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INTRODUCTION
The State of Colorado’s Colorado Works (CW) Program is housed within the Colorado
Department of Human Services (CDHS), Office of Economic Security, and is a statesupervised, county-administered Program. Colorado’s sixty-four counties administer the
Colorado Works Program locally within their Departments of Human or Social Services. The
Program serves approximately 15,300 households statewide each month.

Colorado Demographic Data:
Colorado became a state on August 1, 1876. The State is 103,641 square miles of terrain that
is as diverse as the economy. The estimated population in Colorado in 2019 was 5,758,736
which is a 14.5% increase from 2010 (United States Census Bureau). Colorado was built on an
agricultural and livestock base that is still the primary economy in many areas of the State.
Colorado is a “land-locked” State with a semi-arid climate. Previous disasters have been
predominantly natural disasters of wildfires, floods, tornadoes, and major snow storms.

Colorado Works County Emergency Disaster Program


Purpose:
During a disaster families may need additional short term assistance to help them through the
time of crisis. A county emergency can be declared by the County Director of the Department
of Human/Social Services. There is no requirement that the declaration must be made through
the Governor’s or President’s Offices. Special processes must be established during a disaster
to ensure assistance is provided quickly, fairly, and accurately.
This is the State plan for providing Colorado Works Diversion benefits under the County
Emergency Disaster Program in the State of Colorado.
In cases of a declared county emergency, the county may provide a variety of assistance to
meet the unique needs of residents. For CW, the usual method to provide this assistance for
individuals not already receiving assistance through the Program is through the County
Emergency Disaster Program in the form of Diversion payments. Families who are receiving
CW assistance in the form of basic cash assistance can receive additional assistance during a
declared county emergency in the form of supportive services or special needs payments.
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Colorado Emergency Response Plan
The Colorado Department of Public Safety is the primary State Agency responsible for
Emergency Preparedness and Management in Colorado. The Colorado Division of Homeland
Security and Emergency Management (DHSEM) serves as the command center providing
information and direction to all State, Federal, local and other non-profit and community
agencies to ensure a coordinated response effort. In addition to CDHS and DHSEM, other
agencies concerned with public health and welfare in an emergency include the Governor’s
Office, Colorado Department of Public Health and Environment, the Department of Public
Safety, the Department of Transportation, Federal Emergency Management Agency, the
American Red Cross, Salvation Army, local fire and police districts and the National Guard.
Housed within the CDHS, Office of Administrative Solutions, the Emergency and Safety
Manager coordinates CDHS’ response in a declared emergency. In the event of a disaster, the
CDHS Emergency and Safety Manager is responsible to notify and convene members of the
disaster team assigned to report to the Emergency Operations Center (EOC). The EOC will
receive information from the Manager or the DHSEM and that information will be relayed to the
Executive Director, Executive Management Team members, and program representatives,
including the Employment and Benefits Division (EBD), of efforts and responses to the public’s
needs.
Depending upon the nature of the disaster, the EBD Director may be requested to report to the
EOC to coordinate efforts and communicate with other agencies. The EBD Benefits and
Services Section Manager will be in contact with the affected local area(s) to assist in the
gathering of initial information about the disaster and the local offices ability to receive and
process CW applications and to handle calls from program participants and applicants. The
CDHS EBD Director will be apprised of local updates.
In the event of a local or statewide disaster, the following is the chain of command to be
followed as well as the individuals responsible for implementation and coordination.

Authority
1. Michelle Barnes,
Executive Director of the
Colorado Department of
Human Services

Responsibility

Contact Information

Final department authority
for approval of requests for
extraordinary
services/funds.
Coordinates with the
Governor’s Office.

303-866-3475
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2. Charlotte Olsen,
CDHS Emergency &
Safety Manager, Office of
Administrative Solutions

Responsible to contact
management and
coordinate program
response.

303-866-3482

3. Ki’i Powell, Director,
Office of Economic
Security

Responsible to submit
request and pertinent
information related to the
disaster to the executive
director for review and
approval.

303-866-2054

4. Kathy Smith, Director,
Employment and Benefits
Division

Program contact. This
individual receives
notification of the county
declared emergency.
Assembles staff to
implement the plan.
Contact for any transfers.

303-866-2882

5. Danielle Dunaway,
Deputy Director

Works closely with EBD
Director to implement plan
locally.

303-866-2788

6. Veronica Brandl,
Automated Systems
Manager

Responsible for ensuring
that an adequate supply of
EBT cards is available for
the disaster site.

303-866-2928

7. Laura Kreibel,
Administrative Operations
Supervisor

Responsible for ensuring
the HLBR is written and
coordinating with OIT and
Deloitte.

303-866-6210

8. Richard Gonzales,
Administrative Services
Application Support Unit
(ASASU) Manager

Responsible for
coordinating EBT ITS
functions for the
Department.

303-866-5191

9. Rhonda Paxson,
CBMS Project Manager

Responsible for ensuring
that the CW Disaster

303-764-7586
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functionality is activated in
CBMS.
10. Toni Williamson,
Program Accountant
11. 64 Emergency
Management Offices County Departments of
Human/Social Services

Responsible for reconciling
and reporting on CW
Disaster funds issued.

303-866-3658

Responsible to submit
all documentation
requesting aid

See County Directory
on CDHS website

PRE-DISASTER PLANNING
Although it is impossible to be completely prepared for disasters, as the State cannot predict the
timing or extent of damage for a given disaster, CDHS can take actions that lead to the best
possible level of disaster preparedness. This chapter will outline some pre-planning exercises to
increase disaster preparedness.

Employment and Benefits Division
To ensure a timely and appropriate disaster response, the Employment and Benefits
Division will organize staff assignments, including personnel, to provide training on the
implementation of the CW County Emergency Disaster Program and onsite technical
assistance as needed.

County Office Activities
Each of the counties, by law, must have an approved Emergency Operations Plan in place
that includes all of the Essential Service Functions (ESF) as outlined by the federal
Homeland Security agency. The protocols address all-hazard emergencies of both natural
and man-made disasters, such as flood, fire, hazardous material spills, terrorism, tornado,
explosions, and transportation accidents. In addition, each plan must address provision for
human needs such as public information, evacuation, shelter, mass feeding and medical
needs.
Each County Director will coordinate disaster response within his/her county. The following
actions will be ongoing activities in county offices to ensure preparedness in the event of a
disaster:
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●

Utilize the county optional policy from the EBD provided “Franklin County Policy
Toolkit” to create the requirements for the county. The policy must be sent to the
EBD regional representative for review and approval prior to being reviewed and
approved by the county Board of County Commissioners (BOCC). CW County
Emergency Disaster funds cannot be issued without an approved policy by the
BOCC.

●

Designate a staff member to be the lead coordinator and identify other key staff
members who would assume responsibilities in disaster response activities. These
designees should be trained in how to issue CW County Emergency Disaster funds.

●

Select an alternative site in the event that the local county office facilities are not
adequate or are not available.

●

Appoint a member of management staff to be responsible for all CW County
Emergency Disaster applications filed by county employees.

●

Assure that an adequate supply of equipment and office items can be made
available in the event of a disaster

Electronic Benefits Transaction (EBT)


CDHS will implement a disaster application and issuance processes that limits disruption to the
applicant. If the applicant must return to the site to pick up the EBT card, it is expected they will
be available no later than 3 days from the date of the application approval. Should clients or
counties need to mail EBT cards, each county has a Mail Card Issuance policy that can be
utilized as needed. The EBT system shall provide integration and reconciliation with the State’s
eligibility system and the EBT processor database. On-line data and off-line reports shall be
available in a disaster.
The CDHS Automation Manager is the primary contact and coordinating point with FIS in the
event of a disaster. At least daily updates will be made to the CDHS Employment and Benefits
Division Director throughout the disaster and in the disaster post follow-up phase.
The State will arrange and assure security of the EBT cards during storage, transportation and
issuance.

CW County Emergency Disaster Policy Options
The following are policy options that may be employed in the event of an emergency. These
policy options will be further defined by the county in the CW County Emergency Disaster
Program Policy.
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Eligibility
●
●
●
●
●

Family’s annual income must be below $75,000
Family assistance unit contains an eligible child, per Colorado Works Program
rules
Must present a real need for services directly relating to the declared emergency
Must prove lawful presence for those required to meet criteria, per Colorado
Works Program rules
At the County Director’s discretion, assistance may be provided to a family who
is currently under sanction or disqualification status for Colorado Works

Payment
Eligible family assistance units will qualify for up to [$xx,xxx], depending on
available resources. (County determines the max figure; however, the State
suggests the county keep it high for flexibility since diversion is discretionary and
is not an entitlement)
● Payment of emergency assistance funds will not affect any lifetime maximums on
regular county-defined State or County Diversion funds.
● Payment type (i.e. vendor payment, direct payment to the participant, etc.) at the
discretion of the County Director.
●



Timeframe
Funds are available to qualifying families immediately following the County
Director’s declaration of an emergency situation.
● Funds must be accessed within the identified time frame as determined by the
human services director [or designee] of the emergency declaration. (County
may not want to set a date, but indicate “until declaration is rescinded”)
● In cases where latent effects of the disaster appear after the timeframe identified
in the previous bullet (e.g. mental health needs), the family may petition for
emergency assistance. Assistance will be granted at the County Director’s
discretion.
● The lifetime limits can be identified by the County Director through the policy.
●

Eligible Services
●

Assistance may include, but is not limited to the following types of assistance:
purchase or lease of shelter; home renovations (within the existing footprint);
transportation (including car repairs and purchase); non-covered medical
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expenses; work-related supplies that were lost or damaged; counseling services;
non-medical mental health services. [Please note: If the county is entertaining
purchase of permanent shelter, county MOE funds would need to be used.
However, the county through use of Diversion or through direct purchase and
ownership, could purchase motor homes or mobile homes still on wheels and not
on a permanent foundation.]
Process
In cases of emergency assistance, the assessment and Individualized Plan (IP)
requirements may be modified to streamline and expedite the process.
● Receipts are not required.
●



Governor Declared Emergency
The Governor’s declaration of an emergency and his/her direct action to suspend
certain regulatory statutes as prescribed in CRS 24-33.5-704 (7) allows for the ability to
waive verification requirements in instances where evacuees are unable to gather
required documents. The Governor will need to define through Executive Order which
statute and regulations will be suspended or changed to adequately cope with the
emergency declared.
Place of Application
The location of application sites will be determined prior to inception of the CW County
Emergency Disaster Program. Due to the nature of the disaster, it may not be possible or
in some cases advisable to use regular county offices, but the county must define where
the applications may be accepted.
Supportive Services or Special Needs Payments for Actively Certified
Households
Households that are actively receiving Colorado Works basic cash assistance do not need
to apply for the CW County Emergency Disaster Program. The county may issue
supportive services or special needs payments based on the assessed need of the family.
The county should track these payments as well for reporting purposes to the State after
the disaster has subsided.

Reissuance of Payment
Current rules at 9 CCR 2503-6 3.609.3(I) allows the State to reissue a lost payment if it is
determined that such loss was beyond the recipient’s control. In most cases, benefits are
issued directly to an EBT card or to a bank account. There may be circumstances where
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the benefits were sent via county or State warrant and due to the disaster, these benefits
are no longer available to the household.

DISASTER RESPONSE FOR THE CW COUNTY EMERGENCY
DISASTER PROGRAM
During the initial disaster, the Employment and Benefits Division Director shall be in contact
with the CDHS Emergency and Safety Manager for periodic briefings. The Employment and
Benefits Division Director is responsible to communicate the potential need to provide disaster
benefits with the Director of the Office of Economic Security. Once a disaster has been
declared and communicated with the Executive Director, the Division Director shall assemble
the Division’s disaster team, including at a minimum, the Benefits and Services Section
Manager and the Food and Energy Division Automation Manager to provide and collect
information, make decisions for recommendations to the Director of the Office of Economic
Security, and to confirm roles and responsibilities and to establish a timetable for periodic
briefings.
The CDHS Executive Director, in consultation with the State’s Emergency Management Office,
and local disaster response team shall determine the site where public benefits will be issued.
If the decision is made to co-locate with FEMA, the State will be responsible to reach
agreement with that Agency.
The Employment and Benefits Division Director shall ensure there is available staff or
volunteers to assist with potential language issues, that the site is accessible and that
appropriate security is available. Once the determination has been made that the disaster site
is secure, that application area is protected, and that workers and volunteers have received
appropriate training and information, the Employment and Benefits Division Director will
instruct the site to begin accepting, screening and processing applications for the CW County
Emergency Disaster Program.
A disaster orientation guide will be made available to all staff. If possible, the guide will contain
the following information:
●
●

Location of disaster service sites, contacts and phone numbers
Transportation arrangements to and from site(s)

●

Identification needed for site access

●

Lines of supervision and time sheets

●
●
●

Maps showing sites, hotels, airport, etc.
List of contacts, their hotels and phone numbers
Safety information related to water use, etc.
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Language Issues
CDHS will identify and coordinate with the local offices affected by the disaster to ensure that
professional language translation services are made available in the event of a disaster, if
appropriate. The State will verify and ensure that those services are available in an
emergency. If not, the State will assist in the coordination of those services, if the local area is
unable to do so. This will ensure there are contacts available to handle requests for interview in
languages other than English, or for Braille or sign language services.

Staffing
The Executive Director and Director of the Office of Economic Security shall determine the
staffing requirements for the disaster site, in coordination with the Employment and Benefits
Division Director and local county office director. County and county offices of unaffected
counties may be asked to temporarily assign employees as needed to assist disaster affected
county offices that exhaust their employee resources in disaster operations. In addition, State
or county staff that is trained in the issuance of CW County Emergency Disaster Program
Diversions or other assistance may be requested to provide staffing at the disaster site. During
a declared disaster, job assignments of State staff may change as they may be required to
provide disaster assistance. The Employment and Benefits Division Director shall ensure all
staff are appropriately trained and qualified for the duty assignments.
To the extent possible, the Employment and Benefits Division Director should plan not only for
staff needed at the disaster site, but also for increased staffing at all work areas to support the
site, such as EBT, the CDHS call center, or at case processing centers offsite. The
Employment and Benefits Division Director will ensure the following staff will be available
during the disaster (or as needed):
●

Site Manager responsible for the overall responsibility of running the day-to-day
operations and shutting down the site at the conclusion of the disaster.

●

Assistant Site Manager, which may include communications, reporting, and the
coordination of daily activities.

●

Supervisors

to supervise eligibility, fraud prevention, benefit issuance, etc.

●

Eligibility Workers to conduct the eligibility/certification process.

●

Bilingual Eligibility Workers to conduct interviews for non-English speaking applicants.

●

Issuance Workers to issue EBT cards onsite or prepare case for issuance.

●

Fraud Prevention Staff to evaluate applications flagged by eligibility workers as needing
further evaluation.

●

Shipper to prepare boxes of applications to State or other county offices, if needed.

●

Off-site Key Entry Worker to enter information from paper applications to the State’s
eligibility system if CBMS is not available onsite.
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●

Call center specialists to respond to calls.

●

Public Information staff.

●

Volunteers to assist with human comfort, translating/interpreting, application assistant
(not to determine eligibility but to assist in answering general questions and providing
guidance), greeter or screener.

●

Medical Staff to provide minor medical treatment.

●

Security Personnel to ensure public and document safety.

Security
The provision and availability of security is paramount to all State programs involved with
providing disaster relief benefits. The authority for ensuring security needs rests with the local
Emergency Operations Center, and local police and fire protection district. It is the
responsibility of the jurisdiction where the disaster occurred to ensure and provide adequate
security for staff, applicants, and documents processed by all entities and security for the
general area where benefits are being issued. The Employment and Benefits Division Director
will consult with the CDHS EOC and Department Management if there is a need for additional
security or if there are problems with the provision of security at the disaster benefit site.
Security at the application/issuance site is crucial. The site manager shall discuss with the local
law enforcement during the planning process to design and locate sites to reduce crowd
control and other security problems, determine the level of security needed for
application/issuance sites, and make necessary agreements for onsite security services prior
to any disaster.

Issuance/EBT Plan
The Employment and Benefits Division Director will notify the CBMS Project Manager or
designee that the CW County Emergency Disaster Program is being implemented. The CBMS
Project Manager will ensure that the CW County Emergency Disaster Program is activated in
the eligibility determination system, including all decision table functions associated with that
program.
The CDHS Automation Manager will notify and coordinate EBT functions and operations with
FIS, local offices and retailers, when appropriate. There shall be no more than three calendar
days from the time an application is approved to when the EBT card and benefits are available.
Counties should use their Mail Card Issuance Policy as needed if cards need to be mailed to
clients. The State’s eligibility system and EBT database are designed for integration and
reconciliation via on-line data and off-line reports.
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CDHS managers and policy/decision makers will address system changes relative to the
replacement of lost disaster EBT cards. All considerations will be given to options concerning
card replacement policies
CDHS has policies in place to issue EBT cards in the event of a disaster. Several factors were
considered based on Colorado’s experience of disasters related to fire and other
weather-related causes, such as floods, tornadoes, or snowstorms. This experience dictates
how best to accept applications and distribute benefits and EBT cards. The current EBT
disaster plan accounts for:
●
●

Card and benefit issuance
PIN assignment and selection

●

Card handling and security

●

Data Entry and access

●

Disaster issuance reconciliation and reporting

●

Reporting of all disaster activities related to cards issued and used

Decisions regarding how to deliver EBT cards to the disaster site shall be made by the CDHS
Automation Manager. The CDHS Automation Manager will assure that only authorized
personnel shall handle the EBT cards at the disaster site and that protocol is followed in the
security and protection of the EBT cards. The local police or National Guard or other security
personnel must assure security of documents.

Application Processing
The county will use the State-approved Single Purpose Application and ensure that the
application is signed and dated as required. The county must date stamp the application
when it is received from the household. Any information not provided on the application must
be gathered during the required interview.

Overview of Application Process
WHAT

WHO

WHERE

WHEN

Submit a completed,
signed and dated
Application

HH member or
an authorized
representative

County Office
Building or
temporary
outreach site(s)

During the
authorized
application
period
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Interview
household and
determine eligibility
(interview may take
place with the head
of household,
spouse,
responsible HH
member, or
authorized
representative)

County staff

(same as above)

Walk-in basis
or phone
interview when
application is
submitted

Request
verification (if
needed) unless
verification
requirements
have been
waived by the
Governor

County staff

(same as above)

Same day as
interview, or as
soon as
possible

Advise household
in writing of
disposition of
application, amount
of benefits,
certification period,
and method of
transacting benefits

County staff

(same as above)

Same day as
interview, or as
soon as
possible

Verbally advise
household of rights
and responsibilities

County staff

(same as above)

Same day as
interview, or as
soon as
possible
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Verifications
There are certain things that the eligibility worker must verify, certain things that should be
verified when possible, and certain things that could be verified if questionable. It is
important to note that in disaster circumstances, documentation may be immediately
unavailable and the county should work with the household to find alternative methods. The
county must reference 9 CCR 2503-6 rules for the applicable verifications required as well
as their specific county diversion policy for any other verification requirements.

Application Processing Standards
Local agency staff will act promptly on all disaster applications. Applicant households who
complete the application will usually have their eligibility determined the same day or as
soon as possible in order to ensure that benefits are issued. For applications with
questionable information, a decision can take up to 45 days.

Technician and Case Manager Training
The Employment and Benefits Division Director shall ensure that all eligibility staff is trained
prior to accepting applications at the disaster site. Training will include:
●
●

Overview of the CW County Emergency Disaster Program certification process.
Roles and responsibilities for each position – eligibility worker, case manager,
supervisor and the clear delineation of supervision.

●

Eligibility including the criteria, calculation, and approval of eligibility.

●

Verification requirements and acceptable documentation.

●

Applications and other forms that may be received.

●

Issuance of benefits including, use of allotment tables, onsite card/PIN issuance
activities, client training of card usage, lost card replacement, PIN changes, etc.

●

Technicians must be aware of fraud prevention efforts including formal fraud controls
in place, duplicate participation checks and special procedures for staff applications.

●

All staff should be told who is authorized to make statements to the media.

Call Service
During a disaster, CDHS is prepared to handle a significant number of calls from clients and
retailers. The current 1-800 number will be used to relay information concerning the
emergency to all callers. To the extent possible, the Employment and Benefits Division will
have staff available to answer incoming calls and inquiries. The Division shall provide
information to call center workers to allow them to respond to client calls.
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Data Entry
A determination will be made at the time of the disaster whether to have on-site or off- site data
entry. All considerations for cut-off times, access and data collection, handling and security will
be discussed by the Employment and Benefits Division Disaster Team and the ultimate
decision will be made by the Director of the Office of Self-Sufficiency.

Public Information Office
The CDHS Executive Director shall designate a Public Information Officer (PIO) to provide
information and outreach during the disaster. The PIO shall be part of the CDHS EOC team
and is responsible to receive, monitor and disseminate information as necessary. The PIO
shall provide periodic updates to the CDHS Executive Director and Executive Managers. The
CDHS PIO shall work with the State Emergency Management Office to receive initial press
priority use from FEMA. CDHS shall issue press releases with the required CW County
Emergency Disaster Program information. It is the responsibility of the PIO to contact advocate
community groups to enlist their support with outreach efforts.

The Employment and Benefits Division disaster team will have staff available at the call center
to assist the PIO. The Division Director shall work with the PIO to determine what information
must be issued at the application/issuance site. The CDHS Executive Director shall establish
clear lines of authority that delineates who can speak to the press, draft and clear press
releases and handle all other aspects of public relations at the command centers and
application/issuance sites. If the State Emergency Management Office or FEMA designates a
Joint Information Center, the CDHS PIO shall be assigned to be included in information from
that entity.

Human Comforts
It is the responsibility of the Emergency Management site manager to ensure human comforts
are available and in place prior to establishing temporary site for issuing emergency benefits.
The local police or National Guard must provide security for applicants and staff taking
applications and issuing benefits.
There are two types of human comforts – those to the public and those for staff.
Public human comforts include areas that provide maximum protection from the elements and
maximum protection for staff and documents.
●

Food

and water stations should be near areas of long waits for the public.
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●

Toilets should be located in areas that maximize privacy away from lines. Toilets should
be accessible and have portable hand washing units.

●

A special area for those persons waiting for shuttles or rides.

●

First

aid station for minor medical attention.

Public comforts for staff include a bank of toilets separate from those designated for the public.
Rest areas or private break rooms, separate drinking water and meals. If staff is to provide
their own meals, there must be refrigerators for storage or coolers designated for staff.
In addition to human comforts, special provisions will be made for the elderly and disabled to
facilitate reduced waiting and specially assigned volunteers to help escort them to the
designated areas and assistance with completion of applications. Every effort will be made to
make the disabled and elderly more comfortable during their wait at the site.

Fraud Prevention
When the CW County Emergency Disaster Program is being operated, the local county office
in conjunction with the State emergency response team will establish and monitor the following
initiatives, as appropriate, in order to maintain program integrity:
1. Issue press releases that outline:
○
○

Duplicate

participation checks will be conducted
Program requirements

○

Criminal and civil fraud penalties

2. Coordinate with local law enforcement agencies regarding all fraud and security issues
3. Set up and administer systems including CBMS to check for duplicate participation

Weekly CW County Emergency Disaster Program Benefit Report
The certification site will prepare a weekly report* for submission to the State containing the
following information:
●

Number of new households approved

●
●
●
●
●
●
●
●

Number of ongoing households receiving supportive services or special needs payments
Number of new persons approved
Number of ongoing persons approved for supportive services or special needs payments
Number of new households denied
Value of new benefits approved
Value of supportive services or special needs payments approved
Average benefit per new household
Average benefit per ongoing household
17
Revised 3/17/2020

NOTE: “Ongoing” refers to those previously certified for ongoing basic cash assistance
benefits who also receive assistance under the disaster authorization.
*This report is only required to be submitted during weeks where requests for disaster
assistance were received.

POST-DISASTER REVIEW: PROCEDURES AND REPORTING
Closing out the Disaster Sites


Usually the regular local social services office(s) will be used to provide the CW County
Emergency Disaster Program. Sometimes due to the magnitude of a disaster, local districts will
need to establish and use temporary sites other than the local county office(s). For such
temporary certification sites, workers will review all client files for duplication and ensure
issuance documents have been included. Files will be boxed and marked with the site and box
number. Boxes will be forwarded to the local social service department. Workers will inventory
all equipment and supplies used and return them to their source. Security will be maintained
until the site is vacated.

Post Disaster Review
The State Employment and Benefits Division staff will conduct a post-disaster review of
disaster certification, issuance and fraud prevention activities.
The report will include:
●

Brief description of the CW County Emergency Disaster Program design, including
specifics from the affected county(ies) policy(ies)

●

Major problems encountered

●

Interventions used to solve major problems

●

"Lessons

●

Specific additions/changes to the State's disaster plan

●

Recommended changes to internal policies

learned"
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Attachment 1
Franklin County Sample
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Attachment 2
Sample Intake Form
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Attachment 3
CBMS Data Entry Procedure

Overview
Because of the declared disaster, changes were made to CBMS to allow for “Client
Statement” as an acceptable source when approving applicants that require a County
Diversion payment. All existing acceptable verifications will remain the same. In cases
where the client is able to provide acceptable verification, those should be entered as
usual. The approval begin date of this change is the begin date of the system change.
This will be communicated to your county administrator. Any application received as of
the effective begin date that is identified with the case special indicator of “CW-State
Declared Disaster” will allow for the acceptable verification source of “Client Statement”.
The County of residence must be the appropriate county.
The case special indicator MUST be added in the Application Initiation track. The
indicator is not available for selection via Interactive Interview. If an application is
pended without the indicator and client statement is used, the application will pend due
to missing verification. A user will be able to end date the special indicator if need be via
Interactive Interview once the case is pended and/or processed. In addition, if the
special indicator is added and client statement is used for verification, but the diversion
screen is not added, BCA will pend with the informational NOA of “Special Indicator of
State Declared Disaster selected, diversion window must be filled out”.

Information
In Interactive Interview (II), “Client Statement” can be used as an acceptable verification
source for all Colorado Works required questions when processing the application.

22
Revised 3/17/2020

Step 1:
In Application Initiation (AI) on the first page, scroll to the bottom to locate the
Special Indicators. In the Functional Based section, select CW Check CW-State
Declared Disaster and press the right arrow to move it to the Selected list. Then
move forward to complete the AI process.
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Step 2:
Complete the CDHS Interviews window as usual.
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Step 3:
Complete the Demographics window using “Client Statement.”
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Step 4:
Add a valid lawful presence affidavit and identity document in the Identification Details
related list on the Demographics window.
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Step 5:
Complete the Case Individual Window as appropriate for each individual. The begin
and end date should be for the application month.
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Step 6:
Complete the Household Relationship window, including Exercises Responsibility as
appropriate. The begin and end date should be for the application month.

Step 7:
Complete the Attributes window. The begin and end date should be for the application
month.
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Step 8:
Enter residency information with the correct date.
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Step 9:

STOP!
DO NOT COMPLETE THE
DIVERSION DETAILS WINDOW
AT THIS TIME UNLESS THE
HOUSEHOLD IS ELIGIBLE FOR
BCA AND WILL BE PAID VIA A
STATE DIVERSION AND NOT A
COUNTY DIVERSION!!!!
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Step 10:
Add income as appropriate, with “Client Statement” as the verification source. If
income already exists, you do not need to change it.

Step 11:
Complete the Child Support Referral window only if a parent is not in the home. Skip
this window if both parents of all children are in the household. A referral will not
actually be sent to ACSES for a diversion.
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Step 12:
Mark “Data Entry Complete” to “Yes” for Colorado Works in the Case Wrap-up window.

Step 13:
Run EDBC. If the household is over income for BCA, you receive a pop up message
that says “A County Diversion program group can be added to case 1BXXXX.” Dismiss
this message.
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Step 14:
Colorado Works should show an Eligibility Status of DENIED, and the reason should
display “net income is greater than the need standard.” **If the household is passing
for Colorado Works, and income entered on the case is counting correctly in wrap up,
skip step 15 and continue to step 16 where you will return to the Diversion Details - you
will be paying a State Diversion and not a County Diversion.**

Step 15:
Authorize the denial of Colorado Works.
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Step 16:
Return to the Diversion Details window now and add a record.
●
●
●
●
●

The payment begin date should be the date of application.
The payment end-date must be the last date of that same month.
The frequency should be one-time only.
Enter POI begin date as the first day of the next month after application.
Number of months should be the smallest number permitted (1) as POIs do not
need to be created for Disaster payments.

For the step by step instruction on how to complete Diversion Details window in
CBMS, please refer to the Document Library on traincolorado.com. CW-Diversion
Details is located in the Process Manuals section.
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Step 17:
Navigate to the Workforce side of CBMS via the briefcase icon to the top right of the
window.
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Step 18:
On the Plan page, add an active plan for Workforce Development. The Plan Start Date
and Plan Status date should be the application date, the same date that was used as the
payment begin date in the Diversion Details window.

Step 19:
Add an activity in the Maintain Participant Activities related list on the Plan page. For
County Diversion, the activity should be CD. For State Diversion the activity must be DI.
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Note:
If the Plan or Activity are missing or incorrectly entered you will see an Eligibility
Status of Suspend for County Diversion with a Reason message: Mandatory work
eligible individual or individuals are not in a work activity.

Step 20:
The County Diversion will pass with a zero dollar benefit amount.
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Step 21:
In Wrap Up, on the CW Financial Eligibility tab, scroll all the way to the bottom and
review the Diversion and BCA Lump Sum section to confirm that the payment is
accurate.
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Step 22:
Authorize the County Diversion PASS (it will still show that the benefit amount is zero).

Step 23:
The payment will be displayed in the Issuance Detail window.
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