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Section 1 – Standalone E2 Cases, Coding and Person Alias 

Are Standalone E2 

cases eligible for 

support service 

payments if no TANF is 

attached? 

No. A support service payment is a TANF program 

payment. 

Do we use the E2 case 

number or the TANF case 

number? 

The E2 case number is to be used only for TA-DVS 

payments. TANF case numbers are used for things like 

support service payments. 

How do we track TA-DVS 

history on a case, if it is 

linked by case number 

only? 

You will still look in TRACS. You want to have just one 

E2 case with one Case Descriptor (if applicable) and 

Needs Resource. 

 

If the survivor applies again, just replace that 

Needs Resource with the new approval date. 

Are we removing and 

replacing DVS coding? 

Or are we leaving them 

there? 

No, we are leaving DVS coding on UCMS cases. 

 

The DVS coding is our historical reference for when 

TA-DVS was last received. We need this information in 

order to determine if the current request is a 

subsequent request and if it will require a staffing with 

Central Office. 

When opening a new standalone E2 case, for 

approvals, remove historic DVS coding on other 

cases and input NEW DVS coding with NEW 

approval month and year on standalone E2 case. 

When opening a new standalone E2 case, for 

denials and pending cases, remove historic DVS 

coding on other cases and save onto new 

standalone E2 case. 
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If we are creating cases 

online, and there are 

safety concerns with the 

abuser having access to 

DHR, would we still do a 

paper file? 

Yes. You would keep everything in a hard paper file 

in a safe location, usually with management. 

 

When we are creating 

the E2 (Standalone) 

cases, who are we 

bringing over to the 

case? 

We are “bringing over” everyone who is reported to 

be in the filing group. The filing group are the 

individuals in the household group that need to 

apply together because of relationship, or their 

circumstances bind them. 

 

Note: A reported abuser can be excluded from the 

UCMS case, even though they are in the filing group, 

due to safety concerns. 

On a new E2 

(Standalone) case, 

when we code the CH 

(Child), what do we 

code so we do not 

include the FA (Father)? 

This is assuming that the abuser is the father – there is 

no special coding required. The case can be coded 

with just the survivor and their dependent child(ren). 

What do we do if there 

is a safety concern with 

having an E2 case in 

DHR? 

If there is a safety concern with having an E2 case in 

DHR, email Policy and they will staff with you on a 

case-by-case basis. 

  

Can you use an already 

closed M5 case for an 

E2 case? 

 

 

 

E2 is created on an E2 Case only. If there is an 

existing E2 case, we can reuse this E2 case. We 

cannot use an M5, 2, 82, case. Create a new case 

for E2, because we just want E2 history on those 

cases. 
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Do we need to narrate 

extra time so that 

someone else updating 

the case doesn’t take 

action too soon? 

It is not a requirement to narrate ACP that you’re 

mailing early, but it is a best practice because it gives 

a reminder and helps when someone calls in 

requesting to know about their notices. 

Section 2 – TA-DVS Eligibility Groups 

Is there any situation in 

which we might deny an 

applicant? 

Yes. For example: 

If someone is not eligible for the grant, we would deny 

the applicant, such as no safety concern, no children. 

 

If they are eligible for the grant but they request past 

due rent that was not related to the DV situation, that 

payment would be denied. 

 

If they are denied and have a need, we can look at 

other programs they may be eligible for. Including 

Co- Located DV Advocates. 

When a TA-DVS survivor is 

approved for the 

program, but then reunites 

with their abuser, do they 

become ineligible? 

One of the pieces of eligibility is that they intend to 

flee their situation, so we want to have that 

conversation with them about if that is still their plan or 

not. 

Often, we see that survivors remain in the home until it 

is safe to leave. If they are intending to flee, we leave 

their TA-DVS case open. 

If they have reconciled with their abuser, the TA-DVS 

will close because they are no longer eligible for 

services. However, we have a conversation about 

safety, and it is also a good idea to connect them 

with an advocate to talk about safety planning in the 

home. 
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Section 3 – TANF, JOBS and Case Plans 

What does the JOBS Plan 

look like for cases with 

TANF attached, and how 

do support services get 

issued if they need it? 

TA-DVS and TANF are on two separate cases. 

 

On the TANF case, you can open a DV Step, the 

process is the same as any other step with TANF. When 

you issue support services payments, it is coming from 

the TANF case not from TA-DVS. 

If a TA-DVS case is 

approved with a TANF 

case attached, should 

we review the Time Limit 

on the TANF Case? 

Time Limits are for TANF and should be reviewed all 

the time when we work with participants, not just 

when they are approved for TA-DVS. 

Are there guidelines on 

how many hours a client 

is required to spend on 

activities in the Case 

Plan? 

We develop plans based on the family’s needs 

and the activities they’re engaged in, so they 

don’t have specific required numbers of hours. 

It’s really about what the family’s goal is, how 

they’re going to achieve that goal, and the small 

goals they need to get to the larger goal. 

 
How do we manage 

Attendance when the 

client’s plan is to meet 

with an Advocate, but 

the Advocate can’t tell 

us that they’ve met? 

 

For the DV step, we do allow for participant self-

reporting in writing, in person, by phone, or through 

email. So, they can give you the information for 

when they met with the Advocate, then we would 

document that in TRACS and update the step. 
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What’s the best way to 

handle a regular check-in 

with the survivor if it’s 

difficult for them to 

check-in every week, or 

even every two weeks? 

Ultimately, if it is truly in the best interest of the family 

and you’re able to support it in narrative and have 

a plan around it, we can work with whatever 

check-in schedule is best for them. 

When narratives are reviewed it’s often hard to tell 

if it is in support of the family’s plan or the worker’s 

plan. We should be having regular contact and 

checking in with all of our participants, so we just 

want to make sure that we have a plan for regular 

contact with the participant and what that looks 

like. 

Morefrequent support and contact is 

recommended for anyone that is going through a 

DV situation or has fled. There is a lot changing in 

their life all at once. Check-in’s should ask if there is 

anything they need, if their safety plan or case plan 

has changed, and what support they need. 

Remember that contact can be initiated by the 

worker, keeping in mind the safety and needs of 

the survivor. 

 

Section 4 – Relocation 

If a Survivor is moving in 

with a friend and the 

friend can’t afford 50% of 

the move-in costs, but 

they have a plan where 

the roommate will be 

paying more than 50% of 

the rent ongoing. Would 

DV Funds be authorized 

for use to cover the move-

in cost required? 

This payment request could be approved, because 

they have a plan to help offset the rent after move-

in to ensure the Survivor is safe ongoing. 
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Is there a way to 

determine food costs per 

day for travel? When we 

talk to a manager about a 

payment request, they 

usually request a food 

calculation worksheet (or 

something similar). 

There is no standard daily amount we would give 

them. It’s about having that conversation with the 

Survivor to see what they need: How many stops they 

will make, where they will need to stop for food, the 

size of the family, etc. Daily food costs are 

determined on a case-by-case basis, but we can get 

them a little extra support as needed. 

If someone applies in 

Oregon, then flees to 

another state, do we help 

them get a place to live in 

the new state? 

TA-DVS eligibility ends once they’ve established 

residency in the other state. We want to have a 

conversation with them before they leave to work on 

a plan that we could help with ahead of time. 

We can also help get them connected to Advocates 

and resources in the new state before they leave. 

 
How do you handle a 

situation where both the 

abuser & survivor’s names 

are on the car? 

 

We would encourage survivors to contact Legal Aid to 

see if they’re able to take that car, if they could do a 

title transfer if it’s safe to have the abuser’s name 

taken off of the car. If this is not advised, consider 

other travel options such as a bus, train, or plane. 

Do we have to contact 

CTM for bus tickets, or is 

that just an available 

option? 

CTM is helpful for bus and train tickets, but it is only 

required for plane travel. 

How do we handle 

survivors that meet 

eligibility and want to 

leave that same day? 

Ask the survivor if they are flexible with their arrival city, 

then call CTM as soon as you can, preferably with the 

survivor so you can work out a plan between them 

and CTM. 

You can issue out the plane ticket same day, as well as 

a taxi service. Make sure that they have all of their 

belongings ready to leave and try to walk through the 

plan with them to make sure this is the safest option. 
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What are the hours for 

CTM? 

 

Corporate Travel Management (CTM) is open seven 

days a week from 7:00 am – 7:00 pm. 

 

Section 5 – Motels and Housing & Other Payments 

Would policy approve 

another 90-day DV 

eligibility period in the 

same year if we used the 

previous grant on motels, if 

all other shelters, etc. have 

been exhausted? 

Yes. One of the eligibility criteria for TA-DVS is based 

on if there is a current/future safety concern. 

Previous payment requests are not used in the 

eligibility determination process. 

 

We have in policy that if you are using over half the 

grant on motels, you are to staff with Central Office, 

but this is for payments not eligibility. 

What is the best way to 

handle recurring DV 

survivors?  

If they are recurring, sit down and have a 

conversation with the survivor.  Maybe there is 

something that we are missing. 

What if a recurring 

survivor is only 

requesting motel 

stays? 

We should look at subsequent requests from a 

different point of view. 

 

If they are only asking for motel stays, there may 

be an underlying need. We might not be asking 

the right questions to uncover the true need. 

 

Also, sometimes when people find a resource that 

works, they just keep using that resource without 

realizing there are other options. 

Can you give advice on 

how to give peace of 

mind to motel owners 

resistant to accepting DV 

survivors? 

 

 

It is about talking to them face-to-face about how 

this program helps survivors of domestic violence. 

Give them a blank copy of the 1543M to show them 

what they can expect of the Client-Motel 

relationship. It comes down to building a relationship 

with them. 
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Most motels are only 

accepting debit or 

credit cards, and there 

is an issue with 

accepting checks. 

Talk to your Co-Located Advocates ahead of time 

and possibly create a plan if this situation occurs. 

Most of the advocate agencies have a credit card 

they can use. Ask them what the process would be if 

there is an urgent need for money. 

When building 

relationships with motels, 

can we accept a 

government discount? 

You can accept a discount only if they offer. We 

cannot ask for a discount because that would be 

considered as benefitting from our government 

position. 

Many people find a place 

to live first, then they come 

in for DV to help with the 

deposits and moving 

expenses, then they talk 

about the DV from months 

ago. What type of 

conversations would you 

have with these 

individuals? 

Since TA-DVS is for 90 days, sometimes it is more 

beneficial to find a place first and then come in to 

apply. Talk with them about what has been 

happening within the time frame since the domestic 

violence occurred and what is happening now. This 

will help determine what their safety concerns have 

been and if it is ongoing. 

If there is a domestic violence concern and they are 

needing that housing to stabilize, we can make 

payment. 

What should we do if a 

Survivor decides to wait 

for DV funds until after 

they’ve found a place, 

but they’ve already 

applied? 

You would still do the Intake, have the interview, and 

go through eligibility as normal. Let them know there 

is a 90- day time limit. However, if they don’t find 

housing within that time frame and they still need 

housing they can re- apply. 

Getting accepted for the grant can be a huge 

relief, knowing they have a backup plan even if 

they don’t find a place within the timeframe. 
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If someone has fled a DV 

situation and are trying to 

set up a new utility bill, but 

they are being held back 

by a past due bill from the 

utility they shared with 

their abuser, would we be 

able to help pay that 

utility to keep them safe? 

Since the abuser is on the past utility bill, we wouldn’t 

be able to use funds for that one because TA-DVS 

funds don’t make payments that support the abuser. 

If that is part of their plan, you may be able to use 

TANF funds to cover that, we would need to consider 

who is legally responsible for the payment. You could 

also look at their budget and help to review and 

determine if there is something they are making 

payment for that TA-DVS Funds could cover to allow 

them to have the funds for the past due bill.  

 
Can we pend a payment 

for further verification, or 

do we need to deny and 

request payment again 

later? 

If you need more verification, you do pend a 

payment. 

Usually you would pend for 10 days, but you can give 

them a little longer if they need it. 

 

What happens if a survivor 

uses all of their grant within 

two months and need 

more support? 

Should we close the case 

so they can reapply, even 

if that is within 90 days? 

 

Two 90-day eligibility periods cannot overlap. If they 

use all of their funds, we leave the case open 

because they are still eligible within that time period 

for safety planning support, connection to DHS, 

ongoing talk about resources, etc. 

You would really want to talk with them about other 

resources and safety planning, as well as potential 

TANF resources that could help support them. 

 
When staying at a hotel is 

part of the survivor’s plan, 

and they have already 

reached out to many 

resources but have no car 

or place to stay, is there a 

max we can allot for a 

hotel stay? 

There is some guidance for hotels in the FSM. 

The need for staying in a hotel should be related to 

safety and should be as minimal as possible before 

re-addressing that need. 

If they end up using half their grant, you want to staff 

with Policy. 
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Can we help with startup 

costs for vehicle insurance 

using DV funds? 

 

We can’t support ongoing costs, but we can help 

them with insurance for rental cars, and we could 

help with one-time startup costs. 

How do we handle issues 

with running up against 

our $1,200 limit when there 

aren’t enough funds for 

the amount of luggage 

they need to take? 

We want to discuss the budget of the $1,200 and 

look at other lower cost alternative resources to take 

care of their baggage. This could mean leaving 

baggage with a friend or family member 

temporarily, shipping the bags through a different 

delivery service. 

There could be community resources that could help 

as well, so that would be worth exploring. 

It is a hard conversation to have, but also make sure 

they know that they won’t be losing those bags for 

good; they just may have to get them at a later 

time. 

 Could a DV grant be used 

to purchase the survivor a 

phone to help increase their 

safety? 

 

Potentially, yes, depending on their safety plan. 

Remember that we can’t make payments that would 

benefit the abuser in any way. 

It may not be safe for the abuser to notice that the 

survivor has a phone that they didn’t have before.  

 

Section 6 – Safety Planning and General Safety 

If the participant has a 

safety plan, they decide 

to change their plan and 

request payment, do you 

update their plan on the 

spot? 

Yes. Remember that safety plans are fluid and can 

change as time goes on. Have conversations with 

the survivor so that we know what direction they are 

moving towards. Always ask if they want a copy of 

their safety plan when changes are made. 
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When the Safety Plan 

suddenly changes, how 

critical is it that I re-

document the information 

in the 1543, or can I 

change the Safety Plan in 

TRACS? 

Ideally, updates to the safety plan would be done 

on a 1543. At the very least it should be done in 

TRACS.  We just want to make sure that we have it 

updated so that if the Survivor would like a copy of 

the Safety Plan we can get that for them. 

Can you share what FCs 

need to have 

completed, and what 

can wait until the next 

day when someone 

comes in at 5:00 and 

needs a hotel stay? 

The intake is completed to determine eligibility. You 

don’t need to put the full narrative in if you don’t 

have time, but at least put a piece in there saying it 

was done, they are eligible, and the approved 

eligibility period. 

 

Any time somebody applies, meaning they turn in a 

signed completed application for TA-DVS, the TA-

DVS Safety Screening (DHS 7802) needs to be 

completed.  The DHS 7802 needs to be done within 8 

working hours of receiving a completed, signed 

application for TADVS. 

 

8 working hours means, when someone applies, 

we want to meet with them immediately. 

Can we talk about ways 

to have conversations 

with survivors when the 

office is closing and there 

isn’t a shelter available at 

that time? 

We should take the time to ask the survivor what they 

need. Asking more questions may help us determine 

if they have somewhere else to go. If there are no 

place for the survivor to go, this could be a situation 

where you would issue a hotel payment. Many times, 

an Advocate can pay that ahead of time and get a 

reimbursement. 

 

If there are no options, it’s about figuring out that 

practicality of what they would like to do. Be up front 

about what DHS has available and try to be creative 

about finding a solution. Try to find a way to help 

with their immediate need, and plan to address their 

long-term needs at a later time. 
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Could DV Funds be 

approved to install a lock 

for a window to remain 

safe in their current home, 

even though the Survivor is 

planning to move out but 

can’t do so right away? 

If that is their best option, and they have that plan 

for ongoing safety, that could be approved. You 

can also look at viable options for a lock that can be 

taken with them to their next home. 

If we made a payment 

to an owner for a new 

front door because it was 

broken by the Abuser, 

what about broken inside 

doors that are not a 

safety concern but the 

responsibility of the repair 

cost falls to the Survivor? 

First, always speak with the landlord. A lot of times 

they can help with those adjustments, and there 

may be specific requirements for the doors. 

 

Then talk with your Advocates. There are a lot of 

protections for damages caused by an Abuser. A 

Survivor leaving domestic violence generally is not 

held responsible for damages made by their Abuser. 

 

As for the inside doors, we can’t replace things 

that aren’t tied to a safety need. Ask your 

Advocates what resources there are; a lot of times 

landlords will help with situations like that. 

How in-depth should a 

safety screening discussion 

be? Should we stick strictly 

to the questions on the 

form? 

We want to stick with the questions because it is 

supposed to be a quick five-minute check-in to see 

if they are okay to come back for their next 

appointment, they have resources or connections to 

resources. 

Do we need to do a hard 

file an E2 narrative just 

because the abuser is in 

the home? 

Now that we have separate E2 cases, the abuser does 

not have access to the information just because he is 

in the home. 

Call out in the narration that the abuser is in the home, 

and it is a good practice to put in the heading that 

the DV narrative is not to be shared. You can even put 

the name of the person to not share the narrative to.  
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What’s the best way to 

handle question #3 on 

the 1543 form, which asks 

what the survivor wants to 

use the payment for? 

Since the items put in this section are considered a 

request for payment that we have to act on, it is best 

to hold off on this section until they have determined 

what they will really need for their safety. 

The 1543 is a fluid form and can be revisited and 

edited at any time. 

 

 

 

 

Can we still support a 

survivor wanting to move 

for their safety, but they 

don’t want to leave the 

area they are in? 

If they are saying that it will be safe for whatever 

reason, then yes that is okay. 

Maybe they will be moving closer to a friend, or an 

area where their neighbors are aware of their 

situation, etc. 

You can also bring up other possible options such as 

installing cameras or motion lights. Have a 

conversation about how this is safe. We want to 

discuss the proximity to understand how this supports 

their safety plan.  

 

Section 7 – Confidentiality 

Does a DV Step 

attached to a TANF case 

breach confidentiality? 

It does not necessarily breach confidentiality, as far 

as DHS policy, but it could be a concern for their 

safety if their abuser has access to the case. We 

should have conversations with the survivor asking 

what information they want to be shared. 

If a DV survivor is 

requesting verification of 

DHS benefits be sent to a 

third party for housing 

resources, can we send 

that information over for 

them? 

Typically, you want a Release of Information (2099). 

If you are giving the verification directly to the 

survivor, then we do not need a release. 
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Section 8 – Mandatory Reporting 

Can you speak to the 

language around 

informing our mandatory 

reporting so that it doesn’t 

set up a power dynamic 

or come across to the 

Survivor as setting up a 

trap? 

We talk about this in training a lot, and I encourage 

you to practice how you would talk about it. The 

language will be different for each person, and it 

could be good to get feedback from co-workers, 

friends or family on how it sounds. 

We want to let survivors know that the Advocates are 

not required to report, so if they feel more comfortable 

speaking with them, we can send referrals. 

 

Make sure you start building that rapport with them 

before bringing up the Mandatory Reporting 

disclosure so that we’re not coming out with that right 

away. It’s good to be open with them about what we 

have to report and include them in that process, so 

they can decide what to share. 

 

Remember, we only tell non-offending parents that we 

are making a mandatory report. This is because it is a 

safety concern for the child to tell an offending parent 

we are reporting. 

 

  
Section 9 – Financial and Waivers 

How long is a Hardship 

Extension for TANF? 

We can code a Hardship Extension for 6 months, and 

then we would re-look at the safety concern and 

determine if the hardship is still needed at six months. 

How long would a 

Citizenship Extension for 

TANF be if doing it at the 6-

month mark? 

 

You can do 6 months at a time, so if you are at the 

end of the period you can extend for an additional 6 

months if there is still a safety concern related to the 

domestic violence. 

 
Would we waive citizenship 

for an undocumented 

mother and child? 

Yes, we can do that for TANF as well as TA-DVS if there 

is a safety concern related to their domestic violence 

situation. 
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Would assets be pursued for 

TANF when the participant is 

safe if it was waived at the 

time of TA-DVS eligibility? 

For TANF, we evaluate assets at application. If granted 

good cause to not pursue we are not going to look at 

it mid-cert and change that decision. We would look 

at it when they reapply and address their safety again 

at that point, and if it is safe then we would consider 

that.  

 When we determine 

eligibility for DV and the 

client has available income, 

do we deduct their 

remaining income amount 

from the payment? 

We look at that income when determining initial 

eligibility and look at what they have available when 

it’s time for payment. It is not a deduction, but we 

wouldn’t pay out the entire payment amount if they 

have income available. Remember, if they are using 

their income to cover another portion of their safety 

plan or bills, that income would not be counted.  

 

 
Is there any priority for using 

DV funds vs JOBS funds 

when the client has access 

to both? 

 

If the payment is eligible for Jobs Support Services and 

for TA-DVS, you can use either funding source. TA-DVS 

funds are to be used specifically for issues pertaining to 

their safety. 

There are limitations to what each one can pay for, so 

it’s best to look at the situation and use what works 

best for the family.  If there are additional questions or 

more conversation needed, feel free to reach out to 

TANF or TA-DVS policy for guidance.  

 
Is there a waiver for income 

for TA-DVS? 

For TA-DVS there are unique exceptions we can make 

regarding countable income. Survivors must meet 

TANF financial eligibility, however there are a lot of 

exceptions to how income is counted. For TA-DVS we 

would use NET income, not gross, defined by the 

exceptions in FSM Chapter 5: TA-DVS Program; Section 

5: Financial Eligibility. For other programs, there are no 

waivers for counting income when a survivor has been 

approved for TA-DVS. Each program is different in how 

income is counted. 

https://sharedsystems.dhsoha.state.or.us/DHSForms/Served/de2818.pdf#page=613
https://sharedsystems.dhsoha.state.or.us/DHSForms/Served/de2818.pdf#page=613
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Do we use a TANF Grant in 

Step 3, if available? 

 

Yes, if there are any funds left from the grant, and they 

are not being used for other expenses that can be 

deducted, we would count this as part of the 

available net income. 

 

 
Are there any tips on using 

the 1542 while working 

remotely and speaking with 

participants over the 

phone? 

 

Sending them the form in an email so they can follow 

along, and then following up with an explanation 

works well. 

We just want to make sure that it’s safe to send them 

documents via email, and for TA-DVS documents we 

want to lean more on the side of not sending. 

 
Do we take statement on 

income, or do we need 

paystubs or verification? 

 

We want to verify if possible and run IEVS screens. We 

take statement of what is available at the time of 

intake.  

 
Is the income limit the TANF 

limit? 

Yes, you would compare the net available income to 

the TANF countable income limit 

If E-Claim shows 

unemployment payments 

but the customer says they 

have not received the 

money in the last week or 

two, and that they cannot 

get through to the 

employment office to clear 

the problem, can we take 

their word because we 

know this has been an 

issue? 

 

Yes, we will always take their statement for what they 

use the funds for anyway, so we would take their 

statement that they didn’t receive it as well. 
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If their NET income is over 

the TANF countable income 

limit at intake, and it’s 

determined they are OVI, 

do we give them a denial 

notice in person? 

 

Yes, we would need to provide a denial notice. 

We do want to make sure it is safe to provide that 

notice so checking with the survivor on how best to 

provide the document is best practice.  

 

Should we check the IEVS 

for TA-DVS? 

 

Yes 

Are there any specific 

expenses that we wouldn’t 

account for or include in 

“other” on the 1542? 

No, we want to include all expenses, even future 

expenses for the month, to determine available net 

income. 

What’s the definition of 

“budget month” on the 

1542? 

 

30 days prior to the eligibility period.  

 

Section 10 – Narration 

How detailed should our 

narration be? 

We want to narrate the pieces of the story, 

concerns, or threats of any kind, but we don’t want 

to record the specific details of those pieces. You 

can share how the situation met the DHS SSP 

Definition of domestic violence without giving the 

specifics of what happened in the situation. 

If we don’t narrate details, 

how does that work in case 

we get subpoenaed to 

court? 

 

The intent of our program is not to document all the 

specific pieces of information from a domestic 

violence case. 

In the rare case you need to testify in court, just give 

them the information you do have. 
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How do we narrate if a 

participant is applying for 

JOBS, but not for TA-DVS, 

and they describe a DV 

situation? 

The best practice would be to narrate the DV 

information separate from the JOBS narration. In the 

JOBS piece, note that a DV step was added and 

that another narrative will be created for details. 

How do we address a 

survivor who is concerned 

about the possibility of the 

narration being 

subpoenaed for a court 

case? 

 

Just talk them through how the information will be 

narrated and what information is recorded so they 

can have the option of exactly what they want to 

share. 

This would be a good time to let them sit down and 

chat with a Co-Located Advocate. 

 

When an E2 case is denied 

at the 7802 because 

someone does not wish to 

complete the full intake or 

safety plan, does a full 

intake narration still need to 

be completed? 

We want to still give the full intake, even if that 

means narrating that they didn’t want to continue. A 

full intake means we are addressing safety concerns, 

creating/offering a safety plan, determining 

eligibility, and reviewing the application for other 

programs. All of these moving pieces are to occur. If 

we have offered this and someone declines to 

continue the intake, narrate what was offered and 

that the remainder of the intake was not completed 

at their request. 

What reason should we 

give if a survivor asks why 

we need to narrate? 

 

Since it is an eligibility-based program, we have to 

have documentation to give them ongoing support. 

Our program says that we need to show that they 

have a current or future safety concern. All DHS 

program applications are to be recorded to 

determine we applied policy correctly and have 

verification of what was discussed in their intake. 
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If we have a hard file case, 

how do we go about 

narrating for it ongoing? 

Continue to put some sort of note in TRACS to 

reference the hard file for the full narrative. We have 

to document all narrations. Each new contact, 

phone call, in person, etc. has to be documented. 

This would mean a reference for each occasion 

where to find the hard file narration. 

Does the 1542 have to be 

listed out in the narration, or 

can it be scanned and 

referenced? 

It can just be scanned and referenced in the 

narration. Narrative does not have to include all of the 

details as long as the 1542 is accessible.  

 

Section 11 – Subsequent Requests 

What do we do if a client 

has a subsequent request 

within 12 months and funds 

were used previously, now 

the client is requesting a 

payment for moving cost 

within a new eligibility 

period? 

Staffing for subsequent requests is only for 

eligibility, so you don’t have to staff for the 

actual payments once they’re approved and 

staffed jointly with policy. 
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If we have an additional 

request after DV has been 

issued and paid, do we 

open TA-DVS or pend for 

analyst approval? 

 

If someone has issued all of their funds, the case still 

remains open for those 90 days because they’re still 

eligible for ongoing services. 

If they used all their funds and are reapplying for TA-

DVS within their 90 days, you would give a denial for 

that request for concurrent benefits.  Outside of the 90 

days you would staff with Policy for the eligibility 

determination. Any subsequent request in 12 months 

where payment was received, and any 3rd or 4th 

request are to be staffed with Policy. 

If staffing with policy, DHS has 16 working hours to 

determine eligibility. The TA-DVS case is not pended for 

subsequent requests, we are taking the 16 hours to 

make an eligibility determination. A pend is when DHS 

needs additional information from the survivor, and we 

just need additional staffing. Narrate “subsequent 

request, email sent to Policy, waiting for confirmation, 

etc.” 

 
If we have someone who 

has had DV in the past 

and has used payments 

while staying in the home, 

would we open requests 

again or do we need to 

staff and require more 

proof of verification for 

their situation? 

All TA-DVS payments require verification. If there are 

questions about what counts for verification, check 

FSM and you can staff with Policy to help you 

determine sufficient verification.  

If there is a history with the same abuser and they are 

still with them, we want to have a conversation with 

them. Talk to them about what information we have 

and about their safety concerns. Each payment for 

TA-DVS is based individually on their request and if it 

aligns with their safety plan. Have a conversation to 

check in regarding their situation.   

 
Is it important to narrate 

who they staffed a 

Subsequent Request with? 

It could be helpful to narrate this, and some districts 

prefer it, but it’s not required because the form will 

include the name of the staff already. 
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Section 12 – Other 

When keeping a hard file 

secure, do branches have 

their own procedures or is 

it policy to have the file 

kept with BOM, ES, or DV 

Point in a locked cabinet? 

It is practice to keep it in a locked cabinet, but it is 

up to the branch who is the best person to take the 

responsibility for that cabinet. 

When court-ordered or 

medical documents 

related to the DV are 

scanned to EDMS, and a 

task is created for a 

Family Coach to follow 

up, what information is 

okay to narrate? 

It is all case-by-case. 

You can narrate that we received the documents 

and spoke with the survivor about the information.  

Just narrate as normal, not including specific details 

of what was documented on the forms. Follow the 

same process we do now for medical information.  

 

People who are on the 

HUD list with a TA-DVS 

Grant: Is there any talk of 

getting them bumped up 

in the HUD process? 

HUD process is all run locally, so each area has the 

opportunity to choose populations that they can 

prioritize. That is a great conversation to have with 

your advocates to see if they have some insight 

into your local area. 

Have you thought about 

trying to extend the 90-

day grant due to the 

housing crisis? 

Unfortunately, it is not a consideration because we 

do not do extensions. It is an Emergency Assistance 

program, it is short-term. 

 

If there is still that safety need, survivors can 

always re- apply. 



Tea Time with TA-DVS Analyst Hour 
Frequently Asked Questions & Answers 

 
 

 

I like to ask the Survivor if 

they’re comfortable 

talking about their 

experience (completing 

their intake/Safety 

Screening) with a 

particular gender. 

It’s a wonderful idea to check in and see how 

they’re feeling, because at the end of the day it’s 

about what makes them most comfortable. 

What do you propose if 

someone declines to 

talk about the DV at 

the time of meeting for 

application? 

They may have been told by someone to apply 

before they were ready. Ask them if they’re 

comfortable and ready to talk about their safety, 

instead of the actual DV. Offer different options for 

them for setting up a safety plan. 

Does the new 

scheduling model allow 

time for scheduling an 

appointment with 

someone who is not 

eligible? 

Yes, anyone who applies and has turned in an 

application is entitled to an appointment and the 

same amount of time as anyone else. 

Is it really Trauma-

Informed to have them 

tell their whole story just to 

deny them in the end? 

We want to let the survivor know our process. Give 

them the option to share what they feel like sharing 

and offer to get them in touch with an advocate. 

Everyone’s situation is different, and the more they 

are able to share with you, the better you can 

understand what kind of resources they need. 

Is policy looking into 

increasing the DV grant in 

the future? Most of the 

time 

$1,200 only covers 

the deposit. 

he $1,200 limit is State Law and the Legislature 

would have to change it. We are doing an internal 

analysis of our programs, TA-DVS and Co-Located 

DV Advocates Program currently to review. 
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Are there any talks on 

separate grants to help 

people without children 

that don’t meet the TANF 

requirements? 

This is a state law that would have to be 

changed by the Legislature. 

How would we approve 

payment for TA-DVS 

without a social security 

number? 

You can still set up the E2 case without a social 

security number as normal, and then you would be 

able to access benefits off that case. All payments 

should be made with a 437 based on the E2 case 

number.  

 
If a participant is 

approved for DV, then 

they reconcile with their 

partner, do we close the 

DV or keep it open? 

There may be a lot of things happening that we don’t 

know about. We would want to have a conversation 

with them about what their plans are, and if they’re still 

planning to leave. We want to check in on their safety 

as well.  

If their plan has really changed and they’re no longer 

looking to leave, we close the DV case because they 

are no longer intending to flee domestic violence.  

 

 Are there any resources to 

help with an Advocate 

having lower availability? 

There may be changes to the Advocate’s time with 

the DHS office, but the Advocate Agency is still 

available to be referred to. 

Have a talk with your DV Advocates to ask about how 

to best work with them going forward. 

 
If an ongoing SNAP 

recipient comes in to 

apply for DV, and it is 

found at that moment she 

has been with the abuser 

in the same household all 

along but never reported 

it, would we send an 

overpayment referral? 

There is an overpayment threshold for SNAP.  If the 

overpayment is under the threshold, make changes to 

the case and it does not need to be reported.  If the 

overpayment is over the threshold, then it does need 

to be reported. We want to have a conversation with 

the survivor about the overpayment and what this 

means.  

We also want to have a conversation about what their 

safety looks like and giving them their options about 

getting an advocate involved. 
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What do we do if we 

made a payment to a 

participant, then we later 

discover that they had a 

joint account with their 

abuser that would put 

them over income that 

wasn’t being held from 

them? 

You can talk with them about that, because it may still 

be a safety concern for them to draw from that 

account due to the abuser seeing them pull money to 

help them leave. 

The 1542 form is very helpful for planning with a 

budget and what is going on with their available 

funds. 

 

Who can a survivor 

contact if their abuser has 

forged their signature to 

be able to collect their 

mail? 

They can go to Oregon Law Center, Legal Aid, or 

other attorney programs to look at different legal 

options. They can also check with legal advocates 

through the Co-Located DV Advocates or through the 

courts. 

What is the intent of the 

QA Reviews? 

Reviews are to help us see how we’re doing statewide 

and how the TA-DVS program is being implemented. 

This will help us get ready for addressing all TA-DVS 

eligibility requirements going moving forward into 

Integrated Eligibility. 

The intent of the reviews is to see areas where we may 

have improvement, more support is needed, and 

what we are doing well. We have updated reviews 

this time to say “error” because this is the language 

QA is used to. This does not mean something negative 

or harm your accuracy. Please know, it may not be 

appropriate to follow up on some of these cases 

because they are closed and it might not be safe to 

reach out to those survivors. 
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We often deal with 

situations where the 

survivor is in flight mode 

and doesn’t want to 

discuss or plan anything 

outside of their immediate 

plan to leave. What can 

we do to strengthen short-

term, last-minute support? 

You can have a conversation asking them about what 

their plan is when they get to their destination, and if 

they have their luggage and important documents 

together. 

We want to tell them that we can help them leave, 

but you also want to be sure they have thought of 

other important pieces. 

If we slow down our own sense of emergency and let 

them know the reasons why we are asking them 

certain questions, they often will slow down as well to 

mirror our energy. Part of recognizing trauma is 

understanding they have an urgent need, working 

quickly, offering support, and taking the time you can 

to help discuss their safety for an intentional plan.  

 

Can we provide 

statements that we are 

closing benefits for SNAP 

or TANF? 

You can get their closure notice and print those off 

ahead of time. If they are leaving out of state, they 

can take the notices with them when they get to their 

destination to make it easier to apply for services in 

their new location. 

Are they able to leave if 

they get a restraining 

order that gives the 

fleeing parent temporary 

full custody? 

Yes, and you should have them talk to somebody or 

safety plan around what they are going to do about 

that temporary custody order once it ends. We can’t 

give legal advice, but we can suggest they speak to 

an attorney. 

If someone is applying for 

DV in addition to other 

programs, and is denied 

for DV, should they still 

complete the other 

program eligibility 

application? 

We don’t want them bouncing around to other 

appointments, so if you can process all their other 

benefit requests while you have them there, it is best to 

do so. 

The potential income from the other programs would 

not be counted toward TA-DVS at the time they are 

applying because they do not actually have those 

funds at that time. 
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Could FC’s potentially do 

Medical eligibility in the 

case above? 

 

Yes 

If we know they are not 

eligible, is it still trauma 

informed to ask the survivor 

about their situation? 

We should empower the survivor by giving options. 

You can let them know what while they are not 

eligible for the financial grant, they are still eligible to 

have some help and support in safety planning. Let 

the survivor guide the conversation on if they want to 

do that or not. For some survivors this might be 

extremely helpful to plan and gather resources, 

connect with co-located advocates, etc. however, for 

others it may be triggering. We want survivors to 

decide how we can best support them. We should 

always offer safety planning and resource connection.  

 
Would it be acceptable to 

email a Release-of-

Information to the customer 

for signature if there was not 

a description of what the 

ROI was for in the email? 

 

No. The ROI needs to clearly state what and who the 

release is for. Additionally, email is often not a safe 

way to communicate with survivors due to abusers 

tracking technology use. 

 

Where on CAPI would a 

person request safety 

concern? 

There is not a specific place on CAPI for this piece. This 

would come up in conversation during the intake 

interview, or possibly other indications on the 

application (e.g. Applicant indicates they work but 

don’t have access to the money from their income) 
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Can another FC do an 

intake via phone with the 

survivor? 

Yes. If the only immediately available FC is working 

remotely, and the survivor is comfortable doing a 

phone intake, this can be completed over the phone 

while the survivor remains in the office. It is also 

possible to do a phone intake with a FC who is in 

another area of the office, to allow for physical 

distancing, if the survivor is comfortable with this 

option. Having a clean room set up in the office, for 

the survivor to be comfortable and safe during a 

phone intake, is best practice for these situations. The 

most important thing is that survivors are seen 

immediately and in a way they are comfortable with.  

 
How do we assess a safety 

concern over the weekend 

when we are doing over 

time? 

 

If you’re not able to schedule an intake, contact 

someone from leadership to set up an appointment. 

Crisis lines for advocacy agencies are still open and 

available to help as an additional resource. 

Be transparent about not having staff in the office on 

weekends and determine with the survivor the best 

way to schedule the appointment, and safe way to 

contact them if you need to make the appointment 

during business hours.  

 
Does the weekend time 

count against the DV time 

limit? 

No. The time limit begins during business hours. For 

example, if someone applies on Saturday, the 16-hour 

processing time will begin on Monday when the office 

opens. 

How long do we keep 

Restricted folders? Do we 

eventually send them to be 

archived somewhere? 

You keep them for 12 months locked in the office with 

a manager, and then they need to be sent as a 

Restricted file to EDMS. 

The process for this is in the FSM 
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Could we invite a DV 

Advocate to join in on the 

call for support? 

 

Some of the pieces of that would have to be agreed 

on beforehand to establish safety, but as long as the 

survivor is okay with having the Advocate on the 

phone that would be okay. 

 

  

 

 

Topics Timeline – See Staff Tools for copies of materials 

Date Topic 

02/04/2019 Address Confidentiality 

03/04/2019 All About Payments 

03/18/2019 Safety Planning at the End of the Day 

04/01/2019 Individuals Not Eligible  

04/15/2019 Homelessness and Domestic Violence  

06/11/2019 Narration, EDMS, and Person Alias 

07/09/2019 TANF and TA-DVS – DV Program Requirements  

08/13/2019 Case Plans vs. Safety Plans  

09/10/2019 Safety Planning 

10/08/2019 Trauma Brain – Response to Domestic Violence  

11/06 and 11/12/2019 Subsequent Request Process Change  

12/10/2019 TA-DVS Quality Assurance Reviews 

01/14/2020 Moving out of State 

02/11/2020 7802 Safety Screening  

03/10/2020 TA-DVS Denials 

04/14/2020 TA-DVS ETOP and COVID-19 

05/12/20 Calculation Income for TA-DVS 

06/09/20 Phone Safety and DV 

 


