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SUMMARY OF CHANGES

Appendix A, Legislation, added legislative changes made in 2009.

Section E, When Obligations Are Not Established, amended to clarify that
obligations are not established in Foster Care cases when the NCP
receives public assistance for the benefit of minor dependent children.

Section C, Staff Responsibilities, deleted references to tape and replaced
with file.

Section E, Referral Process, added item 1.k describing the APECS process
when the NCP is no longer reported to the credit reporting agencies due to
the age of the debt. Deleted references to tape and replaced with file.

Section I, Removing Referred NCPs, added item 5 to indicated that the
NCP is no longer reported to credit reporting agencies when the youngest
child emancipates and the arrears are older than seven years.
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A. DCSE Abbreviations (10-01-2008)
AAG Assistant Attorney General
ACCT Account
ACCTG Accounting
ACF Administration for Children and Families

ACH Automated Clearing House

ACK

(NA) Acknowledge See AOP.

ACKMT

(NA) Acknowledgment See AOP.

ACSES

(N/A) Automated Child Support Enforcement System. The non-TANF System before

APECS.
ADAPT  Application Benefit Delivery Automation Project

ADCU Aid to Dependent Children with Unemployed Parents. APECS uses this code. See
TANF-UP.

ADD
INFO Additional Information

ADH Administrative Disqualification Hearing

ADJ Adjust or Adjustment

ADMIN  Administration or Administrative

ADM ORD

(N/A) Administrative Support Order See ASO

AEI Automated Administrative Enforcement of Interstate Cases
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AFDC

(N/A) Aid To Families with Dependent Children See TANF
AFDC

/FC Aid to Families with Dependent Children in Foster Care
AFDC-UP

(N/A) Aid to Families with Dependent Children with an Unemployed Parent Effective
February 1, 1997 TANFU replaces this code. See TANF-UP.

AFF Affidavit

AG Attorney General

AGMT  Agreement

AKA Also Known As or Alias or Maiden Name
ALOC  Allocate

AMT Amount

ANNL  Annual

AOA Affidavit of Arrears

AOP Acknowledgment of Paternity

AP (N/A) Absent Parent Refer to NCP.

APA Administrative Process Act; Auditor of Public Accounts
APECS  Automated Program to Enforce Child Support
APPT Appointment

APWA  American Public Welfare Association

AR Annual Review

ARP Treasury's Account Reconcilement Plan
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ARR
ARRN
ARRP
ASAP
ASO
AT
ATTY
AU

Bl

B2

B3

B4

BS

BAL
BIMO
BIWK

BIT
(N/A)

BOE
BUR

CA

Arrears

Non-TANF Arrears Only

TANF Arrears Only

As Soon As Possible

Administrative Support Order

Action Transmittal

Attorney

Assistance Unit

Disregard Payment

Payment to reimburse the current month TANF or AFDC/FC grant

Current support payment in excess of the disregard payment and the current
month grant.

Arrears payment to reimburse prior months TANF or AFDC/FC grants.

Arrears payments that exceed the amount of unreimbursed TANF or AFDC/FC
grants.

Balance
Bi-monthly

Bi-weekly

Blood Testing Refer to genetic testing.
Board of Elections
Bureau

Child Abuse
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C/IA Client or Applicant
C&A Current and Arrears
CAA Community Action Agencies
CACA  Cooperative Agreement Commonwealth's Attorney
CANC  Cancel or Canceled
CANIS  Child Abuse/Neglect Information System
CAPP Commonwealth Accounting Policies and Procedures
CB Credit Bureau - Refer to CRA
CCA Consumer Credit Agencies
CCDF Child Care and Development Fund
CDL Commercial Drivers License

CEJ Continuing Exclusive Jurisdiction
CERT Certified

CERT
MAIL Certified Mail

CFR Code of Federal Regulations
CHLD Child

CHRG  Charge

CIR Circuit

CIR CRT Circuit Court

CITY
ATTY City Attorney
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CK

CLK

CNST

CNT

CNTY

CNTY
ATTY

CO
C/O
COB
COLL
COM
ATTY
CONT
CORR
Cov
CP
CPMT
CPS
CR
CRA
CRT

CRT

Check

Clerk

Computer Network System Technicians
Consent Order

County

County Attorney

Central Office (see HO-Home Office)

In Care Of

Close of Business

Case in Collection APECS used this code.
Commonwealth Attorney

Continued

Corrections

Commonwealth of Virginia

Custodial Parent or Person

Community Police and Management Team
Child Protective Services

Credit

Consumer Reporting Agency

Court
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ORD Court Order

CS Customer Service or Customer Services
CSA Comprehensive Services Act

CSE Child Support Enforcement

CSENet  Child Support Enforcement Network
CSU Customer Services Unit

CSUP Current Support APECS used this code.
CSU/HQ Central Office Customer Services Unit
CTK Caretaker

CTY City

CWEP Community Work Experience Placement
DA  District Attorney

DAP Diversionary Assistance Program

DC  Deposit Certificate/Dear Colleague Letter
DCSE Division of Child Support Enforcement
DD  Date of Death

DELQ Case Delinquent APECS used this code.
DEPT Department

DHP Department of Health Professions
DHHS  (Federal) Department of Health and Human Services
DHRM  (State) Department of Human Resource Management (formerly DPT)
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DISB Disburse or Disbursement

DIST Distribution or Distribute

DIST OFC

(N/A) District Office See D.O.

DIT Department of Information Technology
DIV Division

DLIC Driver's License
DM District Manager

DMAS Department of Medical Assistance Services
DMV Department of Motor Vehicles
DNA Genetic Testing

DO District Office

DOA Department of Accounts

DOB Date of Birth

DOC Department of Corrections

DOD Department of Defense

DOT Virginia Department of Treasury
DPB Department of Planning and Budget
DPT See DHRM

DPW Department of Public Welfare

DSS Department of Social Services

DTS Debt to State

Update 2008



DIVISION OF CHILD SUPPORT ENFORCEMENT

GLOSSARY OF ABBREVIATIONS/ PROGRAM TERMS (10-01-2008)

DV
DWOP
EBQS
EDD
EDI
EFF
EFT

El

EIN
EMPL
EMPLT
ENF
ERISA
ESP
EST
ESTA
ESTJ
EVS
EW
EXT

FACT

G-8

Domestic Violence

Dismissed Without Prejudice
Electronic Birth Query System
Economic Development Districts
Electronic Data Interchange

Effective

Electronic Funds Transfer

Early Intervention

(State) Employer Identification Number
Employer

Employment

Enforcement

Employee Retirement Income Security Act
Employment Services Program
Establishment

Establish Administrative Support Order
Establish Judicial Order

Enumeration and Verification System
Eligibility Worker

Extension

Family and Children’s Trust Fund
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FAD Frequency Amount Due

FAPT Family Assessment and Planning Team

FC Foster Care

FCR Federal Case Registry (of child support orders)
FED Federal

FEDCTR Federal Central Office - An abbreviation used before the FIPS code in the
Interstate Roster & Referral Guide to identify the type of office.

FEDREG Federal Regional Office - An abbreviation used before the FIPS code in the
Interstate Roster & Referral Guide to identify the type of office.

FENA Federal Enforcement Action- Denotes federal tax offset process.

FEP Full Employment Program
FF Fieri Facias
FFCCSOA

Full Faith and Credit for Support Orders Act
FFY Federal Fiscal Year
FIN Federal Employer Identification Number
FIN OPS Financial Operations

FIN STAT.
Financial Statement

FIPS Federal Information Processing Standard - A FIPS code may have seven (7)
digits. The first two (2) are the state code. The next three (3) digits are the local
code. The last two (2) digits are the sublocal code for large jurisdictions.

FIND Find or Found

FMS Federal Financial Management Service
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FOIA Freedom of Information Act
FPLS Federal Parent Locator Service
FR Fiscal Record

FCR Federal Case Registry

FRE Frequency

FSA Family Support Act

FS Food Stamp Program

FIT Full time

FTA Failure to Appear

FTAX Federal Tax

FUEL Fuel Assistance Program

FVI Family Violence Indicator
FY Fiscal Year

FYI For Your Information

GIF Game and Inland Fisheries
G.M.L Gross Monthly Income

GOVT Government

GPRA Government Performance and Results Act

GIT Genetic Testing
H.C. Health Care Coverage
H.H. Hold Harmless Payment
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HHS Federal Department of Health and Human Services
HHR Virginia Secretariat of Health and Human Resources
H.A. Human Leukocyte Antigens Refer to Genetic Testing.
HO Home Office

HQ  Headquarters-refers to Home Office.

ID NO Identification Number

ID# Identification Number

IDEC Interstate Data Exchange Consortium

IEVS Income Eligibility Verification System

ILA International Long Shoreman's Association
INCR Increase
INFO Information

INIT Case in Intake
INS Immigration and Naturalization Service
INSUR  Insurance

INTCA International Collection Agency An abbreviation used before the FIPS code in
the Interstate Roster & Referral Guide to identify the type of office.

IPD Court Immediate Payroll Deduction
IPV TANF Intentional Program Violation.
IRS Internal Revenue Service

IV-A Title IV-A of the Social Security Act is the part of federal law covering Aid to
Families with Dependent Children (Now TANF). Local departments of social
services or the Division of Benefit Programs are considered IV-A offices.
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IVAB

IV-D

IV-D
to IV-D

IV-D #

IV-E

IWE

J&DR

JDRDC

JLARC

JTPA

JUub

LDSS

LES

LKA

LKE

LMTC

LOC
G-12

Public Assistance Payments Record in APECS
Title IV-D of the Social Security Act is the part of federal law covering the

Support Enforcement Program. The Division of Child Support Enforcement is
considered 1V-D.

A case in which the NCP and child(ren) live in one state and the NCP lives in
another state or his income source is in another state and the state where the NCP
lives sends an Interstate Child Support Enforcement Transmittal to the central
registry in another state for assistance

Unique Identifier for a IV-D Case

Title 1V-E of the Social Security Act is the part of federal law covering the AFDC
Foster Care program. The AFDC Foster Care Program operates out of a local
department of social services.

Immediate Withholding of Earnings

Juvenile and Domestic Relations

Juvenile and Domestic Relations District Court

Joint Legislative Audit Review Committee

Job Training Partnership Act

Judicial

Local Department of Social Services

Leave and Earnings Statement

Last Known Address

Last Known Employer

Left Message to Call

Locate
Update 2008
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LOCO

LOCCOL

LOCRES

LOCT
LTR
LWA
MAOF
MAOP
MED
MEDCD
MIL
MNCP
MNTH
MOD
MPD
MPI
MPI#
MRP

(N/A)
MSFIDM

Locate Only

Local Collection Agency An abbreviation used before the FIPS code in the
Interstate Roster & Referral Guide to identify the type of office.

Local Responding Agency An abbreviation used before the FIPS code in the
Interstate Roster & Referral Guide to identify the type of office.

Case in Locate

Letter

Local Welfare Agency

Medicaid Assistance Only Full Services
Medicaid Assistance Only Partial Services
Medical

Medicaid

Military

Multiple Noncustodial Parents

Month

Modification

Court Mandatory Payroll Deduction
Master Participant Index

Unique APECS Identifier for a Participant

Multiple Responsible Persons Refer to MNCP.
Multistate Financial Institution Data Match
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MSU Management Services Unit

MTA Motion to Amend

MTG Meeting

MWE Administrative Mandatory Withholding of Earnings

N&F
(N/A) Notice and Finding of Financial Responsibility

NADC  Non or Not Aid to Families with Dependent Children Refer to non-TANF.
APECS uses this code.

NAFDC
(N/A) Non or Not Aid to Families with Children Refer to non-TANF

NAWRS National Association for Welfare Research and Statistics
NCCUSL National Conference of Commissioners on Uniform State Laws

NCP Noncustodial Parent
NCSEA National Child Support Enforcement Association

NDNH  National Directory of New Hires

NFD Not Found

NH New Hire

NIVD Non-1VV-D

NLT No Later Than

NLETS National Law Enforcement Telecommunications System
NOA Notification of Action

Non-AFDC
N/A Custodial Parent (CP) and Children Not Receiving TANF or AFDC/FC

Non-1V-E
G-14 Update 2008



DIVISION OF CHILD SUPPORT ENFORCEMENT

GLOSSARY OF ABBREVIATIONS/ PROGRAM TERMS (10-01-2008)

[FC Foster Care Services for Children That Do Not Qualify for AFDC/FC

Non-PA  CP is not receiving public assistance.

Non-TANF
Custodial Parent (CP) and Children Not Recipients of Temporary Assistance for
Needy Families.

NTANF  Same as Non-TANF

NP Notary Public

NPA Nonpublic Assistance Refer to non-PA.

NPAA  Nonpublic Assistance Arrears

NPRC National Personnel Record Center

NRNo Record

NRC Nonresident Customer

NSF Nonsufficient Funds

NSP Non-Support Petition

OBLIG  Obligation

OBSCIS Offender Based State Correctional Informational System

OCSE Federal Office of Child Support Enforcement

oD Order to Deliver

OFC Office

oLIC Occupational License

OMB Federal Office of Management and Budget

ONWI Order/Notice to Withhold Income for Child Support
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00Ss Out-of-State

ORD Order

ov Office Visit

OVR

&HS Office of Vital Records and Health Statistics
ow Order to Withhold

PA Public Assistance

PAD Period Amount Due
PAT Establish Paternity

PATA Administrative Paternity

PATJ Judicial Paternity

PAT

R&R Paternity Rights and Responsibility

PD Paid

PEM Program Evaluation and Monitoring

PF Putative Father

P.L. Public Law

PLS State or Federal Parent Locator Services
PM Postmaster

PML Postmaster Letter

PMT/
AGMT  Payment Agreement

PO Post Office
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POB
POE
POL
POR
PROB
PROC

PROG
SPEC

PRWORA

PSOC

P-SSN
(N/A)

PIT
PYMT
QTLY
QTR
R&A
RAD
RCPT
RE

RECIP
(N/A)

Place of Birth

Place of Employment
Policy

Place of Residence
Probation

Procedures

Program Specialist

Personal Responsibility and Work Opportunity Reconciliation Act of 1996

Project Save Our Children

Pseudo Social Security Number
Part Time

Payment

Quarterly

Quarter

Review and Adjustment
Regional Administrator
Receipt

Regarding

Recipient
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RECOUP Recoupment

REGS Regulations

REPL Replacement

REQ Request

RES Residence

REV Review

REVK  Revoke(d)

RFP Request for Proposal

RLSE Release

RO Regional Office

RP (N/A) Responsible Parent Refer to NCP.
RPS Regional Program Specialist
RT Route

RURESA Revised Uniform Reciprocal Enforcement of Support Act
S-ANNL Semi-Annual

S/IC Show Cause

SCHD  Scheduled

SCR State Case Registry

S/ICNSL  Special Counsel

SDNH State Directory of New Hires
SDX State Data Exchange
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SES
SESA
SES,SR
SFY
SHHR

SLFC

S-MNTH
SOM
SPLS

SS

SSA
SSAMS
SSI

SSN

ST

STACRG

STAIVD

STAR

STARS

Support Enforcement Specialist or State Employment Security Agencies
State Employment Security Agencies

Support Enforcement Specialist Senior

State Fiscal Year

Secretary of Health and Human Resources

State and Local Foster Care Refer to non-1V-E Foster Care. APECS uses this
code.

Semi-Monthly

Start of Month

State Parent Locator Service

Selective Service

Social Security Administration or Social Security Act
Social Services Automated Management System
Supplemental Security Income

Social Security Number

State or Street

State Central Registry-An abbreviation used before the FIPS code in the Interstate
Roster & Referral Guide to identify the type of office.

State 1VV-D Agency An abbreviation used before the FIPS code in the Interstate
Roster & Referral Guide to identify the type of office.

System to Automate Recovery Automated Collection System used by
G. C. Services (obsolete)

State Tax Accounting and Reporting System
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STASPL

STATOC

STTX

SUPE

SUPT

SUPV

SUSP

SVES

SYS

TANF

State Parent Locator Service-An abbreviation used before the FIPS code in the
Interstate Roster & Referral Guide to identify the type of office.

State Tax Offset Program-An abbreviation used before the FIPS code in the
Interstate Roster & Referral Guide to identify the type of office.

Virginia State Tax

Support Enforcement Public Assistance Computer System AFDC Computer
System before APECS

Support

Supervisor

Suspend or Suspended

State Verification and Exchange System
System

Temporary Assistance for Needy Families

TANF-UP Temporary Assistance for Needy Families-Unemployed Parent

TAX

TC

TANF

TANF-FC

TANF-UP

TERM

TOP

TVR
G-20

Department of Taxation
Telephone Call

Temporary Assistance for Needy Families

Temporary Assistance for Needy Families/Foster Care

Temporary Assistance for Needy Families/Unemployed Parent
Terminated

Federal Treasure Offset Program
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(N/A)
uc
UCFE
UCX
UIB
UIFSA
uIP

UL

Transaction Validation Report A report generated by SUPE.
Unemployment Compensation

Unemployment Compensation for Federal Employees
Unemployment Claim for Servicemen

Unemployment Insurance Benefit

Uniform Interstate Family Support Act

Unidentified Payer

Unable to Locate

UNEMPL Unemployment

UPDT

URESA

UR

URPA

U.S.C.

USDA

VA

VA ADM

VAC

VACCIS

VACIS

VAP

Update(d)

Uniform Reciprocal Enforcement Support Act

Undistributed Receipts

Unreimbursed Public Assistance

United States Code

United States Department of Agriculture

Virginia

Veterans Administration

Virginia Administrative Code

Virginia Automated Comprehensive Correctional Information System
Virginia Client Information System The IV-A and IV-E Automated System
Virginia Power
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VDOT

VEC

VEC-UC

VER

VIB

VIEW

VIP

VIP

Letter

VM

VOL

w/

WAIVER

W/IN

WKLY

WI/L

W/O

WRKR

WRKR
COMP

XFER

XREF
G-22

Virginia Department of Transportation

Virginia Employment Commission

Virginia Employment Commission Unemployment Compensation
Verified or Version

Virginia Industries for the Blind

Virginia Initiative for Employment not Welfare

Virginia Independence Program (Welfare Reform)

A letter addressed to the Commissioner, Secretary, or Governor, who requests that
a letter be prepared for their signature.

Voice Mail

Voluntary

With

Waiver of Service

With-in or Walk-in

Weekly

Worklist

Without

Worker

Workman Compensation
Transfer

Cross Reference
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YR

YRLY

(5-1-97)(8-1-97)(1-1-01)(9-1-01)(5-1-04)(4-1-06)(10-1-06)(1-1-07)(10-1-08)

Year

Yearly

B. District Abbreviations (01-01-1996)

AO

ALX

ARL

CO

CHE

L1

EO

FO

C1

D1

HO

LO

F1

KO

NO

PO

Bl

Abingdon
Alexandria
Arlington
Charlottesville
Chesapeake
Danville
Eastern Shore
Fairfax
Fredericksburg
Henrico
Hampton
Lynchburg
Manassas
Norfolk
Newport News
Petersburg

Portsmouth
Update 2008
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DO Richmond

RO Roanoke
P1 Suffolk

BO  Virginia Beach

C2 Verona

F2 Winchester
(01-01-1996)

C. Two Letter State and Possession Abbreviations (01-01-1996)

AL Alabama
AK  Alaska
AZ Arizona

AR  Arkansas

AS  American Samoa

CA  California

CO  Colorado

CT  Connecticut

DE  Delaware

DC  District of Columbia

FL Florida

FM  Federated States of Micronesia
GA  Georgia
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GU
HI

KS

KY

LA

ME

MH

MD

MA

MI

MN

MS

MO

MT

NE

NV

NH
NJ

Guam
Hawaii

Idaho

Illinois
Indiana

lowa

Kansas
Kentucky
Louisiana
Maine
Marshall Islands
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Nebraska
Nevada

New Hampshire
New Jersey
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NM  New Mexico
NY  New York

NC  North Carolina
ND  North Dakota
MP  Northern Mariana Islands
OH Ohio

OK  Oklahoma

OR  Oregon

PW  Palau

PA  Pennsylvania
PR  Puerto Rico

RI Rhode Island
SC  South Carolina
SD  South Dakota

TN Tennessee

TX  Texas
UT  Utah

VT  Vermont
VA  Virginia

VI Virgin Islands
WA  Washington

G-26 Update 2008



DIVISION OF CHILD SUPPORT ENFORCEMENT
GLOSSARY OF ABBREVIATIONS/ PROGRAM TERMS (10-01-2008)

WV  West Virginia
WI  Wisconsin
WY  Wyoming
(01-1-96)
D. Program Terms (10-01-2008)

Acknowledged
Father The biological father of a child born out of wedlock who signs a written
acknowledgment of paternity under an oath

Accrual  Sum of child support payments that are due or overdue

Accrued

Arrears  Arrears that are not specified in a court or administrative order, but which accrue due
to nonpayment of support. Accrued arrears are fully enforceable and automatically
become a judgment on the date that the unpaid support is due

Action

Transmittal  Document sent out as needed, which instructs State child support programs on the
actions they must take to comply with new and amended Federal laws. Has basis
in Federal law and regulation.

Adjudicated
Arrears The amount of arrears reduced to a judgment or specified in a court or
administrative order

Adjudication The entry of a judgment, decree, or order by a judge or other decision-maker such
as a master, referee, or hearing officer based on the evidence submitted by the
parties.

Adjustment  An upward or downward change in a child support order based on the child
support guideline and/or to add a provision for the health care needs of the child
through health insurance or other means

Administration for Children
and Families (ACF)
The agency in the Department of Health and Human Services (DHHS) that houses
the Office of Child Support Enforcement (OCSE).
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Administrative

Disqualification

Hearing An impartial review by a hearing officer of an individual’s actions involving an
alleged TANF intentional program violation

Administrative

Enforcement Collection actions the Division uses without requesting a court hearing These
actions include, but are not limited to, withholding of earnings, liens, orders to
withhold and deliver, foreclosure, and distraint, seizure, and sale of property.

Administrative
Hearing A formal hearing conducted by a hearing officer that gives the NCP an
opportunity to contest actions taken by the Division

Administrative
Order Refer to Administrative Support Order (ASO).

Administrative
Process A quasi-judicial system established by the Code of Virginia to establish and
enforce child support orders

Administrative

Review An informal meeting to evaluate case information when a noncustodial parent
(NCP) contests a federal tax intercept, arrears reported to consumer reporting
agencies, or a Comptroller’s Vendor Debt Set-Off

Administrative

Support Order
A noncourt ordered legally enforceable support obligation based on the income of
the NCP and custodial parent (CP) as applied to the guideline The ASO has the
same force and effect as a court order; however, it does not supersede a court
order.

Aid to Families

with Dependent

Children (N/A)
A former entitlement program that made public assistance payments on behalf of
children who did not have the financial support of one of their parents by reason
of death, disability, or continued absence from the home; Replaced with
Temporary Assistance to Needy Families (TANF).

G-28 Update 2008



DIVISION OF CHILD SUPPORT ENFORCEMENT
GLOSSARY OF ABBREVIATIONS/ PROGRAM TERMS (10-01-2008)

Allocation

APECS

Arrearage

Assignment of

Earnings

Assignment of

The process of dividing an NCP’s payment among all cases for which s(he) is
ordered to pay support

Automated Program to Enforce Child Support
Past due, unpaid child support owed by the non-custodial parent (NCP). If the

parent has arrearages, s/he is said to be “in arrears.”

A voluntary wage assignment

Support Rights

Assistance

Assistance
Unit

The legal procedure by which a person receiving public assistance agrees to turn
over to the state any right to child support, including arrearages, paid by the non-
custodial parent in exchange for receipt of a cash assistance grant and other
benefits. States can then use a portion of said child support to defray or recoup
the public assistance expenditure.

A money payment from the Department for TANF, AFDC/FC, and non-1V-E

Foster Care customers

The grouping of the eligible the child(ren) and the needy parent or other caretaker
relative in a public assistance household

Authorization to

Establish or

Enforce a
Support
Obligation

A signed statement giving the Division of Child Support Enforcement the
authority to establish or enforce support for a dependent child(ren) or a spouse
and dependent child(ren) or for a person deemed to have submitted an application
by operation of law Previously this authorization was signed separately from the
application for services. Currently the Application for Child Support Services
includes the statement.
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Automated Adminstrative
Enforcement of Interstate

Cases (AEI)

B-1 Payment

B-2
Distribution

B-3 Payment

B-4
Distribution

B-5 Payment

Business Day

Caretaker

Case

G-30

Provision in the Personal Responsibility and work Opportunity Reconciliation Act
(PRWORA) giving States ability to locate and seize financial assets of delinquent
obligor across State lines.

The first $100 of a payment on a support order The $100 is distributed to the
family. 1V-A disregards the payment in determining the amount of the grant. A
disregard is limited to $100 per month no matter how many NCPs pay support.

The portion of the current support payment that is not distributed as a B-1
payment and that does not exceed the grant for the month This amount is
disbursed to the state and federal governments to reimburse their shares of the
grant paid for the current month.

The portion of the current support payment not distributed as B-1 or B-2
payments The money is paid to the CP to make up the difference between the
grant for the month and the current support for the month.

The portion of the support payment not used in B-1, B-2, and B-3 processing
This is distributed to the Commonwealth and the federal government to reimburse
their shares of arrears for past public assistance paid.

The portion of the support payment not used in B-1, B-2, B-3, and B-4 processing
This payment is disbursed to the CP in the month after the month the support
payment was used to calculate whether the individuals were still eligibility for a
TANF payment.

Any day that is not a Saturday, Sunday, legal holiday or other day on which state
offices are closed

A parent, relative, or guardian who has physical custody of a child. The person’s
needs may be included with the child's in a TANF grant.

A collection of people associated with a particular child support order, court

hearing and/or request for I\VV-D services. This typically includes a custodial

parent (CP), a dependent(s), and a Noncustodial parent (NCP) and or/Putative

Father (PF). Every child support case has a unique Case ID number and, in
Update 2008
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addition to names and identifying information about its members, includes
information such as CP and NCP wage data, court order details, and NCP
payment history.

Case ID Unique identification number assigned to a case.

Case Initiation
First step in the child support enforcement process

Case Law Law established by the history of judicial decisions in cases.

Case Review The analysis of information and actions took on a case to verify that the
information and actions are correct

Central

Registry A unit within the Division that receives, and distributes incoming and outgoing
interstate cases The Unit is also responsible for processing incoming interstate
IV-D cases, including URESA and UIFSA petitions, non-1V-D cases, and
requests for 1\V-D wage withholdings.

Certification A means of collecting arrears from NCPs The Division submits NCPs’ names to
the Internal Revenue Service (IRS) and/or to the Virginia Department of Taxation
to intercept tax refunds due NCPs.

Child An individual over or under the age of majority who is or is alleged to be owed
support by his or her parents or who is or is alleged to be the beneficiary of a
support order directed to the parent.

Child Support
Financial support paid by a parent to help support a child or children of whom
they do not have custody. Child support can be entered into voluntarily or
ordered by a court or a properly empowered administrative agency, depending on
each State’s laws.

Child Support Enforcement

Network (CSENet)
State-to-State telecommunications network which transfers detailed information
between states’ automated child support enforcement systems.
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Child Support
Order A legal obligation to pay support for a child, including a child who has attained
the age of majority, under the law of the issuing state

Child Support

Services Administrative, civil, or criminal actions taken by the Division of Child Support
Enforcement to establish, modify, enforce, or collect child support or child and
spousal support

Client A term often used to refer to the recipient of a TANF grant or 1V-D services
Commissioner

The head of the Virginia Department of Social Services, his designee or
authorized representative

Companion

Case Cases that have multiple NCPs for a single CP or cases that have multiple CPs for
a single NCP

CONNECT:

Direct (C:D) Computer network maintained by the Social Security Administration that moves
large volumes of data from State agencies and the National Directory of New
Hires (NDNH) and the Federal Case Registry (FCR). Formally known as
Network Data Mover (NDM).

Consent

Agreement  Voluntary written admission of paternity or responsibility for child support

Consumer Credit

Protection Act
Law that limits the amount that may be withheld from earnings to satisfy child
support obligations. States are allowed to set their own limits provided they do
not exceed the Federal limit.

Continuing

Exclusive

Jurisdiction A legal principle that provides that a tribunal that has jurisdiction over a person or
matter does not lose that jurisdiction while certain facts remain the same Another
tribunal may not take jurisdiction away from the original tribunal, unless all
parties consent or none of the parties continue to live in the area that has
jurisdiction.
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Cooperation  The CP providing, under a penalty of perjury, for each NCP or putative father
named, the first and last names of the individual, and additional information
sufficient to verify the identity of the individual. In addition, appearing at a
Division office or at the office of the local department of social services, when
requested to provide verbal or written information, appearing at court or
administrative hearings, appearing for scheduled genetic test appointment, and
turning over to the Division any support received directly from the NCP or
putative father.

Court Order A judgment or order of a court having jurisdiction to issue the order

Custodial

Parent The natural or adoptive parent or stepparent with whom the child lives, or a
person who has physical custody of the child and with whom the child lives, or a
Virginia agency that has custody of a child

Customer A person receiving child support enforcement services

Date of
Collection The date an employer withholds wages for child support or the date the Division
receives a payment from an individual

Debt The total unpaid support obligation an NCP owes based on an order or the
payment of public assistance The NCP may owe the amount to the
Commonwealth or his dependent(s). Refer to arrears.

Deficiency

Amount The total needs of a TANF recipient (at 90%), minus any countable income
Sometimes, the deficiency amount may be greater than the actual grant amount,
due to a maximum allowable payment level.

Department  The Virginia Department of Social Services

Dependent

Child An individual less than 18 years old or a full time high school student less than 19
years old who meets the eligibility criteria for TANF and for whom the CP
assigns support rights to the Commonwealth or for whom the Division receives an
application for services

Update 2008 G-33



DIVISION OF CHILD SUPPORT ENFORCEMENT
GLOSSARY OF ABBREVIATIONS/ PROGRAM TERMS (10-01-2008)

Director The head of the Virginia Division of Child Support Enforcement

Direct Income

Withholding A procedure, whereby an income withholding order can be sent directly to the
noncustodial parent’s (NCP’s) employer in another State, without the need to use
the IVV-D Agency or court system in the NCP’s State.

Disburse To issue a payment

Disbursement
The paying out of collected child support funds

Disposable

Income That portion of Income due and payable to an individual, remaining after the
deduction of amounts required by law to be withheld.

District Office

A local Division of Child Support Enforcement Office These offices are
responsible for the day to day operation of the 1\VV-D program.

Distribute To move a transaction to another account

Distribution  The allocation of child support collected to the various types of debt within a
child support case ie., monthly support obligations, arrears ordered arrears, etc.

Division The Division of Child Support Enforcement
Due Diligence

For purposes of unclaimed property includes mailing a letter, check, etc. to the
payee by first class mail

Duty of

Support An obligation charged or chargeable by law to provide support for a child, spouse,
or former spouse, including an unsatisfied order to provide support

EBQS An electronic birth query system which allows Birth Registrars to enter birth
information into its data base. This data base is maintain and owned by Vital
Records.
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Effective Date
The date that an action or order starts

Electronic Data

Interchange (EDI)
Process by which information regarding an Electronic Funds Transfer transaction
is transmitted electronically along with the EFT funds transfer.

Electronic Funds

Transfer (EFT)
Process by which money is transmitted electronically from one bank account to
another.

Emancipate A court ruling that releases a child from parental care and responsibility

Emergency

Criteria Established by a 1986 consent order It defines situations where a Division of
Child Support Enforcement customer has an emergency, requiring action by the
Division, including the issuance of an emergency support check.

Employee Any individual receiving income

Employer The source of any income

Employment

Services

Program An employment program for individuals who receive TANF

Enforcement The use of state and federal laws by administrative agencies or courts to collect
support and compel NCPs to comply with the terms of child or spousal support

orders

Entrustment Commitment of the child to the local board or welfare agency. Legal custody is
transferred to the board or agency.

Enumeration and
Verification System (EVS)

System used to verify and correct Social Security Numbers (SSNs) and identify
multiple SSNs, of participants in child support cases. Operated by the Social
Security Admin.
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Establishment
The process of proving paternity and/or obtaining a court or administrative order
to put a child support obligation in place.

Exceptional

Circumstances
The NCP exhibits indications of overriding, long-term physiological, mental, or
economic hardship that appears to materially affect the NCP’s ability to earn
income or otherwise provide the minimum amount of support.

Expedited

Process Written procedures to expeditiously establish and enforce child and spousal
supports The procedures have the same force and effect as those established
through judicial procedures.

Family Support

Act Law passed in 1988, with two major mandates: Immediate Wage Withholding,
unless courts find that there is a good cause not to require such withholding, or
there is a written agreement between both partes requiring an alternative
agreement; and Guidelines for Child Support Award Amounts which requires
states to use guidelines to determine the amount of support for each family, unless
they are rebutted by a written finding that applying the guidelines would be
inappropriate to the case.

Family Violence

(FV) Indicator
A designation that resides in the Federal Case Registry (FCR) placed on a
participant in a case or order by a State that indicates a person is associated with
child abuse or domestic violence. It is used to prevent disclosure of the location
of a custodial party and/or a child believed by the State to be at risk of family
violence.

Federal Parent Locator

Service (FPLS)
A computerized national location network operated by the Federal Office of Child
Support (OCSE) of the Administration for Children and Families (ACF), within
the Department of Health and Human Services (DHHS). This service helps states
in searching for and finding NCPs.
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Federal Case

Registry (FCR)
A national database of information on individuals in all I\VV-D cases, and all non
IV-D orders entered or modified on or after October 1, 1998.

Federal Tax Refund

Offset Program
Program that collects past due child support amounts from noncustodial parents
through the interception of their Federal income tax refund, or an administrative
payment, such as Federal retirement benefits.

Federal Information

Processing Standard

(FIPS) Code
A unique five-digit code that identifies the child support jurisdiction, (i.e. States,
counties, central state registries).

Federal Tax Refund

Offset Program
Program that collects past due child support amounts from non-custodial parents
through the interception of their Federal income tax refund, or an administrative
payment, such as Federal retirement benefits.

Filing Date  The date that a petition is filed with a court

Financial

Institution A depository entity, an entity affiliated party, any federal credit union, state credit
union, any benefit association, insurance company, safe deposit company, money
market mutual fund or similar entity authorized to do business in the
Commonwealth

Financial

Institution

Account A demand deposit account, checking or negotiable withdrawal order account,
savings account, time deposit account, or money market mutual fund account
maintained in this Commonwealth
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Financial

Records Financial Records include, but are not limited to, records held by employers
showing earnings, profit sharing contributions, benefits paid or payable to the
individual, and records held by financial institutions, broker-dealers and other
institutions and entities showing bank accounts, IRA and separate contributions,
gross winnings, dividends, interest, distributive share, stocks, bonds, agricultural
subsidies, royalties, prizes and awards held for or due and payable to an NCP.

Financial

Statement A sworn statement showing the financial situation of the NCP or the CP The
Code of Virginia authorizes the Division to request a statement annually. Failure
to comply with the requirements of the Code section describing the financial
statement is a Class 4 misdemeanor.

Foreclosure A judicial procedure that forces sale of the real or personal property of the NCP to
collect arrears

Foster Care A Federal-State program which provides financial support to a person, family, or
institution that is raising a child or children that are not their own.

Full
Employment
Program Replaces TANF and food stamp benefits with subsidized employment

Full Faith Credit
Doctrine under which a State must honor an order or judgment entered in another
State.

Future
Payments NCP payments that exceed current support and arrears on all cases and any
arrears due the Commonwealth for fees or other charges

Garnishment A legal proceeding under which part of a person’s wages and/or assets is withheld
for payment of a debt. This term is usually used to specify that an income or
wage withholding is involuntary.

Genetic Testing
Analysis of inherited factors to determine legal fatherhood or paternity.
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Good Cause A legal reason for which a Temporary Assistance to Needy Families (TANF)
recipient is excused from cooperating with the child support enforcement process, such as past
physical harm by the child’s father. It also includes situations where rape or incest resulted in
the conception of the child and situations where the mother is considering placing the child for
adoption. Applies to TANF and AFDC/FC cases

Grant Amount
The amount of public assistance to which the family is entitled

Gross The amount before taxes and other deductions are taken out

Guidelines A standard method for setting child support obligations based on the income of
the parent(s) and other factors as determined by State law. The Family Support
Act of 1988 requires States to use guidelines to determine the amount of support
for each family, unless they are rebutted by a written finding that applying the
guidelines would be inappropriate to the case.

Health Care

Coverage Any plan providing hospital, medical, or surgical care coverage for a dependent
child(ren), provided the NCP can obtain the coverage and it is available at a
reasonable cost

Hold Harmless

Payments Payments made to TANF customers on cases where the deficiency amount at 90%
exceeds the grant amount at 90% 1V-A pays the difference between the grant and
the deficiency to the family.

Home State  The state in which a child has lived with a parent or a person acting as a parent for
at least six consecutive months immediately before the filing of a petition or
comparable pleading for support. If a child is less than six months old, the state in
which the child lived from birth with any of them. Count a period of temporary
absence of any of them as part of the six-month or other period.

Immediate

Payroll

Deductions A wage assignment entered when the court enters the support order It is used to
collect current support and arrears.

Immediate Wage

Withholding
An automatic deduction from income that starts as soon as the agreement for
support is established. (Also see: Income Withholding)
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Imputed Income

Income

Income
Eligibility
Verification
System

Income
Withholding

Initiating
State

Initiating
Tribunal

Intangible
Property

G-40

Fringe benefits provided to employees that may be taxable but which cannot be
counted as additional disposable income that is subject to child support
obligations.

As defined by the Personal Responsibility and Work Opportunity Reconciliation
Act of 1996 (PRWORA) income is any periodic form of payment to an
individual, regardless of source, including wages, salaries, commissions, bonuses,
worker’s compensation, disability, pension, or retirement program payment and
interest. All

income (except imputed income) is subject to income withholding for child
support, pursuant to a child support order, but is protected by Consumer Credit
Protection Act limits, both state and Federal.

Used by local departments of social services to verify customer incomes

Procedure by which automatic deductions are made from wages or income, as
defined in the PRWORA to pay a debt such as child support. Income withholding
often is incorporated into the child support order and may be voluntary or
involuntary.

The state that is providing support enforcement services to the CP or NCP and the
state that begins a UIFSA or interstate action. The CP lives in this state or the
NCP or CP has applied for services in this state.

The court, administrative agency, or quasi-judicial entity in the state that begins a
Uniform Interstate Family Support Act (UIFSA) or other interstate action

Includes money, checks, interest, credit balances, customer overpayments,
refunds, and unidentified remittances.
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Intentional

Program

Violation An action by an individual to obtain TANF fraudulently

Intercept A method of securing child support by taking a portion of non-wage payments
made to a non-custodial parent. Non-wage payments subject to interception
include Federal tax refunds, State tax refunds, unemployment benefits, and
disability benefits. (Also see: Federal Tax Refund Offset Program)

Internal

Number Number the SUPE system assigned to each participant and case Use to find
information on microfiche.

Interstate

IV-D Case A case, in which the parent or person acting as a parent and child(ren) live in one
state and the NCP lives in another state or his income source is in another state
Example: State A sends an Interstate Child Support Enforcement Transmittal to
state B's central registry

Interstate

Non-1V-D Case
A case another state refers to Virginia for action that does not qualify for IV-D
services or the other state did not request 1\V-D services

Intrastate

IV-D Case A case where the CP, NCP, and child(ren) reside in the same state or the state
sends an income withholding order directly to an employer in another state
Example: When all the parties reside in Virginia or when Virginia sends the NCP
's employer in another state an income withholding order directly without going
through the central registry in the other state

Invalid

Payment Payments received and deposited by the Division in error

Issuing State

Issuing
Tribunal

The state in which a tribunal issues a support order or renders a judgment
determining parentage

The court, administrative agency, or quasi-judicial entity that issues a support
order or renders a judgment determining paternity
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IV-A Agency A local department of social services or the Division of Benefit Programs at the
State level

IV-A Case A child support case in which a custodial parent and child(ren) are receiving
public
assistance benefits under the State’s 1V-A program

IV-D Agency The Division of Child Support Enforcement
IV-D Case A child support case where at least one of the parties, either the custodial party

(CP) or the non-custodial parent (NCP), has requested or received IV-D services
from the State’s IV-D agency

IV-D Spousal

Support A legally enforceable order assessed against an individual for support of a spouse
or former spouse who is living with a child(ren) for whom the individual owes
support

IV-E Case A child support case in which the State is providing benefits for services under
Title IV-E of the Social Security Act to a person, family, or institution that is
rasing a child or children that are not their own.

Judicial
Enforcement Action through the court to enforce support orders

Law A body of rules of action or conduct prescribed by the controlling authority, and
having binding legal force. It includes decisional and statutory law and rules and
regulations having the force of law.

Legal Father A man who is recognized by law as the parent of a child

Local Agency
The social services departments in each county, city, or town throughout the
Commonwealth charged with administering public assistance and social service
programs

Locate
Process by which a non-custodial parent (NCP) or putative father (PF) is found
for the purpose of establishing paternity, establishing and/or enforcing a child
support obligation, establishing custody and visitation rights, processing adoption
or foster care cases, and investigating parental kidnapping.
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Locate Information

Data used to locate a Putative Father (PF) or non-custodial parent (NCP). May
Include their Social Security Number (SSN), Date of Birth (DOB), residential
addrss, and employer.

Lien A claim upon property to prevent sale or transfer of that property until a debt is
satisfied

Locate

Services A type of service the Division provides to other states and courts The Division
also uses the information to find NCPs for another state or in parental kidnaping
cases.

Long Arm Legal provision that permits one State to claim personal jurisdiction over
someone who lives in another State. There must be some meaningful connection
between the person and the State or district that is asserting jurisdiction in order
for a court or agency to reach beyond its normal jurisdictional border. If a Long
Arm Statute is not in effect between two states, then the State must undertake a
Two-State Action under the Uniform Interstate Family Support Act (UIFSA)
guidelines for certain actions, such as establishing a support order in which the
non-custodial parent (NCP) is not a resident. Other actions, such as Direct
Income Withholding, are allowed by UIFSA in such a way that neither a Two-
State Action nor Long Arm Jurisdiction are required.

Mandatory

Payroll

Deduction A judicial means of collecting current support and arrears. An NCP owing court
ordered support may request this action or the judge may order it for good cause
shown or arrears.

Mandatory

Withholding

of Earnings  An involuntary administrative means of collecting current support and arrears that
is initiated when support is one month past due. The NCP’s employer regularly
withholds a specified amount from the NCP's salary and forwards it to the
Division.

Medicaid Only

A category of public assistance where the family receives Medicaid, but does not
receive TANF The Division also uses this term for Medicaid cases that only
select medical services.
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Medical
Insurance
Only An order that only addresses medical insurance

Medical
Support
Only An order that only addresses medical support

Miscellaneous

Returned

Checks Checks returned for reasons other than undeliverable These may include checks
mailed with insufficient postage, disregard (B-1) checks, checks issued in error, or
checks retrieved by the Department of the Treasury and sent to the Division upon
request.

Mistake

of Fact An error in the identity of the NCP or the amount of current support and/or arrears

Multistate Financial
Institution Data
Match (MSFIDM)

Process created by the Personal Responsibility and Work Opportunity
Reconciliation Act (PRWORA) of 1996 by which delinquent child support
obligors are matched with accounts held in Financial Institutions (FI) doing
business in more than one state.

N/A Not Applicable

National Directory

of New Hires

(NDNH) A national database containing New Hire (NH) and Quarterly Wage data from
every State and Federal agency and Unemployment Insurance (Ul) data from
State Employment Security Agencies (SESAS).

Net Income  Income remaining after deductions required by law are subtracted from gross
income. These deductions include: federal income tax, state income tax, federal
income compensation act benefits, union dues where collection is required under
federal law, and other amounts required by law.
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New Hire

Reporting Program that requires that all employers report newly hired employees to the State
directory of New Hires (SDNH) in their State. This data is then submitted to the
National Directory of New Hires (NDNH), where it is compared against child
support order information contained in the Federal Case Registry (FCR) for
possible enforcement of child support obligations by wage garnishment.

Noncooperation
Not appearing at the child support office when requested to provide verbal or
written information, not appearing at court or administrative hearings, or
providing information or attesting to the lack of information under oath, or if a
TANF customer not turning over to the child support agency any support received
directly from the NCP or putative father.

Non-custodial

Parent The parent who does not have primary care, custody, or control of the child, and
has the responsibility to pay child support. Also referred to as the obligor.

Nondisclosure

Finding A finding that the health, safety, or liberty of a party or child would be
unreasonably put at risk by disclosure of identifying information (e.g., residential
address)

Non IV-A Case

A support case in which the custodial parent has requested 1VV-D services but is
not receiving Temporary Assistance to Needv Families (TANF). Also known as
A non-TANF case.

Non 1V-D Orders
A child support order handled by a private attorney as opposed to the State/local
child support enforcement (I\V-D) agency.

Non-PA
Cases IV-D cases in which individuals not receiving TANF, AFDC/FC, non-1VV-E/FC,
or Medicaid, receive support enforcement services

Nonpermissible

Inquiry Access to consumer reporting agency files that does not post a record of the
inquiry for viewing by credit grantors or consumers
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Nonresident

Customer/Case

Non-TANF

NTANF

Notice and
Finding of
Financial

Responsibility

Obligation

Obligee

Obligor

A person who does not live in Virginia, but who applies for and receives support
enforcement services from the Division

Custodial Parent (CP) and Children Not Recipients of Temporary Assistance for
Needy Families.

Same as Non-TANF

A document used before July 1, 1988 to (1) establish a legally enforceable ASO
and (2) take administrative enforcement action to collect court ordered support.
Effective July 1, 1988, the ASO replaced this document.

The amount of money to be paid as support by a noncustodial parent (NCP). An
obligation is a recurring, ongoing obligation, not a onetime debt such as an
assessment.

The individual or State agency who is owed or is alleged to be owed support.

The individual or State agency who owes or is alleged to owe support

Office of Child
Support Enforcement

(OCSE)

Offset

G-46

The Federal agency is responsible for the administration of the child support
program. Created by Title I\VV-D of the Social Security Act in 1975, OCSE is
responsible for the development of child support policy; oversight, evaluation,
and audits of State child support enforcement programs; and providing technical
assistance and training to the State programs. OCSE operates the Federal Parent
Locator Service, which includes the national Directory of New Hires (NDNH)
and the Federal Case Registry (FCR). OCSE is part of the Administration for
children and Families (ACF), which is within the Department of Health and
Human Services (DHHS).

Amount of money intercepted from a parent’s State or Federal income tax refund,
or from an administrative payment such as Federal retirement benefits, in order to
satisfy a child support debt.
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Omnibus Budget

Reconciliation Act of

1993 (OBRA “93)
Legislation that mandated that insurance providers and employers offer dependent
health coverage to children even if the child is not in the custody of the employee
in the plan. OBRA created qualified Medical Child Support Orders (QMCSOs).

Order/Notice to

Withhold Income

for Child Support
A standardized form used by all states to request income withholding for child
support. According to the Uniform Interstate Family Support Act (UIFSA, this
form may be sent directly from the initiating State to a noncustodial parent’s
employer in another State.

Order to Withhold

And Order to

Deliver An administrative procedure to enforce support arrears; it orders a third
party who has control over real or personal property belonging to the NCP to
withhold and turn over the property to the Division

Other Legal
Process A procedure that gives the Commonwealth the authority to establish a support
order without court involvement

Parentage Determination of fatherhood (paternity) by administrative or judicial process

Passport Denial

Program Program created by the Personal Responsibility and Work Opportunity
Reconciliation Act (PRWORA) of 1996 that is operated under the auspices of the
Federal Tax Refund Offset Program

Paternity Legal determination of fatherhood. Paternity must be established before child or
medical support can be ordered.

Paternity
Establishment The legal determination of fatherhood by court order, administrative order,
acknowledgment, or other method provided for under State law

Payee A person to whom support is paid or is to be paid
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Payor A person, company, or organization who remits support payments for distribution
to the CP and/or the Commonwealth

Personal
Property Any property, such as cash, liquid assets, automobiles, etc., not defined as real

property

Personal

Responsibility

and Work Opportunity

Reconciliation Act of

1996 (PRWORA)
Legislation that provides a number of requirements for employers, public
licensing agencies, financial institutions, as well as State and Federal child
support agencies, to assist in the location of noncustodial parents and the
establishment, enforcement, and collection of child support. This legislation
created the new Hire Reporting program and the State and Federal Case
Registries. Otherwise known as Welfare Reform.

Petitioner The party who is filing the petition and bringing the action.

Priority An established rating that defines the order of importance, workability, or urgency
of a particular case or inquiry

Proration The calculation of the CP's proportional share of a payment from an NCP

Proactive Matching
Process in which child support case data newly submitted to the Federal Case
Registry (FCR) is automatically compared with previous submissions, as well as
with the employment data in the National Directory of New Hires (NDNH).

Public

Assistance  Benefits granted from State or Federal programs to aid eligible recipients.
Putative

Father The person alleged to be the father of the child but who has not yet been

medically or legally declared to be the Legal Father

Real Property Property such as land, tenements, and buildings, that are permanent, fixed, and
immovable
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Reasonable
Cost

Recipient

Reciprocity

Recoupment

Referral

Responding
State

Respondent
Responsible
Parent (N/A)

Responsible
Parent Fiscal
Record

Retroactive

Review

For health care coverage means available through employers, unions or other
groups without regard to service the delivery mechanism

A person or organization that receives support funds and/or Temporary Assistance
to Needy Families (TANF) payments. See also: TANF, IV-A Case; Public
Assistance.

A relationship in which one State grants certain privileges to other States on the
condition that they receive the same privilege.

The recovery of money distributed erroneously to a CP or NCP or recovery of a
nonsufficient funds check

Request sent to a I\VV-D agency from a non IV-D agent or agency asking that a

child support case be established.

The state that is providing support enforcement services to the CP or NCP or the
state that receives a UIFSA petition or interstate request to initiate action because
it is the state where the NCP lives or has assets

The party who must respond to the action that is being filed

Any person ordered to pay support for a child(ren) and/or the CP or parent of the
child The Division no longer uses this term. Refer to noncustodial parent.

A manual document listing public assistance payments, payments an NCP is
ordered to pay for his/her child(ren) or spousal support, and the payments made
The resulting calculation shows the arrears if any.

To apply a current action to a prior period

An objective evaluation, conducted by a court or the Division, of information
necessary to apply the support guideline or provide health care coverage
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Review and
Adjustment  Process in which current financial information is obtained from both parties in a
child support case and evaluated to decide if a support order needs to be adjusted.

Review and
Modification
(N/A) Refer to review and adjustment.

Revised Uniform

Reciprocal

Enforcement

of Support ActThe revised URESA law that sets forth reciprocal law concerning the enforcement
of support between states

Seizure and
Sale A court procedure for enforcing arrears that involves sale of the NCP’s property

Self-generated An entry made to the APECS Event History by a worker

Service Date The date a notice is served on the addressee

Service of Process
The delivery of a writ or summons to a party for the purpose of obtaining
jurisdiction over that party

Show Cause A court order directing a person to appear and bring forth any evidence as to why
the remedies stated in the order should not be confirmed or executed. A show

cause order is usually based on a motion and affidavit asking for relief.

Skip Tracing Using all available sources to find the NCP

Spouse A marriage partner husband or wife

Spousal

Support Court ordered support of a spouse or ex-spouse; also referred to as maintenance or
alimony

State A state of the United States, the District of Columbia, the Commonwealth of

Puerto Rico, the United States Virgin Islands, or any territory or insular
possession subject to the jurisdiction of the United States The term also includes
Native American Indian tribes and foreign jurisdictions that have laws similar to
UIFSA.
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State Agency Division of Child Support Enforcement

State Case

Registry (SCR)
A database maintained by each State that contains information on individuals in
all I'V-D cases and all non 1V-D orders established or modified after October 1,
1998.

State Directory
of New Hires A database maintained by each State, which contains information regarding newly
hired employees for the respective State.

State Disbursement

Unit (SDU)  The single site in each State where all child support payments are processed.
Upon implementation of centralized collections, each state will designate its State
Disbursement Unit, or SDU, to which all withheld child support payments should
be sent.

State Parent

Locator Services

(SPLS) A unit within the state Child Support enforcement Agencies the purpose of which
is to locate noncustodial parents in order to establish and enforce child support
obligations, visitation, and custody orders or to establish paternity

State Verification

Exchange System

(SVES) An automated IBM data exchange system with the Social Security Administration
for verifying Social Security Numbers, SSA and SSI benefits, and quarters of
coverage of work history. Requests usually returned the next day for on-line
viewing.

Statutes Formal written law found in code books

Subpoena A process issued by a court compelling a witness to appear at a judicial
proceeding

Summons A notice to a defendant that an action against him or her has been commenced in

the court issuing the summons and that a judgment will be taken against him or
her if the complaint is not answered within a certain time.
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Supplemental

Security

Income A program administered by the federal government that guarantees a minimum
income to persons who meet the requirement as aged, blind, or disabled

Support

Enforcement

Agency A public official or entities authorized to establish, enforce, review, and adjust
support orders or laws relating to support, determine parentage, or find NCPs
and/or their assets. The Division does not have authority to establish or enforce a
support order for spousal support only.

Support

Enforcement

Cases IV-D cases resulting from application for Support Enforcement services by

individuals not receiving TANF, AFDC/FC, State/Local Foster Care, and
Medicaid and cases in the listed types referred by the IV-A agencies

Support Enforcement

Hearings

Officer An impartial person who hears appeals that NCPs file challenging actions the
Division takes and decide if they followed policy and procedures

Support

Guideline The table courts and the Division use to establish the monthly amount parents
owe for dependents

Support Order
A judgment, decree, or order, whether temporary, final, or subject to
modification, for the benefit of a child, a spouse, or a former spouse, which
provides for monetary support, arrears, health care, or reimbursement, and may
include related costs and fees, interest, and income withholding

Suspended

Order A court has temporarily stopped an order with an expectation of resumption of the
order later
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Temporary Assistance

to Needy Families

(TANF) Time-limited public assistance payments made to poor families, based on title IV-
A of the Social Security Act. TANF replaced AFDC when PRWORA was signed
into law in 1996. Applicants for TANF benefits are automatically referred to their
State 1\VV-D agency in order to establish paternity and child support for their
children from the non-custodial parent.

Temporary Assistance

to Needy Families-

Unemployed Parent

(TANF/UP)  Time-limited cash assistance for needy families with an unemployed parent

Terminated

Order An order stopped with no expectation of resumption

Tribunal The court, administrative agency, or quasi-judicial agency authorized to establish
or modify support orders or to determine parentage

Two-State

Liability A category under which insurance providers are billed for medical expenses
incurred by a public assistanc recipients who have medical insurance in addition
to coverage provided

Unclaimed

Property (Funds) Money the Division owes to a payee for whom the Division does not have a
good mailing address or identity of payor is unknown. This money is transferred
to the Treasurer after one (1) year.

Undeliverable

Returned

Checks Checks returned by the post office due to incorrect addresses or checks the post
office could not deliver because the addressee moved

Uniform Interstate

Family Support

Act Uniform laws that set forth reciprocal law concerning enforcement of support
between states. This law replaced the URESA law in Virginia in 1994,
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Uniform Reciprocal

Enforcement of

Support Act  Older model State law that is used by some States to process interstate child
support cases. In 1994 in Virginia this law was replaced by the Uniform
Interstate Family Support Act.

Unreimbursed Public

Assistance

(URPA) Money paid in the form of public assistance (for example, TANF or older AFDC
expenditures) which has not yet been recovered from the noncustodial parent
(NCP).

Virginia Initiative

for Employment

not Welfare

Program Employment program for individuals who receive TANF

Voice Response
System Telephone system that makes frequently requested information available to clients
over touch-tone telephones.

Voluntary

Placement Placing a child with the local board or welfare agency through an agreement
between the parents or guardians and the local board or a public agency
designated by the community policy and management team. Legal custody
remains with the parents or guardians.

(3-1-97)(5-1-97)(8-1-97)(5-1-98)(7-1-99)(9-1-01)(5-1-04)(10-1-06)(1-1-07)(10-1-08)
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A. Legal Basis (01-01-2001)

Federal law and regulations outline the requirements for the Commonwealth's Child Support
Enforcement
Program. Virginia complies with these requirements and has enacted legislation to support
them. Refer to Appendix A, Legislation, for a listing of Child Support Legislation.
In accordance with Title VI of the Civil Rights Act of 1964, the Virginia Division of Child
Support Enforcement prohibits discrimination in all its services on the basis of race, color,
national origin, or handicap.

(7-17-96)(11-1-2000) (1-1-01) (3-1-01)

B. Authorities of DCSE (11-01-1996)
DCSE has the authority to

1. locate noncustodial parents (NCP),

no

establish paternity,

3. establish and enforce support orders,

4. establish and enforce health care coverage, and

5. collect and disburse child support payments and pre-established spousal support.
(11-1-96)
C. DCSE (01-01-2008)

The Director's Office is statutorily responsible for the provision of the Division of Child
Support Enforcement

(DCSE) and the implementation of child support enforcement services in the
Commonwealth. The

Director’s Office is supported by a number of central office units, however direct child
support services are essentially provided by the district offices. These offices fall under the
direction of the Assistant Directors

for East, West and Central.

1. East, West and Central Offices

a. manage district offices;
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b. act as a liaison between the community, Commonwealth and local officials, and child
support advocacy groups;
c. are managed by Assistant Directors;
d. are staffed by a program specialist, training coordinator/s, and a secretary; and
e. are in three (3) geographical areas:
1) East
2) West and
3) Central
2. District Offices
a. provide full child support services,
b. are managed by district managers, and
c. arein 22 cities or counties throughout the Commonwealth.
3. Satellite Offices

a. provide full child support services,

b. are in areas that are not easily accessible or in areas where the caseloads do not
warrant a fully staffed district office, and

c. are managed by the district manager responsible for the area.
4. Division of Finance

a. Serves as the Commonwealth’s state disbursement unit and distributes all payments
and

b. Compiles Commonwealth and federal financial and statistical reports.
5. Program Manual Intent

The Manual, referred to as the DCSE PROGRAM MANUAL, is in fact, a procedures
manual. Legally, only the State Board of Social Services has the authority to approve
“policy” for the Department, e.g. the Board is a “policy-making” board versus an
advisory board providing advice only.
1-2
Update 2009



DIVISION OF CHILD SUPPORT ENFORCEMENT
CHAPTER 1 PROGRAM OVERVIEW AND STRUCTURE (09-21-2009)

The contents of this Manual are those procedures set forth for handling the complex,
child support enforcement case activities.

The Manual does not provide answers to all possible questions or cases. It should be
viewed as a guidance document pursuant to the Code of Virginia §2.2-4001. There are
times when the support specialist and his/her supervisors, perhaps up to the District
Manager or Assistant Director, must discuss the issue at hand not addressed herein, and
make an independent decision. For casework procedures which fall within the purview
and content of this Manual, all district offices are expected to adhere to the contents of
this Manual.

Inasmuch as no procedures manual can ever begin to address all the possible case types,
case situations, unique interstate issues, case-specific idiosyncrasies, and all the other
possible permutations child support enforcement staff face, the best possible resolution
on issues not addressed within the Manual is to discuss the case with colleagues,
supervisors and the District Manager, AND refer the situation to your appropriate
Program Specialist. If an answer is still not clear, the Program Specialist will refer the
question to the Management Services Unit with a Question and Answer (Turnaround).

The primary goal of this Program Manual is to ensure, to the highest possible degree,
uniform and consistent handling of all child support cases across the state.

(8-1-97)(9-1-98)(5-1-99)(9-1-99)(1-1-01)(10-1-07)(1-1-08)
Appendix A, Legislation (09-21-2009)
1974

The states have primary responsibility for operating the Child Support Enforcement Program
pursuant to the Federally required State Plan.

Procedures for the distribution of TANF support collections.

The federal government pays incentive payments to states for collections made for TANF
cases.

Money due federal employees is subject to a garnishment for the collection of child support.
New eligibility requirements added to the TANF program.

1976
The Commonwealth's employment agency must provide NCP addresses to DCSE.

1-3
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1977

The provisions relating to the garnishment of federal employees' wages for child support
changed to

=

include employees of the District of Columbia,

no

specify the conditions and procedures for serving garnishments on federal agencies,

w

authorize the issuance of garnishment regulations by the three (3) branches of the federal
government and by the District of Columbia, and

>

defines terms used.
Amends section 454 of the Social Security Act to require the Commonwealth to

1. provide for bonding of employees, who receive, handle, or disburse cash and
2. insure that different individuals do the accounting and collection functions.

1978

The law repeals the Bankruptcy Reform Act of 1978, section 456(b) of the Social Security
Act, which barred the discharge of assigned child support arrears in bankruptcy proceedings.

1979

The law repeals the Federal Bankruptcy Act and replaces it with a new uniform law on
bankruptcy. Section 456(H) of the Social Security Act reenacted by section 2334 of P.L. 97-
35.

1980

The Social Security Disability Amendments increase federal matching funds for the costs of
developing, setting up, and enhancing an approved automated child support management
information system.

Federal matching funds are available for child support enforcement duties done by some
court personnel.

The Internal Revenue Service (IRS) has the authority to give IV-D agencies income and
location information for self-employed NCPs and for NCPs receiving retirement income.

The Social Security Administration and the Commonwealth's employment security agency

have the authority to provide DCSE access to Income information. DCSE uses this
information to establish and enforce child support orders.
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Federal Financial Participation for Non-TANF services changed from temporary to
permanent.

Allows the Commonwealth to receive incentive payments on all TANF collections and
interstate collections.

The Commonwealth must claim reimbursement for expenditures within two years, with some
exceptions.

Imposes a 5% penalty on TANF reimbursement if the Commonwealth does not have an
effective child support enforcement program.

1981

The IRS has the authority to withhold all or part of federal income tax refunds due NCPs
who owe child support arrears or child and spousal support arrears. This authority is only for
dependents receiving or who have received Temporary Assistance for Needy Families
(TANF). Spousal support only qualifies if the dependents are living with the custodial parent
(CP) owed the spousal support.

IV-D agencies must collect spousal support for TANF families.
The 1V-D agencies must collect fees from Non-TANF NCPs with child support arrears.

Bankruptcy proceedings cannot discharge child support arrears assigned to the
Commonwealth.

DCSE must withhold child support arrears from unemployment benefits due to NCPs with
child support arrears.

1982
The federal government reduces federal financial participation and incentives.

Allows the Commonwealth to elect not to recover costs from collections or from fees
imposed on NCPs.

Allows the Commonwealth to collect spousal support in certain Non-TANF cases.

Members of the uniformed services on active-duty must make allotments from their pay
when their support arrears equal two months past due support.

The Commonwealth can reimburse itself from TANF grants paid to families for the first
month in which child support collections are sufficient to make the family ineligible for
TANF.
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1983

The requirement that a putative father (PF) must provide written consent for his name to be
placed on a

child’s birth certificate was changed to require that a sworn acknowledge of paternity must
be signed

before the father’s name is placed on the birth certificate.

1984

Federal law required the Commonwealth to enact legislation for the following actions:
1. Require Income Withholding

2. Use Expedited Processes to Establish and Enforce Support Orders

3. Intercept State Income Tax Refunds

4. File Liens Against Real and Personal Property

5. Require Security or Bonds to Assure Compliance with Support Orders

6. Report Support Arrears' to Consumer Reporting Agencies.

Support orders issued or modified after October 1, 1985, include a provision for Income
withholding.

The Commonwealth must use the same enforcement techniques for interstate cases and
intrastate cases.

States are encouraged to place greater reliance on performance-based incentives.

Amends section 451 of the Social Security Act to say that Congress, by creating the Child
Support Enforcement Program, intended to aid both TANF and Non-TANF families.

1986

Extends the time for injured spouses to file an amended return when DCSE intercepts their
federal tax return from three (3) to six (6) years. (Tax Reform Act of 1986)

1988

1-6
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1. The guideline is advisory for courts and binding on DCSE

2. Periodic review of the guideline

3. The law provides for tracking orders and submitting annual reports to the Governor and
General Assembly

Courts may continue a paternity hearing when the court received notice of service of process
(as defined in Chapter 8, Section B., Methods of Service) and the PF does not show.

The initiating state pays for genetic testing costs to establish paternity in URESA/UIFSA
cases.

The central registry is the contact point for receiving information on incoming cases.

Adds a new version of the Uniform Parentage Act to decide parentage of a child. The law
repeals the old parentage section of the Code.

Allows a court to go on with paternity hearings and support orders on males ages 14 to 18
when a guardian ad litem represents their interest in court.

Courts may require a man to sign an Acknowledgment of Paternity when the man is before
the court for other issues, and voluntarily under oath admits to paternity of a child. The court
files the acknowledgment with DCSE.

Allows the Commissioner or the Director to subpoena financial records of NCPs to verify
information received on the 1099 report.

The application fee Division charges Non-TANF applicants changes from a sliding fee scale
up to $25 to a flat $1 fee. The Department of Social Services pays the fee for applicants.

Permits DCSE to continue collecting support payments during the pendency of any appeal,
other than appeal of an original Administrative Support Order (ASO).

A mistake of fact is the only basis for an appeal, except the initial entry of an ASO.
Allows an NCP to waive service of process when handed the ASO or the hearing officer's
decision concerning an Order to Withhold.

Creates a new collection or enforcement remedy, Immediate Income Withholding for all new
administrative and court orders. It is mandatory for administrative orders and allowable for
court orders.

The establishment of a support order creates a judgment subject to full faith and credit in any
state or jurisdiction.
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Permits DCSE to serve filed liens for child support arrears and to notify consumer reporting
agencies when liens filed.

Permits DCSE to file and serve liens without waiting for the 10-day appeal period to expire
when payments appear in jeopardy.

The appeal period changes from 20 or 21 days to 10 days.

Allows service of an Order to Withhold and an Order to Deliver on the main headquarters of
a financial institution. The order is effective on all of the NCP’s accounts. Deposits may be
in any branch of the institution.

A hearing officer has the authority to give the decision at the conclusion of the hearing.

Removes the six-year statute of limitations that prevented DCSE from taking involuntary
enforcement action against arrears that accrued six or more years in the past.

Both the custodial and noncustodial Non-TANF parent must complete a financial statement.
An ASO has the same force and effect as a court order.

Allows DCSE to take administrative enforcement action on a court order without giving the
NCP additional notice.

Revises the Code related to the court's mandatory payroll deduction to

1. specify that hearing officers must render appeal decisions within 45 days of the receipt of
notice,

2. eliminate a new court action before setting up the mandatory payroll deduction,
3. clarify the definition of a mistake of fact,
4. modify the procedure for prorating multiple orders for the same NCP,

5. explain when an employer may make direct payments to the payee, and

S

stipulate when to terminate an order.

The criteria for referring NCPs to consumer reporting agencies changed to permit IV-D
agencies to refer NCPs with less than $1000 arrears.

1989
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The support guideline changes from advisory for the courts to a rebuttable presumption. The
support scale increases to $0-$10,000 per month.

Courts must order the parties in a paternity case to submit to genetic testing at the request of
either party or on its own motion.

Court ordered support payments may continue for any high school student under age
nineteen who is a full time high school student. Before this modification the law only
applied to high school students who were seniors.

1990

States must certify all arrears that qualify to the IRS. Previously states had the option of
certifying or not.

Allows voluntary acknowledgment of paternity to have the same force and effect as a court
order.

Genetic test results of at least 98% decide paternity and to have the same legal effect as a
court order.

Allows DCSE to change the payee on a court order. Serving notice of the change on the
payer does this.

Courts must order immediate Income withholding on all cases unless good cause exists not to
do so.

The Department of Health must obtain social security numbers for both legal parents at the
time of a child's birth.

DCSE must develop procedures for the review and modification of support orders.
Allows DCSE to reveal information to authorized persons regarding parental kidnaping.

Removed the sunset clause so that the Commonwealth Attorneys will continue to represent
DCSE in civil support cases.

DCSE must notify a joint account holder before DCSE takes action on an Order to Withhold,
if joint interest is present. The general district court or circuit court decides the extent of
ownership for each party.

Employers' rights and responsibilities regarding all types of Income withholding combined in
one section.

Allows that from the date the PF becomes the legal father he may be responsible for part of
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the mother's pregnancy-related medical expenses.

1991

The IRS has the authority to withhold all or part of federal income tax refunds due NCPs
who owe arrears to Non-TANF CPs

1. child support arrears or
2. child and spousal support arrears or
3. support for disabled adult children. (P.L. 101-508 section 5011(b))

Child support cases that courts transfer to DCSE are considered to have applied for child
support services by operation of law.

Mandates employers to enroll dependents of NCPs ordered to provide health care coverage
in a plan offered by the employer. It also clarifies the definition of "reasonable cost” of health
insurance.

Revises the child support guideline to

1. combine all factors affecting the support order and the ability of each party to provide
child support into one section,

2. add the cost of health insurance premiums in figuring out child support orders,
3. detail the method of figuring out the child support order in cases involving split custody,

4. eliminate the requirement for the guideline reporting and tracking system for courts and
DCSE, and

5. allow the Department to promulgate regulations concerning the sharing of information
with both parties.

Administrative child support orders do not have to provide for immediate withholding of
earnings if the NCP and DCSE, on behalf of the CPs,

1. agree to an alternate arrangement or
2. if good cause exists.

Gives DCSE the authority to use records of departments, boards, bureaus, and other agencies
of the Commonwealth. DCSE also has the authority to use all customer records of public
service corporations and companies.
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Allows DCSE to assess and recover the actual cost of attorneys’ fees, genetic testing fees,
and federal and state intercept fees from NCPs. DCSE may use all administrative
enforcement actions to collect fees.

1992
Judges who deviate from the child support guideline must include in their written findings
1. How much support the guideline requires and

2. justification for the variance between the order and the guideline.

Mandates the use of established percentage groupings to compute a child support order when
combined gross monthly incomes exceed $10,000.

Court orders must include a provision for child support payments to continue for high school
students under age 19 who are full time high school students. Previously courts had the
authority to include the provision, but it was not a required element in orders.

The Commissioner, DCSE Director, or their designees have the authority to summons parties
to appear at DCSE's offices and to subpoena essential financial records.

Allows DCSE to take establishment and enforcement actions on NCPs living outside
Virginia.

In court ordered cases an order to withhold property does not require DCSE to file a support
lien.

The definition of gross income excludes Supplemental Security Income. It also does not
allow the establishment of an administrative child support order for NCPs who receive
Supplemental Security Income.

Allows DCSE to attach payments to NCPs, who owe child support arrears, from the
following: Virginia Retirement System, state police retirement benefits, local government
retirement benefits, and veterans benefits.

Allows the discharge of uncollectible arrears from the Department's records.

Allows the proration of payments among all CPs to whom an NCP owes support.

DCSE of Vital Records must prepare a new birth certificate upon receiving

1. acopy of the agreement to submit to voluntary genetic testing for paternity determination
and
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2. acopy of the genetic test results that affirm at least a 98% probability of paternity.

The 17 factors considered by courts when deviating from the child support guideline do not
apply to DCSE. DCSE may only consider support for other children in the household or
other children for whom an a administrative or court support order exists.

Having an appointed committee is not necessary, when establishing paternity or a support
order for an incarcerated NCP or PF is not necessary.

Courts and DCSE may decide paternity based on HLA and DNA testing.

Defines shared custody and prescribes procedures for netting the support order of each
parent.

Stipulates that custodial and NCPs do not have to obtain support services from DCSE before
filing a court petition to establish, modify, enforce, or collect child support.

Removes the requirement for personal or substitute service on a nonresident NCPs. This
allows service through the Secretary of the Commonwealth at the person's last known
address.

New eligibility requirements added to the TANF program.
1993

A signed document may not be used to grant the department the authority to pursue child
support after the termination of public assistance.

All new or modified orders for support shall address health care coverage.

The absent parent in child support cases must provide the department written notice within
30 days of any change of address.

All Virginia employers must request all individuals hired into employment to disclose
whether or not a child support obligation with an income withholding order exists. If such
disclosure is made, employers are required to begin withholding according to the terms of the
order.

All Virginia employers must report all new hires within 35 days of hire to the Virginia
Employment Commission, for the purpose of assisting the department in locating absent
parents who should be paying child support.

All Virginia employers and insurance companies not governed by ERISA statutes must
provide health care coverage for employees’ children regardless of whether the children live
with the primary insured parent (employee).
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The court may consider a written agreement between the parties when determining and
justifying an amount of child support which differs from that established by the guideline.

A family court system is established effective January 1, 1995.

DCSE of Legislative Services shall study the continuation of child support after age 18 for
the purpose of higher education.

DCSE of Legislative Services shall study the feasibility of denying licensure or the renewal
of a license to certain self-employed professionals who are delinquent in child support, and
shall present a report of the findings to the Poverty Commission for possible legislative
action.

Court intake officers must ask petitioners seeking child support if they currently receive child
support or public assistance. If the answer is affirmative, the intake officer shall forward a
copy of the petition or motion and notice of court date to DCSE.

The department shall assess attorneys fees against absent parents according to the provisions
established in Section 63.1-274.10.

The court may confirm a stipulation or agreement that extends a support obligation beyond
when it would otherwise terminate by law.

The Commission on Youth shall study and evaluate model child custody decrees and child
visitation schedules.

1994

The department may initiate a review of the amount of court ordered support. Court orders
for child and spousal support shall contain notice that the department may do so. If there is a
change in circumstances, the department shall propose a modified court order to the court
that entered the order.

Persons who in good faith provide information to the department regarding responsible
parties who owe child support are immune from any civil or criminal liability that might
otherwise result from the release of such information.

Noncustodial parents must inform DCSE of the name and address of their current employers,
whether or not access to health insurance exists, and if so, the policy information. The
obligee and/or the department are authorized to petition for a suspension of any state-issued
authority to engage in a business, trade, profession or occupation when an obligor is
delinquent in child support payments for 90 days or more or by $5,000.

Upon notice from the Department of Medical Assistance Services, the department is allowed
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to withhold income or state tax refunds if an obligor receives payments from health insurance
companies, but fails to reimburse the custodial parent, provider, or Medicaid for payment of
medical bills.

Health insurance enrollment season restrictions shall not apply when a payroll deduction
order requires the employer to enroll the employee’s child in the employer’s health care plan.
The employer must enroll the child upon the request of the child’s other parent or the
Department of Medical Assistance Services. The employer is prohibited from disenrolling
the dependent child unless the court or administrative order is no longer in effect, the child is
enrolled in a comparable health care plan with no gaps in coverage, or the employer
eliminates family coverage for all of its employees.

Any administrative or judicial determination of paternity made by another state shall be
given full faith and credit in Virginia. In addition, hearings to determine paternity must
proceed in the absence of the PF.

Every birthing hospital in the state must provide unwed parents with information concerning
their ability to legally establish the child’s paternity by signing an acknowledgment, under
oath, prior to leaving the hospital. The department must furnish training, written
instructions, and the forms to be used for the acknowledgment, which must include the social
security number of both parents.

The Uniform Interstate Family Support Act (UIFSA) shall replace the Uniform Reciprocal
Enforcement of Support Act (URESA), as recommended by the National Conference of
Commissioners on Uniform State Laws and the U.S. Commission on Interstate Child Support
Enforcement.

The department, in conjunction with the Virginia Poverty Law Center, must study the
feasibility of eliminating public assistance eligibility for unmarried minor parents, requiring
such parents to live with their parents or other appropriate persons in order to be eligible for
public assistance, and requiring grandparents to be financially responsible for children born
to their unmarried minor children.

Medicaid payments may be recovered from group health care plans under secondary payor
provisions. Insurers covered under the Employee Retirement Income Security Act (ERISA)
of 1974 are subject to the provisions of the bill.

DCSE and the Fraud Division of the Attorney General’s Office must study the need for
regulation of private entities collecting child support.

Parents must disclose financial information and complete a child support guideline
worksheet in instances of dispute resolution involving the support of minor children.
Deviations from the guideline must be stated in writing.

1995
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Allows Administrative Support Orders to continue for full time high school students under
age nineteen.

Revises the Child Support Guideline to

1. decrease the percentage of gross income used to calculate child support orders when the
combined gross monthly income of the parties exceeds $10,000,

2. Courts must consider the willingness and availability of the NCP to personally provide
child care for the child(ren) when deciding whether child care costs are necessary or
excessive, and

3. add an additional deviation reason, the presence of a pendente lite decree that includes
the amount of child support agreed to by both parties or counsel for the parties, that
courts may use to deviate from the guideline.

Courts and DCSE must order immediate Income withholding on all cases unless the parties
agree to a written alternative arrangement or good cause exists not to do so.

Interest accrues and may be collected on all support arrears. The rate is based on the
judgment rate. It exempts minor NCP from the accrual of interest until they are 18 years old.

Revises the Uniform Interstate Family Support Act to

1. allow registration of a support order or judgment determining parentage in the juvenile
courts or DCSE instead of the circuit court,

2. require courts to register orders as foreign support orders instead of foreign judgments,
and

3. give circuit courts the authority to retain and docket cases received from July 1, 1994
through June 30, 1995 as foreign support orders.

Courts may order incarcerated NCPs, who have failed or refused to pay child support, to
participate in public service work programs instead of work release programs.

Allows the Department of Motor Vehicles to suspend or refuse to renew the driver's license
of an NCP with arrears that are at least 90 days past due or are at least $5,000.

Petitions to place a child in foster care must include a request to order the parents to pay
support. The exception is if ordering support will interfere with the goal of returning the
child to the home.

1996
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Allows DCSE to redirect child support to the person who has physical custody of a child
when they assign support to the Department or receive TANF.

Virginia employers must report the names and addresses of newly hired employees to the
Virginia Employment Commission within 35 days of the hiring date.

A support order begins on the date

1. the request is filed with the court or
2. the date DCSE delivers the support order to the sheriff or process server for service on
the NCPs.

It also allows the support order to be based on the gross monthly income of both parents
averaged for the period of retroactivity.

Virginia employers must honor income withholding orders issued by other states’ child
support enforcement agencies. The number of employees employed is not considered.

Allows DCSE to administratively enforce an out-of-state support order without registering
the order with a court when all parties live in Virginia. DCSE needs to file a court petition
when administrative remedies do not work or to modify the order.

DCSE does not enforce spousal support unless it is also enforcing a child support order for
the same CP and NCP.

NCPs must petition the juvenile and domestic relations district court for a restricted driver's
license when the Department of Motor Vehicles their license because of support arrears. It
also clarifies that an NCP and DCSE must agree on the amount the NCP must pay on the
arrears each pay period.

Allows DCSE to impute income to calculate ability-to-pay support for voluntarily
unemployed parents or parents who fail to provide requested financial information.

The minimum child support order is $65 per month.

DCSE may review a child support order issued by a court and file a proposed modified order
with the court having current jurisdiction or the court that entered the order.

The effective date of a modified ASO is the date the notice of review is served on the
nonrequesting party.

DCSE may recover the actual costs of service of process and seizure and sale from the NCP
pursuant to a levy on a judgment of personal property.
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DCSE takes action to establish paternity for a child unless the local department of social
services documents that the conception of the child was the result of rape or incest. It also
exempts the person who has physical custody of the child from sanctions when they do not
know the identity of the father.

A child is legally entitled to support until age 18, or until age 19 if still in high school, not
self-supporting and living at home.

Courts may continue the support order for children beyond the age of 18, if while 18 or less
they

1. become severely physically or mentally disabled,
2. are unable to live independently or care for themselves, and
3. still live with the CPs.

1997

DCSE is identified as a criminal justice agency for obtaining information from criminal
justice agency files to find PFs and NCPs who owe support

Support orders must include both parties’ addresses, telephone numbers, drivers license
numbers, employers’ name and address unless a protective order has been issued. Also,
requires both parties to provide telephone number changes for self and employer.

DCSE may serve a party at his or her last known address after they have made diligent effort
to find the party. The party has the right to challenge any action taken in subsequent
proceedings.

DCSE may use additional sources to obtain information. The sources include local
government agencies, financial institutions, and cable companies.

The Commissioner may assess a civil penalty not to exceed $1,000 against entities that do
not respond to a subpoena for financial or other information

DCSE shall obtain information concerning NCPs’ account from financial institutions using
data matches. Financial institutions may not be held liable for disclosing the information to
DCSE

Removes the $1,000 limit for referring arrears to consumer reporting agencies and requires
that arrears be referred.

Income withholdings may be served by electronic means.
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DCSE shall review support orders every three (3) years at the request of either party without
requiring proof of a change in circumstances.

DCSE shall distribute IRS payments when DCSE received notice that the IRS has refunded
the NCP’s spouse’s share of the refund or in 60 days whichever occurs first.

When an NCP appeals a conviction for failure to pay support or a finding of civil or criminal
contempt involving failure to pay support, the court may require the party applying for the
appeal or someone for him to post a bond to insure his or her appearance. The court may
require a bond in the amount of prospective support accruing during the pendency of the
appeal.

Support for a child in foster case whose legal custody remains with the parent shall be set at
an amount that will not affect the parents’ ability to have the child return to the home. The
local board or the public agency with the child may set the amount. The agency petitions the
court to order the payment if a parent refuses to pay.

By January 1, 1998, DCSE shall disburse all support payments received within two business
days if the NCP can be identified and DCSE has the CP’s address.

Payment agreements to prevent suspension of drivers’ licenses shall be in an amount that will
pay the past due support in ten years. The initial payment shall be five percent of the past
due amount or $500 whichever is greater.

The revised text clarifies that all of the parties must file written consent with a tribunal of the
Commonwealth giving consent for a tribunal of another state to modify the order and assume
continuing, exclusive jurisdiction if the order was issued in the Commonwealth and a party
still lives in the Commonwealth.

Expanded procedures clarify how to reconcile multiple orders for the same NCP, CP, and
child.

Employers are to honor income withholding orders issued in other states and comply with the
terms of the orders. Also provides procedures that NCPs may follow to contest order and
says that employers are not subject to a civil liability for complying with the orders.

A parent has 60 days from the date of signing an acknowledgment of paternity or the date of
entry of an order to withdraw the action. After 60 days the action is binding and conclusive
unless the person challenging the action establishes that the signing resulted from fraud,
duress or a material mistake of fact. The document must be read to the parties in addition to
having the parties read the document.

DCSE may summons parents to appear and provide information and order them to submit to
genetic tests to determine paternity.
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Unemployment compensation information shall be provided to DCSE and shall be provided
to the National Directory of New Hires.

Other agencies are required to collect social security numbers.

DCSE may request the Department of Motor Vehicles to suspend or refuse to renew a
driver’s license for an individual who does not comply with a subpoena, summons or warrant
relating to paternity or child support proceedings and issued by DCSE. Also, allows the
NCP to waive service of the Notice of Intent to Suspend Driver’s License. The legislation
also clarifies that a restricted license does not allow the NCP to operate a commercial
vehicle.

DCSE may petition a court to suspend a license certificate, registration or other authorization
to engage in a business, trade, profession or occupation, or recreational activity for an
individual who does not comply with a subpoena, summons or warrant relating to paternity
or child support proceedings and issued by DCSE.

1998

DCSE’s privatization endeavors are expanded in the areas of fieldwork administrative
functions, legal services and payment processing.

Court procedures regarding rescission of voluntary acknowledgments of paternity are aligned
with administrative procedures.

Each party to a child support proceeding is required to file with the court, upon entry of an
order, and to update as appropriate, information on location and identity of the party, as
mandated by the federal welfare reform bill.

Custodial parents may appeal administrative support orders.

Procedures regarding Virginia’s current New Hire Reporting Program are amended to
conform with new federal requirements.

Employers shall submit all income withheld pursuant to a withholding order to one
centralized location.

Income withholding orders shall be sent to employers for delivery to their employees with
concurrent notice to child support obligors.

Employers using electronic funds transfer are allowed up to four days to transmit the income
withholding.

The terms “wages” and “earnings” are replaced with the term “income,” which includes a
broadened definition.
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The Social Security Administration (SSA) is included in the statutory definition of
“employer.”

DCSE may issue notices of intent to review a child support case to the non-requesting party
by hand delivery in person, substituted service, posted service, or by certified mail with proof
of receipt by the addressee.

The IV-D automated system shall include a registry of each child support order established
or modified in the state.

When determining child support, courts shall have the authority to order, in their discretion,
one party to execute all appropriate tax forms or waivers to grant to the other party the right
to take the income tax dependency exemption for federal and state income tax purposes.

The amended text specifies how to compute a child support obligation when, as a result of a
parent’s receipt of social security disability benefits, his/her child receives benefits as well.

Intercepted funds from joint federal tax refunds, when satisfying Non-TANF past-due
support debts, must be distributed to custodial parents within 180 days or as soon as DSS is
notified that the unobligated spouse’s proper share of the refund has been paid, whichever
occurs first.

1999

A charge of embezzlement shall be placed against any employer who withholds child support
payments from the pay of an employee and then wrongfully and fraudulently fails to make
the required payment.

The automatic trigger for the shared custody formula shall be lowered from 110 to 90 days;
the multiplier shall be increased from 1.25 to 1.4; a “day” is defined.

Courts shall be allowed to require documentation to verify child care costs when requested
by the noncustodial parent in child support determinations.

DCSE shall be authorized to use expanded and simplified service options when issuing
notices of intent to suspend driver’s licenses to noncustodial parents delinquent in child
support payments.

Garnishments shall be allowed when there is an administrative or court child support or
decree concerning federal employees; the lapse after 180 days is eliminated.

2000
The child support guideline shall be reviewed every three years instead of four.
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The shared custody and support guideline shall be adjusted to (i) allow for circumstances
where the majority custodial has a much higher income, but the formula shows that he or she
would pay the support, (ii) show how shared custody parents are to reimburse each other or
pay medical providers for extraordinary medical expenses, and (iii) give the court discretion
in situations where a party’s income is at or below a certain level in comparison to the
poverty level.

$65 shall be the lowest presumptive minimum obligation, unless one of the parties is unable
to pay child support due to lack of sufficient assets from which to pay child support and in
addition, is (i) institutionalized in a psychiatric facility, (ii) imprisoned with no chance of
parole, (iii) medically verified to be totally and permanently disabled with no evidence of
potential for paying child support, including recipients of SSI, or (iv) otherwise involuntarily
unable to produce income.

Spousal and child support may be contained in the same order. Spousal support is included
in the gross income of the payee, and deducted from the gross income of the payor in
determining the child support award.

The cost of dental care directly allocable to children, when actually being paid by a parent,
shall be added to the basic child support obligation.

A joint subcommittee shall study the feasibility of establishing a domestic relations division
in each judicial circuit that would have jurisdiction over divorce cases and custody,
visitation, and support actions incident to the filing of a divorce.

The Joint Legislative Audit and Review Commission shall determine the costs of raising
children in Virginia when parents live in separate households, for the purpose of developing
data that can be used to determine appropriate child support amounts.

2001

The triennial child support guideline shall include a representative of the executive branch, a
member of the House of Delegates, a member of the Senate, a member of the bar, two
custodial and two noncustodial parents and a child advocate.

Applicants of the Family Access to Medical Insurance Security Plan (FAMIS) shall be
requested to cooperate with DCSE, but cooperation is not a condition of eligibility.

An adjustment to income under the support guideline shall be provided for support paid for
other children of the parties who are not the subject of the current proceeding.

An individual may file a court petition for relief from any legal determination of paternity.
The court may set aside such determination if a genetic test establishes the exclusion of the
individual named as father in the determination. The court may prospectively set aside an
obligation to pay child support.
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The Virginia Employment Commission may not withhold a fee when deducting child support
payments from unemployment compensation.

DCSE must disclose information to law-enforcement agencies for child support enforcement
purposes.

2002

DCSE must use high-volume administrative support enforcement (AEI) in response to
requests from other states, in accordance with federal law.

A deduction from gross income shall be allowed of one-half of any self-employed tax paid
by persons with income from self-employment, a partnership, or a closely held business.

The annual reporting requirement regarding the privatization of child support enforcement
programs is eliminated.

All child support orders shall include a provision for health care coverage of dependent
children, and DCSE must use the National Medical Support Notice (NMSN) to provide a
standardized means of communication between DCSE, employers, and administrators of
group health plans regarding the health care obligations of noncustodial parents, in
accordance with federal law and regulation.

2003
Where parents enter into child support agreements, any provisions in such agreements
relating to future modifications of child support shall be valid and enforceable, and shall not
require a court decree.
A court may issue a show cause order or capias for failure to pay child or spousal support.

DCSE must periodically publish a list of “most wanted” noncustodial parents.

The Commissioner of the Department of Social Services is authorized to access information
held by criminal justice agencies in tracking down delinquent parents.

A lien on personal property and wrongful death awards is created for child and spousal
support and given priority over other liens.

Language regarding child support is unnecessary in divorce decrees when the parties have no
minor children whom they have a mutual duty to support.

DCSE is permitted to issue income withholding orders and notices by first-class mail.
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2004

A capias may be issued against a delinquent obligor if a motion for a civil or criminal show
cause has been filed and served, and the obligor fails to appear at the hearing or cannot be
found at the address he supplied to the court or DCSE.

For purposes of calculation of child support awards:

* *“Gross income” will not include income received by the child support payor from a second
job that was taken in order to pay off child support arrearages. Cessation of the income is
not a basis for a material change of circumstances.

* The provision for “extraordinary medical and dental expenses” is replaced with a
requirement that the parents pay in proportion to their incomes any reasonable and necessary
unreimbursed medical or dental expenses in excess of $250 per year per child.

* Courts are required to factor in tax savings derived from child-care cost deductions or
credits in calculating child support obligations.

The child support guideline will be reviewed every 4 years (instead of 3).

Child support awards may be modified back to the date that the modification motion was
filed in any court.

The interest rate charged on child support arrearages is 6%.
2005

Amends the UIFSA (Uniform Interstate Family Support Act) statutes in Virginia law to
coincide with updated amendments adopted by the National Conference of Commissioners
on Uniform State Laws in 2001. Changes include a more narrow definition of the
requirements establishing exclusive jurisdiction over the support order. They also expand
the definition of “state” which will allow other countries’ orders to be enforced in the United
States, and allow states to make arrangement with foreign countries for reciprocal child
support enforcement agreements.

2006

The Department of Corrections must give preference for placement in work programs to any
prisoner who requests a work assignment and assigns a minimum of 50% of earnings to a
child support obligation.

The deviation factors which may be used in determining child support obligations are
streamlined, eliminating duplication and deleting several factors. The legislation is a
recommendation of the Virginia Guideline Review Panel.
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A judicial child support order is effective in an initial proceeding on the date of filing of the
petition, and may be effective in a modification proceeding on the date of notice to the
responding party. An initial administrative child support order is effective on the date of
service of the order. A modified administrative support order is effective the date the Notice
of Proposed Review is served on the non-requesting party. For judicial child support orders,
the first monthly payment is due on the first of the month following the hearing date, and on
the first day of each month thereafter. For administrative child support orders, the first
monthly payment is due on the first of the month following the effective date, and on the first
day of each month thereafter. The amount assessed for the partial month is prorated from the
effective date through the end of the month based on the monthly obligation.

DCSE may administratively establish a child support obligation for parents of a juvenile
committed to the Department of Juvenile Justice (DJJ). DJJ will notify the parents of a child
placed in the custody of DJJ that they are responsible for support from the date DJJ receives
the juvenile.

When there is more than one child support withholding order against a child support obligor,
the employer must prorate among the orders based upon the current amounts due, with any
remaining amounts prorated among the orders for any accrued arrearages.

All court and administrative child support orders must contain a statement that if any child
support arrearages, including interest or fees, exist at the time the youngest child included in
the order emancipates, payments shall continue in the total amount due at the time of
emancipation until all arrearages are paid.

A hearing for a petition requesting the adjudication of the custody, visitation or support of a
child based on a change of circumstances because a parent has been called to active duty
must be expedited when one of the parents is a member of the Armed Forces Reserves,
Virginia National Guard or the Virginia National Guard Reserves.

During civil proceedings for the determination of child or spousal support, the court may
allow one expert witness for each party to remain in the courtroom throughout the hearing
upon the request of any party.

2007

Appeals from juvenile court must remain in juvenile court if a defect in the appeal bond or
other security is discovered by the juvenile court, or if an appeal bond was not required to be
posted, both of which are errors made by the juvenile court. The cases must be returned to
juvenile court if the defect in the appeal bond, or failure to require such bond, is discovered
by the circuit court.

Child support payments, both current and past-due, received by a parent for the support of a
child in that parent’s custody are exempt from garnishment. Financial institutions in which
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child support payments have been deposited are not required to determine the portions of
individuals’ deposits subject to garnishment.

All child support orders established and enforced by DCSE must include a provision for
medical support for the child to be provided by either or both parents. In addition, DCSE
must confirm that neither parent has access to health care coverage for their dependent
children through the parents’ employment before referring the children to FAMIS.

All employers with more than 100 employees and all payroll processing firms with more
than 50 clients must submit child support payments via electronic funds transfer (EFT).

A statewide formula is now established for use by courts to determine the presumptive
amount of pendente lite spousal support awards. Courts still have the discretion to deviate
from the presumptive amount calculated under this formula.

DCSE is authorized to impose:

* an annual fee of $25 for each case in which services are furnished to an individual who has
never received TANF and for whom DCSE has collected at least $500 of child support
annually, and * a $25 fee for the cost of reopening a case within six months of requesting
case closure.

2008

Insurance benefits and the proceeds therefrom under any Virginia Retirement System group
life insurance policy are subject to administrative child support actions and court proceedings
to enforce a child or child and spousal support obligation.

Circuit courts and juvenile and domestic relations courts have concurrent original jurisdiction
over proceedings to determine parentage.

DCSE will establish Intensive Case Monitoring pilot programs for child support enforcement
to reduce jail overcrowding, provide less costly child support enforcement alternatives, and
maximize the potential for child support payments. Noncustodial parents for whom routine
enforcement processes have proven ineffective will be referred to this program by judges in
four courts or by voluntary participation.

DCSE nonattorney employees are authorized to complete, sign and file petitions in DCSE
cases. Any orders entered prior to July 1, 2008 are not deemed void or voidable solely
because the underlying petitions and motions were signed by nonattorney employees.

Only those incarcerated noncustodial parents who are imprisoned for life are exempt from
the minimum child support obligation of $65.

The Department of Corrections must cooperate with DCSE in identifying prisoners who are
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court-ordered to pay child support and in determining amounts owed.

2009

A parent who supports a dependent minor child or children residing with him may hold
exempt from garnishment from creditors (excluding DCSE) an additional amount for
the support of the child or children as follows: $34 per week for one child; $52 per
week for two children; and $66 per week for three or more children. This additional
exemption amount is not available to a parent whose household gross income exceeds
$1,750 per month. Child support payments are included in the definition of household
gross income.

DCSe may obligate out-of-state parents for child support using long arm jurisdiction
previously believed by some to apply only for court orders of support. Previously a few
courts had interpreted the law to limit DCSE’s authority to those cases in which the
parties had maintained a matromonial domicile in Virginia.

When issuing an Order to Withhold and the account is determined to be held jointly
with another, the joint account holder must be served with a copy of the Order to
Withhold — Notice to Joint Account Holder, and the financial institution or broker-
dealer must receive a copy of the Notice, both within 45 days of DCSE receiving the
financial institution’s response. This change aligns the time frame for service of an
order on sole account holders and joint account holders.

The Virginia Code sections containing provisions required in court and administrative
child support orders are more closely aligned, and provide litigants notice of
enforcement remedies available to DCSE if nonpayment of support occurs. Only
certain identifying information is included on child support orders, including the last
four digits of social security numbers.

The spouse of a parent obligated to provide health care coverage may provide the
coverage and pay the cost for the dependent child or children. That cost will be added
to the basic child support obligation.

“Cash medical support” and “Department-sponsored health care coverage” are
defined, and the *“reasonable cost” definition is expanded, specifying the process for
collection of health care premiums and cash medical support from custodial and
noncustodial parents.

Employers are required to notify the DCSE when the parent providing health care
coverage for the children is terminated. Currently this notification is only required
when the noncustodial parent is terminated.

Temporary Assistance for Needy Families (TANF) child support orders must be
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reviewed every three years and adjusted if appropriate.

(8-1-97)(11-1-97)(9-1-99)(1-1-01)(3-1-01)(7-1-02)(07-01-03)(7-1-04)(7-1-05)(7-1-06)(7-1-07)
(7-1-08)(9-1-09)
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Appendix B, DCSE Service Areas (10-01-2007)

District Name Code | Locality Name Code
DCSE - West |- | -mmmmmmmmmmmmmmmmmm oo | oo
Charlottesville CO Albemarle 003
Charlottesville 540
Culpeper 047
Fluvanna 065
Goochland 075
Greene 079
Louisa 109
Madison 113
Orange 137
Verona C2 Augusta 015
Buena Vista 530
Harrisonburg 660
Highland 091
Lexington 678
Page 139
Rockbridge 163
Rockingham 165
Shenandoah 171
Staunton 790
Wayneshboro 820
Winchester F2 Clarke 043
Frederick 069
Loudoun 107
Warren 187
Winchester 840
Abingdon A0 Bland 021
Bristol 520
Buchanan 027
Dickenson 051
Giles 071
Lee 105
Norton 720
Russell 167
Scott 169
Smyth 173
Tazewell 185
Washington 191
Wise 195
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District Name Code Locality Name Code
Danville L1 Danville 590
Franklin County 067
Halifax 083
Henry 089
Lunenburg 111
Martinsville 690
Mecklenburg 117
Patrick 141
Pittsylvania 143
South Boston 780
Lynchburg LO Ambherst 009
Appomattox 011
Bedford 019
Bedford City 515
Buckingham 029
Campbell 031
Charlotte 037
Cumberland 049
Lynchburg 680
Nelson 125
Prince Edward 147
Roanoke RO Alleghany 005
Bath 017
Botetourt 023
Carroll 035
Clifton Forge 560
Covington 580
Craig 045
Floyd 063
Galax 640
Grayson 077
Montgomery 121
Pulaski 155
Radford 750
Roanoke 770
Roanoke County 161
Salem 775
Wythe 197
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District Name Code | Locality Name Code
DCSE-East |- |- e
Chesapeake EO Chesapeake 550
Hampton HO Gloucester 073
Hampton 650
Mathews 115
Middlesex 119
Poquoson 735
York 199
Newport News NO Charles City 036
James City County 095
King and Queen 097
King William 101
New Kent 127
Newport News 700
Williamsburg 830
Norfolk KO Norfolk 710
Portsmouth Bl Portsmouth 740
Suffolk P1 Franklin City 620
Isle of Wight 093
Southampton 175
Suffolk 800
Virginia Beach BO Virginia Beach 810
(Eastern Shore Accomack 001
Satellite Office) Northampton 131
DCSE - Central |- | -mmmmommmmmmssmmmmoeemmeees | oo
Arlington F5 Arlington 013
Fairfax FO Fairfax 059
Fairfax City 600
Falls Church 610
Fredericksburg C1l Caroline 033
Essex 057
Fredericksburg 630
King George 099
Lancaster 103
Northumberland 133
Richmond County 159
Spotsylvania 177
Stafford 179
Westmoreland 193
| District Name | Code | Locality Name | Code
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Henrico D1 Hanover 085
Henrico 087
Chesterfield D2 Colonial Heights 570
Chesterfield 041
Amelia 007
Powhatan 145
Manassas F1 Fauquier 061
Loudoun 107
Manassas 683
Manassas Park 685
Prince William 153
Rappahannock 157
Petersburg PO Brunswick 025
Dinwiddie 053
Emporia 595
Greensville 081
Hopewell 670
Nottoway 135
Petersburg 730
Prince George 149
Surry 181
Sussex 183
Richmond DO Richmond 760

(8-1-97)(11-1-97)(1-1-2000) (1-1-01)(7-1-02)(9-1-02)(5-1-04)(10-1-07)
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A. General (09-01-2002)
This chapter provides procedures and information regarding:

a. confidentiality of information in the Division of Child Support Enforcement’s (DCSE)
files;

b. release of information in DCSE’s files;
c. security of automated system information.

(11-1-96)(9-1-02)

B. Confidentiality (11-01-1996)
Federal and state laws require the Division of child Support Enforcement (DCSE) to
safeguard personal information it collects about custodial parents (CPs) and noncustodial
parents (NCPs). Only release information according to provisions of the Privacy Protection
Act and the Code of Virginia.

(11-01-1996)

C. Release of Information (01-01-2008)

1. The DCSE Director authorizes staff to release information under specific conditions.

2. Release information about CPs or NCPs when requested under certain circumstances to
the following:

a. Courts

b. Commonwealth and Local Social Service Agencies
c. State and Federal Child Support Agencies

d. Department of Medical Assistance

Refer to Chapter 17, Medical Support, Section N, Department of Medical Assistance
Services, for more information.

e. Consumer Reporting Agencies
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Refer to Chapter 22, Enforcement by Consumer Reporting Agencies, Section E,
Referral Process, for more information.

CPs

NCPs

Public

Internal Revenue Service (IRS)

Law enforcement agencies, the Attorney General and prosecuting attorneys only for
the purpose of enforcement of support of children and their caretakers

k. Authorized persons pursuant to 42 USC 663 in cases of unlawful taking or
restraint of a child.

I.  Social Security Administration (SSA) if accompanied by a written request from
the CP or NCP.

. Generally, release information

to establish paternity and support orders;

. to obtain information from federal and State Parent Locator Services;

for the administration of federal or federally assisted programs for needy individuals;

. for the investigation or prosecution of persons suspected of abusing federal or

federally assisted programs for needy individuals; and

for the investigation of persons suspected of child abuse or neglect. Refer to Chapter
3, Interaction with Local Agencies, Section J, Reporting Suspected Child Abuse, for
more information.

in compliance with the Virginia Freedom of Information Act (FOIA) or the

Government Data Collection and Dissemination Practices Act (commonly referred to
as the DCA or the Data Subject Act).
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g.

In compliance with the Government Data Collection and Dissemination Practices Act
(commonly referred to as the DCA or the Data Subject Act) when requested by a data
subject. A data subject is a person about whom personal information may be found
by name, personal number, or other identifiable specifics in an information system.
CPs, NCPs, emancipated children, and minor children represented by guardians are
considered data subjects.

(11-1-97)(7-1-01)(9-1-04)(7-1-05)(1-1-08)

D. Release of Information to Customers (10-01-2008)

1. DCSE must release information under the DCA pertaining to a data subject when
requested by a data subject or his authorized agent/representative with proper
identification. The data subject may authorize DCSE to release the information to his
agent in writing or may be accompanied by a person of his choosing.

a.

All personal information about the data subject is to be released. This includes but is
not limited to child support, financial, education, medical, employment, or criminal
records. Photographs are also considered personal information.

b. The nature of the source of the information is to be released.

f.

Disclose names of recipients of personal information, other than routine internal
DCSE and VDSS sources, unless the information was obtained as part of an ongoing
criminal investigation. No disclosure will be made which might jeopardize law-
enforcement actions.

Disclosures should be made during routine working hours within 5 work days.

Disclosures will be made either in person, with proper identification, or by mail, if a
written request is made with proper identification.

Create a case event on APECS listing all information that is released.

2. A data subject may give notice that he wishes to correct, challenge, or explain the
personal information in the file. When that occurs, DCSE must do the following:

a.

Investigate the information and record the current status of the personal information.
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b. If the information is found to be incomplete, inaccurate, not pertinent, not timely, or
not necessary for retention, it will be corrected or purged. A certified notice will be
sent informing the data subject what information has been corrected or purged, and
the receipt filed.

c. If the dispute is not resolved, the data subject may file a statement of his position of
not more than 200 words. If such a statement if filed, it is to be provided to previous
recipients of the records. If the information is subsequently disclosed, DCSE must
note that it was disputed and supply the data subject’s statement with the information.

d. DCSE staff will notify data subjects of the right to make such a request.

e. If information is corrected or purged, DCSE will send notification to previous
recipients of that information.

f. Create case events fully documenting all of the above steps.

3. If the source of any information forbids its release, tell the CPs and NCPs to contact the
source of the information.

4. DCSE provides CPs or NCPs the following documents within 14 days after the order is
issued or received by DCSE.

a. Copies of Court or Administrative Orders, if not already provided

b. Copies of Obligation Worksheets used to calculate the support order. Do not release
the Obligation Worksheet of one NCP to another NCP, except in cases of split
custody.

5. DCSE provides CPs or NCPs the following upon their verbal or written request:

a. A copy of their payment history, including the Affidavit of Payments

b. A copy of the Financial Statement that a CP or NCP submits to DCSE, is released to
the other parent. The other party has a right to review the amount of debts reported
by the person that submitted the Financial Statement. They also have a right to know
the amount of assets reported, and the number of persons not covered by the support
order that the person is responsible for supporting. Line the following information
out with a black marker:

1) social security number
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2) mailing and resident address
3) phone number

4) names of persons, other than the persons for whom both parties are responsible,
for whom the CP or NCP is legally responsible

5) addresses of persons for whom the CP or NCP Is legally responsible
6) employer name
7) employer phone number
8) employer address
9) names of creditors
10) name of child care provider
11) location of real estate
12) license number
13) names of lien holders
14) names of bank or credit union
15) location of bank or credit union
16) bank or credit union account numbers
c. Charge 5 cents per page for copying case record information. The money is due
before DCSE provides the information. Do not charge a fee for copying information
for hearings or when procedures say to provide the information to CP and NCP.
(11-1-96)(9-1-02)(3-1-04)(9-1-04)(9-1-04)(10-1-06)(1-1-08)(10-01-08)
E. Release of IRS Information (09-01-2004)
1. The IRS has strict guidelines for safeguarding federal income tax information from
unauthorized disclosure and has established severe penalties for the unauthorized

disclosure of this information.
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a. The Internal Revenue Code makes unauthorized disclosure of information from a
federal income tax return a crime that may be punishable by a fine of $5,000, five
years in prison, or both, plus the cost of prosecution.

b. The Internal Revenue Code also permits a taxpayer to bring suit for civil damages for
unauthorized disclosure of return information and allows for the greater of $1,000 for
each act of unauthorized disclosure or the actual damages sustained together with
possible punitive damages, plus the cost of court action.

Do not release information obtained from the IRS to anyone other than DCSE employees
paid with IV-D funds who have a need for this information, and the data subject.
(Exception: The amount only of intercept payments may be released to CPs, courts,
attorneys, local social service agencies, other state IV-D agencies, and others who are
authorized by the data subject to have this information.

The DCSE Director, or a designee, can release information about NCPs to the IRS for
a. reviews of income tax returns and

b. verifying dependents claimed by NCP filing income tax returns.

Any staff having access to the Virginia Department of Taxation’s STARS system is
required by state and federal law to protect the confidentiality of any and all information
contained within the STARS system. All of the tax information available to you is
confidential.

Failure to safeguard confidential tax information could be punishable as a Class 2

misdemeanor under the Code of Virginia, as a felony under the Internal Revenue Code,
and in addition, the employee could incur personal liability to the injured party.

(5-1-98)(9-1-04)

F. Release of Information to the Public (01-01-2008)

2-6

1.

Answer requests for information from the public within five business days after receiving
the request using the Response to Information Request. (See also F.4.1.)

Only provide information about CPs or NCPs to other entities with the written permission
of the parties involved. Authorization received via facsimile transmission is acceptable.

The Division of Public Affairs may release information that is not case specific, or may
assign such requests to DCSE. This includes requests for
Updat e 2008
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a.

b.

C.

statistical data,

report findings,

technical information, and

d. any personal information about the requestor except for scholastic records, personnel
records and medical records, including any mental health records as detailed in Section
2.2-3704 of the Code of Virginia.

4. Requests received under the Freedom of Information Act or the Government Data
Collection and Dissemination Practices Act

a.

General information that is not case-specific may be provided to

1)

2)

3)

citizens of the Commonwealth

representatives of newspapers and magazines with circulation in the
Commonwealth

representatives of radio and TV shows broadcasting in or into the Commonwealth

Provide the following

1)
2)
3)
4)

5)

written correspondence

e-mail messages

all paper records (subject to redaction) and forms
documents stored on disks

information contained in databases, including APECS screens, case events, notes,
etc.

The data subject of a specific case or the data subject’s authorized representative who
has a signed release, upon proper identification, may receive

1)

all personal information regarding the data subject except as outlined in Section
F.3.d. (Exception: Information provided to DCSE by IRS may only be released to
the data subject, and may NOT be released to any other party, even with a signed
release.)
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2) the nature of the sources of the information (except when the information has
been provided by IRS).

3) the names of recipients, other than those with regular access authority, of personal
information about the data subject

Do NOT release
1) personnel records
2) Governor’s working papers

3) written advice of legal counsel or records protected by the attorney/client
privilege

4) case specific information to anyone other than the data subject, the data subject’s
authorized representative or other authorized entity

5) any information provided by IRS except to the data subject only (this excludes
authorized representatives)

General request information

1) The requestor does not need to specify a reason or motivation for the request, or
that he is requesting information pursuant to FOIA or the DCA.

2) The request may be written or oral.

3) There is no limit to the number of requests that may be made by a requestor.

4) The request must designate the requested documents with reasonable specificity.
Responding to requests

1) Respond within 5 business days of receiving a request. Document APECS,
worklisting if appropriate, to ensure a response is provided.

2) Respond in writing on the Freedom of Information Response form, with one of
the following

a) The requested records are attached.
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3)

4)

5)

b)

d)

The requested records are exempt from disclosure and will be entirely
withheld, because their release is prohibited. Per Section 2.2-3704B.2.of the
Code of Virginia, identify with reasonable particularity the volume and
subject matter of withhold records and cite, as to each category of withhold
records, Sections 63.2-102 and 63.2-103 of the Code of Virginia, which
authorize the withholding of the records.

Some of the records are exempt, but those not exempt are attached. Cite
Sections 63.2-102 and 63.2-103 of the Code of Virginia, which authorize the
withholding of some of the records.

The requested records cannot be provided within 5 business days as it is not
practically possible, but they will be provided within an additional 7 business
days of the original request. Specify the conditions that make the response
impossible within 5 business days.

The requested records could not be found or do not exist. If it is known that
another public agency has the records, provide the contact information for that
agency.

List each item requested in the written response.

Retain a copy of the request, a copy of the response, and copies of all records
provided in the case file, again documenting APECS. Create a case event on
APECS indicating the request was made, the requesting entity, the response
provided, and the documents released. Retain a copy of the request, the response,
and copies of all records provided in the case file.

Refer any questions regarding what information may or may not be released to
Legal Counsel. Upon completion, forward all material to the District Manager for
approval and signature. Upon request, Legal Counsel will also review the
complete response for accuracy and compliance.

g. Penalty for Noncompliance

1) Any person who has been denied privileges under FOIA or DCA may petition the
court. A hearing must be held within 7 days of filing.
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2) If the court finds an employee in violation, that employee is personally
responsible, and faces a penalty of not less than $100 and not more than $1000.
The penalty for a second violation is not less than $500 or not more than $2500.

(11-1-96)(9-1-02)(9-1-04)(1-1-08)

G. Restrictions on Release of Information (10-01-2006)

1.

2-10

Do not release information regarding parents to private collection agencies, with the
exception of payment histories, summary case account statements only, with proper
written authorization.

Do not release information obtained from consumer reporting agencies.

Do not release a parent's address if he/she indicates on the Child Support Application that
they have a protective order.

Do not release a parent’s address or any other location information to the other party
when a parent indicates that they are at risk of physical or emotional harm from the other
party and/or they sign an Affidavit of Nondisclosure, or when a TANF case closes due to
Good Cause. Refer to Chapter 12, Case Initiation.

Do not release Temporary Assistance for Needy Families (TANF) or Aid to Families
with Dependent Children in Foster Care (AFDC/FC) grant information unless

a. the purpose of such disclosure is directly connected with the administration of the
public welfare program, which includes establishing eligibility, determining the
amount of public assistance and child support, and providing social services for
applicants or recipients, or

b. the person requesting the information has a legitimate need to know.

Use the Automated Program to Enforce Child Support (APECS) Case Account Statement
to provide information to the CP or the APECS Account Statement to provide
information to the NCP. Only use a Fiscal Record for financial information before the
case converted to APECS. When it is necessary to release a Fiscal Record or Account
Statement, mark out the grant information using a black marker or copy the other
information onto a new document. The exception to marking out the information is when
the NCP’s support order is an old order based on public assistance paid and the NCP
requests information on how the order was established.
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7.

If there is any question about the legality of releasing information, forward the request to
the district manager for review. If the district manager questions the legality, he\she will
forward the request to the Management Services Unit. The Management Services Unit

will review the request and consult with the Office of the Attorney General if necessary.

(5-1-96)(11-1-97)(5-1-99)(7-1-01)(9-1-02)(9-1-04)(7-1-06)(10-1-06)

H. Security of IRS Information (09-01-2004)

To comply with the IRS's requirements for safeguarding information, each office is
responsible for

1.

7.

establishing and maintaining a permanent system of standardized records about all
information received. This includes

a. the date the return information was received, and
b. the name of worker having access to the information.

protecting IRS information by maintaining it behind a double barrier, i.e., locking
authorized access area plus computer passwords..

limiting access to file keys and safe combinations that house paper tax information to
three staff members who are paid with 1VV-D funds, and who are responsible for
safeguarding the return information.

restricting access to IRS information to staff members who are paid with 1\VV-D funds, and
who are authorized to inspect and use the information,

maintaining paper tax information obtained from the IRS separate from the paper case
files (do not keep paper screen prints from APECS screens in the paper case file)

transmitting return information between offices in double-sealed envelopes to be opened
by addressee only and

shredding tax information promptly after using it.

(05-01-1998)(09-01-2004)
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I. Security of Automated Systems Information (11-01-1996)

Only authorized staff may access and use information on the Department's automated files.
Only use the information obtained for authorized purposes. Each office is responsible for

1.

2-12

designating a security administrator and a backup security administrator to ensure
compliance with the Department of Social Services Information Security Policies,
Requirements and Guidelines;

developing, carrying out, and maintaining local information security procedures;

ensuring that users of information systems receive continuing training on security
requirements;

identifying managers and supervisors who are authorized to grant access to information
and information processing systems;

having each worker who uses the automated systems complete a Computer Systems
Access Request and retaining the document. Complete a new Computer Access Request
to change a worker's access.

having staff read, sign and abide by the Information Security Access Employee and
Consultant Agreement;

holding each worker who uses the automated systems responsible for reporting violations
or suspected violations of the Information Security Policy to their assistant director or
designee and the Information Security Administrator;

evaluating whether to use the Standards of Conduct for any worker who violates the
Information Security Policy;

assigning security passwords to use automated systems.

a. Submit requests for log-on id and password requests in writing. The individual
requesting access, his/her supervisor and the office security administrator sign the
request.

b. Do not use the names of family members, pets, friends, or associates for passwords.

c. Do not use social security numbers, telephone numbers, or a series of repeating
characters or numbers for passwords.
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d. Do not write or store passwords where they are accessible to someone else.

e. Each individual is responsible for ensuring their password is kept confidential.
10. The duplication of software, manuals, videos, or other material that violate copyright

laws and vendor licensing agreements is strictly forbidden. Infractions may result in a

Standards of Conduct being issued and civil and criminal penalties.

11. The Department allows the use of personally owned software on its computers providing
the software is

a. used according to existing copyright laws,

b. used according to the licensing agreement of the company that produced the software,
and

c. the user's Division Director or designee provides written approval for use.

12. Notify the Office of Internal Audit when automated data processing equipment or
software is missing or lost.

(11-1-96)

J.

Conflict of Interest (04-01-2006)

Conflict of Interest is defined as a contradiction between the private interests and the public
obligations of a person in an official position. Every DCSE employee is in an official
position. Various federal and state laws require, prohibit, or regulate activities of the
employees of DCSE that would or could lead to conflicts of interest.

In general, DCSE employees must obey both the letter and the spirit of conflict of interest
avoidance requirements. DCSE deals with extremely confidential and sensitive facts that
have profound and lasting impact on our customers and other citizens. The results of these
private dealings can often have public consequences, especially if some citizen should
believe a DCSE employee has breached public trust. Every employee must be on guard
against real or potential conflicts as he or she performs their job duties.

The Conflict of Interest Guidelines for DCSE Employees will be discussed with all new
employees or volunteers within 3 days of employment and annually thereafter. Each
employee or volunteer is required to read and sign the Conflict of Interest Guidelines for
DCSE Employees within three days of hire and annually thereafter certifying that they
understand the ramifications of any violations.
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1. Examples of areas of potential conflict of interest are:

a

Solicitation, acceptance, or agreement to accept any kind of payment from any
person, vendor, or other entity with which a DCSE employee does business in his or
her official capacity.

Disclosure of confidential information on DCSE cases to unauthorized individuals.
Researching cases which the employee is not assigned to work, to gain information
about persons he or she knows personally or knows of, whether or not that

information is divulged to anyone else.

Involvement with cases in which the employee knows a party personally or is related
to any party.

Accessing confidential information not related directly to the responsibilities of
administering child support enforcement laws.

Anything in which the employee’s private interests are likely to conflict with his or
her employment obligations.

Areas of DCSE work where potential or actual conflict of interest would most likely arise
in case situations where a DCSE employee:

a.

Is either a CP, an NCP, or is related to a CP or NCP by blood, marriage, prior
marriage, or paternity. These cases will be considered as primary conflict of interest
cases. OR

Has personal knowledge or one or both parties in a DCSE case. These cases will be
considered as secondary conflict of interest cases.

3. DCSE employees having such relationship shall:

2-14

a.

b.

Notify their immediate supervisor of their relationship to the case.

Not examine, work on or involve themselves with that individual case, either in
APECS or with the paper file.

Not access the computer system to check on or to update any information associated
with that case.
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d.

Not inquire or discuss the case with anyone other than their immediate supervisor
unless the employee is the CP or NCP on the case. An employee CP or NCP may
make inquires through the appropriate office’s Customer Services Unit.

4. When a supervisor is informed by a subordinate that he or she has such a relationship to a
DCSE case, the supervisor is to ensure proper handling of the case by:

a.

Transferring the primary conflict of interest case and case file to another district
office for all subsequent actions.

Referring the case to the District Manager, if there is any question on the best way to
handle.

Transferring the secondary conflict of interest case to the APECS caseload of a
different caseworker.

Moving the paper file of the secondary conflict of interest case to the designated,
secured area determined by procedures of each district and Assistant Director’s
office.

5. District Managers and Assistant Directors shall ensure proper handling of these cases by:

a.

Acting as the final decision maker as to the appropriate district office to transfer the
primary conflict of interest cases, and the best place to house the secondary conflict
of interest cases, ensuring that services are provided to these cases. Primary conflict
of interest cases will be transferred from the office housing the conflicted employee.
However, unless the conflicted employee is the court specialist or attorney, any
subsequent court actions and appearances may continue to be handled by the court
team in the originating district office. This allows the court team, which has a
habitual relationship with the courts having continuing jurisdiction over the cases, to
represent the cases in these subsequent court actions. If the conflicted employee is
the court specialist or attorney, the District Manager and Regional Legal Counsel will
determine court appearances.

Having written procedures in place that specify the manner in which cases identified
as possible conflict of interest cases are to be routed to the District Manager or
Assistant Director and that identify the secure location within that office where the
paper files of such cases are to be maintained.
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c. Conducting or having their designee conduct a quarterly review of each case record in
their possession. Both the APECS case record and the paper file shall be reviewed to
ensure that no inappropriate actions pertaining to conflict of interest have been taken
on the case.

d. Notating the results of the quarterly review clearly and fully in the APECS case
events record. No notation of the review is required in the paper file.

e. Ensuring that the Conflict of Interest Guidelines for DCSE Employees is:

1) Provided and signed by all new staff within three days of hire and annually
thereafter. This includes permanent and temporary staff, and volunteer workers.

2) Placed in the employee’s personnel file, and
3) Photocopied and a copy given to the employee.

6. The DSS Office of Internal Audit, the Auditor of Public Accounts or other auditors
charged with auditing DSS functions may review compliance with DCSE’s and the
state’s Conflict of Interest procedures during routine audits, reviews, or special
investigations.

7. Maintaining confidentiality of records and obeying the conflict of interest avoidance
requirements are important parts of each DCSE employees’s responsibilities. Any action
that breaches this responsibility, including non-compliance with these procedures, is
grounds for disciplinary action under the Commonwealth of Virginia’s Standards of
Conduct and Performance. Should the facts and circumstances warrant it, discipline for
a first-time violation may result in termination of employment and potential criminal
prosecution.

(11/1/02)(5/1/03)(4/1/06)

K. Social Security Numbers (07-01-2007)
If informed by a custodial or noncustodial parent of a possible misuse of a social security
number, direct the party to the Federal Trade Commission at www.ftc.gov, “Consumer
Protection” or the Social Security Administration at www.ssa.gov, “Social Security Number

& Card.”

(7-1-07)
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A

Purpose of Chapter (05-01-2001)

The purpose of this chapter is to provide policy, procedures, and information regarding
interaction between the Division of Child Support Enforcement (DCSE) and local
departments of social services (LDSS) to

1. process Temporary Assistance for Needy Families, (TANF), Aid to Families with
Dependent Children in Foster Care (AFDC/FC), non-1V-E, and Medicaid cases;

2. report changes in the “cooperation” status by the CP;
3. report alleged fraud;
4. report “good cause” status; and

5. report suspected child abuse or neglect.

(11-1-96)(5-1-01)

B.

General (11-01-1996)

1. DCSE and the LDSS interact on TANF, AFDC/FC, non-1V-E/FC and Medicaid cases.
They also work together in special situations such as noncooperation, fraud, and good
cause.

2. DCSE notifies the LDSS when a putative father (PF) is excluded as the father on TANF,
AFDC/FC, non-IV-E/FC, and Medicaid cases.

3. AFDC/FC (IV-E) and Non-1V-E/FC Cases
a. LDSS staff prepare a petition for custody or foster care placement of a child. The
petition includes a request that the court enter a child support order at the preliminary
removal hearing. The Summons issued by the court notifies the parents that the court
will consider child support at the hearing.

b. If the LDSS staff believes that collection of support interferes with the goal of
returning the child home, staff informs the court of the concerns.

c. DCSE's involvement in the initial hearing or a continuation hearing varies from
locality to locality. District office staff coordinate with LDSS to develop the local
process.

1) If available, DCSE staff are present in the courtroom when child support is
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addressed at the preliminary removal hearing. Staff helps with the calculation of
the child support obligation if requested to do so by the judge.

2) If DCSE staff is not present at the preliminary removal hearing to help with the
calculation of the child support order, the judge may

a) order support based on information provided at the hearing or
b) order a continuance to a DCSE court day or
c) refer the matter of establishing a support order to DCSE.

d. Refer to Chapter 16, Establish, Review, and Adjust Orders, Sections K,
Support Orders for 1VV-E and Non-1V-E Cases and N, Retroactive Support.

(11-1-96)
C. Referral of Information to DCSE (04-01-2007)
1. TANF and AFDC/FC Cases

Eligibility staff in the LDSS send DCSE information about noncustodial parent (NCP) in

TANF and AFDC/FC cases. They automatically refer the NCPs using the MAPPER 501.

Currently, the TANF cases are on the ADAPT system and AFDC/FC cases are on
VACIS.

a. LDSS’ staff complete the Absent Parent Deprivation/Paternity Information Form, an
on-line document also known as the MAPPER 501, for each NCP referred to DCSE.
Edits require IV-A staff to complete the MAPPER 501 for the NCP before staff can
approve the case on ADAPT or VACIS.

b. Additional information provided by the Mapper 501 system include a ranking of PFs
named and any of the following information on the PF or the NCP, i.e., schools
attended, additional motor vehicle information, and places of social contact. This
additional information is displayed in APECS on the AP Supplemental - P.1 screen
under the NCP 501 Notes, lines 10-15.

c. ADAPT and VACIS electronically transmit CP and dependent information to APECS
via the interface for

1) case openings,
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2) case closings,
3) grant amount changes,
4) children or adult caretakers added to the grant,
5) children or adult caretakers removed from the grant, and
6) findings of good cause.
d. LDSS' staff attach copies of documents such as court orders, paternity affidavits, and
acknowledgments of paternity, to a Document Transfer Cover Sheet and forward to
the district office.

2. Non-IV-E/FC Cases

a. LDSS’ staff apply for support enforcement services for non-1V-E/FC cases when
pursuit of support will not adversely affect the plan to return a child to the parent(s).

b. LDSS' staff complete an Application for Child Support Enforcement Services.

1) The LDSS is the applicant and the CP.

2) LDSS' staff do not enter their social security number on the application.

3. Medicaid Cases

Applicants for Medicaid only benefits at the LDSS now have a choice of whether
they want child support enforcement services, and are instructed how to apply by
the LDSS. Some cases that close to TANF remain eligible for Medicaid, and have
the case type changed from TANF to Medicaid upon receipt of a TANF closure
notice as follows:
a. When a TANF case closes with a general discontinuance closure code (AF21)

1) APECS transitions the case type from ADC to MAOF.

2) APECS generates the Transition from ADC to N-ADC Letter (batch document).
This document gives a CP the choice to opt out of full services.

3) If a CP elects to receive full services or does not contact DCSE, the case type
remains MAOF.
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4) If a CP elects not to receive full services, check the MSI/MMIS (Medicaid
Management Information System) to determine if there is an active Medicaid
case.

a) If there is an active Medicaid case, change the case type from MAOF to
MAORP.

b) If no Medicaid case is found and no arrears are owed to the Commonwealth,
close the case. Refer to Chapter 37, Case Closure.

b. When a TANF case closes with a non-general discontinuance closure code (AF20)
1) APECS generates an AF20 worklist;

2) Review the case and the IV-A closure reason to determine whether the case
should be closed to I'V-D or transitioned to another case type.

a) Ifitisavalid IV-D closure reason, close the case. Refer to Chapter 37, Case
Closure.

b) If it is not appropriate to close the case, determine the appropriate case type
and change the case type from ADC to the appropriate case type.

(8-1-97)(11-1-97)(5-1-98)(5-1-01)(4-1-07)
D. Requirement to Cooperate (04-01-2007)
1. TANF Cases

a. Cooperation with DCSE to establish paternity and support orders is a condition of
eligibility for TANF unless good cause is found to exist.

b. Cooperation in TANF cases means all of the following actions necessary for
identification and location of NCPs or PFs and the establishment and collection of
child support:

1) Providing DCSE with identifying information the CP knows about the NCP or
PF:

a) Name of Parent

(1) The CP must provide, under a penalty of perjury, the first and last name of
the individual for whom paternity or an obligation to provide child
3-4
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Support is to be established, modified, or enforced.

(2) If the CP is not certain of the child's paternity, the CP must identify all
individuals with whom the mother had sexual intercourse who may be the
father of the child.

b) Additional Information to Identify the NCP or PF

For each NCP or PF named, the CP must provide, under a penalty of perjury,

additional informational items including, at a minimum, three of the

following:

(1) Social Security Number

(2) Race

(3) Date of Birth

(4) Place of Birth

(5) Telephone Number

(6) Address

(7) Schools Attended

(8) Occupation

(9) Employer

(10) Driver's License Number

(11) Make and Model of Motor Vehicles

(12) Motor Vehicle License Plate Number

(13) Places of Social Contact

(14) Banking Institutions Used

(15) Names, Addresses, and/or Telephone Numbers of Parents, Friends, or

Relatives
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d)

(16) Other information DCSE determines is likely to lead to the
establishment of paternity

Exceptions to the Requirement to Provide Identifying Information on the NCP
or the PF

In the following three situations, cooperation exists even though identifying
information required in a) and b) above is not provided. A referral is made by
the IV-A agency to DCSE even though the required identifying information is
not provided. If the CP informs DCSE staff that one of the following situation
exists, DCSE staff notifies the eligibility staff, by telephone or in writing. The
eligibility staff evaluates the claim and makes a determination. The individual
is considered to be cooperating while the claim is pending.

(1) Caretaker Relative Other Than the Parent

The relative other than the parent maintains that (s)he does not know the
identity of the child's father and has no way to help identify the father.

(2) Mental Incapacity

The CP claims that she cannot provide identifying information due to
mental incapacity.

(3) Undocumented Rape
The CP alleges that the child was conceived as a result of rape.

Exception to the Requirement to Provide Identifying Information on the NCP
or the PF of a Child Born Prior to May 1, 1996

The CP of a child born prior to May 1, 1996, must provide identifying
information on the father or attest to the lack of information, under penalty of
perjury. This exception allows the CP to be considered as cooperating when
she attests, under penalty of perjury, that she cannot provide the required
identifying information on the father.

2) Appearing at an office of the LDSS or DCSE, as requested, to provide

a)
b)

verbal or written information, or

documentary evidence known to, possessed by, or reasonably obtainable by
the CP about the NCP.
3-6
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Appearing as a witness at judicial or administrative hearings or proceedings.

Appearing for a scheduled appointment to have a genetic test done to establish
paternity.

Forwarding to DCSE any money received directly from the NCP after assignment
of support rights.

2. Medicaid Cases

a. Cooperation with DCSE to establish paternity and medical support is a condition of
eligibility for Medicaid cases approved prior to 1/1/07 unless good cause is found to
exist.

b. Cooperation in Medicaid cases means:

1)

2)

3)

4)

5)

Providing DCSE with identifying information the CP knows about the NCP or PF,

or stating under a penalty of perjury that (s)he has no knowledge of the
information requested.

Appearing at an office of the LDSS or DCSE, as requested, to provide
a) verbal or written information, or

b) documentary evidence known to, possessed by, or reasonably obtainable by
the CP about the NCP.

Appearing as a witness at judicial or administrative hearings or proceedings.

Appearing for a scheduled appointment to have a genetic test done to establish
paternity.

Providing information to help obtain child support and medical support owed to
the CP or child receiving Medicaid.

(8-1-97) (9-1-98)(4-1-07)

E. Noncooperation (04-01-2007)

1. Noncooperation exists in TANF or Medicaid cases approved prior to 1/1/07 in the
following circumstances. The CP
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a. ona TANF case fails to provide identifying information, including the first and last
name of the father or of all individuals who may be the father of the child(ren), and at
a minimum three additional informational items to identify the parent, and none of the

exceptions in Section D.1.b.1)c) is applicable; or

b. ona TANF case designates the PFs named as numbers one (1) and two (2) and they
are both excluded by genetic tests; or

c. on a Medicaid case approved prior to 1/1/07 fails to provide identifying information
the CP knows about the NCP or the PF and does not state under a penalty of perjury
that (s)he has no knowledge of the information requested; or

d. fails to respond by telephone or in writing to two consecutive requests to provide
information; or

e. fails to appear in court for a scheduled paternity hearing, establishment of support, or
enforcement hearing; or

f. misses a scheduled appointment for a genetic blood test and does not contact DCSE
to reschedule; or

g. misses two consecutive scheduled appointments other than genetic blood test or court
appearance and does not contact DCSE to reschedule them; or

h. fails to provide the name of another individual who may be the father after the only
man named as the PF is excluded.

2. District Office staff report the CP for noncooperation when one of the reasons listed in
E.1l.a - h above exists. Maintain detailed and accurate documentation, including events,
dates, and the reason for reporting the CP for noncooperation. Also, acquire and maintain

supporting documents as referenced in item 4 below. If noncooperation is determined:
a. Generate the "Cooperation / Noncooperation Notification” document on APECS with

notification to the eligibility staff of the reason for reporting cooperation or
noncooperation in TANF and Medicaid cases. The noncooperation reason(s) selected
will be automatically written to the NCLT event notes on APECS. The staff can
document in the event notes any additional information substantiating the reporting of
noncooperation.

b. Send the original “Cooperation / Noncooperation Notification” to the eligibility
3-8
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staff and retain a copy in the case file. Also, mail a copy of the notification to the CP.

c. Update the "CP Cooperative" indicator on the APECS Update Case screen with a "N."

This information is transmitted electronically to the I\VV-A agency through the
IV-A/IV-D interface for TANF cases.

d. A system generated Event Type <NCRF> is created when the "CP Cooperative"
indicator field on the APECS Update Case screen is updated with a "N".

e. Continue to work the case without cooperation from the CP.

3. Sanctions for Noncooperation by the 1V-A Agency in TANF Cases

Sanctions are imposed on the CP by the IVV-A agency when noncooperation is reported by

DCSE. Failure to cooperate, without good cause or an exception to identification
requirements listed in section D.1.b.1)c), will result in the following action by the IV-A
agency:

a. Noncooperation During First Six Months of Receipt of Assistance

1)

2)

The 1V-A agency will exclude the caretaker's needs from the grant effective the
month following noncompliance. The individual will remain ineligible until s(he)
cooperates with DCSE or the information not previously provided is obtained
from another source.

When the caretaker’s needs are excluded from the grant due to noncooperation in
establishing paternity, the 1\VV-A agency evaluates the case after six months'
receipts of assistance.

b. Noncooperation Related to Unestablished Paternity After Six Months of Receipt of
Assistance

1)

2)

If paternity has not been established after six months of receipt of assistance and
the CP is not cooperating in the establishment of paternity, the eligibility staff will
conduct a special review of the case. The purpose of the special review is to
verify, through contact with DCSE, whether the CP has begun to cooperate and/or
paternity has been established. If DCSE staff indicates that the CP is not
cooperating and paternity has not been established, the eligibility staff will close
the TANF case effective the following month.

If a TANF case is closed due to noncooperation in establishing paternity,
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4.

a) the TANF case remains closed for a minimum of one month and until
cooperation is achieved or the information not previously provided is received
from another source; and

b) the case is immediately evaluated for Medicaid eligibility.

If a sanction imposed by the IV-A agency due to noncooperation is appealed by the CP,
DCSE is contacted by the eligibility staff to request supporting documentation to be
included in the appeal summary. Such documentation may include copies of court
summons, court issued show cause against the claimant for failure to appear,
administrative summons, motions, petitions, and other legal and administrative
correspondence, etc., noting CP’s failure to comply. Provide this information
immediately to the eligibility staff when requested. This information may also be
requested by the hearing officer.

DCSE staff's attendance at the hearing or participation in a telephonic hearing is required
to testify as to the CP's failure to cooperate.

(8-1-97)(11-1-97)(7-1-99)(11-1-5)(1-1-06)(4-1-07)

F. Change in Cooperation Status (04-01-2007)

1.

If a CP starts cooperating or information not previously provided is obtained from another
source after noncooperation has been reported, update the "CP Cooperative™ indicator on

the APECS Update Case screen with a "Y™.

Generate the “Cooperation / Noncooperation Notification” document on APECS with an
“X” in the appropriate block. This is a written notification to the eligibility staff of the
reason for reporting cooperation or noncooperation in TANF and Medicaid-only
approved prior to 1/1/07 cases.

Send the original “Cooperation / Noncooperation Notification” to the eligibility staff and
retain a copy in the case file.

A system generated Event Type <NCRM?> is created when the "CP Cooperative"
indicator field on the APECS Update Case screen is updated with a"Y." Add in notes to
the event in APECS the reason for changing the "CP Cooperative" indicator from "N" to
"Y."

(7-1-99)(4-1-07)
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G. Alleged Fraud (11-01-1996)
1. Notify the LDSS if you suspect or have reason to believe that
a. the NCP is living in the home with the CP.
b. the CP is retaining or has retained assigned support payments.

2. Continue to establish and enforce the obligation. The LDSS investigates the alleged
fraud.

(11-1-96)(11-1-97)
H. Good Cause (04-01-2006)

Good Cause is an exception to the requirement that a public assistance CP cooperate with
DCSE to pursue child support.

1. The LDSS finds good cause when

a. the child(ren) or CP may be physically or emotionally harmed if the CP cooperates
with DCSE, or

b. rape or incest resulted in the conception of the child and the LDSS believes that
pursuing support may harm the child or CP, or

c. apublic or private social services agency is helping the CP to decide whether to place
the child for adoption, or

d. adoption proceedings for the child are pending in court, or

e. the foster care plan is to return the child to one or both parents. Good cause exists
only for the parent or parents to whom the child will be returning.

2. When the LDSS finds that good cause exists, the CP is exempt from cooperating with
DCSE.

3. Do not establish an obligation or enforce an existing obligation while a good cause claim
is pending or when good cause exists. For a case with an existing support order, arrears
continue to accrue while good cause exists and the case is closed in APECS. The arrears
can be enforced when good cause no longer exists.

3-11
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4.

When good cause is found to exist at the time of application for TANF or AFDC/FC, the
MAPPER 501 is updated with the good cause status code by the LDSS. The Mapper 501
information on these cases does not build an APECS case.

a. TANF applicants claiming good cause are asked at the time of application if they have

previously received public assistance or have a child support case with DCSE.

1) If the response is affirmative, DCSE is notified of the good cause claim manually
via the Good Cause Communication Form.

2) If the response is negative, standard operating procedures apply.

b. Upon receipt of the Good Cause Communication Form, search APECS for an existing
case involving the CP and the NCP against whom good cause is claimed. If a case is
found on APECS, change the case type to TANF and close the case using good cause
as the closure reason.

c. File the Good Cause Communication Form in the paper file.

The district office receives notification that good cause exists or is pending for Medicaid
cases via the Good Cause Determination Form.

The LDSS has 45 days to make a final decision on pending good cause claims.

If the LDSS decides that good cause does not exist, initiate action to establish and enforce
child support.

When the LDSS transmits the good cause status to APECS via the interface, APECS

automatically worklists the staff that the good cause status has changed. Close the case
while good cause exists.

(8-1-97)(11-1-97)(1-1-98) (5-1-01)(4-1-06)

Redetermination of Good Cause (05-01-2001)

The LDSS may decide that good cause no longer exists when

1.

it conducts a review of the case. If this occurs,

a. the LDSS' staff changes the good cause status code on their system and transmits this
information to APECS.
3-12
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b.

APECS automatically

1) updates the information on the APECS ADC Case Referral Data screen and
2) worklists the staff that the good cause status has changed.

The district office staff takes action to

1) establish and enforce child support prospectively from the date that good cause no
longer exists.

2) close the case on APECS if good cause exists.

2. acase in which good cause was previously found to exist reopens. When this occurs,

a.

the LDSS' staff changes the good cause status code on their system and transmits this
information to APECS.

APECS automatically
1) updates the information on the APECS ADC Case Referral Data screen and
2) worklists the staff that the good cause status has changed.

the district office staff takes action to establish and enforce a support obligation
prospective from the date the case reopened.

(8-1-97)(7-1-99) (5-1-01)

J.  Reporting Suspected Child Abuse (01-01-1999)

1. Report suspected child abuse or neglect to the Child Protective Services Unit in the LDSS

where the child resides.

2. An abused or neglected child is a child under 18 years old whose parent, or any person
responsible for the care of the child,

a. causes or threatens to cause a nonaccidental physical or mental injury; or

b. fails to provide adequate food, clothing, shelter, medical care, or caring support; or

C.

3-13

abandons the child; or
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d. commits or allows someone else to commit any illegal sexual act involving a child
including incest, rape, fondling, indecent exposure, prostitution; or

e. allows the child to be exposed to any sexually explicit visual material.
Make a report when you know or suspect that a child is being abused or neglected.

Only make the report when you have direct knowledge of the situation. If another parent
or person tells you they suspect abuse or neglect, suggest that they report it.

Tell the Child Protective Services Unit or Hotline staff that you are child support staff
and give your name, telephone number, and title.

The Child Protective Services Unit in the LDSS may get back in touch with you if they
need additional information.

Do not document the reporting of known or suspected child abuse in APECS Case Event
History, or in the paper file.

The LDSS investigates and makes a finding on the complaint. You will receive a letter
telling you the finding. Do not file the letter in the paper file. Destroy the letter in the
manner appropriate for confidential material.

Anyone, including child support staff, making a report of child abuse or neglect is
immune from civil or criminal liability unless it is proven that the person acted with
malicious intent.

(1-1-96)

K. Documents (05-01-1998)

1.

N o o os W N

Absent Parent Paternity Information Form
Application for Child Support Information Services
Assignment of Support Rights

Cooperation / Noncooperation Notification
Document Transfer Cover Sheet

Good Cause Determination Form

MAPPER 501

3-14
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8. Medicaid Only Information Transmittal

9. Good Cause Communication Form

(11-1-97)(5-1-98)
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A.

Department of Accounts (01-01-1996)

The Division of Child Support Enforcement (DCSE) and the Department of Accounts work
together to collect child support through the Comptroller Vendor Debt Setoff Collection Act.
Refer to Chapter 21, Enforcement by Intercept Processes, for specific information.

(1-1-96)

B.

Office of the Attorney General (09-01-2002)

The Office of the Attorney General provides legal assistance to all Executive Branch
agencies. The Department of Social Services (DSS) and the Office of the Attorney General
interact under a cooperative agreement.

Attorneys representing DCSE in court represent the Commonwealth; they do not represent
the persons applying for support enforcement services.

The Office of the Attorney General assigns each district office an attorney, called a Legal
Counsel, to represent that office in legal matters and to be available for consultation.

The role of Legal Counsel in the respective actions initiated by DCSE is discussed in the
chapter relating to that action.

(4-18-94)(9-1-02)

C.

Office of the Commonwealth's Attorney (04-18-1994)

DSS has cooperative agreements with county and city Commonwealth's attorneys to
supplement the legal services provided by the Legal Counsel.

These attorneys are cooperative agreement Commonwealth's attorneys.

Attorneys representing DCSE in court represent the Commonwealth; they do not represent
the persons applying for support enforcement services.

(4-18-94)

D.

Courts (04-18-1994)

DCSE uses the judicial system in cases in which administrative remedies are exhausted.
Refer to Chapter 5, Interaction with the Judicial System, for specific information about the
courts.

(4-18-94)

4-1
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E. Department of Medical Assistance Services (04-18-1994)

1. DSS has a cooperative agreement with the Department of Medical Assistance Services to
provide health insurance coverage information to that agency on all Temporary
Assistance for Needy Families (TANF), Aid to Families with Dependent Children in
Foster Care (AFDC/FC), and Medicaid-only cases.

2. Information regarding health care coverage for dependents in non-TANF cases can be
provided to the Department of Medical Assistance Services only with the consent of the
non-TANF applicant.

3. This information is used to identify medical insurance, other than Medicaid, to offset
Medicaid costs.

4. In out-of-state cases, health care coverage information is to be transmitted to the out-of-
state IV-D agency. Refer to Chapter 17, Medical Support, for specific information.

(4-18-94)
F. Department of Motor Vehicles (09-01-1999)

1. DCSE accesses the files maintained by the Department of Motor Vehicles (DMV) on
licensed drivers to aid in locating noncustodial parents (NCPs) and their assets. Refer to
Chapter 14, Location, for specific information.

2. The Department has a Memorandum of Understanding and Agreement with DMV to
suspend or refuse to renew the driver’s license of any person who is delinquent in the
payment of child support by ninety days or more or in an amount of $5,000 or more.
Refer to Chapter 23A, License Suspension, for specific information.

(9-1-99)
G. Department of Taxation (04-18-1994)

The Department of Taxation intercepts state income tax refunds belonging to delinquent
NCPs under the Virginia Debt Setoff Collection Act. This act authorizes the Department of
Taxation to accept certifications from a claimant agency of debts owed to that agency. Also,
certifications to Taxation are used to check the Department of the Lottery to intercept lottery
winnings and the Department of Accounts to intercept vendor payments. Refer to Chapter
21, Enforcement by Intercept Processes, for specific information.

(4-18-94)
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H.

Department of the Treasury (01-01-1996)

The Department of the Treasury regulates DCSE's processes related to collecting and
distributing support payments.

(1-1-96)

Virginia Employment Commission (01-01-1996)

DCSE uses information in the Commission's files to locate NCPs and their employers.
DCSE also issues withholding orders for unemployment compensation benefits belonging to
unemployed NCPs. Refer to Chapter 14, Location, for specific information about locate.
Refer to Chapter 20, Enforcement by Income Withholding for specific information about
withholding of unemployment compensation benefits.

(1-1-96)

J.

Office of Vital Records and Health Statistics (09-01-1999)

Paternity acknowledgments obtained by DCSE are sent to Vital Records to be recorded on
the birth records. DCSE has access to Vital Records’ Electronic Birth Query System (EBQS)
to obtain information from the birth record. Staff can also request certified copies of the
birth certificate and Acknowledgment of Paternity if required. Refer to Chapter 15,
Paternity, for specific information.

(9-1-99)

K.

Department of Health Professions (09-01-1999)

The Department has an agreement with the Department of Health Professions to suspend
professional licenses of persons delinquent in the payment of child support by 90 days or
more or for $5,000 or more. Refer to Chapter 23A, License Suspension, for specific
information.

(9-1-99)

L.

Department of State Police (09-01-1999)

An automated match is conducted quarterly with the State Police Protective Order file to
determine if the Family Violence Indicator should be set on participants in DCSE cases.
Refer to Chapter 12, Case Initiation, for specific information. An automated match is
conducted with the Concealed Weapons Permit and Computerized Criminal History files for
location purposes.
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(9-1-99)
M. Department of Juvenile Justice (07-01-2004)

The Department of Juvenile Justice (DJJ) refers applications to DCSE for child support
enforcement services on behalf of juveniles placed in its custody. DCSE and DJJ have
entered into an inter-agency agreement to work cooperatively on referring these cases
and providing the child support services. DJJ submits the Child Support Enforcement
Services Application For The Department of Juvenile Justice Only to DCSE’s Central
Registry Interstate Unit. All DJJ cases are established by the Central Registry and
referred to the appropriate D.O. for case processing.

(7-1-04)
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A. Virginia's Court System (09-01-2002)
Virginia's court system is made up of the following courts:
1. Courts of Record
a. Virginia Supreme Court

The Supreme Court has jurisdiction to hear appeals from other Virginia courts. In
most cases, appeal to the Supreme Court is not a matter of right; a petition for review
is ordinarily filed. Cases heard have a substantial constitutional question or
substantial precedential value.

b. Court of Appeals

For DCSE, decisions by the Court of Appeals are final unless the Virginia Supreme
Court grants a review. Appeal to this court is usually not an appeal of right.

c. Circuit Court

The circuit courts hear appeals of Juvenile Court decisions, state and federal tax
appeals, all criminal matters, and have original jurisdiction over divorce issues.

2. Courts Not of Record
a. General District Court

The General District Courts handle traffic cases, claims for personal property,
Warrants in debt, small claims-type cases, and criminal misdemeanor cases.

b. Juvenile and Domestic Relations District Courts (JDRDC)
The JDRDC courts have jurisdiction over cases involving juveniles and in adult
matters of support, custody, and visitation. They also handle crimes of one family
member against another.
(5-1-95) (9-1-02)
B. Interaction with Courts (01-01-1996)

DCSE staff deal primarily with the following courts:

1. JDRDC - As regards to child support, the Juvenile Court may

5-1
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a. establish paternity,
b. establish, modify, and enforce support obligations,
c. establish, modify, and enforce medical support obligations,
d. transfer jurisdiction to another Juvenile and Domestic Relations District Court, and
e. hear appeals of administrative actions.
2. Circuit Court - The Circuit Court may
a. grant divorces,
b. establish paternity,
c. establish, modify, and enforce support obligations,
d. establish, modify, and enforce medical support obligations,
e. hear appeals of state and federal tax intercepts,
f. hear appeals of decisions of the Juvenile and Domestic Relations District Court, and

g. hear appeals regarding amount of joint bank account available for withholding if the
amount exceeds $10,000.00.

3. General District Court - The General District Court hears cases regarding the amount of
joint bank account available for withholding if the amount does not exceed $10,000.00.

(1-1-96) (9-1-02)

C. Juvenile and Domestic Relations District Courts (07-01-1999)
Proceedings held in Juvenile and Domestic Relations District Court adhere to specific court
rules.
1. File requests for Witness Subpoenas at least ten days before the hearing.

2. File requests for Subpoenas Duces Tecum at least 15 days before the hearing.
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3. Requests for continuances during the hearing are limited when other parties and
witnesses are present and prepared to proceed with the case.
4. All parties in a court proceeding may be required to file a statement of gross income and
provide documentation in support of the statement.
5. A copy, if any, of the most recent support court order is attached to petitions.
6. Court forms must be photocopied on colored paper as follows:
Motion to Amend Green
Motion for Show Cause Summons Goldenrod
Petition for Civil Support Canary
Request for Witness Subpoena Goldenrod
(7-1-99)

D. Unauthorized Practice of Law (10-01-2008)

5-3

Designated non-attorney DCSE staff may complete, sign and file petitions and motions.
Accompanied by Legal Counsel, they may appear in court on behalf of DCSE. However,
staff is limited in their appearance to the presentation of facts. Staff may not draw legal
conclusions, make legal arguments, or examine witnesses. These activities constitute the
unauthorized practice of law by staff. This is a misdemeanor under Virginia law.

1. Examination or Cross-examination of Witnesses

Staff who is not an attorney may testify on behalf of DCSE but cannot direct questions to
others who might appear as witnesses or other parties.

Presentation of Legal Conclusions

A legal conclusion is a proposition arrived at by the application of rules of law to the
facts. Statements as to the admissibility of evidence, the sufficiency of evidence as
measured against a burden of proof and the like is a practice of law and can only be
performed by DCSE's Legal Counsel.

3. Staff can perform the following activities:

a. appear before a Clerk of Court or JDRDC Intake Officer and offer facts so that a
petition may be drawn and completed,;

b. testify on any factual matters related to the support issue of which they have personal
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knowledge;

c. ask for a continuance;

d. appear in court to obtain a judgement on behalf of the Commonwealth;

e. commence an action based upon a warrant that has been obtained with the approval
Efegal Counsel;

f. seta case for trial;

g. present affidavits of account; and

h. complete and sign, as a representative of DCSE, petitions, motions, and notices in the
name of the Commonwealth of Virginia. The information provided by such

employee is limited to facts, figures or factual conclusions, and does not include legal
arguments or legal conclusions.

(1-1-96)(9-1-02)(7-1-08)(10-1-08)

E. Court Decorum (09-01-2002)

DCSE staff are representatives of the Commonwealth when they appear in court. It is
necessary that staff

1.

2.

3.

4.

project a professional image both in manner and dress when appearing in court,
exhibit the courtesy due the court and all parties involved,
be knowledgeable of the facts of the case, and

be knowledgeable concerning DCSE policy and procedures.

(1-1-96)(9-1-02)

F. Legal Counsel (09-01-2002)

1.

The office of the Attorney General is responsible for the provision of legal services to
DCSE. Legal representation is provided by Legal Counsel who represent the
Commonwealth, not the CP or NCP.

DCSE also contracts for legal services. These contracts are called Cooperative
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Agreements. These contracts can be with
a. Commonwealth Attorneys,

b. city and county attorneys, or

c. private attorneys.

3. Attorneys representing DCSE in court represent the Commonwealth; they do not
represent the CP or the NCP.

(4-18-94)(9-1-02)
G. Signatures on Court Documents (07-01-2008)
DCSE or Division of Child Support Enforcement is typed or written on court documents
under the signature of DCSE staff. This includes the signature of designated non-attorney
DCSE staff or attorneys representing the Commonwealth.
(1-1-96)(9-1-02)
H. Legal Fees (09-01-2002)
DCSE assesses and recovers attorneys' fees when we prevail in any court action taken by
DCSE to enforce a child or medical support obligation. This applies only to cases presented
by DCSE’s Legal Counsel in court.
1. Generate a Notice to Obligor when:
a. a Show Cause petition is filed, or
b. an appeal has been made to the court based upon an enforcement action.

2. The fee is $120.00 per action.

3. Enter the legal fee subaccount on the Automated Program to Enforce Child Support
(APECS). Refer to Chapter 35, Fees.

(1-1-01)(3-1-02)(9-1-02)
I. Referring Cases to Legal Counsel (01-01-2007)

1. The following cases need to be reviewed by Legal Counsel before initiating court action:

5-5
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a. paternity cases in which the genetic testing results are below 98% probability and the
NCP has not been excluded,;

b. paternity cases in which the genetic testing results appear to be defective in some way
(chain of custody, lack of identifying information);

c. paternity cases in which there are multiple sexual partners during the period of
conception;

d. paternity cases that involve both a legal father and a putative father (PF);

e. all paternity cases in which rape or incest is involved;

f. all paternity cases that involve a bigamous relationship;

g. cases involving a prior legal determination addressing paternity (res judicata);

h. paternity cases where a motion is made to join the child as party and a guardian ad
litem is appointed;

i. cases involving a juvenile PF;

J.cases in which the legal father contests paternity;

k. any cases in which discovery (subpoenas duces tecum, interrogatories, depositions or
other requests for information) may be involved, either on the part of DCSE or the

defendant;

I. cases in which there has been extensive prior litigation between the parties or any
prior or present court or administrative proceeding in another state;

m. cases involving separation or property settlement agreements;

n. cases in which Circuit Court has retained jurisdiction;

0. motions by defendants to reduce or vacate mandatory payroll deductions or other
administrative actions where the defendant has not followed the administrative appeal
process or it is not available;

p. appeals of administrative decisions involving mandatory withholding of income and
order to withhold;
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cases in which decreases may be due to voluntary under-employment or involve
hidden income or assets;

cases when bankruptcy is an issue;
incarcerated NCPs;
when DCSE becomes aware of a situation where an NCP has transferred income or

property to avoid paying child support. Legal Counsel will seek to void such
transfers.

2. To refer a case to Legal Counsel, generate a Legal Services Case Referral form from
APECS.

3. When bankruptcy is an issue in the case, request Legal Counsel to review the case. Do
not initiate any new action until Legal Counsel has reviewed the case and provide
instructions for working the case.

a.

b.

d.

Generate a Legal Services Case Referral and a Bankruptcy Checklist on APECS.
Send the Legal Services Case Referral, the Bankruptcy Checklist, the case record
information, and a copy of the bankruptcy notice to Legal Counsel within two days
of the notification of the initial bankruptcy notice.

Legal Counsel will complete the Advice of Legal Counsel section of the Bankruptcy
Checklist to advise the worker how to handle the case.

Seek guidance from the supervisor regarding Legal Counsel’s advice if appropriate.

(3-1-1997-Chapter Reformatted)(3-1-98)(7-1-99)(9-1-02)(10-1-06)(1-1-07)
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A. General Information (01-01-1998)

1. 1V-D agencies are required to maintain adequate records for proper and efficient program
operation.

2. Documentation is an extremely important requirement. It can determine the future
effectiveness of the enforcement process (i.e., deciding additional action needed or for
appeals).

3. Automated Program to Enforce Child Support (APECS) documents some events based
on disposition codes or document generation. Staff document other events.

4. The APECS Event History displays case and participant information and in combination
with the paper file is the official case record auditors recognize.

5. Document objectively, not subjectively, so that anyone can review the case any time and
easily understand the reason for the action taken. Document so that anyone can
understand how the case developed from the time of application or referral.
Documenting objectively means not allowing your personal feelings to interfere.
Documenting subjectively means allowing your personal feelings to interfere.

6. Enter case information chronologically. Document so that it is easy to follow the
activities that have occurred, particularly if the case is being considered for enforcement
action.

7. Do not use slang, derogatory terms, or foul language unless a comment is a direct
quotation from a caller or person interviewed and is necessary to the case record.

8. Use only clear language or approved abbreviations.
9. When documenting a case, include the following for each entry:

a. the full name of the staff person who received the information or took the action, if
different from the staff person assigned to the case

b. the date, method, location, and names of individuals involved
10. When a noncustodial parent (NCP) has more than one case, the staff updating participant
and demographic data contacts the staff responsible for each case before updating the

data. This includes data such as name, address, employment, social security number, etc.

(1-1-98)
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B. Paper File Establishment and Organization (11-01-1996)
1. Establish and maintain a paper file for each case referred to the Division of Child Support
Enforcement (DCSE) or for which DCSE receives an application for child support

enforcement services.

2. Place atyped or computer-generated label on each file folder. Include the following
information in the order listed:

a. on the top line of the label
the NCP’s or putative father’s (PF) surname first, first name, and middle initial,

b. on the second line of the label
the custodial parent's name (CP’s) surname first, first name, and middle initial, and

c. on the third line of the label
the APECS case number.

(11-1-96)(1-1-98)
C. Maintenance of Paper File (05-01-2001)
1. Ata minimum, the paper file should contain:
a. Administrative Documents
1) Administrative Support Order (ASO)
2) Advance Notice of Lien
3) Consumer Reporting Agency Notice returned as undeliverable
4) Withholding of Income Notice of Proposed Action
5) Order/Notice to Withhold Income for Child Support
6) Affidavit/Certification of NonDisclosure
b. Financial Documents
1) Financial Statement
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2) Temporary Payment Agreement
3) Standard Payment Agreement
4) Affidavit of Payment
c. Application for Child Support Enforcement Services unless the case is a former
Temporary Assistance for Needy Families (TANF) case or Medicaid-only case that
continues to receive child support services
d. Acknowledgments of Paternity Documents
1) Acknowledgment of Paternity
2) Paternity Statements
e. Copies of Legal Documents
1) Court Orders for Support and all records of proceedings
2) Divorce Decrees
3) Motions
4) Petitions
5) Separation Agreements and any other written agreements addressing support

6) Uniform Reciprocal Enforcement Support Act (URESA) or Uniform Interstate
Family Support Act (UIFSA) Orders

f. 1V-D to IV-D Interstate Documents
Child Support Enforcement Transmittal
g. correspondence from Attorneys

h. correspondence that cannot be fully documented in the APECS Case or Participant
Event History

1) letters
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2) paternity evidence

2. Examples of inadequate documentation are not having copies of the following in the file:

a.

g.

application or Aid to Families with Dependent Children in Foster Care (AFDC/FC)
Referrals

documentation of child support actions (i.e., Medical Support Ordered and whether it
is available)

record of collections and distributions or payment history or fiscal record
legal documents or references to legal documents

supporting documentation for administrative costs

documentation of fees charged or paid

documentation for statistical, fiscal, and other records maintained for reporting

(11-1-97)(1-1-98)(12-15-98)(1-1-01)(5-1-01)

D. Paper File Contents and Order (10-01-2008)

6-4

1. APECS only generates one copy of a document.

2. Organize case information orderly and efficiently for easy use.

3. Group documents by the following categories to eliminate file searching:

a.

legal documents including all copies of orders, writs and other documents concerning
court action or other legal actions

NCP information including all identifying information, documentation of resources,
data used for location purposes, and other related information

CP and children information including all documentation on the CP
financial information including records of public assistance received and reimbursed
correspondence and other information such as letters from attorneys, letters from CPs

and letters from NCPs
Update 2008



DIVISION OF CHILD SUPPORT ENFORCEMENT
CHAPTER 6 DOCUMENTATION REQUIREMENTS (10-01-2008)

4. File on the left side of the folder, in chronological order with the most recent information
on top
a. Legal Documents

1) copies of court orders and petitions (Nonsupport, for Show Cause Summons,
Motion to Amend, URESA, UIFSA, divorce decrees, separation agreements, court
abstracts, if applicable)

2) legal documents that support the establishment of paternity such as
Acknowledgment of Paternity documents, paternity statements and genetic test
results

b. Administrative Documents

1) Advance Notice of Lien

2) ASO

3) Consumer Reporting Agency Notices returned by the Post Office

4) Withholding of Income Notice of Proposed Action

5. File on the right side of the folder, in chronological order with the most recent
information on top:

a. NCP Information

1) 1V-D to IV-D documents (Child Support Enforcement Transmittals)
b. CP and dependent child(ren) information

1) Non-TANF Application for Child Support Enforcement Services
c. Financial Information

1) fiscal records

2) most recent financial statements

3) payment history
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4) Standard Payment Plan Agreement
5) Temporary Payment Plan Agreement
d. Correspondence

1) correspondence that cannot be fully documented in the APECS Case Event
History (letters, paternity evidence, etc.)

2) correspondence from Attorneys

6. Destroy Locate forms after documenting the information in APECS,
with the exception of any and all documents evidencing address verification.

7. Do not file loose documents in the paper file. For example, do not file loose notes,
telephone messages, envelopes, etc. Document the information in APECS.

8. The local department of social services (LDSS) maintains the Authorization for Child
Support Enforcement Services document for TANF cases.

(11-1-97)(1-1-98)(5-1-01)(10-01-08)
E. APECS Case and Participant Event History (01-01-1998)
1. Anevent history entry is a permanent record of actions taken.
2. APECS has two types of event history entries.
a. APECS-generated
b. self-generated
3. The event history serves as
a. acase review,
b. an official case record,

c. arecord of actions taken on a case and participant, and
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d. anarrative record.
(11-1-97)(1-1-98)
F. APECS-Generated Event History Entries (11-01-1997)
1. APECS-generated event history entries cannot be modified or deleted.
2. APECS automatically documents the following actions in the event history:
a. documents generated by APECS
b. items updated in APECS

APECS generates a Case Event History entry when the following information is
updated including but not limited to:

1) schedules

2) case referrals

3) interstate initiating disposition codes
4) bonds, securities and guarantees

5) liens

6) reassignment of IV-A Cases

7) closure of locate activities

8) manual locate sources

9) hearings/appointments

10) appeals
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11) appeal requests

12) adding support orders

(11-1-97)

G. Self-Generated Event History Entries (01-01-1998)

1.

6-8

Staff use self-generated event history entries to document actions taken on a case or
participant.

Self-generated event history entries may be revised on the day entered.

APECS saves the previous address as an old address when a new address is added. This
information appears in the APECS Case Event History. New information replaces any
other changes.

Document each activity relating to the case as a separate entry. For example, update:

a. APECS disposition codes to document results of interviews, i.e., updating paternity
disposition automatically writes to case events;

b. every incoming or outgoing contact or attempted contact (i.e., employers with or
without results);

c. each contact or attempted contact (phone calls, attempted phone calls, and interviews);
d. contacts initiated by DCSE and inquiries to DCSE; and

e. results of appeal hearings and court hearings.

A supervisor can delete self-generated event history entries created in error.

Make entries in the event history when activities relating to the case or participants occur.
Include not only the results of interviews, but also

a. telephone conversations,
b. contacts with NCPs, CPs, attorneys, and other agencies,

c. information requested or received by individuals or other agencies,
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d. actions taken by DCSE to notify the NCP or CP, and
e. correspondence sent or received.
(11-1-97)(1-1-98)
H. Case Event History Entries (03-01-2000)
1. Batch Documents (for example):
Notice of Action Taken by DCSE (license suspension)
a. The Event Class is <0003>.
b. The Event Description is <MAIL NOTICE OF ACTION TAK BY DCSE>.
2. On-line Documents (for example):
a. Change in Payee Notice
1) The Effective Date is the date APECS generates the document.
2) The Event Class is <0002>.
3) The Event Type is <ECPN>.
4) The Event Description is <CHANGE IN PAYEE NOTICE>.
5) The Event Notes are <ECPN*THE CP IS NO LONGER RECEIVING CHILD
SUPPORT SERVICES>
<ECPN*SEND PAYMENTS, INCLUDING ARREARS, TO THE CP>
b. Closure Intent Notice
1) The Effective Date is the date APECS generates the document.
2) The Event Class is <0002>.
3) The Event Type is <CCIN>.
4) The Event Description is <CLOSURE INTENT NOTICE>.

Update 2008
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5) The Event Notes are <CCIN*(the reason the case will be closed)>
c. Legal Services Case Referral
1) The Effective Date is the date APECS generates the document.
2) The Event Class is <0002>.
3) The Event Type is <JLSC>.
4) The Event Description is <LEGAL SERVICES CASE REFERRAL>.

5) The Event Notes are <JLSC*(followed by a description of the type of case
selected on the document generation screen)>.

d. Motion for Show Cause Summons
1) The Event Type is <JMS1>.
2) The Event Description is <SHOW CAUSE: FAILURE TO PAY S>.
e. Notification of Action Taken by DCSE
1) The Effective Date is the date APECS generates the document.
2) The Event Class is <0002>.
3) The Event Type is <CNAT>.
4) The Event Description is <NOTIFICATION OF DCSE ACTION>.
5) The entry does not have Event Notes.
3. Manual Documents (for example):
a. Inquiry to Licensing Authority
1) If the information is obtained from a Control D report,

a) the Effective Date is the date the report is reviewed,;
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b) the Event Description is <LIC VERIFIED BY (Add the name of the report
used)>;

2) If the contact is by telephone,
a) the Effective Date is the date the telephone call is made
b) the Event Type is <SELF>

c) the Event Description is <telephone call to (Add the name of the agency
contacted)>.

3) If the Inquiry to Licensing Authority is mailed,
a) the Effective Date is the date the document is generated;
b) the Event Type is <SELF>; and
c) the Event Description is <CONTACT LET LICENSE AGENCY>.
b. Motion and Order to Reinstate Professional License
1) The Effective Date is the date the document is generated.
2) The Event Type is <SELF>.
c. Notification of Possible Occupational License Suspension.
1) The Effective Date is the date the document is generated.
2) The Event Type is <SELF>.
3) The Event Description is <1ST NOTICE RE LICENSE SUSPENSION MA>.

d. Notice of Intent to Petition the Court to Suspend Occupational or Professional
License, Certificate, Registration, or Other Authority

1) The Effective Date is the date the document is generated.
2) The Event Type is <SELF>.

3) The Event Description is <NOTICE OF INTENT TO SUSP LICENSE>.
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e. Petition for Proposed Professional or Other License Suspension
1) The Effective Date is the date the document is generated.
2) The Event Type is <SELF>.
g. Standard Payment Agreement
1) The Effective Date is the date the agreement is signed.
2) The Event Type is <SELF>.
(11-1-97)(1-1-98)(3-1-2000)
I. Participant Event History Entries (01-01-1998)
1. Batch Documents (for example):
a. Consumer Reporting Agency Notice

1) The Effective Date is the date APECS generates the document.
2) The Event Class is <0002>.

3) The Event Type is <FCRA>.
4) The Event Description is <CONSUMER REPORTING AGENCY NOTICE>.
5) Event Notes are not included.
b. Important Notice about Child Support
1) The Effective Date is the date APECS generates the document.
2) The Event Class is <0001>.
3) The Event Type is <INCS>.
4) The Event Description is <IMPORT NOTICE ABOUT CHLD SUPPT>.

5) Event Notes are not included.
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6) APECS Update Event Record Screen

a) If the post office returns the document to the district office as undeliverable,
district office staff type <RTNU> in the Disposition field for the <INCS>
Event Type created when APECS generated the document.

b) If the post office returns the document and a new address to the district office,
district office staff type <RTNA> in the Disposition field for the <INCS>
Event Type created when APECS generated the document. Type the new
address on the APECS Update Participant Address screen. Refer to the
APECS User Manual, pages 3.4-2 through 3.4-5 and 3.4-8 through 3.4-11, for
functional processing steps.

c) Type the date the post office returns the document in the Disp. Effective Date
field.

7) Written and Verbal Contacts
Create a Case Event History entry when an NCP contacts DCSE concerning the
Important Notice about Child Support. If the contact concerns more than one
case, type an APECS Case Event History entry and notes for each case.
a) The Effective Date is the date the NCP contacts DCSE;
b) the Event Class is <0001>;
c) the Event Type is

(1) <DCAL> if the contact is from an NCP and concerns drivers' license
suspension, or

(2) <SELF> if the contact does not concern drivers' license suspension or is
from someone other than an NCP.

d) The Event Description is the type of contact
(1) <TELEPHONE CALL>, or
(2) <LETTER>, or
(3) <WALKIN>
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followed by <INCS>.
e) The Event Notes
(1) explain the reason for the contact and
(2) record actions related to the event.
c. Notice of Intent to Suspend Driver's License

1) APECS generates a case event with the following information when The Notice
of Intent to Suspend Driver’s License is printed:

a) the Effective Date is the date APECS generates the tape of documents.

b) The Event Class is <0002>.

c) The Event Type is <NISD>.

d) The Event Description is <NOTICE OF INTENT TO SUSP DRI>.

e) The Event Notes are <(NISD* TOTAL ARREARS AT TIME OF MAILING:
(followed by the amount in the NCP’s subaccounts when the document was
generated))>.

2) APECS generates a worklist with the following information when a payment,
other than an intercept payment, posts in 31days after the date good service is

obtained on the Notice of Intent to Suspend Driver's License.

a) the Effective Date is the date APECS determines that a payment on arrears
has posted;

b) the Event Class is <>;
c) the Event Type is <RPAY>;
d) the Event Description is <DR LIC SUSP STOPPED DUE TO PAYMENT>.
2. On-line Documents (for example):
a. APECS Legal Services Case Referral
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b. Notice of Intent to Suspend Driver's License

1) The Effective Date is the date APECS generates the documents.

2) The Event Class is <0002>.

3) The Event Type is <NISD>.

4) The Event Description is <NOTICE OF INTENT TO SUSP DRI>.

5) The Event Notes are <(NISD* TOTAL ARREARS AT TIME OF MAILING:
(followed by the amount in the NCP’s child support subaccounts when the
document was generated))>.

c. Petition and Order for Suspended License

1) The Event Type is <POSL>.

2) The Event Description is <PET & ORDER FOR SUSP DRV LIC>
d. Standard Payment Agreement

1) The Effective Date is the date APECS generates the document.

2) The Event Class is <0002>.

3) The Event Type is <SPAY>.

4) The Event Description is <STANDARD PAYMENT AGREEMENT>.

5) The Event Notes are <SPAY*  (Amount for current support) PER (time period)
FOR CURRENT SUPPORT>
<SPAY*  (Amount for arrears) PER (time period) FOR ARREARAGE
AMOUNT>

e. Temporary Payment Plan Agreement
1) The Effective Date is the date APECS generates the document.

2) The Event Class is <0002>.

3) The Event Type is <TPAY>.
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4) The Event Description is <TEMPORARY PAYMENT AGREEMENT>.
5) The Event Notes are <TPAY*  (Amount for current support) PER (time period)
FOR CURRENT SUPPORT>
<TPAY* (Amount for arrears) PER (time period) FOR ARREARAGE>
(11-1-97)(1-1-98)
J. Event Notes (01-01-1998)
1. Notes allow staff to type additional information and attach it to an existing screen or
event history. Staff may create notes or use the inquiry notes’ screen to view attached

notes.

2. Notes can be changed or deleted and are not considered a permanent part of the case
record. You may enter additional notes to explain changes to previously entered notes.

(1-1-98)
K. Inquire AP Supplemental Screen (11-01-1997)
Important Notice about Child Support

The Important Notice and Date fields are blank until APECS generates the Important Notice
about Child Support. When APECS generates the notice, it enters

1. a<Y>inthe Important Notice field and

2. the date the notice is generated in the Date field.

3. When district office staff enter <RTNU> or <RTNA> in the Disposition field on the
APECS Update Event Record screen, APECS automatically removes the <Y> from the
Important Notice field and the date from the Date field.

(11-1-97)
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A.

General Information (03-01-2005)

DO NOT REVISE OR CREATE DOCUMENTS without the approval of the Management
Services Unit (MSU). This Unit and Legal Counsel reviews and approves the documents
listed in this chapter. The review and approval process reduces potential liability and audit
errors by district and Central Office staff. The hard copy of the Forms Manual is now
obsolete as MSU has uploaded all forms to the DCSE website:
www.localagency.dss.state.va.us/divisions/dcse/forms/.http://www.localagency.dss.stae.

1. Automated Program to Enforce Child Support (APECS) generates documents when
a. action is taken on a case or
b. staff selects an on-line document using the Documents Generation menu.

2. APECS automatically generates documents using the batch generation process.

3. APECS automatically enters data elements, such as a noncustodial parent's (NCP’s)
name, social security number, and address on documents.

4. Staff enter information not supplied by APECS on supplemental screens. A
supplemental screen appears when the data is not in APECS or a document requires data
that staff calculates.

5. APECS does not generate the number of copies needed for document distribution and
retention. Photocopy the APECS document to obtain the number of copies needed for

a. posted service,
b. follow-up mailing, and
c. paper files.

6. APECS on-line documents print on designated printers in district offices. APECS batch
documents print at the Central Office in Richmond or produce tapes that a vendor uses to
generate the documents.

7. Change the print location for on-line documents to a different location by entering a new
printer ID. Only try to change the print location on documents that print in your office.
District office staff cannot change the print location for documents that print in Central
Office.

8. APECS document generation (on-line or batch) creates an entry in the Event History.
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9.

Certain APECS documents generate worklists to notify staff when an action needs to be
taken on a case or to follow-up on an action a document requires.

10. All documents are maintained on a PC diskette as a back-up in case APECS is down.

Each office has diskettes with all documents and instructions for using the documents.

11. When a PC document is generated because APECS is down, create a self-generated

Event History entry. Include the name of the PC document in the entry.

12. When policy, procedures, or regulations change, documents are updated.

13. Updated documents have the revision date on the bottom right side of the form. District

and Central Office staff request revisions to documents. Refer to Section G at the end of
this chapter for procedures on how to request updated documents.

14. Obtain information about document retention, distribution and purpose by pressing the

help key.

(11-1-96)(3-1-05)

B. Worklists (11-01-1996)
1. APECS may generate worklists when it automatically generates a document or when a
document is generated by staff using the on-line Document Generation Facility.
2. Worklists notify staff when an action needs to be taken on a case or to follow-up on an
action a document requires.
(11-1-96)

C. Documents that Generate a Worklist (01-01-2007)

1.

Administrative Appeal Ruling
30 days check for reply from Corporation

Administrative Hearing Decision

10-day worklist to hearing officer, if decision is "reverse™ or "amend" - verify
compliance. 30-day worklist to hearing officer - verify service by certified mail.
Additional 21 days, if certified mail service is unsuccessful, to hearing officer - verify
service by sheriff.

Administrative Summons
1 day before appointment
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4.

Administrative Support Order
21 days - check for return of service. 15 days from service date - appeal period expires.
Enter obligation.

Advance Notice of Lien (ASO/Out-of State Order)
15 days - check for service; file lien.

Advance Notice of Lien (Virginia Court Order)
15 days after service - appeal period expires; file lien.

Affidavit on Check Endorsement

a. The Due Date is 30 calendar days after the date APECS generates the document.
b. The Priority is <2>.

c. The Type is <FACE>.

d. The Worklist Description is <AFFIDAVIT ON CHECK ENDORSEMENT>.

e. The worklist does not have Notes.

Bankruptcy Checklist

a. The Due Date is 30 calendar days after the date APECS generates the document.
b. The Priority is <2>.

c. The Type is <CBAC>.

d. The Worklist Description is <BANKRUPTCY CHECKLIST>.

Change in Payee Notice

a. The Due Date is 21 calendar days after the date APECS generates the document.
b. The Priority is <2>.

c. The Type is <ECPN>.

d. The Worklist Description is <CHANGE IN PAYEE NOTICE>.

e. The worklist does not have Notes.
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10.

11.

12.

13.

14.

15.

16.

Child Support Enforcement Transmittal
This document generates two worklists.
a. First Worklist
1) The Due Date is 15 calendar days after the date APECS generates the document.
2) The Worklist Description is <CHECK FOR ACKNOWLEDGMENT>.
b. Second Worklist
The Due Date is 90 calendar days after the date APECS generates the document.
c. The Worklist Description is <CHECK FOR STATUS>.
Closure Intent Notice
a. The Due Date is 65 calendar days after the date APECS generates the document.
b. The Priority is <2>.
c. The Type is <CCIN>.
d. The Worklist Description is <CLOSURE INTENT NOTICE>.
e. The worklist does not have Notes.
Coast Guard Allotment Request
15 days - Check for service.

Compliance Letter
15 days - check for response.

Consent Order of Support (Modification)
30 days - Check for return from court.

Consent Order of Support (Paternity)
30 days - Check for return from court.

Contact Letter to Noncustodial Parent
15 days - if 1st or 2nd options are selected - check for return of the financial statement.

7-4
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17. Contact Letter to Non-TANF CP
15 days - if 1st or 3rd options are checked, worklist on day before appointment.
<APPOINTMENT WITH CP TOMORROW>

18. Contact Letter to Temporary Assistance for Needy Families (TANF) Custodial Parent
g(;?ays - if 1st option is selected Check for response from the CP. If 2nd or 3rd option is
selected, worklist on day before appointment <APPOINTMENT WITH CP
TOMORROW>.

19. Corporation Request for Customer Information
a. The Due Date is 30 days after the date APECS generates the document.
b. The Priority is <2>.
c. The Type is <LCRC>.
d. The Worklist Description is <CORP REQUEST FOR CUSTOMER>.

20. Emergency Stop Payment Request
a. The Due Date is 15 calendar days after the date APECS generates the document.
b. The Priority is <2>.
c. The Type is <FESP>.
d. The Worklist Description is <KEMERGENCY STOP PAYMENT REQUEST>.
e. The worklist does not have Notes.

21. Employer Information Request
a. The Due Date is 30 calendar days after the date APECS generates the document.
b. The Priority is <2>.
c. The Typeis <LEIR>.

d. The Worklist Description is <EMPLOYER INFORMATION REQU>.

22. Freedom of Information Response
If first 3 options are selected, no worklist required. 10 calendar days - worklist is
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23.

24,

25.

26.

217.

28.

29.

30.

31.

32.

generated if last option is selected - response is due to the NCP and the CP.
Genetic Test Appointment Letter

a. The Due Date is one day after the appointment date.

b. The Worklist Description is <VERIFY BLOOD DRAWN>.

Health Insurance Order Release
15 days - Verify service.

Information Request

a. The Due Date is 30 calendar days after the date APECS generates the document.
b. The Priority is <2>.

c. The Type is <LINF>.

d. The Worklist Description is <INFORMATION REQUEST>.

e. This worklist goes to the State Parent Locator Service staff.

Interstate Case Problem Letter (Central Registry)
15 days - worklist to Central Registry staff - check for response.

Interstate Contact Letter
30 days - check for response.

Interstate Status Report
30 days - if item 3 selected, only - check for response. No worklist required if items 1-2
and 4-14 selected.

Interstate Status Request
No worklist required if item 1, only, is selected.

Lien for Support Debt
15 days - check for service.

Lien for Support Debt Release
15 days - check for service.

Locate Data Sheet
a. The Due Date is 60 calendar days after the date APECS generates the document.
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33.

34.

35.

36.

37.

38.

b. The Priority is <2>.

c. The Typeis <LLDS>.

d. The Worklist Description is <LOCATE DATE SHEET>.

e. This worklist goes to staff who generates the document regardless of location.
Locate Request Letter to Immigration/Naturalization Service

a. The Due Date is 10 calendar days after the date APECS generates the document.
b. The Priority is <2>.

c. The Typeis <LLRL>.

d. The Worklist Description is <LOCATE REQUEST LETTER TO>.

e. This worklist goes to the State Parent Locator Service staff.

Military Allotment Request
15 days - check for service.

Motion and Order to Amend Order
21 days - check for court date.

Motion for Show Cause Summons
21 days - check for court date.

Notice of DCSE Appeal Hearing

1 day before hearing, to responsible staff and hearing officer- <Administrative Appeal
hearing tomorrow>.

Notice of Intent to Suspend Driver’s License

This document may generate two worklists.

a. First Worklist

1) The Due Date is 15 calendar days after the date APECS generates the tape to print
the document.

2) The Priority is <1>.
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39.

40.

41.

42.

43.

3) The Type is <VRRR>.
4) The Worklist Description is <VERIFY DRL CERT MAIL RECE>.
b. Second Worklist

1) The Due Date is 31 calendar days after the date APECS generates the tape to print
the document.

2) The Priority is <1>.
3) The Type is <KRDMV>.
4) The Worklist Description is <REVIEW CASE FOR DR LIC SUS>.

5) District office specialists delete the worklist by entering one of the following
codes on the APECS Worklist screen:

a) <HDMV> for Driver's License Suspension Hearing Requested,
b) <PAYS> for Payment Agreement Signed, or
c) <SLIC> for Driver's License Suspended.

Order to Deliver
15 days - check for service. Check for receipt of assets 10 days after service.

Order to Withhold

15 days - check for service on financial institution; mail to sheriff for service on NCP. 15
days after service on financial institution - verify receipt of answer. If a joint account
holder is involved, generate Joint Account Holder Notice.

15 days from date of service on NCP - appeal period expires; send the Order to Deliver if
no joint account holder.

Order to Withhold (Joint Account Holder Notice)
6 days - check for service on a joint account holder, and on financial institution.

Petition for Support (Civil)
21 days - check for court date.

Postmaster Verification Request
a. The Due Date is 30 days after the date APECS generates the document.
b. The Priority is <2>.
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c. The Type is <LPVR>.
d. The Worklist Description is <POSTMASTER VERIFICATION R>.

44. Renewal of Collection and Monitoring Service
30 days - worklist to specialist to check for receipt of fee.

45. Request for Copy of Canceled Check
20 days - worklist to Division of Finance staff - check for response from Treasury.

46. Request for Federal Tax Return Information for Use in Child Support Enforcement
a. The Due Date is 30 days after the date APECS generates the document.
b. The Priority is <2>.
c. The Type is <LFTR>.
d. The Worklist Description is <REQ FOR FEDERAL TAX RETUR>.
e. This worklist goes to the State Parent Locator Service staff.

47. Request for Subpoena Duces Tecum
21 days - verify service. 30 days after service - verify receipt of information requested.

48. Returned Check Letter
15 days - worklist to Division of Finance staff - check for response from NCP and CP.

49. Social Services Application for Vital Record Information
a. The Due Date is 21calendar days after the date APECS generates the document.
b. The Priority is <2>.
c. The Type is <LSSA>.
d. The Worklist Description is <DSS APPL FOR VITAL RECORD>.
e. This worklist goes to the State Parent Locator Service staff.
50. Standard Payment Plan Agreement

a. The Due Date is 10 calendar days after the date APECS generates the document.
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b. The Priority is <2>.
c. The Type is <SPAY>.
d. The Worklist Description is <STANDARD PAYMENT AGREEMENT>.

51. Tax Intercept Letter Regarding Excess Money
15 days - check for response from NCP.

52. Withholding of Income (Notice of Proposed Action)
21 days - check for service.

53. Order/Notice to Withhold Income for Child Support
This document generates two worklists.
a. First worklist
1) The Due Date is 15 calendar days after the date APECS generates the document.
2) The Priority is <2>.
3) The worklist description is <CHECK FOR SERVICE>.
b. Second worklist
1) The Due Date is 30 calendar days after the date APECS generates the document.
2) The Priority is <2>.
3) The worklist description is <CHECK FOR PAYMENTS>.
54. Withholding Release
15 days - check for service.
(8-1-97)(11-1-97)(1-1-98)(12-15-98)(3-1-05)(1-1-07)
D. Batch Documents (04-01-2006)

1. APECS automatically generates batch documents or identifies batch documents to be
generated when some actions occur.

2. Most batch documents that APECS generates or identifies to be generated cannot be
selected by staff using the Document Generation Facility. The documents do not appear
on the menu.
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3. Batch documents that APECS generates or identifies

7-11

a.

b.

do not require an original signature or attachments.

do not require supplemental information. APECS supplies all data and automatically
enters the data on the documents.

are automatically documented in the APECS Event History.

print at the Central Office or at the location of the vendor who generates and mails
certified mail for DCSE. When the documents are printed at Central Office, the
Division of Information Systems forwards the documents to the Office of General
Services for mailing.

are mailed in 2-window envelopes with the return address of the district office
responsible for responding to questions regarding the document as the return address.

Batch Documents

Consumer Agency Reporting Letter

Repayment Options

Important Notice About Child Support

Transition Letter

1) The Important Notice about Child Support is an informational letter. It is
generated monthly, using batch processing, to notify obligated NCPs who meet
the criteria in subsection 3 regarding:
a) the types of enforcement actions DCSE takes,
b) DCSE charges interest on arrears,

c¢) DCSE may charge fees to NCPs, and

d) the customer may request a review of the amount of their current support
obligation.

2) NCPs receive this document before DCSE
a) charges a fee other than for genetic testing to the NCP, or
b) suspends an occupational and professional license, or
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3)

4)

5)

6)

7)

c) suspends a driver's license.

Criteria for Generating the Document

APECS generates the document for NCPs who

a) have a current support order or an arrears only case with a balance,

b) have a workable case type,

c) have a mail address on APECS, and

d) have not received the document.

When APECS generates the document, it also

a) generates a Participant Event History entry at the NCP MPI #. Refer to
Chapter 6, Documentation Requirements, Section I, Participant Event History
Entries, for information entered and

b) updates the AP Supplemental screen. Refer to Chapter 6, Documentation
Requirements, Section K, Inquire AP Supplemental Screen, for information
entered.

The document is mailed at least 30 calendar days before the Notice of Intent to

Petition the Court to Suspend Occupational, Professional or Trade Licenses,

Certificate, Registration or Other Authority, or the Notice of Intent to Suspend

Driver's License.

Documents Returned by the Post Office

Refer to Chapter 6, Documentation Requirements, Section I, Participant Event

History Entries.

Important Notice About Child Support - Monthly Statistical Report

APECS automatically generates monthly statistical reports by staff, district, and

region. Access the reports in Control D using the job name WELUC16 and report

names

a) DV81
This report contains the following information:
(1) IV-D staff ID
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(2) number of notices generated for period for staff
(3) number of notices generated year to date for staff
(4) number of notices generated for district office this period and year to date
b) WV55
This report contains the following information:
(1) code for district office
(2) number of notices generated for district office for period
(3) number of notices generated year to date for district office
(4) total number of notices generated this period for district office and region
(5) total number of notices generated year to date for district office and region
Notice of Intent to Suspend Driver's License
1) APECS generates a Participant Event History entry at the NCP MPI #. Refer to
Chapter 6, Documentation Requirements, Section I, Participant Event History
Entries, for information entered.
2) DCSE contracts the mailing of the documents to NCPs using certified mail.
Notification to CP of Intent to Intercept

State Income Tax/Lottery Intercept letter to AP

Support Collections Notice to CP

. Tax Intercept Letter Regarding Excess Money

. Transition from TANF to Non-TANF Letter

Vendor Payment Intercept Notification
Notice of Possible Occupational License Suspension

Notice of Intent to Suspend Occupational or Professional License, Certificate,
Registration, Other Authority
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A copy is mailed to the CP using first class mail.
(8-1-97)(11-1-97)(1-1-03)(5-1-03)(3-1-05)(4-1-06)
E. On-line Documents (01-01-2007)

1. Staff select on-line documents using the APECS Document Generation Facility. On-line
documents print immediately on local printers.

2. Specific on-line documents require you to enter supplemental information not provided
by APECS. If additional information is needed, APECS prompts you to enter the
required information.

3. On-Line Documents
a. Locate

1) Corporation Request for Customer Information

2) Employer Information Request

3) Locate Request Letter to Immigration/Naturalization Service

4) Postmaster Verification Request

5) Report of Search

6) Social Services Application for Vital Record Information
b. Paternity Establishment

1) Genetic Test Appointment Letter

2) Acknowledgment of Paternity

3) Paternity Certification Notice

4) Voluntary Agreement for Genetic Test

5) Genetic Testing Order
c. Support Obligation Establishment or Modification

1) Administrative Summons
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2)
3)
4)
5)
6)
7)
8)
9
10)
11)
12)

13)

Administrative Support Order

Change in Payee Notice

Change of Payee Temporary Request

Contact Letter to NCP

Financial Statement

Notice of Intent to Suspend Driver’s License

Notice of Proposed Review

Notice of Results of Financial Review of Administrative Support Order
Notice of Results of Financial Review of Court Support Order

Notice of Review Withdrawal
Request for Subpoena Duces Tecum

Review Request Denied

14) Waiver of Formal Service of Process

15) Notice of Emancipation of Dependent

d. Medical Support Obligation Establishment/Enforcement

1)

2)

Health Insurance Notice (CP)

Health Insurance Order Release

3) Waiver of Formal Service of Process

e. Enforcement

1)  Withholding of Income
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a) Assignment of Income

b) Coast Guard Allotment Request
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2)

3)

c)
d)
e)
f)
9)
h)

i)

Compliance Letter

Military Allotment Request

Waiver of Formal Service of Process

Withholding of Income (Notice of Proposed Action)
Order/Notice to Withhold Income for Child Support
Alternative Payment Arrangement Agreement

Release of Income Withholding Order

Assets Attachments

a)
b)
c)
d)
e)
f)
9)
h)
i)
)

Advance Notice of Lien (ASO/Out-of-State Order)
Advance Notice of Lien (Virginia Court Order)
Application for Collection of Delinquent Payments/IRS
Lien for Support Debt

Lien for Support Debt Release

Order to Deliver

Order to Withhold

Order to Withhold (Joint Account Holder)

Waiver of Formal Service of Process

Notice of Full or Partial Release of Order to Withhold

Driver’s License Suspension

a)
b)

c)

Standard Payment Plan Agreement-Occupational or Prof. License Suspension
Standard Payment Plan Agreement-Driver’s License Suspension

Notice of Intent to Suspend Driver’s License
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4)  Order to Withhold (Insurance Assets)

5) Order to Deliver (Insurance Assets)

6) Demand for Payment of Child Support

(7) Final Notice

f. Judicial

1) Consent Order of Support (Modification)

2) Consent Order of Support (Paternity)

3) Court Date Notice

4) Legal Services Case Referral

5) Motion and Order to Amend Order

6) Motion for Show Cause Summons

7) Parentage Test Order

8) Payroll Deduction Order for Support

9) Petition for Support (Civil)

10) Petition and Order to Suspend Driver’s License

11) Request for Witness Subpoena

12) Summons (Commonwealth of Virginia)

g. Interstate

1) Administrative Subpoena

2) Acknowledgment Memo

3) Answer to Status Request

4) Certificate and Order
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5) Child Support Enforcement Transmittal #1- Initial Request
6) Child Support Enforcement Transmittal #2 - Subsequent Action
7) Child Support Enforcement Transmittal #3 - Request for Assistance/Discovery
8) General Testimony
9) Interstate Case Problem Letter (Central Registry)
10) Interstate Contact Letter
11) Interstate Request for Provision of IV-D Services
12) Interstate Status Report
13) Interstate Status Request
14) Notice of Lien
15) Order Transmittal
16) Paternity Affidavit
17) Registration Statement
18) Uniform Support Petition
19) Notice of Determination of Controlling Order
20) Affidavit in Support of Establishing Paternity
21) Locate Data Sheet
h. Administrative Hearings
1) Administrative Appeal Ruling
2) Administrative Hearing Decision

3) Notice of DCSE Appeal Hearing

4) Summary of Facts for Appeal
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5) Waiver of Formal Service of Process

i. Payments/Financial

1) Affidavit on Check Endorsement

2) Emergency Stop Payment Request

3) Request for Copy of Canceled Check

4) Returned Check Letter

5) Redirect Letter to NCP/CMU

6) Replacement Check Acknowledgment Letter

7) Return Check for Completion Letter

8) Notice of Fee Payment Due

9) Notice of Payment in Error

10) Second Notice of Payment in Error

11) Final Notice of Payment in Error

j. Case Maintenance

1) Bankruptcy Checklist

2) Closure Intent Notice

3) Contact Letter to Non-TANF -CP

4) Contact Letter to TANF-CP

5) Freedom of Information Response

6) Notification of Action Taken by DCSE

7) Payment Record/Arrearage Letter

8) Coop/NonCooperation Notification
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9) Affidavit/Certification of Non Disclosure

10) Subpoena duces Tecum

(8-1-97)(11-1-97)(1-1-98)(5-1-98)(12-15-98)(3-1-2000)(5-1-01)
(1-1-03)(5-1-03)(03-01-05)(01-01-07)

F. Manual Documents (01-01-2007)

1. Documents beginning with “032" are referred to as “warehouse” forms and may be
ordered from:
Clemons Courier Services Inc.
4227 Carolina Ave., Bldg. B.
Richmond, VA 23222
or
you may requisition these forms from Clemons through the internet by contacting:

Jennifer Peterson, 804 672-7336, ext. 206, or 800 523-6014, ext 206
or e-mail her at jpeterson@clemonscourier.com or jennifer@powerorbit.com.

Give her your FIPS/Cost Code and your “ship to” address. Once she has this
information, she will assign you a user ID and password. Log on to
www.powerorbit.com., go to the “forms” link and fill in the order form.

One exception in the list below is 032-11-103. This form may be ordered from the
Division of Finance in the home office.

Application-Collection and Monitoring Service (032-11-103)
Application for Child Support Enforcement Services (032-11-200)
Absent Parent Paternity Information (032-03-501)

Batch Control Assignment Sheet (032-11-552)

Good Cause Communication (032-03-277)

Good Cause Determination (032-03-035)

Health Insurance Information (032-11-722)

Medicaid Only Information Transmittal (032-11-520)

Mother's Affidavit of Paternity (032-11-727)
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Obligation Worksheet (032-11-714/3)
Official Receipt (032-11-031)
Acknowledgment of Paternity (032-11-VS22)

2. “DCSEP" forms are manual forms. They are located on the DCSE Website at:
www.localagency.dss.state.va.us/divisions/dcse/forms . These forms may be downloaded
onto a personal computer and photocopied to meet the needs of the office. These forms
are not available from Clemons Courier Services. They include:

a. Appeals and Fair Hearings

1) Administrative Hearing Decision (Out-of-State) (DCSE-783)
2) Motion to Approve Proposed Modified Support Order (DCSEP-782)

b. Case Maintenance
1) Change in Payee Temporary Request (Cover Letter) (DCSEP-732A/1
2) Change in Physical Custody (DCSEP-800)
3) Change of Name/Address Request (DCSEP-821)
4) Letter to Private Agencies (DCSEP-830)
5) Letter to CP Regarding Private Collection Agencies (DCSEP-831)
6) Legal Guardian Affidavit (DCSEP-832)
7) Nonresident Application Cover Letter (DCSEP-757)
8) Nonresident Status Letter (DCSEP-755)
9) Request for Case Closure (DCSEP-823)
10) Review and Adjustment Notification (DCSEP-827)
11) Termination of Administrative Support Order (DCSEP-753)
c. Enforcement

1) Authorization to Request or Obtain linformation (DCSEP-841)
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2) Emergency Notice of Withdrawal of Passport Denial (DCSEP-811)
3) Employee Disclosure Referral (DCSEP-771)

4) General Information Relating to the Review of Court-Ordered Support
(DCSEP-781)

5) Inquiry to Licensing Authority (DCSEP-776/1)

6) Notice of Intent to Petition the Court to Suspend Occupational, Professional Or
Trade License, Certificate, Registration or Other Authority (DCSEP-777)

7) Notice of Results of Challenge of Financial Review Results (DCSEP-770)
8) Notice of Results of Review-Incarcerated NonCustodial Parent (DCSEP-836)

9) Notification of Possible Occupational License Suspension
(DCSEP-779)

10) Occupational License Suspension (First Notice) (DCSEP-775)
11) Request for Modification (DCSEP-795)

12) Request for Review and Adjustment (DCSEP-820)

13) Seizure and Sale (Cancellation Notice) (DCSEP-761)

14) Seizure and Sale Checklist (DCSEP-749)

15) Seizure and Sale (RDMYV Notice) (DCSEP-760)

16) Seizure and Sale (Fieri Facial Cover Letter) (DCSEP-750)
17) Seizure and Sale (Fieri Facial Request) (DCSEP-751)

18) Seizure and Sale (First Lienholder Notice) (DCSEP-762)
19) Seizure and Sale (Notice of Intent) (DCSEP-754)

20) Seizure and Sale (Sheriff Follow-Up Letter) (DCSEP-763)

21) Supplemental ASO (DCSEP-788)
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22) U.S. Attorney’s Office Prosecution Checklist (DCSEP-764)
23) U.S. Attorney’s Office Referral for Prosecution (DCSEP-765)
24) U.S. Attorney’s Office Update Form (DCSEP-766)
Establishment

1) Contact Letter to Non-Applicant CP (DCSEP-774)

2) Interim Application for Child Support Enforcement Services
(Foster Care Cases Only) (DCSEP-791)

3) Paternity Acknowledgment Rights and Responsibilities Statement
(DCSEP-719)

Financial

1) Affidavit of Payments (DCSEP-816)

2) Child Support Payment Processing Procedures (DCSEP-818)
3) Daily Payment Transaction Report (DCSEP-531/C)

4) Daily Payment Transaction Report-Fees (DCSEP-531/F)
5) Emergency Payment Authorization (DCSEP-767)

6) Request for Payment Transfer/Refund (DCSEP 826)

7) Stop Payment Request Affidavit (DCSEP-834)

Interstate

1) Agreement to Transfer Jurisdiction (DCSEP-809)

2) Confirmation to Transfer Jurisdiction (DCSEP-813)

3) Jurisdiction Consent Form (DCSEP-828)

4) Long Arm Jurisdiction Affidavit (DCSEP-829)

Locate
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1) Application for Location Info. (DCSEP-825)
2) Case Referral (DCSE-842)
h. Miscellaneous
These forms are for internal use only.
1) Application for Child Support Services Log (DCSEP-721)
2) Conflict of Interest Guidelines for DCSE Employees (DCSEP-835)

3) Turnaround (Procedural Inquiry and Answer) Form (DCSEP-837)

(11-1-97)(5-1-98)(12-15-98)(11-1-99)(1-1-01)(7-1-02)(1-1-03)(5-1-03)(3-1-05)(4-1-06)
(1-1-06)(1-1-07)

G. Request to Create or Revise a Document (12-15-1998)

1.

District office staff forward requests to develop or revise documents to the appropriate
DCSE Assistant Director’s office .

DCSE Assistant Director’s Office Regional office staff
a. review the request, and

b. notify the district office staff, within five business days of receipt, that the request
was not forwarded to MSU or that the request was forwarded to MSU.

c. forward the request to MSU.

d. receive a response from MSU and forward the response to the district office staff
within five working days of receipt.

Central Office staff forward requests to develop or revise documents to their supervisor
with an explanation of need for the document. Refer to item 2 above for the supervisor
functions.

MSU staff

a. decides if changes need to be made to an APECS document and submit a change
order to the APECS User Support Unit.

b. decides if a document needs to be developed and generated by APECS and submit a
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change order to the APECS User Support Unit.

c. decides if changes need to be made to a manual document, issue the revised
document, and add the revised document in Appendix A, DCSE DOCUMENTS.

d. issues the revised or new document in a Clearinghouse directive.

e. provides a response to the submitting staff within 10 working days from the date
MSU receives the request.

(11-1-97)(12-15-98)
H. Procedures for Updating Documents (11-01-1996)

1. A Clearinghouse issuance provides information about new or revised documents and an
explanation of the changes.

2. All DCSE staff receive a copy of Clearinghouse issuances.

3. When documents are revised, the revision date appears on the bottom right side of the
document.

4. Replacement pages are provided for manual documents.
(11-01-96)
I.  Record Retention (04-01-2006)(07-01-2008)
When preparing records for warehousing refer to the Library’s General Records Retention

and Disposition Schedules for State Agencies and Specific Schedule No. 765-02, Department
of Social Services, for the retention periods for any given records. These Schedules are:

1) Specific Schedule 765-02 - This schedule number is used
for DCSE’s closed case records - Obligated Legal Parent;

2) General Schedule 101 - Administrative Records;

3) General Schedule 102 - Fiscal Records;

4) General Schedule 103 - Personnel Records; and

5) General Schedule 108 - Fire, Safety and Security Records.

Please note on DCSE’s Specific Schedule 765-02 that the retention period for closed cases
regarding obligated and unobligated legal parents is 10 years after the last child turns 19.
Since there is no way of knowing the youngest child in a given box of records, these records
should be housed 29 years. Also, be aware that tax information from case files is considered
part of the case file, and should be retained according to the type of case it is, even if the tax
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information is filed separately.

In reference to financial documents, please retain these records for at least 5 years or
until audited.

Following are instructions for warehousing:

a. Complete a Library Records Transfer List form (RM-17) when
records are identified for warehousing. Photocopied RM-17s
are acceptable for submission, but remember to keep a copy for
your records.

b. Place the same records in the same box. Do not mingle different
kinds of records in the same box.

c. Place records to be warehoused in approved, standard size
“Records Center” boxes. Do not use other boxes.

d. Send the completed and approved RM-17 form to DSS’s Records
Officer in General Services in the Home Office. For more information call
804-726-7181.

e. The Records Officer will sign and forward the RM-17 to the Library
of Virginia.

f. The Library of Virginia processes, creates labels, and sends labels
to the Records Officer who then forwards back to the requesting staff.

g. Affix labels to the boxes to be warehoused.

h. At this point, if the boxes are within Richmond city limits, the Library will pick up
boxed records and deliver them for free to its new facility. If the boxes are outside
Richmond’s city limits, the customer is responsible for delivering them to the
Library’s facility. In both cases, please notify the Library in advance. Call Records
Center Supervisor at (804) 692-3600.

Make copies of the RM-17, and document what has been warehoused. After
retention periods have expired, the DSS’s Records Officer will receive a notice from
the Library of Virginia.

Notices will be forwarded to the appropriate Records Coordinator. Refer to your
files in order to respond to the notice and complete the eventual disposition of the
records in question.
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Records files should be permanent office files, and anyone responsible for
maintaining them must follow the same procedures.

Retain a copy of these guidelines, the Library’s schedules and all RM-17s in the same
file.

(11-1-97)(11-1-99)(4-1-06) (07-1-08)
Appendix A, DCSE Documents (01-01-2007)

The key for coding the “Type of Service” is as follows: 1 - Waiver of Service,

2 - First Class Mail, 3 - Certified Mail, Return receipt requested,

4 - Posted Service, 5 - Substituted Service, 6 - Hand delivery in person, 7 - File with Court
8 - Fax, and 9 - Last Known Address.

The key for coding the “Dist” (distribution) is as follows: M-mother, F-father, OVR-Office of
Vital Records, DO-district office, CP-custodial parent, NCP-noncustodial parent, PF-putative
father, Desig. Gov. Offcl.-designated government official, Cent. Reg.-

Central Registry, HCR-hearings case record, Atty.-attorney, Chk Maker-maker of the check.

DOCUMENT NAME E W B O M C D TYPE
V R A N A 0 | OF
E K T L N P S SERVICE
N L c |1 U I T
T S H N A E
T E L S
Acknowledgment
Memo (non-1V-D) Y N N Y N 1
Acknowledgment of
Paternity Y N N Y N 4 M, F,
OVR, DO N/A
Administrative Appeal
Ruling Y Y N Y N 4 NCP,CP,DO 3
HCR
Administrative
Hearing Decision Y Y N Y N 5 NCP,CP,DO 3
Atty, HCR

Administrative Hearing
Decision (Out-of-State) N N N N Y 3 NCP, CP, DO
(DCSEP-783)

Administrative Subpoena Y N N Y N 1 Corp. 3

Administrative Summons Y Y N Y N 2 CP, PF 2,3,4,5,6

Administrative
Support Order Y Y N Y N 2 NCP, CP 1,3,4,56
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DOCUMENT NAME E W B O M C D TYPE
V R A N A 0 | OF
E K T L N P S SERVICE
N L c |1 U I T
T S H N A E
T E L S
Advance Notice of
Lien (ASO/Out-of-State)
Order Y Y N Y N 2 NCP, CP 2
Advance Notice of Lien
(Virginia Court Order) Y Y N Y N 2 NCP, CP 3
Affidavit/Certification of
NonDisclosure
N N N Y N 2 Requesting
Party, DO NONE
Affidavit in Support of
Establishing Paternity Y N N Y N 1 (perchild)
Other St. IV-D,
Cent. Reg. 2
Affidavit of Payments
(DCSE-816) N N N N Y 1 DO NONE
Affidavit on Check
Endorsement Y Y N Y N 2 Treasurer,
Bank NONE
Agreement to Transfer
Jurisdiction N N N N Y
Alternative Payment
Arrangement Agreement Y N N Y N 2 CP, NCP 2
Answer to Status Request Y N N Y N 1
Application for Child
Support Enforcement
Services N N N N Y 1 DO NONE
Application for Child
Support Enforcement Services
Log N N N N Y 1 DO NONE
Application for Collection
and Monitoring Service N N N N Y
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DOCUMENT NAME E W B O M C D TYPE
V R A N A 0] | OF
E K T L N P S SERVICE
N L c |1 U I T
T S H N A E
T E L S
Application for Collection
of Delinquent Child Support
By IRS Y Y N Y N 4
Application for Location
Information (DCSEP-825) N N N N Y
Assignment of Income Y N N Y N 2
Authorization to Request or
Obtain Information
(DCSEP-841)
Bankruptcy Checklist Y Y N Y N 1 Legal Counsel
Case Referral (DCSEP-842) N N N N Y 1 District Office None
Certificate and Order Y N N Y N 5
Change in Payee Notice Y Y N Y N 2 NCP, 3
Sheriff, CP
Change of Name/Address
Request (DCSEP-821) N N N N Y On the Internet
Change of Payee Temporary
Request Y N N Y N 2 CP 2
Change of Payee Temporary
Request Cover Letter
(DCSE-732A) N N N N Y 1 CP 2
Change in Physical Custody N N N N Y
Child Support Enforcement
Transmittal #1 Y Y N Y N 5 IV-D
Agency 2
Child Support Enforcement
Transmittal #2 N N N N Y 1 Other State 2

7-29

Update 2008

IV-D Ofc.



DIVISION OF CHILD SUPPORT ENFORCEMENT
CHAPTER 7 DOCUMENTS AND RECORD RETENTION (07-01-2008)

DOCUMENT NAME E W B O M C D TYPE
V R A N A 0 | OF
E K T L N P S SERVICE
N L c |1 U I T
T S H N A E
T E L S
Child Support Enforcement
Transmittal #3 N N N N Y 1 Other State 2
IV-D Ofc.,
Central Reg.
Child Support Payment
Processing procedures
(DCSEP-818) N N N N Y
Closure Intent Notice Y Y N Y N 1 CP 2
CMU Change in Payee Notice
(DCSE-797) N N N N Y
Coast Guard Allotment
Request Y Y N Y N 2 Desig. Gov. Offcl
Compliance Letter Y Y N Y N 2 Employer 2
Confirmation to Transfer
Jurisdiction N N N N Y
Conflict of Interest Guidelines
for DCSE Employees
(DCSEP-835) N N N N Y
Consent Order of Support
(Mod) Y Y N Y N 3
Consent Order of Support
(Pat) Y Y N Y N 3
Consumer Reporting
Agency Notice Y N Y N N 1 NCP 2
Contact Letter to TANF CP Y Y N Y N 1 CP 2
Contact Letter to
Non-TANF CP Y Y N Y N 1 CP 2
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DOCUMENT NAME E W B O M C D TYPE
V R A N A 0 | OF
E K T L N P S SERVICE
N L c 1 U I T
T S H N A E
T E L S

Contact Letter to
Non-Applicant CP N N N N Y 1 CP 2
(DCSEP-774)

Contact Letter to NCP Y Y N Y N 1 NCP 2
Cooperation/Noncooperation
Notification Y N N Y N 3 file, LDSS

CP NONE
Corp. Request for Customer
Information Y Y N Y N 1 2
Court Date Notice Y N N Y N 1

Daily Payment Transaction
Report (DCSEP-531/C) N N N N Y

Daily Payment Transaction

Report-Fees

(DCSEP-531/F) N N N N Y

Demand for Payment of

Child Support Y Y N Y N 1 NCP 2
Document Transfer Cover

Sheet N N N N Y

Emergency Payment
Authorization Form N N N N Y

Emergency Stop Payment

Request Y Y N Y N 1 Treasurer NONE
Employee Disclosure

Referral N N N N Y

Employer Information

Request Y Y N Y N 1 Employer 2
Financial Statement Y N N Y N 1 NCP, CP 2
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DOCUMENT NAME E W B O M C D TYPE
V R A N A 0 | OF
E K T L N P S SERVICE
N L c |1 U I T
T S H N A E
T E L S
Final Notice of Payment in Error Y N
Freedom of Information
Response Y Y N Y N 1 Person
Req. Info 2
General Information Relating
to the Review of Court-Ordered
Support (DCSEP-781) N N N N Y
General Testimony for
URESA Y N N Y N 5 IV-D 7
Agency
Genetic Test Apt. Letter Y Y N Y N 2 PF, TANF 2
CP
Genetic Testing Order Y Y N Y N 2 NCP, CP 1,3,4,5,6
Good Cause Communication N N N N Y BENEFIT PROGRAMS’ FORM
Good Cause Determination N N N N Y BENEFIT PROGRAMS’ FORM
Health Insurance
Information Form N N N N Y
Health Insurance Notice
(CP) Y N N Y N 1 CP 2
Health Insurance
Order Release Y Y N Y N 2 Employer 3
Important Notice About
Child Support Y N Y N N 1 NCP 2
Inquiry to Licensing
Authority (DCSEP-776) N N N N Y

Intent to Close Non-1VVD
Cases
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DOCUMENT NAME E W B O M C D TYPE
V R A N A 0 | OF
E K T L N P S SERVICE
N L c |1 U I T
T S H N A E
T E L S
Interim App. for Support
Enforcement Services
(FC Cases) N N N N Y
Interstate Case Problem Letter
(Central Registry) Y Y N Y N 1
Interstate Contact Letter Y Y N Y N 1 Responding
State 2
Interstate Request for
Provisions of IV-D Services Y N N Y N 1 2
Interstate Status Report Y Y N Y N 1 Initiating 2
State
Interstate Status Request Y Y N Y N 1 2
Jurisdiction Consent Form
(DCSEP-828)
Legal Guardian Affidavit
(DCSEP-832) N N N N Y
Legal Services case Referral Y Y N Y N 1
Letter to Private Agencies
(DCSEP-830) N N N N Y
Letter to CP Regarding
Private Collection
Agencies (DCSEP-831) N N N N Y
Lien for Support Debt Y Y N Y N 3
Lien for Support Debt Y Y N Y N 3
Release
Locate Data Sheet Y Y N Y N
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DOCUMENT NAME E W B O M C D TYPE
V R A N A 0 | OF
E K T L N P S SERVICE
N L c |1 U I T
T S H N A E
T E L S
Locate Request Letter
to INS Y Y N Y N 1 2
Long Arm Jurisdiction
Affidavit (DCSEP-829)
Medicaid Only Information N N N N Y
Transmittal
Military Allotment Request Y Y N Y N 2 Desig. Gov. 3,6
Offcl
Mother’s Affidavit
of Paternity N N N N Y
Motion to Approve Proposed
Modified Support Order
(DCSEP-782/1) N N N N Y
NonCustodial Parent Paternity
Information N N N N Y
NonResident Application
Cover Letter (DCSEP-757) N N N N Y
NonResident Status Letter N N N N Y
Notice of DCSE
Appeal Hearing Y Y N Y N 4 NCP,CP,
FCR, ATT 2
Notice of Determination of
Controlling Order Y N N Y N 5 CP, NCP,
Initiating IV-D Agency,
Issuing Tribunal,
Any other IV-D Agency
Involved 2
Notice of Emancipation of
Dependent N Y N
Notice of Fee Payment Due N N N Y N
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DOCUMENT NAME E W B O M C D TYPE
V R A N A 0] I OF
E K T L N P S SERVICE
N L c | U | T
T S H N A E

T E L S

Notice of Full or Partial

Release of Order to Withhold Y N

Notice of Full or Partial

Release of Order to Withhold-Insurance Assets

Notice of Intent to Petition

the Court to Suspend Occupational,

Professional, or Trade License,

Certificate, Registration, or

Other Authority (DCSEP-777) N N N N Y

Notice of Intent to Suspend

Driver’s License Y Y Y Y N 1 NCP 3

Notice of Lien Y N N Y N 2 CP, NCP 2

Notice of Payment in Error

Notice of Proposed Review Y Y Y Y N 2 CP, NCP 3,6

Notice of Recoupment

(APECS515)

Notice of Results of

Challenge of Financial

Review Results N N N N Y

Notice of the Results of

Financial Review of

Administrative Support

Order Y Y Y N N 2 NCP, CP 2

Notice of the Results of

Financial Review of

Court Support Order Y Y Y N N 2 NCP, CP 2

Notice of Results of Review

of Incarcerated NCP N N N N Y
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DOCUMENT NAME E W B O M C D TYPE
V R A N A 0 | OF
E K T L N P S SERVICE
N L c |1 U I T
T S H N A E
T E L S
Notice of Review
Withdrawal Y N Y N N 1 Requesting
Party 2
Notice of Withdrawal
of Passport Denial N N N N Y
Notice to Court of a Change
in Court Status
Notification of Action
Taken by DCSE Y N N Y N 1 CP 2
Notification of Possible
Occupational License
Suspension N N N N Y
Obligation Worksheet
Sole/Split Custody N N N N Y
Occupational License
Suspension First Notice
(DCSEP-775) N N N N Y
Order/Notice to Withhold
Income for Child Support Y Y Y Y N 3 Employer, NCP, DO
Order to Deliver Y Y N Y N 2 Holder of 3
Assets, DO
Order to Deliver
Insurance Assets
Order to Withhold Y Y N Y N 2 Holder of 3,6
Order to Withhold
Insurance Assets
Assets, NCP
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DOCUMENT NAME E W B O M C D TYPE
vV R A N A @] | OF
E K T L N P S SERVICE
N L c 1 U I T
T S H N A E
T E L S
Order to Withhold
(Joint Acct) Y Y N Y N 3 Holder of Assets
Joint Account 3,6
Holder, DO
Order Transmittal Y N N Y N 5
Paternity Acknowledgment
Rights & Responsibilities
Statement N N N N Y 1 NCP
Paternity Affidavit Y N N Y N 5 7
Paternity Certification
Notice Y N N Y N 1 PF, NCP 3
Payment Record/Arrearage
Letter Y N N Y N 1 CPORNCP 2
Petition for Support (Civil) Y Y N Y N 4
Postmaster Verification
Request Y Y N Y N 2 Post Office
Registration Statement Y N N Y N 2-3 NCP, CP, 2,34
Court 5,6,7
Release of Income
WithholdingOrder Y N
Renewal of Collection and
Monitoring Services Y Y Y N N 2
Repayment Options Y N
Replacement Check
Acknowledgment Letter Y N N Y N 1 Chk Maker 2
Report of Search Y N N Y N 1
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DOCUMENT NAME

E W B O M
V R A N A
E K T L N
N L c 1 U
T S H N A

T E L

nm—TTO00O

D TYPE

| OF

S SERVICE
T

Request for Administrative
Hearing

Request for Case Closure
(DCSEP-823)

Request for Copy of
Canceled Check

Request for Information
from the Court

Request for Modification
(DCSEP-795)

Request for Payment
Transfer/Refund DCSEP-826

Request for Review and
Adjustment (DCSEP-820)

Request for Subpoena
Duces Tecum

Return Check for
Completion Letter
Return Check Letter

Review and Adjustment
Notification (DCSEP-827)

Review Request Denied
Second Notice of Payment
in Error

Seizure & Sale
(Cancellation Notice)

HEARINGS OFFICE FORM

Update 2008

On the Internet

On the Internet

Treasurer 2

Requesting Party 2

On the Internet

Payor 2
DO, CsU 2

MAKER CHECK

REQUESTING

PARTY 2
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DOCUMENT NAME E W B O M C D TYPE
V R A N A 0] | OF
E K T L N P S SERVICE
N L c |1 U I T
T S H N A E

T E L S

Seizure & Sale Checklist N N N N Y

Seizure & Sale

(DMV Notice) N N N N Y

Seizure & Sale

(Fieri Facias Cover Letter) N N N N Y

Seizure & Sale

(Fieri Facias Request) N N N N Y

Seizure & Sale

(First Lien Holder Notice) N N N N Y

Seizure of Property

(Intent Notice) N N N N Y

Seizure & Sale

(Sheriff Follow-Up Letter) N N N N Y

Social Services Application for

Vital Records Information Y Y N Y N 1

Standard Payment Plan

Agreement-Drivers' License

Suspension (APECS-401) Y Y N Y N 1 NCP

Standard Payment Plan

Agreement Occupational

or Professional License Suspension

(DCSEP-778) N N N N Y

State Income Tax/Lottery

Winnings Intercept Letter

to NCP Y N Y N N 1 NCP 2

Stop Payment Request

Affdidavit (DCSEP-834) N N N N Y
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DOCUMENT NAME E W B O M C D TYPE
V R A N A 0 | OF
E K T L N P S SERVICE
N L c |1 U I T
T S H N A E

T E L S

Subpoena Duces

Tecum Y Y N Y N 3 6

Summary of Facts

for Appeal Y N N Y N 4

Supplemental ASO

(DCSEP-788) N N N N Y

Support Collections Notice

to CP Y N Y N N 1 CP

Tax Intercept Letter Re:

Excess Money Y Y Y N N 1 NCP 2

Transition from TANF to

Non-TANF Letter Y N Y N N 1 CP 2

Termination Administrative

Support Order

(DCSE-753) N N N N Y 3 NCP, CP, DO

Turnaround Form

(DCSEP-837) N N N N Y

Uniform Support Petition Y N N Y N 5

USAOQO Prosecution

Checklist N N N N Y

USAO Prosecution Referral N N N N Y

USAO Prosecution Referral

Update N N N N Y

Vendor Payment Intercept

Notification Y N Y N N 1
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DOCUMENT NAME E W B O M C D TYPE
V R A N A 0 | OF
E K T L N P S SERVICE
N L c |1 U I T
T S H N A E
T E L S
Virginia Parent Locator
Service Application N N N N Y
Voluntary Agreement for
Genetic Testing Y N N Y N 2 PF, DVR 2
Waiver of Formal
Service of Process Y N N Y N 2 NCP 2
Withholding of Income
(Notice of Proposed Action) Y Y N Y N 4

(7-1-98)(11-1-99)(3-1-01)(5-1-01)(3-1-02)(1-1-03)(5-1-03)(3-1-05)(1-1-07)
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A. When Service of Process is Needed (08-01-1997)

Service of child support documents is required when child support orders are established
either administratively or through court action. Many other child support actions require
service of process including most actions to enforce obligations.

1.

5.

Service of process is the delivery of a child support document to the person for whom the
document is intended. In some cases more than one party must be served prior to taking
an action. Both sheriffs and private process servers refer to a person upon whom process
is to be served as a subject. For consistency, this term is used in the following discussion
of service of process. Although the subject is most often the noncustodial parent (NCP),
NCPs are not the only parties upon whom child support documents are served. The
instructions for each form used to initiate a child support action indicates the type of
service required and what parties must be served.

The service should give the subject reasonable notice of the action being taken by the

Division of Child Support Enforcement (DCSE) and an opportunity to appeal the
action.

When child support documents need to be served, diligent efforts must be made
to accomplish service, as follows:

a. determine subject(s) to be served and what type of service is required. Unless
specifically prohibited, a higher level of service may be used, when necessary. For
example, personal service may be used for an action that only requires certified or
registered mail. A lower level of service than required, however, may not be used;

b. repeat service of process attempts at least quarterly in cases in which previous
attempts to serve process have failed, but where there is reason to believe that the last
known address of the subject is correct, and

c. provide a process server or sheriff, if they are being used to accomplish service, with
any additional or new information concerning the whereabouts of the subject.

Service is valid when the subject waives formal service or the “proof of service” copy of
the child support document is returned, properly documented to indicate that service has
been accomplished as prescribed by law.

Service cannot be accomplished on Sundays or holidays.

(08-01-1997)
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B. Methods of Service(07-01-2003)

Successful service of process can be accomplished in several ways. None of these
methods are necessary if the subject waives the formal service requirements. This waiver
must be done in writing. If a waiver is not obtained, the following methods of service are
available and must be used in accordance with instructions for use of the document to be

served.

1. Resident Subject

a. Hand delivery to the subject in person, constitutes one method of service. This may
be done at the subject’s usual place of abode, place of employment or any other place
within the Commonwealth.

b. Substituted Service is another method of service and may occur either of two ways
when the subject cannot be found at his or her usual place of abode:

1)

2)

hand delivering a copy of the document to a member of the subject’s family who
IS not a guest and is age 16 or older; or

posting a copy of the child support document to the front door of the subject’s
usual place of abode. When this method is used, a copy of the document must
also be mailed to the subject at least 10 days before the applicable time period
expires. The date of mailing must be added to the Automated Program to Enforce
Child Support (APECS) Case Event History.

Service of Process may be accomplished by the sheriff of the jurisdiction where
the subject is to be served, by a uniformed police officer or court official, or by an
otherwise disinterested person, known as a process server, who is age 18 or older
and is not a party involved in the matter. In order to constitute valid service of
process, the document served must be documented by the sheriff or process server
as to the order of attempted service and method of final service. For purposes of
service of process, all Division employees are considered involved in each matter
of child support, and therefore not disinterested parties.

c. Service by Registered or Certified Mail

Certified or registered mail with a return receipt requested is an appropriate method
of accomplishing service.

d. Service by First Class Mail at Subject’s Last Known Address

First class mail is an appropriate method for serving child support documents in some
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situations. Refer to following sections.
2. Nonresident Subject
a. For a Nonresident subject, the following methods can be used to accomplish service:
1) Certified, registered or first class mail; or
2) Process server who satisfies the requirements of the appropriate jurisdiction; or

3) IV-D Agency of the appropriate jurisdiction in accordance with the service rules
of that jurisdiction.

b. Nonresident subjects may be served if they:

1) have previously been ordered to pay child support by DCSE or a court of the
Commonwealth; or

2) have conceived a child in the Commonwealth; or

3) have maintained a matrimonial domicile in the Commonwealth. This method is
only appropriate where the subject’s spouse has continued to reside in the
Commonwealth.

3. Incarcerated Subject

For an incarcerated subject, service can be accomplished by any of the appropriate
methods at the jail or correctional facility upon the officer in charge of the jail who has
been given the duty of receiving service. The officer will deliver the document to the
subject. In the event this officer does not effect service, service by a sheriff or process
server directly on the incarcerated subject is also valid.

4. Employers and Entities Paying Attachable Non-Wage Income/Benefits or Providing
Health Insurance

a. Income withholding or health insurance orders may be served by first class mail or
any of the other methods of service on employers or other agencies/entities who pay
or provide wages or non-wage income or benefits that are subject to withholding or
medical support order. These may include government agencies and public or private
entities paying retirement, disability benefits or other attachable income, or providing
health insurance.

b. Income withholding orders may also be served on employers or other entities paying
wages or attachable non-wage income by electronic means, including facsimile.

8-3
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C.

If the employer does not honor the income withholding or health insurance order,
send the order again using certified mail, and requesting a return receipt.

(8-1-1997)(1-1-1998)(3-1-1998)(7-1-1998)(12-15-1998)(03-01-2001)(07-01-2003)

C. How to Accomplish Service (03-01-2001)

1. General Information

a. The purpose of all methods of service is to provide the subject with a true copy of the

child support document. However, each method of service is accomplished in a
different manner. Generate the child support document from APECS or prepare
manually, if necessary. When the required method of service is not successful, utilize
the next appropriate method, and document the APECS Case Event History,
including new information that may be noted on the document or on the return receipt
by the sheriff, process server or U.S. Mail Service personnel.

If the subject cannot be located, refer the case to locate. If new information is found
regarding the subject’s location, repeat attempts to serve process at the new location.
Upon accomplishment of successful service, document the APECS Case Event
History to indicate the date and method of service used.

Each child support document must be served upon the subject or otherwise delivered
in a prescribed manner. When accessing APECS to generate document copies to be
sent for service, go to the document submenu. Place the cursor on the document
name and press F1 for the Help Screen to secure information about service
requirements. For non-APECS documents, refer to the “Instructions for Use” section
of each document to be served.

2. Service by Waiver

a.

The subject has the right to waive the formal service of any document to be served on
him/her by DCSE. This right to waiver shall not be offered to a subject by a hearing
officer who is conducting a telephonic appeal.

When the subject chooses to waive the service requirements, generate the Acceptance
of Service of Process and Waiver of Formal Service of Process documents from
APECS.

Have the subject sign the document.

Retain the Waiver document.
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3. Hand Delivery to the Subject

a.

The process server or sheriff must be given a true copy of the child support document
to be served (generated by APECS or prepared manually, if necessary). The
subject’s

last known address must also be provided.

Where this method of service is required upon an nonresident subject, a process
server who satisfies the requirements of the foreign jurisdiction may be used.

The process server or sheriff must deliver a copy of the child support document to the
subject in person and note the date of such service.

4. Substituted Service

a.

If the subject is not present at his or her normal place of abode, service is made upon
a member of the subject’s family age 16 or older. For valid service, the family
member served cannot be a guest at the subject’s residence, but must also reside
there.

1) The family member must be given a copy of the child support document.

2) The family member must be made aware, generally, of the contents of the child
support document.

If no one is present at the subject’s normal place of abode, but there is reason to
believe that the subject currently resides at the address, service is made by posting the
child support document.

1) The document must be posted, by a process server or sheriff, to the front door or
what appears to be the main entrance to the subject’s place of abode; and

2) A true copy of the child support document must be mailed to the subject at least
10 days before the expiration of the applicable time period.

3) If the child support document being served is pursuant to a court action, the
appropriate court must be notified that the subject has been mailed a copy of the
document.

5. Service by Registered or Certified Mail

a. A true copy of the child support document must be mailed using either registered or
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certified mail to the subject’s last known address. Certified mail is delivered to the
subject’s residence address by a mail carrier. Registered mail is sent to the post
office branch serving the subject’s residence address with a notice sent to the subject
to pick up mail at the post office. In either case, the subject must sign for the mail in
order for service to be valid.

b. A green card known as a “domestic return receipt” is returned to the party sending the
documents and shows to whom the documents were delivered.

c. If the return receipt is returned signed by a person other than the subject, or the letter
is returned not signed, determine whether a private process server or other method
should be used for service. Refer to Chapter 23A, License Suspension, Section C,
Number 3, for service instructions on the Notice of Intent to Suspend Driver’s

License.

6. Service by First Class Mail at Subject’s Last Known Address

a. Each party is required (subject to privacy safeguards) to file residential and mailing
addresses, and his/her employer’s name and address with DCSE or courts upon entry
of an order establishing paternity or a child support obligation. Refer to Chapter 16,
Establish, Review and Adjust Orders. In all cases handled by DCSE, each party must
notify DCSE of changes in these addresses.

b. In any subsequent child support enforcement action involving the same parties, upon
showing that diligent effort has been made to locate a party to be served, DCSE may
accomplish service of a document by first class mail to the most recent residential or
employer address filed by the subject with DCSE or court.

c. This method of service may be used only as a last resort when all locate efforts are
unsuccessful, resulting either in insufficient information available to attempt service
by other methods, or other methods of service have failed. Any subsequent action
taken following this type of service may be challenged by the subject in court on the
grounds that he/she did not receive the notice and enforcement of the order would
constitute manifest injustice.

7. Service by Electronic Means, Including Facsimile

a. Orders for income withholding and health insurance may be served by electronic
means, including facsimile, on employers or other entities paying wages or attachable
non-wage income or providing health insurance.

b. Documentation must be attached to the file copy of the served document and must
include at a minimum the date; time; facsimile numbers of the sender and receiver;
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8.

and name of the employer, business or other agency on whom the withholding order
was served. When possible, an activity report of the transmission shall provide this
documentation. Because not all facsimile machines are capable of or programmed to
produce activity reports, other written documentation of this information is required.
Such other written documentation may include the facsimile cover sheet used in the
transmission, but must include, along with the other required information,
documentation that no activity report was available.

IV-D Agency of the Appropriate Jurisdiction

In an interstate case, the IV-D agency in the other state may serve the document.
Generate the Child Support Enforcement Transmittal document from APECS to send to
the Central Registry of the 1V-D agency in the other state along with the document to be
served.

(8-1-1997)(7-1-1998)(03-01-2001)

D. Notarization (10-01-2007)

8-7

1.

Certain documents used by DCSE require that a notary public witness the signature and
verify the identity of the noncustodial or custodial parent.

In performing their notarial duties, a notary must not be a party or have a direct beneficial
interest in the matter.

Notarial duties include administering oaths, attesting and certifying certain classes of
documents, and taking and certifying acknowledgments.

Each district office has at least one notary available for such services. When a
document requires notarization, these staff members should be used.

Staff members shall not notarize documents relating to cases in which they have been
actively involved. Such notarization could possibly be seen as a violation of the principle
that a notary not have an interest in the notarial act they are performing. Ifitis
determined that a notary has an interest in a case or has been actively involved in
working the case, another notary from the district must be used.

Because notarization adds credibility to any document, it is good practice to have any
child support document notarized when practical. However, the following documents
must be notarized:

a) Federal Interstate Forms
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b) Mother's Affidavit of Paternity
c) Voluntary Agreement of Genetic Testing
d) Paternity Rights and Responsibilities Statement
e) Acknowledgment of Paternity
f) Waiver of Service

7. Virginia has made some changes to the Notary Public law which requires a
registration number be used as part of all notarial statements. The number is
assigned and sent to all notaries from the Commonwealth of Virginia.

8. Inorder for a notarization to be valid, the registration number must be clearly
written on each statement that is being notarized, either above the commission
expiration date, or beside the notary’s name. If you have the new notary stamp,

the registration number is included.

9. Ifusing an old notary seal, write the registration number under the seal, and shade
the embossed seal only or use carbon paper to enhance the image of the seal.

10. The notary seal is not required in Virginia, but if you use the seal, it must be a
legible, permanent and photographically reproducible image.

11. The notarial certificate must be on the same page as the signatures being notarized.

12. The signer of the document must be in the presence of the notary at the time of the
signing and notarization.

13. Notaries can now charge up to a $5 fee. An employer may require an employee who
IS a notary not to charge a fee when performing notarization during employment.

14. A $45 application fee is now required for applying to become a notary, and for
renewing a notary commission.

(8-1-97)(8-01-97)(10-01-07)
E. Documents (07-15-1996)
1. Waiver of Formal Service of Process

(07-15-1996)
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A. Description of Full IV-D Child Support Services (09-01-1999)

The Division of Child Support Enforcement (DCSE) provides the following services in full
IV-D service cases:

1.

o v M L DN

locating noncustodial parents (NCPs), their employers, income and assets,

establishing paternity,

establishing and adjusting child support obligations (upward or downward),

establishing health care orders,

enforcing child support and medical support obligations, and

collecting and disbursing child support payments including court ordered medical support
payments for a specific dollar amount

(09-01-1999)

B. Exceptions to Full IVV-D Child Support Services (01-01-2007)

1.

IV-D partial services:

a. Locate only services may be requested by:

1)

2)
3)
4)

a custodial parent (CP), legal guardian, attorney or agent of a child who is not
receiving Temporary Assistance for Needy Families (TANF) benefits;

a court;

a I\V-D agency in another state; or

an authorized person for the following reasons:

a) to enforce state or federal kidnaping laws, and

b) to enforce a child custody or visitation determination.

“Authorized persons” include Commonwealth or District Attorneys or agents of
the court. Private attorneys are not considered agents of the court for this

purpose, thus are not authorized persons.

The authorized person or other entity applies to the State Parent Locator Service
(SPLS) Unit which provides these services.

2. Non-IV-D Services
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The following non-1V-D services are available to persons who do not want full
IV-D services or are ineligible for them:

a. Non-1V-D Income Withholding
b. Collection and Monitoring Services
c. Incoming or outgoing UIFSA petitions identified as non-1V-D.

These services are handled by Central Registry staff in Central Office. Refer to Chapter
38, Non-I1V-D Services.

(09-01-1999)(01-01-2007)(01-01-2007)

C. Rules for Providing Child Support Services (01-01-2007)

9-2

IV-D services are available upon application for services if the applicant:
a. is a parent, guardian, or an agency having legal custody of a child,

b. is a caretaker with physical custody of a child,

c. isalegal parent having neither legal nor physical custody of a child, or

d. is a putative father (PF) who asserts that he is the biological father of a child and is
seeking to establish his status as the child’s legal father.

. Service recipients receiving TANF or AFDC/FC are automatically eligible for child

support enforcement services. A separate child support application is not required.

. Child support services may be requested for children under 18 years of age.

. Child support services may be requested for a child over 18 years of age when,

a. there is a support order specifying that current support continues until a later age and
the child lives with the CP, or

b. asupport order existed before the child's 18th birthday, and arrears exist. The child
does not have to live with the CP to whom the money is owed.

. An applicant who is a minor is not eligible to receive support for him/herself when either

current support or accrued arrearage for the minor child is owed to the child’s parent as
payee in the case.

a. Court action is required to determine whether the parents are legally responsible for

the minor, and if so, the amount of their support obligation(s), and whether or not a
payee other than the child should be set up.
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b. If the court changes the order to make the applicant (former child or dependent) the
payee, then DCSE sets the case up with the applicant shown as both “client” and
“child.”

6. If DCSE is enforcing a case and learns that the payee no longer has physical custody of
the child and an application has not been received from anyone else, mail the Change of
Payee Temporary Request and the cover letter to the payee. Place a hold on the case until
the CP signs the Change of Payee Temporary Request or a court rules on who the payee
is.

7. If the Change of Payee Temporary Request is not returned within 10 days or a payee is
not named, petition the court to have a payee named or the current arrangements
affirmed.

8. If an out-of-state order does not specify that the order continues past age 18, DCSE
continues to enforce the order according to the age of emancipation in the other state.
Refer to the Interstate Roster and Referral Guide to determine the age of majority for
termination of support.

9. Upon receipt of an application, DCSE must pursue all legally responsible noncustodial
parents as well as PFs of each child for whom application was made. Applicants may not
elect for DCSE to pursue one legal parent, but not the other when both are noncustodial,
or choose not to pursue a parent or PF of any child in a IV-D case.

(3-1-1997)(9-1-1999)(07-01-2000)(01-01-2007)
D. Instate Public Assistance Cases (01-01-2007)

1. Acceptance of child support services is a condition of eligibility for TANF or
AFDC/FC. Local Department of Social Services (LDSSs) refer these cases to DCSE
unless the LDSS decides that good cause exists.

2. Eligibility for services continues for the service recipient without the need for an
application when the TANF, AFDC/FC, or Medicaid-only case, opened prior to
January 1, 2007, closes.

a. While an application is not required, financial information is needed to establish or
adjust a support order.

b. Eligibility continues until the CP states in writing or verbally that services are no
longer desired.

c. Former Medicaid-only recipients who opted for partial services do not have the
option to continue to receive partial services after the Medicaid-only case closes.
They must receive full services or request case closure.

3. Close the case when the LDSS determines that good cause exists for not cooperating
with DCSE in pursuing child support.
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(3-1-1997)(09-01-1999)(01-01-2007)
E. Out-of-State Public Assistance Cases (05-01-2000)

1. Persons receiving public assistance in another state may not directly apply for services
from DCSE.

2. The child support agency in the state where the public assistance recipient lives may refer
the case to DCSE for services, which is set up and handled in Virginia as a non-TANF
case with the other state’s I\VV-D agency as the applicant.

3. Refer to Chapter 11, Central Registry and Interstate Rules, for information about
interstate cases.

(9-1-1999)(05-01-2000)
F. Instate Nonpublic Assistance Cases (01-01-2007)

1. Recipients of TANF and AFDC/FC do not need to file an application for I\VV-D services.
All others living in Virginia may apply for services.

2. An application for services is required from applicants not receiving public assistance
except when the case is transferred from a Virginia court to DCSE on or after October 1,
1985.
(01-01-1996)(01-01-2007)
G. Out-of-State Nonpublic Assistance Cases (05-01-2000)
1. Interstate Cases

a. Applicants may apply for services through the child support agency in the state where
they live.

b. The IV-D agency in the state where the applicant lives may request the services of
DCSE for the applicant.

c. Refer to Chapter 11, Central Registry and Interstate Rules, for information about
interstate cases.

2. Nonresident Cases

a. Individuals or custodial agencies may apply directly to DCSE for services without
going through the IV-D agency in the state where they live.

b. As a general rule, DCSE must provide services to nonresident applicants on the same
basis as services are provided to resident applicants.
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c. If the nonresident applicant is not eligible for Virginia IV-D services, the Central
Registry or district office sends a NonResident Status letter to the nonresident
applicant, explaining that the application does not meet the requirements for I\V-D
services in Virginia. Refer to Chapter 11, Central Registry and Interstate Rules.
(3-1-1997)(05-01-2000)
H. International Child Support Enforcement (01-01-2007)
1. Aninternational case is a case where

a. one parent lives with the child in a foreign country and the other parent lives in
Virginia, or

b. one parent lives in Virginia with the child and the other parent lives in a foreign
country.

2. Anindividual who lives in a foreign country is eligible to receive IV-D services:

a. if the individual submits an Application for Child Support Enforcement Services
directly to Virginia, or

b. if the foreign reciprocating child support agency submits a UIFSA package to
Virginia.

3. The UIFSA package serves as an application when it comes from a foreign reciprocating
child support agency.

4. Treat a request for services from a foreign reciprocating child support agency the same as
a request received from a child support agency in another state.

5. Anindividual is not eligible for IV-D services if the UIFSA request is sent by anyone
other than that country’s child support agency. These cases are non-1V-D and are
forwarded to the court for action. Refer to Chapter 38, Non-1V-D Cases.

6. Refer to Chapter 11, Central Registry and Interstate Rules, for instructions on how to
process international cases.

(3-1-1997)(05-01-1998)(01-01-2007)
I.  Other Agencies May Apply for Child Support Services (07-01-2004)

Agencies who have obtained custody of a child may apply for child support services,
including the following agencies in Virginia:

1. the Department of Juvenile Justice,
2. local departments of social services, and
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3. private agencies with custody of a child.
(9-1-1999)(05-01-2000)(07-01-2004)
J.  1V-D Spousal Support (05-01-2003)

1. DCSE does not establish spousal support orders or initiate court action to establish
spousal support orders.

2. DCSE enforces 1V-D spousal support obligations when a current child support order or
child support arrearage that accrued pursuant to the order is being enforced.

3. DCSE does not collect or enforce spousal support only. 1V-D spousal support
enforcement services end when neither current child support nor arrearage is due in the
case. Generate a Change in Payee Notice to the NCP directing that future payments be
made to the payee directly, and release any enforcement action(s) for the collection of
spousal support.

4. If the case meets case closure criteria, refer to Chapter 37, Case Closure.
(3-1-1997)(09-01-1999)(5-1-2003)
K. Documents (09-01-1999)

1. Absent Parent Paternity Information form

2. Non-resident Status letter

3. Change of Payee Temporary Request letter

4. Change of Payee Temporary Request Cover Letter

1. Change in Payee Notice

(09-01-1999)
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A. General Rules About the Application Process (02-02-2009)

1.

10-1

An application package consists of the Application for Child Support Enforcement
Services and the “Child Support and You” handbook. Preparing the package is a manual
process. The documents are not available through document generation on the
Automated Program to Enforce Child Support (APECS).

The local department of social services (LDSS) gives public assistance applicants a copy
of the “Child Support and You” handbook when they apply for Temporary Assistance for
Needy Families (TANF), Aid to Families with Dependent Families/Foster Care
(AFDC/FC), or Medicaid.

Make application packages easily accessible to the public.

a. When a person comes into the office to request an application, give them the
application package that day.

b. When a person requests an application in writing or by telephone, mail the
application package within five business days of receiving the request.

c. Indicate the date the application was requested and the date the form was provided in
the right corner of the first page of the application.

The application is considered filed on the day the completed and signed application is
received in the district office.

Each district office shall maintain a database tracking all requests for applications
(whether in person, by telephone, in writing). Do not include referrals from LDSSs.
Include the following information:

a. name of applicant

b. date of request

c. method of request (in-person, by telephone, in writing)

d. date the application package given

If a request for services is received in court, the court provides an application if they have

applications available. If not, the court is to inform the customer to call the district office
to have an application package mailed to him/her. The district office mails the
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application and records it on the log.

(3-1-1997)(09-01-1999)(07-01-2001)(07-01-2004)(7-1-07)(2-2-09)

B. The Application Process (07-01-2007)

1.

4.

TANF and AFDC/FC recipients residing in Virginia are not required to complete an
application for child support services. LDSS refers them when the case is approved for
public assistance. The referral is made through the IV-A/IV-D interface between the
ADAPT (IV-A) and APECS (IV-D) automated systems.

Provide non-TANF , non-AFDC/FC and Medicaid parents residing in Virginia an
application package upon request.

a. The applicant completes the appropriate sections of the Application for Child Support
Enforcement Services, signs and returns it with the necessary documents (i.e., copies
of court orders, etc.) to the district office. If there are no attachments, accept the
application and begin working the case. Contact the court to obtain a copy of the
court order if one exists.

b. Applications received in the Central Office are forwarded to the appropriate district
office.

c. Minor parents may apply for services for their children.

1) The application may be completed by the CP, noncustodial parent (NCP), or
alleged father.

2) The signature of the minor's guardian or parent is not required on the application.

d. A minor may not apply for services to establish or collect his or her "own" child
support without a court order outlining the amount of arrears, if any, owed to the
minor (which may or may not have been previously ordered to be paid to one of the
minor’s parents or a caretaker, and specific payments of either current support or
arrears that are to be made to the minor.

In cases where there are two children with the same parents and one child is on TANF
and one child is off TANF, the child not on TANF is not eligible for services unless the
CP applies for services. Set up the case where the child is off TANF as non-TANF, and
disburse the money to the CP. The TANF CP reports this money to the LDSS.

Agencies in Virginia may apply for child support services for children in their custody.
They use the same process as non-TANF applicants residing in Virginia.

10-2
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5. Applicants for “locate only” services complete the Virginia Parent Locator Service

Application and mail it to the Virginia Parent Locate Unit in Central Office. Refer to
Chapter 9, Eligibility for Services and refer to Chapter 12, Case Initiation.

Persons having physical custody of a child and do not receive TANF or AFDC/FC may
apply for child support services. They do not need to be named in an existing support
order. If a person other than the obligee (former CP) named in a support order applies for
child support services, send the former CP and NCP

a. the Change in Physical Custody (DCSEP-800), and

b. a Financial Statement.

(3-1-1997)(9-1-1999)(05-01-2000)(07-01-2001)(7-1-07)

C. Accepting Out-of-State Applications (03-01-2001)

1.

Interstate Cases

a. Child support agencies in other states complete the UIFSA forms package and mail it
to the Central Registry.

b. The UIFSA forms package serves as the application for child support services when it
comes from a IV-D agency in another state. Refer to Chapter 11, Central Registry
and Interstate Rules, for more information.

2. Nonresident Cases

10-3

a. Applicants not living in Virginia who do not receive child support services or public
assistance in another state may apply directly to Virginia for services without going
through the child support agency in the state where they live.

b. Mail these applicants
1) the application package, and
2) the NonResident Application Cover Letter.

c. The nonresident applicant completes the appropriate sections of the Application for

Child Support Enforcement Services and forwards it to the Central Registry or district
office.
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d. When the nonresident application is received in the district office or Central Registry,
1) call the child support enforcement agency or local social services agency in the
nonresident’s state to verify that the applicant is not receiving child support
enforcement services, TANF or AFDC/FC in that state. Refer to the Interstate
Roster and Referral Guide to obtain the Central Registry’s telephone number in
the other state,

2) set the case up on APECS if the nonresident applicant is not receiving child
support enforcement services, TANF or AFDC/FC in another state,

3) mail the Nonresident Status Letter to the nonresident applicant,

4) forward the application to the district office where the noncustodial parent lives or
has assets in Virginia, and

5) assign or transfer the case to the Central Registry if the noncustodial parent does
not live in Virginia or have assets here.

e. Follow procedures in Chapter 36, Case Transfer, to transfer a case

1) to Central Registry if the noncustodial parent does not live in Virginia or have
assets here, or

2) to another district office if the case should be assigned to a different office.
(3-1-1997)(03-01-2001)
D. Accepting NCP Applications (07-01-2001)
1. The Division of Child Support Enforcement (DCSE) accepts applications for services
from NCPs using the same application handling procedures as with any other application

for the same services. Refer to Chapter 9, Eligibility for Services.

2. Send the CP the Contact Letter to Non-Applicant CP (DCSEP-774) advising of the case
number and requesting any information needed to process the case.

3. If an application has already been received and the other party wishes to apply for
services,
a. accept the application;

10-4
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b. explain to the other party that a IV-D case has already been established and services
are being provided, and

c. note in the file that a second application was received.
4. If there is a second application in the file and one applicant requests case closure, inform
the requestor that the case must remain open unless there is another allowable reason for

closing the case, due to the fact that the other parent is also a service recipient.

5. An NCP's application for services does not override a finding of good cause in a TANF-
related case. In good cause cases, the NCP does not receive services.

a. Take the application and contact the LDSS.

b. If the LDSS says that good cause still exists, explain to the NCP that services cannot
be provided at this time.

6. Ina NADC case, if you suspect that there is potential for family violence, including if the
CP brings it to your attention, set the family violence indicator (FV1) in APECS, refer to
Chapter 12, Case Initiation. Alert the district manager to the situation, due to the fact that
DCSE will be withholding all locate information related to the CP from the applicant.

(3-1-1997)(9-1-1999)(03-01-2000)(07-01-2001)
E. Alleged Parent Applicant and Paternity (07-01-2001)
1. The time periods and procedures are the same for establishing paternity in cases where
the applicant alleges that he is the father of a child as for establishing paternity when the
CP is the applicant. An alleged parent applicant in these circumstances is responsible for
the cost of genetic testing and any legal fees involved in determining his paternity of the
child for whom he has applied for 1\V-D services. Refer to Chapter 15, Paternity for
information on establishing paternity.
2. Do not establish paternity in cases
a. involving incest or forcible rape, or

b. in which legal proceedings for adoption are pending, or

c. when DCSE feels that it would not be in the best interest of the child.

10-5
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3.

If you suspect that there is potential for family violence in the case, including if the CP
brings it to your attention, set the family violence indicator (FV1) in APECS, refer to
Chapter 12, Case Initiation. Alert the district manager to the situation, due to the fact that
DCSE will be withholding all locate information related to the CP from the applicant.

Schedule and conduct an interview with the applicant and the CP.

Explain to the applicant that DCSE attempts to establish paternity and a child support
order.

Tell the applicant that
a. he may be required to submit to a genetic test to provide evidence of paternity, and

b. support payments are based on the needs of the child, the ability of parents to pay
support, and the child support guideline of the state where the child resides.

Explain to the applicant that if he closes his case after paternity is established, the CP
may apply for services. If the CP applies, DCSE continues all efforts to establish a child
support order.

Explain to both the applicant and the CP what the various options are in getting paternity
established, both administratively and judicially.

a. When the CP agrees that the applicant is the biological father of the child for whom
application has been made, follow steps outlined in Chapter 15, Paternity, for
securing affidavits of acknowledgment from both parents, including notifying them of
their rescission rights.

b. When the CP does not agree that the applicant is the father of the child for whom
application was made

1) inform the CP that she can request genetic tests to determine if the applicant is the
biological father of the child, and

2) explain to the non-TANF CP that failure to voluntarily submit to genetic testing
will result in DCSE petitioning the court for a determination of paternity.

3) refer TANF, AFDC/FC and Medicaid-only cases for court action if the CP is
uncooperative with efforts to establish paternity, and cooperation is required.
Notify the LDSS of the CP’s noncooperation in the matter.
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9.

If the worker determines in cross referencing cases that the CP already has a case with
another putative father (PF) for the child for whom the applicant has applied, the worker

a. takes the application from the applicant,
b. ensures that a case is set up for the applicant and any other PFs of the child, and

C. pursues paternity establishment for the applicant and all PFs of the child
simultaneously.

(9-1-1999)(01-01-2001)(07-01-2001)

F. Application Fees (01-01-1996)

The application fee for child support services is $1.00 for non-TANF customers. DCSE pays
this fee for applicants for child support enforcement services.

(01-01-1996)

G. Reapplying for Child Support Services (10-01-2008)

1.

10-7

Applications for services are not required when a TANF or AFDC/FC case closes.
Continue to enforce the case unless the former public assistance recipient notifies DCSE
that services are not wanted.

APECS generates a worklist when a TANF case closes. It also automatically changes the
case type from TANF to MAOF and sets up the appropriate subaccounts.

When AFDC/FC cases close, APECS notifies the specialist of closure, but does not
automatically change the case type. The worker contacts the LDSS to determine who has
custody of the child.

A new Application for Child Support Enforcement Services is required when a former
non-TANF service recipient wants to reopen his/her non-TANF case. Ensure that there is
a complete and legible Affidavit of Payments covering any period that the case was
obligated and not open for IV-D services. Refer to Chapter 12, Case Initiation, Section

E, Steps in Manually Establishing a Case.

A $25 fee will be charged for services when an applicant reapplies for child support
services within six months of the applicant requesting case closure with a closure reason
of CDIS. This is effective for cases closed Oct. 1, 2007 and forward. If an applicant
requests case closure and the case type will change to MAOP or ARRP, no fee will be
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due if the applicant requests the current support of the case to be reopened within six
months of requesting closure.

6. If another party requests the same case to be reopened within six months of the applicant
requesting closure, no reapplication fee is due because this would be a new application.

7. No reapplication fee will be charged on Department of Juvenile Justice (DJJ)
and State and Local Foster Care (SLFC) cases. All state agencies are exempt from
the reapplication fee.

8. When a Medicaid-only case closes full services are available and will be provided unless
the service recipient notifies DCSE that he/she does not want full child support
enforcement services. An application is not required.

9. Refer to Chapter 12, Case Initiation, for procedures to establish a case.

(9-1-99)(1-1-01)(7-1-04)(1-1-08)(10-01-08)
H. Documents and Brochures (07-01-2004)

1. Documents
a. Application for Child Support Enforcement Services
b. NonResident Application Cover Letter
c. NonResident Status
d. Application for Child Support Enforcement Services Log
e. Contact Letter to Non-Applicant CP (DCSEP-774)

2. Brochures

“Child Support and You” Handbook

(3-1-1997)(09-01-1999)(07-01-2004)
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A. Overview (10-21-1994)

1. The Uniform Interstate Family Support Act (UIFSA) was drafted by the National
Conference of Commissioners on Uniform State Laws (NCCUSL) to replace the original
and Revised Uniform Reciprocal Enforcement of Support Act (RURESA).

2. UIFSA contains a number of provisions that implement key recommendations of
NCCUSL. For example, UIFSA contains:

a.

an expanded long-arm statute,

b. provisions that implement direct income withholding,

C.

special evidentiary rules in interstate cases by providing for;
1) the admissibility of verified petitions and affidavits;
2) certified copies of records of child support payments;

3) copies of bills for paternity testing, prenatal, and postnatal health care of the
mother and child;

4) the use of faxed documents and telephonic hearings;

5) communication between tribunals in different states to obtain information about
laws of other states or orders of other tribunals; and

6) the assistance in discovery.

One of the major revisions to URESA is the adoption of the one order, one time
principle. Orders entered under URESA have been defined as in addition to, and not
replacements of, prior support orders. This means that several conflicting child
support orders governing the same noncustodial parent (NCP), custodial parent (CP)
and child can exist at the same time.

Under UIFSA, an NCP or CP may file an initial child support action in any state with
jurisdiction over the opposing party. If one states are both validly asserting
jurisdiction, UIFSA establishes rules for determining which assertion has priority to
establish a support order.

3. Reciprocity of laws between states is no longer required because currently all states have
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Update 2009



DIVISION OF CHILD SUPPORT ENFORCEMENT
CHAPTER 11 CENTRAL REGISTRY AND INTERSTATE RULES (09-01-2009)

similar laws, and UIFSA states should enforce a support obligation regardless of another
state's laws. URESA, RURESA and all substantially similar state laws are considered
equivalent to UIFSA for purposes of interstate actions. This means that any of these acts
can be used if different states have different versions in effect, which should help ease the
transition to UIFSA.

(10-21-1994)

B. General Provisions of UIFSA (10-21-1994)

1. The district office takes all appropriate actions on interstate cases within the same time
periods that apply to instate cases.

2. DCSE is required to provide the full range of support enforcement services to a case
referred by another state. This interaction ensures that support enforcement services are
provided for all cases, regardless of where the NCP lives. These services include, but are
not limited to the following:

a.

11-2

the establishment of child support in accordance with Virginia's child support
guideline;

enforcement of a support order and income withholding order of another state without
registration;

registration of another state's child support order for enforcement;
modification of a Virginia child support order or;

registration of another state's child support order for modification;
establishment of paternity;

assert jurisdiction over the NCP;

establishment and enforcement of health care coverage, and
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i. collecting, monitoring, and forwarding payments to the initiating state within 10
business days after receipt of the payment, except certain federal tax refund
intercepts. Include the following on each payment:

1) sufficient information to identify the case
2) when the payment was received

3) the responding state's FIPS code

3. When acting as the initiating state, process interstate cases according to the following
program standards:

a. Access all appropriate sources, including Federal Parent Locator Services (FPLS),
and ensure that location information is sufficient to take the next appropriate action
within no more than 75 calendar days of determining that location is necessary.

b. Follow this priority of action when determining what remedy to use
in a case:

1) Use administrative processes whenever possible.

a) administrative Long Arm

b) income withholding directly to the NCP's employer.
2) Initiate an interstate request to the other state's 1\V-D agency, or
3) File a UIFSA petition.

c. Refer a case to the other state's central registry within 20 calendar days of
determining that the NCP or putative father is in that state's jurisdiction.

d. Provide the responding state with sufficient and accurate information to act on the
case.

e. Provide the responding state with requested additional information or notify the
responding state that information will be provided within 30 calendar days of receipt
of the request for information.

f. Notify the responding state within 10 business days of receipt of new information.
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Forward three copies of the petition and its accompanying documents to the
responding state's central registry.

When requesting 1V-D services from another state, district offices send the request to
the central registry in that state.

4. When acting as the responding state, process requests initiated by another state according
to the following program standards.

11-4

a.

Within 75 calendar days of receipt of a request
1) provide location services;

2) notify the initiating state of additional documents or information needed or
corrections to the request; and

3) process the interstate case to the extent possible pending receipt of additional
information requested from the initiating state.

Cases received by a district office directly should be forwarded to the central registry
within one business day.

When a UIFSA petition is received in the district office in error, forward it to the
appropriate DCSE office or central registry in the other state. Notify the initiating
state where and when the UIFSA petition was sent.

When receiving a petition from another state, one or more of the following may be
done:

1) issue or enforce a support order;
2) modify a child support order;
3) establish paternity;

4) order an NCP to comply with a support order, specifying the amount and manner
of compliance;

5) order income withholding;
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6) determine the amount of any arrearage, and specify a method of payment;
7) enforce orders by civil or criminal contempt, or both;
8) seize and sale property;
9) place liens on the NCP's property;
10) order an NCP to keep DCSE informed of his/her current residential address,
telephone number, employer, address of employment, and telephone number at the
place of employment;
11) issue a capias (issued by the court) for an NCP who failed after proper notice to
appear at a hearing ordered by the tribunal and enter the capias in any local and state
computer systems for criminal warrants;
12) award reasonable attorney's fees and other fees and costs;
13) suspend professional licenses, and
14) any other available remedy.
e. Visitation cannot be made a part of a support petition.
5. Send the Interstate Status Report to the CP, NCP, and initiating state to inform them
about actions taken on the case. If a support order is issued, attach copies of the order
and send it by first class mail.

6. Notify the initiating state of the receipt of new information within 10 business days.

7. Notify the central registry when the case closes. Refer to Chapter 37, Case Closure, for
closure of interstate cases.

8. Use administrative remedies when responding to a request from an initiating state.

9. A NCP cannot raise paternity as an issue when paternity has already been determined in
another state.

10. File the petition with the court only when administrative action cannot be taken or in
conjunction with an administrative action.
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(10-21-1994)(1/1/97)

C. Central Registry Responsibilities (09-01-2002)

1. The interstate central registry is responsible for receiving, distributing, and

acknowledging receipt of all incoming interst