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[bookmark: _Toc315777756]Processor Function
The primary function of local office processors is to determine eligibility on applications for economic assistance programs, both for initial eligibility and review. Processing staff will review applications, track requested verifications and complete processing work on the NFOCUS system.  

Staff in the Processing Function are identified as “adult” and/or “family” Social Service Workers on the NFOCUS system.  The system also identifies Spanish language staff.  The work is directed based on these definitions.  
[bookmark: _Toc315777757]Operating Principles
· Staff will receive work from the Queues one Master Case at a time.
· Processing staff will be assigned to one Queue at a time but may be reassigned to another Queue at any time based on timeframes and workload priorities.
· Narrative should be completed at the time of case action, as appropriate.
· Processors will have minimal phone contact with applicants.  All requests for further verification will be made in writing (VR).
· If a Processor disagrees with verification an Interviewer has required, or finds verification they feel an interviewer should have requested, it will be corrected by the Processing Function staff and not returned to the Interviewing Function for correction. Information will be shared with the Supervisor to address as a teaching moment for the Interviewer. 
· All changes reported by phone while an application is pending will be followed up for required verification by the staff member receiving the phone call.  VR will be sent to the applicant and actions narrated.  
· If a Master Case has a mix of Pending and Active programs, all work tasks related to the MC will be directed to Processing.
· Applications will be processed by program.
· Program Cases will remain in Processing until they are approved or denied.  Upon approval or denial the mode will change to Change Management.
· [bookmark: _GoBack]The exception is SNAP Expedited cases.  SNAP Expedited cases will remain in Processing mode until the Expedited Closing program runs on SNAP cut off at the end of the Expedited or Aggregate month.  At that time the mode will change to Change Management.  A denied case remains in Processing until the 60th day following the application, when it is changed by batch processing to Change Management. 
·  If all verifications have been received when the Expedited SNAP budget is approved the worker may choose to change the Mode to Change Management.
· Processing staff in the local office will manage face to face interviews which may include County General Assistance.

[bookmark: _Toc315777758]Work Queues
The Processing Function will have 3 Work Queues.  As actions are needed on applications, the work will flow into one of the 3 Queues.Work is completed in the order of the work task creation date.
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Application determined not to need an interview.

If the Processing Function determines that an interview “is” needed, the mode will be changed to Interview and a work task set.

Application reviewed by Processor to determine if verifications are required. 

If further verifications are required a  Verification Request (VR) will be completed and sent to the applicant. 

If no further verification is required, the application will be processed.
 


	
	
Alerts or work tasks received on a pending applications will be directed to this queue.  


Send applicant a new Verification Request if alert indicates additional verification is required. Update VR tracking as verifications are received.

If no further verification is required, the application will be processed.
	
	
Work coming into this Queue could be received from the Interviewing Function if no additional verifications are required or from Directed Work Tasks.  For example, a phone call is received in the CSC, the case is identified as Ready for Final Processing and a work task is set.

When work is received in this Queue, it is either 30 days pending or it has been predetermined that the application is ready for an eligibility determination and final processing.  
PROCESSING STEPS:
· Ensure correct programs were pended
· Review scanned documents history & correct categories
· Review alerts 
· Review narrative 
· Data entry into the Expert System
· Apply all policy (utilize on-line manuals, policy logs, help screens
data bases, trainings, etc.)
· Run budgets/Review budget summaries
· Create notices
· Communication to Charts, EF, etc
· TPL
· Service Authorizations
· Narrate actions
· Sync up review/recertification dates where possible

	
	
	
	
	

	
	
	
	
	After processing is completed, the mode changes to Change Management.  In some situations (expedited cases), this is a manual process.




