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Subject:    1.  Children’s Medicaid Renewal Processing Timeframes 

   2.  TANF Workforce Orientation Flyers No Longer Required 

   3.  Issuing Electronic Benefit Transfer (EBT) Cards for Households Interviewed by 

Phone and Located in a Different City than the Interviewing Advisor 
 

 

This bulletin is being sent to supervisors and other regional managers.  Supervisors must share this 

information with all Texas Works staff.  Please ensure copies are provided to staff that do not have 

access to email.  If you have any questions regarding the policy information in this memo, follow 

regional procedures.  This bulletin is posted on the Family Services website at 

http://ofs.hhsc.state.tx.us/policy/twbulletins.aspx.  This bulletin will also be posted on the Texas 

Works Handbook website. 

 

1. Children’s Medicaid Renewal Processing Time Frames 
 

Background 

 
Children’s Medicaid renewals have two timeliness requirements, one for recipients returning the 

renewal application and one for staff when determining continued eligibility. The timeframe for staff 

to process Children’s Medicaid renewals is changing.     
 

Current Policy 
 

Currently, staff must process a renewal (received timely or untimely) by the 30th day from the date 

one of the following forms is received:  

 

 H1014, Application Information for Children's Health Insurance Program (CHIP), Children's 

Medicaid, and CHIP Perinatal Coverage 

 H1014R, Children’s Medicaid Renewal 
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 H1010, Texas Works Application for Assistance - Your Texas Benefits  

 H1010R, Your Texas Works Benefits: Renewal Form 

 

New Policy 
 

Under the new policy, staff must process renewals (received timely or untimely) by the 30
th

 day from 

the date the form H1014, H1014R, H1010, or H1010R is received or by cutoff of the last benefit 

month of the certification period, whichever is later. 

 

This change applies to the following Medical Assistance (MA) Types of Assistance (TOAs)  

 

 TP-43/MA - Children Under 1  

 TP-44/MA - Children 6-18   

 TP-45/MA - Newborn Children  

 TP-47/MA - Children denied TANF with Applied Income  

 TP-48/MA - Children 1-5 

 

Example 1 

 
Mary Jones’ last month of Children’s Medicaid certification is June 2012.  She returned her renewal 

packet on April 3, 2012, and provided all verification timely.  The advisor must take action to dispose 

by June 2012 cutoff for the renewal to be considered processed timely.   

 

Example 2 

 
Kate Walsh’s last month of Children’s Medicaid certification is June 2012.  She returned her renewal 

on June 5, 2012, and provided all verification timely.  The advisor must take action to dispose by  

July 5, 2012, for the renewal to be considered processed timely. 

 

Note:  Staff must process renewals received after the last calendar day of the 6
th

 or 12
th

 benefit month 

as an application.  Process applications within 45 days of the file date. 

 

Automation 

 
TIERS and Eligibility Supporting Technology (EST) will be updated to support the policy change. 

 

Effective Date 
 

This policy is effective for renewals received on or after August 27, 2012. 

 

Reports 
 

DataMart reports that capture Children’s Medicaid timeliness will be modified to support the policy 
change. 

 

Handbook  
 

The change will be included in the January 2013 Texas Works Handbook revision. 
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Training 

 
No additional training needed.  

 

2. TANF Workforce Orientation Flyers No Longer Required 

 

Background 

 
HHSC is continuing to expand the practice of sharing work across traditional office and regional 

boundaries, and Texas Works staff may frequently process applications and interview clients by phone 

from different areas of the state.  As a result, HHSC is revising policy and procedures for notifying 

TANF applicants who are interviewed by phone from a remote location of the workforce orientation 

requirement for clients.  

 

Current Policy 

A caretaker and second parent applying for TANF, TANF-State Program, or extended TANF must 

attend a workforce orientation as a condition of eligibility.  Staff inform the applicant of the 

requirement to attend a workforce orientation before the household is certified and provide a flyer with 

each Form H2588, Workforce Orientation Referral.  Choices staff provide local HHSC eligibility 

offices with the workforce orientation flyers which include dates and locations of workforce 

orientation sessions.  

New Policy 

For TANF applicants who are interviewed by phone from a remote location, advisors are no longer 

required to provide a TANF Workforce Orientation flyer with the Form H2588, although this remains 

an acceptable option.  At a minimum, advisors must provide the household with TWC workforce 

solutions office information based on the client’s residential address.   

Staff must list the requirement to provide proof of workforce orientation attendance on Form H1020, 

Request for Information or Action, along with the contact information, address, and phone number for 

the workforce solutions office.  The applicant is responsible for making contact with the workforce 

solutions office and completing the workforce orientation. 

 

 

 

 

 

 

 

 

 

 

 

 



Texas Works Bulletin #12-11 

Page 4 

 

 

Staff can find the most accessible Texas Workforce Commission workforce solutions office for the 

household at www.twc.state.tx.us and clicking on “Find Locations.” 
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Enter the client’s zip code to find a workforce solutions office in the client’s location and select “Job 

Seeker Services.” 
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All workforce solutions offices in the client’s zip code area will appear.   
(This screen shot is not all inclusive – just an example) 
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The advisor must select the most appropriate workforce solutions office location and provide the client 

the office: 

 

 Phone Number 

 Physical address 

 Web Site Address 

 Business Hours 

Staff must refer client to the workforce solutions office location that offers “Employment and Training 
for TANF Applicants and Recipients.”  This information is found by clicking on the hyperlink next to 

“Services Offered.”   
 

Note:  In the example below, the hyperlink shows as “All Services” but may display as “Some 

Services” depending on the specific workforce solutions office. 
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The Services Offered are found in “Workforce Solutions Office Details” under “Job Seeker Services.” 
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Automation 
 

There are no automation changes. 

 

Effective 

 
These changes are effective September 1, 2012. 

 

Texas Works Handbook  
 

The change will be included in the January 2013 Texas Works Handbook revision.   

 

3. Issuing Electronic Benefit Transfer (EBT) Cards for Households Interviewed by Phone and 

Located in a Different City than the Interviewing Advisor 

 

Background 

 
HHSC is continuing to expand the practice of sharing work across traditional office and regional 

boundaries, and Texas Works staff may frequently process applications and interview clients by phone 

from different areas of the state.  As a result, HHSC is revising policy and procedures for issuing EBT 

cards to households that require local office issuance but are interviewed from a remote location.  

 



Texas Works Bulletin #12-11 

Page 11 

 

 

Current Policy 
 

Vendor mail issuance of the Lone Star EBT card is required when a household is interviewed by 

phone, with exceptions noted below, as explained in Texas Works Handbook B-233.2.2, Applicants 

Interviewed by Phone.  

When an advisor interviews an applicant by phone, the advisor must complete form H1172, EBT Card, 

PIN and Data Entry Request, for the EBT clerk to request the EBT vendor to mail the Lone Star Card 

and training materials to the primary card holder (PCH) except:  

 for households who are certified for expedited SNAP benefits;  

 when the card must be issued in the local office to meet timeliness standards; or  

 when the card must be issued to an authorized representative (AR) for residents of drug and 

alcohol treatment centers and group living arrangement (GLA) facilities.  

New Policy 
 

For applicants who are interviewed by phone from a remote location, staff must continue to follow the 

policy in Texas Works Handbook B-233.2.2 along with the new policy below. 

 

If a new card needs to be issued, the interviewing advisor must: 

 

 Determine if the household meets one of the three criteria for issuing a card at the local office 

rather than mailing the EBT card; 

 Provide the client with the address and contact information for the local HHSC office based on the 

household’s residential zip code using the office locator in the State Portal; and 

 Inform the household that the PCH (or person being interviewed) must provide proof of identity in 

order to obtain an EBT card. 

Notes: 

 The EBT System purges the EDG after one year if no benefits are issued or no transactions are 

performed.  The advisor must request a new card issuance in this situation. 

 If the household needs a replacement card, staff must follow policy in Texas Works Handbook B-

235, Lone Star Card Replacement. 

 

The eligibility office issuing the EBT card has the following responsibilities: 

 

 Verify through TIERS inquiry that an interview was conducted by an advisor located in another 

location; 

 Verify that the client meets one of the criteria for local office issuance, or one of the criteria in 

Texas Works Handbook B-235, Lone Star Card Replacement; 

 Verify the identity of the PCH; 

 Issue the EBT card and materials following the approved local office procedures;  

 Ensure the EBT card is registered to the correct EDG number; and 
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 Maintain all required EBT forms in the office and continue to follow established security and 

reconciliation procedures. 

 
Note:  When a client comes into the local office requesting an EBT card, EBT issuance staff may 

complete form H1172 but must obtain an advisor or supervisor sign-off. 

   

Automation 
 

There are no automation changes. 

 

Effective 

 
These changes are effective September 1, 2012. 

 

Texas Works Handbook  
 

The change will be included in the January 2013 Texas Works Handbook revision.   
 


