 CHAPTER II: 
APPLICATION PROCESS/PROVISION FOR PROMPT SERVICE 




(45 CFR 309.65(a)(2))


           Note:  
These procedures apply to self-referrals as well as referrals from Tribal Court and other tribal/state agencies.  Copies of all forms referred to in this chapter can be found in the appendix section at the end of the chapter.

A. PROVIDING AND ACCEPTING APPLICATIONS

Policy

The Fort Belknap Child Support Program (FBCSP) will provide an Application to anyone who requests Child Support IV-D services either in person, by telephone or by written request.  
The Fort Belknap Child Support Program will not charge an Application fee for providing child support services to any individual filing an Application for Child Support Services or to any State or Tribal IV-D agency that has referred or transferred a child support case to the Fort Belknap Child Support Program.  


1.  Application Packet Availability and Fees for Program Services
FBCSP will accept referrals from services from another Tribal or State IV program.
Application packets for child support services from the Fort Belknap Child Support Program are available to the public at the FBCSP Office, 155 Blackfeet Street , Harlem, MT 59526, during normal tribal business hours.  Application packets may also be available in other tribal offices in the outlying communities of Hays and Lodge Pole.
Application packets can also be obtained by calling the FBCSP Office at (406) 353-4230 and request an application packet.

Any person can apply for services from the Fort Belknap Child Support Program.  

2.  Application Request Procedure 

An Application for Fort Belknap Child Support Services will be provided whenever an individual makes a request for services.  In person requests will be provided same day assistance.  Telephone or written requests will be processed within two (2) business days.

The Application Packet should contain the following:

· Application for Child Support Services with Verification Checklist

· Application Instructions

· Informational pamphlet
· Client Rights & Responsibilities 
· Client request for Release/Exchange of Confidential Information
· Financial Affidavit

· Court Order

When an individual contacts the Fort Belknap Child Support Program Office for services, staff will describe the child support services available and/or application process including the jurisdiction of the FBIC Court and, if necessary, assist the individual in completing the written application.


1.  The FBCSP Office will assist the applicant with:

1. Establishment of paternity when paternity has not been acknowledged or
established.



2.    Establishment of a child support order.



3.    Enforcement of a child support order.



4.    Modification of a child support order. 



5.    Location of person/assets of an individual responsible for the payment of child

       support.

    
2.  The FBCSP Office will NOT provide the applicant with:



1.   Legal assistance for any type of legal action.



2.    Legal advice and/or consultation with FBCSP staff attorney.  If appropriate, the 

       applicant will be referred to the Tribal Civil Attorney for legal advice and/or

       consultation.



3.   Assistance with property settlements.



4.   Assistance with visitation and custody issues.



5.   Assistance for collection of medical bills unless ordered to do so by the FBIC Court.
6.   Assistance for collection of day care expenses unless ordered to do so by the FBIC

Court.
                             7.   Individual representation of a legal action in any court system.
NOTE:


If an initial determination is made that the case does not fall within the FBIC Court jurisdiction, FBCSP staff will assist in determining which state or tribe may be the most appropriate jurisdiction.  Referrals to a more appropriate jurisdiction will be made in accordance with the Referral process of Chapter 13 Intergovernmental Case Processing.
B.  RECEIPT OF AN APPLICATION
 Procedures

1. When an Application for Child Support Services is returned to the FBCSP Office, staff will record the Date Received in the designated spot on the application form.

         2.   Staff will review the returned application to determine if:
· Application form is signed and notarized.

· Returned application has all the necessary information.

· Required documentation and verification is attached or was enclosed with the application.

NOTE:  
     If family violence is determined to be an issue, the case will be staffed with the

     Case Specialist, the Program Director and/or Program Attorney to ensure that all

     necessary measures are to be taken to ensure the safety of the parties.  All family

violence cases will be placed in Red file folders.
         3.   Required documentation includes:

· Certificate of degree of Indian Blood (CDIB) for household members.
· Copy of certified birth certificate for each child.

· Copy of Social Security card for each child and custodial parent (CP)
· Copy of any divorce decree or court orders that address child support.

· Copy of any Paternity Affidavit.
         4.   Incomplete Information

a. The FBCSP Case Specialist will review the case file to determine if any required

information or documentation is missing.  If file is incomplete, place in a “Pending File”.
b. If the Application is unsigned, or any of the required information and/or verification is 
   missing, staff will send applicant a Request for Additional Information form within three (3) business days requesting that the information be returned within seven (7) days from 
the  date of the letter.    

c.      Create an electronic reminder to check in seven (7) calendar days to verify if requested 

         information has been received.

c. If the application was incomplete and the signed Application and/or requested

information is not returned within seven (7) calendar days, staff will send the applicant a Notice to end Services due to an incomplete application and/or lack of necessary information. 
C.  ACCEPTANCE OF CASE AND SETTING UP CASE FILE

      Procedures

     Within five (5) days of verifying that the application for services is complete, FBCSP staff will:

1. Review the application to determine residence of the parties, each party’s tribal affiliation, and presence of any existing child support orders.

2.  
If neither of the parties nor the child(ren) reside within the FBIC Court’s jurisdiction,  contact both parties to determine if they will consent to jurisdiction of the  Fort Belknap Tribal Court.

If the parties do not consent to FBIC Court jurisdiction, determine which state or Tribal IV-D Office has jurisdiction and transfer the case to the appropriate jurisdiction.

3.   If the FBIC Court has jurisdiction, send both the Custodial Parent (CP) and the   Non-Custodial Parent (NCP) a Welcome Letter informing them that a Child Support case has 

        been opened by the FBCSP Office.

       Welcome Letter will include the Tribal Case Number, FBCSP Office Location and hours of operation, the Child Support Case Specialist’s Name and contact information.

 4.  
Create a case file.  A FBCSP Case Number will be assigned to the case.  A label with the FBCSP Case Number, NCP Name and CP Name should be affixed to the Case File.  Case file numbers will be in this format: NCP last name, first two digit year, 0001, CP Name. Example: MURDOCK, Rolland 12001, HORN, Willowa
D.  
CASES REFERRED FROM TRIBAL SOCIAL SERVICES – ICWA UNIT OR PROSECUTOR’S OFFICE

      
POLICY 

The Fort Belknap Child Support Program is able to and will accept any Youth in Need of Care case referral from the Fort Belknap Tribal Social Services ICWA Unit or from the Tribal Prosecutor’s Office.  

However, it is the policy of the Fort Belknap Tribal Social Services ICWA Team and the Tribal Prosecutor’s policy to NOT seek establishment of a child support obligation for Youth in Need of Care cases while the goal remains family reunification.

The Fort Belknap Child Support Program will not provide child support services in these cases unless otherwise directed to by the FBIC Court.  In the event of a legal guardianship and the dismissal of the Youth In Need of Care action, the FBIC Court may direct the Fort Belknap Child Support Program Office to provide the legal guardian, upon application, with child support program services.

E.   “SHARED” CASES WITH THE STATES 
A “Shared” or “common” case is a child support enforcement case where either of the two following criteria is met:

1.  The CP in the case is an active TANF participant with the State of Montana TANF program, 

Or

2.  There are existing State TANF arrears for which the TANF program has yet to be reimbursed.

In some instances, a “shared” case may be referred to the Fort Belknap Child Support Program Office for assistance with “working” the case or the State IV-D Program may choose to designate the FBCSP Child Specialist as the Primary Child Specialist for the case.

FBCSP Staff will work with the State Tribal Liaison office or unit informing them that an application for child support services has been received by the Fort Belknap Child Support Program Office. 

F.  CASES TRANSFERRED FROM ANOTHER STATE OR TRIBAL IV-D  AGENCY
Upon receipt of a case transfer from another Tribal Child Support Enforcement Agency or a State IV-D Agency, the FBCSP Office must take action to process the case referral within five (5) business days.  The case will be entered into a foreign referral log, which is maintained by fiscal year.
The transferred case is entitled to all available FBCSP Office services and becomes a “full fledged” FBCSP case upon completion of transfer.

G.  DETERMINATION OF CASE TYPE and SUBSEQUENT CASE PROCESSING - PROCEDURES
      PROCEDURES
1. If there is either a verified address or a verified employer for the NCP, look to see if there is a court order for child support.  If there is no child support order and the CP is requesting establishment of paternity for the child(ren) listed on the application, the case is a Paternity Case.  
2. If there is either a verified address or a verified employer for the NCP, there is no child support court order and the CP has established paternity, then the case is a Support Establishment Case.  
3. If there is either a verified address or a verified employer for the NCP and an existing child support court order, then the case is a Support Enforcement Case.  
4. For any case where there is an existing FBIC Court Order, review the court order and/or case file to determine if the case has any unusual processing issues if there is need for modification, then the case is a CS Modification Case.
5. If there is no address or employer is given for the NCP on the application form, the case is a Locate Case.  Using the procedure for Locate in Chapter VIII.
6. If there is no address but an unverified employer for the NCP, the case is a Locate Case.
7. If there is an unverified address for the NCP and no verified employer for the NCP, the case is a Locate Case.    
45 CFR 309.65(a)(2) Evidence that the Tribe or Tribal organization has in place procedures for accepting all applications for IV-D services and promptly providing IV-D services required by law and regulation.








�Delete


�Added


�Added





2-1 | Fort Belknap Tribe Child Support Policy and Procedures

          Chapter II Fort Belknap Application Process and Provision for Prompt Service

2-1

	2- 4
	Fort Belknap Child Support Policy and Procedures

 Chapter II Fort Belknap Application Process and Provision for Prompt Service



