal Declaration (901-28)
Copies of required identification

Income Assistance Report (DCI #455897)

All other required income assistance documents

Recipient Reporting Guide

Resources https://www.sac-isc.gc.ca/eng/1573764124180/1573764143080

Applicant
or
Recipient
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4.2 Employment Obligations and Eligibility

Budget and Decision Form (901-25)
Effective: February 2007

The Budget and Decision Form (901-25) is to be completed in full and document the
benefit decision as follows:

1. Comment section — indicate:
a. “Employability and Eligibility”
b. The type of need being provided (i.e., PWD benefits, PPMB benefits)
c. The amount of shared shelter and show the family units portion for each
eligible item (see chapter 5.1 Shelter Allowances Overview)

2. Under Monthly Requirements section —write the amount for each benefit and sub-
total each category:

a. (A) Basic, (B) Shelter, and (D) Special

i. Items not applicable write N/A or put a strike through to show
reviewed

b. Under Resources, enter the amount of each item in categories (1) Earned
Income, (2) Income from Self-Employment (3) Unearned Income (4)
Recovery and total all items to determine the total monthly deduction
amount (5)

i. Items not applicable write N/A or put a strike through to show
reviewed

c. Enter the amount of (5) from Resource section to Less Deductions under
Monthly Requirements

d. Monthly Entittement amount to be issued
3. Under Temporary Allowance Issued by Administering Authority section enter:

a. the unit size (i.e., family unit size)
b. the amount entitled
c. the from and to dated (i.e., April 1, 2015 to March 31, 2016)

4. Any section not applicable like Transfer to Band Work Project (i.e., WOP)
a. write N/A or put a strike through to show reviewed
5. Signatures of both the recipient and Administering Authority required.
6. If the ‘From and To’ date are for entire fiscal year. A new B&D Form (901-25) needs
to be prepared only when a change occurs as:
a. the Monthly Renewal Declaration (901-28) must be provided each month
and describe all changes (i.e., copy of paystub or new utility bill) [see chapter 3
Application and Assessment].
7. All expenditures must have the required documentation attached to the B&D form.
6 Chapter 4, Eligibility January 2021
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4.2 Employment Obligations and Eligibility

DCI # 455897 — INCOME ASSISTANCE REPORT
Effective: February 2007

The Administering Authority is to report all expenditures and caseload information by
completing:
1. Pages 1-4, Part A caseload details for applicant/recipient; and
2. Pages 5-6, Part B Financial Management Report sections:
e Income Assistance Expenditures,
e Shelter Information,
e Children Out of Parental Home, and

e Declaration.

7 Chapter 4, Eligibility January 2021

GCDOCS # 91779441



Department of Indigenous Services Canada 4.3

Residency

General Principle

An applicant for income assistance must be resident on-reserve at the time of the
application. Status and non-status persons shall normally, if eligible, be granted
income assistance by the band administering authority (see Designated
Commercial Property below).

Policy

Residence On-reserve

An understanding exists between the Department of Indigenous Services
Canada (DISC), and the provincial Ministry of Social Development and Poverty
Reduction (MSDPR), that eligible status and non-status persons living on-reserve
will be granted income assistance by the band administering authority (funded by
DISC), and that eligible status and non-status persons living off-reserve will be
granted assistance by MSDPR.

For the purpose of confirming eligibility for Income Assistance benefits, the client
must demonstrate that they:

« are ordinarily resident on-reserve (definition follows below);

« are eligible for basic or special financial assistance (as defined by the
province of residence and confirmed by an assessment covering
employability, family composition and age, and financial resources available
to the household); and

« have no other sources of funding to meet their basic needs and therefore,
require income support under the Income Assistance Program.

For the purpose of providing the on-reserve Income Assistance Program and
services, "ordinarily resident” means that a client:

o lives on-reserve and does not maintain a primary residence off-reserve; or
lives off-reserve for the primary purpose of obtaining required medical care or
social service support because there is no reasonably comparable service
available on-reserve, and lived on-reserve immediately prior to receiving the
medical care or social service support.
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A student who is registered and attending a secondary or post-secondary
education or training program and is receiving education funding from the federal
government, a Band or Indigenous organization continues to be considered
ordinarily resident on-reserve if they:

e maintain a residence on-reserve; or

« are a dependent of a family that maintains a primary residence on-reserve; or

« return to live on-reserve with parents, guardians, caregivers or maintainers
during the year, even if they live elsewhere while attending school or working
at a temporary job; or

« meet the student eligibility requirements in the province in which they reside.

Note: A student receiving post-secondary student support program funding can
only be considered eligible for Income Assistance under exceptional
circumstances as determined by reference to the provincial standards of the
province in which the reserve (of which the student is a member) is located.

Residency in BC Eligibility
April 2019

Recipients become ineligible for assistance if they are absent from BC for more
than 30 consecutive days per year.

Prior authorization of the administering authority is required for continued
assistance for recipients who leave the province for more than 30 days for the
purpose of:

e permitting the recipient to participate in a formal education program

e permitting the recipient to obtain medical therapy prescribed by a medical
practitioner

e avoiding undue hardship where there are reasonable circumstances to justify
this

All recipients who leave the province for 30 days or more must re-apply for
assistance when they return.

Designated Commercial Property

Where persons are resident on designated commercial property on reserve land,
status Indians shall be granted assistance by the band administering authority,
and non-status persons shall apply for income assistance from MSDPR.

Note: For the Income Assistance Program, "reserve" is as defined in the Indian
Act; includes the Yukon Territory; and excludes lands which have been
designated for commercial purposes (for First Nations operating under the Indian
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Act) or leased for commercial purposes (for First Nations operating under
the First Nations Land Management Act).

Persons Residing in Halfway Houses
April 2015

Persons residing in halfway houses (also called Community Corrections
Facilities) have their basic needs met through the corrections system, which is
funded by provincial and federal governments. The supports include
accommodation, meals, and a weekly allowance. Persons residing in halfway
houses are subject to several types of release; however, all persons residing in
halfway houses are not eligible for assistance.

Residence Criteria
The following do not meet the on-reserve residency criteria:

e non-status applicants living on designated commercial property on reserve
land
o such applicants should apply for assistance through the Province of
BC (Ministry of Social Development and Poverty Reduction)
e persons who are confined to a federal or provincial corrections institution

o such applicants are not eligible for income assistance during the period
of their confinement

e persons who are confined to a hospital, a rehabilitation centre, or a special
care facility
o such applicants may be eligible for comforts and clothing allowances,
provided that they have permanent residence on-reserve immediately
prior to their admission to the facilities (Chapter 11.4)

Procedures

Requirement Documentation and Forms

« Application for Social Assistance (901-27)
« Identification for each family member
Eligibilty « Proof of immigration status (as per above documents)
2 « All shelter documentation, rental agreement, utilities, etc.
Application « Budget and Decision Form (901-25)
« Social Assistance Monthly Renewal Declaration (901-28)
« Social Development Financial and Statistical Report (DCI#455895)
« All other required income assistance documents
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Assessing Residency

Apply the following guidelines in determining residency:

1. The persons share the same shelter accommodation and all household
facilities on a consistent basis.

2. Shelter documentation is for a residence on the reserve of the issuing
administering authority.

3. One person supports the other, or they share their income.

4. Each person has proper documentation such as two pieces for adults and
one piece for each dependent child (for information see Chapter 3,
Application and Assessment).

5. Should one person be sponsoring another than citizenship or immigration
papers are required as per above policy requirements (also see Chapter
3, Application and Assessment).

When any one of the above conditions is present, the administering authority
shall consider residency and citizenship satisfied for income assistance
purposes.

Budget and Decision Form (901-25)

The Budget and Decision Form (901-25) is to document the head of household,
classification of need, amount of basic support, amount of documented shelter
costs, supplements, special needs, and all other income assistance expenditures
for a family unit as follows:

1. Family Composition section — indicate all members of the family
unit including status and non-status,

2. Comment section — write notes based on eligibility or ineligibility
and case notes (Example, rental agreement required before shelter
payment allowed),

3. Under Monthly Requirements, for Current Month — write amount of
basic support, documented shelter costs and deduct any income or
pro-rate appropriate benefit amounts for the family unit,

4. Under Monthly Requirements, for Continuing Allowance — write
amount of recipients full entittement for regular income assistance
for basic and shelter for all future months (if necessary deduct
income received),

5. Under Temporary Allowance Issued by Administering Authority
section, write the month in which the expenditure is paid, expiry
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date, and signatures of both the recipient and Administering
Authority,

6. Prepare new Budget and Decision Form when a significant change
occurs and adjust current and continuing allowance sections.

All required documentation (i.e., identification, rental agreement, utilities, etc. and
appropriate case notes) are to be attached to the form.

DCI # 455897 — INCOME ASSISTANCE REPORT

The Administering Authority is to report all expenditures and caseload information by
completing the Income Assistance Report DCI #455897.
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Family Composition

General Principle

For the purpose of determining eligibility for income assistance, disability
assistance, or hardship assistance, an applicant's or recipient's living
arrangements must be determined.

Support and shelter allowance amounts are based on the number of recipients in
the family unit.

The administering authority must establish whether other persons residing with
the applicant or recipient fit within the definition of family unit. This includes
determining whether to provide additional shelter assistance when parents have
a shared custody court order or shared parenting agreement filed in court
showing that they have a child who is not listed as a dependent child on their file,
but who resides with them for no less than 40 per cent of each month.

When establishing whether other persons residing with the applicant or recipient
fit within the definition of family unit, an assessment for a spousal, marriage-like
or dependency relationship may be necessary in order to determine the
applicant's or recipient’s living arrangements.

The administering authority intends to ensure that room mates are not treated as
couples. For the purpose of assessing for a marriage-like or dependency
relationship the administering authority will request information and only make a
determination when evidence supports the decision.

As part of determining a family unit's composition, the administering authority
takes into account situations where a parent, teenage parent and teenage
parent's child live together as a three generation family.

Chapter 4, Eligibility April 2018
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Policy
September, 2017

Eligibility of Family Unit

When determining eligibility for income assistance, disability assistance or
hardship assistance, a family unit is defined as an applicant or a recipient and his
or her dependants.

A dependent is a person who resides with the applicant or recipient and who is
one of the following:

1) a spouse of the applicant or recipient;
2) a dependent child of the applicant or recipient; or

3) a person who indicates a parental role for the applicant’s or recipient’s
dependent child.

Persons who normally reside together, but who are apart for periods of time
because of a spouse’s employment, are considered to be residing together for
the purpose of the definition of “dependent”.

To determine whether two persons residing together are spouses, including
persons of the same gender, consider the following criteria:

1) They are married to each other, or

2) They reside together and acknowledge they are residing together in a
marriage-like relationship.

Two persons residing together who are not married and do not acknowledge they
are in a marriage-like relationship are assessed based on whether they meet the
criteria for marriage-like or dependency relationship.

Note: Persons who are residing with an applicant or recipient and are in a
spousal, marriage-like, or dependency relationship but who do not meet the
citizenship requirement in Canada, are not eligible to receive assistance, but their
income and assets are included when determining the eligibility of the family
unit’s assistance. [See Chapter 3.4 - Citizenship — Ineligible Family Membery].
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Determination of Residing Together
January, 2017

The amount of assistance issued is calculated based on a family unit’s
composition. When determining eligibility, the administrating authority must
establish whether two persons residing with each other are a family unit.

‘Resides with’ refers to sharing the same living space, and includes an individual
who normally resides with the person, but is away from the home for periods of
time for employment.

A person living at the same address, but in a separate living area (such as a self-
contained suite) is not considered as residing with the individual. In addition to a
self-contained suite, a separate living space may also include:

e afinished basement with separate living and/or sleeping quarters with
no separate kitchen, but the person intends to maintain a separate
living space;

e a separate structure on the same property that the person intends to
maintain a separate living space.

Persons, including married persons, may temporarily share accommodation
without being considered to be “residing together” if the applicant or recipient
confirms they are not in a spousal, marriage-like or dependency relationship and
that they are sharing accommodation temporarily due to an emergency situation
such as loss of housing due to health and safety concerns, eviction, or house
fire. Persons in these exceptional circumstances are not treated as a family unit
for the purpose of determining eligibility for income assistance, disability
assistance or hardship assistance.

Assessing for a Marriage-Like Relationship
January, 2017

The nature of the relationship will be assessed for a marriage-like relationship
using each of the following three factors:

Factor 1- Length of time the parties have resided together is greater than 3
' consecutive months (or 9 out 12)

Eactor 2: I_:inancial_inter-_dependence is consistent with that of a marital or "marriage-
" | like" relationship

Factor 3: Social / familial aspects are consistent with that of a marital or "marriage-
| like" relationship

For the purpose of the definition of "spouse”, when assessing for a marriage-like
relationship, the sexual nature of the relationship will not be considered.
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GCDOCS # 16504408



4.4 Family Composition

For the purposes of assessing the length of time the parties have resided
together (Factor 1), if the other person has lived at and uses the address of the
shared residence as their primary residence for at least three consecutive
months (or nine out of the last 12 months) and is absent from the home primarily
for employment the Administering Authority may determine the parties reside
together.

Relationship Breakdown
April 2017

Persons, including persons who are married, may temporarily share
accommodation without being considered to be “residing together” if the
applicant or recipient confirms they are not in a spousal, marriage-like or
dependency relationship and that they are sharing accommodation temporarily
due to an emergency situation such as loss of housing due to health and safety
concerns, eviction, inability to find a new residence, or house fire.

The Administering Authority must ensure that applicants or recipients in these
exceptional circumstances are not treated as a family unit for the purpose of
determining eligibility for income assistance, disability assistance or hardship
assistance.

Note: See ‘Procedures’ section for details on the assessment for determining
whether a marriage-like relationship exists.

Temporarily Reduced Family Unit
November 2017

Support and shelter allowance amounts are based on the number of recipients in
the family unit.

When one or more recipients leave a family unit, the support and shelter
allowances provided must normally be decreased. The change in support takes
effect as soon as the person leaves the home.

The shelter allowance may be temporarily maintained at the rate for the full

family unit in any of the following instances:

« when there is a death of a member of the recipient's family unit (Deceased
Adjustment Supplement) — up to 3 months

« when a member of the recipient's family unit is temporarily hospitalized or
participating in traditional, cultural healing practices for an extended duration
(eg: longhouse, big house)(shelter)

« when a member of the recipient's family unit is in a residential alcohol or drug
treatment facility (shelter)

« when a member of the recipient's family unit is out of the province with the
prior approval of the Band Social Development Worker (shelter) [see
‘extenuating circumstances’ policy]

« when a member of the family unit is a warrant holder and leaves the province
to resolve an outstanding warrant (shelter).
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The determination to maintain the shelter rate is made on a month-to-month
basis for up to three months of shelter allowance. If extenuating circumstances
occur, the administering authority may provide up to an additional three months
of shelter allowance, for a total of six months of shelter top-up allowance.

Extenuating circumstances may include, but are not limited to:

1) A recipient who is hospitalized for three months and is scheduled to be
discharged during the fourth month.

2) The duration of the residential alcohol or drug program of 120 days (four
months).

3) A recipient who received prior approval from the Band Social
Development Worker to leave the province for a prescribed medical
therapy for three months. Health complications resulted in the person
requiring care outside of British Columbia for an additional month.

Children Cared for Under the Child, Family, and Community Service Act
(CFCSA):
April 1, 2015

Support and shelter allowance amounts are based on the number of recipients in
the family unit.

When one or more dependent children leave a family unit, the support and
shelter allowances provided must normally be decreased. The change in support
takes effect as soon as the dependent child leaves the home.

When a dependent child is temporarily cared for under the Child, Family, and
Community Service Act (CFCSA), the shelter allowance may be maintained. A
Delegated Aboriginal Agency (DAA) or Ministry of Children and Family
Development (MCFD) social worker must confirm that the child is being cared for
under the CFCSA and that the parent is actively working on the return of the
child.

Confirmation is required every six months from a social worker that the parent
is actively working on the return of the child.

The temporary shelter allowance may continue until one of the following occurs:
a) The child will not return to the parent's home

o For example, a continuing custody order may be granted meaning
the Director of Child Welfare becomes the sole guardian of the
child. A social worker must provide confirmation.

b) The DAA or MCFD social worker determines that the parent is no longer
actively working on the return of the child

5 Chapter 4, Eligibility April 2018
GCDOCS # 16504408



4.4 Family Composition

c) The child returns to the parent's home
o The parent has addressed the reasons why the child was being
cared for under the CFCSA and the social worker supports the child
residing with the parent.

Shared Parenting Assistance
February 1, 2003

Shared parenting assistance (SPA) is available to recipients of income
assistance and disability assistance. Recipients of hardship assistance are not
eligible for SPA.

To be eligible for SPA, the parents must provide a court order or shared
parenting agreement filed in court showing that they have a child or children who
are not listed as dependants under their case but who reside with them for no
less than 40 per cent of each month (11 nights in the month of February, or 12
nights in the other calendar months).

In situations where parents have a fifty-fifty custody arrangement under a shared
custody court order or a shared parenting agreement, and they cannot agree on
designating which parent will claim the child as a dependant for assistance
purposes, neither parent may claim the child or children as a dependent child or
children, but both parents are eligible for SPA.

The amount of SPA equals the amount of increase in shelter allowance attributed
to the family when the shared child or children are added to the family unit, based
on actual shelter costs. [see Chapter 8 and 4 for Rate Tables: Income Assistance
and Disability Assistance]

There is no basic support allowance component in SPA. Parents are expected to
make their own arrangements for sharing any portion of the Canada Child Benefit
or other tax related benefit.
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Three-Generation Families
April 2018

Three-generation family policy applies to families who reside together and
include at least:

e A parent who is eligible for income, hardship or disability assistance,
e A parenting dependent child (PDC), and
e A child of a PDC

Note: This policy does not apply if the parent has custody or guardianship of
the PDC's child. In this circumstance, the PDC's child would be considered a
dependent child of the parent.

Three-generation families are considered a family unit and are subject to the
same eligibility rules and are eligible for the same rates and supplements as
other family units.

If a PDC is under 16 years of age and residing with their parent who is on
assistance, both the PDC and their child would be added to the parent's case as
dependent children.

If a PDC is between the ages of 16 and 18 (inclusive) and is residing with their
parent who is on assistance, there are two options:

¢ Both the PDC and their child can be added to the parent’s case as
dependent children, OR

e The PDC could apply for assistance on their own case with the child while
continuing to live with the parent.

Factors to Consider for 16-18 year olds

To make an eligibility assessment for PDC applicants 16-19 year olds, consider
the following factors:

1. rates

2. client category

3. eligibility for supplements

4. employment obligations

5. income exemptions (including earnings exemptions)

These factors are not exhaustive, ultimately, the Band Social Development
Worker (BSDW) and family should work together, with the DAA or the MCFD
where required, to determine the most appropriate option for the family unit.
Authority for eligibility decisions, including which option to provide, rests with the
DAA or MCFD social worker.
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A referral to a First Nations Child and Family Services (FNCFS) Agency or
Ministry of Children and Family Development (MCFD) is required when:
e there are child protection concerns regarding an applicant for assistance
who is under 19 years of
e The applicant for assistance is under 17 years of age (underage
assistance)

Three-generation scenarios

The following scenarios for three-generation families are not exhaustive and in
the following scenarios, we are assuming:

a) Families include 3 key members that live together: the parent, the PDC,
and the PDC's child.

b) The parent is on assistance.
c) The PDC has custody/guardianship of their child.

Scenario 1;

A 15 year old PDC and her child are living with her biological mother. The PDC’s mother
is on disability assistance. There is no FNCFS or MCFD involvement and no child
protection concerns.

e The PDC and her child would be dependent children on the mother’s case
file.

e Disability assistance and supplements would be provided to all members
of the family unit, including the PDC and her baby as a unit 3.

Scenario 2;

A 17-year old PDC and her baby are living with her biological mother. The PDC’s
mother is on income assistance and has employment obligations. The PDC is attending
high school and has a part-time job earning $300/mo. There is no MCFD involvement or
child protection concerns. The family states they want the biological mother to care for
the PDC’s baby while the PDC is in school and at work. They do not want the PDC to
be on assistance.

The Administering Authority can provide assistance and supplements for the PDC and
baby in one of two ways:

e The PDC and her baby would be dependants on the mother’s case file.
= Family would be eligible for unit 3 support and shelter.
» The grandmother would have no employment obligations (child under

3).
= PDC’s income would be fully exempt as she is attending school.
8 Chapter 4, Eligibility April 2018
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e PDC applies as a single parent with one child.

= The mother would be eligible for unit 1 support and shelter and would
be required to seek employment.

= PDC and her child would be eligible for unit 2 support and shelter.

= PDC would have no employment obligations while her child is under 3.
The PDC would be eligible for up to $400 earnings exemption.

Scenario 3:

A 17-year old PDC and her baby are living with her aunt who has legal custody of the
PDC. The MCFD provides the aunt with a monthly payment to care for the PDC,
however does not provide support for the baby.

The Administering Authority can provide assistance and supplements for the family in
one of two ways:

o The baby would be a dependent child on the aunt’s case file.
When issuing assistance the family unit would be eligible as unit 2.
No assistance would be issued for the PDC (as payment is
provided by the MCFD).

OR
o PDC applies as single parent.
= The aunt would be eligible for unit 1 support and shelter.

= PDC would be eligible for unit 2 support and shelter minus
the MCFD payment (paid to aunt).
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Scenario 4:

A 17-year old PDC and her baby are living with her biological mother. The 17-
year oldboyfriend of the PDC is living in the home. The Administering Authority
can provide assistance and supplements for the family in one of two ways:.

e The PDC and baby would be dependent children on the mother’s case file.

e The boyfriend cannot be added to the case, and could only be eligible for
assistance as a single person. The boyfriend can continue to live in the
home, or:

e The PDC, the baby and the boyfriend could apply as a unit 3 and continue to
live in the home.

e The mother could apply as a unit of 1.

Dependents who Turn 19 While Attending Secondary School
January 2017

A dependent child of a family unit receiving income assistance or disability
assistance, who turns 19 while attending secondary school, may remain on the
family unit for the purposes of determining the monthly income assistance or
disability assistance rate for the family unit. This may continue for each calendar
month that the student is residing with the family unit and attending school, until
the end of that school year. The amount of support allowance that may be
issued is shown in Rate Tables [see Chapter 11.2 - Family Bonus Top-up
Supplement.]

If an applicant’s child is 19 years of age or older, that child is not included in the
family unit, even if he or she is still attending high school.

Procedures
Requirement ‘ Documentation and Forms
Eligibility o Application for Social Assistance (901-27)
& « ldentification for each family member
Application « All shelter documentation, rental agreement, utilities, etc.

o Budget and Decision Form (901-25)

» Social Assistance Monthly Renewal Declaration (901-28)

» Social Worker documentation

e Shared custody court order or shared parenting agreement
e Income Assistance Report (DCI #455897)

e All other required income assistance documents
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Resources e Income Assistance Report (DCI #455897)

e Ministry of Children & Family Development
http://www.mcf.gov.bc.ca/contact us.htm

e Recipient Reporting Guide
http://www.aadnc-aandc.gc.ca/dci/dcilog_e.asp

e Ministry of Social Development web site content for Family
www.gov.bc.ca/meia/online resource/verification and eligibility/livearrange/Family
Court

e Ministry of Justice (Family Court info.)
http://www.gov.bc.ca/justice/

Marriage-like Dependency Relationship
April 1, 2015

Each of the following three factors are applied to determine whether a marriage-like
relationship exists:

1. Length of time the parties have resided together is greater than 3 months

2. Financial inter-dependence is consistent with "marriage-like"

3. Social / familial aspects are consistent with "marriage-like"

Completing an Assessment of a Marriage-like Dependency Relationship
April 1, 2015

Indications that an assessment should be done or followed up on after three months
may include (but are not limited to) the following:

e applicant is sharing a one-room dwelling with another adult and it is unclear
whether a dependency relationship exists;

e during interview client states another adult uses the residence as their main
address (example: an ex-spouse who works for periods of time away from town
but uses the residence address as a point of contact). The Band Social
Development Worker may assess however, the administering authority cannot
collect the other adult’s information unless that person is also a client;

Note: A follow-up assessment may be booked if the applicant or recipient
advises that they have not resided for more than 3 months (or 9 months out of 12
months in the past) with the person they are residing with.

e applicant is recently separated from spouse with a history of repeated separation
and reconciliation or contradictory information provided by applicant regarding
the whereabouts of the ex-spouse;

e court order documents express that a dependency relationship existed between
the two in the past (e.g. child support court order);
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e current roommate has formerly been declared as spouse; and

e family composition is different from previous applications without a reasonable
explanation.

Note: When assessing for a marriage-like relationship, the sexual nature of the
relationship is not considered. Stating they do not have an intimate relationship is
not an indication that a dependency relationship does not exist. A marriage-like
dependency relationship assessment is based on the 3 factors listed above.

¢ In order for a couple to be assessed to be in a marriage-like relationship, you
should be confident that there is sufficient evidence to support your decision that
each factor has been met.

e The factors may build on each other and in some cases the documentation that
demonstrated financial inter-dependence will also demonstrate social / familial
aspects of a marriage-like relationship (example, a credit application form that
lists the other person as "spouse”, a tenancy agreement that when verified by the
landlord indicated it was a marriage-like relationship).

e In making the determination, ensure the evidence when considered in its totality
supports your decision that a marriage-like dependency relationship exists.

e When a person with a disability is living with another adult, you should consider
whether the person's disability explains the financial, social and family-like
aspects of their relationship (example, an applicant or recipient may have joint
bank accounts and other joint assets because the applicant or recipient is unable
to do the banking or manage finances). The need for assistance from another
person due to a disability may also explain why two people spend a significant
amount of time together.

Note: You must consider the whole picture once each factor has been
demonstrated. If the picture you are left with is that the parties are room mates
sharing expenses and babysitting responsibilities then it is not appropriate to
determine the relationship is marriage-like.

e |If all three factors have been met, add notes on the case detailing how each
factor was demonstrated. Copy the necessary documents to the case file.

e Follow process for adding the spouse to the case file or the application.

If the client disagrees with the assessment advise them of their right to appeal.
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Adding Dependent Children to a Case
April 1, 2015

Recipients who identify that they have a child who is now residing with them must
indicate on the Social Assistance Monthly Renewal Declaration (901-28) that there is a
change in the number of dependants living in the home, and include the following:

e child's name

e date of birth

e gender

e date child started residing with them

e percentage of time the child is going to reside with them.

Note: This information may be included in the Social Assistance Monthly Renewal
Declaration (901-28), or provided in an attached note signed by the recipient.

A parent whose child resides with them for more than 50% of the month is eligible for
income assistance, hardship assistance or disability assistance that includes the child in
the family unit.

When parents state they have custody of the child more than 50% of the time, there is
no requirement for the parents to produce a legal document unless both parents are
claiming the child or children as dependants, or one of them is also claiming the shared
parenting assistance (SPA).

If an applicant or recipient does not have a court custody order or shared parenting
agreement and the other parent cannot be located, the applicant or recipient with whom
the child resides has de facto custody of the child; the child is his or her dependent
child.

If the parents have a shared custody court order or a shared parenting agreement filed
in court that specifies a fifty-fifty custody arrangement, for assistance purposes, they
must designate in writing that the child is a dependent child of one parent. Any written
confirmation that states the parents' agreement and is signed by both is acceptable.

Six-Month Monitoring

To provide on-going shelter top-up to the parent(s) while the child is temporarily
removed from the family under CFCSA, the Delegated Aboriginal Agency or MCFD
must provide confirmation that the parent(s) are actively working on reunification.
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Change to Child Status Prior to Six-Month Confirmation

There may be changes to the child's status prior to the six-month window of
confirmation such as:

e Child has been returned to the parental home.
e A court order that the child is to be permanently removed from the family; OR
o Parentis no longer working towards reunification.

In each of these situations, if there is a change to the child's status prior to the six-
month window of confirmation, the temporary shelter top-up will be discontinued and the
case file will be updated with appropriate information.

When child is returned to parental home:
1. Create a new Budget and Decision Form (901-25)
2. Confirm with parent(s) the child has returned to the parental home
3. Discontinue the temporary shelter top-up allowance
4. Update the Application for Social Assistance (901-27) form and other case file
documentation to include the dependant in the family unit

When child is removed by court order or parent(s) is no longer working towards
reunification:
1. Create a new Budget and Decision Form (901-25)
2. Confirm with parent(s) the child has been removed by court order
3. Discontinue the temporary shelter top-up allowance
4. Update the Application for Social Assistance (901-27) form and other case file
documentation to show decreased size of the family unit

Shared Parenting Assistance
December 1, 2003

The onus is on the parents to file a shared parenting agreement with the court or to
obtain a court custody order if any of the following apply:

« the parents do not have a court order or agreement concerning custody

o the parents have a shared custody court order but do not agree on amount of
time that they each have the child or children

o the court order does not specify how much time the child or children spends with
each parent

While the parents are resolving the amount of time they each have the child or children:

« if only one parent is in receipt of assistance (and other parent is not requesting
assistance on behalf of the same child), Band Social Development Workers
have the discretion to determine that the child is a dependent child of the applicant
or recipient

« if both parents are on assistance, neither may claim the child or children as
dependent child or children but both may be eligible to receive SPA
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4.4 Family Composition

Three-Generation Families
April 2018

If a parent [see Definition] is in receipt of income assistance, disability assistance, or
hardship assistance and has a parenting dependent child (PDC) residing with them,
Band Social Development Workers are to follow these steps:

1. If required, confirm the birth of the PDC's child. [See Chapter 3.3, Identification

Requirements]
2. Assess eligibility under the Three-Generation Families Policy:
i.  When the PDC is under 16 years of age, add the PDC’s child to the
parent’s family unit.

i.  When the PDC is between 16-18 years of age, assess which option is the
most appropriate:

¢ Include the PDC’s child in the parent’s family unit.
OR

e PDC applies on their own case with their child while continuing to live with the
parent.

3. Conduct eligibility review, including
e Confirm receipt of any MCFD payments, and all other eligibility criteria have
been met

If there are DAA or MCFD payments being made, the Administering Authority
canprovide assistance and supplements for the family in one of two ways:

o If the PDC and baby are dependent children on the parent’s case,
remove the PDC as a subject from their parent’s case. DO not
provide assistance for the PDC as payment is provided by MCFD;

OR

o Ifthe PDC applies as a single parent, issue support and shelter to
the parent for unit 1.

o Issue support and shelter to the PDC for a unit 2 minus the MCFD
payment (paid to parent)

e Confirm receipt of Canada Child Benefit or other tax related benefit.

4. Set a notification (bring forward) prior to the PDC's 19th birthday to review any
changes in the family unit.

Note: When a PDC turns 19, the PDC will be aging out as a dependent child. At
that time, an eligibility review will need to take place to determine whether the
parent will have legal custody/guardianship of the grandchild or if the PDC will be
leaving the family unit with their child.
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4.4 Family Composition

Budget and Decision Form (901-25)

The Budget and Decision Form (901-25) is to document the head of household,
classification of need, amount of basic support, amount of documented shelter costs,
supplements, special needs, and all other income assistance expenditures for a family
unit as follows:

1. Family Composition section — indicate all members of the family unit
including status and non-status,

2. Comment section — write notes based on eligibility or ineligibility and
case notes (Example, rental agreement required before shelter
payment allowed),

3. Under Monthly Requirements, for Current Month — write amount of
basic support, documented shelter costs and deduct any income or
pro-rate appropriate benefit amounts for the family unit,

4. Under Monthly Requirements, for Continuing Allowance — write amount
of recipients full entitlement for regular income assistance for basic and
shelter for all future months (if necessary deduct income received),

5. Under Temporary Allowance Issued by Administering Authority
section, write the month in which the expenditure is paid, expiry date,
and signatures of both the recipient and Administering Authority,

6. Prepare new Budget and Decision Form when a significant change
occurs and adjust current and continuing allowance sections.

All required documentation (i.e., identification, rental agreement, utilities, etc. and
appropriate case notes) are to be attached to the form.
DCI # 455897 — INCOME ASSISTANCE REPORT

The Administering Authority is to report all expenditures and caseload information by
completing:

1. Pages 1-4, Part A caseload details for applicant/recipient; and
2. Pages 5-6, Part B Financial Management Report sections:

e 10. Income Assistance Expenditures,

e 11. Shelter Information,

e 12. Children Out of Parental Home, and

e Declaration.
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Eligibility And Under Nineteen Years Of Age

General Principle

Parents or legal guardians carry the primary responsibility for their dependent
children. Children may be eligible for income assistance apart from the family only
after reasonable efforts have been made to have the parent or guardian support
them.

A referral to the Ministry of Children and Family Development or Delegated
Aboriginal Agency is required when an applicant is under 17 years of age or there
are child protection concerns.

Definitions

See Definitions section, under /ISC’s Social Development Policy and Procedures
Handbook, Vol 1, BC Region, for income assistance, disability assistance,
hardship assistance, reunite, or a supplement.

Policy
Eligibility
Children under the age of 19 have the right to apply for income assistance. The

Social Development Policy and Procedures Handbook, Vol ,1 BC Region does not
limit eligibility based on age.

Applicants must be 18 years or over to be eligible for disability assistance
according to the Social Development Policy and Procedures Handbook, Vol 1 BC
Region. Children with disabilities, who are likely to meet the eligibility criteria when
they turn 18, may begin with the Persons with Disabilities Application process up to
six months prior to their 18™ birthday. [For more information, refer to the website
for the British Columbia Aboriginal Network on Disability Society (BCANDS).]

Parents are expected to support their dependent children until the children are age
19. If all efforts to reunite the children with their parents or legal guardians have
failed and the children meet all other eligibility criteria, then income assistance may
be granted.

[For information on Three Generation Families - 4.4 - Family Unit]
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4.5 Eligibility and Under Nineteen Years of Age

Referral to the Ministry of Children and Family Development or Delegated
Aboriginal Agency

After an applicant has completed all necessary paperwork to apply for income
assistance, a referral is made to a social worker (SW) with the Ministry of Children
and Family Development or Delegated Aboriginal Agency, when at least one of the
following situations exists:

e There are child protection concerns regarding an applicant for assistance who
is under 19 years of age

o The applicant for assistance is under 17 years of age

[For more information see the ISC National Social Program Handbook — Child and Family
Services or Ministry of Children and Family Development — Protection of Children]

With the approval of the SW, assistance, including medical coverage from the
entity responsible for the First Nation Inuit Health Branch programming, may be
issued on a temporary basis during the period of review conducted by the SW.
Assistance issued during this period must be approved by a regional manager at
the Ministry of Children and Family Development or equivalent staff position at a
Delegated Aboriginal Agency and must be reflected in the child’s up to date Plan of
Care.

Circumstances Indicating Need for Protection

Under the Child, Family and Community Service Act, a child is in need of protection in
circumstances where:

e the child has been, or is likely to be, physically harmed, sexually abused
or sexually exploited by the child’s parent, or by another person where the
parent is unwilling or unable to protect the child from the harm, abuse, or
exploitation

e the child has been, or is likely to be, harmed because of neglect by the

child’s parent

the child is deprived of necessary health care

the child is emotionally harmed by the parent’s conduct

inadequate provision has been made for the child’s care

the child’s development is likely to be seriously impaired by a treatable

condition and the parent has not provided or consented to treatment

e the child is or has been absent from home in circumstances that endanger
the child’s safety or well-being
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4.5 Eligibility and Under Nineteen Years of Age

Procedures

Eligibility Documentation and Forms

e Budget and Decision Form (901-25)

Application for Social Assistance (901-27)

Social Assistance Monthly Renewal Declaration (901-28)

Copies of required identification

Copy of Family Maintenance documents (see chapter 4.4, Family Unit)

Written confirmation from the child’s Social Worker for placement and approval (as required)

Income Assistance Report (DCI #455897)

All other required income assistance documents

Income Assistance Report (DCI #455897)

http://www.bcands.bc.ca/

Recipient Reporting Guide

Ministry of Children and Family Development

http://www.gov.bc.ca/mcf/

¢ Ministry of Social Development web site content for Eligibility Reviews dated 2012
http://www.gov.bc.ca/meia/online_resource/verification_and_eligibility/underage/index.html

Applicant
or
Recipient

Resources

Underage Applicants

The Band Social Development Worker is responsible for documenting and:

e Approving assistance issued to 17 and 18 year old applicants, if there are
no protection concerns (does not require MCFD/DAA referral)

e Approving assistance to an unmarried child in a marriage-like relationship
who is 17 or 18 years of age (with MCFD/DAA referral)

e Approving assistance issued to a child under 17 years of age (with
MCFD/DAA referral).

A referral to the Ministry of Children and Family Development or Delegated
Aboriginal Agency is required when an applicant is under 17 years of age, or there
are child protection concerns.

Children in Marriage-Like Relationships

A regional manager must approve assistance issued to either of the following
because of potential legal and child protection issues:

e Anunmarried child in a marriage-like relationship
e A child under 19 years of age
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In the case of an unmarried child in a marriage-like relationship, approval is required
when one or both of the applicants are under 19.

Employment Obligations

Recipients under 19 years of age have the same employment obligations as for
other employable recipients. Recipients under 19 years of age are required to have
an Employment Plan. Activities in the plan should first focus on high school
completion.

Children-in-Care as Parents

Children-in-care (CICs) who are residing in foster homes or in SW approved
independent living situations with their dependent infant children may apply for
income assistance, including medical coverage, from the entity responsible for the
First Nation Inuit Health Branch programming, to provide for the infant’s needs.
The assistance paid to the under-19-year-old parent is based on the CIC’S family
unit support and documented shelter rate minus the basic foster home payment.

Ensure that the underage parent is aware to apply for the Canada Tax Benefit and
medical coverage with the entity responsible for First Nation Inuit Health Branch
programming.

Right to Reconsideration and Appeal

Applicants and recipients under 19 years of age have the right to reconsideration
and appeal in regard to the denial, reduction or discontinuance of assistance.

[For information on Appeals — 2.7 — Appeals Overview]

Budget and Decision Form (901-25)

The Budget and Decision Form (901-25) is to be completed in full and document the
benefit decision as follows:

1. Comment section — indicate:

a. The “under 19”

b. The type of need being provided (i.e., income assistance)

c. The amount of shared shelter and show the family units portion for each
eligible item (see chapter 5.1 Shelter Allowances Overview)

2. Under Monthly Requirements section —write the amount for each benefit and sub-
total each category:

a. (A) Basic, (B) Shelter, and (D) Special

I. Items not applicable write N/A or put a strike through to show
reviewed
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4.5 Eligibility and Under Nineteen Years of Age

b. Under Resources, enter the amount of each item in categories (1) Earned
Income, (2) Income from Self-Employment (3) Unearned Income (4)
Recovery and total all items to determine the total monthly deduction
amount (5)

i. Items not applicable write N/A or put a strike through to show
reviewed

ii. Enter amount of Foster Home payment under (3) and copy of
cheque or bank statement required to verify payment

c. Enter the amount of (5) from Resource section to Less Deductions under
Monthly Requirements

d. Monthly Entitlement amount to be issued
3. Under Temporary Allowance Issued by Administering Authority section enter:

a. the unit size (i.e., family unit size)
b. the amount entitled
c. the from and to dated (i.e., April 1, 2015 to March 31, 2016)

4. Any section not applicable like Transfer to Band Work Project (i.e., WOP)
a. write N/A or put a strike through to show reviewed
5. Signatures of both the recipient and Administering Authority required.

6. If the ‘From and To’ date are for entire fiscal year. A new B&D Form (901-25) needs
to be prepared only when a change occurs as:

a. the Monthly Renewal Declaration (901-28) must be provided each month
and describe all changes (i.e., copy of paystub or new utility bill) [see chapter 3
Application and Assessment]

7. All expenditures must have the required documentation attached to the B&D form.

DCI # 455897 — INCOME ASSISTANCE REPORT

The Administering Authority is to report all expenditures and caseload information by
completing the DCI #455897 Income Assistance Report.
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Department of Indigenous Service Canada 4.6

Other Benefits and Waiting Period

General Principle

Applicants for income assistance must make application for any other benefit,
settlement, or payment to which they may be entitled. Refusal to do so renders
them ineligible for income assistance.

Time-limited hardship assistance may be issued pending the outcome of
application for other benefits (see Chapter 7, Hardship Assistance).

Refusal to file an income tax return to receive the Canada Child Benefit cheque
does not render an applicant ineligible for income assistance. However, there
is no Canada Child Benefit top-up allowance available if the family refuses to
establish entitlement by filing a tax return, or submitting any required
notification to Canada Revenue Agency (CRA). See Chapter 11.2, or CRA web
site at: http://www.cra-arc.gc.ca/menu-eng.html.

Waiting Period

Application for assistance is often made by a person immediately following loss
of employment.

The administering authority must consider resources, such as final pay cheque,
vacation pay, severance pay, or returned pension contributions, that are
available to support the applicant during the immediate period.

An applicant does not establish need until the end of a time period, following loss
of employment, equivalent to a pay period when last employed, adjusted to take
account of severance and vacation pay, and returned pension funds.
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4.7 Assets

Assets

General Principle
July 2019

Applicants and recipients for income assistance or disability assistance are
expected to use their assets for personal independence purposes if the value of
the assets exceeds the specified exemption levels.

Assets are only considered assets under this policy if they are cash or can be
converted to cash. All assets have an intrinsic monetary value; therefore, the
term convert refers to the “ability” to sell the asset. In all circumstances, the onus
rests with the applicant or recipient to provide reasonable documented evidence
that the asset could not be sold.

The decision as to whether or not the asset can be converted to cash is the
responsibility of the Administering Authority to make based on information
provided by the applicant or recipient.

Applicants and recipients are required to reasonably determine the value of all
assets and provide verification of the value on request. If they do not provide
verification, they may be determined ineligible for assistance.

Definitions
July 2019

Assets include any of the following:

Cash (see cash assets under Definitions)

Equity in property

Equity in investments or other financial instruments

Equity in trust where the applicant or recipient has control over
disbursements

Policy

Eligibility

July 2019

Assets do not affect eligibility for income assistance or disability assistance when the
value of the assets is within the exemption levels. Where the value of assets exceeds
the exemption levels, applicants and recipients are not eligible for income assistance or
disability assistance, as they are required to use their assets for personal
independence.
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4.7 Assets

Exempt Assets
January 2021

The following are exempt assets and are not to be included when calculating the
amount of assets an applicant or a recipient possesses for the purposes of
applying the policy on Allowable Assets Limits:

¢ clothing and necessary household equipment
e one motor vehicle generally used for day-to-day transportation needs.
e a family unit’s place of residence

e money received or to be received from a mortgage on, or an agreement for
sale of, the family unit’s previous place of residence if the money is either:

o applied to the amount owing on the family unit’s current place of
residence, or

o used to pay rent for the family unit’s current place of residence
¢ a child tax benefit under the Income Tax Act (Canada)
¢ a child tax credit under the Income Tax Act (Canada)
e a Canada Child Benefit payment under the Income Tax Act (Canada)

e a Universal Child Care Benefit under the Universal Child Care Benefit Act
(Canada)

e a BC basic family bonus

e a BC Child Opportunity Benefit

e atax refund under the Income Tax Act (Canada)

e a harmonized sales tax (HST) credit under the Income Tax Act (BC)
e agoods and services tax credit under the Income Tax Act (Canada)
e a sales tax credit under the Income Tax Act (BC)

e an uncashed life insurance policy with a cash surrender value of $1500 or
less

e business tools
e seed required by a farmer for the next crop year

e basic breeding stock held by a farmer at the date of the applicant’s
submission of the application for income assistance form, and female stock
held for stock replacement

e essential equipment and supplies for farming and commercial fishing
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4.7 Assets

e fishing craft and fishing gear owned and used by a commercial fisher

e an uncashed live insurance policy with a cash surrender value of $1,500 or
less

e prepaid funeral costs
e atax refund under the Income Tax act (Canada)
e a child tax credit under the Income Tax Act (Canada)

e a Universal Child Care Benefit under the Universal Child Care Benefit Act
(Canada)

e agoods and services tax credit under the Income Tax Act (Canada)
e a harmonized sales tax credit under the Income Tax Act (BC)
e a sales tax credit under the Income Tax Act (BC)

¢ benefits paid as Employment Insurance Maternity and Parental Benefits
under the Employment Insurance Act (Canada)

e benefits paid as Employment Insurance Special Benefits for Parents of
Critically lll Children under the Employment Insurance Act (Canada)

¢ arefundable medical expense supplement

e individual redress payments granted by the Government of Canada to a
person of Japanese ancestry

¢ individual payments granted by the Government of Canada under the
Extraordinary Assistance Plan to a person infected by the human
immunodeficiency virus

¢ individual payments granted by the Government of BC to a person infected by
the human immunodeficiency virus

¢ individual payments granted by the Government of Canada under the
Extraordinary Assistance Plan to thalidomide victims

e money from a lump sum settlement paid by the Government of BC to persons
awarded compensation that is by an adjudicative panel in respect of claims of
abuse at Jericho Hill School for the Deaf

e money paid under the 1986-1990 Hepatitis C Settlement Agreement made
June 15, 1999, except money paid under section 4.02 or 6.01 of Schedule A
or of Schedule B of that agreement

e money paid by the Government of Canada under a settlement agreement, to
persons who contracted Hepatitis C by receiving blood or blood products in
Canada prior to 1986 or after July 1, 1990, except money paid under that
agreement as income replacement
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e an income tax refund, or part of an income tax refund, that arises by reason of
a payment made by the Government of BC to the Government of Canada on
behalf of a person who incurred a tax liability due to income received under
the Forest Worker Transition Program

e money received from the Common Experience Payment or through the
Independent Assessment Process under the Indian Residential Schools
Settlement Agreement

e money paid to a person in settlement of a claim of abuse at an Indian
residential school, except money paid as income replacement in the
settlement

e lump sum payments made to clients as members of the Canadian Pension
Plan (CPP) Class Action Settlement are exempt from unearned income up to
the allowable asset level for the family unit

e post adoption assistance payments provided under the Adoption Regulation
e assets exempt under Income from Self-employment (see Chapter 4.8)
e assets held in asset development accounts

e assets held in trust for persons in a special care facility or for persons with the
PWD designation

e payments granted by the Government of BC as Interim Early Intensive
Intervention Funding (renamed Autism Funding: Under age 6 Program,
effective February 1, 2005)

e payments granted by the Government of BC under section 8 of the Child,
Family and Community Service Act agreement with child's kin and others

e payments granted by the Government of BC under the Ministry of Children
and Family Development's At Home Program

e payments granted by the Government of BC under the Ministry of Children
and Family Development's Extended Autism Intervention Program (renamed
Autism Funding: Age 6-18 Program, effective February 1, 2005)

e payments granted by the Government of BC under an agreement for
contributions to the support of a child to a person other than a parent of that
child

e funds held in a registered education savings plan (RESP) for which a recipient
or a dependent child in a family unit is either a named beneficiary of the
RESP, the subscriber to the RESP or both

e atravel supplement provided under the authority of Community Living British
Columbia

¢ individual payments dispersed from the BC Institutional Legacy Trust Fund
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e aworking income tax benefit, including a disability supplement under the
Income Tax Act (Canada)

Note: the working income tax benefit and disability supplement can be
received either quarterly or annually and is exempt regardless of the
frequency of payment

e a quarterly Climate Action Tax Credit and the one-time Climate Action
Dividend under the Income Tax Act (BC)

e retroactive compensation awards including interest for pain and suffering,
made under the Criminal Injury Compensation Act, for claimants who were
minor victims of assault and who registered their claim from 1980 to 1992 in
which these compensation decisions were deferred

e eviction compensation payments are considered exempt up to the asset level
of the family unit.

e money paid by the Government of Canada, under a settlement agreement, to
persons who contracted Hepatitis C by receiving blood or blood products in
Canada prior to 1986 or after July 1, 1990, except money paid under that
agreement as income replacement

e funds held in, or money withdrawn from, a Registered Disability Savings Plan
(RDSP)

e money from a lump-sum settlement paid by the Government of BC to persons
awarded compensation in respect of claims of abuse at Woodlands School

e money that is paid or payable by the Government of BC to or for a person
because the person was a resident of Woodlands School

e payments granted by the Government of BC under the Temporary Education
Support for Parents program

e money paid or payable from a fund established by the Government of BC, the
Government of Canada and the City of Vancouver in relation to a
recommendation in the final report of the Missing Women Commission of
Inquiry

¢ individual payments dispersed from the BC Institutional Legacy Trust Fund

e a working income tax benefit, including a disability supplement provided under
the Income Tax Act (Canada)

Note: the working income tax benefit and disability supplement can be
received either quarterly or annually and is exempt regardless of the
frequency of payment

e payments granted by the government of BC under the Temporary Education
Support for Parents Program
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e aBC Early Childhood Tax Benefit

e money paid or payable by the Government of BC to a person in accordance
with an award or settlement in respect of a claim for injury, loss or damage
caused by the minister, the ministry, an employee of the ministry or a person
retained under a contract to perform services for the ministry

e money paid or payable by Community Living BC (CLBC) to a person in
accordance with an award or settlement in respect of a claim for injury, loss or
damage caused by CLBC, an employee of CLBC or a person retained under
a contract to perform services for CLBC

e compensation paid to children of a deceased worker under Division 5 of Part
4 or Section 225 of the Workers Compensation Act

e adisabled contributor’s child benefit — Canada Pension Plan
o foster care payments to clients for the care of children

e money paid, or payable by the Public Guardian and Trustee in respect of a
child

e money that is paid or payable from a settlement agreement with the
Government of Canada in respect of Treaty No.8 agricultural benefits

e money that is paid or payable by the Government of BC to or for a person if
the payment is in accordance with an award in a legal proceeding or with a
settlement agreement in respect of a claim for injury, loss or damage caused
by the Minister of Children and Family Development, that ministry, an
employee of that ministry or a person retained under contract to perform
services for that ministry

e Money that is paid or payable by the government of British Columbia to or for
a person because the person was a resident of Woodlands School

e money that is paid or payable from compensation paid by the Government of
Canada to the Songhees Nation under the terms of the Songhees Nation
settlement agreement or to the Esquimalt Nation under the terms of the
Esquimalt Nation settlement agreement

e money that is paid or payable under the Memorial Grant Program for First
Responders established under the authority of the Department of Public
Safety and Emergency Preparedness Act (Canada)

e money received from the Federal Indian Day Schools Settlement Agreement
e money received from the Sixties Scoop Settlement Agreement

e payments (including money, or goods or services received “in kind”) made by
an organization that has received a Work Experience Opportunities Grant
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(WEOG) from the ministry, to a person participating in a WEOG funded work
experience program.
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4.7

Assets

Allowable Asset Limits

July 1, 2019

Income Assistance Disability Assistance

Single Couple, and one or Single/Couple Couple where

two parent families and one or two both have PWD
parent families designation
Basic Limits

Cash/Savings $5,000 $10,000 $100,000 $200,000
Vehicle Exempt: one vehicle used for day to day | No Limit

transportation needs

Not exempt: Subsequent vehicles —
equity included as part of basic limits

Registered Savings and Trust Limits

Redeemable RRSP

Not Exempt — same treatment as
cash/savings/equity

Not Exempt — same treatment as
cash/savings/equity

Non-Redeemable Exempt Exempt
RRSP
RESP Exempt Exempt
Trusts Non-Discretionary trusts: Not Exempt — Non-Discretionary Trusts: Exempt —
same treatment as cash/savings/equity. capital contributions up to $200,000
plus any associated return on
Discretionary Trusts: exempt in certain investment
narrow circumstances
Discretionary: Exempt
RDSP RSDP Withdrawal: Exempt — Even if it is converted to a non-exempt asset. It is

the client’s responsibility for clearly documenting that the funds originated directly

from an RDSP.
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4.7 Assets

Asset Limits for Persons Applying for PWD Designation
July 2019

Persons who intend to apply for Persons with Disabilities (PWD) designation and
who are in need of financial support may receive income assistance and retain
their assets at the higher limits (including assets over the PWD level in the
process of being transferred into a trust or Registered Disability Savings Plan or
“‘RDSP”) applicable to recipients of disability assistance, until their PWD
designation is determined.

To qualify for income assistance, these applicants are required to meet all
eligibility criteria outlined in the Social Development Policy and Procedures
Handbook, Volume 1, with the exception that their assets are to be tested at the
higher limits allowed to recipients of disability assistance as noted above. While
waiting for the determination of their PWD designation, they are entitled to retain
assets over the income assistance limits, but not exceeding the asset limits
applicable to recipients of disability assistance as noted above.

Asset Limits for Clients Receiving Accommodation or Care in a
Private Hospital or Special Care Facility or Admitted to a Hospital for

Extended Care
July 2019

Clients receiving accommodation or care in a private hospital or a special care
facility (other than a residential substance use facility), or who are admitted to a
hospital for extended care are subject to the same general asset exemptions as
clients with the Persons with Disabilities (PWD) designation.

These clients can also access the same trust policy exemptions as PWD clients,
including the temporary asset exemption for assets intended for a trust or
Registered Disability Savings Plan (RDSP).

Asset-Related Sanctions
April 2019
Disposing of Property or Assets for Inadequate Consideration

Applicants or recipients may not sell an asset for a value that is less than its
intrinsic value. Doing so may result in a period of ineligibility or rate reduction.

This rule applies to disposal of assets within two years prior to application or
while the recipient is on income assistance.
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Recipients who receive a CPP Class Action Settlement lump sum payment and
purchase eligible exempt assets will not be deemed to have inappropriately
disposed of property or assets.

Disposing of Property to Reduce Assets

Applicants and recipients who decrease the value of their assets by giving them
to family, or to others with the intent of reducing their assets to make themselves
eligible for income assistance may have sanctions applied to their family unit’s
assistance.

This rule applies to disposal of assets within two years prior to application, or
while the recipient is in receipt of assistance.
Failing to Accept or Pursue Assets

Applicants and recipients who fail to accept or pursue assets may be ineligible for
income assistance or may have a rate reduction applied to the family unit’s
assistance.

This rule applies to the failure to pursue or accept assets within two years prior to
application or while the recipient is in receipt of assistance.

Types of Assets
July 2019

Cash Assets

Cash assets are defined as money on hand, money in bank accounts, money
orders, or cheques that can be immediately cashed.

Note: Asset limits as set out in the Assets Rate Table include cash assets.

Lump sum payments received under the Canada Pension Plan (CPP) Class
Action Settlement Agreement as approved by the Supreme Court, Kelowna
Registry in Action No. S50808 are treated as “other financial awards” and are
exempt from unearned income up to the allowable asset level for the family unit.
Eligible exempt assets may be purchased and recipients will not be deemed to
have inappropriately disposed of property or assets. For example, if a portion of
the lump sum payment was used to purchase an RRSP, it would not be
considered inappropriately disposed of assets.
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Vehicles

When determining eligibility for income assistance, one motor vehicle is exempt
for the purposes of determining an applicant’s or recipient’s assets if it is
generally used for day-to-day transportation needs, and the equity in the motor
vehicle does not exceed the allowable amount (see Allowable Asset Limits Rate
Table).

Subsequent vehicles are not exempt and the equity is included as part of the
applicant or recipient’s asset limit.

he onus rests with applicants or recipients to provide documentation on the
equity of subsequent vehicles. The VMR (Vehicle Market Research) Canada
website may be used to verify a vehicle’s wholesale value and NADA (National
Automobile Dealers Association) Guides to value other types of vehicles (e.g.
motorcycles).

When determining the wholesale value of a vehicle, only the year, make, model
and mileage will be considered. Additions such as “upgrades” will not be
considered. Example: 2004 Ford Focus 4 door station wagon (120,000 km) with
power locks and air conditioning would be treated as standard. Additions such as
the air conditioning and power locks would not be considered when determining
the wholesale value. Once the wholesale value is determined, money owed on
the vehicle must be deducted from the value to determine the equity.

A leased vehicle is not considered an asset.

Jointly Owned Assets

When it is determined that an asset that is jointly owned cannot be disposed of
because the other owner will not co-operate, the BSDW may deem the asset not
available. This decision is valid for a 6-month period and may be extended for a
maximum of 2 years.

Sale of Personal Property

Money received from sale of personal property is considered to be an asset.

All or part of the money received from the sale of a home may be exempted as a
personal asset for a limited time (ordinarily 3 months) in the following situations:

¢ the client intends to invest the equity in the purchase of a primary
residence

e money is being used for mortgage payments for the family unit’s current
place of residence.
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Compensation Payments

A compensation payment considered exempt under the BC Region Social
Development Policy and Procedures Handbook, Vol. 1 may continue to be
exempt if it is converted to a non-exempt asset. It is, however, the responsibility
of the client to clearly document that the funds used to purchase this non-exempt
asset originated directly from the compensation payment.

For example, if a client received a Hepatitis C settlement and invested those
funds in a Registered Retirement Savings Plan (RRSP) the funds could still be
considered a Hepatitis C settlement (exempt asset) provided the client could
clearly document their origin.

Business Assets
April 2019

For participants in self-employment, the following assets are exempt when part of
their business:
e any assets of the business, including business tools and equipment that
enhance the long-term viability or functionality of the small business
e areserve account of up to the amount shown in the rate tables (assets)
established to meet anticipated future business expenses
e business loans used for permitted operating expenses or approved
renovations, or deposited in the cash asset development account

Business assets (including cash asset accounts) are no longer exempt once
participation in self-employment ends.

Farm Assets
April 2019

When farmland, excluding a house, is rented before being sold, any revenue
obtained by an applicant or recipient is considered unearned income. When a
farm is sold, the equity after the sale is considered an asset.

Registered Disability Savings Plan (RDSP)
April 2019

Assets held in a Registered Disability Savings Plan (RDSP) are exempt.
Payments from an RDSP are exempt as both income and assets. RDSP
payments can be used for any purpose, and do not impact eligibility for hardship
assistance, income assistance or disability assistance.
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4.7 Assets

A payment from an RDSP remains exempt even if it is converted to a non-
exempt asset. It is, however, the responsibility of the client to clearly document
that the funds originated directly from an RDSP.

Example: A client withdraws money from an RDSP and keeps the funds as cash
while the client shops for a non-exempt vehicle. Both the cash and the non-
exempt vehicle could still be considered exempt provided the client clearly
documents the origin of the funds used to make the purchase.

Any client can set up an RDSP if they meet the federal Government's criteria. To
meet the federal Government’s criteria, clients must be under 60 years of age
and must apply and be found eligible for the Disability Tax Credit. Not all PWD
clients will qualify for the Disability Tax Credit as provincial and federal disability
criteria differ.

Up to $200,000 can be contributed to an RDSP. The federal Government
provides bonds and matching grants for contributions to RDSPs. Clients may
also be eligible for a $150 gift to their RDSP from the Vancouver Foundation’s
Endowment 150 program.

Payments from RDSPs are exempt as income. Eligible clients may choose to
transfer newly received assets into an RDSP (or trust),to avoid being over the
asset limit in subsequent months.

Reporting Contributions

Clients do not need to report RDSP balances or contributions from outside their
family unit, but are required to report personal contributions, contributions from
their family unit, and payments.

Registered Retirement Savings Plans

Money held in Registered Retirement Savings Plans (RRSPs) is considered an
asset for the purpose of determining eligibility for assistance. RRSPs may include
any of the following:

guaranteed income certificates (GICs)
stocks

bonds

treasury bills

mutual funds
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Redeemable RRSPs

Unless an RRSP is locked-in pursuant to BC’s Pension Benefits Standards Act or
similar federal or provincial legislation, it is redeemable. Money can be withdrawn
from a redeemable RRSP before retirement but may be subject to a withholding
tax and income tax. Redeemable RRSPs are considered assets for eligibility
purposes and may impact eligibility.

Non-Redeemable (locked-in) RRSPs and Registered Retirement Income
Funds (RRIFs)
April 2019

Only RRSPs and RRIFs that are locked-in pursuant to the Pension Benefits
Standards Act are considered unavailable assets and do not impact eligibility.

The Pension Benefits Standards Act provides regulatory authority for locked-in
pension plans and provides authority for transfers from those pension plans to
locked-in RRSPs and RRIFs. Locked-in pension plans are employer-sponsored
Registered Pension Plans (RPPs). When employment ceases,

the locked-in funds must be used to provide a retirement income and may not be
paid out as a cash lump sum (subject to limited exceptions permitted by the
governing legislation, such as financial hardship). Registered Pension Plans
(RPPs) and locked-in RRSPs and RRIFs containing pension funds transferred
from RPPs are not considered assets for eligibility purposes and clients are not
required to unlock them.

Clients should provide the administering authority confirmation from the financial
institution where their RRSP or RRIF is held that their RRSP or RRIF is locked-in
and unavailable. Once an RRSP or RRIF is no longer locked-in, it is considered
an asset and may impact eligibility for assistance.

Loans and Credit

If an applicant or recipient chooses to negotiate a cash loan, the loan amount is
not included in the calculation of entitlement, as it is not defined as "earned" or
"unearned" income. The amount, when received, is an "asset" in the form of
cash and the recipient becomes ineligible if the asset exceeds the asset level for
the family. This also applies to funds accessed from a line of credit, credit card or
a reverse mortgage. However, to be considered a loan, repayment terms must
exist prior to acceptance.
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Trusts

The following client types may transfer assets into a discretionary trust or a non-
discretionary trust, under certain conditions, without affecting eligibility for
assistance:

o Clients who have the PWD designation.

« A client who resides in a private hospital or a special care facility (other
than a drug or alcohol treatment centre)

« Clients or applicants awaiting a PWD adjudication decision or completing
a PWD Application form

Tax Refund

Tax refunds are exempt as assets for the purposes of determining the assets of
an applicant or recipient of income assistance or disability assistance. For
example, if an applicant has $3,000 in a bank account from an income tax refund,
it would be considered exempt.

Tax refunds are fully exempt regardless of how many years of tax refunds are
received.

It is the responsibility of the client to clearly document that the funds originated
directly from a tax refund.

Clients can use tax refunds to purchase other exempt assets and they will not be
deemed to have inappropriately disposed of property or assets. If a client
purchases a non-exempt asset, it would be considered as part of their general
asset limit.

Hardship cases are not eligible for income tax refund exemptions.
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Procedures
Eligibility Documentation and Forms
e Budget and Decision Form (901-25)
e Social Assistance Monthly Renewal Declaration (901-28)
Applicant e Copies of earnings and unearned income (e.g., payslips, cheque stubs, etc.)
or e Copies of all utility documents
Recipient ¢ Copy of Rental Agreement
e Income Assistance Report (DCI #455897)
o All other required income assistance documents

¢ Indigenous Services Canada Recipient Reporting Guide
https://www.aadnc-aandc.gc.ca/eng/1385559716700/1385559777677
e Programs & Services for Seniors (including CPP/OAS information)
https://www.canada.ca/en/employment-social-
development/campaigns/seniors.html

Resources ¢ Registered Disability Savings Plan (RDSP)
https://www.canada.ca/en/revenue-
agency/services/tax/individuals/topics/registered-disability-savings-plan-
rdsp.html

e Canada Revenue Agency
http://www.cra-arc.gc.ca/ndvdls-fmls/menu-eng.html
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4.7 Assets

Procedures
July 2019

Asset Limits for Persons Applying for PWD Designation
July 2019

In circumstances where a client has been found eligible or is receiving income
assistance and intends to apply for the Persons with Disabilities (PWD) designation,
BSDWs may exempt the client’s assets up to the limits shown in Allowable Asset Limits
Table by following these steps:

1. Review all documentation required to verify the assets
2. Ask the client to confirm their intent to apply for the PWD designation.

3. For new applications, ensure that the asset amount has been added in the
system. For recipients of income assistance, update the assets. Record the
amounts and types of assets.

4. Review the Allowable Asset Limits rate table and inform the client whether he
or she meets, or will likely meet within 6 months, the criteria for asset limits
exemption while in the process of applying for the PWD designation and
provide reasons.

5. Once financial eligibility (or the likelihood within 6 months) has been
determined and the client has been provided with the PWD application form
through BCANDS, update the PWD information for the contact.

6. Inform the client of the expectation to submit their completed PWD application
to BCANDS for approval.

7. Make notes for the decision regarding the asset limits exemption.

Note: If a client is found ineligible for the PWD designation, the income
assistance they received during the period when they were exempt from the
asset limits pending the outcome of their PWD Designation Application is not
considered repayable.

CPP Lump Sum Payments
May 1, 2005

Lump sum payments received under the Canada Pension Plan (CPP) Class
Action Settlement Agreement as approved by the Supreme Court, Kelowna
Registry in Action No. S50808, are treated as “other financial awards” and are
exempt from unearned income up to the allowable asset level for the family unit.
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Eligible exempt assets may be purchased and recipients will not be deemed to
have inappropriately disposed of property or assets.

Any amounts over the asset level are to be treated as unearned income and
deducted from the income assistance for the month.

Clients who have deductions in their income assistance due to an excess cash
asset may apply through Doak Shirreff, lawyers for the Class, for a
reimbursement of up to $300. All reimbursements must be made by October 29,
2005.

Eligibility for the following months will be assessed based on current income and
asset criteria.

If clients purchase eligible exempt assets, they will be deemed to have
appropriately disposed of property or assets.

Registered Disability Savings Plan (RDSP)
December 1, 2015

If an eligible client receives earned income or unearned income, it is
considered income in the month received. Certain income exemptions apply.
Received income becomes an asset in subsequent months unless it is spent.

Clients must be informed of the policy’s trust and RDSP provisions. While
BSDWs can advise clients that the option to open an RDSP exists, no advice
may be provided to the client regarding whether an RDSP or trust is appropriate
or better for a particular client. Clients will be advised to seek independent
advice.

If an eligible client does not have an RDSP and the client wishes to transfer an
asset to an RDSP, the policy allows the client up to three months to do so (the
first month being the month in which the asset is received). During the three-
month period described above, the administering authority will exempt assets
intended to be transferred into the client’'s RDSP account. If after three months,
the client has not set up an RDSP, the client’s circumstances will be reassessed.
If the client provides documentation from a financial institution to prove they are
making reasonable efforts to establish an RDSP, and the delay is beyond their
control, the exemption for the asset may be extended on a month-by-month
basis. The client must provide documentation each month for which an extension
is requested. The exemption ceases to apply if the administering authority
becomes aware of information that indicates that a client does not intend to
contribute the asset or a portion of the asset to an RDSP.

Expenditures from an asset intended for an RDSP will be exempt only so long as
they are spent on “disability-related costs
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Examples of when an asset is not considered income in the month received:

e Assets rolled into an RDSP directly from a deceased parent’s Registered
Retirement Savings Plan (RRSP) or Registered Retirement Income Fund.
e An exempt asset transferred into an RDSP, for example a transfer from a trust;
the asset remains exempt and does not impact eligibility for assistance.
e An asset passes directly into an RDSP, and the client never receives the asset.
o Example: if a relative chooses to make regular deposits directly into an
RDSP for the client, those deposits will not be considered income.

Examples of when an asset is considered income in the month received:

« Earned or unearned income (such as CPP disability payments or earned
income). This income cannot be redirected into a RDSP without first being
counted as income in the month received.

« Aclient has an entitlement to an asset, but directs the person who has to transfer
the asset to the client to instead transfer the asset into an RDSP.

The BSDW shall determine if the value of the assets exceeds specified exemption
levels as follows:

1. request an applicant or a recipient report all, including cash assets, family
assets,

2. determine which assets are exempt for the purpose of calculating the amount
of total assets,

3. determine the value of, and total the amount of all non-exempt assets, and

4. determine if the amount of total asset is in excess of the allowable assets
limits for the classification and family unit of the applicant or the recipient by
applying the policy outlined in “Allowable Assets Limits” chart.

If applicants or recipients have assets in excess of the allowable limit, they are
not eligible for income assistance.

The BSDW must place all documentation and appropriate case notes on the
client’s file.

Budget and Decision Form (901-25)

The BSDW shall enter information regarding assets for applicants and recipients
in the Budget and Decision Form (901-25) as follows:

1. Comment section, enter the following items under this section for all
applicants and recipients:
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i)  Amount of total non-excluded assets,
i) Amount of assets in excess of allowable limits

iii) If applicable, indicate that the applicant or recipient is not eligible for
income assistance because the asset is over the allowable limits
2. Comment section, enter the following items for new applicants who are not
persons with disabilities:
i)  Amount of cash/savings assets
i) Amount of cash/savings assets in excess of allowable limits

iii) If applicable, indicate that the applicant is not eligible for income
assistance because the cash asset is over the allowable limits

3. Resources section, enter if an applicant has cash/savings assets over the
maximum limit at the time of application, but would otherwise be eligible
for assistance:

i) calculate and enter the amount of the total value of cash assets in
excess of the allowable assets limits under Other Income Total on
line (3) and

i) include in calculating the Total Monthly Deduction on line (5)

4. Monthly Requirements section, calculate and enter the amount of total
monthly requirements in the Monthly Requirements box and:

i) enter the amount from line (5) in the Less Deductions (No 5) From
Resources box

i) calculate the entitlement (Monthly Requirements minus Less
Deductions) and enter the amount in the Entitlement box

The BSDW shall enter all other required information in the Budget and Decision
Form (901-25) and ensure that the applicant (or recipient) and the BSDW have
both signed and dated the completed form before giving the canary copy to the
client.

The BSDW shall keep the white copy of the Budget and Decision Form (901-25)
with original signatures on the client’s file.

DCI # 455897 — INCOME ASSISTANCE REPORT

The Administering Authority is to report all expenditures and caseload information on
the Income Assistance Report DCI #455897.
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Department of Indigenous Services Canada 4.8

Unearned Income

General Principle

January 2017

Applicants and recipients are required to use all income not specifically
considered as exempt to support themselves before receiving social assistance.

Excess Income

Applicants and recipients whose earned and unearned income (after all allowable
exemptions have been applied), exceeds the applicable amount of social
assistance benefits, are not eligible to receive social assistance for that month.

Definition of Unearned Income

Unearned income is defined as money, goods, capital gains, or services derived

from:

gifts of money, annuities, stocks, bonds, shares and interest bearing
accounts or properties, and other assets (The administering authority
may estimate an income from assets when actual income is not
known. Annual income from assets may be apportioned equally over a
12-month period for the purpose of determining social assistance
benefits.)

cooperative corporations as defined in the Real Estate Act

war disability pensions, military pensions, and war veterans’
allowances, Department of Veterans Affairs

insurance benefits, except when paid as compensation for a destroyed
asset

Superannuation (retirement pensions) benefits

any type or class of Canada Pension Plan benefits

Employment Insurance (EI) benefits

union or lodge benefits

financial assistance given under the Social Development Policy and
Procedures Manual, or given by another provincial agency or
jurisdiction

worker’'s compensation benefits, and disability payments or pensions
widows’ or orphans’ allowances

income from a trust or inheritance
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Unearned Income

net rental income from tools, vehicles, or equipment, and land, self-
contained suites and property apart from the actual residence of the
recipient

interest earned on a mortgage or agreement for sale

maintenance payments or services received under a court order, a
separation agreement or other agreement

education and training allowances, grants, loans, bursaries, or
scholarships

a lottery or game of chance

awards of compensation under the Criminal Injury Compensation Act
or awards of benefits under the Crime Victim Assistance Act, other
than an award paid for repair or replacement of damaged or destroyed
property

any other financial awards or compensation

Federal Old Age Security (OAS) and Guaranteed Income Supplement
(GIS) payments

financial contributions made by a sponsor pursuant to an undertaking
given for the purposes of the Immigration and Refugee Protection Act
(Canada) or the Immigration Act (Canada)

Tax Refund

income from an estate

specific claims settlements

other income that is not earned income

Treatment of Unearned Income

Unearned income is deducted from social assistance benefits except as
specifically outlined in this section.

Time Limit on Application of Deductions and Exemptions

The deductions and exemptions apply only in the month in which the income is
received and must not be applied retroactively or pro-rated prospectively.

Deductions from Unearned Income

The only deductions permitted from unearned income are any income tax
deducted at source from employment insurance benefits, and essential operating
costs of renting self-contained suites.
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Unearned Income

Exemptions on Unearned Income

Specific Claims Settlements, Criminal Injuries Awards and One-Time
Financial Awards

Awards from specific claims settlements, criminal injuries compensation, and
one-time financial awards are deemed to be unearned income.

Any portion of the award specified as compensation for lost or destroyed property
is not classed as income.

All remaining income from the above is treated as follows:
e recipients may use the income to build their total assets to the

maximum asset exemption level (see section 4.7, Assets)

e any income left after financial assets have reached maximum
exemption levels is totally deducted from social assistance benefits

Monthly payments from criminal injuries compensation, WCB, etc., are totally
deducted from the recipient’s monthly social assistance entitlement.

Department of Veterans Affairs

Income from Department of Veteran Affairs (DVA) is exempt up to $50 for any
person in the family unit, and the total value of these allowances does not exceed
$50 (see section 4.9, Income and Exemptions).

Disbursements from Trust Funds (Income)

For recipients of regular social assistance benefits, disbursements from
discretionary or non-discretionary trust funds are to be considered unearned
income in the month in which the disbursement occurs.

The following applies specifically to social assistance recipients designated as
Persons with Disabilities (PWD):

Disbursements from either type of trust fund will be totally exempt if they:
. De\_/i(_:es or medical aids that improve the health or well-being of the
recipients
e Caregiver or other such disability-related services
e Education or training
e Necessary maintenance on the recipients’ home

e Renovations or changes to the recipients home that make it easier for
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4.8 Unearned Income

them to live there

There is no limit on the amount that can be spent from the trust recipients’ trust
on these disability-related items. In addition, using a trust payment to buy a place

of residence, or make a contribution to a Registered Education Savings Plan
(RESP) or Registered Disability Savings Plan (RDSP) will not result in assistance
being reduced.

PWD clients can also receive up to $8,000 from their trust each year to help them
live more independently. If the client spends more than $8,000 in a year on items
or services to promote independence, that money will be considered unearned
income and will be deducted from the next PWD assistance amount.
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4.8 Unearned Income

Procedures

Eligibility Documentation and Forms

Income Assistance Report (DCI #455897)

All other required income assistance documents

¢ Income Assistance Report and National Reporting Guide(DCI 455897 FNITP)
http://www.aadnc- aandc.gc.ca/eng/1385559716700/1385559777677

¢ Recipient Reporting Guide
http://www.aadnc-aandc.gc.ca/eng/1385559716700/1385559777677
Resources e Disability Assistance and Trusts
http://www.eia.gov.bc.ca/publicat/bcea/trusts.htm

¢ Registered Disability Savings Plan (RDSP) or 1-800-622-6232
http://www.hrsdc.gc.ca/eng/disability issues/disability savings/index.shtml

e Budget and Decision Form (901-25)

e Social Assistance Monthly Renewal Declaration (901-28)
Applicant e Copies of earnings and unearned income (e.g., payslips, cheque stubs, etc.)
or e Copies of all utility documents
Recipient ¢ Copy of Rental Agreement

[ ]

[ ]

Procedures

The Band Social Development Worker shall calculate all monthly income of the
applicant or recipient and adult dependants, and apply the appropriate exemptions:

1. A copy of the earned and unearned income used to determine the applicant or
recipient eligibility must be attached to the Budget and Decision Form (901-25) that
is placed on file with appropriate case notes.

2. Applicants and recipients whose net income (earned and unearned) exceeds the
applicable amount of income assistance benefits, are not eligible for income
assistance benefits. The client will be provided with a copy of the decision
documented on the 901-25 form.

3. Applicants and recipients whose net income (earned and unearned) is less than the
applicable amount of income assistance benefits, may be eligible for supplementary
income assistance benefits as documented on the 901-25 form.

It is the responsibility of the client to provide documents to verify their eligibility for the
appropriate benefit.

Details of the verification and original documents or copies of originals that are stamped
“certified true copy” are to be placed on the client’s file. For further details on
documentation requirements (see Chapter 3, Application and Assessment).

Budget and Decision Form (901-25)

The Budget and Decision Form (901-25) is to be completed in full and document the
approved earned and unearned income for applicants and recipients as follows:
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4.8 Unearned Income

1. Comment section - indicate “type of income” and calculate the family units
portion for each eligible item if shared shelter;

2. Under Resource section write the:

a. amount of income under appropriate heading for earned and/or
unearned

b. amount of applicable exemption allowed

c. total monthly deduction under number 5

3. Under Monthly Requirements section:
a. calculate and enter the amount of total monthly requirements in the
Monthly Requirements box,

b. enter the amount from line (5) in the Less Deductions (No 5) from
the Resources box,

c. calculate the entitlement (Monthly Requirements minus Less
Deductions) and enter the amount in the Entitlement box, and

d. issue the amount entered in the entitlement box to the
client/recipient.

4. Signatures and date to be completed for both the applicant (and recipient)
and the BSDW before a copy is provided to the client.

5. Signatures and date to be completed for both the applicant (and recipient)
and the BSDW before a copy is provided to the client.

All required documentation (i.e., copy of the income) is to be attached to the 901-25
form.

The applicants/recipients monthly entitlement is charged to the basic needs budget.

Prepare a new Budget and Decision Form (901-25) when number of persons occupying
the home change or when there is a reported change (see Chapter 4, Eligibility).

All income assistance program expenditures must have the required documentation
attached to the 901-25 form (see table above for examples of documentation).

DCI # 455897 — INCOME ASSISTANCE REPORT

Special Needs expenditures are reported under number 14.Income Assistance
Expenditures, (b) Special Needs on the Income Assistance Report (DCI#455897).

The Administering Authority is to report all expenditures and caseload information by
completing:

1. Pages 1-4, Part A caseload details for applicant/recipient; and
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4.8 Unearned Income

2. Pages 5-6, Part B Financial Management Report sections:
e 14. Income Assistance Expenditures,
e 15. Shelter Information,
e 16. Children Out of Parental Home, and

e Declaration.
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4.9 Income and Exemptions

Earned Income and Exemptions

General Principle
Effective: April 2019

An applicant or recipient who is an employable person, a Person with Persistent
Multiple Barriers (PPMB) or a Person with Disabilities (PWD) who is in receipt of
income assistance is required to use all income (earned and unearned) that is
not specifically considered as exempt to support themselves before receiving
income assistance. Also, to ensure that all possible income and means of
support are pursued.

Eligibility and Treatment of Income
Effective: January 2021

Applicants are required to pursue, accept, and use all possible income and other
means of support before income assistance, disability assistance or hardship
assistance may be issued.

To be eligible for income assistance, disability assistance or hardship assistance,
a family unit’'s net income must not equal or exceed the amount of income
assistance or persons with disability assistance that would be payable to a family
unit of that size and composition [For more information, see chapter 4.0 — Rate
Table for Income Assistance].

Eligibility may be determined at any time during the calendar month. If the
administering authority becomes aware a client has received income that may be
in excess of the amount of income assistance, disability assistance or hardship
assistance that would be payable to a family unit, the family unit’s eligibility will
be assessed prior to the next payment of assistance being issued.

Income can be earned, unearned, or exempt from income (not considered
income).

Eligibility is determined based on all available income and applicable exemptions.
Exemptions on income apply only in the calendar month in which the income is
actually received regardless of the date the income is earned or payable or the
date the income is reported.

Compensation payments considered exempt may continue to be exempt when
converted to a non-exempt asset. For example, if an applicant received a
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4.9 Income and Exemptions

Hepatitis C settlement (exempt income) and invested those funds into an RRSP
(non-exempt income), the funds will still be considered exempt as long as the
applicant can clearly document the origin of the original funds.

Note: In a family unit containing two recipients, both recipients do not have to be
employed to be eligible for the maximum exemption. As long as there are two
recipients in the family unit, they are eligible for full exemptions, regardless of
who earns the income.

Recipients of income assistance or hardship assistance are required to submit a
Monthly Renewal Declaration (901-28) form each month, where they must report
all income to the administering authority.

Recipients of disability assistance are required to submit a Monthly Renewal
Declaration when one or more of the following occur:

e they receive earned income;

e they receive unearned income that is Worker’'s compensation Board (WCB)
Temporary Wage Loss Replacement Payments issued under Sections 191
or 192 of the Workers Compensation Act;

e they receive any other income and/or money if the amount has changed or if
it is the first time they have received the money;

e there is any other change in their circumstances that arose in the previous
calendar month

For information on how specific types of income are treated and earning exemptions,
see the applicable Policy below.

Deductions from Earned Income
Effective: April 2019

Any amount garnished, attached, seized, deducted, or set off from income is
considered income, unless it qualifies for an exemption. The only deductions
permitted from earned income are the following when deducted at source for:

a) income tax

b) employment insurance
c) medical insurance

d) Canada Pension Plan
€) superannuation

f) company pension plan
g) union dues
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4.9 Income and Exemptions

Deductions from Unearned Income
Effective: April 2019

Any amount garnished, attached, seized, deducted, or set off from income is
considered income, unless it qualifies for an exemption.

The only deductions permitted from unearned income are the following:
e any income tax deducted at source from employment insurance benefits
e essential operating costs of renting self-contained suites.

Earnings Exemptions
Effective: January 2021

Earning exemptions provide clients who work with the ability to keep additional
income over and above their monthly income assistance payment, offering them
an opportunity to build job skills and experience to increase employability, take
advantage of part-time or temporary work, and better provide for their families
while receiving assistance.

Income Assistance applicants are eligible for an earnings exemption if the family
unit includes a person who has received income assistance or disability
assistance in at least one of the preceding six calendar months. Otherwise,
income assistance applicants are required to serve a one month waiting period
before being eligible for an earnings exemption.

Disability assistance applicants are eligible for an earnings exemption if the
family unit includes:

e A person designated as a Person with Disabilities (PWD) who previously
received disability assistance (i.e. a returning PWD client); or

¢ A person who received income assistance for at least one of the preceding
six calendar months.

The single highest exemption that applies to a family unit will be provided each
month, they cannot be combined. For example, if a PPMB client is a single
parent, they are eligible for the $900/month PPMB earnings exemption, as it is
higher than the $750/month family unit with a dependent child exemption.

Earning exemptions are not available to recipients of hardship assistance.

The BSDW must indicate on the Budget and Decision Form (901-25) if the client
is eligible for monthly or annual Earnings Exemption.
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4.9 Income and Exemptions

Monthly Earnings Exemption — Income Assistance
Effective: January 2021

Income assistance are eligible for a monthly earnings exemption. The level of
exemption is based on family unit size and composition, thus cannot be
combined.

The monthly earnings exemption can only be applied to earned income. Earned
income is any of the following:
e Any money or value received in exchange for work or the provision of a
service;
¢ Pension plan contributions that are refunded because of insufficient
contributions to create a pension;
e Money or value received form providing room and board at a person’s place
of residence
eMoney or value received from renting rooms that are common to and part of
a person’s place of residence

Earnings Exemptions
*Effective January 1, 2021

Earnings Exemption Amount
(per month)

*$500

Income Assistance - Eligible Clients

All family units, including individuals eligible for
income assistance but are employable

All family units with a dependent child or caring
for a supported child

A family unit where at least one individual is a
Person with Persistent Multiple Barriers
(PPMB). If both persons within the family unit *$900
have PPMB, the amount remains the same (it
is not doubled).

All family units with a dependent child or who
care for a supported child with a severe
disability where the disability of the child
precludes employment more than 30 hours a
week. This includes a child in receipt of COPH
assistance, or a foster child.

*$750

*$900
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4.9 Income and Exemptions

Annual Earnings Exemption (AEE) — Disability Assistance
Effective: January 2021

Persons with disabilities recipients are eligible for an annual earnings exemption
(AEE). The AEE allows individuals on disability assistance to use their earnings
exemption on an annual, instead of monthly basis and without a monthly
maximum. The intent of AEE is to better assist PWD recipients whose ability to
earn fluctuates during the year, for example, due to medical conditions.

A family unit's annual exemption limit is based on family unit size, composition
and number of qualifying months in the calendar year — see table below under
AEE limits.

The annual earnings exemption can only be applied to qualifying income.

Qualifying income is either of the following:
e Earned income, meaning:
o Any money or value received in exchange for work or the provision of
a service,
o Pension plan contributions that are refunded because of insufficient
contributions to create a pension,
o Money or value received from providing room and board at a
person’s place of residence,
o Money or value received from renting rooms that are common to and
part of a person’s place of residence; and
e Unearned income that is compensation paid under section 191 or 192 of the
Workers Compensation Act (WCB temporary wage loss replacement
benefits)

Each calendar year, AEE covers qualifying income received from January 15 to
December 31%, for March to February assistance months.

First time disability assistance recipients are required to serve a one month
waiting period before being eligible for the exemption unless they received
income assistance for at least one of the six preceding calendar months.
Returning PWD designated clients who have previously received disability
assistance have no wait period.
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4.9 Income and Exemptions

AEE limits

A family unit's AEE limit is established in the initial qualifying month for the family
unit and calculated using the base amount for the family unit multiplied by the
number of qualifying months remaining in the calendar year.

Disability Assistance — Annual Earnings Exemption (AEE) Limits
Effective January 1, 2021
Base amount
(multiplied by Maximum
Eligible Clients the # of Annual
qualifying Earnings
months in the | Exemption (full
calendar calendar year)
year)
A family unit with one adult recipient who
has the PWD designation $1,250 $15,000
A family unit with two adult recipients where
only one recipient has the PWD designation $1,500 $18,000
family unit where both individuals have the
PWD designation $2,500 $30,000

Under the AEE for PWD recipients, there is only an annual exemption limit —
there is no monthly maximum (the monthly amount is only used to calculate
qualifying months for the remainder of the calendar year). Once the family unit is
eligible for earnings exemptions, the amount of a family unit's disability
assistance is not impacted by earnings received up to the family unit's AEE limit.
Once a family unit's AEE limit is reached, any additional earnings received will be
deducted dollar for dollar from their disability assistance.

Each calendar year is a new exemption year. Any remaining exemption from the
previous year does not carry over into the new exemption year.

In a family unit containing two recipients, both recipients do not have to be
employed to be eligible for the maximum exemption. As long as there are two
recipients in the family unit, they are eligible for the full exemption, regardless of
who earns the income.
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4.9 Income and Exemptions

Combined Income
Effective: April 2019

Some family units may receive a combination of income where there are two
types of qualifying income.

For example: A PWD recipient receives $700 in WCB temporary wage loss
replacement benefits and their spouse earns $600 in employment income. The
total combined qualifying income is $1,300. As long as the family unit has enough
limit remaining in their annual earning exemption, they would be eligible for a total
exemption of $1,300. = Any non-qualifying income would be deducted from their
disability assistance.

Change in Family Circumstances

If there is a change in family circumstances during the calendar year, then the
amount remaining in the family unit's AEE limit will be adjusted (increased or
decreased) based on the circumstances of that change (e.g.: the addition of
spouse to a family unit or separation from a spouse or a period of ineligibility
within the year).

Note: Separation from or addition of a spouse results in the formation of a new
family unit. The AEE limit for this new family unit will be established starting with
a new initial qualifying month.

Family Separation: When couples on disability assistance separate in the
middle of the exemption year, the individuals move onto their own cases and no
longer share an AEE limit. Each PWD client will have their AEE limit pro-rated for
the remainder of the year, starting the month after the couple separates.
Qualifying income declared in the exemption year prior to the separation is not
deducted from the pro-rated amount. Individuals who do not have the PWD
designation and remain on income assistance will change over to the applicable
monthly earnings exemption.
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4.9 Income and Exemptions

Leaving Assistance and Returning within the Exemption Year

When an individual or family on disability assistance is no longer receiving it and
begins receiving assistance in the same year, their AEE limit upon return is
prorated because they were only receiving disability assistance for a portion of
the exemption year. Qualifying income while they were previously eligible is
deducted from the prorated amount. Income received while off of assistance is
not counted.

When a PWD client is no longer receiving DA and later beings receiving
assistance as part of a new family unit (change in family composition) all within
the same exemption year, the new family unit's AEE will be a combined total of
the residual AEE room of both individuals taking into account any period of
ineligibility for assistance.

It is important for clients using the AEE to keep track of their earnings and the
remaining amount of their AEE limit. Clients may want to use the AEE Income
Tracking Sheet. In addition, the Administering Authority will inform PWD clients if
they reach or exceed 75 percent of their AEE limit.

If a PWD client has used up their AEE limit for the exemption year, any additional
earned income is deducted dollar for dollar from their disability assistance.
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Exemption and Order of Income
Effective: May 2021

An exemption is allowed on certain categories of income only. The amount of exemption is applied to
income in the following order:

Income Type Exemption / Description Earned/ Treatment
Unearned
Income
BC Earned Recipients of income assistance, disability assistance, | Not Considered Fully Exempt
Income Benefit hardship assistance and CIHR Income
BC Institutional Individual payments dispersed from the BC Not Considered Fully Exempt
Legacy Trust Institutional Legacy Trust Fund Income
Fund
BC Child Recipients of Income assistance, persons with Not Considered Fully Exempt
Opportunity disability assistance, hardship assistance or COPH Income
Benefit Assistance
Child Care Regular child care, part-time or full-time. Costs may Earned Income See Monthly
be pro-rated over 12 months. Earning
(Essential operating costs can be deducted: cost of Exemption Chart
food provided, a portion of household expenses cost
of child care equipment).
Occasional babysitting Earned Income See Monthly
Earning
Exemption Chart
Canada Child Regular monthly payments Not Considered Fully Exempt
Benefit Recipients of income assistance, disability assistance, Income
hardship assistance and COPH
Retroactive Canada Child Tax Benefit (CCTB),), Unearned Fully Exempt
Universal Child Care Benefit (UCCB), BCECTB, Income
BCCOB, BC Earned Income Benefit, CDB,
Recipients of income assistance, disability assistance,
hardship assistance and COPH
Social Development Policy and Procedures Handbook Vol. 1 May 2021+ 9
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Income Type Exemption / Description Earned/ Treatment
Unearned
Income
Canada Child Retroactive CCB payments or former Family Bonus d Exempt if
Benefit (NCBS and BC Basic Family Bonus) payments (other Ul?liirmng Temporary
than the portion provided as the Temporary Child CCB/former
Benefits Top-up Supplement or the former Temporary Family Bonus
Family Bonus Top-up Supplement) (FB) Top-Up
Supplement not
received.

Recipients of income assistance, disability assistance,
hardship assistance and COPH

If Temporary
Child Benefits
Top-Up
Supplement (or
former FB top-
up) was received
for the same time
period, then the
amount of the
income
exemption will be
reduced by the
amount paid via
the Temporary
FB Top-Up
Supplement.

The maximum
reduction will be
the lesser of:

-The amount of
the CCB or FB
retroactive
payment, and

-The amount
provided via the
temporary
CCB/FB top-up
supplement

-The maximum
reduction will not
exceed one
month’s
assistance for
the family unit.
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4.9 Income and Exemptions
Income Type Exemption / Description Earned/ Treatment
Unearned
Income
Canada Child Any portion of Canada Child Benefit received by one Unearned Fully Exempt
Benefit parent from the other parent (exception: parents who Income
have the child as “dependent child”)
Recipients of income assistance, disability assistance,
hardship assistance and COPH
Child Disability Recipients of income assistance, person with Not Considered Fully Exempt
Benefit - Canada | disabilities assistance, hardship assistance and COPH Income
Child Benefit
Canada Pension Clients are required to report the total CPP benefits for Unearned No Exemption
Plan (CPP) which they are eligible. CPP income received by the Income
Benefits client in the current month must be reported on the
(All CPP benefit So_C|aI Assstgn_ce Monthly_RenewaI Declaration form
i to impact their income assistance for the month
ypes are . .
. following. For example, CPP received December 17,
considered 2013 10 b ted for J h .
unearned 0 be reported for January cheque issue.
income). . . . ;
Retroactive CPP income will be treated as unearned Unearned No Exemption
income and is considered to have been received by Income
the recipient in that month.
CPP Disabled Contributor's Children's (DCC) Benefit. Unearned Fully Exempt
Income
CPP Orphan of Deceased (ORP) Benefit. Unearned Fully Exempt
A monthly payment for a natural or adopted child or a Income
child in the care and custody of the contributor at the
time of death
Lump Sum CPP Class Action Settlement Agreement. Unearned Exempt up to the
Lump sum payments received under the CPP Class (Considered asset level for
Action Settlement Agreement as approved by the other financial the family unit
Supreme Court, Kelowna Registry in Action No. awards)

S50808, are treated as “other financial awards” and
are exempt from unearned income up to the allowable
asset level for the family unit.

(Eligible exempt
assets may be
purchased and
recipients will not
be deemed to
have
inappropriately
disposed of
property or
assets).

Climate Action
Tax Credit and

Quarterly Climate Action Tax Credit

Not Considered
Income

Fully Exempt
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4.9 Income and Exemptions
Income Type Exemption / Description Earned/ Treatment
Unearned
Income
Cllmat.e.Acnon One-time Climate Action Dividend Not Considered Fully Exempt
Tax Dividend |
ncome
Criminal Injury Payment for Criminal Injury Compensation Unearned Exempt up to the
Compensation Income asset level of the
Award family unit
Retroactive Refers to payments made under the Criminal Injury Not Considered Fully Exempt
Criminal Injury Compensation Act for claimants who were minor Income
Compensation (under the age of 19) victims of assault and who
registered their claim from 1980 to 1992 in which
these compensation decisions were deferred
Education Grant An Education Gift from Nisga’a Lisims Government is Unearned Fully Exempt
provided annually to assist Nisga'a citizens with their Income
children’s schooling costs. Nisga’a citizens who are
also ministry clients can receive the Nisga’a Education
Gift and the School Start-up Supplement for the same
school year.
Employment Employment Income of a dependent child who is a Not Considered Fully Exempt
Income of full-time student Income
Dependent
Children Dependent child who is not a full-time student Earned Income No exemption
(add to total
earned income of
family unit, then
apply appropriate
earnings
exemption)
Employment Income of a Grand-parented COPH child | Earned Income Fully Exempt
under the age of 19
Employment Employment Insurance (El) issued by Human Unearned No exemption
Insurance (El) Resources and Skills Development Canada Income after permitted
deductions
Employment Insurance (El) maternity benefits, Unearned Fully Exempt
parental benefits, and special benefits for Parents of Income
Critically 1ll Children.
Energy and fuel Payments provided by the Government of Canada, the | Not considered Fully Exempt

tax rebate

Government of British Columbia or any agency of
either government (e.g.: BC Energy Rebates, BC
Hydro credits)

income
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Income Type

Exemption / Description

Earned/
Unearned
Income

Treatment

Eviction
Compensation

The Residential Tenancy Act states that clients who
are evicted due to the landlord’s “use of property”
(selling the building, renovating, or occupying it
themselves) are entitled to two months’ notice and one
month’s rent as compensation. However, to expedite
the transition to a landlord may offer the following:

ea certain number of months of rent
ecompensation for moving costs

ea reduction or elimination of utilities costs.
¢“In kind” free rent

Note: Where there is reduction or elimination of costs
for utilities, clients must declare this compensation.
The BSDW should take this into account when
calculating shelter rate.

Unearned
Income

Exempt up to the
asset level for
the family unit

Compensation for moving costs. Must be used toward
cost of moving

Unearned
Income

Fully Exempt

Fair PharmaCare
Refunds

Fair PharmaCare refunds refer to retroactive
payments (refund cheques) issued to reimburse
individuals for money paid out of pocket for
prescription costs over a one-year period.

Not Considered
Income

Fully Exempt

Family Bonus
(FB)

See Policy above for Canada Child Benefit for
information on the Family Bonus

Family Related —
Child Support

In order for Child support to be considered as exempt
from income, a Child Support payment must meet a
family maintenance obligation to a child.

Note: If a client receives both child and spousal
support, payments should be applied to the current
month first based on the amounts set out in the client’s
support order or agreement, with priority given to child
support when the reported total support payment is
lower than the scheduled payment amount. After the
current month is credited, payments are credited to
arrears. Child support arrears and spousal support
arrears are credited based on the percentage split in
the order or agreement.

Unearned
Income

Fully Exempt

Family Related —
Spousal Support

Monies received for to support former spouse.

Unearned
Income

No exemption
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4.9 Income and Exemptions
Income Type Exemption / Description Earned/ Treatment
Unearned
Income
Family Care Foster Family Care Rate and One-Time-Only. _ Fully Exempt
Payments (On- Payments made by MCFD to poster parents that are Not Considered
reserve equivalent | intended to cover all the costs incurred in caring for a Income
to Ministry of child, including basic costs such as food, household
Children and needs, transportation, recreation, health and person
Family care, gifts, activities, allowance babysitting, education,
Development) clothing, and so on.
Foster Care Service. Payments intended to Not Considered Fully Exempt
recognize or compensate the foster parents’ work, Income
expertise, or experience.
Autism Funding Age 6 - 18 Program. Payments to A IConsidered Fully Exempt
parents of autistic children aged 6 to 18 to assist with ncome
the cost of specialized intervention services for their
child
Autism Funding Under Age 6 Program. Payments Not IConS|dered Fully Exempt
provided to parents of children aged 5 and under with ncome
Autistic Spectrum Disorder to assist with the cost of
specialized treatment or intervention services for their
child
Three Generation Families. MCFD payments under
section 8(2) or 93(1) (g) (ii) of the Child, Family and
Community Service Act for a parenting dependent
child (PDC) are treated as follows:
When the PDC'’s child is added to their parent’s case,
no assistance would be provided for the PDC as
financial support for the PDC is provided by MCFD
When a PDC applies as a single parent while living
with their parent, the PDC'’s eligibility is reduced by the
amount of the MCFD payments provided for the PDC
Kin and Other. Payments provided to care providers Not IconS|dered Fully Exempt
under the Child, Family and Community Service Act ncome
(CFCSA), section 8, Agreements with Child’s kin and
others
At Home Program. Payments to parents of children Not considered Fully Exempt

with severe disabilities to assist with the cost of respite
services or as reimbursement for medical travel
expenses or for medical supplies purchased

Income
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Income Type Exemption / Description Earned/ Treatment
Unearned
Income
Family Care Out of Care Payments. Payments provided under Not considered Fully exempt
Payments (On- section 93(1) (g) (ii) of the CFCSA to a person other Income
reserve equivalent | than a parent who has custody of a child for the
to Ministry of support of that child
Chllqlren and This section of the CFCSA authorizes MCFD or
EZI\TELI% ment) delegated agency to make payments for the support of
P a child placed by the court under an interim,
temporary, or permanent custody order.
The Various types of “out of care” custody orders
covered by this section are referenced in part 3 and
section 54.1 of the CFCSA.
Ministry of Money paid or payable by the government of British Not Considered Fully Exempt
Children and Columbia to a person in accordance with an award or Income
Family settlement in respect of a claim for injury, loss or
Development damage caused by the minister, the ministry, an
(MCFD) employee of the ministry or a person retained under a
contract to perform services for the ministry
Financial and One time awards that are not specifically defined as Unearned Exempt up to the
Other awards exempt can be considered “other awards” and exempt Income asset level for

up to the family’s asset level. Ongoing monthly
financial awards are considered unearned income and
must be considered when calculating eligibility for
assistance.

If the payments are from a structured settlement, they
are treated the same way as payments from a trust
(see below)

Examples of such awards include:

e CPP Class Action Settlement Agreement

e Director of Employment Standards Determinations
¢ Land Claim Settlements

e WCB payments awarded for a criminal injury
which occurred on the job

the family

Fish Harvester
Benefit and Grant
Program

The Fish Harvester Benefit and Grant Program is
delivering financial support to self-employed
harvesters across the country who are facing
hardships brought on by the economic impact of
COVID-19.

Earned Income

No exemption
(add to total
earned income of
family unit, then
apply appropriate
earnings
exemption)
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Income Type Exemption / Description Earned/ Treatment
Unearned
Income
Forest Worker Tax refund received by Forest Worker Transition Not Considered Fully Exempt
Transition Program (FWTP) participants from Canada Revenue Income
Program Tax Agency for tax liabilities on FWTP income
Refund
Gifts . . . . . .
Gifts received by a client, include cash or stocks, bonds, shares, and interest-bearing
accounts or properties that can easily be converted to cash.
A gift does not have to be directly provided to a client. It could be in the form of payment by
another person to pay a debt or obligation. Examples include a parent paying a client’s car
insurance or BC Hydro bill.
Non-Recurring Gifts
To determine if a gift is non-recurring, the following should be considered:

e The frequency of the gift. Infrequent, occasional gifts that do not have a regular
pattern are considered non-recurring. A gift that occurs regularly once per year, such
as a birthday gift, is considered non-recurring.

e The source of the gift. Generally, multiple gifts provided by different sources are
considered non-recurring. For example, a person provides a gift to a client and then
in the next month another gift is provided to the client by a different person.

Note: Payments from trusts or inheritances are treated separately. See related policy for
more information.
A family unit eligible for income Non-recurring Ulnearned Fully Exempt

. . . ; ncome

assistance or hardship assistance gifts
where no one in the family unit has
PWD designation R . it Unearned No Exemption
ecurring gifts Income
. L - . Unearned All gifts are
A family unit eligible for disability assistance or g
’ . . Income exempt
hardship assistance where at least one person in the
family unit has PWD designation
Goods and Payment received from Canada Revenue Agency Not Considered Fully Exempt

Services Tax
(GST) Credit

Income

Government
Boards,
Commissions &
Councils
(Honoraria & Per
Diem)

Net per diem

Earned Income

Exempt up to
Exemption Level
(see Exemption

Types)

Expense allowance to cover travel
(payslip/cheque to document breakdown)

Not Considered
Income

Fully Exempt
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Income Type Exemption / Description Earned/ Treatment
Unearned
Income
Harmonized Sales | Payment from Canada Revenue Agency. Not Considered Fully Exempt

Tax (HST) Credit

Note: HST credit was a non-taxable payment made
quarterly for the period starting July 2010 and ending
January 2013 if tax returns were filed. Payments of the
HST Credit resulting from filing of back taxes for the
2010 to 2012 are issued directly from Canada
Revenue Agency.

Income

Hepatitis C Virus
Settlement
Compensation

1986-1990 Settlement Agreement refers to compensation received under the settlement
agreement which provides compensation for persons infected with the Hepatitis C Virus
through blood or blood products between 1986 and July 1, 1990.

Pre-1986-Post 1990 Settlement Agreement refers to compensation received under the
settlement agreement which provides compensation for person infected with the Hepatitis C
Virus through blood or blood products prior to 1986 and after July 1, 1990.

1986-1990 Settlement Agreement

*Compensation for loss of income (may be one-time
payment or administered monthly);

*Compensation to approved dependents for loss of
support or loss of service (may be one-time payment
or administered monthly).

Pre-1986-Post 1990 Settlement Agreement
*Damages for past loss of income;
*Compensation to dependants.

Unearned
Income

Exempt up to the
asset level for
the family unit
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Income Type

Exemption / Description

Earned/
Unearned
Income

Treatment

Hepatitis C Virus
Settlement
Compensation

1986-1990 Settlement Agreement

*Fixed payments for damages (amounts may be paid
more than once depending on the severity of the
condition);

«Loss of services in the home;

+Costs of care, cost of Hepatitis C Virus (HCV) Drug
Therapy;

*Compensation for uninsured treatment and
medication;

*Out-of-pocket expenses;

*Compensation to approved family members;
*Payment to the approved HCV estate;
*Compensation for HIV secondarily infected persons

Pre-1986-Post 1990 Settlement Agreement

*Compensation to approved HCV infected class
members;

*Past loss of services in the home;
*Compensation to approved family members;

*Compensation for HCV Infected class members who
have died;

*Compensation for HIV co-infected persons.

Not Considered
Income

Fully Exempt

Human
Immunodeficiency
Virus (HIV)
Compensation

Individual payments granted by the government of BC
to a per son infected by Human Immunodeficiency
Virus (HIV) or surviving spouse or dependent child of
that person

Individual payment granted by the government of
Canada under the Extraordinary Assistance Plan to a
person infected by HIV

Not Considered
Income

Fully Exempt
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4.9 Income and Exemptions
Income Tax Income tax refund for income assistance or disability Unearned Fully Exempt
Refund assistance applicant or recipient Income

Income tax refund for hardship assistance Unearned No Exemption
Income
BC Sales Tax Credit Not Considered Fully Exempt
Note: BC Sales Tax Credit resulting from filing taxes Income
for the years 2002 to 2009, and for 2013 and later
years are paid in conjunction with any income tax
refund. The amount of the BC Sales Tax Credit is
listed on a separate line on the Notice of Assessment
Refundable medical expense supplement Not Considered Fully Exempt
Income
Indian Day Money received from the Federal Indian Day Schools | Not Considered Fully Exempt
Schools Settlement Agreement Income
Indian Residential | Money paid or payable to a person in settlement of a Not Considered Fully Exempt
School settlement | claim of abuse at an Indian Residential school (except Income
money payable as income replacement)
Money paid or payable as income replacement in the Unearned Exempt up to
settlement of a claim of abuse at an Indian Residential Income family asset
school level.
Money received from the Common Experience Not Considered Fully Exempt

Payment or through the Independent Assessment
Process under the Indian Residential Schools
Settlement Agreement

Income

Inheritance

An inheritance is considered money or other value received, by will or as the result of

intestacy, from the estate of a deceased person.

A family unit eligible for income assistance or hardship Unearned Not Exempt
assistance where no one in the family unit has PWD Income

designation

A family unit eligible for disability assistance or Unearned Fully Exempt
hardship assistance where at least one person in the Income

family unit has PWD designation
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4.9 Income and Exemptions
Insurance ICBC customers will receive one-time rebates in the Unearned Fully Exempt
Corporation of BC | Spring 2021. Income
(ICBC) COVID-19
Customer Rebate

Most customers who had an active insurance policy
from April 1, 2020, to Sept. 30, 2020 will be eligible,
with their rebate amount based on a portion of what
they paid for coverage during that period.
Exceptions include customers with temporary
operation permits (permits for 15 days or less),
storage or per kilometre-based policies, as those
already reflect lower usage. The low kilometre
discount does not make a customer's policy ineligible.
Japanese Individual redress payments granted by the Not Considered Fully Exempt
Ancestry Redress | government of Canada to a person of Japanese Income
Payments ancestry
Jericho Hill School | Lump-sum settlements by the government of BC to Not Considered Fully Exempt

for the Deaf person awarded compensation in respect of claims of Income

Compensation abuse at Jericho Hill School for the Deaf

Lottery/Games of | Income from lottery or games of chance Unearned No Exemption
Chance Income

Loans & Credit

Funds received from a loan, credit card, line of credit

Not Considered

See Assets and

or reverse mortgage. Income Exemptions
Chapter 4.7
Ministry of Payments made by a health authority, or a designated | Not Considered Fully Exempt
Health/Health agency (agency approved by health authority to Income
Authority deliver services on its behalf), to a client with a mental
Therapeutic disorder participating in the Therapeutic Volunteer
Volunteer Program
Program and
other Volunteer
Stipends
Payments to a person with a mental disorder and/or to | Not Considered Fully Exempt
a volunteer who has a mental disorder, for the cost of Income
fees for participating in recreation or leisure activities
Payments to a person with a mental disorder to cover | Not Considered Fully Exempt

the cost of participation as a presenter or participant in
training and education seminars and conferences,
public lectures on mental health/addictions treatment
and management, and other related topics

Income
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4.9 Income and Exemptions
Ministry of Payments to a person with a mental disorder who Not Considered Fully Exempt
Health/Health provides formal or informal peer support, in Income
Authority accordance with the Ministry of Health Peer Support
Therapeutic Manual
Volunteer
Program and Payments to a person with a mental disorder to cover | Not Considered Fully Exempt
other Volunteer | costs of travel, meals and honoraria for clients who Income
Stipends are invited to participate in discussions with health

authorities, or who present information regarding the
planning, delivery or evaluation of mental health and
addiction services.
Ministry of Social | Assistance paid by the ministry, including Child Out of | Not Considered Fully Exempt
Development and | Parental Home (COPH) assistance Income
Poverty Reduction
Payments (or on- | Adjustment refunds from a supplier (for example, Not Considered Fully Exempt
reserve, paid by | Hydro) which are to be sent to the client even if the Income
the Administering | administering authority is administering the recipient
Authority) and funds
Community Living
BC Payments, Payments provided by Community Living BC to assist | Not Considered Fully Exempt
Settlements, and | yith travel expenses for a recipient in the family unit to Income
Awards attend a self-help skills program, or a supported work
placement program, approved by Community Living
BC
Money paid or payable by the government of British Not Considered Fully Exempt
Columbia to a person in accordance with an award or Income
settlement in respect of a claim for injury, loss or
damage caused by the minister, the ministry, an
employee of the ministry or a person retained under a
contract to perform services for the ministry
Money paid or payable by Community Living BC Not Considered Fully Exempt
(CLBC) to a person in accordance with an award or Income
settlement in respect of a claim for injury, loss or
damage caused by CLBC, an employee of CLBC or a
person retained under a contract to perform services
for CLBC
Missing Women Money paid or payable from a fund established by the | Not Considered Fully Exempt

Commission
Inquiry Fund

government of British Columbia, the government of
Canada and the City of Vancouver in relation to a
recommendation in the final report of the Missing
Women Commission of Inquiry

Income
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4.9 Income and Exemptions
Mortgage Principal portion of the mortgage Unearned No Exemption
Receivable Income
/Agreements of
Sale Interest portion Unearned Fully Exempt if

Income applied to the
actual rent or
mortgage cost

for a recipient’s
current place of
residence

Old Age Security | Retroactive Old Age Security Payments (if family unit Unearned No Exemption
— Retroactive continues to be eligible for assistance) Income
Payments
Post Adoption Post-adoption payment provided under section 28(1) Not Considered Fully Exempt
Payment or 30.1 of the Adoption Regulation Income
Quebec Pension Clients are required to report the gross amount of all Unearned No Exemption
Plan QPP payments that they receive. QPP income Income

received by the client in the current month must be

reported on the Social Assistance Monthly Renewall

Declaration form to impact their income assistance for

the month following. For example, QPP received

December 17, 2013 to be reported for January cheque

issue
Registered Disbursements from RDSP Unearned Fully Exempt
Disability Savings Note: Clients do not need to report RDSP balances or Income
Plan (RDSP) contributions from outside their family unit, but are

required to report personal contributions, contributions

from their family unit, and disbursements to the BSDW
Registered Disbursements from RRSP/RSP income earned by Unearned No Exemption
Retirement the capital portion Income
Savings Plan
(RRSP)
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4.9

Income and Exemptions

Rental Income

Rent Subsidy

Rent subsidy from the provincial government or a
government agency, council, board or society that
administers subsidies from the provincial government
(may be issued to a tenant or landlord

Not Considered
Income

Fully Exempt

Boarders

Income from boarders after deducting essential
operating costs, which are restricted to:

the cost of food, excluding preparation for the
boarder;

*costs associated with maintaining the room

epro-rated based on the square footage of the home;
and

*a portion of the property taxes pro-rated as a
percentage of the square footage of the room to the
square footage of the home.

Earned Income

Exemption up to
the asset level
for the family unit

Self-Contained Suites

Income from self-contained suites after deducting
essential operating costs, which are restricted to:

oCosts associated with maintaining the suite, not the
home

o Utilities cost associated with maintaining the suite
and covered by the landlord

oA portion of the property taxes, as a percentage of
the square footage of the suite to the square footage
of the home

Unearned
Income

No exemption

Room Rental

Income from renting rooms that are common to and
part of the client’s residence

Earned Income

Exemption up to
the asset level
for the family unit

Religious Orders

The combined income and assets of members of a
religious order is taken into consideration when
assessing eligibility of a member who is applying for
assistance. A financial statement of a religious order’s
income is required. The value set for goods and
services (such as board and lodging, clothing,
personal care, intermediate care, homemaker service,
comforts allowance) received by a member of a
religious order must be calculated in assessing
eligibility.

Unearned
Income

Exempt up to the
asset level for
the family unit
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Income and Exemptions

Self-Employment
Program Income

Permitted operating expenses, approved renovations,
or income deposited in a cash asset account

Earned Income

Fully Exempt

All other income

Earned Income

Exempt up to
the asset level
for the family

unity
Sixties Scoop Money received from the Sixties Scoop Settlement Not Considered Exempt
Settlement Agreement Income
Agreement
(effective
November 2019)
Songhees Nation | Money that is paid or payable from compensation paid Unearned Fully Exempt
and Esquimalt by the Government of Canada to the Songhees Nation Income
Nation Settlement | under the terms of the Songhees Nation settlement
Agreements agreement or to the Esquimalt Nation under the terms
of the Esquimalt Nation settlement agreement.
Sponsorship Support contribution from sponsor Unearned No Exemption
Income
Student Funding Clients who declare student funding must first be Unearned
assessed for eligibility for assistance. Clients who are Income

not eligible for income assistance or disability
assistance while participating in a program of study
are not eligible for these exemptions.

Student funding is considered unearned income and
includes all types of funding for a program of studies:

. Student Financial Assistance

Registered Education Savings Plan (RESP)
withdrawals

. Education and training allowances
. Grants
e  Scholarships

. Bursaries
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Income and Exemptions

Student Funding

Income Assistance Unearned exempt up to the
When the administering authority has determined a Income sum of ,the
recipient is eligible to remain on income assistance studenF N
while in a program of studies, their student funding is education cost
exempt up to the sum of the student’s education cost and daycare
and daycare costs. Any portion provided for living costs. Any .
costs, including income received for support or shelter, portion provided
from this funding source is deducted from their for I|V|pg costs,
assistance. |nclu'd|ng income
received for
support or
shelter, from this
funding source
is deducted from
their assistance.
Disability Assistance Unearned See exemptions
Income descriptions

Student funding for clients receiving disability
assistance is exempt, except for any portion from
Student Financial Assistance. This exemption applies
to student funding provided for both education and
living costs.

Student funding from Student Financial Assistance is
only exempt up to the sum of the student’s education
and daycare costs for clients receiving disability
assistance. Any portion provided for living costs,
including income received for support or shelter, from
this funding source is deducted.

Education and Daycare Costs

Education costs are intended to include any cost that is reasonably required for a student’s

participation in a program of study including, but not limited to, the cost of:

. Tuition,
. Student fees,
. Books

e  Equipment, including the purchase of technology such as a laptop/tablet and
monthly internet costs, and items needed to accommodate a disability,

Supplies

to relocate for the course,

Transportation for commuting to and from a course, as well as transportation costs

$100/month other incidental training related costs for clients enrolled in government
employment programs (e.g. WorkBC Employment Services (ES) or Opportunities Fund)

Daycare costs are exempt up to the total difference between a student’s actual amount paid
for daycare, and the maximum amount of child care subsidy or Pre-Employment Supports /
ISETS / ASETS daycare funding provided to the student’s family unit for a period of study.

Education costs do not include living costs, including income received for support and/or

shelter.
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Income and Exemptions

Student Funding

A family unit (including dependent children) eligible for
disability assistance or hardship assistance where at
least one person in the family unit has a Persons with
Disabilities (PWD) designation

Student funding from:
e RESP withdrawals

e  Education and training allowances (except
those from Student Financial Assistance)

e  Grants (except those from Student Financial
Assistance)

e  Scholarships (except those from Student
Financial Assistance)

. Bursaries (except those from Student
Financial Assistance)

Unearned
Income

Fully Exempt

A family unit (including dependent children) eligible for
disability assistance where at least one person in the
family unit has a Persons with Disabilities (PWD)
designation.

Student funding from:

° Student Financial Assistance

Unearned
Income

Exempt up to
total education
costs and
daycare costs

For eligible income assistance clients:

e Applicants or recipients in an unfunded
program of studies

. Dependent children

e Applicants or recipients with no employment
obligations (NEO) as a part-time student in a
funded program of studies

Student funding from:
e  Student Financial Assistance
. RESP withdrawals
e  Education and training allowances
. Grants
e  Scholarships

. Bursaries

Unearned
Income

Exempt up to
total education
costs and
daycare costs
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4.9

Income and Exemptions

Student Funding

Student loans are disbursed at the beginning of each semester. Grants and bursaries may
be distributed at the beginning of each semester or in one lump sum intended to cover the
entire year (August 1 — July 31). Staff should consider the client’'s educational costs for the
period the funding is intended to cover when determining how much of the funding to
exempt. However, only education costs for semesters that the client is registered in can be
included

Post-secondary institutions are responsible for providing Student Aid BC with an
assessment of student’s expected costs for tuition, books, supplies, fees, and miscellaneous
education-related expenses. This assessment should show on the grant/loan
documentation from Student Aid BC. It is recommended that staff use the assessed amount
on the grant/loan documentation instead of requesting individual receipts from clients

Note: Students who exhaust their loans, grants, and bursaries during the course of a new
semester where a student loan has been provided remain ineligible for assistance, and may
be directed to contact their school’s student financial aid or student loan program.

Temporary Individual Payments granted by the government of BC Unearned Fully Exempt
Education Support | under the Temporary Education Support for Parents Income

for Parents Program

Thalidomide Individual payments granted by the government of Not Considered Fully Exempt
Victims’ Canada under the Extraordinary Assistance Plan to Income

Compensation thalidomide victims

Treaty 8 Money that is paid or payable from a settlement Unearned

Agricultural agreement with the Government of Canada in respect Income Fully Exempt
Benefits Specific of Treaty No. 8 agricultural benefits

Claims Benefit

Veterans Affairs Up to $50 per month exemption (available to each Unearned N/A
Canada member of a family unit who is receipt of this payment) Income

Woodlands Lump-sum settlements by the Government of BC to Not Considered Fully Exempt
School persons awarded compensation in respect of claims of Income

Compensation abuse at Woodlands School.

\éV%odI?gds i Money that is paid or payable by the government of Not Considered Fully Exempt
f ¢ ISO ayments 1 gritish Columbia to or for a person because the Income

or Former person was a resident of Woodlands School

Residents
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4.9 Income and Exemptions
Workers Not all Workers Compensation Income is treated the same. Clients must report all qualifying
Compensation income (earned income or WCB temporary wage loss replacement payments) they received

Board (WCB)

every month by completing the Monthly Renewal Declaration Form (901-28)

To be eligible for the exemption, PWD clients must have been in receipt of income
assistance or disability assistance for the previous month. Returning PWD clients have no

wait period.

WCB Temporary Wage Loss Replacement Payments
(issued under Sections 191 or 192 of the Workers
Compensation Act):

oA family unit with one adult recipient who has the
PWD designation - $15,000 maximum annual
exemption for qualifying income. Calculated
as: $1,250 x # of qualifying months in calendar
year

oA family unit with two adult recipients where only
one recipient has the PWD designation -
$18,000 maximum annual exemption for
qualifying income. Calculated as: $1,500 x # of
qualifying months in calendar year

oA family unit with two adult recipients where both
recipients have the PWD designation -
$30,000 maximum annual exemption for
gualifying income. Calculated as: $2,500 x # of
qualifying months in calendar year

eNon-PWD family units — no exemption

Unearned
Income

See exemptions
descriptions

<—

Other payments from Workers Compensation Board

(WCB)

Unearned
Income

No Exemption

WCB lump sum or monthly payments awarded as a
compensation for a criminal injury which occurred on
the job

Unearned
Income

Exempt up to
the asset level
for the family
unit

Compensation paid to children of a deceased worker
under Division 5 of Part 4 or Section 225 of the
Workers Compensation Act

Unearned
Income

Fully Exempt
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Income and Exemptions

Working Income The Working Income Tax Benefit is a federal Not Considered Fully Exempt
Tax Benefit refundable tax benefit provided to low income persons Income
(Including with earned income.
Disability The WITB consists of a basic benefit available to all
Supplements) eligible individuals and an additional disability
received through | supplement available to eligible individuals who are
pre-payments or also eligible for the federal disability tax credit.
income tax Th ; ; .
e WITB can be received in two ways:
returns).
e|n its entirety as part of an individual's income tax
return; or
eHalf through pre-payments (made quarterly in
April, July, October and January) and half as part
of an individual’s income tax return.
Work Experience | Payments made by an organization that has received Not Considered Exempt
Opportunities a WEOG from the ministry, to a recipient of income Income
Grant (WEOG) assistance, hardship assistance, or disability
Payments assistance, to support participation in a WEOG funded

work experience program.
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4.9 Income and Exemptions

Procedures

Eligibility Documentation and Forms

¢ Budget and Decision Form (901-25)
¢ Social Assistance Monthly Renewal Declaration (901-28)
e Copies of earnings and unearned income (e.g., payslips, cheque

Applicant stubs, etc.)
or e Copies of all utility documents
Recipient

e Copy of Rental Agreement
¢ Income Assistance Report (DCI #455897)
s All other required income assistance documents

¢ Indigenous Services Canada Recipient Reporting Guide
https://www.aadnc-aandc.gc.ca/eng/1385559716700/1385559777677

e Programs & Services for Seniors (including CPP/OAS information)
https://www.canada.ca/en/employment-social-
development/campaigns/seniors.html

eRegistered Disability Savings Plan (RDSP)
https://www.canada.ca/en/revenue-
agency/services/tax/individuals/topics/registered-disability-savings-plan-
Resources rdsp.html

e Canada Revenue Agency
http://www.cra-arc.gc.ca/ndvdls-fmls/menu-eng.html

¢ MSDPR Policy for Income and Exemptions
https://www2.gov.bc.ca/gov/content/governments/policies-for-government/bcea-
policy-and-procedure-manual/eligibility/income-treatment-and-exemptions
e Student Aid BC Policy

https://studentaidbc.ca/institution-officials
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4.9 Income and Exemptions

Procedures
Effective: April 2019

Assessing Eligibility - Employment and Income Monitoring

In order for Band Social Development Worker (BSDW) to assess a client’s eligibility
prior to issuing assistance, the client must receive earnings (net income) that are in
excess of the amount of assistance payable. The net income should be verified by a
payslip, or other formal confirmation from the employer. The copy is then attached to
the Budget and Decision Form (901-25) unless the client provides verbal confirmation
of the amount of income received and states they do not require further assistance.

An overpayment should not be calculated in these cases.

The BSDW will assess eligibility based on the current situation. If the client has not
actually received income or the BSDW have not been able to assess eligibility prior to
Cheque Issue, the client will then be obligated to report the income on the Social
Assistance Monthly Renewal Declaration (901-28) form.

The BSDW will identify clients with employment, contact clients, signal cheques, and
assess eligibility. The BSDW are not limited to relying on service provider information
to assess clients with income. The BSDW may verify or confirm any information
received that pertains to a change in a client’s circumstance that may affect their
eligibility for ongoing assistance.

Due to a short turn around between assessing income and Cheque Issue, BSDW
should initiate contact by telephone and immediately send out a letter requesting the
client to verify or confirm hourly wage, hours per week (estimated), start date and initial
pay dates.

It is important that each client be sent a letter as early as possible so they can prepare
and budget accordingly.

If the client has not responded by cheque cut-off, the BSDW will need to send a letter
to the client to inform to explain their monthly cheque must be assessed for eligibility at
cheque issue. If the client does not contact the office by the due date on the letter
(e.g., 5" of the month) the client’s cheque is to be cancelled and case file closed.

Procedural Guidelines:
1. Identify those clients who are employed.

2. Contact client by telephone and send letter to acknowledge their employment/job
and request information on hourly wage, hours per week (estimated), start date and
initial pay dates. Advise client if earnings received are in excess of their assistance
rate they will not receive assistance at the end of the month. Advise client to budget
accordingly. Remember: The client may be assessed for special needs
supplements if appropriate and special needs budget available.
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3. Set a signal/bring forward for the next Cheque Issue to assess eligibility (when it is
likely the client will receive a paycheque).

4. Add notes to the case file indicating the details of the signal/bring forward, the
contact information, and any employment details confirmed thus far.

5. When client responds to the letter estimate if employment will result in the client’s
independence of assistance. Consider the sustainability of the employment
placement.

e Sporadic or unsustainable employment: If the employment will not
lead to independence, the client will continue to report their income on
the Social Assistance Monthly Renewal Declaration (901-28) form.

e Employment details unknown: If the BSDW cannot determine yet if
employment is sustainable, BSDW may decide to review the employment
income in the following month. Set a signal/bring forward with a due date,
review procedural guidelines and ensure the client is aware their
employment and income will continue to be monitored.

e Sustainable Employment Income is verified: If it is determined that
income is in excess, review case information to ensure earnings
exemptions have been applied and that the income has not been
previously reported. Assess whether to close the case.

6. If the client did not respond prior to Cheque Issue and is seen at Cheque Issue,
verify the amount of income prior to releasing the cheque. The client is required to
submit the requested information and the Social Assistance Monthly Renewal
Declaration (901-28) form.

7. If the client is found ineligible, cancel the cheque and assess whether to close the
case. Some clients may need to be assessed for special needs and/or fill
prescriptions prior to case closure.

8. Add notes to the case file indicating the details of the outcome of the income
assessment.

Example: On March 7, BSDW shall review the Social Assistance Monthly Renewal
Declaration (901-28) and attached paystub. A single employable client has a job
that earns $15 per hour at 40 hours per week. The start date is March 13™ and pay
days are bi-weekly (every second Friday). Income Assistance cheque cut-off is
March 24™. The client will receive net earnings prior to cheque issue. Based on
the hourly wage and hours worked, the client could receive an estimated $960 net
income. The BSDW contacts the client (via telephone or letter) to verify the job and
advises the client may not be eligible for further assistance if net income is in
excess of assistance rates. The April assistance is held in order to assess income
eligibility. The client telephones on March 27 to advise that they have received a
deposited paycheque of over $900 in their bank account. The BSDW asks the
client if the job will be sustainable. The client states they are satisfied with the
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stability of the job. The BSDW advises the client is not eligible for April assistance
and that the client needs to use the employment income to meet support and
shelter needs. The BSDW then cancels the cheque and closes the file.

Case example: What if the client receives only one week’s pay and the net income
is not over the assistance rate?

The BSDW should not deduct the income from the cheque on Cheque Issue Day or
just prior to cut-off. The client must be advised of their obligation to report the
earnings on the Social Assistance Monthly Renewal Declaration (901-28), and to
submit it prior to the administering authorities due date to receive monthly renewal
slips (e.g., 15" of the month). If the net income is less than the assistance rate for
that family unit, the income will be deducted from the following month’s assistance.
Only income that is in excess of assistance rates and results in a client being
independent of assistance will result in the client being ineligible.

Assessing Eligibility - Income in Excess
The BSDW shall follow these steps when identifying a client who may be income in
excess:

1. Ensure all income is reported on the case file describes the appropriate income type
(earned and/or unearned) and include notes.

2. Ensure there is supporting documentation for the income on the client’s case.
3. Contact the client by telephone or letter to advise that the earned and/or unearned
income is more than the amount of assistance payable to the family unit.

All family units with a dependent child, or who care for a supported child -
Earnings Exemption

The $700 earnings exemption is extended to all family units with a dependent child,
COPH, special needs or foster child where the disability of the child precludes
employment more than 30 hours a week.

The child's condition alone will not determine if a client is eligible for an earnings
exemption. The impact of the parent's employability is the key factor.

The sole recipient will continue to have employment obligations.

The sole recipient will provide copies of any medical documentation from the child's
doctor regarding the medical condition.

For family units that no longer meet the requirements or who are denied the monthly
$700 exemption for employment earnings, the BSDW is to determine if the single or
couple with dependents is eligible for the monthly $600 earnings exemption (see above
policy — Exemption Types).

Maximum annual review date is 12 months.
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Assessing Eligibility when Income is Exempt up to Asset Level

When a recipient claims a financial award, a review of the family unit’s assets is
required.

An eligibility review must be conducted to determine the family unit’s current asset
level, including the financial award.

Identifying PWD Eligibility Date

A client's PWD start date is required to be documented on the case file. The BSDW
must first ensure the PWD status is approved, and then refer to the PWD Adjudication
Date, which is equivalent to the PWD start date.

The BSDW may contact the First Nations Social Development Society if further
information is required in determining the PWD start date (see above Resource table).

Canada Pension Plan (CPP) & Quebec Pension Plan (QPP) Eligibility

Record the CPP or QPP income reported upon intake on the application and on the
Social Assistance Monthly Renewal Declaration (901-28). All adjustments to CPP or
QPP income information must be made documented in the case file.

Request CPP or QPP income verification from the client.
The monthly CPP or QPP income assessment will result in:
1. a decrease to the client’s income assistance payment, or

2. found ineligible for income assistance because the CPP or QPP income is greater
than all allowances.

Note: The BSDW should review cases where clients are 64 years of age and take
appropriate action prior to client turning 65 years of age to ensure the client has
applied for CPP or QPP (if applicable).

Service Canada may withhold a portion of the client's CPP or QPP benefit for federal
income tax or for third party garnishing orders. The withheld amount is not exempt
income.

The administering authority is to sign a repayment agreement to recover any income
assistance issued as this would be considered a CPP or QPP overpayment. The
BSDW would have deducted the total CPP or QPP, including the overpayment, in the
month the client received the overpayment.

If the client is found ineligible, cancel the cheque and assess whether to close the
case. Some clients may need to be assessed for special needs and/or fill prescriptions
prior to case closure.

Add notes to the case file indicating the details of the outcome of the income
assessment. Record any amount the client is repaying to Service Canada for a prior
CPP or QPP overpayment.
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4.9 Income and Exemptions

Pension Plan Retroactive Payments

When a retroactive Canada Pension Plan (CPP) or Quebec Pension Plan (QPP)
payment is declared or undeclared to the administering authority, the retroactive CPP
or QPP payment is to be treated in the same manner as other unearned income in the
month received.

The BSDW shall enter the full amount of the CPP or QPP payment (including the
retroactive portion) on the case file. The retroactive payment will affect the next
month’s eligibility for assistance. The BSDW should review the earned and unearned
income and asset policy sections with the client.

The BSDW is to consider the impact of the CPP or QPP income on the asset level for
the family unit when reviewing eligibility. Following months will be income- and asset-
tested with the case possibly being changed to closed file.

Income Tax Refund

1. When a client reports an income tax refund, it is treated as unearned, one-time
income in the month it is received.

2. BSDW to indicate an exempt cash asset amount, for the family unit size.

3. In month two, the BSDW will record the previous cash asset record and enters a
new amount if any cash asset remaining under the product Income Tax Refund.

Rental Subsidy

When a client receives rental subsidy, follow these steps:

1. Ensure that the client understands that rent subsidies are to be reported during the
application or annual review.

2. Request that the client provide verification from the agency providing the rent
subsidy.

3. Do not include the amount of the rent subsidy in calculation of a shelter allowance.
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4.9 Income and Exemptions

Students’ Assistance

Follow these steps when determining the amount to exempt:

¢ Confirm that the client meets the exemption criteria in policy [see above policy —
Students’ Assistance].

e Request client to provide a copy of the Notification of Assessment from
StudentAid BC or other types of documentation, such as letters from the
school’s Financial Aid Office that provide the assessment information, would
also be acceptable.

e Direct client to StudentAid BC or the Financial Aid Office if client does not have
any documentation showing the assessment of expected cost. Use the
assessment rather than requesting individual receipts from the client.

e Review the expense items in the assessment notification. If daycare costs
and/or transportation costs are not included in the assessment and are an
additional cost that should be included, they may be added to the assessed
cost.

e The following expenses are considered when determining educational costs:

—Tuition

—Books / Supplies

—Student fees

—Equipment, including the purchase of technology, such as a laptop/tablet
and monthly internet costs, and items needed to accommodate a
disability

—Transportation costs to and from a course, as well as transportation costs to
relocate for the course

—-$100/month other incidental training related costs for clients enrolled in
government programs

—Daycare costs

For more information on education costs, see above Resource table for Student
Aid BC Policy.

e Total amount to be exempted should be the total assessed costs. Any remaining
balance of funding received should be considered unearned income.

Example:

A PWD client is starting school in September and receives $2,800 in grants with no
student loans. She is currently registered for two semesters covering September to
April. Each semester has educational costs of $1,300. Because she is currently
registered for two semesters, her educational costs are $2,600. The amount that will
be exempted is $2,600 and $200 will be considered unearned income (grant $2,800
less educational costs $2,600 = $200). Her next month’s disability assistance will be
reduced by $200.
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Income Assessment — For all types of income
Effective: April 2019

The Band Social Development Worker shall calculate all monthly income of the
applicant or recipient and adult dependants, and apply the appropriate exemptions:

1. A copy of the earned and unearned income used to determine the applicant or
recipient eligibility must be attached to the Budget and Decision Form (901-25) that
is placed on file with appropriate case notes.

2. Applicants and recipients whose net income (earned and unearned) exceeds the
applicable amount of income assistance benefits, are not eligible for income
assistance benefits. The client will be provided with a copy of the decision
documented on the 901-25 form.

3. Applicants and recipients whose net income (earned and unearned) is less than
the applicable amount of income assistance benefits, may be eligible for
supplementary income assistance benefits as documented on the 901-25 form.

It is the responsibility of the client to provide documents to verify their eligibility for the
appropriate benefit.

Details of the verification and original documents or copies of originals that are
stamped “certified true copy” are to be placed on the client’s file. For further details on
documentation requirements (see Chapter 3, Application and Assessment).
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Budget and Decision Form (901-25)
Effective: April 2019

The Budget and Decision Form (901-25) is to be completed in full and document the
approved earned and unearned income for applicants and recipients as follows:

1. Comment section - indicate “type of income” and calculate the family units
portion for each eligible item if shared shelter;

2. Under Resource section write the:

a. amount of income under appropriate heading for earned and/or
unearned

b. amount of applicable exemption allowed

c. total monthly deduction under number 5

3. Under Monthly Requirements section:
a. calculate and enter the amount of total monthly requirements in
the Monthly Requirements box,

b. enter the amount from line (5) in the Less Deductions (No 5) from
the Resources box,

c. calculate the entittement (Monthly Requirements minus Less
Deductions) and enter the amount in the Entitlement box, and

d. issue the amount entered in the entitlement box to the
client/recipient.

4. Signatures and date to be completed for both the applicant (and recipient)
and the BSDW before a copy is provided to the client.

5. Signatures and date to be completed for both the applicant (and recipient)
and the BSDW before a copy is provided to the client.

All required documentation (i.e., copy of the income) is to be attached to the 901-25
form.

The applicant’s/recipient’s monthly entitlement is charged to the basic needs budget.
Prepare a new Budget and Decision Form (901-25) when number of persons

occupying the home change or when there is a reported change (see Chapter 4,
Eligibility).

Social Development Policy and Procedures Handbook Vol. 1 May 2021~ 38

GCDOCS # 15982759
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DCI # 455897 — INCOME ASSISTANCE REPORT
Effective: April 2019

The Administering Authority is to report all expenditures and caseload information on
the Income Assistance Report DCI #455897.
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Department of Indigenous Services Canada 4.10

Persons with Persistent
Multiple Barriers

General Principle

The Persons with Persistent Multiple Barriers (PPMB) category provides
assistance to recipients who have long-term barriers to employment that are not
expected to be overcome in the short term.

PPMB clients are exempt from employment obligations.

An earnings exemption is available to encourage clients who want to work to try
employment, gain experience, participate more fully in the community as they are
able, and earn more income. Family units where one or both recipients are
eligible for PPMB may be provided a higher support rate and additional
supplements.

The PPMB category cannot be assessed for spouses of recipients with the
Persons with Disabilities (PWD) designation. PPMB eligibility is assessed using a
single two-part application form.

It is recognized that some clients in this category may overcome their barriers
over time and improve their employability while others may not. Some may have
health conditions that worsen over time and require additional supports. This is
why the PPMB category provides clients with time and supports to overcome
their barriers and move towards independence, or transition to other client
categories, including PWD designation.

Policy

July 1, 2019

Recipients who qualify for Persons with Persistent Multiple Barriers (PPMB) are
those who meet one of the following criteria:

e Has a health condition that has lasted for at least 1 year and is likely to
continue for at least 2 more years OR

e has a health condition that has occurred frequently in the past year and is
likely to continue for at least two more years. This health condition is a barrier
that seriously impedes a person’s ability to search for, accept or continue in
employment
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Persons With Persistent Multiple Barriers

AND

e Has at least one additional barrier (listed under Barriers to Employment,
below) that seriously impedes the person from search for, accepting or
continuing in employment.

Health Condition
July 1, 2019

An approved health professional is a:

Medical practitioner

Nurse practitioner

Registered psychologist

Registered nurse or registered psychiatric nurse

Occupational therapist

Physical therapist

Registered social worker

Chiropractor

Registered clinic counsellor in good standing with the BC Association of

Clinical Counsellors

e School psychologist (as defined by the Independent School Act or the School
Act)

Definition of ‘Seriously Impedes’

A health condition is considered to seriously impede the recipient’s ability to
search for, accept, or continue in employment when, as a result of the health
condition, the recipient is unable to participate in any type of employment that
would enable independence from income assistance.

When determining if the health condition seriously impedes employment, the
information provided by the health professional in Section 1 of the PPMB
application form should be taken into consideration:

e impact of the health condition on the recipient’s ability to work full-time or only
part-time

e impact of the health condition on the recipient’s ability to work on a regular or
sporadic basis

Barriers to Employment
July 1, 2019

The recipient has at least one additional barrier that seriously impedes the
recipient’s ability to search for, accept, or continue in employment. A barrier is
considered to seriously impede the recipient’s ability to search for, accept, or

2
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Persons With Persistent Multiple Barriers

continue in employment when, because of the barrier, the recipient is unable to
participate in employment that would enable independence from income
assistance or that requires an accommodation to obtain or maintain employment.

Barriers that seriously impede employment are:

e Currently experiencing homelessness or having experienced
homelessness in the past 12 months

e Currently experiencing domestic violence or having experienced domestic

violence in the past 6 months

Less than Grade 12 education

Needing English language skills training

Not having basic skills for employment

Having a Criminal Record

Having accessed emergency health, mental health or addiction services

multiple times within the past 12 months

e Recent Convention refugee (within the past 24 months) or currently a
refugee claimant

e Former Child in Care (Ministry of Children and Family Development or
Designated Aboriginal Agency)

e Other severe barrier to employment listed on their application

Review Period:

Reviews will be completed in exceptional circumstances, for example if the
administering authority has been supplied with inaccurate or new information.
PPMB is not a permanent category and the administering authority has the
authority to review a person'’s eligibility for PPMB.

PPMB Clients Approved Prior to July 1, 2019

All eligible existing PPMB cases should be updated with an expiry date of July 1,
2099.

New medical information or documentation may be requested to update the file.

Example: John was approved for PPMB in July 2017, and his medical
information at the time stated that his medical condition was likely to last 2 years.
As the expiry date is approaching, the BSDW may request a new application be
completed to ensure that John’s health condition is still an existing barrier to
employment.

A family unit where one adult is eligible for PPMB may be eligible for the

following:

e Higher social assistance rate (see Chapter 4, Rate Table for Social
Assistance);

e Enhanced medical coverage for eligible non-status clients (see Chapter 10,
Health Benefits);

3
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4.10 Persons With Persistent Multiple Barriers

e Dental care for eligible non-status clients (see Chapter 10, Health
Benefits); and

e Earnings exemptions (see Chapter 4.9, Earnings and Exemptions)
Note: Enhanced medical benefits are only available to non-status income

assistance recipients who meet the BC Medical Services Plan requirements for
coverage. If applicable, see Chapter 10, Health Benefits.
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4.10 Persons With Persistent Multiple Barriers
Procedures
Eligibility Documentation and Forms
e Persons with Persistent Multiple barriers (PPMB) Form (SA 116)
e Budget and Decision Form (901-25)
¢ Application for Social Assistance (901-27)
Applicant e Social Assistance Monthly Renewal Declaration (901-28)
or e Copies of required identification
Recipient e Copy of Family Maintenance documents (see chapter 4.4, Family Unit)
o Written confirmation from the child’s Social Worker for placement and approval (as required)
¢ Income Assistance Report (DCl #455897)
o All other required income assistance documents
¢ Income Assistance Report (DCl #455897)
e BC Aboriginal Network on Disability Society
http://www.bcands.bc.ca/
e Recipient Reporting Guide
http://www.aadnc-aandc.gc.ca/eng/1385559716700/1385559777677
e Ministry of Children and Family Development
https://www?2.gov.bc.ca/gov/content/governments/organizational-structure/ministries-
Resources organizations/ministries/children-and-family-development
¢ Ministry of Social Development and Poverty Reduction on-line resource
https://www2.gov.bc.ca/gov/content/governments/policies-for-government/bcea-policy-and-
procedure-manual
o Fees for Health Professionals & Service Providers Rate table (as per Province of BC)
https://www?2.gov.bc.ca/gov/content/governments/policies-for-government/bcea-policy-and-
procedure-manual/bc-employment-and-assistance-rate-tables/fees-for-health-professionals-and-
service-providers-rate-table
Determining Eligibility for PPMB
July 1, 2019
Step 1: Request for PPMB Assessment
If a request for a PPMB Application is received, the BSDW must confirm if the
person is eligible as a recipient of income assistance or hardship assistance.
The PPMB Application Form (SA 116) may not be provided if the person is not
eligible for income assistance or hardship assistance, or if they or their spouse
has the Persons with Disabilities (PWD) designation.
If it is determined the person is not eligible to apply for PPMB, BSDW must
advise that the decision to not provide a PPMB application form may be
reconsidered.
Step 2: Provide the Persons with Persistent Multiple Barriers Application Form
(SA 116)
If the recipient is eligible to apply for PPMB, provide the Persons with Persistent
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Multiple Barriers Application Form (SA 116). Advise the recipient to have Section
1 completed by a health professional, and Section 2 is to be completed by the
recipient, as noted on the form.

Once the recipient has returned the completed Persons with Persistent Multiple
Barriers Application form (SA 116), process up to $50 payment to the physician
for completion of the report (as per invoice in the application). The form
completion fee is charged to the Basic Needs budget (not Special Needs
budget) to be covered by the Income Assistance Program.

Place the application form in the file.

Step 3: Initial Adjudication

The BSDW adjudicates the PPMB application form (SA 116). In reviewing the
health condition and information, the adjudicator must be able to confirm 4
criteria:

o Criteria 1: the health condition has lasted for at least one year or occurred
frequently in the past year

o Criteria 2: the health condition is likely to continue for at least two more
years

o Criteria 3: Must have a health condition that is a barrier, that seriously
impedes the recipient’s ability to search for, accept, or continue in
employment.

o Policy: a health condition is considered to seriously impede the
recipient’s ability to search for, accept, or continue in employment
when, as a result of the health condition, the recipient is unable to
participate in any type of employment that would enable
independence from income assistance. When determining if the
medical condition seriously impedes employment, the following
factors should be taken into consideration:

= Impact of the medical condition on the recipient’s ability to
work full-time or only part-time

= Impact of the medical condition on the recipient’s ability to
work on a regular or sporadic basis

o Criteria 4: The recipient must identify a barrier they have that seriously
impedes their ability to search for, accept, or continue in employment.
0 Homelessness — currently experiencing homelessness or have
experiences homelessness in the past 12 months
o Domestic violence — currently experiencing domestic violence or
having experienced domestic violence in the past 6 months
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In need of English language skills training

Not having basic skills for employment

Criminal Record

Less than Grade 12 education

Have accessed emergency health, mental health or addiction

services multiple times in the past 12 months

Recent Convention refugee (within the past 24 months) or currently

a refugee claimant

o Former Child in Care — a former child in care of the BC Ministry of
Children and Family Development or an equivalent agency in
another jurisdiction in Canada (e.g. Delegated Aboriginal Agency)

0 Other severe barrier(s) to employment

O O0OO0OO0Oo

(@]

The BSDW will complete the PPMB Checklist and Decision (SA 117) form and
advise the recipient of the decision.

Note: the BSDW may clarify with the BSDW or health professional if needed because
the application form does not provide enough information for assessment for eligibility

If PPMB is approved:

1. The BSDW sends in writing the decision to the recipient.
2. PPMB status is effective the first of the month following approval.

If PPMB is denied:

1. The BSDW sends in writing the decision to the recipient to advise of the
reasons for the denial and the right to appeal.

PPMB benefits from BC MSDPR — Moving On Reserve

Individuals moving on-reserve who were receiving PPMB assistance from the BC
MSDPR the month prior to applying for social assistance will be assigned the
PPMB category, provided all other eligibility criteria are met.

Applicants who were receiving PPMB income assistance from the BC MSDPR
the month prior to applying for ISC’s social assistance may be assigned the
PPMB category. They are required to provide the Band Social Development
Worker (BSDW) with a written confirmation of their PPMB category and the
expiry date, from MSDPR.

Returning to Social Assistance
July 1, 2019

Clients in the PPMB category at the time when their case was closed can be
reassessed for PPMB on reapplication if they have been off assistance for longer
than 24 months. These clients should submit a new PPMB Application Form (SA
116).
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Former PPMBs who reapply for assistance within 24 months of leaving
assistance retain their PPMB category.

Documentation Required

The following documents and forms must appear in the client’s file:

Application for Social Assistance (901-27);
Budget and Decision Form (901-25);

PPMB Application Form (SA 116);

Invoice for physician for completing the form

Persons with Persistent Multiple Barriers (PPMB) Checklist & Decision Form
(SA 117);

Copies of any correspondence, reports or documents, (e.g. BC MSDPR
confirmation of PPMB, that directly relate to the application for PPMB
benefits);

Social Assistance Monthly Renewal Declaration (901-28); and

Continuing Eligibility

In order to continue to receive social assistance, applicants and recipients must
continue to meet all eligibility requirements for social assistance.

Persons in continuous receipt of PPMB benefits shall have their financial
eligibility reviewed annually, or upon any change in circumstances.

Budget and Decision Form (901-25)

The Budget and Decision Form (901-25) is to be completed in full and document the
benefit decision as follows:

1. Comment section — indicate:

a. “PPMB”

b. The type of need being provided (i.e., income assistance)

c. The amount of shared shelter and show the family units portion for each
eligible item (see chapter 5.1 Shelter Allowances Overview)

2. Under Monthly Requirements section —write the amount for each benefit and sub-
total each category:

a. (A) Basic, (B) Shelter, and (D) Special

I. Items not applicable write N/A or put a strike through to show
reviewed
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4.10 Persons With Persistent Multiple Barriers

b. Under Resources, enter the amount of each item in categories (1) Earned
Income, (2) Income from Self-Employment (3) Unearned Income (4)
Recovery and total all items to determine the total monthly deduction
amount (5)

I. Items not applicable write N/A or put a strike through to show
reviewed

ii. Enter amount of Foster Home payment under (3) and copy of
cheque or bank statement required to verify payment

c. Enter the amount of (5) from Resource section to Less Deductions under
Monthly Requirements

d. Monthly Entitlement amount to be issued
3. Under Temporary Allowance Issued by Administering Authority section enter:

a. the unit size (i.e., family unit size)
b. the amount entitled
c. the from and to dated (i.e., April 1, 2015 to March 31, 2016)

4. Any section not applicable like Transfer to Band Work Project (i.e., WOP)
a. write N/A or put a strike through to show reviewed
5. Signatures of both the recipient and Administering Authority required.

6. If the ‘From and To’ date are for entire fiscal year. A new B&D Form (901-25) needs
to be prepared only when a change occurs as:

a. the Monthly Renewal Declaration (901-28) must be provided each month
and describe all changes (i.e., copy of paystub or new utility bill) [see chapter 3
Application and Assessment]

7. All expenditures must have the required documentation attached to the B&D form.

DCI # 455897 — INCOME ASSISTANCE REPORT

The Administering Authority is to report all expenditures and caseload information on
the Income Assistance Report DCI #455897.
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Student Eligibility

General Principle

A family unit is not eligible for income assistance when an adult in the family unit is
a full-time post-secondary student enrolled in a funded program of studies or an
unfunded program of studies. Full-time students would not be able to meet the
employment obligations and may be able to access alternative sources of funding
including bursaries, Band sponsored education funding, and student loan [see
Chapter 4.9, Earned Income and Exemption Eligibility for treatment of student income].

This does not apply to dependent children or part-time students. Part-time
students may remain eligible for income assistance provided they meet other
eligibility requirements, including employment obligations.

The eligibility requirement applies to family units under the Social Development
Policy and Procedures Handbook, Vol. 1, BC Region.

Definitions

See Definitions section, under DISC’s Social Development Policy and Procedures
Handbook Vol 1, BC Region.

Policy

Full-time Students

A family unit is not eligible for income assistance when an adult in the family unit
is a full-time student enrolled in one of the following:

o afunded program of post-secondary studies

« an unfunded program of studies, with the exception of education being
sponsored by the Labour Market Agreement (LM) or the Aboriginal Skills and
Employment Training Strategy (ASETS) training/education plan.

The family unit becomes ineligible on the first day of the month following the month
in which classes begin. Ineligibility continues until the last day of the month in
which exams in the relevant program of studies are held.

If a student has a semester break in the summer where they cannot find work, they
may be eligible for income assistance beginning the month after exams were
completed if they meet all eligibility criteria, including employment obligations.

The eligibility rule does not apply to dependent children.
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Student Eligibility

Recipients, who have applied for and are awaiting student financial assistance, are
eligible for continued assistance until they enter into the post-secondary program,
provided all eligibility criteria has been met.

There are no exceptions for loans, grants, or allowances issued through the BC
Student Assistance Program (BCSAP), except as indicated in the Flat Rate
Exemption and Order of Income table in Chapter 4, Eligibility.

Income assistance will not be provided for the month after student financial
assistance is received.

Students who exhaust their loan, grants and bursaries during the course of a
semester, where a student loan or allowance has been provided, they remain
ineligible for income assistance, and may be directed to contact their school’s
student financial aid office or student loan office.

“A full-time student” means a person who, during a confirmed period within a
period of studies:

« is enrolled in courses that constitute at least 60 percent of a course load
recognized by the designated educational institutional as constituting a full-
time course load; and

e whose primary occupation during the confirmed periods within that period of
studies is the pursuit of studies in those courses.

Part-Time Students

Part-time students remain eligible for income assistance provided other eligible
requirements are met, including employment obligations. In these cases, the
recipients’ educational goals must be outlined in the person’s Action Plan or
Voluntary Participation Plan, as required.

Unfunded Programs of Study

Unfunded programs of study include:

e high school completion
e Adult Basic Education (ABE)

« those whose post-secondary education is being sponsored under a federal or
provincial government training/education plan

o English as a Second Language (ESL)
« Developmental Programs

Students whose training/education plan is being sponsored by either a Labour
Market Agreement (LMA) or Aboriginal Skills and Employment Training Strategy
(ASETS) training/education plan remain eligible for income assistance.

Chapter 4, Eligibility  #16104209 May 2015




4.11 Student Eligibility

Procedures

Eligibility Documentation and Forms

e Budget and Decision Form (901-25)

e Application for Social Assistance (901-27)

e Social Assistance Monthly Renewal Declaration (901-28)

e Copies of required identification

¢ Income Assistance Report (DCI #455897)

¢ All other required income assistance documents

¢ Income Assistance Report (DCI #455897)
http://www.aadnc-aandc.gc.ca/DAM/DAM-INTER-HQ-AI/STAGING/texte-text/dci2016-17_455897_1449254914911_eng.pdf

¢ Recipient Reporting Guide
http://www.aadnc-aandc.gc.ca/eng/1385559716700/1385559777677

e StudentAIDBC
https://studentaidbc.ca/

e Labour Market Agreement (LMA)
http://www.esdc.gc.ca/eng/jobs/training_agreements/Ima/bc_agreement.shtml

e Aboriginal Skills and Employment Training Strategy (ASETS)
http://www.esdc.gc.ca/eng/jobs/aboriginal/asets/index.shtml

o First Nations Education Steering Committee (for Band sponsored education funding)
http://www.fnesc.ca//

e Ministry of Social Development web site content for Student Eligibility dated 2013
http://www.gov.bc.ca/meia/online_resource/verification_and_eligibility/students/

Applicant
or
Recipient

Resources

Budget and Decision Form (901-25)

The Budget and Decision Form (901-25) is to be completed in full and document the
benefit decision as follows:

1. Comment section — indicate:
a. “Student Eligibility”
b. The type of need being provided (i.e., PWD benefits, PPMB benefits)
c. The amount of shared shelter and show the family units portion for each
eligible item (see chapter 5.1, Shelter Allowances Overview)

2. Under Monthly Requirements section —write the amount for each benefit and sub-
total each category:

a. (A) Basic, (B) Shelter, and (D) Special

I. Items not applicable write N/A or put a strike through to show
reviewed

b. Under Resources, enter the amount of each item in categories (1) Earned
Income, (2) Income from Self-Employment (3) Unearned Income (4)
Recovery and total all items to determine the total monthly deduction
amount (5)

I. Items not applicable write N/A or put a strike through to show
reviewed

c. Enter the amount of (5) from Resource section to Less Deductions under
Monthly Requirements (i.e., funds for student assistance see chapter 4.9)

d. Monthly Entitlement amount to be issued
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4.11 Student Eligibility

3. Under Temporary Allowance Issued by Administering Authority section enter:

a. the unit size (i.e., family unit size)
b. the amount entitled
c. the from and to dated (i.e., April 1, 2015 to March 31, 2016)

4. Any section not applicable like Transfer to Band Work Project (i.e., WOP)
a. write N/A or put a strike through to show reviewed
5. Signatures of both the recipient and Administering Authority required.

6. If the ‘From and To’ date are for entire fiscal year. A new B&D Form (901-25) needs
to be prepared only when a change occurs as:

a. the Monthly Renewal Declaration (901-28) must be provided each month
and describe all changes (i.e., copy of paystub or new utility bill) [see chapter 3
Application and Assessment].

7. All expenditures must have the required documentation attached to the B&D form.

DCI # 455897 — INCOME ASSISTANCE REPORT
The Administering Authority is to report all expenditures and caseload information by
completing:

1. Pages 1-4, Section 1 caseload details for applicant/recipient;
and

2. Pages 5-6, Section 2 Financial Management Report sections:
e Income Assistance Expenditures,
e Shelter Information,
e Children Out of Parental Home, and

e Declaration
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Department of Indigenous Services Canada 5.1

Shelter Allowances Overview

General Principle

The Department of Indigenous Services Canada (DISC), through the on-reserve
housing program, makes funds available to First Nation communities for housing
construction, improvements, and repairs. The chief and council of each band are
expected to allocate housing and housing repairs to band members, giving
priority to the most needful families. [For additional Shelter policy see other
sections in Chapter 5].

Income assistance families may be eligible to receive a shelter allowance to
cover eligible documented shelter costs. Shelter documents and expenditures
are reviewed during an Income Assistance Program Review by DISC officials
(see Chapter 2, Program Administration and Volume 3, Appendices handbook).

Definitions

See Definitions section, under DISC's Social Development Policy and Procedures
Handbook, Vol 1, BC Region, for income assistance, disability assistance,
hardship assistance or a supplement.

Eligibility

Eligibility for Shelter Allowance

A shelter allowance may only be issued to meet actual, documented shelter
costs (up to maximum shelter variable) if the following conditions apply:

« the applicant meets social assistance eligibility requirements
« the applicant occupies the dwelling

« in the event that a significant change occurs, the change must be
documented, and evidence must be placed on the client file

« evidence of actual costs, in the form of billings, receipts for fuel, utility, etc.,
and rental agreements

« a rental agreement is to be copied and placed on the client file, a shelter
allowance may only be issued when documentation is placed on the
recipient’s file to show actual shelter costs.

Social Development Policy and Procedures Manual October 2021 + 1
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5.1

Shelter Allowances Overview

Shelter Maximums

In no case may the total shelter allowance issued for all shelter costs (rent, heat,
hydro, phone, mortgage payment, home maintenance and repairs, etc.) exceed
the maximum shelter rates.

Proof of shelter costs

Shelter costs may include the following in the recipient’s name or member of the
family unit (in situations of shared shelter, documentation may appear in either
family unit's name who occupies the home):

e rent receipt, intent to rent, lease, rental agreement showing the applicant’s
name, Ministerial Loan Guarantee number or Personal Mortgage Number
or CMHC Reference number, the house address, total mortgage,
landlord’s name, start and end date, landlord’s phone number, landlord’s
address, signature of landlord and recipient,

e recent utility bills
e home maintenance and repair receipts or agreement with band
e mortgage agreement showing monthly mortgage payments

e water and garbage disposal provided by a company on a regular weekly
or biweekly basis (only the applicable portion of the First Nation User Fees
for Municipal Type Service Agreement (MTSA) and/or Capital Asset
Inventory System (CAIS) for each home)

e mobile home pad rental agreement

e receipts or billings for other eligible shelter costs

e shared parenting assistance (see Chapter 4.4 Family Unit)
e room and board agreement

e shared shelter calculation

e temporary reduced family unit (see Chapter 4.4 Family Unit)

No shelter allowance is to be issued when an applicant or recipient has already
paid all shelter costs for that month.

If partial shelter costs have been met by an applicant or recipient, a shelter
allowance for only the remaining shelter costs may be issued.

Refinancing

The shelter allowance will not be increased if the home of a recipient is
remortgaged and the mortgage payments are increased, unless the previous
mortgage term had expired.

2
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5.1

Shelter Allowances Overview

Shared Shelter

In situations where two or more people (neither of who is the spouse nor
dependent of the other), or two or more families share a common dwelling, the
administering authority will divide the documented allowable shelter costs by the
number of people occupying the common dwelling.

When calculating a recipient’s shelter costs for two or more families who occupy
the same place of residence, the allowable documented shelter costs of any one
of them will be accepted.

The smaller of the following amounts will determine shelter costs:
« the allowable documented shelter amount calculated by:

o dividing the actual costs for all the families by the number of persons
occupying the place of residence

o multiplying the result by the number of persons in each family
« the amount declared by that family as the shelter costs for that family

Equal Payment of Utility Bills

Wherever possible, recipients are to be referred to utility suppliers to have utility
bills averaged over a 12-month period. Equal payment or other utility averaging
accounts will have an annual adjustment to ensure these payments are in line
with costs.

The administering authority must ensure these are taken into account when
establishing a recipient’s eligible shelter costs.

Adjustment refunds by the supplier are to be sent to the recipient, even if the
administering authority is administering the recipient’s funds. The refund is not to
be considered income.

3
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51 Shelter Allowances Overview

Procedures

Eligibility = Documentation and Forms

e Budget and Decision Form (901-25)

Applicant | ¢ Social Assistance Monthly Renewal Declaration (901-28)
or ¢ Copies of all utility documents

Recipient e Copy of Rental Agreement

¢ Income Assistance Report (DCI #455897)

e All other required income assistance documents

Resources

¢ Interim Shelter Agreement information is found in the BC Region Band Social Development
Worker Policy Support Line

¢ Information regarding First Nation User Fees for Municipal Type Service Agreement (MTSA)
and/or Capital Asset Inventory System (CAIS) can be found at: www.inac.gc.ca/extranet

e CMHC Housing information at: www.cmhc-schl.gc.ca/en/ab/onre/index.cfm

It is the responsibility of the client to provide documents to verify their eligibility for the
appropriate benefit.

Details of the verification and original documents or copies of originals that are stamped
“certified true copy” are to be placed on the client’s file. For further details on
documentation requirements (see Chapter 3, Application and Assessment).

Shared Shelter

When two or more families occupy the same dwelling the Band Social Development
Worker will calculate shelter costs based on documents received from the recipient that
has any of the names found on the recipients Application for Social Assistance (901-27)
form.

Example of Shared Shelter
A total of six people share the same home (family unit of four and family unit of two):

Step 1 | Document allowable shelter costs:

Mortgage $460 + Hydro (E.P.P.) $120 + Basic Phone Rental $20 = $600

Step 2 Divide total $600 actual shelter costs by number of individuals:
Mortgage $460 + 6 = $76.67, Hydro $120 + 6 = $20, Phone $20+ 6 = $3.33

Step 3 Multiply individual amounts by each family unit size:
Mortgage $76.67 x 2 = $153.34 (x 4 = $306.68)
Hydro $20 x 2 = $40 (x 4 = $80)
Phone $3.33 x 2 = $6.66 (x4 = $13.32)

4 Chapter 5, Shelter Allowances October 2021
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51 Shelter Allowances Overview

Step 4 Complete B&D form (901-25) for each family unit, include copy of shelter
documents and indicate which portion is for income assistance family. The
remaining amount is the responsibility of the other family unit.

Equal Payment of Utility Bills

When utility costs are based on seasonal utility suppliers that do not issue utility bills
averaged over a 12-month period. The Band Social Development Worker may
determine the seasonal utility cost by averaging the amount paid over last few years to
calculate an amount. The calculated seasonal cost would then be applied to the
recipients monthly shelter cost and in no case may the amount exceed the maximum
shelter rate.

Example of Equal Payment of Utility Bills
A total of six people share the same home (family unit of four and family unit of two):

Step 1 | Documented shelter cost for wood heat for past two years:
November - February 2013 = 6 cords of wood @ $100 each/total $600
November — March 2014 = 8 cords of wood @ $125 each/total $1000

Step 2 Calculate all shelter costs for family unit and include seasonal wood:

Mortgage $460 + Hydro (E.P.P.) $120 + Basic Phone Rental $20 + Wood x 2 cords per
month $125 = $725

Step 3 | Divide total $850 actual shelter costs + wood amount by number of individuals:
Mortgage $460 +~ 6 = $76.67, Hydro $120 + 6 = $20, Phone $20+ 6 = $3.33
Wood $125 + 6 = $20.83

Step 4 | Multiply individual amounts by each family unit size:
Mortgage $76.67 x 2 = $153.34 (x 4 = $306.68)
Hydro $20 x 2 = $40 (x 4 = $80)
Phone $3.33 x 2 = $6.66 (x4 = $13.32)
Wood $20.83 x 2 = $41.66 (x 4 = $83.32)

Step 5 | Complete B&D form (901-25) for each family unit, include copy of shelter documents
and indicate which portion is for income assistance family. The remaining amount is
the responsibility of the other family unit.

- Family Unit of 2 total shelter allowance $241.66 (max. rate $570)
- Family Unit of 4 total shelter allowance $483.32 (max. rate $715)

Step 6 | The monthly payment calculated for wood must be identified on client file case notes
for each month (e.g., April $41.66, May $41.66, June $41.66, July $41.66, August
$41.66, September $41.66, October $41.66 total $291.62). The wood payment is to
be issued for the recipient’s portion based on the number of cords delivered. Notify the
recipient that the other family is responsible for their shared shelter (issue remaining
balance if other family is receiving assistance).
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51 Shelter Allowances Overview

Budget and Decision Form (901-25)

The Budget and Decision Form (901-25) is to be completed in full and document the
approved Shelter Costs as follows:

1. Comment section - indicate “shared shelter or single family” and the family units
portion for each eligible item if shared shelter;

2. Under Basic section — write amount under Monthly Requirements, for Current Month
(e.g., pro-rate as per date of application) and Continuing Month (e.g., PWD
designation approved but benefit issued following month);

3. Under Shelter section — write amount of each eligible shelter expenditure under
Monthly Requirements, for Current Month and Continuing Month [For additional
Shelter policy see other sections in Chapter 5];

4. Signatures of both the recipient and Administering Authority; and

5. Prepare a new Budget and Decision Form (901-25) when number of persons
occupying the home change or change in family unit (see Chapter 4, Eligibility).

All required documentation (i.e., copy of the bills and rental agreement) is to be
attached to the form.

Shelter costs are reported on Part B on the Income Assistance Report (DCI#455897).

DCI # 455897 — INCOME ASSISTANCE REPORT

The Administering Authority is to report all expenditures and caseload information by
completing:

1. Pages 1-4, Part A caseload details for applicant/recipient; and
2. Pages 5-6, Part B Financial Management Report sections:

e 14. Income Assistance Expenditures,

e 15. Shelter Information,

e 16. Children Out of Parental Home, and

e Declaration.
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Department of Indigenous Services Canada 5.2

Utilities

General Principle

If utility services are not provided by a landlord, certain utility costs may be
included as eligible components of the shelter allowance. Shelter allowances,
inclusive of all components, may never exceed established shelter maximums.

Fuel

An allowance may be issued to cover reasonable, actual costs of adequate fuel
supply for heating and cooking, (i.e., natural gas, oil, naphtha gas, electricity,
cord wood, or other fuel).

To assist the client in budgeting, and to ensure adequacy of the allowance, fuel
costs may be averaged out on the basis of previous actual costs and adjusted
seasonally.

Recipients should be encouraged to apply to utility suppliers, such as BC Hydro,
to have utility bills placed on a 12-month, equal payment plan.

Where recipients use fuel wood, and have access to a supply, they may be
issued a reasonable allowance for fuel for a power saw for cutting their own
wood. In this situation, no allowance is to be issued for purchase of wood.

Administering authorities may establish standard community rates for fuel
allowances if they are:

e universally applied

o based on average expenditures

o adjusted seasonally

e reasonable, and differentiated in relation to family unit size

Social Development Policy and Procedures Manual August 2004+ 1
GCDOCS # 101934361



5.2 Utilities

Electrical Services

Subject to the band signing a contribution agreement for community
infrastructure and services:

e Where the electricity is generated by the band or by the
Department of Indigenous Services Canada (DISC), payment for
actual, reasonable electrical costs based upon rates set in
accordance with prevailing rates of the provincial authority in the
area (e.g., BC Hydro).

e Where electrical services are provided by a private or provincial
authority (e.g., BC Hydro), monthly payments may be made based
on actual, reasonable costs.

Water Supply, Sewage Disposal, and Garbage Pick-up

These services are considered a component of the shelter allowance only if all
users in the community pay for them whether or not they are in receipt of income
assistance.

Subject to the band signing a contribution agreement for community
infrastructure and services:
o payment for actual water costs may not exceed $7.10 per month
o payment for actual sewer costs may not exceed $5.50 per month
« payment for actual garbage disposal costs may not exceed $6.20
per month

Where contribution agreements are not in effect, payment for these services may
be based on reasonable, actual monthly costs.

Telephone Service

Only monthly rental of basic residential single line service, and monthly rental of
a basic telephone through the telephone company may be considered as
components of the telephone service when calculating shelter costs.

Installation costs of a telephone may be covered by a special needs allowance.

House Insurance Premiums

An allowance for house insurance premiums may be granted provided that the
following apply:

o the house is owned, lived in, and insured by the recipient

« the allowance is averaged over a 12-month period

« the insurance is not included in a monthly housing loan payment

The house insurance premium may also include the contents of the house.

2 Chapter 5, Shelter #10934361 August 2004



Department of Indigenous Services Canada 5.3

Room and Board

General Principle

Room and board may be issued to income assistance recipients, within
maximum rates in accordance with the family unit size as set out in this
Handbook and on the basis of actual documented costs.

It is the responsibility of the client to provide documents to verify their eligibility
for the appropriate benefit.

Definitions

See Definitions section, under ISC's Social Development Policy and Procedures
Handbook, Vol 1, BC Region, for income assistance, disability assistance,
hardship assistance or a supplement.

Policy

Room and Board
July 2019

An eligible family unit that is living in a room and board situation (other than in a
special care facility) is eligible to receive the smaller of the following two
amounts and shall not exceed the total support and shelter for the family unit size:

¢ the sum of the actual cost of the room and board living arrangement plus the
amounts shown in table below for each client and dependent child in the family
unit; OR

¢ the shelter and basic needs allowance amount calculated for the applicable
family unit size.

Note: Each applicant or recipient who has a Persons with Disabilities (PWD)
designation is eligible for a Transportation Support Allowance [see Chapter 11.8 —
Transportation Support Allowance] in addition to the amounts above.

Social Development Policy and Procedures Handbook Vol.1 July 2019 - 1
«  #18439449



53 Room and Board

Support Type Eligible Recipients Maximum Amount
Room and Board Family units living in | ¢  $60.00 per calendar month for each
Support room and board adult, plus

situations, other e $40.00 per calendar month for each
than special care dependent child, plus

facilities e $127.00 per calendar month for each
person with the Persons with
Disabilities (PWD) Designation, plus
the Transportation Support Allowance
(see box below for details)

Transportation PWD Clients living An additional Transportation Support
Support Allowance | in room and board Allowance is provided to a client with the
situations or residing | Persons with Disabilities designation as
in special care $52.00 per month in cash or as an in-kind
facilities bus pass.

Calculations
July 2019

Room and board recipients receive the smaller amount of the following two
calculations:

e Calculation A:

Assistance amount = (actual room and board cost) + ($60 support per adult) + ($40
support per child, if applicable) + ($127 support per PWD designated client, if
applicable)

e Calculation B:

Assistance amount = (family unit shelter amount) + (family unit support amount)

Note: Each applicant or recipient who has a Persons with Disabilities (PWD)
designation is eligible for a Transportation Support Allowance [see Chapter 11.8 —
Transportation Support Allowance] in addition to the amounts above.

Case Examples
July 2019

James is a single, 30-year old recipient with a PWD designation.

2 Chapter 5, Shelter Allowances #18439449 July 2019




53 Room and Board

Scenario 1: James pays $1,100 a month for room and board. James will receive the
smaller of the following amounts:
A. The actual cost of his room and board ($1,100), plus the monthly support amount
($60), plus the monthly disability support amount ($127). The total is $1,287.
B. A single PWD recipient’s maximum shelter ($375) plus basic needs support
($808.42). The total is $1,183.42.

James will receive B: $1,183.42, plus his Transportation Support Allowance ($52 per
month) or bus pass in-kind as it is the smaller amount of the two options.

Scenario 2: James pays $825 a month for room and board. James will receive the
smaller of the following amounts:
A. The actual cost of his room and board ($825), plus the monthly support amount
($60), plus the monthly disability support amount ($127). The total is $1,012.
B. A single PWD recipient’s maximum shelter ($375), plus basic needs support
($808.42). The total is $1,183.42.

James will receive A: $1,012.00, plus his Transportation Support Allowance ($52 per
month) or bus pass in-kind as it is the smaller amount of the two options.

Scenario 3: James pays $300 a month for room and board. James will receive the
smaller of the following amounts:
A. The actual cost of his room and board ($300), plus the monthly support amount
($60), plus the monthly disability support amount ($127). The total is $487.
B. A single PWD recipient’s maximum shelter ($375), plus basic needs support
($808.42). The total is $1,183.42.

James will receive A: $487, plus his Transportation Support Allowance ($52 per month)
or bus pass in-kind as it is the smaller amount of the two options.

Note: Room and board calculations apply to recipients receiving income assistance,
disability assistance and hardship assistance living in a room and board situation.
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53 Room and Board

Procedures

Eligibility = |Documentation and Forms

¢ Budget and Decision Form (901-25)
Applicant | « Social Assistance Monthly Renewal Declaration (901-28)
Rec(i)p:ient e Copies of all utility documents
e Copy of a Rental Agreement
¢ Income Assistance Report (DCI #455897)
o All other required income assistance documents

It is the responsibility of the client to provide documents to verify their eligibility
for the appropriate benefit.

Details of the verification and original documents or copies of originals that are
stamped “certified true copy” are to be placed on the client’s file. For further
details on documentation requirements see Chapter 3, Application and
Assessment.

Budget and Decision Form (901-25)

The Budget and Decision Form (901-25) is to be completed in full and document
the approved Shelter Costs as follows:

1. Comment section - indicate “room and board™;

2. Under Basic section — write recipient’s basic amount or room and board
portion under Monthly Requirements, for Current Month (e.g., pro-rate as per
date of application) and Continuing Month (e.g., full amount not pro-rated but to be
issued the following month);

3. Under Shelter section — put a line through Utilities and write Room and Board
then enter amount under Monthly Requirements, for Current Month and
Continuing Month;

4. Signatures of both the recipient and Administering Authority; and

5. Prepare a new Budget and Decision Form (901-25) when number of persons
occupying the home change or change in family unit (see Chapter 4,
Eligibility).

All required documentation (i.e., copy of the bills and rental agreement) is to be
attached to the form.

Shelter Costs are charged to the basic needs budget.
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53 Room and Board

DCI # 455897 — INCOME ASSISTANCE REPORT

The Administering Authority is to report all expenditures and caseload information on
the Income Assistance Report DCI #455897.
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Department of Indigenous Services Canada 5.4

Rent or Personal Mortgage Payments

General Principle

Because of departmental assistance for housing, the provision of
rental allowances to persons residing on reserves or crown lands is
subject to certain conditions.

Policy

Rent may only be considered an eligible component of shelter allowance
when:

e rentis customarily charged for the accommodation and is not being
charged simply because the occupant is in receipt of social
assistance

« the amount of rent is reasonable in terms of family needs, size and
condition of housing, and prevailing rental practices in the
community

Subject to the above, rent may be issued to eligible social assistance
recipients in an amount not exceeding the actual rent payment or
provincial maximums, whichever is less, if an eligible social assistance
applicant or recipient resides in one of the following:

« a house that has been built without government funds, including a
non-repayable grant or transfer of funds

e a house built with such funds supplemented by funds from another
source that must be repaid, rent may be considered in an amount
deemed necessary to cover the actual cost of supplementary
funding (when the loan is repaid, rent may no longer be charged)

« ahome that is privately owned (see Definition of Privately Owned
later in this section), by another, rent may be considered where
both of the following apply:

. the community has established and maintains a registry of
private home ownership identifying homes which are privately
owned, the name of owner, and records transfers of ownership

Social Development Policy and Procedures Handbook #16033584 July 1999 - 1



5.4

Rent or Personal Mortgage Payments

. the privately owned home is rented from the registered owner,
and proper documentation in the form of a rental or tenancy
agreement is provided

. the total shelter allowance issued for all shelter costs (rent, heat,
hydro, phone, etc.) may not exceed the provincial maximum
shelter rates

Definition of Privately Owned

For the purposes of establishing the registered owner, and to determine
eligibility for social assistance shelter allowances, private ownership
means homes that are owned under:

e Locatee or Certificate of Possession (CP) holdings
e Cardex holdings

e Custom holdings that are duly recognised in writing by council

Personal Mortgage Payments

Where eligible social assistance applicants or recipients own the home in
which they reside, and have a mortgage loan outstanding (excluding those
loans provided under the Social Housing Program through Canada
Mortgage and Housing Corporation):

e an allowance may be granted in an amount which may not exceed
either the actual monthly mortgage payment or the provincial
maximum shelter rates, which ever is less, if:

« payment is made on principal and interest, actual insurance
premium, and actual administration costs only, and does not
include payment towards contingency, maintenance, or
replacement costs

. the amortization period of the loan is not less than 10 years in
the case of a mobile home, and not less than 25 years for a
permanent structure

¢ the total shelter allowance issued for all shelter costs (personal
mortgage payments, heat, hydro, phone, etc.) may not exceed the
provincial maximums (see Chapter 5, Shelter Allowances)
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Department of Indigenous Services Canada 5.5

Home Maintenance and Repairs

General Principle

Home maintenance and repair costs are only applicable to a home
privately owned and lived in by the recipient. Private ownership for the
purposes of establishing the registered owner, and to determine eligibility
for social assistance shelter allowances is deemed to mean homes that
are owned under:

« Locatee or Certificate of Possession (CP) holdings
e Cardex holdings
e Custom holdings that are duly recognized in writing by council

Policy

Home maintenance and repairs are not considered as eligible shelter
costs for social housing units or other types of homes that are rented. In
these cases the landlord is responsible for the maintenance and repair.

Home maintenance and repairs refers only to essential items of protection,
replacement, and repair that are part of the physical structure of the
recipient’s home, and will not include replacement of, or repairs to
appliances or decorative items.

Procedures

The recipient or owner must have made application and been denied all
other home maintenance programs available through the band housing
authority (i.e., R.R.A.P.), and provide documentation to that effect.

The total estimated cost of the essential physical structure repairs must be
attached to the loan agreement that is signed between the recipient and
the loaning agency.

Only the actual monthly loan payment amount stated on the loan
agreement may be considered, using any available shelter allowance.
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5.5

Home Maintenance and Repairs

The total amount considered for repayment may not exceed the total
documented costs of the essential physical structure repairs.

All documentation of actual costs and the loan agreement must be placed
in the applicant or recipient file

The total shelter allowance issued for all shelter costs, including utilities
(heat, hydro, phone, home maintenance and repairs, etc.) may not exceed
the provincial maximum shelter rates.

2
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Department of Indigenous Services Canada 5.7

National Housing Act

General Principle

Section 56.1 of the National Housing Act allows bands to borrow funds from
Canada Mortgage and Housing Corporation (CMHC) for the construction of
CMHC Social Housing rental projects.

Eligible social assistance recipients who are residing in this type of project may
be issued shelter allowance not exceeding the established rent for the home or
provincial maximums, whichever is less for their CMHC home.

Eligibility

The applicant must provide the administering authority with a copy of a rental
agreement with the following information for the CMHC home:

amount of established rent for the home

address of the CMHC home

start and end date of the rental agreement

signature of the band housing officer and the applicant or recipient
list of occupants in the home that includes the name, age,
relationship, income source

o the ministerial guaranteed number or CMHC master reference
number

The total shelter allowance issued for all eligible shelter costs, including utilities
(CMHC rent, heat, hydro, phone, etc.) may not exceed the maximum shelter
rates.

Eligible recipients may begin to receive shelter allowances when they take up
residence in the housing project.

Under no circumstances is an advance allowance to be issued for any period of
time beyond the current month.
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Department of Indigenous Services Canada 6.1

Eligibility for Grandparented
Children Out of the Parental Home (COPH)

General Principle

AS OF MARCH 31, 2012, THE COPH PROGRAM STOPPED ACCEPTING
NEW APPLICATIONS.

Persons who applied for COPH on or before March 31, 2012 were assessed and
grandparented upon acceptance based on policy existing as of that date. The
Band Social Development Workers (BSDW) shall continue to administer the
COPH program for these grandparented clients.

The Ministry of Children and Family Development (MCFD) expanded its out-of-
care (not in foster care) options for families (and their relatives) when children are
temporarily unable to live with their parents. MCFD and local Aboriginal Child
and Family Services Agency offer many programs and services for families who
voluntarily request assistance. For more information, see the Extended Family
Program (EFP) on MCFD’s website [see Resources for Clients]. Alternatively,
phone or visit the nearest MCFD or local Aboriginal Child and Family Services
Agency office and for more information call, 250 387-7027, elsewhere in B.C.,
call 1 877 387-7027.

Note: MCFD’s Extended Family Program is not a replacement for COPH. EFP
offers enhanced supports for children and families with a focus on family
reunification.

There are supports for families other than COPH and the Extended Family
Program. Relatives looking after dependent children may be eligible for the
Canada Child Benefit or the Canada Child Disability Benefit.

Parents, legal guardians and persons with legal custody of a child who require
financial support may qualify for income assistance through the administering
authority with the child as a dependent provided the family unit meets all
eligibility criteria.

After March 31, 2012, any clients whose COPH is discontinued may pursue
assistance through community-based services. Contact MCFD or local
Aboriginal Child and Family Services Agency for assistance under one of its
programs, or clients may apply for income assistance with the BSDW with the
child as a dependent. (To qualify for income assistance, the family unit must
meet alleligibility criteria.)
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6.1  Eligibility for Grandparented Children Out of the Parental Home

The administering authorities shall provide assistance to COPH
applicationsreceived on or before March 31, 2012 and only if the following

apply:
o The child resides in the relative’s home,
o The child’s parent placed the child with the relative,
o The child’s parent does not reside with the relative, and

e The Ministry of Children and Family Development (MCFD) determines that
there is no evidence of a level of risk to the child in the home that
compromises the home as an appropriate place for the child.

The parents are expected to contribute toward the cost of caring for the child.

The administering authorities will continue to administer the COPH program and
work with the MCFD After Hours office.

Policy

Definitions

The following definitions apply only to the Children Out of the Parental Home
(COPH) Program:

Child — An unmarried person under 19 years of age who is not a person with
disabilities.

Relative — In relation to a child, does not include the child’s parents. A relative
may include a person connected with the child by blood, marriage, or who has a
significant cultural or traditional responsibility to the child.
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6.1  Eligibility for Grandparented Children Out of the Parental Home

Eligibility
July 2015

AS OF MARCH 31, 2012, THE COPH PROGRAM STOPPED ACCEPTING
NEW APPLICATIONS.

Persons who applied for COPH on or before March 31, 2012 were assessed
and grandparented upon acceptance based on policy existing as of that date.
The administering authorities continue to administer the COPH program for
these grandparented clients.

After March 31, 2012, any clients whose COPH is discontinued may pursue
assistance through community-based services, contact the Ministry of
Children and Family Development (MCFD) or local Aboriginal Child and
Family Services Agency for assistance under one of its programs, or apply for
income assistance through the local administering authority with the child as a
dependent (to qualify for income assistance, the family unit must meet all
eligibility criteria).

A child may continue to be eligible for COPH assistance only if all of the following
apply:

« the child resides with his or her relative,
« the child’s parent placed the child with the relative,
« the child’s parent does not reside with the relative, and

« MCFD determines that there is no evidence of a level of risk to the child in
the home that compromises the home as an appropriate place for the
child.

COPH is not available to relatives who have a kith and kin agreement with
MCFD. When COPH clients sign an agreement with MCFD under the Extended
Family Program (or other agreements such as a Section 8, a Child’s Kin and
Others or a Kith and Kin agreement), MCFD will advise this administering
authority of the agreement and COPH assistance will be discontinued [see
Procedures: Notification by MCFD of Extended Family Program or Other
Agreements].
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6.1  Eligibility for Grandparented Children Out of the Parental Home

Eligibility for Supplements
July 2015

Recipients of grandparented COPH assistance may be eligible for:

e aschool start-up supplement, if a non-status child eligible for COPH is
attending school full-time (See Chapter 9.6, School Start-up Allowance)

« additional health supplements if equivalent payment for the services is
not available through the non-status child’s parents (See Chapter 10,
Non-Status Health Benefits)

Recipients of grandparented COPH assistance are not eligible for any of the
following:

o December Supplement Allowance (See Chapter 11.5, December
Supplement Allowance)

« Supplement for lost, stolen, delayed or suspended family bonus cheques
(See Chapter 11.2, Family Bonus Top-up Allowance)

Determining Risk

Beginning of June 1, 2012, all grandparented COPH files are required to
complete the enhanced screening criteria as a condition of eligibility for
grandparented COPH assistance to determine if there is evidence of risk to
the child in that placement.

To determine that there is no evidence of a level of risk to the child in the home
that compromises the home as an appropriate place for the child, MCFD will
conduct enhanced screening checks on behalf of the administering authority on
the following persons:

« the relative who is receiving grandparented COPH assistance on behalf of
the child,;

e any other person age 18 years or older who lives in the relative's home,
either full-time or part-time.

The enhanced screening checks will consist of:

« a Prior Contact Check: a review of any records of previous involvement
that MCFD or a Delegated Aboriginal Agency may have had with the
individual;

« acriminal record check conducted by Public Safety and Solicitor General
(PSSG)

Each person age 18 or over living in the relative's home must provide written
consent for MCFD to conduct the enhanced screening checks. If any person age
18 or over refuses consent, the child (ren) will be ineligible for further
grandparented COPH assistance and MCFD After Hours Office may be
contacted to determine next steps.
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6.1  Eligibility for Grandparented Children Out of the Parental Home

Enhanced Screening Results

Based on the results of the enhanced screening checks, MCFD will determine
whether or not concerns exist. MCFD will inform the administering authority with
one of two statements:

e no evidence of risk, or
e risk determination is not possible, the child is not residing with the
COPH care provider.

If MCFD informs the administering authority that the screening checks show "no
evidence of risk" and the grandparented recipient meets the other eligibility
criteria for COPH assistance, the COPH assistance will continue.

If MCFD determines that concerns exist within the household, MCFD informs the
administering authority that "risk determination is not possible, the child is not
residing with the COPH care provider" the COPH benefits will not continue for the
child (ren).

If COPH is discontinued, MCFD determines whether or not there is evidence of
risk to the child, the administering authority will know only the results of MCFD's
screening, not the information that led to those results. If the relative disputes or
disagrees with the findings from the MCFD screening, or wants more
information about the screening results, the relative should be directed to
contact the COPH Screening Information Contact at the MCFD After Hours
Office, or appropriate Delegated First Nations Child and Family Services
(FNCFS) agency.

The decision to deny or discontinue COPH assistance based on MCFD
determination of “evidence of a level of risk to the child in the home that
compromises the home as an appropriate place for the child” is not open to
appeal.

Relatives caring for a COPH must record information about a change in the
household composition on the Children Out of the Parental Home Monthly
Renewal Declaration (COPH 04) form. If another person age 18 or over moves
into the home or a dependent child in the home turns 18, that person must
consent to be screened by MCFD for continued eligibility. If any person age 18
or over refuses consent MCFD After Hours Office must be contacted to
determine next steps.
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6.1  Eligibility for Grandparented Children Out of the Parental Home

Relative Employment Obligations

There is no requirement to seek employment for a grandparented COPH
relative who is a single person and who is in receipt of income assistance,
when the COPH child meets either of the following criteria (See Chapter 3,
Application and Assessment and Chapter 4, Eligibility):

« has not reached three years of age, or

« has a physical or mental condition that, precludes the relative from
leaving home for the purposes of employment.

Treatment of Income

Financial Contributions by the Parents
Parents have the primary responsibility for, and are expected to contribute
toward the support of their children. There is no exemption on parent’s
financial contribution toward the cost of caring for the child in the relative’s
home and it must be deducted from the grandparented COPH income
assistance monthly entitlement.

Canada Pension Plan (CPP) Orphan Benefits and Child of a Disabled
Contributor Benefits

Both CPP paid to orphans and benefits for a Child of a Disabled Contributor
are not considered parental contributions and therefore do not affect the
COPH assistance payments.

Canada Child Benefit (CCB)

The relative may apply for the Canada Child Benefit (See Chapter 11.1,
Categories of Child Benefits). If eligible, all CCB program benefits including
BC Family Bonus and BC Earned Income Benefit will automatically be
directed to the relative.

CCB program benefits payments, including retroactive payments,do not
affect the grandparented COPH assistance payments.
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6.1  Eligibility for Grandparented Children Out of the Parental Home

Determining if a person age 18 or older is living part-time in the relative'shome

The purpose of the screening requirement is to ensure the child's safety. If the
below factors suggest a person age 18 or older is living in the relative's home
part-time, that person should be included in the Screening Check.

The following factors should be considered to determine whether a person age
18 or older is living in the relative's home part-time:

o Wwhether the person's living arrangement is consistent with aspects of
occupying the relative's home as a place of residence;

« the frequency and duration the person is residing in the relative's home;

« if during periods of residing in the relative's home, the person is
unsupervised with the child.

Some examples where the person may be considered living part-time in the
relative's home are:

« the person receives mail at the address of the home, indicates it as
their place of contact, or contributes to duties associated with living in
the home;

« the person is attending school where commuting between two residences
< is necessary and is staying overnight at the relative's home on a regular
basis such as five nights per week for six months; or

« the person is employed where commuting between two residences is
necessary and is staying overnight at the relative's home on a regular
basis such as two nights per week for an indefinite amount of time.

Some examples where the person may not be considered living part-time in the
relative's home are:

« the person does not receive mail at the address of the home, does not
indicate it as their place of contact, or does not contribute to duties
associated with living in the home;

« the person is staying overnight at the relative's home on a temporary basis
such as one night per month; or

« the person is visiting the relative's home for a three week vacation.
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6.1  Eligibility for Grandparented Children Out of the Parental Home

Eligibility of Grandparented Files

COPH assistance shall continue to be provided to the grandparented COPH
recipient until the administering authority has received correspondence from the
MCFD After Hours Office to confirm that the screening checks result shows “no
evidence of risk that compromises the home as an appropriate place for the child
to reside.”

File Management

Information and documents collected during the administration of the
COPH program are the property of the administering authority. The
administering authority must ensure that the documents are up-dated with
current information to support eligibility and program compliance review.

Administering authority must ensure that records containing personal or
confidential information on their clients are kept in a secured area and
protected by restricting their access to authorized Department of
Indigenous Services Canada (DISC) staff, and to the administering
authority’s authorized employees who administer the COPH Program
(See Chapter 2, Social Assistance Files).

Duty to Report Child Welfare Concerns

As in all other cases where there are child welfare concerns, any administering
authority employee who has reason to believe that a child has been, or is likely to
be, abused or neglected has a legal duty to report the matter to MCFD, or to the
appropriate First Nations Child and Family Services (FNCFS) agency under the
Child, Family and Community Service Act. See the following reference links for
details:

- Appendix 4.1, Protection of Children — Duty to Report Suspected Child
Abuse and Neglect, in Volume 3 “Appendices” of the Social Development
Policy, and Procedures Handbook, BC Region for procedures

MCFD’s The B.C. Handbook for Action on Child Abuse and Neglect for
Service Providers at

http://www.mcf.gov.bc.ca/child protection/pdf/handbook action child abuse.pdf
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6.1  Eligibility for Grandparented Children Out of the Parental Home

Procedures
Eligibility e Identification for the child
& ¢ BC Medical Services Plan Care Card for the child
Screening e Fax Cover Sheet (COPH 03)
Check « Annual Review for Grandparented COPH (COPH 01-G)
e Enhanced Screening Consent Children Out of the Parental Home (COPH 02-G)
NOTE: COPH 02-G will be released in May 2012 for implementation
beginning June 1, 2012
Approval, e MCFD result of the sc_reening checks
Denial, e Correspondence to client (see Sample Letter Templates for COPH):
Discontinue, - No Evidence of Risk — Approve COPH (COPH SL1)
or - Refuse to Consent - Deny New and Inform Discontinue Existing COPH
Reduce (COPH SL2)
COPH - Refuse to Consent - Inform Discontinue Existing COPH (COPH SL3)
- Evidence of Risk - Deny New and Inform Discontinue Existing COPH
(COPH SL4)
- Evidence of Risk Screening Result - Inform Discontinue Existing COPH
(COPH SL5)
- Not Screening Related — Inform Deny, Discontinue, Reduce COPH
(COPH SL6)
e Budget and Decision Form (901-25)
o Children Out of the Parental Home Monthly Renewal Declaration (COPH 04)

It is the responsibility of the client to provide documents to verify their eligibility
for the appropriate benefit.

Details of the verification and original documents or copies of originals that
are stamped “certified true copy” are to be placed on the client’s file. For
further details on documentation requirements (See Chapter 3, Application
and Assessment).
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6.1  Eligibility for Grandparented Children Out of the Parental Home

Processing an Application for COPH Assistance

AS OF MARCH 31, 2012, COPH STOPPED ACCEPTING NEW
APPLICATIONS.

Persons who applied for COPH on or before March 31, 2012 were assessed and
grandparented upon acceptance based on policy existing as of that date. The
administering authority continues to administer the COPH program for these
grandparented clients only.

After March 31, 2012, any clients whose grandparented COPH is discontinued
may pursue assistance through community-based services, contact MCFD or
local First Nations Child and Family Services Agency for assistance under one of
its programs, or apply for income assistance through the administering authority
with the child as a dependent. (To qualify for income assistance, the family unit
must meet all eligibility criteria.)

Eligibility Reviews

Eligibility reviews should be completed whenever there are changes in the
household composition. This includes when a child in the household turns 18 or
another person age 18 or over moves into the grandparented COPH home either
full-time or part-time. Eligibility reviews may also be conducted at the discretion
of the Band Social Development Worker or the administering authority office.
[See the Eligibility Review for Income Assistance for COPH Forms and Letters.]

When eligibility reviews are conducted for a grandparented COPH client, the
parental signature on the Annual Review for Grandparented COPH (COPH 01-G)
form is optional. Parents should have provided the information collected by this
form on the original application for COPH. Where this is not the case, parents
may be required to complete the form, at the discretion of the Band Social
Development or the administering authority office.

Parents should be required to complete the Annual Review for Grandparented
COPH (COPH 01-G) form when there is any question as to whether the parent is
living in the home in which the child is being cared for.
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6.1  Eligibility for Grandparented Children Out of the Parental Home

Notification by MCFD of EFP or Other Agreements

Eligibility for COPH assistance ends when COPH clients sign an agreement with
MCFD under the Extended Family Program (EFP) or other agreements such as a
Section 8, a Child’s Kin and Others or Youth Agreement. When this occurs,
MCFD will advise the Band Social Development Worker of the agreement and
COPH assistance will be discontinued. The MCFD social worker will fax or e-mail
notification to the administering authority office noting the child’s name and the
fact that they have signed an agreement for benefits.

Upon receipt of confirmation that a COPH client has signed an EFP or other
agreement, keep the email or fax, document the information in the COPH file,
and follow the procedures for “COPH Discontinued for Reason Other Than the
Screening” below.

Enhanced Screening for Risk

COPH relative-caregivers are required to report the changes in the child's
circumstances and any changes in the household composition by completing
the Children Out of the Parental Home Monthly Renewal Declaration (COPH
04) form on behalf of the child every month. If the monthly renewal declaration
indicates that the household composition has changed, the BSDW shall contact
the relative for more information. The BSDW may contact MCFD After Hours
Office to determine next steps if the relative fails to report changes in the
household composition.

When a dependent child living in the COPH home turns 18 or another person
age 18 or older moves into the COPH home and resides there either full-time or
part-time, that person must consent to the enhanced screening as a condition
of ongoing eligibility for COPH assistance.

When a COPH Annual Review is being done, check to ensure there is a
completed Enhanced Screening Consent Children Out of the Parental Home
form (COPH 02-G) from each person 18 years of age or older who resides
either full-time or part-time in the relative’s home.

Complete the following steps when a person age 18 or older joins the COPH
household or when a review finds that a person 18 years of age or older in the
household has not already been screened, complete the following steps:

1. Provide the relative with a Enhanced Screening Consent Children Out of the
Parental Home form (COPH 02-G) for each person residing in the home who
is age 18 or older who has not yet gone through the enhanced screened
and inform the relative that they must return the completed form(s) to the
administering authority in order to continue receiving COPH assistance.

2. Advise the relative to ensure the form is completed accurately and signed,
and that two pieces of identification are required when dropping off the form.
Explain that if the consent form is not submitted, a hold may be placed on
their next cheque.
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6.1  Eligibility for Grandparented Children Out of the Parental Home

3. Hold the cheque until the screening consent form(s) are returned fully
completed back to the BSDW.

4. Check 2 pieces of identification of the person submitting the consent form to
establish proof of identity. At least one piece of identification must be photo
ID. Acceptable ID includes:

Primary Photo ID Secondary ID
Driver’s Licence* Birth Certificate
Passport Provincial Health Card
Secure Certificate of Indian Status Citizenship Papers

Original Citizenship Papers
Immigration Documents

Provincial Identification

Note: The preferred form of ID is a driver’s licence. The driver’s licence
can be expired.
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6.1  Eligibility for Grandparented Children Out of the Parental Home

5. Fax all completed screening consent forms (for the same home) to the Fax
Cover Sheet (COPH 03) form package to MCFD After Hours office at: (604)
739-3741.

6. Keep a set of all completed screening consent forms and fax cover sheet on
each corresponding COPH file for records.

No Evidence of Risk

If the result of the enhanced screening shows no evidence of risk, including a
copy of the email result in the COPH file and continue COPH payments if all
other eligibility criteria are met.

No longer eligible for assistance

If MCFD notifies the administering authority that “risk determination is not
possible, the child is not residing with the COPH care provider” the household
is no longer eligible for COPH assistance for the relevant child. If there is more
than one grandparented COPH child living in the same home, the
discontinuance of COPH assistance may apply to just the relevant child and not
all COPH children of the household.

An example of this kind of situation might be a household wherein a youth who
is a COPH recipient is involved in high-risk activities and moves out of the care
provider’'s home as a result of MCFD’s screening and involvement. There are
other COPH recipients in the household who can continue to live in the home
(because the youth no longer resides there) and the other COPH recipients
should continue receiving COPH benefits.

Complete the following:

a. Review the MCFD email result and identify the relevant child to whom the
ineligibility applies. Include a copy of the email in the file.

b. Inform the relative that COPH assistance is being discontinued and
provide a discontinuance of assistance letter. [See Documents & Forms
Table on page 9 of Procedures Section]
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6.1  Eligibility for Grandparented Children Out of the Parental Home

COPH Discontinued For Reason Other Than the Screening

If the COPH assistance is discontinued based on any criteria other than the
screening results, follow these steps inform the relative the assistance is being
discontinued, indicating reason(s),and send the client the appropriate Denial
Letter [see Forms and Letters].

If the COPH moves to the home of a new relative, this would be considered a
new application for COPH. The program stopped accepting new applications as
of March 31, 2012, so no further COPH assistance would be available in this
case. Clients whose COPH is discontinued for this or any other reason may
choose to contact MCFD for assistance under the Extended Family Program or
other programs, or apply for income assistance through this ministry with the
child as a dependant.

Reconsideration

The decision to deny or discontinue COPH assistance based on MCFD
determination of “evidence of a level of risk to the child in the home that
compromises the home as an appropriate place for the child” is not open to
appeal.

Duty to Report

If there are child protection concerns at any point after COPH assistance has
been approved, immediately refer the case to a Social Worker (SW) at MCFD or
Designated Aboriginal Children and Family Services Agency. Assistance may be
issued pending the SW’s review providing the screening is complete and
approved.
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Department of Indigenous Services Canada 6.2

Rate Table for

Grandparented Children Out of
the Parental Home (COPH)

General Principle
February 2010

The assistance rates for the Income Assistance Grandparented Child Out of the
Parental Home (COPH) mirror the rates of the provincial Ministry of Social
Development and Poverty Reduction (MSDPR) program.

Policy
February 2010
The following amounts of Grandparented COPH Assistance (inclusive of basic

maintenance and clothing) are to be paid to the relative on behalf of each eligible child
according to their age:

Age of Child Monthly Maximum Rate
Birth to 5 years $257.46 minus financial contributions by the parents
6-9 years $271.59 minus financial contributions by the parents
10-11 years $314.31 minus financial contributions by the parents
12-13 years $357.82 minus financial contributions by the parents
14-17 years $402.70 minus financial contributions by the parents
18 years $454.32 minus financial contributions by the parents
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6.2 Grandparented COPH Rate Table

Procedures

Eligibility Documentation and Forms

e Budget and Decision Form (901-25)

Annual Review for Grandparented COPH (COPH 01-G)

COPH Monthly Renewal Declaration (COPH 04)

Enhanced Screening Results (see chapter 6.1 for more information)

Copies of required identification

Income Assistance Report (DCI #455897)

All other required income assistance documents

Income Assistance Report (DCI #455897)
http://www.aadnc-aandc.gc.ca/DAM/DAM-INTER-HQ-AI/STAGING/texte-text/dci2016-17_455897_1449254914911_eng.pdf

¢ Recipient Reporting Guidehttp://www.aadnc-aandc.gc.ca/eng/1385559716700/1385559777677

Applicant
or
Recipient

Resources

¢ Ministry of Social Development web site content for Rate Tables dated 2007
http://www.sdsi.gov.bc.ca/mhr/rates.htm

Amount of Monthly Income Assistance — Calculation

1) All rates are monthly.

2) On-going need must be documented by the caregiver for the child each month using
the COPH Monthly Renewal Declaration (COPH 04)

3) Ensure the client file contains the Budget and Decision Form (901-25) and all
supporting documentation are completed in full.
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6.2 Grandparented COPH Rate Table

Budget and Decision Form (901-25)

The Budget and Decision Form (901-25) is to be completed in full and document the
benefit decision as follows:

1. Comment section — indicate:
a. The “ Grandfathered COPH support” being provided

2. Under Monthly Requirements section — sub-section (C) write the COPH benefit
amount and sub-total each category:

a. (A) Basic, (B) Shelter, and (D) Special

i. Items not applicable write N/A or put a strike through to show
reviewed

b. Under Resources, enter the amount of each item in categories (1) Earned
Income, (2) Income from Self-Employment (3) Unearned Income (4)
Recovery and total all items to determine the total monthly deduction
amount (5)

i. Items not applicable write N/A or put a strike through to show
reviewed

c. Enter the amount of (5) from Resource section to Less Deductions under
Monthly Requirements

d. Monthly Entitlement amount to be issued
3. Under Temporary Allowance Issued by Administering Authority section enter:

a. One (1) for COPH child
b. the amount entitled
c. the from and to dated (i.e., April 1, 2015 to March 31, 2016)

Any section not applicable like Transfer to Band Work Project (i.e., WOP)

s

a. write N/A or put a strike through to show reviewed

o

Signatures of both the caregiver and Administering Authority required.

»

. If the ‘From and To’ date are for entire fiscal year. A new B&D Form (901-25) needs
to be prepared only when a change occurs as:

a. the COPH Monthly Renewal Declaration (COPH 04) must be provided each
month and describe all changes (i.e., child birthday for high benefit rate).

~

All expenditures must have the required documentation attached to the B&D form.
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6.2 Grandparented COPH Rate Table

DCI # 455897 — INCOME ASSISTANCE REPORT
The Administering Authority is to report all expenditures and caseload information by
completing:

1. Pages 1-4, Section 1 caseload details for applicant/recipient;
and

2. Pages 5-6, Section 2 Financial Management Report sections:
¢ Income Assistance Expenditures,
e Shelter Information,
e Children Out of Parental Home, and

e Declaration.

Chapter 6, Grandparented COPH 2029480 v2 May 2015+ 4



Department of Indigenous Services Canada 7.1

Eligibility for
Hardship Assistance

General Principle

Policy

Hardship assistance is a distinct category of social assistance with its own
eligibility criteria. Assessment for hardship assistance is undertaken only
after an eligibility test for basic social assistance benefits has been
applied, and the applicant has been determined to be ineligible for income
or disability assistance.

Hardship assistance is intended to meet basic needs only, up to the
maximum rates as set out in Chapter 7.11, Rate Tables for Hardship
Assistance. Hardship assistance may be provided only where no other
alternatives are available to meet basic needs.

Applicants are expected to use any and all resources available to them
before hardship assistance is issued.

Applicants who are not eligible for regular social assistance benefits may
be assessed for hardship assistance.

A person may not be in receipt of regular social assistance and be found
eligible for hardship assistance at the same time.

Applicants for hardship assistance must demonstrate that all alternatives
for meeting basic needs have been exhausted. These efforts must be
documented on the file.

If available income or assets have been used for purposes other than
meeting basic needs, there is no eligibility for hardship assistance.

Applicants who have been denied regular social assistance benefits must
meet the eligibility criteria for each applicable hardship category before
being issued hardship assistance.

Hardship assistance is provided for one month at a time, and eligibility
must be re-established each month.
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Eligibility for Hardship Assistance

Any available income or assets will be deducted from hardship assistance
issued.

Basic support is to be pro-rated to arrive at the correct benefit.

If shelter costs have already been paid for the month, no shelter allowance
may be issued.

Once the hardship reason no longer exists, applicants may be re-
assessed to determine if the family unit meets the eligibility criteria for
income assistance or disability assistance.

Requirement to Pursue Alternatives to Hardship Assistance

Applicants for hardship assistance must demonstrate that all other
alternatives to meeting basic needs have been exhausted. In order to be
considered for hardship assistance, adult members of the family unit must
show that they have:

e applied for and accepted any other available income or assets
including loans and credit, final pay cheques, holiday pay, etc., and
used them to meet support and shelter needs (if such monies were
used for other than meeting these basic needs, the applicant is not
eligible for hardship assistance)

e sought help from other organizations, family, and friends

e exhausted all available income and assets (for income and assets
which are exempt for hardship recipients, see section 7.8,
Exemptions)

The applicant’s efforts with regard to the above must be documented on
the file.

Income and Assets Exemptions for Hardship Assistance

Please refer to Chapter 7.8 — Income and Assets Exemptions for Hardship
Assistance for detailed listing of exemptions.
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Eligibility for Hardship Assistance

Circumstances in which Hardship Assistance May be Considered

Hardship assistance may be considered when all alternatives to
assistance have been exhausted and where:

Hardship .
Category Situation pu_ratlon Repayable
Limit (max)
Persons who HRDC has
Awaiting confirmed as having applied for
Employment | El, including those who have No Yes
Insurance completed the two-week
waiting period for EI.
Awaiting _Pelrso_ns awaltlng_other income, |\, .4
Other including retroactive benefits consecutive | Yes
Income from CPP, OAS, DVA, and months
WCB.
For family units with assets in
excess of the specified
exemption level when the
. : . Yes -3
Assets in family unit includes dependent .
. . consecutive | Yes
excess children or where all applicants
months
are over 65 years old or a
Person with Persistent Multiple
Barriers (PPMB).
For families with dependent
children, who have received
income in excess of the
. maximum rate for their family Yes -3
Income in . . .
unit and the excess income consecutive | Yes
excess
could not have been months
reasonably expected to meet
basic needs. Requires plan to
resolve their situation
. Persons involved in labour
Strikes or . .
disputes, on strike, or locked No Yes
Lockouts out
. Persons with an immediate
Immediate
need for food, shelter or urgent | Yes —3
Needs — : . i
work search mephgal attention who have not | consecutive | Yes
. satisfied the 3 or 5 week work months
requirement .
search requirement.
Spc_)nso_rshlp Persons awaiting verification of
verification :
or a sponsorship, or breakdown of | No No
Breakdown a sponsorship
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7.1

Eligibility for Hardship Assistance

Identity Not
Established

Persons awaiting identification
documents.

Yes -6
consecutive
months

No

Social
Insurance
Number
(SIN)

Applicants awaiting SIN

Yes -6
consecutive
months

No

required

Each of the preceding categories has its own special eligibility
requirements (refer to appropriate sections in Chapter 7, Hardship
Assistance).

Repayment of Hardship Assistance

Repayment agreements must be completed each month hardship is
issued in the following situations:

where an applicant, adult dependant, or spouse in the family unit is
awaiting another benefit including employment insurance (El),
Canada Pension Plan (CPP), old age security (OAS), Department
of Veterans Affairs (DVA), Insurance Corporation of British
Columbia (ICBC), Workers’ Compensation Board (WCB), etc.

where an applicant, adult dependent, or spouse in the family unit is
awaiting income from any other source

where a person in the family unit, whether adult or child, has
income in excess of that allowed under policy

where a person in the family unit, whether adult or child, has assets
in excess of the limits allowed under policy

where employable applicants, adult dependants, or spouses in the
family unit have quit work or been fired for cause, do not accept
work within their capabilities, or are not looking for work

When repayment is necessary, the recipient would not be expected to
repay more than the value of the income or asset that caused the
ineligibility or regular social assistance benefits.

When issuing repayable hardship, the following types of assistance or
supplements are not to be included in the repayment/assignment:

hardship assistance issued where a person has been determined to
have suffered spousal violence and may be faced with further
violence if required to pursue excess assets or excess income

health supplements

4
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7.1 Eligibility for Hardship Assistance

« identification (ID) fees paid directly to the government or agency
supplying the ID

e supplements for moving and transportation
e guide dog and service dog supplement
e school start-up supplement

Non-Repayable for Hardship Assistance
The following are not repayable:

e hardship issued for sponsorship breakdown

e hardship issued for a person or family who have insufficient
identification

Overpayments from Hardship Assistance

Overpayments are not to be actioned while clients are in receipt of hardship
assistance. The benefit plans and case can be updated, but no automatic
deductions will be made from hardship assistance. Any existing overpayments
will be deducted once a recipient becomes eligible for income assistance or
disability assistance.

Amount of Hardship

The maximum amount of hardship assistance is the sum of the support
allowance, Transportation Support Allowance (for those with the Persons with
Disabilities (PWD) designation), and shelter allowances that apply to the
applicant’s family unit.

Hardship assistance is intended to meet basic needs and should be issued to a
maximum level based on those basic needs. Issuing the maximum hardship
assistance rate may not be appropriate in all situations.
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Department of Indigenous Services Canada 7.2

Awaiting Other Benefits

General Principle

Persons who are awaiting other income or benefits, including retroactive
benefits, are not eligible for regular income assistance benefits, but may
be assessed for eligibility for hardship assistance on a repayable basis.

Policy

When an applicant, or anyone in the family unit is awaiting other benefits
including retroactive benefits from:

« Employment Insurance (El)

e Canada Pension Plan (CPP)

e Old Age Security (OAS)

o Department of Veterans Affairs (DVA)

e Insurance Corporation of British Columbia (ICBC)

« Worksafe BC

e Wills or Estates
The applicant or the family may be assessed for eligibility for hardship
assistance only if they have exhausted all other resources.
A repayment agreement must be taken monthly for hardship assistance
provided under this section.
If the benefits or income are payable for the current time period or
retroactively (i.e., creating a dual payment period), the applicant will
remain on hardship assistance until the income is received.
The person awaiting the benefits/expecting the income must sign the
hardship assistance application.
Recipients and dependants are required to complete the appropriate
repayment agreement form, but are eligible for continued assistance while
awaiting other income.
When an individual is awaiting other benefits, and the value of the
anticipated income is known, the completion of a repayment agreement

Social Development Policy and Procedures Handbook Vol. 1 February 2018 « 1
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Awaiting Other Benefits

may stop once the hardship assistance issued is greater than the value of
the anticipated income.

Once the hardship reason no longer exists, cases must be re-assessed to
determine if the family unit meets the eligibility criteria for income
assistance.

Arrears, Retroactive Department of Veterans Affairs, or Employment
Insurance Benefits

A repayment agreement must be taken monthly when an applicant is
awaiting benefits.

A copy of the Employment Insurance Information Form (BCSA 11) must
be on file to confirm EI has been applied for before any hardship
assistance is issued.

Recipients are required to repay income assistance benefits issued for
any time period for which they subsequently receive another benefit (i.e.,
retroactive benefits).
Dependent children awaiting EI do not affect the family unit for regular
income assistance, or Persons With Persistent Multiple Barriers (PPMB)
or Persons With Disabilities (PWD) benefits.
If benefits are already in pay they are treated as income.

WorksafeBC Benefits

After a claim is “filed,” a repayment agreement must be taken monthly for
hardship assistance issued.

Monthly benefits already in pay are treated as income.

Once a WCB claim is denied, the applicant may be assessed for regular

income assistance benefits, even if they are appealing the WCB claim.
Retroactive Old Age Security or Canada Pension Plan Benefits

Complete a repayment agreement for hardship assistance issued when
the applicant is awaiting benefits or retroactive benefits.

ICBC Settlement

If, at the time of application, applicants have been awarded a
settlement and are waiting to receive this income, hardship assistance
may be issued, and a repayment agreement must be completed.
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7.2 Awaiting Other Benefits

Wills or Estates

This category of hardship applies only when the probate process has been
completed and applicants are waiting to receive the pending income or
assets. A repayment agreement must be signed.

Persons with Disabilities

Applicants with the Person with Disabilities designation who are awaiting
other income should be issued disability assistance rather than hardship
assistance.

Once Benefit Payment is received by Client

Once applicants, or anyone in the family unit starts receiving benefits, one
of two things may happen:

« if their benefit entittement before any deductions is less than the
basic rates for income assistance, they may be considered for
basic assistance and the benefit amount will be deducted as
unearned income

« their benefit income is greater than the basic income assistance
rates, the person is no longer eligible for hardship assistance.
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Department of Indigenous Services Canada 7.3

Income in Excess of Allowable Limits

General Principle

Applicants who have been denied regular income assistance benefits
because of income in excess of income assistance benefit rates may be
assessed for repayable hardship assistance depending on their
circumstances, for up to three months.

Policy

Applicants must provide full documentation of all income that they
received.

When an applicant is determined ineligible for hardship assistance,
applicants should be encouraged to make arrangements with landlords,
banks, or other creditors.

Where an applicant or family has received income, and could reasonably
have been expected to use it for basic food and shelter, there is no
eligibility for hardship assistance.

It is expected that individuals will buy food and pay for shelter before
paying debts, loans, or making other purchases.

Where an applicant or family has received income that could not
reasonably have been expected to meet basic needs, the administering
authority may grant hardship assistance.

A repayment agreement must be completed for each month hardship
assistance is issued.

Social Development Policy and Procedures Handbook Vol. 1 February 2018 « 1
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Department of Indigenous Services Canada 7.4

Assets in Excess of Allowable Limits

General Principle

Hardship assistance may be provided to meet the essential needs of any of the
following applicants who meet all conditions of eligibility except they have assets
in excess of specified exemption levels, and the assets are not immediately
available:

« family units with dependent children
« family units where all adults are over 65 or all adults have Persons with
Persistent Multiple Barriers status

This category of hardship assistance is called Assets in Excess.

Hardship assistance is provided on a temporary basis, for only one month. If
further hardship assistance is required, eligibility must be re-established each
month.

Hardship assistance in this category is limited to three consecutive months,
during which time clients are expected to sell assets in excess. Once a family
unit has received hardship assistance for three consecutive months and have not
been able to sell their asset(s), they are not eligible for any additional hardship
assistance for three consecutive months

Policy

The applicant is responsible, on application, to provide documentation of all
assets.

Examples of assets in excess that need to be disposed of include, but are not
limited to:

e bank deposits

e registered retirement savings plan deposits

o term deposits

e shares and bonds

Applicants are expected to make efforts to dispose of assets in excess of
allowable limits at fair market value, and upon sale use the proceeds to meet
their own needs.
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7.4

Assets in Excess of Allowable Limits

Hardship assistance may be issued under this category in cases where all of the
following apply:

e undue hardship would otherwise occur

o the assets caused the family unit to be ineligible

« the assets are not immediately available to meet the family’s needs

« every effort has been made and continues to be made to gain access to
the excess assets

Hardship assistance is provided on a temporary basis, for only one month. If
further hardship assistance is required, eligibility must be re-established each
month.

Hardship assistance issued under this category is repayable.

2
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Department of Indigenous Services Canada 7.5

Immediate Needs — Work Search Required

General Principle
July 2019

This type of hardship assistance is provided to applicants for income assistance
who meet all other conditions of eligibility for assistance except they have an
immediate need for food, shelter or urgent medical assistance and they have not
completed the required work search requirements. This category of hardship is
called Immediate Needs — Work Search Required.

Policy
July 2019

Hardship Assistance issued under Immediate Needs — Work Search Required is
available to an applicant or any person in the family unit who has an immediate
need for food, shelter, or urgent medical attention and has not met the work
search requirement.

Hardship assistance is provided on a temporary basis, for only one month. If
further hardship assistance is required, eligibility must be re-established each
month.

Hardship assistance in this category is limited to three consecutive months
during which time clients are to expected complete a three week work search. If
the family unit fails to complete the required work search within 3 months or
refuses acceptable employment, they are ineligible for continued hardship
assistance and their case will be closed. After the recipient’s case has been
closed, they are able to reapply for assistance if still in need. If they reapply for
assistance, they will start at the beginning of the application process and will be
required to meet the work search requirements.

Applicants shall be advised upon application of the duration limits.
Hardship assistance issued under this category is not repayable.
Once the work search requirement for the family unit has been completed, cases

must be re-assessed to determine if the family unit meets the eligibility criteria for
income assistance.

Social Development Policy and Procedures Handbook July 2019 - 1
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7.5 Immediate Needs — Work Search Required

Duration of Work Search
July 2019

All clients are required to complete or demonstrate that they have completed a
satisfactory work search lasting three weeks.

This includes new applicants who have never been in receipt of income assistance,
disability assistance, or hardship assistance, and former recipients who have previously
received income assistance, disability assistance, or hardship assistance and who are
now reapplying for assistance.

Special Circumstances
July 2019

Applicant is a pre-release prisoner

As part of pre-release planning, prisoners may be assessed for hardship
assistance as having an immediate need for food, shelter or urgent medical
attention upon release. Once eligibility is determined, an appointment should be
booked to review the work search with the recipient to ensure it is completed
within three months.

Procedures

To issue hardship assistance under Immediate Needs — Work Search Required:

e Ensure the applicant meets all other conditions of eligibility for hardship.

e Advise applicant/recipient that hardship under this category has a three-month
maximum.

¢ Provide hardship assistance on a month-to-month basis for recipients who have
an immediate need and cannot demonstrate that a three week work search has
been completed.

o Close the case (mandatory) if the recipient has not met the work search
requirements within three months.

o |If the client ceases to take the steps necessary to satisfy the work search
requirement, the file will be closed. Written reasons for the decision are to be
offered to the client.

Do not issue regular income assistance if the work search is not complete.

Once the work search requirement has been completed, re-assess to determine if the
family unit meets the eligibility criteria for income assistance and update the file.
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7.5 Immediate Needs — Work Search Required

Manual File/Case Closure
July 2019

The Administering Authority must close the hardship file after three consecutive months
to ensure a client who has not completed their work search requirements does not
obtain income assistance.

Example 1

On October 5 an applicant applies for income assistance, and the Administering
Authority determines that the individual has an immediate need and has not completed
the required work search. Hardship is issued for October (pro-rated benefits), as well as
for November and December. Administering Authority determines at December cut-off
that the recipient had not completed required work search and case is closed. No
benefits would be issued in January.

Example 2

On October 5 an applicant applies for income assistance, and the BSDW determines
that the individual has an immediate need and has not completed the required work
search. Hardship is issued for October. The three-month count starts in October even if
the case remains open and the recipient did not receive assistance in the subsequent
two months. At the end of December the case is closed. If the client requests assistance
in January, they must re-apply.

Example 3

On October 5 an applicant applies for income assistance, and the Administering
Authority determines that the individual has an immediate need and has not completed
the required work search. Hardship is issued for October (pro-rated benefit month).

When the client returns to re-establish hardship eligibility for the month of November,
the client refuses to complete the required work search. Administering Authority advises
the client that they are no longer eligible for hardship assistance and closes the case,
unless there has been a change in circumstances and the client now agrees to comply
with the work search requirement or qualifies for an exemption from the work search
requirements.
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Department of Indigenous Services Canada 7.6

Sponsorship Breakdown

General Principle

Policy

Applicants with valid sponsorship agreements in place are not eligible for
regular income assistance