VI. Application Process

A. Right to Apply

1. Anyone may apply for general assistance by appearing in person or through an authorized representative and by
completing a written or electronic application form. If more than one adult resides in a household, each may be
required to appear at the welfare office to apply for assistance, unless one is working or otherwise reasonably
unavailable. Unrelated adults in the applicant’s residential unit may be required to apply separately if they do not
meet the definition of household as defined in these guidelines. Each adult in the household may be requested to
sign release of information forms.

2. The Public Assistance Administrator shall not be required to accept an application for general assistance from a
recipient who is subject to a suspension pursuant to Section XIII(C) of these guidelines (RSA 165:1-b,VI);
provided that any applicant who contests a determination of continuing noncompliance with the guidelines may

request a fair hearing as provided in Section XIII(C)(7); and provided further that a recipient who has been
suspended for at least six months due to noncompliance may file a new application.

B. Public Assistance Administrator’s Responsibilities at Time of
Application

When application is made for general assistance, the Public Assistance Administrator shall inform the applicant of:
1. The requirement of submitting an application. The Public Assistance Administrator shall provide assistance to
the applicant in completing the application, if necessary (e.g., applicant is physically or mentally unable, or has a
language barrier);
2. Eligibility requirements, including a general description of the guideline amounts and the eligibility formula;

3. The applicant’s right to a fair hearing, and the manner in which a review may be obtained;

4. The applicant’s responsibility for reporting all facts necessary to determine eligibility, and for presenting records
and documents as requested and as reasonably available to support statements;

5. The joint responsibility of the Public Assistance Administrator and applicant for exploring facts concerning
eligibility, needs and resources;

6. The kinds of verifications needed;
7. The fact that an investigation will be conducted in order to verify facts and statements presented by the applicant;

8. The applicant’s responsibility to notify the Public Assistance Administrator of any change in circumstances that
may affect eligibility;



9. Other forms of assistance for which the applicant may be eligible;

10. The availability of the Public Assistance Administrator to make home visits by mutually-agreed appointment to
take applications and to conduct ongoing case management for applicants who cannot leave their homes;

11. The requirement of placing a lien on any real property owned by the recipient, or any civil judgements or
property settlements, for any assistance given, except for good cause;

12. The fact that reimbursement from the recipient will be sought if he/she becomes able to repay the amount of
assistance given; and

13. The applicant’s right to review the guidelines.
C. Responsibility of Each Applicant and Recipient
At the time of initial application, and at all times thereafter, the applicant/recipient has the following responsibilities:

1. To provide accurate, complete and current information concerning needs and resources and the whereabouts and
circumstances of relatives who may be responsible under RSA 165:19;

2. To notify the Public Assistance Administrator promptly when there is a change in needs, resources, address or
household size;

3. To apply for immediately, but no later than 7 days from initial application, and accept any benefits or resources,
public or private, that will reduce or eliminate the need for general assistance. RSA 165:1-b, I (d);

4. To keep all appointments as scheduled;

5. To provide records and other pertinent information and access to said records and information when requested;
6. To provide a doctor’s statement if claiming an inability to work due to medical problems;

7. Following a determination of eligibility for assistance, to diligently search for employment and provide
verification of work search (the number of work search contacts to be determined by the Public Assistance
Administrator), to accept employment when offered (except for documented reasons of good cause (RSA 165:1-

d)), and to maintain such employment. RSA 165:1-b, I (c);

8. Following a determination of eligibility for assistance, to participate in the workfare program (workfare) if
physically and mentally able. RSA 165:1-b, I (b); and

9. To reimburse assistance granted if returned to an income status and if such reimbursement can be made without
financial hardship. RSA 165:20-b.

An applicant shall be denied assistance if he/she fails to fulfill any of these responsibilities without reasonable
justification. A recipient’s assistance may be terminated or suspended for failure to fulfill any of these responsibilities
without reasonable justification, in accordance with Section XIII(C).



Any recipient may be denied or terminated from general assistance, in accordance with Section XIII, or may be
prosecuted for a criminal offense, if he/she, by means of intentionally false statements or intentional misrepresentation,
or by impersonation or other willfully fraudulent act or device, obtains or attempts to obtain any assistance to which
he/she is not entitled.

D. Actions on Applications
1. Decision. Unless an application is withdrawn, the Public Assistance Administrator shall make a decision

concerning the applicant’s eligibility immediately in the case of emergency, or within five working days after
submission of the application. @A  written notice of decision shall be given in



hand, delivered or mailed on the same day or next working day following the making of the decision. The notice of
decision shall state that assistance of a specific kind and amount has been given and the time period of aid, or that the
application has been denied, in whole or in part, with reasons for denial. A decision may also be made to pend an
application subject to receipt of specified information from the applicant. The notice of decision shall contain a first notice
of conditions for continued assistance and shall notify the applicant of his/her right to a fair hearing if dissatisfied with the
Public Assistance Administrator’s decision. RSA 165:1-b, II, II1.

2. Emergency Assistance. If, at the time of initial contact, the applicant demonstrates and verifies that an
immediate need exists, because of which the applicant may suffer a loss of a basic necessity of living or imminent
threat to life or health (such as loss of shelter, utilities, heat, or lack of food or prescriptions), then temporary aid to
fill such immediate need shall be given immediately, pending a decision on the application. Emergency shelter
include local homeless shelters, family shelters, or transitional shelter. As a last resort, a hotel may be used for
emergency purposes up to a maximum of 5 days until other shelter can be located. Such emergency assistance
shall not obligate the Public Assistance Administrator to provide further assistance after the application process is
completed.

3. Temporary Assistance. In circumstances where required records are not available, the Public Assistance
Administrator may give temporary approval of an application pending receipt of required documents. Temporary
status shall not extend beyond two weeks. The Public Assistance Administrator shall not insist on documentary
verification if such records are totally unavailable.

4. Withdrawn Applications. An application shall be considered withdrawn if:
a. The applicant has refused to complete an application or has refused to make a good faith effort to
provide required verifications and sufficient information for the completion of an application. If an
application is deemed withdrawn for these reasons, the Public Assistance Administrator shall so notify
the applicant in a written notice of decision;
b. The applicant dies before assistance is rendered;
c. The applicant avails him/herself of other resources to meet the need in place of assistance;

d. The applicant requests that the application be withdrawn (preferably in writing); or

e. The applicant does not contact the Public Assistance Administrator after the initial interview after
being requested to do so.

E. Home Visits

A home visit may be made by appointment at the request of any applicant, only when it is impossible for the applicant
or their representative to apply in person.

The home visit shall be conducted in such a manner as to preserve, to the greatest extent possible, the privacy and
dignity of the applicant. To this end, the person conducting the visit shall not be in uniform or travel in a law
enforcement vehicle, shall be polite and courteous, and shall not knowingly discuss or mention the application within
the listening area of someone who is not a member of the household.



