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I. STATEMENT OF POLICY 
 
FOR HOUSEHOLD COMPOSITION CHANGES REPORTED OUTSIDE THE SIMPLIFIED 
REPORTING PROCESS, MAKE THE CHANGE IN ACCORDANCE WITH THE TIMEFRAMES 
EXPLAINED IN C-841-FITAP-PR. 
 
C-841-FITAP – PO ADDITION OF A HOUSEHOLD MEMBER 
 
IF THE HOUSEHOLD REPORTS AN ADDITIONAL HOUSEHOLD MEMBER, DETERMINE IF THE 
HOUSEHOLD MEMBER IS REQUIRED TO BE INCLUDED. 
 
C-842-FITAP - PO REMOVAL OF A HOUSEHOLD MEMBER 
 
WHEN A MEMBER OF THE HOUSEHOLD IS NO LONGER ELIGIBLE TO BE INCLUDED, THE 
PERSON SHOULD BE REMOVED EFFECTIVE THE FIRST POSSIBLE MONTH AFTER THE 
EXPIRATION OF ADVANCE NOTICE OF ADVERSE ACTION, IF APPROPRIATE.  A CHANGE IN 
HOUSEHOLD COMPOSITION REPORTED BY A RESPONSIBLE HOUSEHOLD MEMBER IS 
CONSIDERED VERIFIED UPON RECEIPT, THEREFORE MUST BE ACTED UPON. 
 
C-843-FITAP - PO PAYEE LEAVES THE HOME 
 
* If the qualified relative payee leaves the home for any reason other than an allowable temporary 
absence, send appropriate notice and close the case. ** Another qualified relative may apply for 
benefits for the children. 
 
For situations in which the payee can be changed to a third party, see E-320-FITAP. 
 
II. PROCEDURES 
 
C-841-FITAP - PR ADDITION OF A HOUSEHOLD MEMBER 
 
At each addition of a household member: 
 
● Determine if the household member is required to be included. 
 
● Check the *** Clearance Summary for the new household member. Refer to C-220-FITAP.  
 
● DOCUMENT ALL ACTIVITIES * AS A CASE NOTES IN LITE. 
  
IF THE NEW MEMBER WAS NOT REPORTED ON THE CAFÉ SELF SERVICE PORTAL, 
DOCUMENT THE NEW MEMBER’S ELIGIBILITY AS A CASE NOTE ** OR COMPLETE THE 
ADDITION OF THE HOUSEHOLD MEMBER FORM OFS 12. THE REQUIRED INFORMATION MAY 
BE OBTAINED OVER THE TELEPHONE OR DURING A FACE-TO-FACE INTERVIEW. 
 

https://powerdms.com/docs/397579
https://powerdms.com/docs/398322
https://powerdms.com/docs/448278
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Process the addition of a new household member as a reported change for the earliest possible 
month. 
 
IF THE ADDITION OF THE HOUSEHOLD MEMBER CAUSES AN INCREASE IN BENEFITS, MAKE 
THE CHANGE EFFECTIVE THE MONTH AFTER THE CHANGE IS REPORTED IF: 
 
● THE NEW MEMBER IS NOT INCLUDED IN ANOTHER CERTIFIED CASE, AND 
 
● REQUIRED VERIFICATION IS RECEIVED BY THE DUE DATE GIVEN ON THE REQUEST 

FOR VERIFICATION.  ALLOW THE HOUSEHOLD 10 DAYS TO PROVIDE THE REQUIRED 
VERIFICATION.  IF THE 10TH DAY FALLS ON A WEEKEND OR HOLIDAY, THE DUE DATE 
BECOMES THE FOLLOWING WORKDAY. 

 
IF THE NEW MEMBER IS INCLUDED IN ANOTHER CERTIFIED CASE, ADD THE NEW MEMBER 
THE FIRST MONTH THE NEW HOUSEHOLD MEMBER IS REMOVED FROM THE OLD CASE.   
 
If the addition of a new member causes a decrease in benefits, make the change as soon as possible 
following adverse action procedures. 
 
Close the case if the client refuses * or fails to provide necessary information to determine the 
eligibility of a person required to be in the assistance unit or income unit. 
 
TO ADD A NEW HOUSEHOLD MEMBER THAT WAS NOT REPORTED USING THE SELF-
SERVICE PORTAL (SSP), FOLLOW THESE STEPS: 
 

 STEP 1 – CLICK ON DATA COLLECTION TAB LOCATED AT THE TOP NAVIGATION BAR IN 
THE WORKER PORTAL 

 STEP 2 – ENTER THE CASE ID (CID) FOR THE HOUSEHOLD, 

 STEP 3 – SELECT CHANGE FROM THE DROPDOWN FOR “WHAT ACTION DO YOU WANT 
TO PERFORM?” AND CLICK THE ‘NEXT’ BUTTON, 

 STEP 4 – CLICK THE BLUE ARROWS IN THE LEFT NAVIGATION AND CLICK ON PERSONS 
SECTION, 

 STEP 5 – CLICK ON THE ‘ADD INDIVIDUAL’ BUTTON, 

 STEP 6 – ENTER THE NEW MEMBER’S INFORMATION ON THE PERSON DETAILS SCREEN 
AND CLICK THE ‘NEXT’ BUTTON, 

 STEP 7 – ENTER THE NEW MEMBER’S INFORMATION ON THE PERSON HOUSEHOLD 
STATUS SCREEN AND CLICK THE ‘NEXT’ BUTTON, 

 STEP 8 – SELECT THE APPROPRIATE RESPONSE ON THE PERSON CLEARANCE 
SCREEN, 
o IF THE PERSON IS KNOWN TO THE SYSTEM, CLICK THE RADIO BUTTON NEXT TO 

THE PERSON NAMES AND SELECT ‘NO’ TO THE QUESTION, “DO YOU WISH TO 
ESTABLISH AS A NEW INDIVIDUAL?”. 
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o IF THE PERSON IS NOT KNOWN TO THE SYSTEM, SELECT ‘YES’ TO THE QUESTION, 
“DO YOU WISH TO ESTABLISH AS A NEW INDIVIDUAL?” AND CLICK THE ‘NEXT’ 
BUTTON. 

 STEP 9 – CLICK THE ‘NEXT’ BUTTON FROM THE PERSONS IN HOME SCREEN, 

 STEP 10 – CLICK ON THE PENCIL ICON NEXT TO THE PROGRAM, ON THE PROGRAM 
REQUEST SCREEN, 

 STEP 11 – CLICK THE ‘NEXT’ BUTTON AND CLICK IN THE TABLE FOR ‘REQUESTING 
ASSISTANCE’ IN THE ROW OF THE NEW MEMBER AND CHANGE ‘NO’ TO ‘YES’ AND CLICK 
THE ‘NEXT’ BUTTON, 

 STEP 12 – CLICK ON THE PENCIL ICON IN THE RELATIONSHIP TABLE THAT IS 
HIGHLIGHTED WITH THE NEW MEMBER, 

 STEP 13 – ENTER RELATIONSHIP VERIFICATION AND THE RELATIONSHIP INFORMATION 
(including the Family Tree information) FOR ALL MEMBERS IN THE HOUSEHOLD AND CLICK 
THE ‘SAVE’ BUTTON, 

 STEP 14 – CLICK THE ‘NEXT’ BUTTON TO NAVIGATE TO THE RELATIONSHIP SUMMARY 
AND CLICK THE ‘NEXT’ BUTTON, 

 STEP 15 – NAVIGATE THROUGH DATA COLLECTIONS COMPLETING ALL INFORMATION 
ON THE NEW MEMBER, 

 STEP 16 – CLICK ON THE ‘RUN EDBC’ BUTTON, 

 STEP 17 – CLICK ON THE HYPERLINK MONTHS TO VERIFY ACCURACY, AND 

 STEP 18 – CLICK THE ‘NEXT’ BUTTON TO AUTHORIZE. 
 
IF THE HOUSEHOLD REPORTS A NEW HOUSEHOLD MEMBER BY SUBMITTING A CHANGE 
REPORT IN THE SELF-SERVICE PORTAL, THE WORKER MUST DETERMINE IF THE MEMBER 
IS REQUIRED TO BE INCLUDED.   
 
TO ADD A NEW HOUSEHOLD MEMBER THAT WAS REPORTED USING THE SELF-SERVICE 
PORTAL (SSP), FOLLOW THESE STEPS: 
 

 STEP 1 – CLICK ON ‘START WORK ITEM’ AND CLICK THE ‘NEXT’ BUTTON ON THE INITIATE 
DATA COLLECTION SCREEN, 

 STEP 2 – REVIEW THE CHANGE REPORT CHECKLIST SHOWING THE ADDITION OF THE 
NEW MEMBER AND CLICK THE ‘NEXT’ BUTTON, 

 STEP 3 – CLICK ON THE ‘ADD INDIVIDUAL’ BUTTON ON THE PERSON – DETAILS SCREEN 
AFTER THE DISPLAY MESSAGE “THERE ARE 1 OR MORE RECORDS FROM SELF SERVICE 
APPLICATION, PLEASE CLICK ADD TO CONTINUE”, 

 STEP 4 – FOLLOW STEPS 5 THROUGH 14 ABOVE, 

 STEP 5 – RUN PRESUMPTIVE HOUSEHOLD, AND 

 STEP 6 – FOLLOW STEPS 15-18. 
 
CLEAR THE NEW HOUSEHOLD MEMBER IN THE CLEARANCE SUMMARY BY CLICKING ON 
THE CLEARANCE SUMMARY ICON LOCATED ON THE RIGHT-HAND NAVIGATION. 
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IF THE BENEFITS WILL INCREASE, LITE WILL INCREASE THE BENEFITS EFFECTIVE THE 
FOLLOWING MONTH AFTER ELIGIBILITY IS RUN. 
 
IF THE BENEFITS WILL DECREASE, LITE WILL DECREASE THE BENEFITS FOLLOWING THE 
ADVANCE ADVERSE ACTION PROCEDURES. 
 
LITE WILL NOT INCLUDE THE NEW HOUSEHOLD MEMBER IF THEY ARE RECEIVING 
BENEFITS IN ANOTHER CASE.  THE MEMBER WILL SHOW AS EXCLUDED AND THE REASON 
WHY THE MEMBER IS NOT ELIGIBLE FOR BENEFITS.  ONCE THE MEMBER IS REMOVED 
FROM THE OTHER CASE, LITE WILL INCLUDE THE MEMBER EFFECTIVE THE EARLIEST 
POSSIBLE MONTH THAT THEY ARE NOT RECEIVING BENEFITS.  ONCE THE MEMBER HAS 
BEEN REMOVED FROM THE OTHER CASE, ELIGIBILITY MUST BE RUN AGAIN.  LITE WILL 
REQUEST BENEFITS FOR THE FIELDS CODED PENDING VERIFICATION.  ONCE THE 
VERIFICATION HAS BEEN PROVIDED, CLICK ON THE START WORK ITEM OF THE CHANGE 
REPORT AND UPDATE THE FIELDS WITH THE PROVIDED VERIFICATION. 
 
C-842-FITAP - PR REMOVAL OF A HOUSEHOLD MEMBER 
 
WHEN A MEMBER OF THE HOUSEHOLD IS NO LONGER ELIGIBLE TO BE INCLUDED, THE 
PERSON SHOULD BE REMOVED EFFECTIVE THE FIRST POSSIBLE MONTH AFTER THE 
EXPIRATION OF ADVANCE NOTICE OF ADVERSE ACTION, IF APPROPRIATE. 
 
IF THE SELF-SERVICE PORTAL (SSP) WAS NOT USED TO REPORT A CHANGE THAT 
RESULTS IN THE REMOVAL OF A HOUSEHOLD MEMBER FROM THE CASE, FOLLOW THESE 
STEPS: 
 

 STEP 1 – CLICK ON THE DATA COLLECTION TAB LOCATED AT THE TOP NAVIGATION BAR 
IN THE WORKER PORTAL, 

 STEP 2 – ENTER THE CASE ID (CID) FOR THE HOUSEHOLD, 

 STEP 3 – SELECT CHANGE FROM THE DROPDOWN FOR “WHAT ACTION DO YOU WANT 
TO PERFORM?” AND CLICK THE ‘NEXT’ BUTTON, 

 STEP 4 – CLICK THE BLUE ARROWS IN THE LEFT NAVIGATION AND CLICK ON PERSONS 
SECTION, 

 STEP 5 – CLICK ON THE PENCIL ICON ON THE PERSONS IN HOME SCREEN OF THE 
PERSON THAT NEEDS TO BE REMOVED, 

 STEP 6 – CLICK ‘NEXT’ TO PERSON HOUSEHOLD STATUS AND SELECT OUT OF THE 
HOUSEHOLD FOR HOUSEHOLD STATUS AND SELECT THE ABSENCE REASON AND 
SELECT THE ABSENCE VERIFICATION (IF APPLICABLE ENTER ANY OTHER INFORMATION 
ABOUT THE MEMBER’S ABSENCE) AND CLICK THE ‘NEXT’ BUTTON, 

 STEP 7 – CLICK ON THE BLUE ARROWS AND SELECT PRESUMPTIVE HOUSEHOLD 

 STEP 8 – RUN PRESUMPTIVE HOUSEHOLD REMOVING THE MEMBER FOR THE 
HOUSEHOLD, 

 STEP 9 – CLICK ‘OTHERS’ IN THE DATA COLLECTION MODULE, 
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 STEP 10 – NAVIGATE TO THE RUN ELIGIBILITY IN THE LEFT NAVIGATION AND CLICK ON 
THE ‘RUN EDBC’ BUTTON, 

 STEP 11 – CHECK FOR ACCURACY BY CLICKING ON THE HYPERLINK MONTH, AND  

 STEP 12 – CLICK THE ‘NEXT’ BUTTON TO AUTHORIZE. 
 
IF THE SELF-SERVICE PORTAL (SSP) WAS USED TO REPORT A CHANGE THAT RESULTS IN 
THE REMOVAL OF A HOUSEHOLD MEMBER FROM THE CASE, FOLLOW THESE STEPS: 

 

 STEP 1 – CLICK ON ‘START WORK ITEM’ AND CLICK THE ‘NEXT’ BUTTON ON THE INITIATE 
DATA COLLECTION SCREEN, 

 STEP 2 – REVIEW THE CHANGE REPORT CHECKLIST SHOWING THE ADDITION OF THE 
NEW MEMBER AND CLICK THE ‘NEXT’ BUTTON, AND 

 STEP 3 – FOLLOW STEPS 5 THROUGH 12 ABOVE. ** 
 
REPORT OVERPAYMENTS TO THE FRAUD AND RECOVERY UNIT, IF APPROPRIATE. 
 
C-843-FITAP - PR HEAD OF HOUSEHOLD LEAVES THE HOME 
 
*** * Take action within 10 days to request verification, if needed, make the change, and notify the 
household. ** 
 
III. FORMS AND INSTRUCTIONS 
 
OFS 12 Form / Instructions Addition of a Household Member  
 
IV. REFERENCES 
 
LAC 67:III.1257 

https://powerdms.com/docs/400590
https://powerdms.com/docs/400542
http://www.doa.la.gov/Pages/osr/lac/books.aspx

